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1. INTRODUCTION
1.1 The recommendations contained in this report are made in an attempt to provide, so far as is reasonably practicable, a healthy and safe environment in which teaching, coaching and participation in physical activities can take place with the minimum danger of accident, while maintaining the element of challenge which is inherent in such activities.

1.2 A safety file must be kept readily available and be understood by, all members of the Department. Details regarding the contents of this file are given in Appendix A.

1.3 Teachers in secondary schools, for whom it is primarily produced, must possess a recognised PE Diploma or Degree in the subject. Such qualifications ensure a training in safety procedures, eg class management, supervision of group practices, familiarity with gymnastic, athletic and games apparatus and an approved degree of competence in swimming. These factors have been taken into consideration in the preparation of the guidelines.

1.4 A teacher, other than a teacher of Physical Education, involved in club activities with a potential danger element, must make himself/herself familiar with the safety regulations laid down by the authority and possess any specialist training or current qualifications required.

1.5 In primary schools the basic training and working relationship between teacher and class will reduce the risks in physical education provided the programme consists of appropriately levelled physical education programmes of study.

1.6 Whatever facilities are used after normal school hours, all aspects of safety in physical education as noted in the code of practice must be implemented. Apparatus and equipment other than the floor space, must not be used unless the instructor or leader has had recognised specific training and certification.

1.7 The teacher must check the conditions of facilities and equipment prior to use and ensure that equipment has been properly assembled and is only used for the purpose for which it is designed. Care should be taken to ensure that mats are distributed in appropriate situations in relation to the apparatus and the activity being undertaken, both indoors and outdoors.

Audio Visual Equipment

•
Before moving equipment check that any covers and carrying handles are securely fixed.

•
If using a trolley, check that it runs freely and that it is rigid.

•
All cables should be free from damage and, if mains cables, should have a properly fitted and correctly fused plug.

•
If equipment has detachable cables, only correctly matched connectors should be used and all cables connected and checked before supply is switched on.

•
Projection lamps should be illuminated only while protective covers are in place. 

2.
GENERAL PRECAUTIONS
2.1
Good class organisation, discipline and control are fundamental to a safe lesson and due regard must be paid thereto.

2.2
Potential danger is minimised when the teaching of an activity follows a carefully structured programme and this technique should be adhered to.

2.3
Pupils will be advised that they are responsible for wearing clothing and footwear suitable to the activity, and shoelaces must be tied. Footwear with laces only halfway engaged and tongues flopping are clearly hazardous and must not be allowed.
2.4
Pupils must be thoroughly warmed up before engaging in strenuous activity.

2.5
Watches, rings, chains and belts with metal buckles and other body jewellery must all be removed before the physical education lesson.  As these may cause injury to the wearer and others.  

2.6
There is a growing trend for false/very long natural nails. During physical education, physical activity, this can constitute a hazard to both wearer and others. Nails for staff and children/young people need to be sufficiently short to prevent injury to self and others. 
2.7
Children/Young people whose piercing cannot be removed or whose nails are not deemed to be a sufficient length will, where possible, be given a separate low risk activity to complete in activities where it is deemed a safety issue.

It is preferred that parents are advised that any child having body jewellery piercing wait until the summer break to allow them time to heal.  However, parents wishing children to wear body jewellery during physical education should write to the school expressing their request.  Children will be expected to provide tape and cover any such items of jewellery during the activity.  Pupils will be responsible for the safekeeping of jewellery.

2.8
Pupils will be reminded that gum and sweets must not be chewed during activity.

2.9
Where long hair could be a hazard it must be secured.

2.10
Bare feet are acceptable when taking part in mat work such as gymnastics, floor activities or, for example, yoga.  No work should be undertaken in stocking feet. No pupil should be permitted or requested to assist with the handling of large apparatus e.g. posts, bases and gymnastic equipment, unless he or she is wearing shoes appropriate to the working environment.
2.11
Pupils will be advised that they are responsible for wearing protective clothing as recommended by the appropriate governing body eg cricket, hockey, fencing, football.

2.12
Physical education classes must be supervised at all times. Students on teaching practice should always be supervised by qualified teachers.
2.13
lt is imperative that teachers of physical education be made aware of such medical information concerning pupils as is relevant to the activities being undertaken by them.

2.14
The teacher must know exactly what to do in the event of an accident ie

Have no hesitation in seeking medical advice

Know the school accident procedure

Know the location of first aid supplies

Be able to apply practical first aid methods
Have appropriate telephone numbers on hand

2.15
A member of the senior leadership team, principal teacher or faculty head must arrange for the detailed recording of any accident in accordance with children’s services Accident Reporting Procedures.

3.
PHYSICAL EDUATION IN SCHOOLS
3.1
The special knowledge of the children which the teacher has, is perhaps the most important factor in creating opportunities without inviting accidents.

3.2
The teacher must do everything possible to ensure safety in the conditions under which the children work, and should have confidence in the ability of the children to do successfully what they choose in the situation in which they are placed.

3.3
Certain precautions however need to be taken:

a.
The activity area should be clean and adequately heated.

b.
Suitable clothing, which allows freedom of movement, should be worn.

c.
Lifting and carrying of equipment should be carefully taught.

d.
Apparatus must be placed with due regard to other groups and dangerous obstacles, eg pianos, doors, radiators.

e.
All equipment and apparatus must be inspected  by  the  teacher,  with particular attention to stability, before use.

f.
Broken and dangerous items of equipment must be withdrawn from use and such items must be noted and reported immediately.

g.
Improvised apparatus must not be used.

h.
The teacher should establish basic rules on the use of apparatus, eg number using the equipment, height restrictions etc.

i.
An acceptable noise level should be established to allow teaching comments to be made and heard at all times.

3.4
Where a specialist teacher is visiting a school, maximum safety will result from the fullest consultation and co-operation between the head teacher, the class teacher and the specialist.

4.
ATHLETICS

4.1
Athletics, probably more than any other sport, requires the teacher to be aware of the need for safety precautions. Good discipline and well-planned class organisation are vital for the following precautions to be effective. The importance of an adequate warm-up, and of keeping the body warm, should be impressed on all pupils.

4.2
Equipment should be checked regularly and should be of a recognised design. Rakes, starting blocks, spikes, etc must not be left in a position where they might cause injury.

4.3
Track Events

a. Spiked shoes must be worn only in the training and competition areas.

b. Where spikes are being worn, the number of competitors in any race must be limited, and competitors must be made aware of the rules governing "over­ taking".

c. Hurdles must be jumped only in the correct direction.

d. Carrying of hurdles must be standardised and taught in advance.

e. Finishing tape must break easily at chest height.

f. Hurdling should not be undertaken on grass.
4.4
Jumps

a. Particular attention must be paid to run-up and take-off areas to minimise the risk of slipping.

b. High jump techniques vary considerably and most landings have their inherent dangers. Landing areas are essential and must be large enough and soft enough to provide maximum safety in the event of an uncontrolled landing. Cushioning material must be deep and dense enough to prevent 'bottoming out'; (that is, the weight of landing must be completely absorbed by the material). Gymnasium mats are not suitable.

c.
Wooden laths must not be used for high jumping.

d.
Triple and long jump take-off boards should be firmly fixed and care shall be taken in positioning them to ensure safe landings.

e.
Timber or concrete pit lining must be flush with the ground.

f.
Pits must be dug regularly and inspected for glass and other dangerous debris. 

g.
There must be sufficient loose sand in the pit to ensure that there will be no “jarring" on landing.

h.
Spotters must be well away from high jump stands.

i.
Care and attention must be taken when using practice ropes to avoid high jump stands pulling in.

4.5
Throws-General

a. The teaching of throwing techniques must be carried out at a suitable distance from other activities.
b. The thrower must ensure that there is no one in the line of flight.
c. No one must cross the scratch line until all the implements have been thrown. Implements shall be retrieved only on a given order.
d. "Pair" or "return" throwing is strictly forbidden.

4.6
Javelin
a. It must be carried vertically at the grip.
b. No one shall run with the javelin except when making a throw. 
c. Throwers shall walk to retrieve the javelin.
d. Procedures for removing the javelin from the ground must be standardised. 
e. No throwing on grass in wet weather.
f. No one shall be standing in a direct line behind the thrower.

4.7
Discuss
a. Only one pupil shall throw at a time.
b. Other group members must be at least six metres behind the thrower. 
c. In wet conditions the discus should be dried before each attempt.

4.8
Shot

a.
No pupil should carry more than one shot at a time.

b.
The shot shall not be passed from hand to hand, but grounded and then picked up.

c.
Putters should be well spaced out and all putts made in the same direction.

4.9
Pole Vault and Hammer

Where these events are taught, particular attention must be paid to the equipment specification  and  the  recommendations  as per Scottish Schools Athletic Association www.ssaa.co.uk.

4.10
Cross-Country

Cross-country routes shall be chosen so that potentially dangerous situations are avoided. Teachers must be aware of the dangers presented by situations such as steep bankings, deep water hazards, traffic, barbed wire, etc and arrange supervision accordingly.

5.
FIELD GAMES

5.1
Whilst retaining the enthusiasm and determination which are associated with field games, every reasonable step shall be taken to prevent the occurrence of accidents.

5.2
A teacher in charge of an organised games lesson shall have control of games and the conditions of play with due regard to the safety of the pupils concerned.

a.
Playing conditions

In all cases the playing area should be reasonably flat. It shall be free from holes and clear of glass and other dangerous debris. The teacher shall be aware of the effect of adverse weather, particularly frost, on the condition of the playing surface.

Teachers must be aware that present day methods of playing field maintenance may include the use of harmful chemicals. Such use must be reported immediately.

b.
Clothing and Equipment

Suitable dress, according to the prevailing weather, shall be worn with particular care being taken to maintain body heat. When studded footwear is worn it shall conform to the laws of the game

c.
Control of the Game

Rules which are specifically designed to prevent accidents must be taught and observed.

5.3
Emergencies

a.
Should an accident occur, the game should be stopped immediately and the appropriate action taken regarding the injured player. It is recommended that the physical education department is supplied with a two-way radio.

b. 
If a player receives a head injury or spinal injury or the teacher in charge suspects that such an injury has occurred, the person should not be moved, medical help should be sought and the parent or guardian of the pupil should be contacted as soon as possible.

5.4
Extra-Curricular Games

During extra-curricular games, in addition to the above guidelines, the following also apply:
a.
Due to the voluntary nature of extra-curricular activities no pupil should be coerced into participating.
b.
Players who are injured or unwell or who are suspected of being injured or unwell should not be allowed to participate.

c.
The teacher in charge of pupils during extra-curricular activities should have a list of parental/guardian addresses and telephone numbers for emergency contact.

d.
In games of association football, all pupils should wear shin guards.

e.
In games of rugby, schools should be affiliated to the Scottish Schools Rugby Union and referees should control the game at all times and must have a minimum refereeing qualification of Level 1.

f.
Pupils who are excused participation in physical education on the day prior to a game must have a letter of fitness to take part from a parent.

6
GYMNASTICS

6.1
At the present time the term "gymnastics" covers a wide field of activity and the method and content varies greatly. Whatever teaching approach is used the programme must proceed by progressive stages so that practical skills, physical qualities and initiative develop.

The prevention of accidents depends primarily on the observation, professional knowledge and skill of the teacher.

6.2
Where necessary, support shall be given until the teacher is satisfied that the pupil is able to perform the movement independently and with due competence. If a supporter is used, he/she should be carefully instructed in his duties, and be under supervision from a teacher.

6.3
Pupils should be trained in the care and handling of equipment and should be carefully supervised particularly during the induction period. See also 8.2.

6.4
All equipment must be inspected by the teacher when in position and prior to use.

6.5
The apparatus must be so positioned as to ensure that the pupils will not collide with obstructions or with one another.

6.6
Damaged or faulty equipment must not be used and any damage must be reported immediately.

7.
TRAMPOLINING AND TRAMPETTE ACTIVITIES

7.a
TRAMPOLINING 
7.a1
Supervision

a.
Teachers shall not be involved in teaching the basic skills unless they have attended an approved course. Such a course will be practical and experimental in nature, and last for a minimum period of 10 hours. All relevant safety procedures and basic skills of trampolining together with appropriate methodology will be covered.

b.
It is reasonable to remove and return from storage more than one trampoline at a time. However, the process of setting up and dismantling the trampoline should be restricted to one trampoline at a time and requires a minimum of four people. Pupils should be taught the correct procedure and the operation should always be carried out under the direct supervision of the teacher.

7.a2   The Trampoline

a.
When the trampoline is not in use it should be locked to prevent unauthorised use.

b.
Trampolines must only be set up on floors which are level.

c.
How to unfold the trampoline:
i.
Pull top leg and lower bottom leg to floor. Swing frame into horizontal position on roller stands.

ii.
Spread out the leg sections.

iii.
Either tips stands and pull out the leg section, or lift one leg and have two people pull out the roller stands.

iv.
Unfold one end rail and secure the leg braces.

v.
Unfold the other end rail and secure the leg braces.

d.
How to fold the trampoline:
i.
Put in the roller stands at an angle.

ii.
Kick out one set of end braces (at bottom) and raise towards the bed.

iii.
Lift the end rail and fold. This usually comes back with quite a force, so it is important that pupils are prepared for this.

iv.
Kick the other end braces out and fold on top of the first end braces.

v.
Lift the end folded last and swing in the roller stands (beware of injury to the feet).

vi.
Pick up the lower leg and fold on the opposite leg.

vii.
Pick up the lower leg and fold under top leg.

e.
When the trampoline is assembled the following points should be checked:
i.   
That all leg braces have been properly fined and that the hinge units are securely housed.

ii.   
That the hooks of the springs arc properly attached, with the ends pointing downwards.

iii.
That the cables arc in good condition.
iv.
That the safety pads, without which a trampoline should not be used, are in place.

v.
That if alien screws are present, these are tight.

 vi.
That the wheel units have been removed to a storage position well clear of the trampoline area and that the space is clear immediately around and beneath the trampoline.

vii.
That the trampoline is placed well away from any overhead obstructions. The recommended minimum overhead distance for safety is 5 metres (16 feet) from the floor to the lowest hanging object.

7.a3
The Trampoline In Use

a. 
The activity must be under the direct supervision of the teacher and individual routines must be approved by the teacher (see 7a.1).

i. 
Shoes must be worn when folding and unfolding the trampoline.

ii. 
Pupils should wear trampoline slippers or socks while on the bed. Bare feet are not permitted as toes can become caught in the webbing of the bed and friction bums can occur.

iii. 
Pupils should wear clothing which protects knees and elbows in order to prevent friction bums. Also clothing should not be loose and should be free from buckles and zips.

iv.
All watches, jewellery, medallions, etc must be removed and long hair must be tied back.

v.
Chewing while on a trampoline must not be permitted.

c.
Pupils should mount the trampoline by climbing onto the frame and then stepping onto the bed. Pupils should dismount from a sitting position on the frame. No one should jump from the trampoline bed or frame directly onto the floor.

d.
There must always be a minimum of four spotters who should be spaced out round the trampoline. They should be given clear instructions as to their role and should be physically capable of performing their tasks. Someone asked to accept the responsibility of spotting, and in particular for movements involving somersaults, must have the ability to catch safely and take the full weight of a flying performer.

e.
Where possible, safety platforms involving the use of a vaulting box or second trampoline and a crash mat should be used at the ends of the trampoline.

f.
The space beneath and around the trampoline should be clear of obstructions.

g.
Only one performer at a time must be permitted on the trampoline.

7.b
TRAMPETTE ACTIVITIES 
7.b1   The Trampette

a.
The trampette should be inspected regularly for signs of wear to the bed and springs.

b.
Before the trampette is used the teacher should ensure that the adjustment nuts are tight.

7.b2   Use of The Trampette for Beginners

a. The trampette should not be used as part of any apparatus sequence until adequate training has been given in the basic techniques of jumping and landing from it.

b.
Beginners should start with slow, controlled practice runs of not more than five paces.

 7.b3
Use of the Trampette at More Advanced Levels

a.
Each stage should be consolidated before progressing to the next.

b.
Support should be appropriate to the skill being practised and may be provided by trained pupils The supporter should check pupils as they land and should be able to prevent them from falling backwards.

7.b4
High Flight Rotational Skills

a.   
These can be dangerous and novices should never be asked to attempt them.

b.    
This also applies to forward rolls on landings; inexperienced pupils should be trained instead to make a controlled landing on two feet.

7.b5
Teaching Somersaults

a. The teacher must provide appropriate support at every stage.
b.
Beginners  should  concentrate  first  on  perfecting  a  good  take-off  technique  and  the teacher or supporters must be ready to move in to check or steady the landing.

c.
Beginners should never perform a forward roll on landing but should always land in a standing position with the supporter standing by.

d.
The supported must do everything possible to prevent the performer from landing on the head or neck.

8.
INDOOR ACTIVITES

8.1
Premises

Glass, including lights, must be guarded. In the area available for activity, all furniture and equipment should be stored so that the activity area is unobstructed. The floor should have a clean, non­ skid, smooth surface. A waxed or polished floor is dangerous. In dressing areas adjacent to showers, care should be taken to ensure a safe surface. It is recommended that all doors leading onto practical working areas should not swing open into these areas. When seeking access people should be required to pull not push.

8.2
Equipment

a.
Explicit instructions and guidance should be given in the handling of all equipment including posts, bases and gymnastic apparatus.

b.
The age and physical maturation of pupils should be taken into account when heavy items of equipment require to be moved or carried.

c.
Particular care should be taken when transferring items of equipment in and out of storerooms.

d.
Posts must be stable and checked at regular intervals for wear and rusting, particularly at the base and ring attachment areas.

e.
Equipment shall be used only for the purpose for which it was designed.

f.
Badminton and volleyball nets must not be attached to netball posts.

8.3
Clothing

a.
The wearing of suitable clothing is an important safety factor.

b.
Pupils must not work in stocking soles and bare feet should be allowed only when conditions are suitable.

c.
Watches, belts with metal buckles, jewellery etc must not be worn as they may cause injury to the wearer and others.   (See 2.5)

d.
Leather soled shoes and sandals with open toes or heels are not suitable. (See 2.3)

9.
SWIMMING

9.1
Since general discipline, class control and management are factors in the creation of a safe environment, those using a school pool must be supervised only by:

(a)
Teachers   of physical education who   hold   a   current   lifesaving/lifeguarding qualification.

(b)
Other  teachers  and/or  instructors  who  hold  a  current  lifesaving/lifeguarding qualification and a qualification in swimming teaching - Scottish Amateur Swimming Association (SASA) Preliminary Teacher's Certificate is the minimum qualification .

Any exceptions to (a) and (b) will require the approval of the Director of Children’s Services or their representative.

Where an establishment has their own pool the Normal Operational Plan and Emergency Action Plans should be attached to this document.  When visiting a pool for swimming a copy of the Normal Operational Plan and Emergency Action Plan should be available.

In determining   the   appropriate   current   lifesaving/lifeguarding   qualification   and   other qualifications, the following definitions and situations have been taken into account.

The head of establishment must ensure training records of the staff supervising the pool and a copy of their qualifications are kept and available for inspection on the premises - see Appendix B for a standard record form. Records must be reviewed annually by the head of establishment to ensure that qualifications are up to date.

A.
Programmed swimming

This occurs when a disciplined approach is taken to the teaching of swimming and swimmers are graded according to age and swimming ability. The total number using the pool is restricted as is the particular area of the pool utilised in relation to the age and ability of the individual or group, and a progressive programme of teaching is followed.

i)
Programmed swimming during the normal school day in all pools

Swimming groups under this heading include pupils, students and returning adults and the requirements are:

A  minimum  of  one  person  who  must  possess  a qualification  in  physical education and/or a qualification  in swimming teaching and must also possess either


Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ)   
or

National Rescue Award for Swimming Teachers and Coaches (NRASTC) 
ii)
Programmed swimming after the normal school day under letting conditions in school pools greater than or equal to 2 meters deep

Programmed swimming under this heading involves community groups and takes place in the evenings and at weekends and the requirements are:

A minimum of two persons, one of whom must possess a qualification in physical education and/or a qualification  in swimming teaching and must also possess either
Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ)   

or

National Rescue Award for Swimming Teachers and Coaches (NRASTC) 

The second person must possess the minimum qualification - NRASTC Qualification.

iii)
Programmed swimming after the normal school day under letting conditions in pools less than 2 meters deep

The requirements are:-

A minimum of two persons, one of whom must possess a qualification in physical education and/or a qualification in swimming teaching and must also possess either


Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ)   or

National Rescue Award for Swimming Teachers and Coaches (NRASTC) 

The second person must possess the minimum qualification - NRASTC Qualification.

B.
General Swimming

This occurs when swimmers utilise the pool area for creative/leisure swimming. Mixed ages and abilities occupy the pool space and in particular during lets the number is frequently higher than for programmed swimming.

i)
General swimming during the normal school day in all pools

During this period there should be no general swimming.

ii)
General swimming after the normal school day under letting condition in all pools

During this period, general swimming may take place under certain circumstances and requests will require to be submitted to, and approved by, the director of children’s services or his representative.

If a request is approved, then there must be at least two persons both of whom must possess a minimum of the:

Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ)   

C.
Swimming sessions at (a) lunchtime (including staff swimming) and (b) prior to the beginning, or after the end, of the normal school day

Request for such sessions will require to be submitted to, and approved by, the Director of Children’s Services or her representative.

If approved the requirements are:

Programmed swimming at lunchtime,  including  staff  swimming,  if  approved, requires a minimum  of one poolside supervisor qualified as in 9.1A(i)

General swimming at lunchtime, including staff swimming, if approved, requires a minimum of one pool supervisor with Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ)   

Programmed swimming prior to the beginning, or after the end, of the normal school day, if approved, requires a minimum of two persons qualified as in 9.l A(H) or 9.1A{iii ) depending on the depth of the pool.

General swimming prior to the beginning, or after the end, of the normal school day,

if approved, requires a minimum of two persons qualified as in 9.1B(ii).

D.
Swimming sessions involving parents and toddlers groups

These programmed sessions take place during the school day and requests will require to be submitted to, and approved by, the Director of Children’s Services or her representative.

If approved, the level of staff/support must not fall below the undernoted at any time: one qualified teacher/instructor as per 9.1A(i)

one helper (adult) also on the poolside

toddlers accompanied by helpers in the water on a 1:1 basis up to a maximum of 8 toddlers

The competence of the above categories of teachers/instructors should, if so required, be subject to review, at any time by the authority.

9.2
Class Size

a.
ln order to ensure an adequate level of supervision, it is recommended that the number of pupil/students, including returning adults, in a pool supervised by one adult qualified in terms of paragraph 9.1 should not exceed 25.

9.3
Pools other than School Pools

a.
The authority cannot disregard its responsibility for the safety of pupils/students when they are participating in swimming activities in a pool other than a school pool, for example, a leisure pool.

Due regard must be paid to any difficulties of supervision arising from the

presence of the pupil in the pool while pupil/students are being taught.

b.   
While operating in such a pool, the head of establishment must be satisfied that the pool is suitable, including the provision of details of the written operating procedures and that the appropriate staffing arrangements have been made for the pupils/students in terms of safe lifeguarding provision, ie a minimum of two qualified lifeguards.

9.4
Medical and Additional Support Needs Information

a.
The teacher/instructor must be aware of any medical information or additional support needs relevant to pupils/students or such other persons, undertaking the activity of swimming.

b.
Details of relevant information concerning the medical condition of pupils/students, or such other persons, undertaking the activity of swimming must be made available to the teacher/instructor (for example, epilepsy, diabetes and heart conditions).  
c.
In circumstances such as these, the teacher/instructor may require additional assistance.

d.
The fullest possible co-operation of the parent/guardian in making such information available to the head of establishment is essential.

e.
Adult students and returning adults enrolled for swimming classes, must complete the appropriate medical  information/parental  consent form - see Appendix C.

f.
The above conditions apply equally to all groups participating in swimming under the auspices of the community education department, including voluntary organisations participating under letting conditions.

g.
Participants in groups mentioned in paragraph (f) must complete the form. For participants under the age of 18, the form must be completed by the parent/guardian.

h.
The teacher/instructor must ensure that completed forms are readily available throughout the duration of the swimming session.  Schools can also use consent forms on Parent Pay.
i.
IMPORTANT - All medical information MUST BE KEPT CONFIDENTIAL

 9.5
General Precautions

a.
Swimming groups must not be allowed into the pool area without supervision by a qualified teacher/instructor.

b.
The swimming pool room must always be locked when not in use.

c.
The emergency drill shall be clearly displayed in the pool area.
d.
The head of establishment must make arrangements for the production of the normal operating procedures (NOP) and the emergency action plan (EAP) specific to the pool which must be displayed in the pool area and copies of which must be made available to those persons in charge of swimming groups.

e.
Appropriate signs must be clearly displayed, for example, "emergency telephone", "deep end", "shallow end", "depth", "no diving" and "fire exit".

f.
All classes/groups must practice the emergency pool clearance (Appendix D) regularly and be taught to respond immediately.

g.
In order to assess that the emergency drill would be effective in an actual emergency, all swimming teachers/instructors should be involved at least once per year. A record must be kept on the premises of all practices and must be made available for inspection by appropriate staff.  (Appendix E)

In the case of pools other than school pools, copies of the NOP and EAP must be made available to the heads of educational establishments using a particular pool. It is important that staff are aware of the contents of the NOP and EAP for the pool(s) in which they are carrying out swimming duties.
h.  
Teaching must be carried out from the poolside where the teacher/instructor can see and be seen. It is recommended that, when teachers/instructors are engaged in swimming duties, clothing worn does not impede the ability to effect a rescue, for example T-shirt, shorts/short skirt and appropriate footwear are considered suitable.

i.
Pool discipline must be firm.  In the interests of safety "playful" activities such as running, pushing, ducking and other horseplay are expressly forbidden.

j.
The system where each pupil/student is responsible for a partner is recommended where the teacher/instructor considers it appropriate.

k.
A count of the class must be made at the beginning, during and end of the session.

I.
When the facility is being used by voluntary organisations, the lessee must be acquainted with the written operating procedures applicable to the pool for which the let is made and must sign the letting agreement indicating his/her acceptance and adherence to the conditions therein. Arrangements must be made for each group to carry out the emergency drill as detailed in (g) above.

9.6
Diving

In recommending specific depths, a false impression may be given that any area of water, deeper than the depths stated, is safe for diving.

This would be a dangerous assumption, as any unsafe diving action, even into deep water, can result in the diver striking the pool edge, pool bottom or another swimmer and incurring a serious accident, for example, death or a serious head or spinal injury.

Accordingly, the teacher/instructor must ensure, so far as is reasonably practicable, that diving is undertaken in a safe manner, and with continuous supervision throughout the duration of the activity.

a.
Diving from the Poolside

i. Diving should not be permitted into water less than 1.5 metres deep.
ii. Diving should not be permitted from poolsides with freeboards (height of pool edge above water level) exceeding 0.38 metres.
iii. Only very flat racing dives should be permitted into swimming pools less than 2.7 metres deep.

iv.
Steeper entry dives, when taught as part of a programmed swimming session, should be permitted only into water with a minimum depth of 2.7 metres.

v.
Running dives should not be permitted.
vi.
It is recommended that the teaching of flat racing dives to beginners should not be carried out in water less than 1.8 metres deep.
vii.
 As it would be far less safe not to teach diving at all to a proportion of the population, it is recommended that the above guidelines be followed where possible and that where this is not practicable, the deepest water available (not less than 1.5 metres) should be used with the exercise of additional caution.

viii. 
Divers must check, before entering the water, that there are no swimmers in the diving area.

b.
Competitive Swimming

Swimming activities referred to include competitions, galas and competitive training during programmed swimming pool time, when the pool is used for the sole purpose of those activities specified.

It is recognised that, under controlled circumstances, where adequate training is given with continuous supervision, that the principles of not diving into water of less than 1.5 metres, or from a freeboard of 0.38 metres or more, can be varied to allow these activities to take place.

Diving in this section includes:

racing starts from starting blocks; and

shallow end racing starts without starting blocks.

i.
Teachers, competition referees and gala organisers must ensure that starting blocks comply with current Federation Internationale De Nation (FINA) /Amatuer Swimming Association (ASA) requirements.

ii.
Teachers, competition referees and gala organisers must be aware of current FINA/ASA recommendations with regard to racing starts from starting block and from poolside.

iii. 
Teachers, competition referees and gala organisers must ensure that competitors can perform a proficient flat racing dive in water with a minimum depth of 1.5 metres before being allowed to use starting blocks, or before being allowed to start from the shallow end.

iv.
Where competitors are unable to perform a proficient flat racing dive, teachers, competition referees and gala organisers must ensure that those competitors are instructed to start in the water.

v.    
For clarification of regulations/recommendations,  teachers, competition referees and gala organisers assistance  should be sought from appropriate children’s services  personnel.

9.7
Emergency Poolside Equipment

a.
The following rescue equipment must be on poolside AT ALL TIMES and must be sited such that each item is readily available in the event of an emergency:

i.
Two lightweight reaching poles (with ring and buoyancy or with lifesaving hook).

ii.
Two specialised throwing aids, for example the Horseshoe Lifebuoy.

Specialised equipment MUST ONLY BE USED for the purpose for which it was designed.

b.
A first aid box (appropriately stocked), a resuscitator, and a telephone with an outside line MUST be available at the poolside and should remain on poolside. All teachers/instructors and other responsible persons shall be aware of their location.

c.
All pools should have a separate poolside alarm.

d.
The above equipment must be checked daily before the commencement of swimming classes, and prior to each letting session, and a record kept of such checks.(Appendix F) Any defects in equipment must be notified to the to the school immediately, and depending on the nature of the defect consideration must be given as to whether the swimming programme should be allowed to proceed.

e.
Each teacher/ instructor must satisfy himself/herself that adequate provision for emergencies is readily available and in good working order. He/she must have a detailed knowledge of the facility emergency action plan including the emergency drill procedures to be followed.

9.8
Canoe Training in Children’s Services Department Pools

Requests for such sessions will require to be submitted to, and approved by, the Director of Children’s Services Services or his representative .

If approved the teacher/instructor must possess the appropriate qualification from 
the British Canoeing, Club Instructor.
The level of staffing must not fall below the following at any time: 
one qualified teacher/instructor with the above qualification  plus

one person who must possess the NQPL Qualification and who must always supervise from the poolside.

The maximum number of people under instruction must not exceed 8 per qualified teacher/instructor .

9.9
Sub Aqua Training in Education Department Pools

Requests for such sessions will require to be submitted to, and approved by, the Director of Children’s Services or his representative.

If approved the teacher/instructor must possess the appropriate qualification in teaching sub aqua. 

The level of staffing must not fall below the following at any time:

one qualified teacher/instructor with the above qualification who can operate either

in the water or on the poolside as required. Plus

one person who must possess the NQPL Qualification and who must always supervise from the poolside.

The maximum number of people under instruction must not exceed 8 per qualified

Teacher/instructor.

9.10
Snorkelling in Children’s Services Department Pools

Snorkelling can be considered an extension of normal swimming programmes. However, due to the nature of the activity, the following requirements must apply:

a.
The teacher/instructor must be qualified as per programmed swimming (9.1)
b.
The maximum number of people per teacher/instructor must not exceed 15.

c.
Face mask lenses must be made from tempered glass.

d.
Snorkels must comply with British Sub Aqua Club standards.

e.
If weight belts are to be used, the activity must be taught/supervised as per Sub Aqua (9.9).

f.
Weights must be neoprene covered.

9.11
Swimming on Overseas Visits 
Information is contained within Children’s Services Standard Circular 33 Educational Excursions in relation to swimming overseas.

10.
FITNESS ROOMS AND WEIGHT TRAINING

Equipment

Have all equipment inspected regularly. Report, in writing, all deficiencies in apparatus, mats, floor surfaces and other equipment.  Equipment should be kept in good condition.

In addition:

a.
Use collars at all times, both inside and outside the discs.  Choose easily tightened collars. Have spanners and alien keys available for tightening collars.

b.
Ensure that barbell and dumb bell sleeves and the discs rotate easily.

c.
Sleeves should have equidistant marks on them to ensure correctly balanced hand spacing.

d.
Ensure that barbells and dumb bells are always evenly loaded.

e.
Squat stands must be the best possible, providing a very stable support.  The  'V' should be wide enough to take the barbell easily. The stands must be easily adjusted for height. Ensure that the height adjusting pins are long, strong and cannot slip out. Do not overload one end of a bar on squat stands.

f.
Choose strong stable benches of the correct dimensions. Ensure that the bench tops are comfortable and firmly fixed to the frame.

g.
Check all pulleys and cables at regular intervals.  Replace any that show signs of wear.

General Physical Education

1 . 
Make sure you have taught all the necessary  skills, including safety procedures, before requiring students to exercise them in training situations. Do not overestimate the fitness, or strength of beginners.  Teach new skills with light weights.

2. 
Be especially careful when putting an injured pupil back into training. If in doub, obtain and follow medical advice.

3. 
Make sure there is a comprehensive first aid kit readily available  (RICE)* (see below).

4. 
Beginners need special teaching and supervision. A champion trying out an entirely new skill is a beginner in that skill. Supervision means being there when needed.

5.
 Fatigue often precedes accidents. Students must be fit, at the time, for the work to be attempted. A tired pupil is often accident prone.

6.
Make sure the training area is warm, well ventilated and well lit.

7.   
It is recommended that teachers involved in the supervision of weight training shall have attended a recognised and approved course in the activity.

*
(RICE) First aid for muscle injuries is Rest.  Ice (applied to the injury), Compression (bandaging) and Elevation (raise the injured limb) - remember RICE. Avoid early massage.

Weight Training and Lifting - in addition to the above

1.
Ensure that your lay-out for the different exercises in the weight training area is carefully planned. Barbells should not be too close to each other. Use mats under the weights. Transport of equipment requires great care. Do not use soft mats to stand on while training.  Do not permit horseplay.

2.
Check the barbells, stands, benches, dumb-bells etc carefully before use. Make sure all collars are tight and barbells evenly loaded. Check each time apparatus comes out and before every set.

3.
Only train in an area where the floor is even, firm and non-slip. Do not permit pupils to train in bare feet. Balance in progressive resistance training is very important.

4 .
Check and service your equipment regularly.

5.
Know WHY and WHEN to teach specific exercises as well as HOW. Good intentions are no excuse for ignorance. Attend an official coaching course. Encourage orderly, organised training habits and schedules.

6.
Make sure that two spotters are used for key exercises, one each side of the barbell ready to assist. Teach all pupils how to stand in and catch. Ensure spotters know when and how to help.  They must keep alert.

7.
Ensure the pupils do not attempt heavy weights too soon. Too great a weight, bad techniques = accidents.

8.
Teach exercises carefully. Ensure strict exercise principles are employed at all times. Every pupil must advance at his own level and pace.

9.
Use only token resistance during exercise learning phrase. When muscle groups are weak they lack control. Lack of muscular control can lead to injury. Proceed with caution and always with careful supervision.

10.
Correct breathing on all lifts must be taught. Apply correct training principles.

11.
Encourage the use of warm loose clothing to train in and fast training procedure to avoid "local chilling" of muscles. Employ correct training principles.

12.
Display a safety notice in the gymnasium and ensure all students are familiar with the recommendations. Have your rules and enforce them. Set a good example in clothing, exercise style and organisation. Make sure you stay in charge.

WEIGHTLIFTING

Weightlifting, referring to the recognised competitive sport controlled by the British Amateur Weightlifting Association, is not considered to be an appropriate activity in a PE programme. However, where it is proposed to operate a club activity for senior pupils or returning adults, it is recommended that it shall be taught by teachers who have the teaching qualification of the British Amateur Weightlifting Association.
FITNESS ROOMS

Fitness rooms may be equipped with free weights, with weight stations or multi gyms, or with a combination of both. Great care needs to be taken whatever their disposition.

a.
The equipment should be positioned so that adequate space is always maintained between working areas.

b.
Where free weights are used, mats may need to cover the floor for protection.  They should provide a firm and stable working surface.

c.
Free weights should be stored carefully on purpose built stands and not allowed to remain loose on the floor.

d.
The collars on free weights should have a device which locks the discs firmly in position when in use.

e.
Wedge - shaped floor bases used to enable the correct positions of the feet for leg squats exercises should be fixed or sufficiently weighted to prevent slipping.

f.
Weights stations and multi-gyms should be subject to the same regular inspection and repair programme by a recognised specialist firms as with other physical education apparatus.  Any repair implications should be discussed with the adviser with responsibility for physical education.

g
Equipment with frayed wires should not be used until the defective parts have been replaced .

h.
Notices on safe procedures for weight training should be clearly posted.

i. Care must be taken not to obstruct emergency fire exit doors through the inappropriate positioning of equipment.

j.
The fitness room should be lockable to prevent unauthorised use.

k.
The system should not allow users to work without a proper induction.

l.
No one, neither a member of staff nor a pupil, should be permitted to use the equipment on his/her own.

m.
When the provision of a fitness room or free standing weight training unit is being considered the adviser with responsibility for physical education should be contacted to discuss the specification for the supply, delivery and installation of the equipment

11.
SKATING

11.1
Introduction

Skating whether on ice or rollers, is sometimes taught by a professional skater who is employed at a rink. However, teachers should supervise their pupils throughout the session and in particular should be especially vigilant during periods of free practice.

11.2
Rules

Rules drawn up by individual rink managers must be strictly observed

11.3
Clothing and Equipment

a.
Clothing should be suitable and should include protection for the legs.

b.
Ties, jackets and scarves should be removed before skating.

c.
Gloves should be worn by beginners.

d.
Care should be taken to select the correct size of boot.

c.
Pockets should be emptied of bulky articles and long hair should be tied back.

11.4
On the Rink

a.
All skating should be in an anti-clockwise direction unless otherwise directed.

b.
The centre of the rink should be left free for figure skaters if appropriate.

c.
Pupils should not skate linked together unless permitted to do so.

d.
Chasing games should not be allowed.

e.
Speed skating should be severely restricted.
12.
ARCHERY

12.1
Introduction

School archery should always be organised and supervised by a qualified PE teacher or teacher/instructor with a qualification in archery. Teachers should have knowledge of the basic techniques and safety factors relevant to archery.

12.2
Equipment

a.
For initial teaching bows with draw weights of 18lb (8kg) and 25lb (11 kg) at 28" (72cm) may prove the most suitable, especially for younger and smaller children.

b.
Target supports should be padded to reduce the risk of rebound or ricochet. The use of drawing pins or other similar objects for attaching additional targets to the target boss should be forbidden.

c.
Beginners should use arrows of not Less than 30"(76cm) in length. Arrows which are too short are dangerous. At least 1.5" (4cm) of the arrow should be seen to project in front of the arrow rest. Arrows of 32"(80cm) in length may be necessary for very tall pupils, in which case at least 2.5" (6cm) of the arrow should be seen to project in front of the arrow rest. For small children arrows of 28" (72cm) in length may be appropriate.

d.
Bracers must be worn during shooting in order to keep the sleeves out of the way of the strings and to provide a measure of arm protection. Tabs are also necessary in order to perform a clean loose and to protect the shooting fingers.

e.
Loose clothing may foul the string and should not be worn. Ties should be removed.

12.3
Storage

For security reasons bows and arrows, when not in use, should be stored in lockable stores/cupboards.
12.4
Outside Facilities

a.
Where there is no bank or slope behind the targets the range should have a minimum length of 150yd (135m) and the targets should be positioned inside this area with at least 50yd (45m) clear behind them. The clear area may be reduced where there is a bank or slope of adequate height behind the target.
b.
The width of the range should be such that no target is positioned less than 30yd (27m) from public roads, pathways or areas over which the teacher has no control.

c.
A shooting line should be clearly marked and a waiting line (behind which all those not actually shooting should wait) should be marked at least 5yd (4.5m) behind it.

d. 
The range should be so placed that it does not lie on the route to other playing areas. Ranges must be sited away from buildings, walls, hedges or fences where there may be a risk of a person emerging without warning.

12.5
Indoor Facilities

The area must be large enough for shooting at ranges of not less than 30' (9m).

A suitable protective device such as fine mesh nylon net should be provided behind the target to act as a backdrop. The height of this screen when in position should be at least 11'6" (3.5m) and it should extend the full width of the hall or at least 20' (6cm) on either side of the target.

12.6
Organisation

a.
There should be no more than 4 pupils at a target at any one time with a maximum of 4 targets per teacher/instructor.
b.
Targets should be at least 12' (3.5m) apart and archers should stand at least 5' (1.5m) apart when they are on the shooting line.
c.
In outdoor archery, shooting must not take place when the wind strength is such that arrows may be dangerously deflected. Shooting directly into the wind should be avoided.

d.
Bows should be loaded only on a signal from the teacher. Archers must have their bows pointing at the target as soon as loading begins and must be in position on the shooting line.

e.
Shooting should start only on a signal from the teacher.

f.
Only when all the archers have completed their shooting may the signal be given to retrieve the arrows.

g.
All archers should understand the meaning of the command "fast". When this word is shouted they must hold onto the string and lower the bow without shooting as the command is an indication that someone has crossed the line of fire.

h.
All archers should understand and act instantly on the command "come down" which is used when a dangerous situation is developing. It means that the archer would hold onto the string, lower the bow, let it down to the undrawn position and remove the arrow from the bow.

i.     
When arrows are being withdrawn, the archers and other should stand at the side of the target so that there is no possibility of the withdrawer or anyone else being struck as the arrow is pulled out.

j.
Under no circumstances should distance shooting take place or arrows be fired vertically.
k.
Spectators should remain some distance behind the shooting line.
APPENDIX A

RENFREWSHIRE COUNCIL: CHILDREN’S SERVICES SAFETY FILE

Each PE Department should have a safety file, the contents of which should be readily accessible to all staff, teaching and non-teaching, engaged in physical education. The file should be held centrally.
The file should be so organised that updated information may be added from time to time and while it must contain the information and documents detailed below, it will also be used for safety information relevant to the particular school or authority.

The following information must be provided within this file:-

1.
All documents relating to health and safety issued to the department by the Head of Establishment.
2.
The names of classes of pupils at risk, with necessary details.

3.
A record of annual safety checks.

A wide range of activities may be included in the school physical education programme. In an evolving situation the current code of practice reflects, so far as is reasonably practicable, the situations that might arise within the field of physical education. Teachers introducing new activities or involved in ones not covered in this booklet are advised to consult the employing authority. A list of associations from whom advice on training courses, and recommended safety practices may be obtained, is available from:-

Sportscotland 
Doges

Templeton on the Green

62 Templeton Street

Glasgow

G40 1DA

www.sportscotland.org.uk
APPENDIX B
RENFREWSHIRE COUNCIL: CHILDREN’S SERVICES 
SWIMMING: TEACHER/LEADER TRAINING RECORD

NAME OF TEACHER/LEADER:___________________________________________  
  
SCHOOL / ORGANISATION: _____________________________________________
TEACHING QUALIFICATION: ____________________________________________ 


(DEGREE/DIPLOMA/CERTIFICATE)

DATE AWARDED: ________________
LIFE SAVING/LIFE GUARDING QUALIFICATIONS
	AWARD
	VENUE
	DEPTH
	DATE
	EXPIRY



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


OTHER RELEVANT QUALIFICATIONS/TRAINING

	AWARD/

TRAINING COURSE
	VENUE
	DEPTH
	DATE
	EXPIRY



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STAFF SHOULD RETAIN ONE COPY OF THIS RECORD FOR PERSONAL USE. A SECOND MUST BE RETAINED WITHIN THE ESTABLISHMENT AS PART OF THE HEALTH AND SAFETY FILE. 

APPENDIX C
RENFREWSHIRE COUNCIL: CHILDREN’S SERVICES
SWIMMING/GENERAL PHYSICAL ACTIVITIES

MEDICAL INFORMATION/PARENTAL CONSENT FORM
SCHOOL / ORGANISATION: ___________________________________________  
 
SWIMMING POOL:
 __________________________________________________


FROM (date/time):
_________________

TO   (date/time):___________
Name of participant:  ________________ 

Date of birth: _____________

WHERE THE PARTICIPANT IS UNDER 18 YEARS OF AGE. THIS FORM MUST BE COMPLETED AND SIGNED BY PARENT/GUARDIAN:

1.
MEDICAL INFORMATION (to be completed by/for the participant)

Do you suffer from any conditions requiring medical treatment. including medication?
YES/NO

If YES, please give details:

b.
To the best of your knowledge, have you been in contact with any contagious or infectious diseases or suffered from anything in the last four weeks that may be contagious or infectious? YES/NO

lf YES please give details:

c. Are you allergic to any medication or any other substances?   YES/NO 
If YES, please give details:

d.
Have you received a tetanus infection in the last five years? YES/NO

If YES, please give date______________________
2.
EMERGENCY  CONTACTS

a.
In the event of an emergency please contact the following person:

 Name: __________________________________________________________________
Relationship to participant {Parent, Neighbour) etc_________________________________
Telephone number: Home:-_____________________

Work____________________
Address: __________________________________________________________________

__________________________________________________________________________

b.
Name/Address telephone number of family doctor:

3.
DECLARATION/ PARENTAL CONSENT

I agree to my son/daughter
 _____________________________________________(name) 
taking part in swimming with the above organisation.

I undertake to inform the teacher/instructor as soon as possible, of any change in the medical circumstances.

I agree to receiving emergency medical treatment, including anaesthetic, as considered necessary by the medical authorities.

Signature of Participant (for participants over 18 years of age): _________________________

Signature of Parent/Guardian {for participants under 18 years of age): ___________________
Date: _______________________

THIS FORM MUST BE RETAINED IN SCHOOL WHERE PARTICIPANT IS AN ADULT/RETURNING   STUDENT.

IN THE CASE OF COMMUNITY EDUCATION GROUPS AND VOLUNTARY ORGANISATIONS, THIS FORM MUST BE READILY AVAILABLE THROUGHOUT THE DURATION OF THE SWIMMING CLASS. 

APPENDIX D
RENFREWSHIRE COUNCIL :CHILDREN’S  SERVICES

SWIMMING POOL___________________________________
At the sign of a swimmer in difficulty carry out the following drill:

	1
	Clear the pool:


	Pupils should be trained to respond to a series of short blasts on a whistle by moving to the side quickly and looking to the teacher for further instructions.



	2
	If you are the only adult send someone for help
	Contact the nearest adult, eg the janitor, head of establishment, or a nearby teacher, if necessary get a pupil to use the telephone.


	3
	Assess the best method of rescue:


	The order of choice is:

a.
Reach out with a pole and buoyancy ring

b.
Throw a life belt

c.
Swim out and rescue



	4
	If required, carry out resuscitation :


	a.
Give mouth to mouth resuscitation

b.
Apply cardiac massage

c.
Use the resuscitator



	5
	Ensure the immediate telephone call of 999 for an ambulance:


	Under no circumstances leave the patient alone: send someone for the head of establishment.




Nearest doctor is:____________________________________________________________

__________________________________________________________________________
 


Ambulance - DIAL 999 - Ask for Ambulance

Head Teacher



Ext: _________________________
Janitor




Ext: _________________________
FIRST AIDER



Ext: _________________________
THE NEAREST TELEPHONE IS LOCATED: ____________________________________

APPENDIX E
RENFREWSHIRE  COUNCIL :CHILDREN’S SERVICES

SCHOOL:
_________________________________________________________ 


RECORD OF EMERGENCY DRILLS

	DATE
	CLASS & TEACHER
	COMMENT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


APPENDIX F
RENFREWSHIRE COUNCIL :CHILDREN’S SERVICES

SCHOOL:
___________________________________________________________
 


POOLSIDE EQUIPMENT CHECKLIST

	DATE
	CHECKED BY
	COMMENT
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