











ERDINGTON LEISURE CENTRE
Mason Road

Erdington

Birmingham

B24 9EJ

Tel: (0121) 464 0520   Fax: (0121) 464 8718

Introduction to the NOP and EAP


The Normal Operating Procedure (N.O.P) and Emergency Action Plan (E.A.P) are to be used by all employees 
and by any organisation making use of the facilities at Erdington Leisure Centre.

Any aspect of the Normal Operating Procedure and the Emergency Action Plan can be discussed with your line 
manager at any time.


If any member of staff disagrees with any part of the Normal Operating Procedure and the Emergency Action 
Plan they must notify their line manager in writing.  I will respond to your query within seven days.


If alterations are to be made, it is the responsibility of the Centre Manager 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.
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ERDINGTON DISTRICT MISSION STATEMENT

Erdington District Mission Statement

Erdington District Sport & Leisure Division aims to offer a dynamic sport, leisure and educational service that makes a difference to people’s lives by offering high quality healthy lifestyle and sporting opportunities

which are accessible, affordable and the envy of others.

ERDINGTON LEISURE CENTRE SERVICE STANDARDS

Here at Erdington Leisure Centre we will provide an excellent quality service which is for the local

communities needs.

To ensure we do provide an excellent quality service we must work to and ensure the following service

standards at all times: 

Cleanliness

The facilities will always be clean and tidy and to an excellent standard.

Health and Safety

    The facilities and equipment will always be in a good working order and safe to use at all times.
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1.0
CUSTOMER CARE –  

All staff on duty should be polite, helpful and conversant with the Customer Charter Standards and the Diversity & Equalities Charter – Customer Charter and Equalities Charters can be found in the reception area and on the staff notice board.

Staff must encourage safe and enjoyable use of the facility and activities.  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.


Customers must be advised to use the coin operated lockers for the safety of their personal belongings and asked not to leave their belongings in the cubicles, advised to remember their locker number and to keep their key on them at all times whilst using the pool.


Any member of the general public seen attempting to enter the facility whilst under the influence of drink or drugs must be prevented form doing so.

The Duty Manager 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.


All children aged under eight, or appearing to be under eight, must be accompanied at all times 

 in and out of the water by a responsible adult aged sixteen or over.



User Group Characteristic:

Safety of people with special needs to be assessed on a case-by-case basis.

· There are sufficient helpers in the water to provide adequate support.
· There are a sufficient number of other helpers, such as parents and friends, available to provide additional support and assistance.  This is especially important in the event of an emergency requiring the evacuation of the building.

When dealing with complaints the details should be clearly established and an apology given, the problem owned and where possible a solution offered. A proper explanation should be given whilst maintaining loyalty to the organisation.



It is the responsibility of all staff 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. 


If approached by a customer and you are unsure, or unable, to deal with their enquiry, complaint or suggestion, pass the customer onto the Duty Manager who will deal with the situation as effectively as possible.


3Cs Customer Comments, Complaints and Compliments

If the comment, complaint or compliment can not be resolved immediately at site level the customer can access the City Councils 3Cs procedure. The 3Cs forms are located on the reception desk. The customer can put the 3C form in the 3Cs post box in reception or post the form to the address on the form. In either case the customers comment, complaint or compliment will be replied to within 10 working days.
2.0 CLEANLINESS


The Duty Manager will check the site to ensure high standard of cleanliness before the site is opened, during opening hours and before closing.


The Duty Manager will ensure all toilet checks are done and recorded and Daily Cleanliness Checks are also done and recorded- check sheets in the Managers Office

The Duty Manager will check the site regularly through out their shift to ensure all areas are always clean and tidy.

Employees need to ensure that high levels of Customer Standards are met.

· Floors are kept clean, are drained where necessary, and are not slippery;

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

· Appropriate containers are provided for waste products;

· Refuge and trade waste are disposed of regularly;

· Spillages are promptly cleaned up.

· Equipment is always kept to a high cleanliness standard


Staff must follow the cleaning systems of work when completing cleaning duties. The systems of

          
            work for all areas are detailed on the cleaning notice board in the cleaning store in the 


staff room.


             Protective equipment will be provided for cleaning duties. Staff must let the Duty Manager know

of any equipment they may need to carry out their duties.


             Cleaning chemicals, equipment and systems of work are risk assessed. All staff have access 

to the relevant risk assessment, please read before carrying out duties. See Duty Manager.



Cleaning chemicals are COSHH assessed if necessary.



Staff are properly trained in all duties including cleaning and use of cleaning chemicals and



equipment during the staff induction process and this is recorded and kept on the personal record.


Fitness Centre & Turkish Suite staff will record and ensure all cleanliness checks are 

done throughout the opening hours. – see cleanliness check sheets in each area


The Duty Manager will ensure the stock of cleaning materials is available for staff to use. 

If any chemicals or equipment is needed please contact the Duty Manager.


Cleaning equipment and chemicals must be used for the purpose it is intended for. Any misuse of


equipment or chemicals will result in disciplinary action being taken.


Cleaning chemicals must be diluted to the correct ratio applicable for the job they are to be used for.


3.0 
HEALTH & SAFETY - General


The Duty Manager will ensure the Health & Safety of the staff and customers by ensuring the 
facilities and equipment are safe to use. The Duty Manager will check all facilities and equipment 
and record these checks in the Health & Safety folder – see list of Health & Safety checks and  
location below.


The Duty Manager will check all the safety equipment and pool alarms and record these checks 



on the Equipment Safety Check Sheets – these sheets are located in the first locker on 
poolside


The Duty Manager will check the site throughout their shift to ensure the health and safety of all 
customers, staff and contractors.


The Duty Manager will do a pool water test before opening the pool and a minimum of every 2hrs



until the swimming pool is closed. The pool test may be carried out at more regular intervals if 
necessary.


A water balance test will be carried weekly and when necessary.


Duty Managers are Pool Plant Operator qualified and will deal with any pool related incident 
appropriately and ensure the swimming pool water is safe to swim in and the swimming pool area 
is also safe for customers and staff.


Duty Managers are First Aid At Work qualified and will deal with any incident appropriately, 
record the incident and report the incident appropriately.



Health and Safety reporting procedures and lines of reporting are located in the Managers Office  
and staff are trained in these procedures.



Staff must report anything they feel as being dangerous and stop dangerous behaviour before 



it becomes out of hand.


All staff and contractors must sign in when starting work and sigh out when finishing work. They 
must also sign in and out when leaving the building during breaks.

If something is deemed as dangerous then it will be put out of order and fixed or if it can’t be  fixed immediately a work requisition will be submitted to the Technical Services Department.

If the equipment has a service agreement attached then the relevant company will be called to carry out repairs – details on the machine and in filing cabinet in the Managers Office

Risk Assessments


With all 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 managers’ office.

COSHH Assessments

All chemicals must be C.O.S.H.H assessed before they are allowed to 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. This is located in the Managers Office.

Fitness Centre, Turkish Suite and Reception


Fitness Centre and Turkish Suite staff will check the health & safety of their area, record these checks, ensure anything dangerous is made safe and reported to the appropriate authority. Reception staff will make the Duty Manager aware of any dangers or potential dangers in their area or that have been reported to them – check sheets located in relevant area

Plant Room


The plant room is an authorised access area only. 

Pool Plant equipment will be checked daily and noted on the relevant check sheets – located in the Pool Plant Folder

Only qualified staff are allowed access, on site training and Pool Plant Operators Certificate are required.


The Plant Room access doors will remain locked at all times when not in use.


All access to the area must be signed in on the signing in sheets in the Plant Room.


All procedures must be adhered to at all times, i.e P.P.E, cleaning etc

All systems of work must be followed to ensure health and safety. All systems of work are in the the Plant Room folder located in the Pool Testing room.

The Plant Room folder contains details of:


Staff Training 


Systems of Work in the Plant Room 


Plant Room daily, weekly and monthly health and safety check sheets


Plant Room signing in sheets


Personal Protective Equipment 

Protective Equipment

Protective equipment is provided for all activities undertaken – if you require Protective Equipment please see the Duty Manager


Personal Protective Equipment

All Duty Managers will be provided with Personal Protective equipment for the duties they perform. Each Duty Manager will be provided with their own locker to store their protective equipment. Personal Protective equipment should be checked weekly and before and after use to ensure it is safe for work.
3.1
POTENTIAL RISK FACTORS – all areas

The greatest potential for risk is midway between shallow and deep water where beginners or weak swimmers may stray out of their depth and get into difficulties. 


Staff MUST prevent diving outside the diving area.  Bathers MUST be advised to enter the water in a safe and controlled manner.


Visual contact between lifeguards may be hampered due to the pool design. It is important  that lifeguards consider the visibility aspect when positioning themselves. 



Bathers should be prevented from leaving the pool area whilst in swimwear as the reception   

area becomes slippery when wet.

                                                                                                                                                                                       

It is not advisable to mix alcohol with exercise. If there is any suspicion that someone has    

been drinking excessively, the receptionist should refuse admission and call the duty manager.


Bathers should be warned about running around the pool as this area can become slippery when wet.


Bathers should be warned about using the steps around the poolside.   The steps should be kept clear at all times.


All children aged under eight, or appearing to be under eight, must be                 accompanied at all times – in and out of the water – by a responsible adult aged sixteen or over. Ratio: 1 Adult to 2 under eights                                     


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 together with the internal boiler and roof space doors.


Turkish Suite

                        The plunge pool, sauna, steam room and hot rooms must be checked every half an 

                        hour when there are less than 2 customers in each area.


Equipment

Armbands or floats must not be lent out to members of the public. The sites armbands can only 
 be used in lessons.

Pool equipment should be tidied up to ensure a hazard is not caused.

  Fitness Centre

Customers who appear unsure of equipment or nervous should be advised to use equipment 
safely, Cardiovascular equipment, resistance equipment and free weight dumbbells.
                        Customers who appear to have over exerted should be monitored closely.

                        Only customers who have had a Fitness Induction may use the Fitness Centre.
                         Any equipment left lying around should be tidied up so as not to cause a hazard.

3.2 
 INCIDENT ALARMS

These are to be used for emergency situations only and the sound will attract all staff to the reception where the Duty Manager will ascertain where the emergency is and direct staff to assist as necessary. The alarms must be tested every morning and logged on the daily safety check sheet.


see table below for location of alarm buttons


The control to de-activate the alarm is situated in the reception office.

 
The emergency phone is situated to the left hand side of the shallow end on poolside, which is to be used for 999 calls only.


If any member of staff initiates a pool rescue of any kind then three whistle blasts must be 

given and the alarm must be sounded. 


The alarms sound is a high pitched intermittent siren

                        After pressing in the alarms the yellow button must be pulled out to enable the alarms 

                         to be silenced and reset.    

     
The alarms are to be used for any emergency including fire and bomb threats


The Duty Manager will report to the reception area on hearing the alarm and advise staff on 


What action to take and area of the incident – staff will respond R.E: Emergency Action Plan. 
LOCATION OF INCIDENT ALARMS:
	AREA 
	N.O OF ALARMS
	TYPE OF ALARMS

	RECEPTION OFFICE
	 1
	YELLOW PUSH BUTTON

	SWIMMING POOL
	 4
	ALL YELLOW PUSH BUTTONS

	FITNESS CENTRE
	 1
	YELLOW PUSH BUTTON

	STEAM/SAUNA
	  5
	PUSH BUTTONS, PULL CORDS

	SUNBED ROOM
	 1
	PULLCORD

	EXERCISE ON

PRESCRIPTION ROOM
	 1
	PULL CORD

	PLANT ROOM
	1
	YELLOW PUSH BUTTON


3.3
HEALTH & SAFETY CHECKS
 Frequency and responsibility for Health & Safety checks

	SAFETY CHECK 
	WHEN DONE
	BY WHOM

	Safety equipment and alarms
	Twice daily
	L.A / S.L.A / Duty Manager

	Pool tests – pool
	Every 2 hours
	L.A / S.L.A / Duty Manager

	Pool tests -  Turkish plunge pool
	Every 2 hours
	Turkish Suite staff 

	Building checks
	Daily
	S.L.A / A.LM / Duty Manager

	Fitness Centre Checks
	Twice Daily
	Fitness Instructors

	Lighting checks
	Weekly
	S.L.A

	Fire exits/doors/extinguishers
	Weekly
	S.L.A

	P.P.E / Ladders/ Plant room
	Weekly
	S.L.A

	Electrical equipment
	Weekly
	S.L.A

	Disabled Chair
	Daily
	S.L.A

	Pool Cover
	Daily
	S.L.A




How to do the Health & Safety checks and what to check is detailed on the back of each 



check sheet and in the Health and Safety folder located in the Managers Office. It is



imperative these guidelines are followed to ensure the Health and Safety all staff, customers and 



contractors. 


Health & Safety checks for the Disabled Chair / Hoist and the Pool Cover are detailed in the Systems



of work in the Staffing section.
 Health and safety checks and information can be found in the following areas

	safety check or information
	area to be found

	Safety equipment and alarms
	Poolside locker
	

	Pool tests – pool
	Pool test room
	

	Pool tests -  Turkish plunge pool
	Turkish Suite

	Building checks
	Managers Office

	Fitness Centre Checks
	Fitness Centre

	Lighting checks
	Managers Office

	Fire exits/doors/extinguishers
	Managers Office

	P.P.E / Ladders/ Plant room
	Managers Office

	Electrical equipment
	Managers Office

	C.O.S.H.H
	Managers Office and safety notice board in staff room

	Risk Assessments
	Managers Office

	Guide to Health and Safety
	Managers Office

	Health and Safety Policy
	Managers Office and safety notice board in staff room

	Disabled chair/hoist checks
	Poolside locker

	Disabled Chair safety information
	Staff room / Managers Office

	Plant room folder
	Pool test room


3.4 MAXIMUM AREA USEAGE
	
	NO.”S OF USERS
	

	MAIN POOL

TURKISH SUITE

GYM
	120

40

25
	




The above figures are based on an even distribution of users in each facility. All 


Leisure Assistants, gym and Turkish staff must monitor by regular head counts. If a 

situation arises where the number of users in an area (as defined above) is leading 

to a potential risk, the Duty Manager must be notified and ticket sales suspended. 

The bather load and useage must be reduced to acceptable levels.
3.5
DEALING WITH POTENTIAL INFECTION


Always follow Infection Control Guidelines when performing duties and while at work. 
Guidelines can be found on the Health and Safety notice board in the Staff Room 
and in the Health & Safety Folder in the Managers Office.

Ensure that the customers follow the Infection Control Guidelines when they are using the 
facilities, please advise them of the guidelines and best practice- Customer guidelines in all 
areas, on the Safety notice board in the staff room and in the Health & Safety Folder 
in the Managers Office. 


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 particular threat compared with other bacteria and viruses, 
because the 
chlorine levels used in pools do not kill their resistant forms (cysts).


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 . The net must be disinfected and its contents disposed of in a toilet. The whole process should be carried out causing as little inconvenience as possible to the customers. As long as the pool is, in respects, operating properly (disinfectant residuals, etc) no further action is necessary.
   
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 appropriate action relies on the fact that the cysts are, in principle large enough to be filtered out.
ACTION TO TAKE

· 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 18hrs.

· The filter backwashed

· The pool can then be reopened.

Refer to ISRM Guidelines Ref – 181: 09/99 for further information.
3.6
BATHER LOADING FOR VARIOUS FOR POOL SESSIONS:

	ACTIVITY
	BATHER LOAD
	LIFEGUARD(S)

	Sun Risers (Early Bird)
	1 - 120
	2

	Public Session / Schools
	1 - 120
	2

	Public Session (Moderate)
	1 – 120
	2

	Public Session  (Busy)
	1 – 120
	3

	Swimming Lessons*(Thurs/Sat)
	N/A*
	1*

	Swimming Lessons (mon/Fri )
	N/A
	3


Table: The number of Lifeguards may increase at the discretion of the Duty 

Manager or if bather load dictates. 

* Responsible for overseeing whole pool, teachers responsible for swimming lesson groups

If circumstances dictate, the Duty Manager may increase the number of staff on pool duty.
4.0 STAFFING
4.1 LIFE GUARDING ZONES – SWIMMING POOL

[image: image1]
4.2 Responsibilities of Pool Staff
Quiet: with pool space of 25m or less being used


LIFEGUARD ONE – Responsible for Zones 1 and 2, patrolling around the whole parameter of the pool. This is a mobile position.

In the event of an emergency, lifeguard one MUST whistle three times and activate the drowning alarm before entering the water.  This will alert the Duty Manager / Receptionist and back up team to assist with the rescue.

N.B THIS WILL ONLY BE ADOPTED IF THE POOLSPACE IS 25 METRES OR LESS

4.3 
Responsibilities of Pool Staff

Moderate.
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4.4
Responsibilities of Pool Staff

BUSY
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4.5
STAFF DUTIES


Assistant Leisure Manager
· To act as the Site Leader in the absence of the Site Manager

· To lifeguard the swimming pools to ensure the safety of all users

· As Duty Manager to lead and work as part of the team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold and ensure the staff work to the Customer Charter and the Diversity & Equalities Standards

· To ensure facilities are clean and safe at all times

· To ensure cleaning check sheets and health & safety check sheets are completed

· Project and uphold a positive image of the service through good public relations

· To deal with customer comments / complaints in a positive and tactful manner

· Be responsible for the health , safety and welfare of all users , including colleagues in accordance with the Leisure Point Safety Policy by performing all duties to a high standard

· Ensure the safe and correct use of all equipment , both by the staff and users

· Take the lead in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Deal with 1st aid incidents as the nominated 1st aider

· Perform nominated duties to a high standard

Senior Leisure Assistant
· To lifeguard the swimming pools to ensure the safety of all users

· As Duty Manager to lead and work as part of the team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold and ensure the staff work to the Customer Charter and the Diversity & Equalities Standards

· To ensure facilities are clean and safe at all times

· To ensure cleaning check sheets and health & safety check sheets are completed

· Project and uphold a positive image of the service through good public relations

· To deal with customer comments / complaints in a positive and tactful manner

· Be responsible for the health , safety and welfare of all users , including colleagues in accordance with the Leisure Point Safety Policy by performing all duties to a high standard

· Ensure the safe and correct use of all equipment , both by the staff and users

· Take the lead in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Deal with 1st aid incidents as the nominated 1st aider

· Perform nominated duties to a high standard

Leisure Assistant / Lifeguard
· To lifeguard the swimming pools to ensure the safety of all users

· To work as part of a team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold the Customer Charter and the Diversity & Equalities Standards

· To ensure facilities are clean and safe at all times

· To ensure cleaning check sheets are completed

· Project and uphold a positive image of the service through good public relations

· To deal with customer comments / complaints in a positive and tactful manner

· Be responsible for the health , safety and welfare of all users , including colleagues in accordance with the Leisure Point Safety Policy by performing life guarding and cleaning duties to a high standard

· Ensure the safe and correct use of all equipment , both by the staff and users

· Undertake appropriate action in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Deal with 1st aid incidents in support of the nominated 1st aider on duty


Fitness Instructor / EOP Instructor

· To work as part of a team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold the Customer Charter and the Diversity & Equalities Standards

· To ensure facilities are clean and safe at all times

· To ensure health & safety and cleaning check sheets are completed

· Project and uphold a positive image of the service through good public relations and during gym inductions

· To deal with customer comments / complaints in a positive and tactful manner

· Be responsible for the health , safety and welfare of all users , including colleagues in accordance with the Leisure Point Safety Policy

· Ensure the safe and correct use of all equipment , both by the staff and users

· Undertake appropriate action in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Deal with 1st aid incidents in support of the nominated 1st aider on duty


Turkish Suite Assistant

· To work as part of a team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold the Customer Charter and the Diversity & Equalities Standards

· To ensure facilities are clean and safe at all times

· To ensure health & safety and cleaning check sheets are completed

· Project and uphold a positive image of the service through good public relations 

· To deal with customer comments / complaints in a positive and tactful manner

· Be responsible for the health , safety and welfare of all users , including colleagues in accordance with the Leisure Point Safety Policy

· Ensure the safe and correct use of all equipment , both by the staff and users

· Undertake appropriate action in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Deal with 1st aid incidents in support of the nominated 1st aider on duty

Receptionist

· To work as part of a team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold the Customer Charter and the Diversity & Equalities Standard

· Project and uphold a positive image of the service through good public relations 

· To deal with customer comments / complaints in a positive and tactful manner

· Undertake appropriate action in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Undertake duties to the highest possible standard


Swimming Instructor

· To work as part of a team to provide a high quality service

· To work to the Normal Operating Procedures/Emergency Action Plan at all times

· To uphold the Customer Charter and the Diversity & Equalities Standard

· Project and uphold a positive image of the service through good public relations 

· To deal with customer comments / complaints in a positive and tactful manner

· Undertake appropriate action in emergency situations in line with site Normal Operating Procedures and Emergency Action Plan

· Undertake teaching duties to the highest possible standard

4.6 
STAFF PROTOCOLS 

 
Staff must make every attempt to ensure that when they arrive for duty, they are on time and that their appearance is in accordance with Birmingham City Councils uniform / Personal code of practice. Staff must, at all times, ensure that their uniform is clean, neat and tidy, and the shirt is always tucked in.  They must always have a name badge on.   


Staff MUST NOT drink alcohol or take drugs before or during shifts.



This a non smoking building. The designated are is behind the pool away from the building.



Ensure you are on time for your shift. You must be in your work area at the time you are 


             supposed to start



Sign in at start of shift, you must sign in if you want to be paid 



The signing in sheets are on the reception desk




Work to the Systems of Work at all times.



While on pool no talking is allowed, apart to pass on information to the lifeguard taking over 



your position and during an incident(lifeguards)



Check the notice board for working procedures or changes in working procedures




Be vigilant at all times



Keep the building clean and tidy. If you notice any litter or areas that need cleaning, clean it if 


you have time or inform the SLA/Duty Manager



If you wish to leave the building for any reason during your half hour break you must ask the 



Duty Manager and sign out. When you return you must sign back in. 



PLEASE BE PROACTIVE WHEN DEALING WITH POOL INCIDENTS, BE POLITE AND 


EXPLAIN THE REASON FOR STOPPING THEM DOING WHAT THEY WERE DOING. 



TRY TO STOP AN INCIDENT BEFORE IT STARTS ( LIFEGUARDS )




YOU MUST NOT LEAVE YOUR STATION ON POOLSIDE UNMANNED 

4.7
LOST PROPERTY



Lost property must be handed into reception where it will be dealt with. The procedures for 



dealing with lost property are detailed in the Receptionists Folder – this is located on 



Reception 



Valuable lost property is kept in the Reception Safe.




All other lost property is kept in the Pool Test Room.
4.8 STAFF SICKNESS


If an employee 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.


On contacting the site, staff must speak to the Duty Manager who will record the sickness on the appropriate forms, which are kept in the managers’ office. It is permissible for a third party to call on your behalf but it is preferred that the staff member contacts the centre.


On your return to work you will be asked to attend a “Return to Work Interview” where you will be asked a number of questions in respect to your illness. It is permissible to take support into the interview i.e. a work colleague or union representative. If necessary, due to the nature of the illness, you can request a person of a specific sex to conduct the return to work interview. 


Abuse of the sickness scheme can lead to termination of your contract of employment.

Further details on sickness management can be found in “Managing Attendance – A 
Guide for Employees” – a copy can be located in the Managers Office and in the staff 
room

4.9
COLLECTION OF PAY SLIPS



Pay slips can be collected from reception. Any problems with pay see the Duty Manager 
4.10
LEAVE APPLICATION PROCEDURES & ANNUAL LEAVE ENTITLEMENT



Casual staff must let the Duty Manager know ASAP if they can’t do a shift.



Contracted staff must give at least two weeks notice if they want leave to be covered for them. 


Less than two weeks notice, they must try and cover themselves.



Contracted staff will be notified of their Annual Leave entitlement at the start of the financial 



year (April – April). Remaining Annual Leave will be posted on the staff room notice board 



regularly. Staff can contact the Duty Manager any time they want to Know their Annual Leave 


total throughout the year. 



Bank holidays, concessionary days and statutory days are added into the Annual Leave at the 


start of the financial year. If staff work bank holidays or Concessionary days they can either 



claim additional hours pay or accrued hours. If staff work statutory days no additional hours or 


accrued time can be claimed for these days are classed as normal working days. Please see the 


Duty Manager for details.




Staff wishing to take unpaid leave must contact the Leisure Centre Manager.




Information on Annual Leave can be found in the Personnel Policies Folder located 


in the Managers Office.
4.11
  ADDITIONAL HOURS / ACCRUED TIME



(Contracted staff only)



Any overtime must be put through as additional hours (pay) or accrued time (time off) at the 



end of 
each month




Additional hours and accrued time sheets can be found in the Managers Office




When filled in these sheets must be put into the holder in the Managers Office



Staff must ensure that they sign in on the additional hours signing in sheets, if they don’t they 



won’t get paid the additional hours.

4.12 DEALING WITH INCIDENTS  - THEFT OR DAMAGE TO PROPERTY



All incidents should be reported to the Duty Manager immediately they are reported.



The Duty Manager will: Investigate the incident fully






         Report the incident to the relevant authority






         Fill in the necessary forms – located in the Incident Folder in the 





         


        Managers Office.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
4.13 PHONE LINES

11.1
The emergency telephone on the poolside- emergency phone number is 999
11.2
In the event that the phone lines become in operational the Duty Manager must be informed. Report the fault to the help desk on 464 4444.
11.3    Internal telephones may be used when necessary to contact other areas of the leisure centre.  

           To do this lift the receiver, dial 4 followed by the 4 digit extension number corresponding to  

the area / person you wish to contact. Below is a list of some commonly used extensions. 

	Area / Person
	Ext. 4

	Reception
	0520

	Gym
	0853

	E.O.P
	0854

	Duty Manager
	0855

	Staff Room
	0856


4.14
STAFF QUALIFICATIONS

The minimum qualification for a Leisure Assistant with lifeguard responsibilities is a current RLSS National Pool Lifeguard Qualification, Units 1 & 2.


Leisure Assistants are encouraged to complete a course within six months of appointment leading to a First Aid certificate.


Leisure Assistants are required to pass an Induction Test and provide proof of the possession of all relevant qualifications prior to appointment.


Leisure Assistants are required to renew their lifeguarding and first aid qualifications in accordance with the issuing organisations.


Duty Managers are required to hold the same minimum qualifications as those stated for Leisure 
Assistants. In addition to this, they are required to hold a current First Aid at Work qualification 
and a Pool Plant Operators Certificate.


The minimum qualification for Fitness Instructors is an 80 hour gym instruction course i.e. NVQ 
Level 2, YMCA, Premier Instructor Training.


The minimum qualification for Swimming Instructors is A.S.A level 2 full teachers certificate.

4.15
STAFF TRAINING & DEVELOPMENT
 
Assistant Leisure Managers, Senior Leisure Assistants and Leisure Assistants are required to participate in regular training in all skill areas, which should include incident and emergency procedures.  It is a requirement of your qualification that you attend 21 hours N.P.L.Q. training over 2 years and failure to achieve this may result in your qualification expiring. 

 
Duty Managers are required to maintain accurate and up to date records of training undertaken by all staff.


Leisure Assistants must not only be physically fit but also mentally alert, sensible and self disciplined.


Leisure Assistants are required to complete at least 21 hours site based staff training over 2 years to be able to retake their NPLQ. It is imperative that all staff complete at least 1CPR training session per month.


All employees who require a current RLSS National Pool Lifeguard qualification are required to obtain and maintain a current award.


Staff Training is on Thursday’s 14.30 – 16.00 hrs on a weekly basis. If you are unable to 
attend, other training sessions may need to be attended. It is beneficial for all catagories of staff 
to attend staff training for themselves and the site team.
NB:  A MINIMUM of two staff training session a month is recommended (One has to be C.P.R).


Fitness Instructors are required to complete either 16 hours or 23 hours ( depending on level 

of qualification held) of training a year to be member of the Register of Exercise  Professionals.


( all Fitness Instructors will be notified when the training is to take place )


Swimming Instructors are required to attend a number of hours of training a year and will be 

notified when this training will take place.

Performance Development Reviews ( PDRs )

All staff will be given a PDR each year and a review of the PDR 6 months after the PDR has 
taken place.




PDRs will form the basis of training and personal development. Staff will be given plently of 
notice to prepare for the PDR and Duty Managers will assist with this process if needed.



PDRs will be scored and this score will form a benchmark for following PDRs.

PDRs will contribute to the Single Status pay and grading incremental pay increases
 Training courses

Training courses provided by the Sport & Leisure Department are:
Training for Sport Programme
Training for Work Programme
Training courses provided by the Birmingham City Council Training Team:

· Managing Attendance
· Personnel Policies
· Managing Performance
· Financial Procedures 
· Health & Safety
· Disciplinary Procedures
Other training organisations

· Connexions 
· Other related training will be considered, please speak to the Duty Manager
Location of Training Information

· Training information is available on the staff training notice board in the staff room area.
4.16 STAFF MEETINGS


Site staff meetings are scheduled at least once a month. These meetings will inform staff of all 


information relevant and invite discussion on any site related issues. Minutes of meetings are 


posted on the staff notice board and in the Staff Meeting folder located in the Managers Office.



Site Duty Managers meetings are scheduled at least once a month. These meetings will inform 


staff of all information relevant and invite discussion on any site related issues. Minutes of 


meetings are posted on the notice board in the Managers Office and in the Staff Meeting Folder.

4.17 STAFF NOTICE BOARDS – STAFF ROOM & MANAGERS OFFICE



Staff notice boards contain up to date relevant information on all staff related issues.



There are separate notice boards for: Health & Safety, Cleaning, Staff Training and job 



opportunities, general information, Personnel information, financial information etc. You must 


read these notice boards to ensure you knowledge is current.


Staff notice board locations: Managers Office, Fitness Centre, Reception Office and Staff Room.
5.0 CLOTHING FOR ACTIVITIES


SWIMWEAR / SPORTSWEAR GUIDELINES
5.1
Customers swimming should wear swimwear that is Safe, Clean and respects the Dignity of all customers.  In the main, customers will wear normal swimming costumes that can be brought in high street shops and which should be suitable, if the following applies:



Swimming Costumes


Should offer cover through thickness of linings.



Swimming Shorts

Again, swimming shorts should offer cover through thickness of linings, be cut above the knee and be a lightweight (not denim) type of material and include a gusset.


Adaptable clothing

Some customers may feel the need to wear adaptable clothing for a number of reasons, i.e. people being overweight, skin problem etc.  The adaptable clothing must be suitable for the following main reasons:


5.2
CLOTHING FOR OTHER ACTIVITIES
Fitness Centre / Running Centre users/ Fitness Classes – must wear clothing appropriate to

 the activity (loose clothing and training shoes.)

Turkish Suite users – must wear shorts or costumes during all sessions.
5.3
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.

For example a ‘Kirpan (Sikh dagger) may be worn by an individual from the Sikh faith as long as it is not displayed openly and is kept under clothing or secured in a pocket of the swimwear.

5.4
DIGNITY
Adapted clothing may be worn to reduce embarrassment and satisfy individual cultural / dignity requirements, i.e. customers:

a) Feel they are overweight

b) Are pregnant

c) Have skin impairments e.g. scars etc.

d) Have religious or cultural dress codes (male and female customers)

All swimwear and sportswear should offer reasonable and generally acceptable levels of cover as not to offend or embarrass other customers.

5.5 HYGIENE AND HEALTH
In the interest of hygiene all swimwear and sportswear 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 only increases their embarrassment.  They should only be approached regarding their dress if it does not meet the criteria outlined in the previous sections.

Some key things to remember when dealing with any of the service issues outlined above:

Sensitivity, Politeness, Listening and respect for individual differences.

Discrimination against individuals on the basis of their gender, race, religion, culture or disability is against our policy and can be illegal
6.0 
SYSTEMS OF WORK
6.1
LEISURE ASSISTANTS
The maximum period of time over which a Leisure Assistant will continuously supervise the pool will be no more than 90 minutes. 


At the end of a period of supervision, Leisure Assistants are given a break from the poolside for not less than 15 minutes, during which time other duties may be undertaken. Breaks will be given at the discretion of the Duty Manager and in accordance with the Birmingham City Council guidelines.

On leaving the poolside you should be checking the lockers, toilets, family and changing areas and the family / disabled room. A patrol of the building should be carried out to check the dry side changing areas. You MUST see the Duty Officer for any additional duties.


Leisure Assistants MUST operate a mobile patrol on the poolside.

Leisure Assistants must never leave the poolside while on duty.

 
Breaks will be given at the discretion of the Duty Manager and in accordance with Birmingham City Councils guidelines.


Leisure Assistants must maintain a professional manner when communicating with bathers, and each other, with regard to 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 absolutely necessary.


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.


EQUIPMENT SET UP AND SET DOWN 
DISABLED CHAIR / HOIST

The disabled chair / hoist is located to the side of first cubicle on the left as you enter the  pool.


When assembling it care must be taken to follow all safety procedures as set out in the safety 

Information.

All parts of the disabled chair / hoist must be checked and recorded daily and whenever the chair / hoist is to be used.

Assembly of dipper hoist ( disabled chair/hoist )

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 

secured ( i.e the tieoff 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 held flush with the 

upright.
· Lower the upright carefully into the floor socket. keep fingers away from the lower part of the upright when lowering into 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 boom 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 hyraulic 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 controlAlways 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 guild lines

· 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.

Daily safety checks for dipper disabled chair / hoist

	EQUIPMENT

	upright

	does the t shaped clamp at the top turn fully

	is there any damage to any part of the upright

	HYDRAULIC ARM

	check the pressure valve works

	check the  handle pumps up the arm

	does the pressure valve lower the arm

	is the arm/upright tie off in good condition

	check for hydraulic fluid leakage

	BOOM

	check for damage

	check safety catch at end of boom

	check sprigot for damage

	check locators at end for damage

	chair support

	check for general damage

	check t shaped clamp works

	check safety latch

	CHAIR

	check general condition of the chair

	check side arms work correctly

	check rope attachment between the arms works 

	slings

	check for any damage on the straps or main body

	sling attachment – check for any wear or damage



POOL COVER
The pool cover is located at the deep end of the pool

The pool cover must be put out at the end of the evening and put in the morning

General Operating instructions:

Staff only in the pool area when operating covers and systems

Remove all obstacles from the pool area – floats, balls, lane ropes etc

No persons allowed in the pool

Do not walk, run or stand on the pool cover

Do not swim underneath the pool cover
To get out:
Take the fob and press in, let the pool cover unravel until it is hanging down about 4 feet from the
 promenade, unattached the rope used to wind up
Attach the long rope to the pool cover ring
Take the fob and walk to the end of the pool with the long rope in hand – wear gloves
Press the out button on the fob allowing the pool cover to start moving and pull the rope to ensure 
the cover does not touch the promenade 
Use the rope to control the pool cover until it reaches the shallow end of the pool then press the out
button again to stop it.
Leave the rope on poolside for the following morning
To put away:

Put on gloves and hold the end of the rope

Press the in button on the fob and use the rope to guide the pool cover as it retracts up the pool.

When the pool cover reaches the far end of the pool allow it to retract until it is approx 3Feet off 
poolside and stop it by pressing in on the fob

Unclip the rope and replace with the short rope

Take hold of the end of the rope and hold tight and press in on the fob to allow the rope to tighten around the pool cover.
Safety Checks and maintenance:
Check the pool cover every day for rips in the cover, wear and tear in the ropes.
Check the spool tapes for wear and tear
Inspect the uprights and spool 
Inform Duty Manager if any problems occur
6.2 ALL STAFF
Cleaning Systems of Work – all areas / all categories of staff
Cleaning supplies and equipment are kept in the cleaning store in the staff room
Each site area has a designated colour of cleaning equipment which must be adhered to.
Cleaning systems of work are on the cleaning notice board in the cleaning store
The Duty Manager will ensure that cleaning materials and equipment are always available.
Protective equipment is available for use
Risk Assessments are available to read – see location in Health & Safety section

All chemicals are COSHH assessed where necessary - see location in Health & Safety section
6.3 DUTY MANAGERS , RECEPTIONISTS, ALL STAFF
Financial Systems of Work

All staff dealing with finance will be trained accordingly and provided with a copy of the 
Birmingham City Council Financial Procedures 
Financial systems of work are kept in the Receptionist Folder located on reception

Booking Systems of Work
All staff required to use the Leisure Flex casual and booking system will be trained appropriately
 and given appropriate access dependent on their responsibility. 

Bookings made will follow the set procedures detailed in the Receptionist Information Folder – this
is kept on reception.
Bookings will only be accepted with the relevant information given and payment for the booking at
                   the time of the booking.

Security Systems

Duty Managers will be responsible for the building, equipment, staff and members of the public when
on shift.
Duty Managers will be responsible for their own site keys and the internal keys and will ensure the 
Internal keys are locked away securely when leaving the building.
Duty Managers will ensure that the building is secured and the alarm set when locking up the building at
 the end of the shift.
Duty Managers will follow the Opening up and Closing down procedures at all times.
Receptionists will ensure the security of their own reception office and safe keys.
All staff will be responsible for their own belongings.

Personnel Policies

      The Personnel Policies folder – located in the Managers Office- details procedures to follow to deal 


      with any Personnel issue that should arise. Duty Managers are trained in these procedures and the


      Human Resources Department provides assistance if requested. 
6.4 DUTY MANAGERS OPENING / CLOSING PROCEDURES

Opening Procedures

      Open front door – top and bottom lock
      Open reception back office door – top and bottom lock
      Reset alarm with key fob
      Open electrical cupboard door – top lock
       Turn on reception and pool lights 
      Open managers office door – top and bottom lock
      Open safe and obtain building keys ensuring to lock safe on both locks.
      Open building up with building keys:
      Open back area up and do pool test before public enter pool

      Check plant room, all equipment – boilers, filter, HTH bosch

      Turn on steam boiler

      Note work done on signing in sheet in plant room

      Open fitness room – turn on equipment, music and ensure area is clean and tidy – tidy if necessary, 
      Open up running room and turn on both runners – make sure clean and tidy
      Open sunbed room
      Open Turkish, ensure steam and sauna are switched on, ensure safety checks and pool tests are done   
      Open Function room door (check fire exit door ensure gate key is there)
      Check till float with receptionist
      Do safety checks on poolside and all alarms
      Blow down of steam boiler and turn on
Locking up procedure
Obtain building keys from reception Key cupboard
      Use building keys to lock all areas of the building when the public have left:

Plant room:

Turn off steam boiler, check all plant and HTH bosch, lock exit door to car park, both locks. Lock entrance door and pool test room door.

Lock back door
Staff room: turn off staff room lights and lock staff room door
Poolside toilets: check toilets are clean and tidy and ensure fire exit doors are secure and 

      lockedLock double doors to ladies toilets on poolside
Function Room: check Function room fire exit door is locked (gate key is there), lock function 
room door
Fitness Room: check fitness room is clean and tidy, turn off machines and air con, check rear 
fire exit door is locked; turn off lights and music, lock door.
Reception: check reception is clean and tidy
Running room: turn off machines; check room is clean and tidy
Sunbed room: check room is clean and tidy
Turkish: turn off steam and sauna; ensure area is clean and tidy
Turn off lights to Turkish, Running room and Sunbed.
Lock entrance door to these facilities
Ensure Managers office is clean, tidy and bins are emptied
Put building keys into safe in Managers office – lock both locks on the safe.
Lock the Managers office door top and bottom lock.
Turn the reception and pool lights off from the electric cupboard ensuring the door is locked.
Reception office: ensure the door from the reception office to the front desk is locked on both 
locks.
Turn off reception lights off leaving one light on around reception
Set the alarm with the key fob and lock the reception door top and bottom lock
Ensure both front doors are locked press button by front door to set the building alarm
6.5 
CALL OUT PROCEDURE – swimming Pool
    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.

    A tannoy announcement from reception, one long whistle blast, verbal communication or hand

     signals will be used to inform bathers that the session is over.

   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.

7.0
SWIMMING INSTRUCTION
   All Swimming Instructors must hold an ASA full Teachers or STA full Swimming Teachers certificate and

    possess a current National Rescue Award for Swimming Teachers and Coaches (NRASTAC) or

    equivalent, as swimming instructors are responsible for their class and may be required to carry out a

    rescue. 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 situation, as described in the Emergency

   Action Plan, should an incident occur.
   Whenever there are children under instruction in the water, there should be a school Teacher or

   Qualified Swimming Instructor supervising from the poolside. The Teacher should be suitably clothed

    for the poolside.
    Whenever the instructor is in the water with the class a Lifeguard will have specific responsibility for

     Lifeguarding that class.  
            NUMBERS IN CLASSES

   For school instruction, the ratio of schoolteacher to pupil in any one group should not exceed 1:15, with a 
   recommended class size of 35 pupils.

   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.

   The general public and schools share available water space under Birmingham City Councils’ shared 
   use policy.
SWIMMING INSTRUCTION INCIDENTS
  The Emergency Action Plan (EAP) will be initiated if a swimming instructor has to enter the water to 
  carry out a rescue.
  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 E.A.P for school swimming teachers.
8.0
LOCKERS 

     POOLSIDE – When a key is handed in as found it must be passed onto the Duty Manager.  Any

     problems involving a locker must also be reported immediately to the Duty Manager.  
     Under no circumstances should you look after any personal belongings.
     NB:
In exceptional circumstances, we will look after a doctor’s pager.  This must be reported to the Duty Manager.
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.
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2.0
 Ground Floor Plan
                 Plan of Building Showing Exit Routes.
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3.0
FIRE PROCEDURES
3.1
DISCOVERY OF A FIRE

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

CAN YOU EXTINGUISH IT IMMEDIATELY AND SAFELY?

If in any doubt, or you feel you need help, or the fire is a potential threat, then the following procedures must be followed:

First, sound the alarm. Ensure you know where the extinguishers are located.

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.

It is probable 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.

Stay in the vicinity of the fire (without taking personal risk) to prevent public straying into the

area, until instructed to do otherwise.

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 Co-op CAR PARK

                                                                                                                                                                                                                                                                                        3.2    SPECIFIC RESPONSIBILITIES OF STAFF:

   RECEPTIONIST 
   On hearing the fire alarm, stop serving the public and ensure that you’re 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.

Go to the public address system and carry out the following: -

· Eject all music CD’S

· Turn radio volume to a minimum

· Turn mic volume to optimum level (as marked)

· Ensure all areas of PA are on.
· Await further instructions from the Duty Manager

If an evacuation is required, collect the following books: -
Staff “signing in” registers
If schools are present, collect the school “signing in” book

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

When the Fire Service replies, tell the operator distinctly:
"Fire at Erdington Swimming Pool, Mason RD, Erdington, B24 9EJ.   0121 464 0520”

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

Assistance in Evacuation Planning may be required, report to the Duty Manager in reception and be prepared to be issued with a zone clearing tag requiring you to evacuate and check a specific area of the building.

When given the all clear by the Fire Service or the Duty Manager re-enter the building and

resume normal operating procedures as soon as possible. 

If it is a False alarm (Confirmed by 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)

DUTY MANAGERS ( ALM, SENIOR LESIURE ASSISTANT)
On hearing the fire alarm go straight to the reception.

If it is a fire, make an announcement over the entire centre using the public address system:-

“Code one, Code one, Circumstances dictates that we evacuate the centre, please make your way to the nearest exit.”

(Repeat twice)
Ensure that the Fire Service has been contacted (see Action by Receptionist).  Issue zone-clearing

tags to staff in reception.  Instruct staff to clear the area of the building highlighted on their tag

and report back to the assembly point.

DO NOT RESET OR SILENCE THE ALARM

UNTIL THE FIRE OFFICER HAS ARRIVED

The Duty 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.

The Duty 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.

All fire evacuations must be recorded in the Fire Evacuation Log.  In the event of a false alarm, please ensure the receptionist notifies the staff and public via the PA system.
Once given the all clear, re-set the fire alarm panel.


SENIOR LEISURE ASSISTANT  ( IF NOT DUTY MANAGER )
Attend reception immediately on the sounding of the fire alarm.

Assess the location of the suspected fire.

Join Duty Manager to search relevant area.

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

Report to the Duty Manager to await further instructions.

In the event that you are Duty Manager, carry out duties as outlined in Duty Manager

Responsibilities.

LEISURE ASSISTANTS ON POOL DUTY
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.

On hearing “Code One, Code One” proceed to lead bathers through the nearest exit. One

leisure assistant is to be advanced of the bathers showing them the route to the assembly point.

Stay with the bathers and issue ‘space’ blankets as necessary.  One leisure assistant is to report to

the Duty Manager.


LEISURE ASSISTANTS NOT ON POOL DUTY
Proceed immediately to reception to await further instructions from the Duty Manager

Obtain a zone clearing tag and, if evacuation is required, proceed to evacuate the area specified on the zone clearing tag.

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

Report to the Duty Manager informing him / her that the area you have checked is clear or if there is a problem.  Give the tag to the Duty Manager.  (When all tags are returned to the Duty Manager, they will know that the entire building has been evacuated).

Retrieve all available "EMERGENCY BLANKETS" and take them to the assembly point on the

poolside.  



TURKISH STAFF 

Evacuate all customers to the nearest fire exit.

On hearing ‘Code one, Code One’; evacuate to the CO-OP car park.

ACTION BY INSTRUCTORS 

Evacuate all customers to the nearest fire exit and, on confirmation of a fire, then to the assembly

point. Wait with the customers, try to calm and reassure people and do not allow anybody to re

enter the building.        

            

 ACTION BY GYM INSTRUCTORS 
Evacuate all customers to the nearest fire exit and, on confirmation of a fire, then to the assembly

point. Wait with the customers, try to calm and reassure people and do not allow anybody to re

enter the building.  Mute all TV’s and turn music off if possible.
3.3
CLEARING THE PUBLIC

When an unknown person / persons activate the Fire Alarm, the Duty 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 dictate otherwise.

On confirmation of a fire, all staff must ensure that they ask members of the public to make their

way to the Assembly Point –CO-OP Car Park. 
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 polite repeated requests, then the customer should be left and the matter reported to the

Duty Manager.

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

People should not be allowed to get fully changed, but only to dress for decency.

When you have cleared your area, close the fire doors behind you to prevent re-entering and also

to stop additional oxygen fuelling the fire.

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

Report to the Duty Manager that your area is clear.  Until you have reported back, it will be

assumed that you are still in the building. 

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.

4.0 
BOMB PROCEDURES
4.1
ACTION BY RECEPTIONIST  


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 also 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 such as a foreign accent, speech impediment, tone of voice.

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. Do not return the receiver.

Inform the Duty Manager immediately by internal phone or by placing a “CHINA TOWN”
Announcement, stop admission to the site immediately.

Duty Manager will confirm action: activating the alarm, phone 999 and ask for the police,

ambulance, and fire brigade assistance.

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

Duty Managers discretion of assembly point. Instruct all members of the public to move to the

CO-OP car park.

Collect signing in book from reception.





4.2 ACTION BY DUTY MANAGER

DUTY MANAGER WILL CONFIRM EVACUATION BY ANNOUNCING “CHINA TOWN” 

AND ACTIVATING THE INCIDENT ALARM
The Duty Manager is to inform the Senior Leisure Assistant that the evacuation is for a bomb

threat and all pool users and Turkish suite customers are to be issued with silver space blankets.

All customers and staff are to proceed out the building to the CO-OP car park, giving the

building as wide a berth as possible.

The evacuation sheets should be used when the building is cleared, proceed to the assembly point

to meet emergency services.

Re entry to the Centre will only be authorised by the Officer in charge of the emergency services.

On clearance, instruct the staff to enter the site before the public are admitted.

Thank the public for their assistance during the evacuation (as per fire evacuation)

4.3 
ACTION BY SENIOR LEISURE ASSISTANT ( IF NOT DUTY MANAGER )
On hearing the alarm proceed to reception where you will be informed to action bomb

procedures rather than fire procedures.  

Assist in the evacuation of the pool hall and report to the Duty Manager when the pool is empty.

4.4 
ACTION BY LEISURE ASSISTANT
As per fire procedures except that the public are to be instructed to go to the CO-OP car park. Either the Duty Manager or the Senior Leisure Assistant will inform the Leisure Staff that it is an evacuation under bomb procedures.

When you are issued with your zone tag (as in Fire Procedure), remember you are looking for any unusual objects / parcels as well as evacuating the area.

4.5
ACTION BY TURKISH STAFF 

Evacuate customers out of the fire exits and to the assembly point.
4.6
ACTION BY GYM STAFF
Evacuate customers out of the fire exits and to the assembly point.
THE ASSEMBLY POINT FOR BOMB THREATS IS CO-OP car park.

5.0
EMISSION OF TOXIC GASES / SUBSTANCES
Leave the area immediately and remove any contaminated clothing.

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

Do not re-enter the affected area and make sure that the Police and Fire Brigade are telephoned

immediately.

If possible take the substances register with you to ensure that the emergency services know what they

are dealing with.

Evacuation Point location to be determined by the Duty Manager
6.0 
STRUCTURAL FAILURE
The damaged area must be cordoned off and the building evacuated if necessary.

Inform the Duty Manager immediately.

7.0 
LIGHTING FAILURE
If the main lighting fails during the evening then the pool should be cleared immediately. If the Duty

Manager feels the lighting level is adequate then the session may continue until circumstances dictate

otherwise.

No further admissions should be allowed until lighting is repaired.

All bathers must be contained in safe areas.

At least two members of staff designated by the Duty Manager must check all other areas.


8.0
DISORDERLY BEHAVIOUR (INCLUDING VIOLENCE TO STAFF)

All lifeguards should be advised of the situation.

The situation should be controlled at lifeguard level; if possible, without reducing the level of pool

supervision below agreed staffing levels.

If the lifeguard initially spots early signs of aggression he/she should try to stop the behaviour before it 

escalates any further by enforcing the rules and being calm and firm, but only do so if it is safe to do so

and will not put the member of staff or any public members in danger. If this fails to effectively tackle 
the situation, the Duty 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.
When dealing with any problem try to use reason and explain the reasons for your action if possible.
If this fails the Police must be called by the Duty Manager.








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.






 
an incident where acts of violence towards staff result in injury, the incident is reportable under RIDDOR. -There are incident alarms in the fitness centre, reception back office, pool and Turkish suite. Which must 
be used to summon assistance if you are threatened or feel threatened.
9.0  
PHYSICAL ASSAULT
9.1
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.

9.2 
On a Member of public – Over 16 years of age

The offer of calling the Police must be made. It is up to the member of public to make charge.

9.3 
On Members of public - 16 years of age or under



The Duty Manager must call the police.

9.4
Action to be taken on all incidents.


Report incident to a senior member of staff.


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


Take name and address of any witnesses.



 Always follow the above procedures.

10.0
RAID ON RECEPTION 

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. Get a good description of

the assailant. Try to activate the incident alarm in the reception back office if safe to do so to summon

assistance.
HAND OVER THE CASH.

In general, KEEP your till to a bare minimum at all times.

11.0  
SEXUAL ASSAULT

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. If

possible allow a female member of staff to remain with any female victims, do not ask too many

personal questions regarding the assault. 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.

Duty Manager - Police must be telephoned immediately.
12.0 
CHEMICAL USAGE PROCEDURE 

Protective Equipment and Personal Protective Equipment
When using any chemical that requires it, Protective Equipment (P.P.E) or protective equipment 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.
Duty Managers are provided with Personal Protective Equipment and a locker to store it in. 
Duty Managers must ensure that they check their own Protective Equipment before they use it and 
Inform the Duty Manager in charge of Protective Equipment if there is a fault. DO NOT USE FAULTY
EQUIPMENT
Equipment is available for any member of staff who requires it when using any cleaning chemical or

chemical to perform a job. See the Duty Manager for the protective equipment.
Chemical usage
Always ensure you use the correct chemical for the job to do – details on the cleaning notice board

in the staff room
Always dilute the chemical to the correct strength for the job – use the dilution machine in the cleaning

store for general cleaning and disinfectant chemicals
Read the COSHH regulations for all chemicals used so that you know what to do in an emergency

involving that chemical

Never mix two chemicals together unless specified in the COSHH assessment for the job

13.0 
LOST / FOUND CHILDREN PROCEDURE 


LOST CHILDREN PROCEDURE:

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.

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

If an immediate search of the area does not prove successful the Police will be contacted at the Duty

Managers discretion.

FOUND CHILDREN PROCEDURE:
In the event of a child or children reporting to you that they are lost, then talk to them by kneeling

down, 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.

            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.

14.0 FIRST AID INCIDENTS / NEEDLESTICK INJURIES
Qualified First Aider’s can administer immediate first aid. Assistant Managers and Senior Leisure

Assistants are the designated competent First Aid at Work persons. They should always be aware of all

accidents ensuring that all treatment and accident forms have been completed adequately. 

The Duty Manager should be made aware of all incidents as soon as it is reasonably possible.
The First Aid area is positioned on the poolside. Mobile First Aid boxes are located on poolside, at

Reception, Turkish and in the Pulse Point gym. All waste is required to be disposed of in the appropriate

disposal units.   

For needle stick injuries refer to City Council Procedure: “Hypodermic Needles (Sharps) – Safe Disposal” document.  A copy of this can be found in the NOP / EAP master folder in the main office. 
15.0
ACCIDENT REPORTING PROCEDURE

Accident to an Employee
     Minor Accident to a Customer 
     Significant Accident to a Customer


FILL THE ACCIDENT BOOK IN AND PUT THE REFERENCE NUMBER ON THE PAGE AND TEAR OFF SLIP. GIVE THE COMPLETED FORM TO THE DUTY MANAGER. ALL ACCIDENT FORMS ARE CONFIDENTIAL AND ARE KEPT IN A LOCKED CABINET IN THE MANAGERS OFFICE 
16.0
STAFF ANNOUNCEMENTS PROCEDURE
CALL OUT CODES:

	ACTION
	CODE

	FIRE ALARM ACTIVATION
	CODE ONE

	BOMB THREAT
	CHINA TOWN


17.0
RESCUE AND POOL INCIDENT PROCEDURE
17.1
ACTION BY POOLSIDE STAFF

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. E.g. Unconscious subject,

swimmer in difficulties, epileptic fit or if one of the staff is being threatened or, indeed, has been

pushed into the pool.
There are FOUR POOL INCIDENT ALARM POINTS around the pools; you must be aware of

them at all times. ( see pg 42 Emergency Locations )
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.
Perform a rescue and immediately commence any emergency first aid. The casualty should

always be evacuated to the ‘focal point’, which is the first aid station ( next to the 1st Aid

emergency equipment on poolside). If subject is not breathing,commence Rescue breaths (in

water if necessary).
DO NOT WAIT FOR THE RESUSCITATOR

If the heart has stopped (Remove Casualty to the focal point)
START CARDIO PULMONARY RESUSCITATION (CPR)

In the event of a spinal injury the pool must be emptied and users should congregate at the

shallow end of the pool.


NOTE: TREAT INJURY AS WRITTEN IN POOL LIFEGUARD / LIFE SUPPORT MANUAL. ON COMPLETION OF RESCUE COMPLETE RESCUE REPORT FORM / ACCIDENT FORM.
17.2 ACTION BY SWIMMING INSTRUCTORS
In the event of a swimming instructor carrying out a rescue the adjacent instructor will then take

charge of the unsupervised class while evacuating the pool.

17.3
ACTION BY POOL STAFF NOT INVOLVED IN RESCUE

If the Pool Alarm has not been activated then activate it immediately.

Initiate clearing of the pool and instruct bathers to wait at the shallow end.

If the incident is a spinal injury then wait until backup has arrived onto the poolside before

assisting with the incident. 

During, and after, the rescue, the other leisure assistants on the pool must increase their range of

supervision to cover the Leisure Assistant making the rescue.

17.4
ACTION BY RECEPTION STAFF TO THE POOL INCIDENT ALARM
Stop entry to the poolside and await further instructions from the Duty Manager. Clear a

telephone line and be prepared to call the emergency services if necessary.

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.

17.5
ACTION BY STAFF RESPONDING TO POOL INCIDENT ALARM

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.

All other Leisure Assistants including the Duty Manager should make their way immediately to

the poolside taking the Resuscitation kit, first aid kit or the Spinal Board depending on the

circumstances.

The immediate concern is to assist the person making the rescue and to ensure safety of all other

swimmers in the pool.  

Evacuate all Swimmers to the shallow end of the pool. 

Ensure public do not inhibit the rescue and first aid.

Call an ambulance via the emergency phone located on poolside. If, for any reason, this is not

possible, instruct the receptionist to make the call.

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).  

Be available for any task required.

17.6
ACTION BY TURKISH STAFF 

Ensure all customers are prevented from entering poolside (Crowd Control).

17.7
ACTION BY DUTY MANAGER
Proceed to poolside and assess the situation. 

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

Arrange for the incident alarm to be silenced, located in reception office.

Ensure that an Ambulance has been called.

Ensure that the casualties’ clothes are retrieved from the lockers.






AFTER THE INCIDENT:
Closure of the Swimming Pool will enable the following procedures to be completed, if necessary;

Ensure that full information and reports are collected and the appropriate procedures are

covered as laid down in the "Accident Reporting Procedure", (See EAP - 15.0 Accident Reporting

Procedure)

Investigate as to what actually happened and why it happened. Rescue and Witness Report

forms to be completed.

Speak to all staff involved and treat for shock if necessary. In the event of a serious incident,

counselling may be required. (PTSD)
Inform the Manager of the incident or the Assistant Manager in the absence of the Manager.

The Manager will inform the relevant authorities, District Manager, Safety Services etc. In the

absence of the Manager the Assistant Manager will perform the above duties.

Contact details for the District Manager and Safety Services are on the Notice Board in the

Managers Office.
NB: AT NO TIME SHOULD A LIFEGUARD JUMP OR DIVE INTO THIS POOL. EVEN IN AN EMERGENCY, A CONTROLLED & SAFE ENTRY MUST BE USED

18.0 OVERCROWDING


Potential overcrowding suspected by a lifeguard must be reported to the Duty Manager. Remember, it


is also important during peak times to carry out regular checks of locker availability.


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


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 Duty Manager will assess the


situation and make the decision.

19.0 LACK OF WATER CLARITY

If the water in the pool is cloudy to a point where the bottom of the pool cannot be seen adequately, the


Duty Manager must be informed.


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


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


The Duty Manager will decide whether or not to close the pool.

20.0
ACCIDENTS INVOLVING POOL OUTLETS AND GRILLS

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.


The Duty Manager and Senior Leisure Assistant need 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

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
FERNO AQUABOARD
The only spine board recommended for spinal injury management by the RLSS / IBRM at present is the Ferno Aqua board. This is to be checked daily for maintenance and safety purposes. All checks / inspections are to be logged on the daily safety check sheet –located in the first poolside locker on Mens side)
Only trained and qualified lifeguards should use this board. Every individual who may use the Aqua board must undergo a training course.

Qualified National Trainer Assessors, Trainer Assessors of the RLSS who have passed the certified Aqua board trainer’s module, can only give training.

The maximum capacity for the Aqua board is 182 Kg Approx. (30 Stone / 400lb)
MAINTENANCE OF THE FERNOD AQUABOARD
The Aqua board should be stored correctly in an identified permanent location. (Next to the first aid station).

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 Aqua 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

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.


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


The rescuer should approach the casualty from the side and, with care, apply either the "Vice grip" or "Head splint" as appropriate for the depth of water. 

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.


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 have the casualty fully supported, then the necessary checks for an open and clear airway, breathing, 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.


In the event of a spinal injury occurring in the plunge pool the most appropriate method of turning the casualty would be a head splint. Following this the Lifeguard team can come in, fully support the casualty, and transfer the casualty onto the Aqua board in accordance with the spine board protocol.   

23.0     REMOVAL OF THE CASUALTY FROM THE WATER WITH THE AQUABOARD


Use of the AQUABOARD must only be undertaken by qualified lifeguards / staffs who have passed the RLSS certified spine board.


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


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


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.
24.0     STAFF INJURY / ACCIDENT
                        Follow the accident procedures as detailed in section 14 and 15.

                        The Duty Manager, if necessary, will contact the Manager if it is a serious accident

                        The Manager/ Assistant Manager will contact the District Manager and Safety Services if

                         Necessary and the member of staff’s next of kin – details for all staff kept on their personal file in

                         the Managers Office. 


25.0
EVACUATION OF DISABLED USERS FROM ALL FACILITIES


Staff will be made aware by receptionist / Duty Manager if a customer makes them aware of a 

disability they have.


Staff will assess all customers, as they should do, and if they think they may have a disability then 

the staff will pass the info onto other staff.



In the event of an emergency, staff will assist the customer to evacuate the building.



Staff will choose the appropriate exit to evacuate.



During an evacuation staff will ensure the Duty Manager is aware of their actions in assisting the 

customer to exit the building and reaching the evacuation point, staff will make the customer 


aware of the incident and reassure them.



If there is a carer with the disabled customer then staff will make the carer aware of the 


procedures to follow if they need to be evacuated and assist the carer with the evacuation.

LIST OF AMENDMENTS:


This section will show you any amendments to this edition from the last edition.


Subject:

Brief Description:




Page No:

Section:
ERDINGTON LEISURE CENTRE.

   
This is confirmation that I,.....………………………………………., have received a

         Copy of VERSION 6 of the Normal Operating Procedure and Emergency Action Plan  

    
On: ……………………

I agree to read the Normal Operating Procedure and Emergency Action Plan.  
If I do not understand any sections of the Normal Operating Procedure and
 Emergency Action Plan I will seek immediate clarification before the next 
Time I am due to work.  I agree to follow by the procedures laid down in the
 Normal Operating Procedure and Emergency Action Plan.

This will be placed on the Employee Personnel Record Files.
SIGNED BY: 



……………………………………….

    
DATE: 




……………………………………….

     
DUTY MANAGER’S SIGNATURE: 
……………………………………….




WEEK BEGINNING:

MANAGER SIGN:
Cleaning schedule 

Monday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	Sweep pool bottom  
	
	

	07.45
	Tidy Reception 
	
	

	08.00
	 Toilets 
	
	

	09.00
	Windows / (break)
	
	

	09.30
	Outside area / (break) 
	
	

	1.00
	Male side top brick / 30min’s 
	
	

	10.30
	Shallow end lockers / 30 min’s
	
	

	11.00
	Lunch break
	
	

	11.30
	  Prep chemicals / (break)
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers  
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch break
	
	

	14.00
	Outside area + Mops 
	
	

	14.30
	Tidy chemical store / (break)
	
	

	15.00
	Running room + Prep chemicals 
	
	

	15.30
	Toilets + Disability changing + Pool side + Showers 
	
	

	16.00
	Staff room  / (break)
	
	

	16.30
	Poolside drains / (break)
	
	

	17.00
	Hoover function room / (break)
	
	

	17.30
	Disability changing
	
	

	18.00
	Tidy floats
	
	

	18.30
	Dinner break
	
	

	19.00
	Staff toilets + passage
	
	

	19.30
	On pool for Boldmere
	
	

	20.00
	Toilets
	
	

	20.30
	Scoop poolside + clear drains 
	
	

	21.00
	Bins
	
	

	21.30
	Reception + floor 
	
	

	22.00
	Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	


Cleaning schedule 

Tuesday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	
	
	

	07.45
	Reception 
	
	

	08.00
	  Toilets  
	
	

	09.00
	Windows / (break)
	
	

	09.30
	Outside area / (break)
	
	

	10.00
	Female side Top brick
	
	

	10.30
	Running + Function room
	
	

	11.00
	  Middle lockers  
	
	

	11.30
	 Prep chemicals / (break)
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch Break
	
	

	14.00
	Lunch Break
	
	

	14.30
	
	
	

	15.00
	
	
	

	15.30
	Reception + Windows 
	
	

	16.00
	Staffroom + cleaning room 
	
	

	16.30
	Staff passage + Toilets  
	
	

	17.00
	Dinner break
	
	

	17.30
	Dinner Break
	
	

	18.00
	Dinner Break
	
	

	18.30
	Outside area / (break)
	
	

	19.00
	      Running room / (break)
	
	

	19.30
	Prep chemicals/ (break)
	
	

	20.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	21.00
	Bins 
	
	

	21.30
	Reception + floor
	
	

	22.00
	Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	


Cleaning schedule 

Wednesday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	
	
	

	07.45
	Reception 
	
	

	08.00
	  Toilets  
	
	

	09.00
	Windows / (break)
	
	

	09.30
	Outside area / (break)
	
	

	10.00
	Cubicles Deep End M/F 
	
	

	10.30
	Lockers Deep end M/F 
	
	

	11.00
	Running room + Clean all mops 
	
	

	11.30
	Prep chemicals / (break) 
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch Break
	
	

	14.00
	Lunch Break
	
	

	14.30
	Reception + Windows 
	
	

	15.00
	Staffroom + cleaning room 
	
	

	15.30
	Staffroom + cleaning room 
	
	

	16.00
	Staff passage + Toilets  
	
	

	16.30
	Dinner break
	
	

	17.00
	Dinner Break
	
	

	17.30
	Dinner Break
	
	

	18.00
	Outside area / (break)
	
	

	18.30
	      Running room / (break)
	
	

	19.00
	Prep chemicals/ (break)
	
	

	19.30
	Toilets + Disability changing + Pool side + Showers 
	
	

	20.30
	Hoover Function room
	
	

	21.00
	Bins
	
	

	21.30
	Reception + Floor
	
	

	22.00
	Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	


Cleaning schedule 

Thursday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	
	
	

	07.45
	Reception 
	
	

	08.00
	  Toilets  
	
	

	09.00
	Windows / (break)
	
	

	09.30
	Outside area / (break)
	
	

	10.00
	Cubicles Middle  M/F 


	
	

	10.30
	Lockers Deep end M/F 

 
	
	

	11.00
	Pool Steps + Handles

 
	
	

	11.30
	Prep chemicals / (break) 
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch Break
	
	

	14.00
	Lunch Break
	
	

	14.30
	Staff Training
	
	

	16.00
	Outside area / (break)
	
	

	16.30
	Running room / (break)
	
	

	17.00
	Staff passage + toilets   
	
	

	17.30
	chemical store + Mops
	
	

	18.00
	Staffroom
	
	

	18.30
	Prep chemicals
	
	

	19.00
	Dinner Break
	
	

	19.30
	Dinner break
	
	

	20.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	21.00
	Bins
	
	

	21.30
	Reception + Floor
	
	

	22.00
	Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	


Cleaning schedule 

Friday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	Sweep pool bottom 
	
	

	07.45
	Reception 
	
	

	08.00
	  Toilets  
	
	

	09.00
	Windows / (break)
	
	

	09.30
	Outside area / (break)
	
	

	10.00
	Cubicles Shallow  M/F 


	
	

	10.30
	 Replace locker key bands M/F/T  
	
	

	11.00
	Lunch break
	
	

	11.30
	Prep chemicals / (break) 
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch Break
	
	

	14.00
	Clean + Tidy Strokes equipment 
	
	

	14.30
	Scrub Staff passage + toilets   
	
	

	15.00
	Clean chemical store + Mops
	
	

	15.30
	Outside area / (break)
	
	

	16.00
	Running room / (break)
	
	

	16.30
	Staffroom / (break)
	
	

	17.00
	 Hoover Function room
	
	

	17.30
	Tidy Lost property
	
	

	18.00
	Dinner Break
	
	

	18.30
	Dinner break
	
	

	19.00
	Prep Chemicals
	
	

	19.30
	Toilets + Disability changing + Pool side + Showers 
	
	

	20.30
	Bins
	
	

	21.00
	Reception + Floor
	
	

	21.30
	Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	


Cleaning schedule 

Saturday

	Time
	Task/completion time
	Completed by
	D.M check

	8.15
	Lane ropes for Strokes
	
	

	8.30
	All Windows + mirrors 
	
	

	9.00
	Clean Smokers corner + 

out side drains 
	
	

	9.30
	Reception/ (break)
	
	

	10.00
	Outside area / (break)
	
	

	10.30
	Tidy staff room + mop floor
	
	

	11.00
	Outside area / (break)
	
	

	11.30
	Prep Chemicals + outside area
	
	

	12.00
	 Poolside + Toilets + Disability changing + Showers 
	
	

	13.00
	Lunch break
	
	

	13.30
	Lunch Break
	
	

	14.00
	Lunch Break
	
	

	14.30
	Strokes equipment corner
	
	

	15.00
	Set up Function room
	
	

	15.30
	Clean all bins
	
	

	16.00
	Prep Chemicals + tidy chemical room 
	
	

	16.30
	Toilets + Disability changing + Pool side + Showers 
	
	

	17.00
	 Mop Reception
	
	

	17.30
	Sign out go home
	
	

	
	
	
	

	17.00 – 18.00
	Party
	
	

	18.00 – 18.30
	Scoop down, Litter pick pool side + bins
	
	

	18.30 – 19.00
	Check Toilets, Party room + Put pool cover on
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	

	
	
	
	


Cleaning schedule 

Sunday

	Time
	Task/completion time
	Completed by
	D.M check

	06.45
	Put lane rope in
	
	

	07.30
	Reception + Windows  (break)
	
	

	08.00
	  Toilets + mirrors  (break) 
	
	

	08.30
	Out side area + Mops  (break)
	
	

	09.00
	Function room 
	
	

	09.30
	Top brick ends
	
	

	10.00
	Running room + mirrors
	
	

	10.30
	Lunch break
	
	

	11.00
	Lunch Break
	
	

	11.30
	Prep chemicals + Staff room
	
	

	12.00
	Toilets + Disability changing + Pool side + Showers 
	
	

	13.00
	Lunch Break
	
	

	13.30
	Pool test room
	
	

	14.00
	Hoover all carpeted areas
	
	

	14.30
	Bins
	
	

	315.00
	Mop Reception
	
	

	15.15
	
	
	


	OTHER JOBS
	JOB
	NAME
	D.M CHECK

	
	
	
	

	
	
	
	


CLEANING EQUIPMENT USEAGE GUIDE

The following colour codes must be used for the area designated at all times

POOLSIDE & RECEPTION
           RED

GYM

                                  
   BLUE

TURKISH SUITE
                         GREEN

TOILETS
                                 YELLOW

GUTTERS/DRAINS                        WOOD

                                             

   HANDLE

LARGE FLOORS
                          KENTUCKY MOP 

ERDINGTON LEISURE CENTRE CLEANING SCHEDULES

WHAT AREA TO CLEAN AND HOW TO CLEAN

	AREA
	THROUGHOUT THE DAY
	AFTERNOON
	EVENING

	RECEPTION
	Vacuum floor and mats

Spot mop

Pick up litter

Tidy reception counter

Ensure machines are clean

Tidy leaflets

Clean poolside and entrance door windows
	as previous
	As previous

Mop all of floor (ensure wet floor signs are used)

	POOLSIDE
	Litter pick cubicles and lockers

Ensure drain gully is always clean

Ensure chairs are tidy and safe

Ensure promenade is always clean and safe

Clean scumline with bicarb (Mondays, Tuesdays & Sundays)

Clean cubicles by wiping down walls, doors & benches with cleaning chemicals (weds, thurs &Friday )

Clean lockers with cleaning chemical (mon,tues & weds)
	Scrub all of the promenade, drain gullies and cubicle floors with cleaning chemicals and clean off.

Clean cubicle benches.

Clean showers with cleaning chemicals and clean off.


	as per afternoon cleaning

clean with antibacterial chemicals



	OUTSIDE AREA
	Litter pick grass, frontage & carpark – sweep and mop if necessary
	As previous
	As previous

	TOILETS – POOLSIDE
	Litter pick and clean floor when necessary with cleaning chemical

Ensure toilets are always clean.

Ensure mirror is always clean

Ensure sinks are always clean

Keep toilets & urinals smelling pleasant with Freshaloo and urine neutraliser
	Scrub floor, urinals and toilets  with cleaning chemical and clean off.

Clean mirrors with cleaning chemical.

Clean sinks with cleaning chemicals.

Keep toilets & urinals smelling pleasant with Freshaloo and urine neutraliser
	as per afternoon cleaning

clean with antibacterial chemicals

	RUNNING ROOM
	Clean machines 

Sweep floor

Mop floor

Clean mirrors

Empty bin
	As previous
	As previous

	FITNESS CENTRE
	MORNING-

Check all machines to ensure they are safe and operating properly –note any dangers on the cleaning sheet and inform D.M

Ensure all machines are clean

Ensure floor is clean

Ensure changing rooms are clean 

Spot mop when needed – i.e between machines, under machines etc

-complete cleaning schedule and sign
	ensure cleanliness of all areas

Spot mop when needed – i.e between machines, under machines etc
	Clean exercise machines

Sweep/vacuum floor in Fitness Centre, toilet and changing rooms

Mop all areas

Clean toilet and sink

-Complete health and safety and cleaning schedule

D.M to check and sign



	TURKISH SUITE
	Ensure all areas are clean and tidy before opening.

Throughout the shift clean as necessary.

At the end of shift complete all the jobs on the cleaning rota
	As Previous


	As Previous

Complete cleaning schedule and sign

D.M to check and sign

	FUNCTION ROOM
	Check the room on a regular basis to ensure clean and tidy
	As previous
	As previous

	STAFF ROOM / CLEANING ROOM
	Ensure they are kept clean and tidy at all times

Cleaning Area – ensure all cleaning materials are put back in their correct place and the room is kept clean, tidy and dry.
	As Previous
	As previous

Sweep and vac floor

Mop floor with appropriate chemical – see chemical useage

Ensure mops, buckets are clean and no chemical is left in the buckets

Ensure washing up is done


CLEANING CHEMICALS TO USE FOR EACH JOB

MP 10

Multi purpose cleaner 

TO BE USED FOR:

Mopping floors

Scrubbing pool side floor

SCREEN

Virus idle, Fungicidal, Disinfectant

TO BE USED FOR:

Cleaning toilets

Cleaning sinks

Scrubbing toilet floors

Cleaning shower walls and floor

Scrubbing pool side floor

FLASH

Multi purpose cleaner

TO BE USED FOR:

Mopping Gym floor

Mopping Turkish floor

Mopping Reception floor

Cleaning wall tiles

Cleaning cubicles

FRESH A LOO

Acidic toilet cleaner

TO BE USED FOR:

Cleaning toilet bowls 

Cleaning urinals
MR MUSCLE 

Multi purpose spray cleaner

TO BE USED FOR:

Wiping down surfaces i.e.

Skirting boards

Door frames  

Table tops/Desks

Gym equipment & Vending machines

GLASS AND MIRROR CLEANER

Glass and mirror cleaner

TO BE USED FOR:

Cleaning windows

Cleaning mirrors

Cleaning front of vending machines

PLEDGE

Spray polish

TO BE USED FOR:

Reception desk

Office desks

Shelving

AIR FRESENER

Air freshener spray

TO BE USED FOR:

De odorizing bad smells

Toilets

Reception

Gym

Turkish

TELEPHONE SANITISER

Spray cleaner and disinfectant

TO BE USED FOR:

Cleaning telephones

GRAFFITI REMOVER

Removes spray paint and felt tip

TO BE USED FOR:

Removing graffiti from most hard surfaces

CHEWING GUM REMOVER

Freeze spray

TO BE USED FOR:

Removing in bedded chewing gum.

SUPER DETERGENT

Washing-up liquid

TO BE USED FOR:

Washing dishes

URINE NEUTRALISER

De odorant cleaner 

TO BE USED FOR:

Cleaning around toilets

Cleaning around urinals

Accidental urination on floors 








LIFEGUARD ONE – Responsible for Zone 1, patrolling between points A and B. This is a mobile position.





LIFEGUARD TWO – Responsible for zone 2, patrolling between points C and Duties is a mobile position.





 LIFEGUARD THREE-Responsible for the whole pool. (Patrol the busy part of the pool.)





The shaded area shows joint responsibility.




















Pool cover
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Depth 1.8m










































































SHALLOW END


Depth 0.9m                                                 
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The shaded area shows joint responsibility




















ZONE 2


Patrolling 






































ZONE 1 


Patrolling 





	Normal Operating Procedure


And


Emergency Action Plan
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LIFEGUARD ONE – Responsible for Zone 1 patrolling between points A and B. This is a mobile position.			





LIFEGUARD TWO – Responsible for zone 2 patrolling between points C and D. This is a mobile position. 





The shaded area shows joint responsibility.


NB: If the Lifeguard is the rescuer, the team will carry out 	individual 	responsibilities. 

















Pool cover











The shaded area shows joint responsibility























ZONE 2
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Zone 1 – (Shallow end).   





Zone 2 – (Deep end).





The shaded area shows joint responsibility
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The shaded area shows joint responsibility
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Yellow A 1 Form (If Reportable or Hospital)


Follow Emergency Reporting Guidelines


Complete Duty Manager Report for Employee





YELLOW ACCIDENT BOOK








YELLOW ACCIDENT BOOK
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