APPENDIX 4.1:  SWIMMING POOL CHECKLISTS Form SV10 FOR ACTON:

POOL NAME:
ACTON
COMPLETED BY:  Mark Amor

DATE:  4/01/05

	
	YES
	NO

	· Is there regular testing of water quality?

· If YES, how often?  (Please write in)

2 hourly
	Y
	

	· Are records kept of the water quality

· If YES, for how long? (Please write in)
12 months
	Y
	

	· Are accurate signs displayed indicating the depth?


	Y
	

	· Is the depth of the water less than 1.5 metres? (if so diving must not be permitted)
	Y
	

	· Is there a resuscitator? 


	
	N

	· If there is a resuscitator, are the lifeguards trained in its use?


	
	N/A

	· Is there poolside rescue equipment?


	Y
	

	· Is there a poolside telephone?


	Y
	

	· Is there a poolside alarm?


	Y
	

	· Is an emergency action plan displayed?


	Y
	

	· In the case of an indoor pool, is the swimming pool room locked when not in use?
	Y
	

	· Are the Pool’s normal operating procedures available for inspection by authorised persons?
	Y
	

	· Is there constant pool supervision during lessons?
	Y
	

	· Do you check for adequate poolside supervision during lessons?


	Y
	

	· Do you provide appropriately qualified swimming coaches for the lessons?


	Y
	

	· If not, do you check that those who do the coaching are appropriately qualified?
	N/A
	

	· Do you provide lifeguards with National Pool Lifeguard Qualifications?


	Y
	

	· What is the lifeguard to pupil ratio?  Please write in here.  1 per pool

	Y
	

	· Are the changing facilities in keeping with basic hygiene?


	Y
	

	· Do you ensure that pupils are not left alone at any time in the pool?
	Y
	


APPENDIX 4.2:  SWIMMING POOL CHECKLISTS FOR DORMERS WELLS L.C.
POOL NAME:  
DORMERS WELLS LEISURE CENTRE

COMPLETED BY:
DARREN GRACE

DATE:
26/09/04

	
	YES
	NO

	· Is there regular testing of water quality?

· If YES, how often?  (Please write in)
	Y
	

	· Are records kept of the water quality

· If YES, for how long? (Please write in)
	Y
	

	· Are accurate signs displayed indicating the depth?


	Y
	

	· Is the depth of the water less than 1.5 metres? (if so diving must not be permitted)
	Y
	

	· Is there a resuscitator? 


	
	N

	· If there is a resuscitator, are the lifeguards trained in its use?


	N/A
	

	· Is there poolside rescue equipment?


	Y
	

	· Is there a poolside telephone?


	Y
	

	· Is there a poolside alarm?


	Y
	

	· Is an emergency action plan displayed?


	Y
	

	· In the case of an indoor pool, is the swimming pool room locked when not in use?
	
	N

	· Are the Pool’s normal operating procedures available for inspection by authorised persons?
	Y
	

	· Is there constant pool supervision during lessons?
	Y
	

	· Do you check for adequate poolside supervision during lessons?


	Y
	

	· Do you provide appropriately qualified swimming coaches for the lessons?


	Y
	

	· If not, do you check that those who do the coaching are appropriately qualified?
	N/A
	

	· Do you provide lifeguards with National Pool Lifeguard Qualifications?


	Y
	

	· What is the lifeguard to pupil ratio?  Please write in here.

1:20


	
	

	· Are the changing facilities in keeping with basic hygiene?


	Y
	

	· Do you ensure that pupils are not left alone at any time in the pool?
	Y
	


APPENDIX 4.3:  SWIMMING POOL CHECKLISTS Form SV10 FOR GURNELL L.C.

POOL NAME:
GURNELL LEISURE CENTRE



COMPLETED BY:
EMMA CHANDLER

DATE:
21/09/04

	
	YES
	NO

	· Is there regular testing of water quality?

· If YES, how often?  (Please write in)
	Y
	

	· Are records kept of the water quality

· If YES, for how long? (Please write in)
	Y
	

	· Are accurate signs displayed indicating the depth?


	Y
	

	· Is the depth of the water less than 1.5 metres? (if so diving must not be permitted)
	Y
	

	· Is there a resuscitator? 


	
	N

	· If there is a resuscitator, are the lifeguards trained in its use?


	N/A
	

	· Is there poolside rescue equipment?


	Y
	

	· Is there a poolside telephone?


	Y
	

	· Is there a poolside alarm?


	Y
	

	· Is an emergency action plan displayed?


	
	N

	· In the case of an indoor pool, is the swimming pool room locked when not in use?
	
	N

	· Are the Pool’s normal operating procedures available for inspection by authorised persons?
	Y
	

	· Is there constant pool supervision during lessons?
	Y
	

	· Do you check for adequate poolside supervision during lessons?


	Y
	

	· Do you provide appropriately qualified swimming coaches for the lessons?


	Y
	

	· If not, do you check that those who do the coaching are appropriately qualified?
	Y
	

	· Do you provide lifeguards with National Pool Lifeguard Qualifications?


	Y
	

	· What is the lifeguard to pupil ratio?  Please write in here. 1 Lifeguard per
pool.  Teachers also have rescue qualifications
	
	

	· Are the changing facilities in keeping with basic hygiene? 
	Y
	

	· Do you ensure that pupils are not left alone at any time in the pool?
	Y
	


APPENDIX 4.4:
SWIMMING POOL CHECKLISTS 

POOL NAME:
NORTHOLT SWIMMERAMA

COMPLETED BY:
KEELY SHELTON

DATE:
8/09/04

	
	YES
	NO

	· Is there regular testing of water quality?

· If YES, how often?  (Please write in)
	Y
	

	· Are records kept of the water quality

· If YES, for how long? (Please write in)
	Y
	

	· Are accurate signs displayed indicating the depth?


	Y
	

	· Is the depth of the water less than 1.5 metres? (if so diving must not be permitted)
	Y
	

	· Is there a resuscitator? 


	
	N

	· If there is a resuscitator, are the lifeguards trained in its use?


	
	N

	· Is there poolside rescue equipment?


	Y
	

	· Is there a poolside telephone?


	Y
	

	· Is there a poolside alarm?


	Y
	

	· Is an emergency action plan displayed?  
All staff are trained in EAP procedures.
	
	N

	· In the case of an indoor pool, is the swimming pool room locked when not in use?  Not possible due to design.  Area is chained off.  Teaching Pool locked.  Risk Assessment in place.
	
	N

	· Are the Pool’s normal operating procedures available for inspection by authorised persons?
	Y
	

	· Is there constant pool supervision during lessons?
	Y
	

	· Do you check for adequate poolside supervision during lessons?


	Y
	

	· Do you provide appropriately qualified swimming coaches for the lessons?


	Y
	

	· If not, do you check that those who do the coaching are appropriately qualified?
	Y
	

	· Do you provide lifeguards with National Pool Lifeguard Qualifications?


	Y
	

	· What is the lifeguard to pupil ratio?  Please write in here.  


	
	

	· Are the changing facilities in keeping with basic hygiene?


	Y
	

	· Do you ensure that pupils are not left alone at any time in the pool?
	Y
	


APPENDIX 5.1:       
ACKNOWLEDGEMENT FORM  ISSUED BY EDUCATION SAFETY 




OFFICE WHEN FORMS ARE RECEIVED WITH ADEQUATE NOTICE

NOTE:  Forms are only required to be sent to the Education Safety Office for category 3 and category 4 visits.

To:      Group Leader, A School

Copy:  Headteacher, Education Safety Officer

From:  Roger Totty, Education Property Support Officer

School Visit Reference:  yy/nnn

RECEIPT OF FORMS IN CONNECTION WITH A SCHOOL VISIT

(Forms are expected to be received at least 20 working days before the proposed visit)

SCHOOL:






PROPOSED DESTINATION:


DATES:






DATE RECEIVED:




WORKING DAYS NOTICE TO EDUCATION SAFETY:  

For the above visit I acknowledge receipt of:

	FORM
	RECEIVED (YES, NO)

	Application form to head teacher (SV1 part 1)
	

	Confirmation from Head that visit can go ahead (SV1 part 2)
	

	Risk Assessment (SV4 or equivalent)
	

	Parental consent form (SV7 or equivalent)
	


SAFETY OFFICER COMMENTS

The visit may proceed.


The visit may proceed provided:

The visit may not proceed until:
APPENDIX 5.2:
       ACKNOWLEDGEMENT FORM ISSUED BY EDUCATION SAFETY 




OFFICE WHEN FORMS ARE RECEIVED WITH INADEQUATE NOTICE

To:      Group Leader, A School

Copy:  Headteacher, Education Safety Officer

From:  Roger Totty, Education Property Support Officer

School Visit Reference:  yy/nnn

RECEIPT OF FORMS IN CONNECTION WITH A SCHOOL VISIT

(Forms are expected to be received at least 20 working days before the proposed visit)

SCHOOL:






PROPOSED DESTINATION:


DATES:






DATE RECEIVED:




WORKING DAYS NOTICE TO EDUCATION SAFETY:  

For the above visit I acknowledge receipt of:

	FORM
	RECEIVED (YES, NO)

	Application form to head teacher (SV1 part 1)
	

	Confirmation from Head that visit can go ahead (SV1 part2)
	

	Risk Assessment (SV4 or equivalent)
	

	Parental consent form (SV7 or equivalent)
	


SAFETY OFFICER COMMENTS

Your applications forms for the above school visit were received either only a few days before or after the visit had occurred.  This means that the Safety Officer has been unable to confirm that you had taken all appropriate steps.  It is possible that the insurance may not have been valid for the visit and that you did not comply with health and safety policy.  On future occasions please send in the forms earlier, preferably 20 working days before the visit is due to occur.

We will try and look at your forms at a later date and send comments if need be.

APPENDIX 6.1:
APPLYING FOR A SCHOOL VISIT FLOWCHART 




Category 1 –Local Visits
	Follow number order anticlockwise
	
	Advice
	
	

	1  Discuss visit, its objectives and staffing needs (eg first aid) with school’s EVC
	
	Have a mobile phone available on all visits/trips
	
	11  Produce evaluation of visit SV 5 if appropriate.



	
	
	
	
	

	2  Fill out school visit form SV1 part 1 and submit combined form to Headteacher/EVC. If visit agreed, Headteacher or designated person (EVC) completes SV1 part 2 


	
	Forms Required

Local Visits

SV1: Application and Heads approval, SV4:  Risk Assessment and SV7:  Parental Consent

For frequent visits to same venue the forms are required only once per school year.

Forms for category 1 visits are retained in school
	
	10  If transport is used-physically /visually check coach (seat belts etc) before start of journey.

9  Brief pupils on expectations/code of behaviour etc. (Pupils to complete SV6 if school wishes)



	
	
	
	
	

	3  Complete Risk Assessment form SV4
	
	If possible undertake exploratory visit to venue – you may however, already be familiar if local facility.
	
	8  Brief staff/volunteers on details of visit including emergency provision 

(plan B)

	
	
	
	
	

	4  Arrange staffing as per supervision ratios. (e.g. if walking 1:15 - Base staffing on risk assessment of route) –Undertake CRB checks - if required - on “volunteers” 
	
	Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.
	
	7  Produce list of pupils and staff on visit/trip with emergency contact numbers  and give to School Emergency Contact person.



	
	
	
	
	

	5  Book any transport requirements. Coach Company must have completed SV12

	
	
	
	6  Advise parents of visit. Parental consent form 
SV 7 to be completed. If frequent visits to same venue are to be made by same pupil – permission slip to be used to cover all visits.


APPENDIX 6.2:
APPLYING FOR A SCHOOL VISIT FLOWCHART 




Category 2 –  To an Off Site Swimming Pool

	Follow number order anticlockwise
	
	Advice
	
	

	1  Discuss visit, its objectives and staffing needs (eg first aid) with school’s EVC
	
	Have a mobile phone available on all visits/trips
	
	11  Produce evaluation of visit SV 5 if appropriate.



	
	
	
	
	

	2  Fill out school visit form SV1 part 1 and submit combined form to Headteacher/EVC. If visit agreed, Headteacher or designated person (EVC) completes SV1 part 2 

N.B.  For curriculum swimming lessons only the risk assessment need be completed.


	
	Forms Required

Visits to off site pool

SV1: Application and Heads approval, SV4:  Risk Assessment and SV7:  Parental Consent including for swimming.

For frequent visits to same venue the forms are required only once per school year.

Forms for category 2 visits are retained in school
	
	10  If transport is used-physically /visually check coach (seat belts etc) before start of journey.

9  Brief pupils on expectations/code of behaviour etc particularly in the changing rooms and at the poolside



	
	
	
	
	

	3  Ensure the pool to be used has completed form SV10.  LEA safety office can advise
	
	If possible undertake exploratory visit to venue – you may however, already be familiar if local facility.
	
	8  Brief staff/volunteers on details of visit including emergency provision 

(plan B)

	
	
	
	
	

	4  Complete Risk Assessment form SV4 and/or obtain generic risk assessment from the centre to be visited
	
	Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.
	
	7  Produce list of pupils and staff on visit/trip with emergency contact numbers  and give to School Emergency Contact person.



	
	
	
	
	

	5  Book any transport requirements. Coach Company must have completed SV12


	
	6  Advise parents of visit. Parental consent form 
SV 7 ( including swimming permission) to be completed. 
	
	6 cont.  If frequent visits to same venue are to be made by same pupil – one permission slip to be used to cover all visits.


APPENDIX 6.3:
APPLYING FOR A SCHOOL VISIT FLOWCHART 




Category 3 -   Low Risk Day Visits in the UK

	Follow number order anticlockwise
	
	Advice
	
	

	1  Discuss visit, its objectives and staffing needs (eg first aid) with school’s EVC
	
	Have a mobile phone available on all visits/trips
	
	11  Produce evaluation of visit SV 5 if appropriate.



	
	
	
	
	

	2  Fill out school visit form SV1 part 1 and submit combined form to Headteacher/EVC. If visit agreed, Headteacher or designated person (EVC) completes SV1 part 2 


	
	Forms Required

Low Risk UK Visits
SV1: Application and Heads approval, SV4:  Risk Assessment and SV7:  Parental Consent

These forms must be submitted to the Education Safety Office 20 working days in advance of the visit.

Category 3 visits may involve coach or rail travel and occupy most of the day
	
	10  If coach transport is used-physically /visually check coach (seat belts etc) before start of journey.

9  Brief pupils on expectations/code of behaviour etc. (Pupils to complete SV6 if school wishes)



	
	
	
	
	

	3  Complete Risk Assessment form SV4

N.B.  Generic risk assessments for some frequently used venues are on file with OEA
	
	If possible undertake an exploratory visit to venue.
	
	8  Brief staff/volunteers on details of visit including emergency provision 

(plan B)

	
	
	
	
	

	4  Arrange staffing as per supervision ratios.  Undertake CRB checks - if required - on “volunteers” 
	
	Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.
	
	7  Produce list of pupils and staff on visit/trip with emergency contact numbers  and give to School Emergency Contact person.



	
	
	
	
	

	5  Book any transport requirements. Coach Company must have completed SV12

	
	
	
	6  Advise parents of visit. Parental consent form 
SV 7 to be completed. 


APPENDIX 6.4:
APPLYING FOR A SCHOOL VISIT FLOWCHART 

Category 4 -  Visits in the UK involving an overnight stay, Visits Abroad and Visits with potentially hazardous activities
	Follow number order anticlockwise
	
	Advice
	
	

	1  Discuss visit, its objectives and staffing needs (eg first aid) with school’s EVC
	
	Have a mobile phone available on all visits/trips

Category 4 visits are likely to require higher teacher: pupil ratios.
	
	11  Produce evaluation of visit SV 5 if appropriate.



	
	
	
	
	

	2  Fill out school visit form SV1 part 1 and submit combined form to Headteacher/EVC. If visit agreed, Headteacher or designated person (EVC) completes SV1 part 2 

3  Complete Risk Assessment form SV4

N.B.  Generic risk assessments for some frequently used venues are on file with OEA
	
	Forms Required

Category 4 Visits
SV1: Application and Heads approval, SV4:  Risk Assessment and SV7:  Parental Consent including for swimming if water based activities are involved

These forms must be submitted to the Education Safety Office 20 working days in advance of the visit.


	
	10  If coach transport is used-physically /visually check coach (seat belts etc) before start of journey.

9  Brief pupils on expectations/code of behaviour, potential risks etc. (Pupils to complete SV6 if school wishes)



	
	
	
	
	

	4  Arrange staffing as per supervision ratios given in the LEA code of practice.  One member of the team must be a current qualified first aider.  Male and female staff must accompany mixed groups.  Undertake CRB checks -if required - on “volunteers”
	
	An exploratory visit to venue is strongly advised.

 Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.
	
	8  Brief staff/volunteers on details of visit including emergency provision 

(plan B)

7  Produce a list of pupils and staff on the visit with emergency contact numbers and give this to the school based emergency contact person.

	
	
	
	
	

	5  Book any transport requirements. Coach Company must have completed SV12


	
	6  Distribute visit  info sheet to parents with Parental consent form 
SV 7 (including for swimming if appropriate)
	
	6 cont.  Organise a visit information meeting for parents/carers, including details of the itinerary and emergency plans.
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