
West Hill Park (WHP) Swimming Pool – Normal Operating Procedures (NOP’s) – Emergency Action Plans 
(EAP’s): 
 
Pool Details 
 
The swimming pool comprises one building with access from both ends of the pool.  The main entry to the pool is via 
the girls and boys changing rooms and shower area. 
 
Access is prevented to the pool by a locked and coded main entrance and a coded secondary entrance (shallow end). 
 
Pool Dimensions 25.0 metres x 6.0 metres 
 
Pool Depth  0.9 metres at the shallow end sloping to 3.0 metres at the deep end. 
 
Maximum Bather Load  80 Swimmers  
 
Qualifications and Poolside Duties 
 
The lead teacher/coach must ensure that adequate supervision is in place to ensure the safety of all pupils prior to the 
commencement of any lesson/coaching session. 
 
They should check that all items of safety and rescue equipment is in place and in a serviceable condition.  If any 
rescue equipment is missing or damaged the bursar should be informed as soon as possible.  All defects to the pool, 
surround, covers and other equipment affecting health & safety must be reported as soon as possible to the 
maintenance department.  The lead teacher/coach should assess the affect on the health & safety of the 
lesson/coaching session and should only continue if it is assessed as safe to do so. 
 
All members of staff conducting lessons or coaching swimming must be trained to the minimum of ASA Level 2 
Teacher Certificate and the National Rescue Award for Swimming Teachers and Coaches. 
 
Other members of staff assisting with the teaching of swimming should hold the Primary School Teacher Certificate for 
the teaching of Swimming.  Parents assisting with the teaching of swimming should undertake training to the level of 
‘Adults Other Than Teachers Course’ (AOTT’s).  Outside users must comply with their own operating procedures, a 
copy of which must be supplied to the school. 
 
All members of staff and outside users conducting swimming lessons or coaching sessions are responsible for: 
 
Safe supervision of all swimmers - weak or non-swimmers must remain in the shallow end of the pool. 

Discipline of users. 

Accident prevention. 

Observation of pool surrounds. 

Emergency rescue and first aid. 

Ensuring all fire doors emergency exits and emergency equipment is clear of obstruction at all times. 

Ensuring all equipment is returned to its correct stowage on completion of the lesson/session. 

At the end of each lesson/session the teacher must ensure that the lights are off and windows are closed.  The pool 
surround, shower areas and changing rooms are left in a clean and tidy condition. 
 
The pool is to be ‘key locked.’  Permission must be obtained prior to using the pool outside of the normal programmed 
use.  Permission may only be granted by the Headmaster or Bursar (01329 840402). 
 
The last user of the pool is to ensure that the pool is covered at the end of the final lesson/session for the day 

Teachers must ensure that all swimmers have left the building, lights are off and doors are locked 

 
 
 
 



Communication 
 
Telephone To notify emergency services dial (9) 999 using the emergency phone located at the deep end 

of the pool adjacent to the changing room entrances. 
 
Emergency Alarm 3 Alarms are located around the pool, one at the deep end near the changing room entrances 

and one either side of the pool. 
 
Fire Alarm  The alarm is situated at the shallow end of the pool adjacent to the exit door. 

Mobile Phone Users are recommended to be in possession of a mobile phone as an additional means of 
summoning assistance should it be required. 

 
Whistle Control Swimmers should be briefed that the emergency signal used will be LONG, LOUD WHISTLE 

BLASTS. 
 
Potential Risk Factors 
 
Physical 
 
Access Points 

Pool Surround 

Steps 

Water Depth and steep sloping area at the deep end of the pool 

Pool Gutters 

Lane Lines 

Diving Blocks 

Showers 

Footbath 

 
Bather 
 
Very young 

Those with medical problems (Asthma, Epilepsy, Diabetes) 

Once swimmers are in the water it is much more difficult to spot potential problems.  Those who need to be carefully 
watched include: 
 
 Weak swimmers 

 The boisterous 

 Those using the edge of the pool to access deeper areas of the pool 

 Those wearing arm bands 

  
Poolside Rules of Behaviour for Swimmers and Spectators 
 
 No pupils/swimmers are allowed onto the poolside until suitably qualified teachers or coaches are present. 

No running on poolside. 

 No fighting, bullying, pushing or throwing other swimmers into the pool. 

 No eating or drinking on the poolside unless supervised by the Teacher/Coach. 

 No outdoor shoes permitted on poolside.  Shoes should be removed or overshoes worn. 

Spectators should remain behind the barriers unless prior permission is gained from the teacher/coach 
supervising the session. 



No smoking throughout the building. 

Non-swimmers and weak swimmers must remain in areas of the pool in which they can stand. 

Diving 
 
Initially all diving should be taught from the sitting position into at least 0.9 metre depth.  Pupils should then be taught a 
safe flat racing type dive at the deep end of the pool.  When teaching swimmers to dive from the blocks only the blocks 
in lane 2 and 3 should be used. 
 
Once the swimmer has been taught the correct flat racing dive and has been awarded the competitive start award 
should diving from the shallow end of the pool be allowed. 
 
No running dives should be permitted. 
 
Poolside Rules for Staff 
 
Teachers/Coaches must wear clothing that will make them easily recognisable as the supervisor of the session 

Teachers/Coaches must remain alert at all times; they are not to leave the pool unsupervised for any reason. 

Teachers/Coaches must carry a whistle with them at all times  
 
Teachers/Coaches must be aware of the dangers of being distracted by other members of staff, swimmers and 
parents and not become engaged in lengthy conversation. 
 
They must read and sign as understanding the Normal Operating Procedures and Emergency Action Plan. 
 

First Aid 
 
A First Aid Box is located at the deep end of the pool, mounted on the wall between the two exits from the pool. 
 
For any swimmer that suffers an injury the teacher must complete an accident report form.  A copy of this must be 
submitted to the main school office and the parents informed.  Users of the pool from outside of the school must follow 
their own laid down procedures. 
 
Dealing with Blood, Vomit, Faeces etc 
 
Should the pool become contaminated with diarrhoea, stools, blood or vomit the pool should be immediately cleared 
and the maintenance department informed so that free chlorine levels can be established to be within the appropriate 
range.  Not until this has been achieved should swimming continue. 
 
Pupil to Teacher Ratio for Swimming Lessons and Coaching 
 
It should be noted that the all pupils undertaking swimming lessons should have the procedures for Hygiene and 
Emergency Action explained to them prior to the start of their first lesson. 
 
Non-swimmers and Beginners 12:1 
 
Young children (including nursery/pre-prep and primary aged children) or adults being introduced to swimming.  If 
more than this number is being taught, other adults may be used to help the teacher/coach with the supervision of the 
class.  It is recommended that the lesson be confined to an area of the pool where pupils are not out of their depth.  It 
may be necessary to rope off the deeper part of the pool. 
 
Improving Swimmers 20:1 
 
Swimmers of similar ability to each other who can swim at least 10 metres competently and unaided on their front and 
back. 
 
Mixed Ability Groups 20:1 
 



Pupils with a range of ability (from Improver standard to competent swimmers) but where the least able and least 
confident are working well within their depth.  Swimmers’ technique, stamina and deep-water experience should be 
considered. 
 
Competent Swimmers 20:1 
 
Those swimmers who can swim at least 25 metres competently and unaided on front and back, and can tread water 
for two minutes. 
 
Exceptions 
 
Organisational demands will sometimes make a teaching ratio within a mixed ability class virtually impossible.  In 
these circumstances a qualified and skilled teacher can adopt a number of strategies to help with the management of 
the group.  For example, another responsible person on the poolside, who is competent to recognise and respond to a 
pupil in difficulty, may provide the necessary supervision of the teacher and be absolutely clear on the nature and 
extent of their role. 
 
Competitive Swimmers 30:1 
 
Competitive Training – Training only with very competent swimmers. 
 
Conditions of Hire by Outside Authorities 
 
It is a condition of hire that all outside organisations adhere to the NOP’s and EAP’s of West Hill Park School.  
Furthermore they should supply to the Head of Physical Education a copy of their own Normal Operating Procedures 
and Emergency Action Plan. 
 
The minimum Teacher/Coach/Lifesaving cover must be supplied in accordance with the guidance of the Amateur 
Swimming Association (ASA) and the Royal Lifesaving Society (RLSS). 
 
All Coaches and Teachers must read and sign as understanding the West Hill Park School NOP’s and EAP’s. 
 
Evidence of all Coaches and Teachers qualifications must be provided prior to the hire of the pool. 
 
Any competition held under ASA law must comply with the pool safety laws as in the ASA handbook. 
 
Other activities such as sub-aqua diving and canoeing are not permitted unless prior permission has been gained. 
 
Emergency Action Plan 
 
The following procedures describe the actions that should be followed in the event of a particular emergency or 
incident. 
 
If it is necessary to summon the emergency services a responsible person should be sent to both entrances to the 
school (St Margarets Lane & Common Lane) where practical, to ensure that the emergency services are directed to 
the pool. 
 
All Staff, Teachers and Coaches and other outside users must be completely familiar with all these procedures. 
 
Evacuation of the Pool and Changing Rooms and Showers 
 
If it becomes necessary to evacuate the pool building the teacher should clear the pool and exit the building via the 
nearest safe exit, this may be either the shallow end door or through one of the shower areas/changing rooms at the 
deep end of the pool.   
 
The teacher should activate the pool alarm to summon outside assistance, and if necessary phone (9) 999 to summon 
the emergency services alternatively use his or her own mobile. 
 
All swimmers should be escorted through one changing room, this action should ensure that all swimmers are kept 
together. 



If evacuating the pool from the deep end the muster point will be the pre prep playground area adjacent to the car 
park.  If using the shallow end of the pool to effect evacuation then the assembly point will be adjacent to the gate 
leading to the sports field. 
 
The teacher should ensure they are the last person to leave the pool checking that the pool, shower areas and 
changing rooms are empty.  Once clear the doors should be locked to prevent re-entry. 
 
Swimmer in Difficulty, Injured or becoming Ill whilst in the Water 
 
The teacher should immediately clear the water of all swimmers; activation of this procedure should be done by 3 long 
whistle blasts.  On hearing this warning signal swimmers should move to the side of the pool closest to them and 
follow the teacher’s instructions for evacuating the pool. 
 
The teacher or assistant should activate the pool alarm to summon outside assistance, and if necessary phone (9) 999 
to summon the emergency services, alternatively use their own mobile. 
 
The teacher should only enter the water as a last resort to effect a rescue. 
 
Carry out rescue and administer first aid as necessary. 
 
The additional teacher or helper should supervise the remaining members of the class. 
 
Ensure that an incident/accident report form is completed. 
 
FIRE 
 
In the event of a fire or the fire alarm being activated the pool should be immediately evacuated, swimmers should 
muster in the Pre-Prep Playground or adjacent to the gate leading to the sports field.  The building should not be re-
entered until the Fire Officer has given clearance. 
 
EMISSION OF TOXIC GASES 
 
The pool should be immediately evacuated and the maintenance department informed.  The pool is not to be re-used 
until clearance to do so has been obtained from the maintenance department. 
 
POWER/LIGHTING FAILURE 
 
The pool is to be immediately cleared and the teacher is to await further instructions from the maintenance department 
prior to the lesson being continued. 
 
LACK OF WATER CLARITY 
 
The teacher is to assess the situation, if the pool bottom is only just visible then certain activities should be curtailed; 
diving, surface diving, under-water swimming. 
 
If the pool bottom is not visible then all activities should be suspended until water clarity is such that the pool bottom 
can be observed. 
 
STRUCTURAL FAILURE 
 
The pool building should be immediately evacuated 
 
FOR ALL OTHER EMERGENCIES NOT COVERED BY THESE PROCEDURES THEN THE TEACHER MUST 
TAKE SUCH ACTION TO ENSURE THE SAFETY OF ALL PUPILS. 
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