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Section 1 - Purpose of the Policy  

The Wroughton Primary Federation (WPF) offers swimming lessons to all children in 
Yr 2-6 at the Ridgeway leisure centre; all members of staff that accompany children 
swimming must read and sign a copy of this policy prior to their participation in 
lessons. Signed copies are to be held by the appropriate Head of School. 

As the Ridgeway leisure centre is part of the Ridgeway School and Sixth Form, it must 
be secure and locked at all times. The purpose of this policy is to ensure all visitors to 
the centre know the appropriate procedures to ensure safety of both themselves 
and pupil. Full training will be given to anyone required to secure the building. 

Objectives: 
 

 To ensure that School Swimming Lessons are operated smoothly and 
efficiently.  

 To ensure the WPF plays an active part in the delivery chain.  

 To set out, through this document, the schools’ roles and responsibilities as 
part of the Schools Swimming Lesson programme.  

 

Section 2 - The Schools’ Responsibilities – Procedural Details 
 
 2.1 Overall  
 
Overall duty of care remains within each school and School Teachers, who are to: 
  

 Maintain discipline and address behavioural management issues.  

 Conduct their own risk assessments for both transport and supervision.  

 Maintain their own procedure and arrangements for the recording accidents 
and incidents.  

 Provide the appropriate number of School Teachers or assistants to 
adequately supervise participating pupils.  

 
2.2 Prior to Lessons Commencing 
 
Participating School Teachers are to: 
 

 Agree the dates and times of lessons.  

 Arrange access into the building using a door card.  

 Agree the numbers of pupils.  
Sign and return the Schools Swimming Lesson terms and conditions PRIOR to 
the first lesson.  

 Submit the register of pupils prior to the first lesson.  
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 Arrange for payment prior to the first lesson.  

 Notifying swim teachers of any pupils who experience communication 
impairments, such as deafness, blindness, or learning difficulties.  

 Make transport arrangements.  

 Familiarise themselves with access arrangements and the premises layout 
(detailed in this policy). 

 Consider their clothing for the lesson. Swimming pools can be warm places. 
Sportswear is ideal, together with the use of indoor training shoes on the 
poolside.  

 Inform pupils of the equipment that they require for the swimming lessons, 
this includes: 
 
 Swimming costume 

 Towel 

 Swimming hat  
 

2.3 On Arrival for the Lesson  
 

 School Teachers are to escort all pupils to the appropriate changing facilities.  

 The changing facilities must be entered through the middle family change 
room. Here, all shoes must be removed and stored neatly in the shoe storage 
provided. This is essential to prevent dirty changing facilities during the 
winter months and busy periods.  

 The premises will provide male and female changing facilities. Where this is 
not possible, additional changing facilities can be provided.  

 The supervision of pupils whilst changing remains the School Teachers’ 
responsibility both before and after the lesson.  

 All pupils should wear the appropriate swimming attire. This includes correct 
swimwear and swimming hats.  

 School Teachers should encourage all pupils to use the toilets and to shower 
prior to their swimming lessons.  

 Punctuality is essential; lessons run ‘back to back’ and must start and finish 
on time.  Late starting classes will not be extended beyond scheduled finish 
time. 

 School Teachers are to escort the pupils to the swimming lessons MEETING 
POINT where they will be met by the Swimming Teacher.  

 

IT IS THE SCHOOL TEACHER’S RESPONSIBILITY TO ENSURE THAT NO CHILD EITHER 
ENTERS THE POOL HALL UNACCOMPANIED OR IS LEFT UNACCOMPANIED BEFORE, 
DURING OR AFTER THE LESSON. 
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2.4 At the First Lesson  
 
Prior to entering the pool for the first lesson of each term, the Swimming Teacher 
will deliver a short talk. This will include items such as the pool layout, emergency 
exits and safety rules. These details can be found in this policy. School Teachers 
should listen carefully and ensure their pupils pay attention. 
 
The talk will cover: 
 

 Waiting quietly at the MEETING POINT. 

 Never entering the water - before, during or after the lesson unless 
instructed to do so by the Swimming Teacher.  

 Listening carefully and following the instruction of the Lifeguard or Swimming 
Teacher.  

 At the sound of a whistle STOP, and await instruction.  

 The importance of walking whilst on poolside, not running.  

 If pupils feel unwell or need to use the toilet to inform the Swimming 
Teacher.  

 To leave the pool immediately when asked to do so.  
 

2.5 At the Start of the Lesson  
 
The School Teacher must: 
 

 Advise the Swimming Teacher if for any reason there is a pupil whose name 
is not on the register.  

 Ensure that any new pupil, who joins the class after the first week, is made 
aware of the points covered by the Swimming Teacher during the week one 
briefing.  

 Not allow children on to poolside, if for any reason the Swimming Teacher 
does not meet the class; a member of the leisure centre staff should then be 
contacted for further assistance. 

 
2.6 During the Lesson 
 
The School Teacher must:  
 

 Remain on poolside (or designated area) and assist with the supervision of 
pupils.  

 Escort any pupil that requires a trip to the toilet.  

 Ensure they are familiar with the location of the emergency exits.  
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 Deal with and address any illness or medical issues that may arise.  

 Ensure that pupils are not left unattended at any time.  

 Supervise all non-participating pupils at all times. Please note that eating, 
drinking and the use of mobile telephones is not permitted in the pool hall.  

 
2.7 Following Each Lesson  
 

At the end of each swimming lesson, the School Teacher should ensure that all pupils 
have left the pool, have been accounted for and escorted back to the changing 
rooms.  

 

It is the responsibility of the Lifeguard/Swimming Teacher to ensure all individuals 
have left poolside before locking ALL three internal doors and checking that the 
spectator door is locked and secured.  

 

2.8 Photography & Jewellery 

 
Photography or video recording of pupils can only be undertaken with signed 
consent forms from the school and prior permission from the General Manager.  
 

As with any sporting activity, jewellery should be removed. If jewellery cannot be 
removed, it should be securely covered with a sticking plaster. It is strongly advised 
that jewellery is not brought into the premises. 
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Section 3 – Details of the Swimming Pool and Pool Hall 

 

3.1 Pool Dimensions & Pool Gradient  

 

Length: 25 metres 

Width: 7.5 metres 

Depth Shallow: 1.0 metres 

Depth Deep: 3.0 metres 

Surface area: 187.5m2 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

The pool is used for casual swimming, fitness classes, lessons, competitions and 
private hire. Diving is restricted only to the deep end and only in the designated area 
as shown by poolside signage. The Ridgeway Leisure Centre staff will have the 
responsibility of Lifeguarding all public swimming sessions. 

 

 Deep end 

depth: 3.0 

metres 

Pool Length 25 Metres 

Shallow end depth: 

1.0 metre, gradually 

sloping to 1.7m 

then steep slope to 

3m deep end. 
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3.2 Rescue Equipment 

 

 

            

First Aid Box                       Throw Bags    Torpedo Buoys          

 Life Ring   Reach Pole 
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3.3 Pool Emergency Response Alarm 

 

 

  

The Pool Alarm must be working during the school operating day.  In the event of an 
emergency, this alarm must be activated. The alarm does not sound on poolside. 
However, it does sound loudly around the corridors to alert an on-duty member of 
staff. Radio communication should also be used to alert the on-duty member of 
staff.  

3.4 Pool Equipment Storage 

 

Swimming lesson equipment, Aqua 
Aerobic Equipment and Lifeguard 
Training Equipment is stored in a 
cupboard at deep poolside and access is 
only given to those that require it or 
programmed sessions. 

 

 

 

3.5 Risk Assessments 

 During swimming lessons, WPF must follow the Risk Assessment provided by 
The Ridgeway Leisure Centre. 

 As per Section 2.1, WPF must provide their own Risk Assessment for both 
travel to and from the Leisure Centre and for children with medical needs.  

Pool Alarm 
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Section 4 - Swimming Pool Access 

 There are 3 means of gaining access (changing rooms) to the swimming pool 
once access has been gained via main reception.  

 The fourth entrance to the pool is accessed from outside and is for spectators 
wishing to reach the pool balcony only.  

 It is of the upmost importance that the last Leisure Centre member of staff to 
leave poolside ensures the security of the area to prevent any unauthorised 
persons re-entering the pool. This is achieved by locking the three internal 
pool changing room doors and the external spectator door. If keys are not 
available to to secure these doors then the Manager on Duty is to be 
contacted using the radio ; he will then secure the area. 

 

  
Men’s Changing Room Access Disabled Changing + Sauna Access Ladies 

Changing Room Access 
 
 
 
 
 
  
 
 
 
 
 

 

 

 

Card Scanners 
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Section 5 - Poolside Emergency Procedures 
 

5.1  Leisure Centre Staff 

The Leisure Centre staff play a vital role in both normal and emergency situations within the 
Centre. For the Emergency Operating Procedures of the Centre to work, WPF staff must 
know and appreciate their roles: 

 

Lifeguard/Recreation Assistant 

 Lifeguards must carry a whistle on their person at all times. 

 Three short blasts on the whistle indicates an emergency situation. On hearing 
this signal, the poolside nearest alarm must be sounded. 

 The Lifeguard or other member of staff blowing the whistle must take 
responsibility for the emergency action. 

 

Manager on Duty 

 On hearing the poolside alarm, the Manager on Duty is to immediately attend 
the scene and commence the necessary organisation. Depending on the 
emergency, any or all of the following actions may be necessary. 

o Summon extra assistance via radio. 
o Have an ambulance called and Dial 999. 
o Have the pool cleared of swimmers. 
o Assist in poolside rescue and perform CPR. 
o Administer first aid. 

 At the earliest convenient moment after the incident a full report is to be written. 

 

NOTE:  Knowledge of, and the ability to perform all types of rescue and resuscitation is a       
condition of leisure staff employment. Staff are required to ensure their lifeguard 
qualification is current and that their operating knowledge is up to date. 

  

5.2 Accident Reporting Procedures 

 

All accidents, whether or not they result in injury, are to be reported and the circumstances 
of the accident are to be investigated, initially by a Manager on duty. The reporting 
procedures which differ slightly between centre employees and users are as follows: 

 Accidents to Employees 
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All accidents sustained by employees are to be reported to the Manager on duty and 
recorded in the Yellow Accident Book BI 510 (located in the accident file). This is kept 
in the reception office. 

 Accidents to the public  

All accidents to the public are to be dealt with by a qualified first aider and reported 
to the Manager on duty, who will ensure the correct accident report form is filled 
out.  

All accident reports, both staff and public are to be forwarded to Kelli Oakes, Centre 
Manager, who will forward to TWHF Health Safety Officer at the end of each month.  

 

5.3 Fire & Evacuation 

Full fire evacuation procedure can be found in the Leisure Centre EAP. 

The Management of Health and Safety at Work Regulations require that employers assess 
the risks arising from their activities both to members of staff and public. 

During School Hours: 

 Due to the Centre being used solely by the Ridgeway School during the times of 
09.00-16.00 Monday to Friday (term time), there will be a minimum of one member 
of staff (usually a Manager or Duty Manager). If the (fire?) alarm is activated in any 
area of the building or School, then the following procedure should be followed.       

Upon hearing the fire alarm all swimmers must be evacuated from the swimming pool and 
line up along the spectator viewing area and await further action from the Manager on 
duty. The fire may be located in another department. If so and depending on instructions, 
the swimmers may have time to change before evacuating the building. If the fire is 
located within the leisure building, foil blankets will be distributed to all bathers.  

 Once the building is evacuated either the Manager on site or another member of 
staff will need to stand in the front Leisure car park to stop any member, who is not 
aware of the evacuation from entering the building. 

 

 

NOTE 

When the fire alarm sounds because of an incident within the school, it may not be 
necessary to evacuate the Leisure Centre. The school building is zoned, so when the alarm 
sounds although the alarm will sound around the whole building it may only be necessary to 
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evacuate the specific zone where the incident is. If this zone is away from the Leisure 
Centre, then the decision may be made by the Person in Control that the Leisure Centre is in 
no danger and does not need to be evacuated. The Manager on duty needs to stay in radio 
contact throughout the zoned evacuation in case this decision is reversed.  

 

Section 6 – First Aid Kit  

 
6.1 First Aid Supplies 

 
There are three first aid boxes situated in the leisure centre in the following locations: 
 

 Poolside (First aid room) 

 Reception 

 Fitness Suite 
 
Disposable ice packs are available by all first aid boxes. 
 
When dealing with any accident that requires first aid treatment, an accident form must be 
completed to establish a record of the accident and the first aid treatment given. The 
Manager on duty must be contacted and a form will be supplied.  
 
6.2 Emergency Blankets 
 
Emergency blankets are kept in the first aid room cupboard (immediately on your left). 
These are to be handed out to swimmers in the event of a pool hall evacuation to the car 
park. Regular weekly checks are completed to ensure all emergency blankets are available. 
 
6.3 Bio Hazard Spill Kits are located in the poolside first aid room in cupboard on left hand 
side. 
 
6.4 Automated External Defibrilator (AED) Location 
 
The AED is located on the wall opposite reception in the main leisure centre corridor; it is in 
a clearly marked case. This is to be used during first aid incidents on casualties, who have 
suffered suspected heart attacks. 
 
 
6.5 Location of Pocket Masks 
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The pocket masks are stored by all first aid boxes within the centre. These are to be used 
during CPR to protect from cross infection. 
 
6.6 Means of Summoning First Aiders 
 
First aiders can be summoned to an incident by other centre staff using walkie talkie radios. 
There are three radios, one is kept on reception for use by the receptionist, the second is 
kept with the Manager on duty at all times and the third is in the first aid room for use by 
the lifeguard on poolside. 
 
First aiders can also be summoned to an incident by using one of the red first aid pull 
chords. These are located in all disabled changing rooms and toilets. There is also a pull 
chord in the sauna for emergency assistance.  
 
Finally, there are 3 emergency alarm buttons located around poolside; these can be used by 
staff or members of the public to call for assistance. 
 
  



 
 

15 

 

Swimming Pool Supervision and Safety Guidelines – Updated December 2018 

Guidance taken from Safe Practice in Physical Education, School Sport and Physical Activity  

(2016 edition P.358) 

 

Adults accompanying children to swimming lessons should: 

 Be given a clear role 

 Understand the limits of their role 

 Be confident on the poolside 

 Communicate effectively and appropriately with the other adults on safety issues 

 Have the necessary discipline and control standards 

 Regularly carry out head counts during, as well as at the beginning and end of, sessions 

 Know, understand and be able to apply the pool normal operating procedures (NOPs) and 

emergency action plan (EAP) as stated above in this policy 

 Be suitably dressed for the role they are to play in the lesson 

Staff should not be deployed in a poolside role if they: 

 Lack confidence in the role 

 Cannot swim 

 Are reticent about being on poolside 

Staff should have the opportunity to express a lack of confidence or ability before being deployed 

in a poolside role. 

Our roles and responsibilities: 

 We are ‘eyes’ at the pool and so are responsible for watching the children to ensure that 

they are safe in and around the water. Both members of staff must be positioned poolside 

with each member watching a group. This means you will located close to the group you are 

watching.  

 Head counts must be carried out as children leave school, sit poolside before entering the 

pool, line up to leave centre after changing and at regular intervals during the lesson. 

 Basic pool standards maintained: Poolside must be clear of trip hazards; excess water 

cleared from changing rooms (pool staff alerted); children clearly understand that there is 

no running, children should shower before entering the pool 

 Do not go onto poolside until instructor is present 

 No outside shoes poolside - staff to remove or cover them. 
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 Please ensure that the swimming teacher/s know which of your children has a care plan. She 

can then highlight / mark her register sheet accordingly. (We cannot send care plan cards off 

site for confidentiality reasons). 

 We must be clear about emergency procedures. Please ensure you fully understand the 

procedures for all types of emergencies as stated above in Section 5. 

 Children must know how to summon help in the case of emergency. They must feel 

reassured that they must alert staff if they spot a fellow pupil in difficulty. They understand 

the procedure for calling for help: Attract attention with your arm if you are able to, and yell 

HELP, HELP! As loudly as you can. 

 In case of a serious incident, Leisure Centre staff will be called immediately to attend the 

scene. Staff should call school office to alert EHT / HOS here. School’s Emergency Procedure 

Policy to be followed. 

 Minor injuries should be recorded by the swimming teacher in book at the pool and entered 

into our accident book in the normal way.  

 Changing rooms. Younger children in Y2/3/4 benefit from help and supervision whilst 

changing. Teachers in Year 5/6 do not have to be present in the changing room but it helps 

to pop your head round the door to encourage the children to get changed. Staff will be 

outside the changing room door and listening. Teachers may wish to enlist pupil/pupils who 

are responsible for reporting difficulties and enlisting help. 

 If a member of the swimming staff is absent, the following procedures will be followed: 

 School will seek to obtain another swimming teacher (registered with WPF) or one 

employed by the centre (and the school invoiced). 

 The class will be split and receive lesson in turn. The children on the poolside will 

practise calling for help and emergency procedures. 

 Staff are not to teach swimming to a group unless they are a qualified swimming 

teacher. 
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Staff Declaration 

 All staff accompanying swimming lessons must read and sign this policy prior to the start of 

their swimming block; to show that they understand their role and responsibility in terms of 

school swimming lessons. 

 A copy must be kept with the appropriate Head of School. 

 This must be done each year. 

 

I have read this policy and understand my role and responsibility during school swimming lessons 

Staff member (please print): 

Signed: 

Date: 


