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POOL OPERATING MANUAL 
 

1. Pool Water Levels 

The water level in the pool must be maintained at or above the mid-height of the 
highest of the two pool skimmer inlets.  If the water level drops below a skimmer 
inlet, air will enter the pump and damage the pump.  If necessary stop the pump and 
put extra freshwater in the pool. 

2. Start of Pump and Filters after Pool Filling 

Note:  This section of the manual is to be read in conjunction with Attachment A Pool 
Pipework Diagrams. 

Check that all isolating valves (A, B, C, D and E as shown in Attachment A) are 
correctly set to allow flow from the skimmers to the trailer, through the pump, 
through the filters, through the heat pump and then 50/50 split through the on-line 
chlorinator and then to the pool return nozzles. 

Check whether the basket on the trailer is filled with water by viewing through the 
clear plastic lid.  If it is not filled with water, remove the basket lid and this should 
allow some water to flow through the pipes into the basket.  Otherwise, pour some 
water into the basket so there will be water available to prime the pump and then 
reclose the basket. 

Start the pump.  The water flow will surge several times initially until all air has been 
purged from the system.  An incorrectly seated basket in a pool skimmer can cause air 
to enter the pumping system.  Removing and then reseating these may assist if the 
system is having some trouble expelling all of the air. 

3. Start of Heat Pump after Pool Filling 

Ensure that the water pump is running and that air is purged from the system. 

Switch on the heat pump at the large switch on the trailer power board.  A green light 
will appear on the heat pump control panel.   

Do not touch the “SET” button on the heat pump panel.  This is for technician use 
only.  If the “SET” button has been inadvertently pushed, do not touch it again.  After 
a delay it will automatically reset to the original settings for this pool. 

After a delay of 2 minutes, the heat pump fan will start. 

The temperature indicated on the heat pump panel normally displays the actual pool 
water temperature.  Use the buttons with the up or down arrows on the heat pump 
panel to adjust the temperature to the required 28 degrees C.  The panel will 
temporarily show the desired temperature that you have entered and then revert to 
showing the actual water temperature.  However, the heat pump controls will 
remember the temperature that you have entered.  If you wish to see the temperature 
that you have entered, press an up or down arrow button and the entered temperature 
will be displayed temporarily again.  (The Ultra Model heat pump requires both arrow 
buttons to be pressed simultaneously before the temperature can be altered) 

After a few minutes the heat pump compressor will start and a red light will appear on 
the control panel indicating that the heating has started. 
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4. Subsequent Stopping and Starting of Pump 

The pump can usually be stopped and started without any need for further air purging 
from the system.  The heat pump should always be turned off when the water pump is 
off. 

5. Subsequent Stopping, Starting and Operation of Heat Pump 

Restarting is as for 3. above. 

6. Electricity Conservation Measures 

The electricity used in the heat pump is the largest operating cost item for the pool. 

The most effective cost saving measure is to always put the pool cover on the pool 
when it is not in use. 

The school may elect to minimise electricity consumption by keeping the pool setting 
to the minimum recommended internationally, which is 28 degrees C. 

Other measures could include switching off the heat pump overnight or at weekends.  
The timing of the restart of the heat pump must take account of the time needed to 
return the pool to the desired temperature for swimming lessons.  The school would 
have to determine the best regime by experimentation. 

See section B2 for details on setting the timer for the Heat Pump. 

7. Pool Chemical Treatment 

The School is responsible for ensuring the health of the pool users by correctly 
maintaining the pool treatement.  Written records of the pool water testing must be 
kept to demonstrate that the treatment has been maintained correctly. 

The pool water is treated by: 

o In line chlorinator on the pool trailer and, 

o Manually testing and adding additional chemicals to supplement the 
treatment. 

The in line chlorinator requires the addition of chlorine tablets from time to time.  Up 
to 5 tablets may be placed in the chlorinator at a time.  Twice per week, open the 
chlorinator and add more tablets.  To open the chlorinator, the water pump and the 
heat pump must be stopped and valves A and B must be operated to isolate the 
chlorinator as shown on the 3rd page of Attachment A. Make sure the tablets do not 
press down on the internal tube when screwing back the chlorinator top.  After 
restocking the chlorinator with chlorine pills, return the valves A and B to their 
original positions as shown on the first page of Attachment A and restart the water 
pump and heat pump. 

For the instructions on manually testing and adding additional chemicals refer to the 
water testing and treatment instructions included in Attachment C. 

8. Faecal Incident 
In the event of a known faecal discharge into the pool, all pupils must leave the pool 
immediately and shower if shower facilities are available. 

All of the visible faecal material must be scooped out of the pool immediately. 

Instructions regarding the remaining action to be taken are given in Attachment D 
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9. Microbiological Testing 
Microbiological testing of the pool water must be carried out twice per school term.  
The first test should be after 4 weeks of use and the second test after 8 weeks of use. 

For schools in the Auckland region– Watercare Services Laboratory will take the 
samples and carry out the tests. 

For schools outside Auckland – samples are taken by the schools in accordance with a 
prescribed procedure, packed with ice in a disposable chilly bin and couriered to 
Watercare Services Laboratory for testing.  

The tests will be per Table 4 of NZS 5826:2010 (pg 22).  

The school must contact Watercare Services Laboratory (N (Neb) Svrzikapa)), Ph 
(09) 538 7600 to arrange this. 

The results are to be sent to PoolsiNSchoolZ and the school.  

Please contact either David Brown Ph 021 594715 or Ian Calhaem (09) 579 0512,  
021 936785 if you require any further information. 

10. Backwash of Filters 
To ensure that the water in the pool is treated correctly and ensure the maximum life 
of the filter media, it is necessary to backwash the filters regularly. 

 

It is recommended to back water the filters once per week to keep the filters clean and 
thus minimise the use of chemicals – it only takes a few minutes. 

To carry out a backwash do the following: 

o Connect the flexible hose that is provided on the trailer to the waste 
connection on the side of the trailer.  Direct the hose to a grassed area or to 
a sewer sump.  The backwash water should not go into a stormwater sump. 

o Stop the heat pump and then the water pump. 

o Change the valve settings that are on top of the filter bodies from “Filter” 
position to “Backwash” position (Refer to page A-6 of Attachment A for 
the diagram that shows the valves correctly set to the backwash position). 

o It is recommended to clean one filter at a time. i.e. change the left hand 
valve to :Backwash” leaving the other set to “Filter”. 

o Start the pump and water will pump out of the waste pipe.  Continue the 
backwash until waste water runs clear. While backwashing, check that the 
water level in the pool does not drop below either of the skimmer inlets.  If 
necessary, stop the pump and add freshwater to the pool. 

o When the backwash has reduced the filter pressure gauge readings to the 
start-up readings (about 90kPa), stop the pump and change the right hand 
filter to “Backwash” and return the left filter to “Filter”. Restart the pump 
and clean the second filter. Finally return the right hand valve on top of the 
filter body to the original setting for filter operation and restart the pump 
and the heat pump. 

o Add fresh water to the pool to bring the water level to about mid-height on 
the highest of the two pool skimmer inlets. 

11. Units fitted with Cyclone Filters 

Some trailers are fitted with a cyclone filter between the water pump and the sand 
filters. This is to remove the larger particles before they enter the sand filter, so 
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minimising the need to backwash. When the sight glass shows a build up of dirt, place 
a bucket under the outlet and open the tap till approximately 1 bucket full is removed. 
Leave the water pump running. 
12. Cleaning Pool Baskets 

There are baskets in each pool skimmer box (pool outlet) and a basket in the pool 
trailer to collect hair and debris.  These must be checked daily and cleaned sufficiently 
frequently to have a minimal accumulation of hair.  The hair affects the chemical 
content of the pool water passing though it and increases the amount of chlorine 
dosing that is required for the pool. 

The pump and heat pump should be stopped before cleaning these baskets.  To clean 
the basket on the trailer valve C must also be closed as shown on 4th page of 
Attachment A.  Remember to reopen this valve before restarting the pump. 

13. Pool Gates 

To comply with pool safety regulations, the pool gates are equipped with self-closing 
springs on the hinges.  The gates must self-close when released at an opening of 100 
mm. When not in use gates must be kept closed and should never be tied open. 

It is suggested that the gates are not locked, because it is suspected that unauthorised 
individuals may try to gain access to the pool by slashing the cover when they find 
that the gates are locked. 

14. Steps to Access Pool Platform 

The lower set of steps is part of a pool-safety compliant fence giving a second barrier 
to small children entering the pool (the first barrier is the pool marquee and gates).  
These are hinged so that they can be raised and locked in the up position to act as a 
gate.  The steps should be put in the raised position when each class finishes in the 
pool to guard against unsupervised entry to the pool by small children.  It is 
particularly important to leave the steps in the raised position when the last class of 
the day leaves the pool. 

15. Mat under Feet of Pool Steps 

A black rubber mat is provided to go on the bottom of the pool under the feet of the 
pool entry steps.  It is important to have this in place to prevent the feet of the steps 
damaging the pool liner.  Check frequently to ensure that this mat is in place. 

16. Vacuum Cleaning of the Pool Floor 

The pool floor should be cleaned from time to time to remove build-up of dirt that 
settles to the pool floor.  An automatic pool vacuum cleaner is provided by Pools iN 
SchoolZ for sharing amongst a group of schools.  Arrangements should be made to 
ensure that one of these vacuum cleaners is brought to your school for use.  Contact 
Pools iN SchoolZ to arrange to borrow a vacuum. 

Inside the vacuum cleaner is a dirt collection bag, similar to that found on ordinary 
household vacuum cleaners.  Remove this bag from the unit and clean it.  Then 
reinstall the bag. 

The pool vacuum cleaner is electrically driven.  The power supply cable should be 
plugged into the power outlet on the pool trailer switchboard.  It is best to feed the 
electric cable into the pool from the end furthest from the pool entry steps, otherwise 
the cleaner may tangle the slack cable around the steps.  Feed the electric cable into 
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the pool without tangles.  Tie the electric cable to a pool upright at a length which just 
allows the vacuum cleaner to reach the far end of the pool and not go under the steps. 

Before switching on the power, hold the vacuum cleaner head underwater in the 
inverted position to allow air to escape.  If the air is retained, the head will not sink to 
the bottom of the pool.  Lower the vacuum cleaner head to the bottom and switch on 
the power.  The cleaner head should then automatically rove around the pool. 

Three hours operation should be sufficient to clean the pool bottom.  If left running 
the vacuum cleaner will automatically stop after 3 hours. 

17. Marquee Cover Tension 

Ensure that the marquee top cover tension is maintained.  A loose cover will flap 
excessively in the wind and chaff and develop holes where it rubs against the marquee 
frames.   

When looseness in the top cover is detected, tighten in the following order: 

First, untie and tighten the four choke ropes (perimeter tapes) that are in the 
ends of both coves to pull the cover down between the butted end frames and 
over the outer end frames and retie.  These must be very tight.  If necessary 
place a foot on choke rope and pump the foot to gain extra tension. 

Second, check and tighten all ratchet straps at the bottom edges of the cover. 

18. Security Camera Operation 

The security camera inside the trailer will operate continuously provided that it is 
connected to the electrical socket on the trailer switchboard. 

When the camera detects movement, it will turn to the area of movement and follow 
the movement.  At night the light on the camera will also operate. 

In the event of wanting to view the recording made by the camera, contact Pools iN 
SchoolZ 

19. Safety Horn 

An air-powered safety horn is supplied to be kept in the pool marquee. It is recharged 
after use with the supplied air pump. 

This is to provide a means for a teacher to summon extra help in the event of an 
incident occurring in the pool which prevents the teacher from leaving the pool, for 
example while assisting a pupil in difficulties. 

The school must arrange a signalling procedure for use of the horn and instruct school 
staff in the agreed procedure. 

20. Cleaning Pool Carpets 

If is it desired to clean the carpets, they may be cleaned in-situ when they are on 
asphalt or concrete surfaces.  The cleaning may be carried out by distributing 
detergent or shampoo on the carpet and hosing with a low pressure waterblast or with 
a handheld hose and broom.  Excess water can be removed from these with a wet 
vacuum cleaner or squeegee. 
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21. Care of Life Vests 

At the end of each swimming day, the life vests should be washed in fresh water (not 
pool water) and hung to dry.  This is required to obtain maximum life from the vests 
and minimise the build-up of chlorine in them. 
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22. Common Problems and Solutions 

 Air bubbles on pool surface in vicinity of eye balls 
o This is usually caused by one of the baskets in the pool skimmers 

becoming dislodged and allowing air to be sucked in. 
Solution: 

 Reseat the skimmer basket and the bubbles will disappear in 
about 1 min. 

 If the problem reoccurs then the baskets can be held down with 
a rounded pebble. Make sure the pebble is larger than the hole 
in the bottom of the skimmer. 

 Chlorine level drops quickly 
o This is usually caused by hair in the baskets. 
Solution: 

Remove hair from baskets per Section 11 and the plumbing 
diagram on page A-5. 

o Chlorine is normally maintained by the TriChlor tablets in the inline 
chlorinator. If the tablets have been used up the chlorine will drop 
throughout the day. 

Solution: 
 Add more TriChlor tablets to the inline chlorinator. Refer to 

Section 7 and the plumbing diagram on page A 4. 
 Heat Pump has a thick layer of ice on the back and sides 

o A light frosting of ice is normal. The Heat Pump periodically switches 
to defrost mode to blow hot air onto the ice to melt it. 
A thick layer of ice is abnormal. 
To remove the ice, switch off the Heat Pump and hose the ice with 
water at normal temperature. When the ice has melted turn on the Heat 
Pump again. If the problem persists call PoolsiNSchoolZ for advice. 

 Heat Pump shows an error code and shuts down 
o The Heat Pump is intelligent and has a number of built in features to 

shut the pump down in the event of a problem. The most likely 
problem is a lack of water which will result in a low flow error. 

Solution: 
 Refer to the plumbing diagram on page A2. 
 Check ALL the valves as any one will cause a low flow error. 
 Each valve should be pointing in the direction shown in 

diagram A1. 
 Pressure on Filters higher than normal > 100pa 

Solution: 
 Check all valves as above. 
 Check water is flowing out of the skimmers and is being 

returned through the eyeballs 
 If the first 2 checks are OK then you will need to backwash as 

discussed in section 10. 
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23. Contact Details for Help 

In the event of help with understanding the operating instructions for the pool or 
rectifying any malfunction of the pool, please contact: 
 
In the first instance: 

 
Ian Calhaem 
Ian.Calhaem@Hunterville.org 
Ph: 09 579-0512 
Mob: 021 936-785 
Fax: 099 579-0510 

 
If Ian Calhaem is not available please contact: 

 
David Brown 
david.brown@poolsinschoolz.com 
Mob: 021 594715   
 

Or 
Graham Barker 
graham@PoolsiNSchoolZ.com 
Ph: 09 528 3634 
Mob: 021 528364 
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Attachment A 

POOL PIPEWORK DIAGRAMS 
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Attachment B 

POWER SUPPLIES 
 
Most PoolsiNSchoolZ Pools are powered by a single phase 32 amps supply which is 
the same as used by the Dental and Life Education vans. 

PoolsiNSchoolZ pools installed in the South Island are fitted with a larger capacity 
heat pump which requires a 3 phase 32 amp supply. These are identified by a 5 pin 
socket instead of the 3 pin socket used for the single phase.  

It is very important that the outlet is protected with a Residual Current Device (RCD) 
and this is a legal requirement as the output is in a “damp” environment. i.e. is 
outside. We have discovered some installations that do not have this RCD fitted on 
the School power board but it can and must be retrofitted before the Pool is plugged 
in.  

The trailer power supply has its own RCD protection fitted, and MK II single phase 
and all three phase trailers are also fitted with an Energy meter and a timer which will 
allow the heat pump to be turned off during the night to save power. 

Each PoolsiNSchoolZ trailer is supplied with a Certificate of Compliance. 

 
 

B2 Operation of the timer 
B3 Single Phase electrical board layout MK I 
B4 Single Phase electrical board layout MK II 
B5 Three Phase electrical Board layout 

 
 



 
 

© Adam Brown Water Safety Trust,PoolOperatingManualV10.doc  B2 

 
 

TIMER 
The timing unit is a simple mechanical design. It consists of a rotating disc with a 
series of tabs that can be moved sideways to cover the red markers. When the red 
markers are covered the power to the heat pump is off. At the bottom of the timer is a 
vertical switch to override the timing tabs. 

The water pump runs continuously to maintain the chemical balance of the pool 
water. 
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Single Phase Mk II 
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Three Phase 
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Attachment C 

CHEMISTRY 
 
Refer to the following Discussion, Calculation Tables, and Measuring instructions. 
 
The cost of pool chemicals is the responsibility of the School, but PoolsiNSchoolZ 
has negotiated very competitive rates for pools chemicals.  
 
This has enabled us to bulk supply each school with a starter chemical kit that should 
last for the term, apart from the liquid chlorine which has a limited shelf life and 
needs to be replenished when required. 
 
You can obtain additional chemicals by filling in the order form and emailing it to 
Info@poolsinschools.com  
 
List A chemicals can be delivered anywhere in the country (additional freight charge), 
but chorine products in List B have to be collected as they are classified as hazardous 
goods.  (In Auckland TriChlor Tablets can be delivered with List A chemicals) 
 
You may download1 the Purchase Order Form from:  

http://www.poolsinschoolz.com/docs/PurchaseOrder.pdf   

                                                 
1 Users of Mac Lion OS will need to download the file before they can view it as Lion browsers are not  
compatible with Acrobat forms.  
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Attachment D 

FAECAL INCIDENT INSTRUCTIONS 
 
Refer to the following CDC Healthy Swimming instructions. 
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