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Introduction to the NOP and EAP

The Normal Operating Procedure (NOP) and Emergency Action Plan (EAP) are to be used by all employees and volunteers and by any organisation making use of the facilities at The Castle Pool.
Any aspect of the Normal Operating Procedure and the Emergency Action Plan can be discussed with the Pool staff and or Trustees at any time. Any issues should be brought to the attention of the Pool staff so that it can be discussed, and any changes noted.
If alterations are to be made, it is the responsibility of the Pool Support Officer to ensure that the master copies are updated and that the new copies of the Normal Operating Procedure and the Emergency Action Plan are distributed as necessary, and that any training required is made available. Signed confirmation should be obtained to confirm that the document has been read and understood.
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2.0 DEALING WITH THE PUBLIC
2.1 All staff and volunteers on duty should be polite and helpful to all visitors to Castle Pool. 
2.2 Staff must encourage safe and enjoyable use of the facility and activities.  They should discourage any individual or group behaviour that may spoil other user’s enjoyment or create dangerous situations for themselves or others.  Draw attention to public safety notices.

2.3 Customers must always be advised to use the coin operated lockers for the safety of their personal belongings and advised to remember their locker number and to keep their key on them whilst using the pool.

2.4
Any swimmer seen attempting to enter the facility whilst under the influence of drink or drugs must be prevented from doing so.

2.5
Staff and volunteers may refuse admission to any person felt to pose a danger to themselves or others. Anyone putting themselves or other customers at risk will be asked to leave the premises.

2.6 All children aged under eight, or appearing to be under eight, must always be accompanied - in and out of the water - by a responsible adult aged eighteen or over. An adult may supervise up to 2 under 8’s in the water. 
2.7 User Group Characteristics:

The safety of people with additional needs to be assessed on a case-by-case basis.

· There should be enough helpers in the water to provide adequate support.

· There should be enough other helpers, available to provide additional support and assistance.  This is especially important in the event of an emergency requiring the evacuation of the building.

2.8 When dealing with complaints, the details should be clearly established and where possible a solution offered straight away.  Visitors should be advised that the Trust has a Complaints Procedure and shown how this is accessed.
2.9 It is the responsibility of all staff and volunteers to create an atmosphere where the public feel that they can express any concerns they may have, and feel the response is one of a positive nature.

2.10
If approached by a customer and you are unsure, or unable, to deal with

their enquiry, complaint or suggestion, pass the customer onto the Pool Support Officer who will deal with the situation as effectively as possible.

3.0 STAFF PROTOCOLS

3.1
Staff and volunteers must ensure that when they arrive for duty, they are on time and that their appearance is in accordance the Trust’s requirements. Ie if it is a role requiring a uniform , these must be worn.
3.2 Staff and volunteers must not drink alcohol or take drugs before or during shifts.

3.3
Smoking is not permitted inside the building.  Anyone wishing to smoke must do so outside in the rear car park, well away from the Pool building. 
4.0
STAFF SICKNESS
4.1 
If a staff member or a volunteer

 is sick or unable to work he/she must contact the site immediately if they are on the morning shift.  If they are on the afternoon shift, they must contact the site by 10.00am. They should use the land line telephone number which is 0121 748 3196.
4.2 On contacting the site, staff must speak to the staff member who is responsible who will
 record the sickness on the appropriate forms, which are kept in the Pool office. It is permissible for a third party to call on your behalf, but it is preferred that the staff member contacts the centre. Absence should not be reported by text or social media. Absence should be discussed, and an estimate given of return to work where possible.
4.3 On your return to work you will be asked to attend a "Return to Work Interview".  Your ability to carry lout your job role will be discussed to ensure that you are able to fulfil your role.
4.4 A copy of the sickness and absence policy will be supplied to all staff members at the commencement of their employment and if there are changes.
5.0      CLEANLINESS
5.1  Staff and volunteers need to ensure that high levels of customer service are met and to work together to ensure that The Castle Pool is always clean and tidy . 

· Floors are kept clean, are free from water where possible, and are not slippery.

· The premises are kept clean, including internal walls, ceilings, furniture and fittings.

· Appropriate containers are provided for waste products and emptied regularly.

· Refuge and trade waste are disposed of regularly.

· Spillages are promptly cleaned up.

· Facilities are checked and recorded regularly.

6.0      RISK ASSESSMENT/C.O.S.H.H. DATA HAZARD SHEETS

SUBSTANCES

6.1 With activities there is a risk, certain activities are more of a risk than

others. To counteract this problem, risk assessments have been carried out on all areas and procedures with a potential risk factor. This has resulted in a risk assessment folder that details risks and the correct procedure to adopt to prevent accidents occurring.  This is situated in the Pool Office. All Risk Assessments will undergo regular periodic reviews and in addition will be reviewed following any incident trend being identified or any major incident.
6.2 All chemicals must be C.O.S.H.H. assessed before they can be used on site.  This means that they must have a data hazard sheet and the Safety Section has passed them for use.  If you are unclear or require any additional information, this can be found in the substances register in the Pool office.
No chemicals other than those listed on site control registers should be used at any time.

7.0       PHONE LINES

7.1     The telephone in the Pool office may be used to make any 999                                                             
                            calls. The telephone number is 0121 748 3196.
8.0       LOST PROPERTY


8.1  All lost property is to be taken to reception and logged in an appropriate register. It should be kept safely for 3 months and then disposed of in a responsible way.

9.0
CONDITIONS OF HIRE
9.1 Customers hiring a facility must be provided with a copy of the "Hirers Agreement" and advised to read and comply with the information supplied. (Supplied as an Appendix – currently version 5 June 2019).
10.0
REVIEW PROCEDURE

10.1 These procedures are under constant review. If you wish to contribute to the review process, please advise the Trustees.
NORMAL OPERATING PROCEDURE

WET SIDE

11.0 STAFFING LEVELS

POOL DIMENSIONS


[image: image2]
                                      One
 Lifeguard mobile patrol on the poolside 0-50 bathers
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                          Lifeguard A scans the shallow end (nearest first aid equipment) to midway.

                               Lifeguard B scans the opposite end to the middle.
                                         Over 50 bathers, busy periods and splash sessions  -two lifeguards

            If circumstances dictate, the Pool Support Officer may increase the number of staff on pool duty. 
 12.0
MAXIMUM BATHER LOAD
	Pool
	No. of Users

	Pool
	80

	
	


12.1
The above figure is based on an even distribution of bathers throughout the pool.  All Lifeguards must monitor by regular head counts. These numbers should eb recorded and stored. If a situation arises where the number of bathers in the pool is leading to a potential risk; the Pool Support Officer must be notified, and ticket sales suspended.  The bather load must be reduced to acceptable levels.  The changing capacity is 50 - using the locker system.

13.0
POTENTIAL RISK FACTORS
13.1
The greatest potential for risk is midway of the pool section where beginners or weak swimmers may stray out of their depth and get into difficulties. There is a specific risk assessment in regard to the layout of the pool which must be observed by the pool staff.


Steps
  - Care must be taken entering and exiting the pool.

13.2 It is not advisable to mix alcohol with swimming. If there is any suspicion that someone has been drinking, the receptionist should refuse admission and call the Pool Support Officer who should advise that it is in their own interest that they should not swim and be requested to leave the premises.

13.3 The glare on the pool surface caused by the overhead windows always makes it important for the lifeguards to stand in the correct position for the best visibility. This may vary as throughout the day and change according to time of year.
13.4 Bathers should be warned about running around the pool as this area can become slippery when wet. Bathers should eb stopped if they are running.
13.5 All children aged under eight, or appearing to be under eight, must always be accompanied - in and out of the water - by a responsible adult aged eighteen or over.  Ratio:  1 adult to 2 under eights. 
13.6 To prevent unauthorised use after the pool has closed, visual control of the pool hall should be maintained until the building has been cleared, and the doors to the premises locked.  All external service doors should be kept locked to prevent unauthorised access and there should be a full building sweep to ensure building is clear.
14.0 SWIMWEAR GUIDELINES
14.1
Customers swimming in The Castle Pool should wear swimwear that is safe, clean and respects the dignity of all service users.  In the main, customers will wear normal swimming costumes that can be brought in high street shops and which should be suitable for wear in the water. 
Some customers may feel the need to wear adaptable clothing for several reasons.  


SAFETY, DIGNITY, HYGIENE AND HEALTH

14.2 SAFETY

Adaptable clothing such as a T-shirt, leggings etc should be: -
a) Lightweight

b) Relatively close fitting to avoid the danger of drag

c) Not hazardous to other bathers

d) Appropriate for the session attended

Jewellery should be kept to an absolute minimum and should only be allowed if it does not pose a threat to the individual wearing it or other bathers.

Where customers need to wear, or have with them, an object of religious and cultural significance then these should be assessed against the safety criteria.

14.3 DIGNITY

Adapted clothing may be worn to reduce embarrassment and satisfy individual cultural/dignity requirements. 
All swimwear should offer reasonable and generally acceptable levels of cover as not to offend or embarrass other customers.
14.4 HYGIENE AND HEALTH

In the interest of hygiene all swimwear should be clean.

Clothing worn for an activity session immediately prior to swimming (such as T-shirts worn in a fitness class) will not be permitted.

CUSTOMER SERVICE

People wearing adapted clothing should not be challenged every time they enter the pool as this could cause embarrassment.  They should only be approached regarding their dress if it does not meet the criteria outlined in the previous sections or is deemed unsafe for pool use.
Some key things to remember when dealing with any of the service issues outlined above.

Sensitivity, Politeness, Listening and Respect for individual differences. Language and cultural differences.
Discrimination against individuals based on their gender, race, religion, culture or disability is against our policy and can be illegal.

15.0 STAFF QUALIFICATIONS
15.1 The minimum qualification for a member of staff or a volunteer with lifeguard responsibilities is a current RLSS National Pool Lifeguard Qualification, Units 1 & 2.
Full NPLQ including spinal board element relevant to pool and appropriate depth test. If awarding depth was not adequate, an additional depth test should be undertaken by qualified TA.

15.2 Staff and volunteers are encouraged to complete a course within six months of appointment leading to a First Aid certificate. 
15.3
Staff and volunteers are required to pass an Induction Test and provide proof of the possession of all relevant qualifications prior to appointment.

15.3 Staff and volunteers are required to renew their lifeguarding and first aid qualifications in accordance with the issuing organisations.

15.4  Managers and Pool Support Officers are required to hold the same minimum qualifications as those stated for Aquatic Assistants.  In addition to this, they are required to hold a current First Aid at Work qualification and a Pool Plant Operators Certificate, Leisure Technicians Award or have relevant experience. 
15.5 Records of competency must be kept and maintained at the Pool.
15.5
FIRST AID PROVISION AND TRAINING


First Aid supplies are located at reception, poolside (storeroom), the office, staff room and plant room.  The resuscitator do you mean AED? is located on poolside (storeroom).  The oxygen cylinders must be re-filled when they reach half empty. May need to review oxygen use!! As a medical gas, oxygen therapy requires a Medical Director to be overall responsible for its use. Call me if you wish to discuss.
15.6 Minor cuts and bruises should be attended to by the lifeguard nearest the first aid supply when support staff have been contacted to cover pool duties, but for a more serious incident assistance should be summoned by raising the alarm. The lifeguard should not leave his/her duties to attend to a first aid issue unless there is a further qualified lifeguard able to take over the duties.
16.0
STAFF TRAINING
16.1 
Relevant staff and volunteers are required to participate in monthly training in all skill areas, which should include incident and emergency procedures. All skill areas will be tested over a period of time. It is a requirement of your qualification that you attend 20 hours site-based training over 2 years and failure to achieve this may result in your qualification expiring.

16.2 Managers are required to maintain accurate and up to date records of training undertaken by all staff. NPLQ training records should be maintained and signed by a TA or NTA.

16.3 Poolside staff and volunteers must not only be physically fit but also mentally alert, sensible and self-disciplined.
16.4 All staff and volunteers who require a current RLSS National Pool Lifeguard qualification are required to obtain and maintain a current award.

16.5 Staff Training will be arranged on a regular basis as required by mandatory
 and statutory and other requirements.

 SYSTEMS OF WORK
17.1
The maximum period over which a staff member or volunteer will continuously   supervise the pool will be no more than 90 minutes. The Pool Support Officer will ensure regular rotation of staff or volunteer.
17.2 At the end of a period of supervision, staff and/or volunteers are given a break from the poolside for not less than 15 minutes, during which time other duties may be undertaken.  The route to leave the poolside should be through the changing rooms, checking the lockers, toilets, family and changing areas and the disabled room.  A patrol of the building should be carried out to check the dry side changing areas.  
17.3  Poolside staff and volunteers MUST operate a mobile patrol on the poolside unless an intensive zone is required i.e. splash session. 
17.4 Staff and volunteers must never leave their designated zone and or poolside while on duty.

17.5 Breaks will be given at the discretion of the Pool Support Officer and in accordance the Pool’s guidelines.

17.6 Staff and volunteers must maintain a professional manner when communicating with bathers, and each other, about customer service and occurrences in and around the pool.  Such communication should not be prolonged in order to avoid distraction from observing the pool or causing them to leave their designated area unless necessary.
17.7 LIFEGUARD COMMUNICATION (WHISTLE)

	WHISTLE BLOW
	ACTION

	One Short Blast
	Attracts the Attention of a Bather

	Two Short Blasts
	Attracts the Attention of a Lifeguard

	Three Short Blasts
	Indicates Emergency Action

	One Long Continuous Blast
	Clears the Pool


The above communications must be accompanied by appropriate hand signals, and if necessary the activation of the pool drowning alarm.

17.8 Lifeguard Duties
· Maintain concentrated observation of the pool users in order to anticipate problems and to identify any emergencies quickly. Some bathers in difficulty may shout and splash; others may give little indication of a problem but simply sink below the water. Both types of behaviour may be found during normal activity, concentrated vigilance is needed to detect the genuine emergency. 
· Lifeguards must check the pool thoroughly when coming onto poolside after every rotation They must carry out the appropriate handover.
· Carry out rescue and initiate other emergency action, as and when necessary.

· Give immediate first aid in the event of injury to bather or other emergency, document first aid treatment and incident in the first aid book (see accident reporting procedure E.A.P). Inform the Pool Support Officer and Trustees of all incidents. 
· Lifeguards must not only be physically fit, include good vision and hearing but mentally alert, sensible and self disciplined. Lifeguards are encouraged to take a broad view of their duties, for example; by undertaking ancillary duties such as checking and maintaining safety and rescue equipment and reporting incidents which require improved safety arrangements to the Pool Support Officer. Any faulty equipment and all incidents should be reported/recorded/actioned as appropriate.
· A lifeguard’s other duties will include the setting up and putting away of building and pool side equipment in a safe and tidy manner. Cleaning duties are to be undertaken and will be designated by the Pool Support Officer in accordance with the site cleaning rota. 
PERSONAL PRESENTATION
Staff and volunteers must wear the uniform provided for recognition in emergencies and take responsibility for ensuring a clean, neat and tidy appearance.
A whistle is issued to all lifeguards and should always be available for use on poolside. 
18.0   CALL OUT PROCEDURE

18.1
Call out will be thirty minutes after the issue of the last ticket for a timetabled public session, or a session caused by maximum bather loading.

18.2 One long whistle blast, verbal communication or hand signals will be used to inform bathers that the session is over.

18.3 In the case of maximum bather loading, the next ticket will be issued as soon as the last bather from the previous session has vacated the pool and changing area.

19.0     POOL INCIDENT ALARM
19.1
This is to be used for emergency situations only and its sound will attract all staff to the poolside to assist as necessary.  The alarm must be tested every morning and logged on the daily safety check sheet.

19.2 There are four alarm buttons situated around the pool (see site plan in the Emergency Action Plan).

19.3 The control to de-activate the alarm is situated in Reception.
19.4 If any member of staff initiates a rescue of any kind, then three whistle blasts must be given, and the alarm must be sounded. Swimmers should exit the pool.
19.5 The pool incident alarm is an intermittent siren around the centre.  The alarm can be heard in the changing rooms, plant room, reception area and Pool’s Office.

19.6 First Aid Provision and Training:

First Aid supplies are located at reception, poolside (storeroom), the office, staff room and plant room.  The resuscitator (AED?) is located on poolside (storeroom).  The oxygen cylinders must be re-filled when they reach half empty.  
20.0        SWIMMING INSTRUCTION
20.1.
All swimming teachers must hold an ASA level 2 Swimming Teachers or STA level 2 certificate.  However, at least one member of the lifeguard team will have an overview responsibility of the pool and will assist or take control of any emergency, as described in the Emergency Action Plan, should an incident occur. 
Whenever there are school children under instruction in the water, there should be a School Teacher or Qualified Swimming teacher supervising from the poolside per group.  The Teacher should be suitable clothed for the poolside.
20.2   NUMBERS IN CLASSES

For school instruction the ratio of teacher to pupil in any one group should not exceed 1: 12.
Where the Teacher accompanying a group has a specialist physical education qualification or an appropriate swimming/teaching/coaching award the ratio can be 1: 20.

20.3 SWIMMING INSTRUCTION INCIDENTS
The Emergency Action Plan (EAP) will be initiated if a swimming instructor must enter the water to carry out a rescue. If Teachers are entering water to carry out rescue, then it is advisable that they hold NRASTC or NPLQ qualifications.
A schoolteacher (swimming teacher) will communicate to the lifeguard using two whistle blasts and point to the casualty in the water.  This is in accordance with the EAP for school swimming teachers.
21.0

 FOREIGN MATTER IN THE WATER
Faecal release and Cryptosporidium procedures

Cryptosporidium (and its cousin, Giardia) are unicellular organisms, which have proved a potent source of gastro-intestinal organism illness in drinking water around the world.  They can also affect bathers and are the most common cause of reported causes of illness in swimming pools.  They are a threat compared with other bacteria and viruses, because the chlorine levels used in pools do not kill their resistant forms (cysts).

21.1
With such a problem, if a solid stool is identified, the specific area should be vacated.  The customers should be moved to another area of the pool or requested to vacate the water whilst the problem is being attended to.  The faecal matter should be removed from the water with a pool net located in the float cupboard.  The net must be disinfected, and its contents disposed of in the toilet.  The whole process should be carried out causing as little inconvenience as possible to the customers.  If the pool is, in respects, operating properly (disinfectant residuals, etc) no further action is necessary.

If the stool is loose (diarrhoea) the pool should be cleared of bathers immediately.  The Pool Support Officer must run the pool at the top of  its disinfectant residual range (if the range is 1mg/1 to 2mg/1, run at 2mg/1 Free Chlorine, in the pool) for 15 minutes during this time all parts of the pool should be checked for chlorine residual.  Only then would bathers be allowed back in the pool.
A person suffering from Gastro-intestinal infection will invariably be ill and unlikely to visit a swimming pool.  But if there is good reason to suspect Cryptosporidium or Giardia is responsible (certainly if the person has diarrhoea for some days) the following procedure would be the safest:

· The pool cleared of people immediately.

· All bathers should shower thoroughly.

· Disinfectant levels are maintained at the top of the recommended range.

· The pool is vacuumed or thoroughly swept to remove any deposit on the floor or walls.

· Using a coagulant, dosed through strainer basket at recommended quantities prior to the filters, the water is filtered for six turnover cycles.  This will take approximately 18 hours.

· The filter backwashed.

· The pool can then be reopened.

In the case of blood spillage or vomit being present in the water or poolside areas, staff and volunteers should refer to current risk assessments and HSE guidelines in these matters.
Refer to CIMPSA Guidelines 181 for further information
     LOCKERS
22.1
POOLSIDE – If a locker key is handed in as found it must be passed onto the Manager.  Any problems involving a locker must also be reported immediately to the Manager.

Under no circumstances should you look after any person
al belongings.

22.3 Customers must be advised to use the coin operated lockers for the safety of their personal belongings, and advised to keep their key on them and remember their locker number at all times.

23.0     SPECIALLY ADAPTED POOL CHAIRS
23.1    The specially adapted pool chairs are situated in the disabled changing area.

23.2 Customers who require access into the pool and usage for showering can access the chairs.  The user must have their own carer to help them.
23.3 Under no circumstances must a member of staff assist, unless you have attended a general Health & Safety course and you have covered Lifting & Handling regulations.

23.4 You should advise anybody using the specially adapted chairs to "pull" the user rather than "push" as this can be unstable
The Disabled Hoist is located in the equipment store at the side of the pool, the Disabled chair is       

Located in the Disabled changing in the family changing room. The disabled hoist is checked on a weekly basis as well as before, during and after use.

· Remove plug from floor socket exposing hole with the key supplied

· 2 members of staff must lift the upright and carry to the floor socket. Take care when lifting, lowering and transporting the upright. Ensure you use your legs and not back to lift and lower the upright. Ensure the hydraulic arm is secure ( i.e the tie off is at the top of the arm which will ensure the arm does not fall when the hydraulic arm is released ) When lifting, lowering and transporting the upright ensure the hydraulic arm is flush with the upright.

· Lower the upright carefully into the socket. Keep fingers away from the lower part of the upright when lowering onto the floor socket to ensure fingers do not become trapped.
· Fully unwind the t shaped clamp at the top of the upright.

· Two members of staff should lift, carry and attach the boon to the upright. Taking care to use the proper lifting and carrying technique.

· Engage the boom and tie rod pivots in the locating hooks at the top of the upright.

· Still holding the boom in place, insert the boom spigot into the hole in the hydraulic arm. Ensure the hydraulic arm is extended out between 6-8 inches before performing the above operation. The arm can be extended by ensuring that the release valve on the hydraulic arm is fully closed and then pump up the hydraulic arm with the handle on the upright. The boom can now be released.
· Tighten up the t shaped clamp at the top of the upright. This will ensure the boom arm is stable. Check this before proceeding.

· Note: the release valve requires only minimal tightening to operate and should only be closed finger tight. Do not apply excessive force to the valve knob as this will result in damage to the valve.

· Pump the handle of the hydraulic unit and confirm that the boom raises

· Open the valve to ensure the boom descends
· Close the release valve until the boom is parallel to the floor.

· Open the t shaped clamp at the end of the boom.

· Insert the end of the curved chair support arm into the bearing tube at the end of the boom ensuring that the safety latch at the top of the tube engages in the grooved end of the chair support arm. the t shaped clamp will ensure, when tightened, that the chair support arm will not rotate.

To attach the chair to the support arm 

· The support arm hook must be engaged with the cross bar at the top of the chair. the latch will engage automatically and prevent accidental disengagement.

· Tighten the t shaped clamp at the top of the support arm to ensure the chair does not move

· The seat can now be lifted off the chassis by operating the seat latch, which holds the seat to the chassis, and raising the boom with the hydraulic handle.

· To reconnect the chair to the chassis, lower the seat onto the chassis in to the right position. the seat will automatically lock as the seat is lowered. when the seat latch is engaged, disengage the latch on the chair support arm and continue to lower the boom. the support arm will drop away from the seat and can be swung to one side. the patient can now be transported away in the chair

     Safety precautions

· Before allowing a customer to use the lift always carry out the checks and note on the check sheet

· Always plan your lifting operations before commencing

· Always carry out the safety checks before using the lift

· Always release the hydraulic valve pressure slowly under control

· Always check the safe working load of the lift is suitable for the patient ( patient must be under 25 stones in weight )

· Always carry out lifting operations following the operation guidelines

· Never force an operating or safety control or disconnect or by pass a safety feature because it seems easier to operate the lift.

· Forcing the boom down may injure the operator and damage the equipment.

Do not lift a patient unless you are trained and competent do so. 
24.0    FLOAT STORE
The float store must be kept neat and tidy at all times.  All items of equipment should be put back in the allocated space after use.

Please report any damaged equipment to the Pool Support Officer immediately.
26.0  SAFEGUARDING CHILDREN & VULNERABLE ADULTS
26.1 
The Children & Families Act 2014  provides the  legal framework for safeguarding children and vulnerable adults.

All staff and volunteers will receive appropriate training regarding the requirements of the legislation and all staff and volunteers will eb required to attend the appropriate training when it is offered. Castle Pool Community Partnership, its trustees, staff and volunteers will actively work with Birmingham City Council’s Safeguarding Team to ensure we remain updated and vigilant at all times.
26.2 
All employees have a responsibility to report suspected abuse or neglect of a child or adult with care and support needs.  Types of abuse include physical, neglect, emotional and sexual.  Behavioural and/or physical indicators may support any of these types of abuse. 

26.3
If you have concerns or suspicions of suspected abuse or neglect you must inform the Pool Support Officer and the Chair of the CIO. The training supplied will ensure that Trustees, staff and volunteers are aware how to ensure adherence to the requirements of the Children and families Act.
27.0
HEALTH SAFETY CHECKS AND INFORMATION
	SAFETY CHECK INFORMATION
	AREA TO BE FOUND

	Safety equipment and alarms
	Managers office

	Pool test
	Plant room 

	Building checks
	Managers office

	Lighting checks
	Managers office

	Fire exits/ Doors/ Extinguishers
	Managers office

	P.P.E 
	Corridor to plant room

	Electrical equipment
	Managers office

	C.O.S.H.H
	Managers office

	Risk assessments
	Managers office

	Guide to health and safety
	Managers office

	Health and safety policy
	Staff room

	Disabled chair/ hoist checks
	Managers office

	Fencing checks
	Managers office

	Pool cover checks 
	Managers office

	P.P.E checks 
	Managers office

	Plant room checks
	Managers office


28.0
Operating music on poolside 

When the music system for pool side needs to be altered (music levels changed, music off/on 
etc…). The lifeguard on pool must call for another staff member to come on to pool side to supervise the pool whilst they attend to the music system. Under no circumstance should the pool 
be left unattended during any session for any period.
29.0
Staff and Volunteer Policies
All staff and volunteers should ensure they have knowledge of all policies. The policies are available in the manager’s office. Any updates will be notified and all staff and volunteers should sign to confirm having read and have full understanding.
30.0  
Roles and responsibilities of a Pool Support Officer and the staff team
· Open / close site.

· Supervise staff on duty – ensure they are carrying out their duties to a high standard.

· Monitor / check standards of cleanliness and safety – ensuring checks are carried out and signed off – safety checks, pool tests, cleanliness checks.

· Ensure the site is always clean, tidy, safe and ready for the customers.

· Monitor the staff rota and cover shifts when necessary.

· Ensure the pool plant is operating correctly and the relevant safety checks and pool tests are performed and recorded.

· Carry out new staff inductions – using the staff induction procedures.

· Deal with staffing issues using all relevant Personnel Policies and Procedures.

· Carry out maintenance when necessary or report all maintenance issues to the manager.
· Orders – when orders are received ensure the delivered goods are checked against the delivery note and the note must then be placed in the manager’s tray.

· Encourage customers to give us their views as these will help us to continually improve the service we provide for them.

· Remember we are here for the customers and we will try to help them as much as possible – our aim is to provide the best quality service possible.

31.0 
Private hire club use.
When clubs/user groups have hired the pool for a private hire session they can lifeguard the session themselves if they so wish and if they have the relevant qualified personnel to do so. For the club to lifeguard their own sessions they must provide copies of relevant qualifications for their lifeguard which will be kept on site. The lifeguard must also sign an attendance sheet at the start and the end of their duties. It is the responsibility of the Pool Support Officer 
to ensure all private clubs are following this procedure. If the Pool Support Officer is not satisfied that the club has fulfilled all aspects of the procedure the Pool Support must, after consulting the hirer, either halt the activity or provide the club/group with appropriate lifeguard cover, for which they may be charged. 
Staff swimming protocol.

Due to the physical nature of the role of a Lifeguard and the need to keep physically fit it is 
permissible for staff to train during work hours, including fitness swimming. If during the working day there is some down time, where staff have performed all duties and the pool is closed, staff can swim. The pool must still be lifeguard supervised during this period.
32.0 Inflatable Slide

During designated ‘Splash’ sessions when the inflatable slide is in use, the area must be roped off and treated as a separate area of the pool which needs to have an additional lifeguard monitoring as an intensive zone. The rules of the slide are to be enforced by the lifeguard responsible for the 
zone. 
34.0 
Diving


Due to the size and the configuration of the pool, being a double shallow end, there is strictly no diving within swimming lessons or public sessions. Swimmers must be advised of this in case they attempt to dive into the Pool. 
35.0
Open and closing building procedure


When closing the building it is a requirement that the Intruder Alarm is always set. Ensure that all fire doors are in the closed position, the pool cover has been applied, all portable electric equipment has been switched off and all lighting has been switched off. The shutter must be down 
on the front of the building and the front doors switched to the locked position and the dead lock applied. The Reception door must be closed for security purposes. Exit is through the rear of the 
building ensuring the Alarm is set and the exit door is deadlocked on exit. Finally ensure that the gates are fully closed on leaving the grounds.


Opening procedure is entrance through the rear door where the alarm is unarmed. All lighting must then be turned on and a preliminary check made of the facility as you walk through the building to the reception area. A full safety check of the facility must then be made, including pool plant tests and recorded on the appropriate paperwork. Once completed the front of the building can be opened.
EMERGENCY ACTION PLAN CONTENTS
1.0 Emergency equipment

2.0 Fire procedures

3.0 Bomb procedures

4.0 Emission of toxic gasses / substances

5.0 Structural failure

6.0 Lighting failure

7.0 Disorderly behaviour (including violence to staff)

8.0 Physical assault

9.0 Raid on reception

10.0 Sexual assault

11.0 Chemical usage procedure

12.0 Lost / found children procedure

13.0 Special need toilet alarm

14.0 First aid incidents / needle stick injuries

15.0 Accident reporting procedures

16.0 Wet side emergency equipment

17.0 Rescue and pool incident procedure

18.0 Overcrowding

19.0 Lack of water clarity

20.0 Accident involving pool outlets and grills

21.0 Spinal injury management

22.0 Spinal injuries rescue procedures 
23.0 Automated External Defibrillator
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FIRE PROCEDURES

2.1
DISCOVERY OF A FIRE



On discovery of a fire, however small, an immediate decision must be made!



YOU CAN EXTINGUISH IT IMMEDIATELY AND SAFELY? 
If in any doubt, or you feel you need help, or the fire is potential threat, then the following procedures must be followed: 

2.1.1. First, sound the fire alarm by hitting the nearest break glass.  Ensure you know where the alarms and extinguishers are located.

2.1.2. Clear the public away from the surrounding area and get them to a position of safety, even if the fire appears minor and controllable.  Do not enter a smoke filled room.

YOU ARE NOT EXPECTED TO RISK YOUR OWN SAFETY.  IF YOU FEEL THAT AN AREA HAS BECOME TOO DANGEROUS TO ENTER - GET HELP - DO NOT ENTER.

2.1.3 It is likely that assistance has arrived at the scene by this time.  Another member of staff (or failing that a member of the public) should be sent to report the location, nature and extent of the fire, plus any known casualties to reception.

2.1.4 Stay in the vicinity of the fire (without taking personal risk) to prevent public straying into the area, until instructed to do otherwise. Ensure you maintain a clear safe exit route.
2.1.5 Attack the fire only if you are confident you can do so safely and effectively with the appliances provided. 
                                  DO NOT TAKE PERSONAL RISKS -

                      EVACUATION POINT IS THE MAIN CAR PARK

2.1.6 AUDIBLE WARNING THROUGHOUT THE BUILDING
It is vitally important that all staff are aware of their role on hearing the fire alarm. Roles listed below in 2.2
Please remember that, although an alarm may be raised in an area, the fire could be in a different location.  Therefore every time a fire alarm is activated, we should not only search the zone concerned but the whole centre.


2.2
SPECIFIC RESPONSIBILITIES OF STAFF




RECEPTIONIST/DUTY OFFICER
2.2.1 On hearing the fire alarm stop serving the public and ensure that your till is closed and secure.  Do not answer the telephone.  Reassure the general public that a check for the cause of the alarm is being made.

2.2.2. If an evacuation is required, collect the following books:-

· Staff "signing in" registers

· If schools are present, collect the school "signing in" book

2.2.3. The Manager may require you to inform the Fire Brigade.  If so telephone (9) 999 for the emergency services and ask for the fire service.

2.2.4. When the Fire Service replies, tell the operator distinctly:

"THE CASTLE POOL”
41 FARNBOROUGH ROAD, CASTLE VALE

BIRMINGHAM B35 7JE"

2.2.5. Do not disconnect until the Fire Brigade has confirmed the address.

2.2.6.
Assistance in Evacuation Planning may be required, report to the Manager in reception and be prepared to be given specific instruction for you to evacuate and check a specific area of the building. 
2.2.7. When given the all clear by the Fire Service or the Manager re- enter the building and resume normal operating procedures as soon as possible.

2.2.8. If it is a False alarm (confirmed by the Fire Officer) then inform the public that this was a false alarm

"Attention Please, this is a false alarm.  Thank you for your assistance.  We apologise for any inconvenience caused".

                                     (Repeat twice)  


2.3 MANAGERS
2.3.1. On hearing the fire alarm go straight to the fire alarm panel located on the wall in Reception, a light will indicate the zone where the alarm has been activated.  Proceed to the affected zone to initiate a thorough search of the area to ascertain whether it is a false alarm or a real fire.

2.3.2. Return to Reception.  If it is a fire, make an announcement over the entire centre.

"Code One, Code One, Circumstances dictate that we

 evacuate the centre.  Please make your way to the

 nearest exit".

(Repeat twice)

2.3.3. Ensure that the Fire Service has been contacted (see Action by Receptionist). 
DO NOT RESET OR SILENCE THE ALARM

UNTIL THE FIRE OFFICER HAS ARRIVED

2.3.4.
The Manager will inform the Senior Fire Officer on his arrival of the location of the activated fire point and the results of the evacuation search.

2.3.5.
The Manager, in consultation with the Fire Officer, will decide whether the public can be allowed back into the site or to assemble at the appointed assembly point
2.3.6. All fire evacuations must be recorded in the Fire Evacuation Log.  In the event of a false alarm, please ensure that receptionist notifies the staff and public of a evacuation.
2.3.7. If a break glass has been broken obtain a spare from the Manager's office and replace immediately.

2.3.8. Once given the all clear re-set the fire alarm panel.

2.4       OTHER STAFF and VOLUNTEERS
2.4.1.
Attend reception immediately on the sounding of the fire alarm.

2.4.2. Assess the location of the suspected fire.

2.4.3. Join Manager to search relevant area.

2.4.4. Ensure all areas are evacuated and initiate roll call of staff etc

2.4.5. Reports to the Manager to await further instructions.

2.4.6. In the event that you are Manager, carry out duties as outlined in 2.3 (Manager responsibilities).

2.5       STAFF ON POOL DUTY
2.5.1. On hearing the fire alarm, clear bathers from the pool and get them to wait by the Emergency Exit doors.  Do not allow bathers back into the water and wait for an announcement to be made giving you further instructions. Obtain emergency aluminium 'space' blankets and wait before issuing these. 

2.5.2. On hearing "Code One, Code One" proceed to lead bathers through the nearest exit.  One lifeguard is to be advanced of the bathers showing them the route to the assembly point.

2.5.3. Stay with the bathers and issue 'space' blankets as necessary.
2.6       STAFF/VOLUNTEERS NOT ON POOL DUTY
2.6.1.
Proceed immediately to reception to await further instructions from the Manager/Fire Officer.  

2.6.2. Assist in evacuating the public through the nearest emergency exit and directing them to the assembly area.

2.6.3. Retrieve all available EMERGENCY BLANKETS and take them to the assembly point on the poolside.
2.7       ACTION BY TEACHERS
2.8.1. Evacuate all customers to the nearest fire exit and, on confirmation of a fire, then to the assembly point.  Wait with the customers and do not allow anyone to re-enter the building.

2.8
CLEARING THE PUBLIC
2.9.1. When an unknown person/person activates the Fire Alarm, the Manager must investigate the location and confirmation of the fire immediately.  During this time all staff should start to assemble members of the public to the nearest emergency exit, unless the discovery and the position of the fire dictates otherwise.

2.9.2. On confirmation of a fire, all staff must ensure that they ask members of the public to make their way to the Assembly Point - Main Car Park.
2.9.3. The public should be evacuated quickly but without causing panic.  Staff must make customers aware of the need to evacuate and that it is not a drill.  However, if the customer refuses to leave after police repeated requests, then the customer should be left and the matter reported to the Manager.

2.9.4. Do not allow anyone back into the building and close doors.

2.9.5. People should not be allowed to get fully changed; only to dress for decency.

2.9.6. When you have cleared your area, close the fire doors behind you to prevent re-entering and to stop additional oxygen fuelling the fire.

2.9.7. Get customers clear of the building and ask them to stay at the assembly point.

2.9.8. Report to the Manager that your area is clear. Until you have reported back, it will be assumed that you are still in the building.
2.9.9. In the event of a false alarm being confirmed by the Fire Officer responding to the 999 call, members of the public can return to their activities.  Inform members of the public that this was a false alarm and we thank you for your assistance in this safe and efficient evacuation and we apologise for any inconvenience this caused.

"Attention Please, this is a false alarm, thank you for your assistance.  We apologise for any inconvenience caused".

                   (Repeat twice)
NB:   Aluminium 'space' blankets are kept on the poolside by the          first aid station

3.0 BOMB WARNING PROCEDURES

3.1
ACTION BY RECEPTIONIST/ OFFICER
Do not communicate through the walkie-talkies as this could activate the device
3.1.1.
As soon as it is clear the caller is making a bomb threat let him finish his message WITHOUT INTERRUPTION.
 If any response is required at all, confine it to one or two words.  While the caller talks, take down the message EXACTLY and listen for clues as to:

1. Callers sex and approximate age.

2. Noticeable condition affecting speech such as drunkenness, laughter, excitement etc

3. Peculiarities of speech

4. Background noises

5. When the caller has given his message, try to keep him in conversation.  The following key questions should be asked, if possible, but only after the caller has finished his message

6. What time will it explode

7. Where is the bomb located

8. How can we identify it

9. Why was it placed

10. When was it placed

11. As soon as the call is terminated, note the exact time
3.1.3. The manager will confirm action:  activating the alarm, phone 999 and ask for the police, ambulance, and fire brigade assistance.

3.1.4. Do not answer any more calls and assist in clearing the reception area.

3.1.5. The Managers discretion of assembly point.  Instruct all members of the public to assemble on the front main car park. 
3.1.6. Collect signing in book from reception.

4.0 EMISSION OF TOXIC GASES/SUBSTANCES

4.1        Leave the area immediately and remove any contaminated clothing.

4.2        Inform the Duty Manager and anyone in the vicinity of the emissions.

4.3   
 Do not re-enter the affected area and make sure that the Police and Fire Brigade are  telephoned immediately
4.4  If possible take the substances register with you to ensure that the emergency services know what they are dealing with                     

4.5 Evacuation Point location to be determined by the Manager.

5.0 STRUCTURAL FAILURE

5.1  The damaged area must be cordoned off and the building evacuated if necessary.
5.2 Inform the Manager immediately.

6.0
LIGHTING FAILURE
6.1
If the main lighting fails during the evening then the pool should be cleared immediately.  If the Manager feels the lighting level is adequate, then the session may continue until circumstances dictate otherwise.

6.2
No further admissions should be allowed until lighting is repaired.

6.3      All bathers must be contained in safe areas. Ie reception area.
6.4
At least two members of staff designated by the Manager must check all other areas.

7.0
DISORDERLY BEHAVIOUR
7.1
All lifeguards should be advised of the situation.

7.2 The situation should be controlled at lifeguard level, if possible, without reducing the level of pool supervision below agreed staffing levels.

7.3
If the lifeguard initially spots early signs of aggression he/she should enforce "house rules".  If this fails to effectively tackle the situation, the Manager must be notified through your back up system internal phone or incident alarm depending on the incident and appropriate action followed through and taken.

7.4
If this fails the Police must be called by the Manager.

7.5
Violence at Work Policy statement.

Violence at work defined as:

· Threats with and without weapons

· Physical Injury

· Racial abuse/harassment and sexual abuse/harassment

· Other kinds of aggressive behaviour including oral abuse

In an incident where acts of violence towards staff result in injury, the incident is reportable under RIDDOR.

8.0
PHYSICAL ASSAULT

8.1
On a member of staff

In the case of physical assault on a member of staff, the Police may be called on the request of the individual.  It is up to the member of staff to make a charge.

8.2
On a Member of Public - Over 18 years of age. 
The offer of calling the Police must be made.  It is up to the member of public to make a charge.

8.3
On Members of Public - 16 years of age or under.

The Manager must call the police.

8.4       Action to be taken on all incidents.

8.5       Report incident to a senior member of staff.

8.6
Do not accuse anyone of any offence or become involved in any argument.

8.7
Take name and address of any witnesses.

8.8
Always follow the above procedures.

9.0       RAID ON RECEPTION

9.1
If you receive a serious threat of being robbed of money, DO NOT put yourself in any unnecessary danger.  Try to activate the Panic Button positioned under the main till by pushing the two red buttons in, if possible.  This will result in an immediate response by the Police.

9.2
HAND OVER THE CASH.

9.3
In general, always skim your till to a bare minimum.
10.0        SEXUAL ASSAULT
10.1
Sexual Assault Notes:   With any case of Sexual Assault or Alleged Sexual Assault the Police MUST be informed immediately.  The name and address of the victim and any witnesses must be recorded.  Without risk to yourself or any other employee, try to keep the suspect from leaving until the Police arrive.  Under no circumstances must the victim, witnesses or suspect be allowed together.

11.0
CHEMICAL USAGE PROCEDURE
11.1
When using any chemical that requires it, Personal Protective Equipment (PPE) MUST be worn.  This includes dosing the HTH day tank, shock dosing the pool and general maintenance of the plant room or dosing equipment where contact with chemicals may be a possibility.

12.0
LOST/FOUND CHILDREN PROCEDURE



LOST CHILDREN PROCEDURE:

12.1 In the event a parent/guardian reports a lost child or lost children, the Duty Manager must be informed immediately.  While doing so try to calm the parent or guardian.

12.2 Take a description of the child, investigate where the child was last seen and how long ago this was.

12.3 If an immediate search of the area does not prove successful, the Police will be contacted at the Duty Manager's discretion.

FOUND CHILDREN PROCEDURE:

12.4 In the event of a child or children reporting to you that they are lost, then talk to them by kneeling, tell them your name and that you work at the centre, also reassure them by telling them not to worry.  Ask the child what their parents or guardian look like and what their names are.

12.5 Don't leave the area they are in, immediately look around and ask the child if they can see their parent or guardian.  If they can't, take the child to reception.  Never leave the child unattended and at all time try to reassure and calm the child.

Ensure that the Parent or Guardian is who they say they are, this may be carried out by asking for a description of the child and their name.

13.0
TOILET ALARMS
13.1 The locations of these alarms are in all disabled toilets.  The cord runs from the ceiling to the floor.

13.2 Outside the room there is a red light, when activated it will light up and a continuous siren will sound on reception.

13.3 The alarm can be reset from inside the toilet itself, or from the panel on reception once it has been investigated.

13.4 If the alarm is sounding and the door is locked, contact the Manager.

14.0 FIRST AID INCIDENTS
/NEEDLESTICK INJURIES

14.1 They should always be aware of all accidents ensuring that all treatment and accident forms have been completed adequately. 
14.2
The First Aid area is positioned on the poolside.  Mobile First Aid boxes are located on poolside and at Reception.  All waste is required to be disposed of in the appropriate disposal units.  A re-usable blue freezer pack (ice pack) is kept in the staff room. 
15.0 ACCIDENT REPORTING PROCEDURE

All accidents must be reported immediately to the Pool Support Officer.  All appropriate first aid and incident reporting forms should be filled out                    by the person dealing with the incident, completing sections with as much information and   details as possible.    

                        The forms should then be handed to the Manager.   
                        The Manager is responsible for reporting accidents that are reportable in line     
                        R.I.D.D.O.R. to health and safety services.            
16.0 WET SIDE EMERGENCY EQUIPMENT


                                                                                                                                                             


X                           X = DEFIB
                                                            TRAINING
                                                              ROOM
17.0                  RESCUE AND POOL INCIDENT PROCEDURE

17.1
 ACTION BY POOLSIDE STAFF

17.1.1
If a situation arises in the pool that you believe poses a serious (or maybe serious) threat to life, then the pool incident alarm must be activated immediately.  Eg. Unconscious subject, swimmer in difficulties, epileptic fit or if one of the staff is being threatened or, has been pushed into the pool.

There are FOUR POOL INCIDENT ALARM POINTS around the pool; you must be aware of them at all times.

Perform a rescue and immediately commence any emergency first aid.  If subject is not breathing commence Expired Air Ventilation (in water if necessary).
Before activating the incident alarm you must blow 3 sharp whistle blasts and raise your arm to alert your colleagues.  If possible, activate the incident alarm yourself or ensure one of your colleagues does so.

17.1.2
 

DO NOT WAIT FOR THE RESUSCITATOR OR DEFIB
17.1.3
If the heart has stopped or breathing is absent or breathing is abnormal (Remove Casualty to the focal point)
START CARDIO PULMONARY RESUSCITATION (CPR)

17.1.4
In the event of a spinal injury the pool must be emptied and users should be directed to the changing areas.
17.1.5
NOTE: TREAT INJURY AS WRITTEN IN POOL LIFEGUARD/

LIFE SUPPORT MANUAL.  ON COMPLETION OF RESCUE

COMPLETE RESCUE REPORT FORM/ACCIDENT FORM.

17.1.6
ACTION BY SWIMMING TEACHERS


In the event of a swimming instructor carrying out a rescue (if they do this then do they have NRASTC or NPLQ) the adjacent instructor will then take charge of the unsupervised class while evacuating the pool.

17.2     ACTION BY POOL STAFF NOT INVOLVED IN RESCUE
17.2.1 If the pool alarm has not been activated then activate it immediately.

17.2.2 Initiate clearing of the pool and instruct bathers to wait in the changing areas.
17.2.3 If the incident is a spinal injury then wait until backup has arrived onto the poolside before assisting with the incident. 
17.3      ACTION BY RECEPTION STAFF TO THE POOL INCIDENT ALARM
17.3.1 Stop entry to the poolside and await further instructions from the Manager.  Clear a telephone line and be prepared to call the emergency services if necessary.

17.3.2 Ensure the doors leading onto poolside are free from obstruction and hold them open if possible to ease the access of staff responding to the alarm.

17.4      ACTION BY STAFF RESPONDING TO POOL INCIDENT ALARM
17.4.1 Lifeguards that are not on poolside duty must immediately make their way to the poolside; the first to arrive on the poolside must take over the position of the lifeguard who has made the rescue and then continue clearing the pool.  Unless other circumstances dictate, such as a spinal injury.

17.4.2 All other staff including the Manager should make their way immediately to the poolside taking the Resuscitation kit, first aid kit, defib and the PX Board depending on the circumstances.

17.4.3 The immediate concern is to assist the person making the rescue and to ensure safety of all other swimmers in the pool.

17.4.4 Evacuate all swimmers to the changing areas through the showers.
17.4.5 Ensure public do not inhibit the rescue and first aid.

17.4.6 Call an ambulance via the phone located in the main office.
17.4.7 A member of staff will be instructed to await the arrival of the ambulance at the appropriate point, in order to guide the ambulance team to the scene of the accident (make sure the emergency door nearest to the scene is open).

17.4.8 Be available for any task required.
17.5       ACTION BY MANAGER
17.5.1 Proceed to poolside and assess the situation.

17.5.2 A First Aid situation should not be left unattended unless unavoidable.

17.5.3 Arrange for the incident alarm to be silenced, located in reception.
17.5.4 Ensure that an ambulance has been called.

17.5.5 Ensure that the casualties' clothes are retrieved from the lockers.

AFTER THE INCIDENT

17.5.6 Closure of the Swimming Pool will enable the following procedures to be completed, if necessary;

17.5.7 Ensure that full information and reports are collected and the appropriate procedures are covered as laid down in the "Accident Reporting Procedure".

17.5.8 Investigate as to what happened and why it happened.  Rescue and Witness Report forms to be completed.

17.5.9 Speak to all staff involved and treat for shock if necessary.  In the event of a serious incident, counselling may be required (PTSD).

18.0 OVERCROWDING
18.1
Potential overcrowding suspected by a lifeguard must be reported to the Pool Support Officer.  Remember, it is also important during peak times to carry out regular checks of locker availability.

18.2
No further bathers may be admitted until the Manager informs the receptionists.

18.3
If bather load or maximum locker capacity is reached it may be necessary to stop any further bathers entering the pool.  Allow 30 minutes from the time the last bather went in then completely clear the pool.  Only when all bathers are clear of the pool and changing areas can the next session enter the pool.

The alternative to this would be a 'one out - one in' arrangement.  The Manager will assess the situation and make the decision.

19.0
LACK OF WATER CLARITY
19.1 If the water in the pool is cloudy to a point where the bottom of the pool cannot be seen adequately, the Pool Support Officer must be informed

19.2 Water tests will be taken as soon as any problem with water clarity is identified (this is in addition to normal water checks).

19.3 The appropriate Backwash procedure must be adhered to in order to assist in the prevention of poor water clarity.

19.4 The Manager will decide whether to close the pool.

20.0            ACCIDENTS INVOLVING POOL OUTLETS AND GRILLS

20.1 If any incidents should occur involving a swimmer trapping hair or another part of their body in a pool outlet, the incident alarm needs to be activated.

20.2 The Pool Support Officer needs to report to the poolside and arrange for the shut down of the pool circulation systems.  Pool circulation should be stopped.  Enter the plant room and isolate the pumps by shutting them down on the main panel.

21.0       SPINAL INJURY MANAGEMENT
21.1
All lifeguards must be fully conversant with the design, depths, prohibited activities and potential risk factors of the pool(s) they are supervising, whether individually or collectively as a team.

Provided all lifeguards are fully conversant with the above, and take a proactive role in prevention, then the risk for potential accidents resulting in spinal injury should be greatly reduced.

Regular training and re-assessment in the techniques of spinal injury management must be undertaken by all lifeguards and recorded on each occasion.

The PXB Board - Only trained and qualified lifeguards should use this board.  Every individual who may use the PXB Board must undergo a training course.  Qualified National Trainer Assessors, Trainer Assessors of the RLSS who have passed the certified BXB Board Trainers module, can only give training.


21.3
MAINTENANCE

The PXB Board should be stored correctly in an identified permanent location (next to the first aid station, bench area).

Attention must be made to the condition of the securing straps, back support and head restraint.  In any case these should all be replaced every three years.

Each time the PXB Board is used, it should be checked, hosed down and replaced in its correct location.  Should any defects be found at anytime, inform the Duty Manager and immediately take the equipment out of use until repairs/replacements have been made

22.0
SPINAL INJURIES RESCUE PROCEDURE
22.1
The Lifeguard responding to an incident should raise his/her arm and give three whistle blasts to communicate with other Lifeguards in the area, shout "SUSPECTED SPINAL" and set off the Pool alarm if close at hand.  Enter the water using a slide in/wade entry to increase effectiveness of the rescue.  This should indicate the need for the "SCIM" team.

22.2 On entering, the rescuer must always maintain observation and eye contact with the casualty.  The backup team should clear the pool of any bathers without too much water movement if possible.

22.3 The rescuer should approach the casualty from the side and, with care, apply either the "Vice grip" or "Bear hug" as appropriate for the depth of water.  (Vice grip should be applied if water depth is 0.7 metres or greater, the Bear hug should be applied if the water depth is less than 0.7 metres).

22.4 The initial rescue of the casualty is the most critical, every care must be taken not to rush or make sudden movements of the casualty at any stage.  If the casualty is face down then very carefully log roll the casualty into the face up position by maintaining firm control of the head, neck and upper torso, whilst ensuring a horizontal position of the casualty at all times.

22.5 No rescuer should attempt the "Bear hug" method. Vice grip and trawl or head splint should be all you need for the pool.
22.6 The casualty should be trawled to the nearest treatment/stabilisation point in shallower water whenever possible and supported with trained assistance as appropriate for the size and weight of the casualty.  Once the Lifeguard team has the casualty fully supported, then the necessary checks for an open and clear airway, breathing, and signs of life must be made, and appropriate action taken.  Where there is insufficient trained staff available to lift the casualty out of the water, then continue to support the casualty until the emergency services arrive.

REMOVAL OF THE CASUALTY FROM THE WATER WITH THE PXB Board
22.7 Use of the PXB Board must only be undertaken by qualified lifeguards/

Staff who have passed the RLSS certified spine board module.

22.8 A team leader must take charge and give appropriate, clear instructions to the rescue team throughout the management of the spinal injury.

22.9 As soon as the casualty is secured onto the AQUABOARD, the team leader should give instructions in order to land the casualty.  

22.10 Once the board is firmly secured on the poolside away from the water arrangements should be made to cover the casualty, treat for shock and ensure an ambulance has been called.
NOTE:  Spine board rescue techniques must be regularly practised

23.0
AUTOMATED EXTERNAL DEFIBRILLATORS
23.1 
The Castle Pool has its own Automated External Defibrillator (A.E.D), located on the right hand side of the wall as you walk into reception office.

23.2 
An A.E.D is a portable piece of life saving equipment that can be used in the event of a person suffering a cardiac arrest. The machine is able to interpret the heart rhythm and if necessary, deliver a controlled electric shock through the chest wall to help restore the heart’s normal rhythm so that it can pump blood around the body again.

23.3 
A visual check of the A.E.D will be undertaken everyday by the Manager, and a check sheet completed accordingly. The check simply entails visually looking at the indicator light on the A.E.D and checking that the pads are in date. If the indicator light turns red or there are any other technical concerns, Cardiac Science should be contacted immediately on 0161 926 0000.
23.4
When used properly and with appropriate precautions, the A.E.D is very simple to operate and poses no risk to the rescuer, victim or bystanders.

23.5 
In the event of an incident requiring use of the defibrillator, a member of staff may collect the defibrillator from the reception  and take it to an appropriately qualified member of staff.
23.6 
The A.E.D must only be operated by staff who have attended an A.E.D training session within the past twelve months. 

23.7
In the event of the A.E.D being activated, the Accident Reporting Procedures must be followed.

23.8 
Following activation of the A.E.D, new pads must be inserted immediately to ensure the unit is fully operational in the event of a further incident.

23.9 
Following activation of the A.E.D, the incident must be reported to Trustees within 48 hours. All additional paperwork must be completed. 
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�Which is it staff or volunteers?


�


�SPACE


�Is this Programmed or free activity ? Yes needs clarity.


�Should this be an individual point Yes


�Spelling typo


�Typo – personal  ?


�What is needlestick injuries? Skin punctured by needle/sharp
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