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(@) The Duty Manager will assume overall control and will liase with
the emergency services,

(b) The most senior member of staff at the assémbly point should
take charge.

(¢) ©One member of staff should be allocated to control traffic.
To ensure that cars do not leave or enter the car park during
the evacuation so that evacuees are not endangered and access
for emergency services is maintained.

(d) Evacuees should be kept clear of the main entrance.

(e) Emergency packs should be distributed as necessary,

(f) Walkie-talkies and Mobile phones must not be used during g
bomb glert.

The duty Manager, or if the Duty Manager is not available the next
most senior member of staff should:

(i)  Ensure everyone is accounted for,

(i) Establish the areas of the building cleared,

(iii) Liase with the Emergency Services regarding re-entry.

(iv) Inthe case of more than one assembly point being used, liase
regarding evacuee's welfare.

h) Inthe case of a bomb alert where the Emergency Services will not sanction
re-entry, then the buildings should be secured so far as is reasonably practical
and safe in the circumstances. Should the building be insecure the Duty
Manager should arrange with the Police for the Centre to be guarded at a safe
distance until re-opened. If it is suspected that a bomb has been planted in the
car park in a parked car for example, then the assembly point should be the
playing fields at the back of the centre.

i) Re-entry to the building not being possible, If re-entry to the building is
not safe, the duty manager should contact the Whitemoor Centre to arrange for
customers to be transferred whilst waiting for family and friends to pick them

up. (This should be done as soon as possible during inclement weather and
where people in swim wear have been evacuated). If the Whitemoor Centre is

closed the Duty Manager should contact a key holder as per key holder list using
the emergency mobile phone. (This should be done away from the building) N.B.
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The Whitemoor Centre could take up to one hour to be opened, customers
should be kept warm using the survival blankets and overshoes (emergency
packs) and their families/friends contacted to pick them up if possible,

3.1

315

3.1.2.

3.2

321,

SPECTIAL CIRCUMSTANCES

7.00 am - 9.00 am
Between 7,00 am and 9.00 am there will be no Receptionist present,
but this area will be manned by the Duty Manager.

Should an emergency arise during this period then the Emergency and
Evacuation Procedures as per Sections 1 and 2 should be followed

with the exception of:
Fire Alarm/Gas or Chemical Leak

DUTY MANAGER
Contact the Fire Service as per Instructions for the Receptionist

Bomb Alert
DUTY MANAGER
Contact the Police and inform them of the situation,
OPERATING WITH 1 A‘!‘I’ENDANT

During an emergency we could be operating with one attendant to
assist the Duty Manager.

Fire Alarm
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4.1
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DUTY MANAGER

a)  If there isonly the Duty Manager end one Attendant, the Duty
Manager should not investigate the activeted area but should
assist with evacuation the building cway form the danger area.

Note If the Centre Manager or a strategic Manager is assisting with
the evacuation it should contirue as normal.

AFTER 9.00 pm

After 9,00pm until the Centre closes, reception will normally be
unattended. In such circumstances, should an emergency arise during
this time, then the Emergency Evacuation Procedures as detailed in

Sections 1,2 and 3.1 should be followed.
EMERGENCY PROCEDURES

PANIC ALARMS SITUATED IN THE DISABLED TOILET AND
CHANGING ROOMS

RECEPTIONISTS

On hearing the panic alarm panel activate:

Proceed to the panel at the back of the reception office and
determine which one has been activated.

Instruct over the Walkie Telkie that staff are to proceed to the

activation point, ensure your message is acknowledged, if not,
anncunce over the tannoy that staff should proceed immediately to

the appropriate area.

DUTY MANAGER /ATTENDANT /PALMS STAFF

(@) On hearing the announcement proceed to the designated area
in a calm manner and take all necessary actions to remedy the
situation.
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(b). Inform the receptionist at the earliest opportunity if it was
false alarm or if any further assistance is required. '

4.2 POOL EMERGENCYS

4.3 Alarm (The alarm is a voice command asking all staff to go to the
pool immediately.)

Should an incident/accident oceur in the pool then the following
procedure should be followed: -

FIRST LIFEGUARD

(a) Immediately attract the attention of the other lifeguard on
duty by giving 1blast of the whistle or if another Lifeguard is
not present press one of the emergency Alarm points,

(b) Take all necessary steps to preserve the life of the bather in
difficuity.

SECOND LIFEGUARD

(@) On seeing or hearing the first Lifeguards call for assistance
press one of the four emergency call points,

(b) Assist the first Lifeguard.
RECEPTIONIST
On hearing the alarm:

(@) Announce over the walkiz-talkie:

“All staff to the pool”. Repect.

(b) Await further instructions.

RECOGNISING THE POOL ALARM
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The pool alarm is unmistakable as it is a voice alarm saying:
Attention: please will all staff proceed immediately fo the pool

Repeat.

DUTY MANAGER

a) On hearing the alarm go to the pool hall end check that the
incident/accident is being dealt with correctly end determine
whether further assistance is required.

Turn of f the alarm, dial 9 /999 and request an ambulance directly,

b) Or phone 123 and instruct the Receptionist to dial 999, request an

ambulance,
¢) If medical assistance has been requested return to the poolside

and supervise/assist in the evacuation of the other bathers to the
changing rooms,
LEISURE ATTENDANTS

a) On hearing the alarm go to the pool hall and if required assist with

the rescue.,
b) If the rescue is urder the control of the Lifeguards clear all

swimmers into the changirg rooms,
¢) Follow the swimmers info the changing reoms and give them a very
brief explanation of what is happening. Assure them that all is well

and to keep calm.
d) Stey in the changing rooms until the all clear is given by the Duty

officer for them to return.
WATER CLARITY/INCORRECT CHEMICAL COMPOSITION

Should the pool water clarity be reduced to such a point that it is not
possible to see a diving brick on the bottom of the pool at any one
point, or the chemical compesition of the water is incorrect, then the
following procedure should be followed:

LIFEGUARDS

a) Give three long blests of your whistle and instruct all bathers to
vacate the pool and stand still against the wall.
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b) By asking bathers if anyone is missing, and by esking all instructors
to check that all bathers they are responsible for, are accounted for.
And as fer as is practical ensure no one is missing.

¢) Ask the Duty Maneger to come to poolside,
d) Carry cut a systematic search of the pool to ensure no one
remains. Providing it presents no personal risk it may be necessary to

enter the water to conduct this search. Entering the water,
however, should only be done as a last resort and with the Duty

Manager present,

DUTY MANAGER

a) The Duty Manager will endeavour to rectify the problem.

b) If the Duty Manager is uncble to rectify the problem they will
contact the Plant Maintenance Officer, or if the Plant Maintenance
Officer is on leave then contact his Deputy.

Note Lifeguards should inform the Duty Manager immediately if the
water clarity is beginning to deteriorate even though it is still
pessible to see the pool floor in order to enable preventative steps to
be taken.

The Duty Manager will attend poolside immediately when summoned.

Bathers should net be allowed to re-enter the peol until the pool
water clarity/correct chemical composition has been restored to an

acceptable level,

In the event of the pool being evacuated due to the incorrect
chemical compesition of the water, bathers should be advised to
shower thoroughly before dressing. This is a precautionary measure
since due to the frequency of tests and the perimeters of readings it
is unlikely that bathers will sustain chemical effects.

In normal circumstances the Duty Manager should be called to
poolside before evacuation of the pool is commenced.
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45 BLOOD, VOMIT, FAECES, ETC,

DIARRHOEA

If an amount of loose, runny stool (diarrhoea) is introduced into the
water, the following procedure should be followed.

LIFEGUARD

a) Give three long blasts on the whistle and instruct all bathers to
vacate the pool and stand still against the wall et the shallow end of
the pool,

(b) Inform the Duty Menager immediately.
(¢) Await further instructions.

DUTY MANAGER

a) Instruct the Lifeguards to inform the public that the pool will be
closing for the rest of the day.
b) Instruct the Recepticnist net to allow anybody into the pool for
the rest of the day.
C Arrange for the disinfectant level to be maintained at the top of
the recommended range.
d)  Arrange fora flocculent to be edded to the pool water prior to
the filters.
e) Instruct the Lifeguard to sweep the pool bottom towards the

pool water outlet.
f)  Ensure that the pool is clesed for a minimum of 12 hours.

@)  Ensure that before the pool is re-opened the filters have been
backweshed and free-chlorine levels are within the appropriate

range.
SOLID STOOLS
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LIFEGUARD

a) Immediately retrieve the stool using the long net on the
poolside, and dispose of it in the nearest toilet.

b)  Inform the Duty Manager.

DUTY MANAGER

a)  Ensure that free chlorine levels and other plant operation
aspects are within the recommended ranges.

BLOOD AND VOMIT

Tf substantial amounts of blood or vomit are spilled into the pool, the
following procedure should be followed: :

LIFEGUARD

a) Give three long blasts on the whistle and instruct all bathers
to leave the pool and stand against the wall.

b) Immediately inform the Duty Manager.

c)  Net out what you can and dispose of them accordingly.

DUTY MANAGER

a)  Ensure that free-chlorine and pH levels are within the
recommended range.

. b) If particles remain, evacuate the pool. When all is clear fhe

public can re-enter the water. If some particles still remain
evacuate the pool for approximately 2 hours.
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a)  Any behaviour, which is likely to cause a nuisance or is
dangerous to the bathers, should be stopped immediately.

b)  Speak to the customer in a firm but non-cggressive manner
indicating recsons.

¢) If the behaviour persists give further warnings but do not
become involved in an argument,

€)  If your warnings hove no effect, summon the Duty Menager.

DUTY MANAGER

a)  Assess the situation and, if deemed necessary, ask the

of fender to lecve the pool,
b)  If the offender refuses to leave the pool contact the police.

Ncte At all times be courteous and do not argue.

Lifeguards must not be drown cway from their principal duty
of pool supervision.

a) If pool capacity epprocches maximum bather load (180) inform
the Duty Manager immediately.

DUTY MANAEGER

a)  Inform the Receptionist to halt further admissions when
bather load capacity has been reached for normal bathing, see
the pool inflatable sessions procedures for bather loed on
Instruct extre-qualified personnel to proceed to the poolside
end assist in the supervision of the overcrowded areas in order
to increase the supervision levels.

After numbers have declined advise the Receptionist to
recommence customer admissions.
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4.8  Serious Injury to a Bather
LIFEGUARD
a) Follow the procedure outlined in Section 4.2.1.

b)  Carry out appropriate first aid in accordance with training

received.
¢)  Inform the Duty Manager
d)  All accidents must be reported fully on the appropriate

accident form.

4.9 DISCOVERY OF AN UNCONSCIOUS CASUALTY IN THE
WATER. :

LIFEGUARD

a) Follow the procedure outlined in Section 4.2.1.

b) Carry out appropriate emergency first aid in accordance
with training received,

c) Inform the Duty Manager

- DUTY MANAGER

a)  Follow the procedure outlined in Section 4.2.1,
b)  As soon as possible after the incident ensure all staff involved

make a written statement,
¢) No statements shall be made to the press or other members of

the public.

4.10 SUSPECTED SPINAL INJURY

LIFEGUARD

a)  Follow the procedure outlined in Section 4.2.1,

b)  Carry out the appropriate rescue in accordance with training
received,

c) Inform the Duty Manager
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4.11 DEFECTIVE POOL ALARM SYSTEM

4.3.1 Defective Cell Point
Should a call point be defective the following procedure should

be followed:
DUTY MANAGER

e)  Clearly mark the call point defective/unusable.
B)  Inform all Lifeguards who will be on poolside duty of its

condition. -
¢)  Arrange for the immediate repair of the call point.

4.11.1 DEFECTIVE SYSTEM

Should the whole pool alarm system be defective the following
procedure should be followed:

DUTY MANAGER

a)  Increase the Lifeguard/bather ratio by at least one Lifeguard
: so that help can be summoned without affecting the normal

ratios,
_b)  Inform all staff that the system is defective and mark all call

peints * Out OF Order,
Under these circumstances it is imperative that all staff have
their Walkie-Talkies on them, and turned up full at all times!

NO ALARM/ SUMMONING HELP DURING AN EMERGENCY
SITUATION

LIFEGUARDS
a)  The Lifeguard not dealing with the emergency will inmediately

contact the Receptionist using extension 123 on the internal
phone system, and will say "Pool Emergency”.
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After acknowledgements from the Receptionist they will then
b) replace the receiver and will assist with the rescue.

4 mmeiﬁ;gﬁucailﬁllmﬂuff?hqhdhmrdfhapml
E

ATTENDANTS

B ) On hearing the Receptionists announcement will follow the

- edure ocutlined in Section 4.2.1.
4.1«

B WMMtathepkﬂmm after ensuring
> all other situations are under control.

Mg the two blackinlet/outlet valves to the clarifier.
Enut down the automatic dosing system and cell pump (ensure all
- '_'_".l; {.Cbmfj
2%e the outlet valve to the pool,
See the appropriate inlet valve to the filter.
of f the power supply.
ate turn of f the top up valve. |

.-,';_ Manager is sure that the emergency is over.
ke up tap on slightly and open up the priming tap on top

NET of water comes out of the top of the priming .

up tap and close the priming vaive.
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5. At the sound of the second power surge slowly beginning to open
the inlet valve to the filter (suction valve),

6. Kmmmmmmlﬂmuhmmmmunm
outlet pressure valve,

7 Whmmﬂ'beymmmwtnfrh:mrrdmmpandfha

outlet pressure goes up, fully open the valve,
8. Slowly and inch ot a time start to open the outlet valve to the

pool.
9. Keep an eye on the outlet pressure valve when the pressure comes
back down to 20, leave it alene,

10. Re-start the automatic dosing system.

11, Open the two black inlet/outlet valves to the clarifier.




4.13 EVACUATION PROCEDURES FOR PALMS HEALTH AND
FITNESS. '

Evacuation may be needed as a result of the following:

-.-.

Fire
Evacuation of Persons with
Disabilities
Bomb Threat
Building collapse
Power Failure
Gas or chemical leak
Evacuation of Spa

n

NOO s w

Fire the Evacuation Alarm will sound, this is a continuous siren.
IaPm proceed immediately to the consultation room and collect
2 notice board and the emergency packs. Clear all areas

) the nearest fire exit, Issue the emergency packs as
/eryone to the assembly point, which is car park, bay

‘J' mediate danger to your self)

a b.:fsabfliﬁes or persons unable to use the stairs

o Process into Palms Health and Fitness, all customers

OF for any other reason cannot use the stairs as a

= Showed the fire refuge area. The induction should

4 chcua'nons the lift cannot be used for Health

Sihey should proceed to the fire refuge area, and

: * Staff to evacuate them via the E-Vac chair,

NS staff on duty, 1 member of staff must

&9 10 evacuate public from that area, and the
st evacyate Palms via the Tally Disc.

¥ Must be decided immediately between Palms
“nicated to the Duty Manager.

V‘
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If only 1 member of staff is on duty, they must evacuate Palms according to the
Telly disc, and direct public to the appropricte escape route i.e, Fire exit or Fire
refuge area. The Duty Manager must be informed that public are waiting in the
refuge area, so that he/she can nominate a member of staff to evacuate the

refuge area.

When you are satisfied that everyone is out or you can ne longer safely search
leave by the nearest exit and proceed with your group to car park bay number

one.
Remain calm at all times and try to calm and reassure the customers. Try to

ascertain whether or not everyone is accounted for and report any

discrepancies to the Duty Manager or the Chief Fire Officer.
Remain there until you receive further instructions from the Duty Manager or

the Chief Fire Officer

Never allow anyone including yourself to re-enter the building. Do not
collect personal belongings/ try not to let customers collect any belongings.

Except in the case of a Bomb Alert, then instruct
customers to collect their belongings and leave by
the nearest exit.

Bomb Alert

In the event of a Bomb Alert proceed as for fire except for:

a) Do Not use the Walkie Talkies, Or Mobile Phones -
b)  Direct everyone to the playing fields at the rear of the
building, Not to the car park.

Building Collapse

In the event of a building collapse, proceed as for fire except:

b) Evacuate away from the problem area.
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¢) Donot enter the problem area or you could cause more
problems for anyone trapped in that area, and put yourself

in danger,

Power Failure

In the event of a power failure the emergency lighting will come on immediately,
this will illuminate everywhere enough so that you can see to safely evacuate,
and will last for approximately Three and a Half hours.

When the emergency lighting comes on esk everyone to remain calm and to stop
what they are doing and gather in the reception lounge area. Evacuate the
Sunshower room, Relexation room, Spa, Seuna and Steam room, Issue them with
Emergency packs as appropriate, and ask them to remain in the lounge area.

Wit for further Instructions from the Duty Manager. If the Duty Manager
Instructs you to evacuate, then proceed as for Fire.

&as or Chemical Leak

In the event of a Gas or Chemical Leck and the Danger is in another part of the
building, the Duty Manager will instruct you on what action to take. If however
it is in the vicinity of Palms Health and Fitness Suite, clear the immediate area
eway from the leak, seal of f the area and contact the Duty Manager.,

4.14 Evacuation of Spa

It may be necessary to evacucte the Spa under certain circumstances:

A) Diarrhoea

Inthe event of somecne having diarrhoea in the spa proceed as follows:
a) Evacuate the spa, and inform everyone it will be closed for
the rest of the day.
b) Inform the Duty Manager,




¢) The Duty Manager will then ensure that the disinfection
levels are at the top of the range, and will arrange for the
spa to be backwashed before it re-opens fThe spa should be
closed for a minimum of 12 hours)

B) Solid Stool

a) Evacuate the spa.

b) Scoop out and dispese of, down the nearest toilet,

¢) Inform the Duty Manager who will ensure the chemical
levels are within the recommended range.

d) Keep closed for one hour

C) Blood and Vomit

a) Evacuate the spa

b) Allow to disperse and inform the Duty Manager.
¢) The Duty Manager will ensure the chemical levels are within

the recommended range.
d) Net all particles out of the spa.
e) Keep closed for one hour

~ 4.15 Panic Alarms

seeing the red light above the disabled changing room door come
g alerted to the alarm via reception, proceed to the changing room
£ESSary actions to remedy the situation.

' "_-r the enrlmst opportunity whether it was a false alarm or if

el R




