DEANS COURT CHAMBERS

Reference: APP-H-01


HEALTH AND SAFETY POLICY
OF

DEANS COURT CHAMBERS

24 ST JOHN STREET

MANCHESTER

M3 4DF

in accordance with

The Health and Safety at Work Act 1974,

The Offices, Shops & Railway Premises Act 1963

& The Management of Health and Safety at Work

Regulations 1992 & 1999

Section I: General Policy Statement

Our policy is to provide and maintain safe and healthy working conditions for all our employees, members and pupils by providing appropriate equipment, facilities and methods of work as may be required for this purpose.

The Head of Chambers is responsible for the above and will ensure that Chambers provides such information, training and guidance as is necessary to ensure that personnel working within Chambers can do so in a manner which does not endanger themselves or others.  This responsibility is delegated to the Health and Safety Committee who has management responsibility for the implementation of this Policy.

We also accept responsibility for others, visiting or working in proximity to our premises and who may be affected by our activities.  Chambers undertakes to ensure that appropriate levels of care are complied with to ensure their safety.

Chambers will undertake a formal assessment of risks at regular intervals to identify the protective measures necessary and will plan, implement and monitor those actions required.

Employees will be provided with health surveillance in relation to those occupational risks related to their work such as headaches, physical strain (through lifting heavy documents) and eyestrain.

To ensure the successful implementation of this policy, personnel will be allocated with specific responsibilities and these are defined in Section II of this Policy.  The practical measures required to implement this policy are defined in Section III.

This Policy will be reviewed in response to changing legislation, recognised best practice and recommendations made via independent risk assessments.

Signatures : ………………/…………….………..

Positions : …………………/……………….…….

Date : ……………………………….……………

For and On Behalf Of

Deans Court Chambers

Section II : Responsibilities for Health & Safety

1)
Health and Safety Officer responsible for:
· Co-ordination of regular Risk Assessments

· Planning and Implementing Protective measures identified as necessary

· Monitoring / Surveillance of measures to ensure they are maintained

· Provision of Information, Training & Guidance in respect of Health & Safety

· Display of relevant information

· Investigation of accidents and implementation of preventive measures

· Ensuring sufficient personnel are trained in the delivery of First Aid, and that such training is kept up

is Richard Whitehall, assisted by Health and Safety Representative Alex Jenkinson under the supervision of the Health and Safety Committee
2)
First Aid Officer responsible for:
· Recording accidents and deaths in the Accident Book

· Ensuring the First Aid Box is kept fully stocked

    is Alex Jenkinson
3)
First Aider(s) responsible for :
· Provision of First Aid if required

are Carol Murray (Manchester),Paula Garlick (Manchester) Ben Bennett-Williams (Manchester/ Preston), Owen Macro (Manchester)
4)
Fire Officer responsible for:
· Display and upkeep of information for emergency evacuation

· Co-ordinating evacuation and head count procedures

· Co-ordinating checks of fire extinguishers and fire alarms

· Liaison with the fire brigade for advice and issue of the Fire Certificate

is Alex Jenkinson as part of the Fire Risk Assessment process, and the fire wardens
5)
Everyone is responsible for:

· Behaving in a responsible manner so as not to endanger themselves/others

· Reporting hazards immediately to the Health and Safety Officer or  Alex Jenkinson
· Abiding by the guidance and information provided by Chambers

Key People: 

Health and Safety Committee – Richard Whitehall, Virginia Hayton, Anthony Singh, Jonathan Lally and Alex Jenkinson.

Health and Safety Officer – Richard Whitehall

Health and Safety Representative and Fire Safety Officer – Alex Jenkinson (Manchester)

First Aiders – Carol Murray (Manchester),Paula Garlick (Manchester) Ben Bennett-Williams (Manchester/ Preston), Owen Macro (Manchester)
Useful Contact NUMBERS

Emergency:



999

Hospital:



Manchester Royal Infirmary






Oxford Road 

Manchester 

0161 276 1234
British Safety Council :

0208 741 1231 
www.britsafe.org
ROSPA :



0121 248 2244
www.rospa.com
British Red Cross :


0844 871 11 11
www.redcross.org.uk
St John Ambulance :


0207 258 3456
www.sja.org.uk
SECTION III : PROCEDURES

1. Risk Assessments & Monitoring

1.1 Risk Assessments will be undertaken at regular intervals.

1.2 The assessments will be documented in the form of a report, which highlights action required to be taken to ensure Chambers is compliant with legislation and to reduce risks within Chambers.  The Health and Safety Officer or Representative will co-ordinate such action as is necessary to ensure the requirements identified in the report are completed within time-scales appropriate to the risk involved.

1.3 Risks assessments and ongoing surveillance will ensure that :

i. the fixtures, fittings and furnishings in Chambers are properly maintained and operated so as to avoid risk to persons employed, working in or visiting Chambers;

ii. corridors, passages and routes are kept clear of obstructions;

iii. equipment is maintained in accordance with manufacturer’s guidelines;

iv. working areas have suitable and sufficient lighting;

v. the temperature inside the premises is reasonable;

vi. a reasonable level of ventilation is maintained;

vii. premises are kept sufficiently cleaned and that waste materials are properly disposed of.

1.4 The Health and Safety Officer or Representative shall ensure that he/she has sufficient training and/or information available to enable him/her to conduct such surveillance in a competent manner.

1.5 Employees, members, pupils, visitors and other third-parties in Chambers could be exposed to the following risks and each of these are addressed in the Section Numbers indicated : 

· Fire






Section 3

· Terrorist Activity




Section 4

· Manual Handling Injuries


Section 5

· Equipment Hazards



Section 6

· Slipping & Tripping



Section 7

· Contractor’s Works



Section 8

· Accidents





Section 9

2.
Insurance

2.1 Anthony Singh shall ensure that the Employer’s Liability and Public Liability insurance of adequate cover is maintained in force at all times.  The insurance companies advise when policies are due to be renewed and the Health and Safety Committee shall review cover at that point.

2.2 Any claims to be made will be done by the Health and Safety Officer in accordance with the procedures defined in the policies themselves.  The Health and Safety Officer shall ensure that any terms and conditions of insurance cover are complied with so that in the event of a claim, the policy will not be void.

3 Fire Procedures

3.1
Signs setting out the action to be taken in the event of a fire are displayed at relevant points throughout Chambers.  A copy is attached at Annex I.  All personnel have been instructed as to this action and it is explained to new personnel on joining Chambers as part of their Induction Training.

3.2 Smoking is one of the commonest causes of fires and as a result, a ‘No Smoking’ policy has been adopted in Chambers and smoking is restricted to areas outside the building.  Chambers complies with the Health Act 2006 in respect of smoking on the premises.
3.3 Fire Extinguishers are located at key points throughout Chambers and are inspected annually by a qualified third-party to ensure they remain fully functional.  Numerous personnel have been trained in the use of fire extinguishers and know which ones to use for the different types of fires.

3.4 A fire assessment has been undertaken and actions implemented accordingly and a current Fire Certificate is held.  The Health and Safety Officer will liaise with the relevant parties, should any building alterations be made that are likely to affect the validity of the Fire Certificate (such as enabling easier access for the disabled).

4 Terrorist Activity

4.1
Everyone in Chambers has been made aware of the continuing risk of terrorist activity and, whilst there is no reason to believe that there is any specific threat to Chambers, it is prudent to take routine precautions.  The most likely methods of attacking organisations such as ours are:

· by planting a bomb or incendiary device or

· by sending an explosive device through the post or delivering it by hand.

4.
Terrorist Activity (Continued)

4.2
Bombs

4.2.1
Bombs can be concealed very easily in briefcases, handbags etc.  The chances of anyone successfully planting such a device may be minimised by:

· Good housekeeping – keeping all areas as tidy as possible;

· Controlling access – visitors to Chambers should not be allowed to proceed to private areas unless accompanied by a member of Chambers staff.  Reception should ask messengers to state the source of any items being delivered.

4.2.2
It is essential that vigilance is maintained by staff, members and pupils at all times.  Anyone finding a suspicious object should clear all people away from the immediate area and inform a fire warden or, in his/her absence, the Senior Clerk who, if the object cannot be accounted for, will order evacuation and inform the police.

4.2.3  Chambers employs a Bomb Threat procedure, which is attached at annex III.

4.3
Postal / Hand delivered Incendiary Devices

4.3.1 There are a number of indications, any one of which should alert you to the possibility that a letter or package is an explosive device.  These are as follows :

· Grease marks on the envelope / packaging;

· An odour of marzipan / almonds;

· Visible wiring or tin foil;

· Packages feeling heavy for their size;

· Uneven distribution of weight;

· Excessive packaging materials;

· Poor handwriting, spelling or typing;

· Wrongly addressed;

· Identified as from an unexpected source;

· Posted outside of Great Britain;

· Delivered by hand from an unknown source

4.3.2 If you are suspicious, keep calm and try to check the source / addressee.  Do not try to open, press, squeeze or prod it and do not put it in a container.

4.3.3 Having attempted to check the source / addresses and you are still suspicious :

· Leave the envelope / package where it is without touching it

· Evacuate the room

· Lock the door if possible and keep the key safe

· Inform the Health and Safety Officer,  Fire Safety Officer or Senior Clerk

5
Manual Handling / Lifting

5.1.1 Manual handling operations involve transportation or supporting of a load 
(including lifting, putting down, pushing, pulling, carrying or otherwise moving a load) by hand or bodily force.

5.2 
It is considered that the risk to personnel via this means is low provided that the 
following guidance is heeded.  All personnel are trained to lift and move items 
correctly.

· Assess the weight and distances of the item/s to be moved;

· Know your own limitations;

· Do not be afraid to ask for help – if it cannot be provided immediately, wait until assistance can be provided by others;

· Do not rush the operation;

· Look out for obstructions and remove them prior to transportation;

· Be especially careful when lifting from awkward places;

· Lift items by bending the knees and keeping your back as straight as possible 
6 
Safe Use of Equipment

6.1
All equipment in Chambers is subject to annual audit to ensure it is safe and functional to use.  All servicing and repairs to such equipment is carried out in accordance with the manufacturers instructions and where relevant by an approved third-party.

6.2 Small electrical appliances are subject to annual Portable Appliance Testing (PAT) which is conducted by a qualified electrician as shown on Chambers suppliers list.  This excludes personally owned equipment brought on to the premises so personnel should ensure they make their own arrangements to ensure such items are safe.
6.3 Employees are shown how to use equipment safely where necessary (including routine maintenance and replacement of toner / ink etc.) and the relevant handbooks are located close to the machines in case of query.

6.4 Personnel should take care not to touch anything electrical, including switches, if their hands are wet.

6.5 Members of staff are to switch of all lights and the photocopiers at the plug when securing for the night.  Fax machines should not be switched off.  Further details are provided in Chambers Security Measures checklist (App-H-02 to the Quality Manual).

6.6
Use of VDUs
6.6.1
The Health and Safety Officer shall ensure that post holders receive appropriate training and information regarding good practice.  Annual eye tests are provided on request for all staff using VDUs.


6.6.2
Display Screen Equipment users are subject to the following risks: 

· musculo-skeletal problems

· visual fatigue

· stress

6.6.3 Users are invited to study literature (see Annex II) on such risks.  Risk assessments will be carried out for all employees at least annually, any potential risks will be identified at the time of risk assessment and control measures enforced to prevent risk of injury while working at DSE (PC’s VDU’s). All employees will be asked to sign a declaration that they have received the advice and had their requests actioned.  If at any point users feel their circumstances have changed and require items such as copy-holders, foot rests, screen filters, and wrist rests or attention to general office environment such as lighting is required, they should advise the Health and Safety Officer or Representative at once.    
6.6.4 A full risk assessment in respect of display screen equipment has been carried out and implemented.

7.
Slipping & Tripping

7.1 The kitchen and washrooms are areas where slipping is most likely.  Anyone noticing a spillage should report the matter to Alex Jenkinson who will arrange to have the substance cleaned immediately.  If it is not possible to attend to the matter immediately, a sign notifying of the spillage will be drawn-up and put in a prominent place.

7.2 If possible, anyone spilling liquids should attempt to clean the area and dry the floor immediately.

7.3 All areas should be kept as tidy as possible and free from obstructions.  This includes members’ rooms as they may pose a hazard to staff and visitors.

7.4 If anything is seen to be causing an obstruction or other hazard, it should be moved if possible (taking note of the manual handling guidance provided) or otherwise reported to the clerks’ room.  If it is not possible to remove the hazard, the Health and Safety Officer or Representative must be informed so that its risk can be assessed and measures can be applied as appropriate.

7.5
Chambers employs a contract cleaning Company to maintain good standards of housekeeping and cleanliness.

8.
Contractors’ Works

8.1 The expected presence of any Contractors will be known to the Health and Safety Officer or Representative in advance of any works commencing.  S/he will jointly assess (with the Contractors) any likely risks to Health and Safety arising from such work.  If appropriate, the Contractors will be asked to provide a written assessment of the risks involved.

8.2 Any such risks identified will be brought to the attention of all personnel prior to commencement of the works and advice given as to how to minimise danger.  If appropriate, notices will be posted at relevant points in or around the premises to alert personnel to the hazards.

9.
Accident & First Aid Procedures

9.1
There are first Aid boxes located in the Kitchen on each floor of the building in Manchester and the Clerks room in Preston. Boxes are at prominent, accessible points and are kept fully stocked by the First Aid Officer.  It should be noted that the contents of First Aid boxes required under the Health and Safety (First Aid) Regulations 1981 do not include medications of any description, and the training of First Aiders under the Regulations does not include the dispensing of medication.  Medications including non-prescription analgesics, should not be dispensed except under medical supervision.  Personnel may bring their own analgesics onto the premises and it will be the choice of the ‘patient’ whether they wish to use such medication should these happen to be available.

9.2 Carol Murray, Paula Garlick, Ben Bennett-Williams, Owen Macro are trained First Aiders.  Chambers shall finance and organise refresher training at appropriate intervals.  The Health and Safety Officer or Representative shall monitor training intervals.

9.3 An accident book is maintained by the Health and Safety Officer or Representative who also ensures that where necessary, reports of accidents are made to the appropriate authorities.  Personnel must advise the Health and Safety Officer or Representative of any accident resulting in personal injury.

ANNEX I: FIRE PROCEDURES

FIRE ALARM PROCEDURE

NB:
The fire alarm will be tested every month to ensure it is working correctly and to familiarise you with the sound.

(1) In the event of a fire, there are two escape routes:

· The main staircase at the front of the building which leads to the front door.

· The spiral staircase at the back of the building which leads to the basement fire doors, which open on to Artillery Street.

(2) In the event of a fire, the fire alarm will be automatically set off via the smoke detectors.

(3) If you discover a fire that cannot be extinguished with a fire extinguisher, you must leave the building immediately via the nearest escape route.

· DO NOT USE THE LIFT

· DO NOT STOP TO COLLECT PERSONAL BELONGINGS

· DO NOT RE-ENTER THE BUILDING UNTIL YOU ARE TOLD TO DO SO
(4) Staff and Members of Chambers are to assemble outside St John  Street Gardens.  You must inform the Fire Wardens of your presence at the assembly point, as advised by the Fire Authority on their visit to DCC on 26/10/00

(5) Without endangering their own lives or those of others, the Fire Wardens must check that their allocated area has been cleared.  They must then inform the Fire Safety Officer or Senior Manager in charge that the floor is clear.

(6) Please find below a list of the appointed Fire Wardens and Fire Safety Officer:

· Fire Safety Officer Manchester:
Alex Jenkinson
· Fire Wardens Manchester:

Steven Byrne, Michelle Ormrod, 

Steve McCormick, Peter Conwell, Carol Murray, Melanie Owen, Paula Garlick.
· Fire Safety Officer Preston:

Amanda Wilson




· Fire Wardens Preston:

 
Steve McCormick, 
Peter Conwell.

(7) All Fire Wardens should ensure, without endangering their own lives, that all Staff are evacuated from their area and are present at the assembly point and inform the Fire Safety Officer.

(8) Each Member of Chambers or Member of Staff will be responsible for any visitors present during an evacuation.  They should be directed to the relevant assembly point.

(9) The Fire Service and the Health and Safety Executive have stated that they will have no hesitation in prosecuting any companies or individuals who fail to evacuate when the alarm is raised.
(10) Do not re-enter the building until the Fire Wardens/ Fire Safety Officer inform you that it is safe to do so.
(11) A laminated document entitled “Visitors’ Fire Alarm Procedure” (which is aimed specifically at visitors who attend Chambers in the evening for seminars, meetings, etc.) can be found on Reception.  A further copy can be found on the lectern in the Seminar Suite.

ANNEX II : TRAINING / INFORMATION FOR

DISPLAY SCREEN EQUIPMENT
These notes reflect the Health and Safetyguidance and legislaition effective from January 01, 1993 as amended by the Health and Safety(Micellaneous Amendments) Regulation 2002.  The legislation is designed to help minimise possible risks to those who use Display Screen Equipment (DSE) (eg PCs or VDUS).  The notes are circulated to those members of staff whose work involves substantial use of DSE for information concerning impact on working practices.  The Health and SafetyOfficer/ Representative will discuss them with individual users.

The possible risks to DSE users are : 

· Musculo-skeletal problems;

· Visual fatigue

· Stress

Potential problems can be avoided or minimised by following the recommended good practice as detailed herein.

Most jobs involve a mixture of work at the screen and other tasks.  It is suggested that you do not work at the screen for longer than 50 minutes in one go without taking a few minutes break (10 minutes is recommended in each hour).  This time can be spent on, for instance, delivering completed work, sorting out papers, telephone calls or filing.  If you find that this is consistently difficult to achieve, then discuss it with the Health and SafetyOfficer/Representative.  It should not be necessary to have formal rest breaks but in exceptional circumstances this might have to be arranged.

There is no conclusive evidence that DSE work causes eye problems, but it may make you more aware of difficulties that already exist.   Employees now have the right to an eye test at their employer’s expense to determine whether they need prescription glasses for screen work.  This does not mean that the employer has to pay for the spectacles.  Eye tests will be arranged each year for all employees inolved in substantial DSE work.

Screens should be cleaned regularly and this is undertaken by Chambers cleaners.

The following guidance is provided for best ergonomic conditions.  Personnel should review their own seating arrangements and adjust them accordingly.

i. you should seat yourself properly – upright, not slouched.  Chambers provides height adjustable chairs with lumbar support;

ii. make sure feet flat on the floor without too much pressure form the backs of legs. A footrest may be required.

iii. position yourself looking straight at the screen to avoid neck strain by turning your head constantly

iv. do not position yourself too closely to the screen;

v. the top of the screen should be at or below eye level, not above it in order to avoid eye strain.

vi. wrists (and elbows where possible) should be supported.

The legislation and further literature is available for review if required.

RISK ASSESSMENT FORM

DISPLAY SCREEN EQUIPMENT

Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002
User name:









Date of this assessment:



Assessment carried out by:


	1
	DISPLAY SCREEN
	YES
	NO

	1.1
	Are the characters clear and readable?
	
	

	1.2
	Is the text size comfortable to read?

	
	

	1.3
	Is the image stable, i.e. free of flicker and jitter?
	
	

	1.4
	Is the screens specification suitable for its intended use?
	
	

	1.5
	Are the brightness and/ or contrast adjustable?
	
	

	1.6
	Does the screen and tilt?
	
	

	1.7
	Is the screen free from glare or reflections?
	
	

	1.8
	Are adjustable window coverings provided and in adequate condition?
	
	


	1) Problems Identified / Actions required (to be completed by the assessor)

	


	2)
	KEYBOARDS
	YES
	NO

	2.1
	Is the keyboard separate from the screen?
	
	

	2.2
	Does the keyboard tilt?
	
	

	2.3
	Is it possible to find a comfortable keying position?
	
	

	2.4
	Does the user have a good keyboard technique?
	
	

	2.5
	Are the characters on the keys easily readable?
	
	


	2) Problems Identified / Actions required (to be completed by the assessor)

	


	3
	MOUSE, TRACKBALL ETC
	YES
	NO

	3.1
	Is the device suitable for the tasks it is used for?
	
	

	3.2
	Is the device positioned close to the user?
	
	

	3.3
	Is there support for the device user’s wrist and forearm?
	
	

	3.4
	Does the device work smoothly at a speed the suits the user?
	
	

	3.5
	Can the user easily adjust software settings for speed and accuracy of pointer?
	
	


	3) Problems Identified / Actions required (to be completed by the assessor)

	


	4
	SOFTWARE
	YES
	NO

	4.1
	Is the software suitable for the task?
	
	


	4) Problems Identified / Actions required (to be completed by the assessor)

	


	5
	FURNITURE
	YES
	NO

	5.1
	Is the work surface large enough for all the necessary equipment, papers etc? 
	
	

	5.2
	Can the user comfortably reach all the equipment and papers they need?
	
	

	5.3
	Are surfaces free from glare and reflection?
	
	

	5.4
	Is the chair suitable/ stable?
	
	

	5.5
	Does the chair have working: seat back height and tilt adjustment/ seat height adjustment/ swivel mechanism/ castors or glides?
	
	

	5.6
	Is the chair adjusted correctly?
	
	

	5.7
	Is the small of the back supported by the chair’s backrest?
	
	

	5.8
	Are forearms horizontal and eyes at roughly the same height as the top of the VDU?
	
	

	5.9
	Are feet flat on the floor, without too much pressure from the seat on the backs of the legs?
	
	


	5) Problems Identified / Actions required (to be completed by the assessor)

	


	6
	ENVIRONMENT
	YES
	NO

	6.1
	Is there enough room to change position and vary movement?
	
	

	6.2
	Is the lighting suitable, eg, not too bright or too dim to work comfortably?
	
	

	6.3
	Does the air feel comfortable?
	
	

	6.4
	Are levels of heat comfortable?
	
	

	6.5
	Are levels of noise comfortable?
	
	


	6) Problems Identified / Actions required (to be completed by the assessor)

	


	7
	FINAL QUESTIONS TO USERS….
	YES
	NO

	7.1
	Has the checklist covered all the problems you may have working with your VDU?
	
	

	7.2
	Have you experienced any discomfort or other symptoms which you attribute to working with your VDU?
	
	

	7.3
	Have you ever been informed of your entitlement to eye and eyesight testing?
	
	

	7.4
	Do you take regular breaks working away from VDUs?
	
	


	Write details of any problems here:




User signature ……………………………………………


Date ………………………

Assessor signature ………………………………………


Date ………………………

(Health and Safety Officer)








To be completed by the Health and SafetyOfficer
Appendix III

BOMB THREAT PROCEDURE

1.
In the event of a bomb threat, the Fire Safey Officer will advise you by means of the telephone pager system.
2. Staff and Members of Chambers are then advised to leave the building immediately.  A map is attached, showing the assembly area in the Castlefield Arena, opposite the Museum of Science and Industry on Liverpool Road.  

Please note that this area is only to be used in an extreme emergency, ie. a specific major incident such as a gas leak or bomb threat.  The designated area for fire evacuation remains unchanged.

3. If a Member of Staff receives a bomb threat directly they should follow the procedures set out in the guideline (copy attached).  Staff should then inform the Fire Safety Officer or the Senior Clerk.

4. The Fire Safety Officer must inform the Police and evacuate the building immediately.

5. Evacuation procedures and Wardens shall be same as in the fire procedures but the assembly point will be at Castlefield Arena.

	GUIDELINE – HANDLING TELEPHONE BOMB THREATS



	STAGE ONE:
	Signal the nature of the call to a colleague who should inform the Senior Clerk or the Fire Safety Officer who will contact the police immediately.



	STAGE TWO:
	Write down exactly what the caller is saying; in particular any information about the location of the device.  Record the message in the space below.  Note any specific code words.



	STAGE THREE:


	Attempt to extend the conversation in order to obtain more information.  Use the questions below:

· When is the bomb going to explode?

· Where is it right now?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Did you place the bomb?

· Why?

· What is your name?

· What is your address?

Consult the Senior Clerk/ Fire Safety Officer before replacing the handset in case the police are trying to trace the call.

	STAGE FOUR:
	After the call, complete the form below immediately and hand it to the Incident Control Officer.  Answer or tick the questions as appropriate.




	Message: (Exact Words)




FORM TO BE COMPLETED BY RECIPIENT OF CALL

Telephone Number at which call received:

· Time:






· Date:

· Length of Call:

· Sex of Caller:

· Age:

· Nationality:

Threat Language:

· well spoken

· incoherent

· irrational

· foul

· taped

· message read by threat maker

Caller’s Voice:

· calm

· angry

· excited

· slow

· rapid

· lisp

· loud

· laughter

· crying

· nasal

· stutter

· deep breathing

· raspy

· deep

· ragged

· clearing throat

· accent

· familiar

· normal

· distinct

· slurred

· disguised

· soft

If the voice sounded familiar, who did it sound like?

Background sounds:

· street noises

· crockery

· booth

· local

· factory machinery

· motor

· static

· long distance

· office machinery

· clear

· PA system

· noises

· other

· voices

· animal

· music

Signature …………………………………….. Date ……………………………

Appendix IV

BURGLAR ALARM PROCEDURE

There are two alarm key pads in Chambers.  One is situated on the left-hand wall just inside the glass door at the front of the building.  The other is situated on the right hand wall immediately round the corner as you open the door to the back staircase from the garage.

The building must be alarmed at all times when Chambers are unoccupied.

It is your responsibility, if you are the only person left in the building, to ensure that the alarm is set before you leave Chambers.  It is also your responsibility to deactivate the alarm if the building is alarmed when you enter.

DEACTIVATING THE ALARM ON ENTRY Front door/ Garage door

On entering the building if there is no alarm tone this means the alarm has already been deactivated and the building should be occupied.  If, on entering the building, the entry tone sounds, you must deactivate the alarm.  Once the alarm has been deactivated, it is safe to enter the building.

Deactivating the Alarm Front door/ Garage Door

Hold the fob on to the lower right hand corner of the alarm pad cover and wait for ‘System Unset’ to show on the display panel, this will indicate that the alarm system has been deactivated.

Prior to Setting the Alarm

When leaving the building, it is vitally important that you ensure there is no-one else in the building before you set the alarm.

Please follow the procedure below before setting the alarm:

· Go to the Reception Desk, where you will find a laminate with a key attached to it by a piece of pink tape.  

· Go to the Fire Alarm pad in the main front hallway and unlock the screen with the key attached to the pink tape.

· There are four buttons marked:-



Mute/Silence
Evacuate
Reset
     Isolate

Press “Evacuate”.  This will activate the fire alarm and a bell will ring. Then press mute to silence the bell.   Activate the fire alarm and mute three times.  

· Close the glass screen to the fire alarm and return to the Reception Desk – anyone in the building hearing the 3 bells should immediately dial:-

271 – (Reception)

· If, after a reasonable period and no less than 1 minute, no-one replies to either of these warnings, then you must set the burglar alarm and exit the building.
SETTING THE ALARM ON EXIT
Front door/ Garage Door

Hold the fob on to the bottom right corner of the panel until you hear a long tone and see the timer start to count down.

1. Remove your alarm fob and the alarm will bleep twice to indicate that the alarm activation procedure is in progress. Exit immediately.  

2. Wait just outside the door until you hear a further 2 beeps sound, this confirms that the alarm is now set.  

3. If exiting through the front door please ensure that the black door is locked properly by closing the door and turning the key to double lock the door from the outside. 

If you should forget your fob and try to use the old four-digit code, this will not activate/deactivate the system.  Furthermore, if the old system is used three times in succession, the alarm will sound.

Because each fob has a unique number, in the event of a false activation, the new system will allow us to identify which fob holder was responsible for an incorrect setting or deactivation of the system, we can also identify users by CCTV.

If the alarm has been set while you are in the building and you accidentally trigger the alarm, remain where you are  do not attempt to disarm the alarm as passing through the sensors will automatically alert the police. Call Custodian (everyone who has received alarm training will have entered this number onto their mobile) on 0844 879 1703 and give them the reson why the alarm has been activated i.e. set whilst you were still on the premises.  They will ask you for the password and let you know if it is safe to disarm the alarm.     Ask if G4S Security Services or the Police have been advised.  If yes to both, advise Custodian to cancel the police and dial 0870 333 1506 immediately to cancel G4S Security Services attending site.  This avoids their call-out charge.

You must then reset the alarm by informing the monitoring station of the four digit code displayed on the alarm key pad.  The monitoring station will either ask you to call a keyholder or give you a six digit code to punch into the key pad.  This will deactivate the alarm and enable you to re-set it.  The alarm can then be set in the normal way.  (If you are having difficulty with this please contact a keyholder who will be able to assist). 

It is vital that these procedures are followed and anyone not following these procedures can be identified and will be held accountable for any loss due to negligence. 

Intruder
If you are in Chambers and hear an intruder, you must ring the police straight away and wait for their arrival.  DO NOT TRY TO CONFRONT AN INTRUDER UNTIL THE POLICE ARRIVE.
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