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1 Introduction 
 
1.1 Health and safety in a small group or society like SANHS means all the ways that we think about the 

welfare of members, volunteers, participants, and the general public. It is about working together as a 
group to make sure we have taken all reasonable steps to prevent avoidable accidents and protect people 
from getting hurt.  The aim of this document is to ensure SANHS delivers its objectives with due care for 
those involved with the Society’s activities. 

 
1.2 A responsible voluntary sector organisation such as SANHS, recognises its duty of care to staff, members 

and volunteers.  A robust Welfare Policy is part of this process to satisfy the Society’s duty of care and 
provide a formal framework within which to work. SANHS also has a Risk Management Policy and a 
Safeguarding Policy, which together are the key procedural documents for the health and safety 
processes in the Society (Appendices 1 to 8). Also attached are the SANHS Volunteer and Complaints 
Policies (Appendices 9 and 10), and Emergency and security Policies (Appendices 11 to 13). 

 
1.3 The responsibility for ensuring that the policies are being observed and are being effective is through 

monitoring on a regular basis through the Executive and the Board.   
 
1.4 SANHS has three issues to consider under health and safety: 

(i) the operation and management of the SANHS Office; 
(ii) the Society’s outreach activities by way of walks, talks, excursions, excavations, surveys and 

fieldwork 
(iii) the safety of visitors to SANHS’ properties 

 
2 The Board of Trustees Responsibilities and Reporting 
 
The Board formally and publicly accepts its collective role in providing health and safety  
leadership for SANHS by adopting a Welfare Policy. Strong leadership is vital in delivering effective health and 
safety risk control and everyone in the organisation should be committed to improving health and safety 
performance and understanding the principles in delivering the policy. The Welfare Policy should be a working 
document, to be reviewed annually, and subject to amendment and improvement.  
 
The Board recognises its role in engaging active participation with its employee and volunteers in improving 
health and safety. The Board does not have sufficient employees to require a formalised consultation process and 
this input is best achieved by having regular updates at Executive Group meetings with the Office Manager and 
occasional consultation with the Chairs of Committees. 
 
The Board will ensure that it is kept informed of and alert to relevant health and safety risk management issues by 
nominating a trustee responsible for welfare. The trustees will ensure that the Board’s Welfare Policy and 
responsibilities are being properly discharged and will: 
  

• Review the health and safety performance regularly (at least annually) and after any accident has been 
reported.   

• Retain records of risk assessments in the office. Any accidents or mishaps will be reported to the Office 
Manager and the Chair of SANHS via the Incident Reporting Form (Appendix 3). 

• Appoint a Board member who will act as welfare lead, monitor health and safety practices and write the 
annual review reports. 

• Be kept informed immediately of any health and safety failures and outcome of investigations into their 
causes. 

 
By appointing a welfare lead for the Board, SANHS will have a trustee who can ensure that health and safety is 
always on the agenda.  The Chairman and Hon. Secretary will also have a critical role to play in ensuring risks are 
properly managed and that the welfare trustee has the full support of the whole Board.  
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3 Summary of Legal Responsibilities 
 
The main responsibility for ensuring the health and safety of workers and for reducing risks to others affected by 
work activities (including volunteers, members and members of the public) rests with employers (section 2 and 3 
of the Health and Safety at Work Act 1974). The Society will ensure that workers and volunteers are aware of the 
Welfare Policy.  This will be achieved by circulating this Policy and its appendices to the Office Manager and all 
volunteers, particularly if they start to work within the Somerset Heritage Centre. The Welfare Policy will be 
posted on the Society’s website. Trustees and Committee Chairs will all receive a copy of the Policy. 
 
Employees and volunteers are required to take reasonable care for their own health and safety and that of other 
people who may be affected by their actions and to co-operate fully with their employer. It is the duty of every 
volunteer and employee: 
 

• To take reasonable care for the health and safety of themselves and of other persons who may be 
affected by their acts or omissions at work.  

• As regards any duty or requirement imposed on SANHS as employer, to co-operate with them so far as is 
necessary to enable that duty or requirement to be performed or complied with 
(Section 8, Health and Safety at Work Act, 1974). 

• Not to intentionally or recklessly interfere with or misuse anything provided in the interests of health, 
safety or welfare in pursuance of any of the relevant provisions. 

 
The general duties of the employer, SANHS, are to:  
 

• Assess the work-related risks faced by employees and by people not in their employ. 

• Have effective arrangements in place for planning, organising, controlling, monitoring and reviewing 
preventative and protective measures. 

• Appoint one or more competent persons to help in undertaking the measures needed to comply with 
health and safety law. 

• Provide employees comprehensive and relevant information on the risks they face and the preventative 
and protective measures that control those risks. 

 
Trustees should be aware that where “a body corporate” commits a health and safety offence and the offence is 
committed with the consent or connivance of, or was attributable to any neglect on the part of, any director, 
manager, secretary or similar officer of the body corporate, then that person (as well as the body corporate) is 
liable to be proceeded against and punished (Section 37, Health and Safety at Work Act 1974).  
 
4 Risk Management and Risk Assessments 
 
The management of risk is an integral part of corporate governance for good management, business control and 
strategic planning and SANHS Board has a standing item of risk management on every agenda.  This is detailed in 
the Risk Management Policy (Appendix 1).  For work conducted at the Somerset Heritage Centre, whether in the 
SANHS office or in other parts of the centre, the hazards are fewer than is the case in outreach activities around 
Somerset.   
 
4.1 Risk Management of SANHS Office 
 
SANHS is hosted in the Somerset Heritage Centre by way of a lease from Somerset County Council. The South 
West Heritage Trust is the controlling body of the centre and has overall responsibility for all those within its 
buildings and curtilage whether staff, allied organisations, volunteers or general public. As such all are bound by 
the SWHT rules for health and safety, security and evacuation (Appendices 11, 12 and 13).  
 
SANHS’ Welfare Policy must recognise and sign up to these procedures and regulations as well as ensuring that its 
employees, members and volunteers comply with its own health and safety requirements. The Somerset Heritage 
procedures are in Appendices 8, 9 and 10.  The SANHS Board is required under Management of Health and Safety 
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Regulations 1999 (risk assessments), to carry out risk assessments of its safe operation of business within the 
office and discharge its duty of care to staff and volunteers.  The trustee responsible for welfare will carry out an 
assessment of the risks posed in the SANHS office; the risk assessment will be reviewed annually. Volunteers and 
the Office Manager are informed of the fire and other regulations which operate at the site. 
 
4.2 Risk Management of SANHS Field Work 
 
SANHS risk manages its events and activities through formal event planning and collection of event information.  
Event Planning (Appendix 4) identifies key tasks and responsibilities which are allocated to named event 
organising personnel. Detailed event information is collected through the Event Information form (Appendix 5); 
the Booking & Attendance form (Appendix 6); and the Risk Assessment form (Appendix 2). 
 
Event Information form  
This form is completed by the organising committee and the event leader and includes emergency procedures 
and the SANHS graded risk level for the activity. Event risk level information is available to participants before 
booking for an event.  
 
The organising committee may check the form before it is sent to the person producing the Event Programme. 
 
Booking and Attendance form  
Participants book events with event organisers. SANHS has taken the measure of issuing meeting arrangements at 
the time of booking to avoid participants joining on the day. The Booking and Attendance form includes the 
names and contact details of attendees; on arrival at an event, participants are required to sign in on the form 
and to add their emergency contact details; a name and a telephone number is required. In the case of a life-
threatening situation, the emergency services will be called. Forms are destroyed after the event to comply with 
data protection regulations. 
 
Risk Assessment form 
The event leader is required to carry out a risk assessment of the event not earlier than one month before the 
event. This is to ensure conditions assessed are likely to be similar to those on the day of the event. The risk 
assessment aims to identify and assess every significant risk to the event, and implement measures to reduce, 
mitigate or remove the risk in the most effective and efficient manner. The form is completed by the leader and 
sent to the Office Manager and the trustee responsible for events at least one week before the event. The reason 
for this is twofold, firstly, for an independent view of the assessment, and secondly, to allow time for any further 
assessments to be made if necessary. 
 
Grading of walks 
SANHS walks are graded. This information is displayed in the programme of events and available to participants 
before booking. 
 
Attendees with limited mobility may face a range of problems.  People who can manage distances on flat, even 
surfaces, may encounter difficulties with stiles or steps.  The impact could vary from a minor inconvenience - 
something that could be overcome with the help of an escort - to an obstacle that could prevent them from 
enjoying an outing at all. It will be up to the event organiser to indicate in the programme listing the risk 
assessment, any potential or actual difficulties which may be present. 
 
4.3  Incident Reporting 
 
The Incident Reporting Form (Appendix 3) must be completed whenever a significant incident occurs which 
should be brought to the attention of the SANHS Chair who will in turn bring it to the Executive.  It will also be 
reported to the next scheduled Board meeting, where any further action can be agreed, should that prove to be 
necessary.  The Form may be completed by any member of SANHS or non-member who attends a SANHS 
occasion or who acts as a volunteer at a SANHS event.  The Incident Reporting Form may be used should any 
matter arise which causes concern under any of the policies in this document. 
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4.4 Welfare Policy 
 
Included with the Welfare Policy are the SANHS Safeguarding Policy (Appendix 8), the Volunteer Policy (Appendix 
9) and the SANHS Complaints Policy (Appendix 10).  They will help to provide the safe environment which SANHS 
aims to deliver to all concerned with the operation of the Society.  
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APPENDIX 1 
 
SANHS RISK MANAGEMENT POLICY   
 
SANHS is a self-funding organisation managed by its officers and a Board of trustees and relies on its membership, 
committees and Office Manager for the delivery of its activities and the achievement of its aims.  The purpose of 
this policy statement is to provide a framework for the management of the risks to which the Society is exposed 
in meeting its objectives.  
 
Attitude to Risk 
The Society is considered to be a smaller charity, since its annual income does not reach the threshold that 
requires it by law to include a Risk Management Statement in the Annual Report of the Trustees. However, the 
Society has chosen, as a matter of good practice, to develop a systematic approach to the identification, 
assessment and control of risks to which it is exposed.   
 
Risk Management Objectives 
The Society aims to assist its Trustees to identify, assess and manage risks. Through the Board and the executive 
officers, it has identified the major risks and established systems and processes by which they will be managed. 
An acceptable level of risk will be determined by a Trustees assessment of the likelihood of a risk set in the 
context of its potential impact on the Society's service capability or reputation.  
 
Principal Areas of Risk 
A risk is any event that could prevent a charity achieving its aims or carrying out its objectives. The principal areas 
of risk include damage to the Society’s reputation or property; personal injury; a reduction of its income stream; a 
reduction in its membership; loss through inappropriate investments and changes in government policy. To 
mitigate these risks, the Society must maintain appropriate levels of insurance cover, in particular Personal 
Accident Insurance [PAI] and Trustee Indemnity Insurance [TII], to diminish the impact on its finances as a result 
of action brought by a third party.   
 
Management and Reporting 
The Society’s Trustees normally meet six times year and by this process of regular review of operations and the 
environment in which they take place, they are able to bring their attention to bear onto risks or the changes to 
risk that may arise.    
 
Once a risk is identified, the Trustees will assess the degree to which the Society may be affected and decide on 
an appropriate course of action to control, mitigate or eliminate the effects.  Regular review of changes in 
circumstances will ensure that potential damage is reduced to a minimum.  Trustees may decide to form a Risk 
Management Sub-Committee to develop a deeper study of any major risk, that may be causing concern, with a 
view to making recommendations to the Board for decisions about corrective action. Risk management will be 
reported to the SANHS AGM as part of the annual report by the trustee responsible for welfare. 
 
February 2019: Risk Register 
A risk register is being developed to identify and manage risks. The register will be reported at each Executive 
meeting and reported to the trustees at each Board meeting. This policy will be updated once the Board have 
approved the format of the Risk Register. 
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APPENDIX 2 
RISK ASSESSMENT FORM  
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APPENDIX 3 
INCIDENT REPORTING FORM 

 

 
Incident reporting form to be reviewed Nov 2019 
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APPENDIX 4 
EVENT PLANNING INFORMATION 
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APPENDIX 5 
EVENT PLANNING FORM 
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APPENDIX 6 
BOOKING AND ATTENDANCE FORM 
 

 
 
Adopted by Board 8/9/18 
Booking and Attendance form to be reviewed November 2019 
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APPENDIX 7 
SANHS CATERING POLICY 
 
 
At some of SANHS events, refreshments are supplied. These may be  
1]  Supplied free. 
2]  A donation requested.  
3]  A need to book and pay.   
 
Advertising for the book and pay event should also state that the catering is being provided by SANHS members 
and not a registered commercial catering body. 
 
People with known allergies should be advised to provide their own refreshments as we are unable to guarantee 
that allergens are not present in the food supplied. 
 
If a commercial company is providing the catering, any details of requests for specific allergen free food must be 
forwarded to them and a copy retained by the Society. This food must be kept totally separate at the event. 
 
The trustee responsible for welfare will be required to check the SANHS insurance policies provide suitable cover 
for catering at SANHS events.  
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APPENDIX 8 

SANHS SAFEGUARDING POLICY  
 
This policy applies to all officers, members, event leaders, volunteers, and anyone acting on behalf of the 
Somerset Archaeological and Natural History Society (SANHS). 
 
The purpose of this policy is:  
 

• To protect children, young people and vulnerable adults who attend SANHS events or events at which SANHS 
members act as volunteers. This includes the children of adults who attend these events.  

• To provide SANHS members, event leaders and volunteers with the overarching principles that guide our 
approach to safeguarding.  

 
SANHS believes that a child, young person or vulnerable adult should never experience abuse of any kind and 
accepts the responsibility to take all reasonable steps to protect and safeguard the welfare of all children, young 
people or vulnerable adults involved in SANHS activities. We are committed to practise in a way that protects 
them.   
 
Children and young people are encouraged to attend SANHS events, especially field meetings advertised as 
‘family friendly’, but children must always be accompanied by a responsible adult.  SANHS members also regularly 
engage with children and young people when presenting the Society display stand or acting as volunteers at 
SANHS events. On all occasions contact should occur in the presence of a parent, teacher or group leader who 
retains primary responsibility for the welfare of the child or young person.  
 
SANHS recognises that: 
 

• The welfare of the child is paramount, as enshrined in the Children Act 1989.  

• All children, young people and vulnerable adults, regardless of age, disability, gender, racial heritage, religious 
belief, sexual orientation or identity, have a right to equal protection from all types of harm or abuse.  

• Some children, young people and vulnerable adults are additionally vulnerable because of the impact of 
previous experiences, their level of dependency, communication needs or other issues.  

• Working in partnership with children, young people, vulnerable adults, their parents and/or carers and other 
agencies is essential in promoting their welfare.  

 
SANHS will seek to keep children, young people and vulnerable adults safe by: 
 

• Valuing them, listening to and respecting them.  

• Adopting a code of conduct for members, event leaders and volunteers. 

• Sharing information about child and vulnerable adult protection and good practice with children, parents, 
carers, and SANHS members. 

• Sharing concerns with agencies who need to know, and involving parents, carers, children and vulnerable 
adults appropriately. 

 
Code of Conduct 
 
SANHS members and volunteers are expected to:  
 

• Treat all people, including children and vulnerable adults, with respect. 

• Provide a good example of acceptable behaviour. 

• Recognise that they may be seen as a role model, and act accordingly. 

• Respect everyone’s right to privacy. 

• Show understanding when dealing with sensitive issues. 

• Use risk assessment for all activities, including those which present hazards that relate to the protection of 
children, young people and vulnerable adults. 
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• Take appropriate action to report any incidence of abuse they become aware of to one of the Honorary 
Officers of the Society. This should be done confidentially and in writing. 

  
SANHS members and volunteers should not: 
 

• Permit abusive behaviour.  

• Have inappropriate physical or verbal contact with others. 

• Jump to conclusions or make assumptions about others without checking facts. 

• Make suggestive or inappropriate remarks or actions. 

• Deliberately place themselves or others in a compromising situation. 

• Either exaggerate or trivialise issues. 

• Let suspicion, disclosure or allegations go unrecorded or unreported. 
 
References 
 
This policy has been drawn up on the basis of law and guidance that seeks to protect children, namely:  
  

• Children Act 1989 

• United Nations Convention of the Rights of the Child 1991 

• Data Protection Act 1998 

• Sexual Offences Act 2003 

• Children Act 2004 

• Protection of Freedoms Act 2012 

• Relevant government guidance on safeguarding children 
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APPENDIX 9 

SANHS VOLUNTEER POLICY 
 
Introduction 
 
SANHS welcomes volunteers and recognises that they are invaluable members of the Society and that they make 
a significant contribution to the work and objectives of SANHS. This document defines what is meant by 
volunteering and gives a framework for recruiting and supporting volunteers.  SANHS will not discriminate against 
volunteers on the basis of age, gender, race, disability, marital status, sexual orientation or religion and we will 
seek to involve volunteers based on commitment and enthusiasm. 
 
What is Volunteering? 
 
Volunteers are individuals who put their experience, knowledge and skills at the disposal of SANHS with the aim 
of helping us achieve our objectives on a pro bono basis.  Volunteering also enables the individual to participate 
and gain experience and skills in activities of interest to them. 
 
Aims of the Volunteer Policy 
 
The aims are to: 
• Encourage and enable the involvement of volunteers. 
• Provide a set of procedures to ensure good working practices. 

•        Highlight and acknowledge the value of the contribution made by volunteers. 
 
Recruitment and support  
 
SANHS welcomes volunteers in a range of tasks and we hope to make this engagement satisfying and enjoyable. 
Initial contact can be made by an individual member to SANHS, through any of the interest groups or at a SANHS 
event. Our interest groups will be urged to encourage the involvement of volunteers in their work and at their 
events.  
 
Prospective volunteers will be expected to complete an application form which will be used to discuss the type of 
work the volunteer would like to undertake and any factors that should be taken in consideration. This will be 
carried out by the designated Volunteers Coordinator or the person responsible for the work that the volunteer 
will be involved in. Once enrolled, volunteers will be sent a copy of this policy; volunteers will be asked to 
acknowledge they have read and understood the policy. Volunteers are covered by insurance while they carry out 
their agreed duties on the organisation’s premises, or on other sites as required by their work.  
 
Induction and mentoring  
 
In addition to regular volunteering, the Society may on occasion need to recruit volunteers for short-term 
projects. Volunteers in these instances will be given a project briefing and on-site health and safety information. 
They will be expected to sign a register of attendance and confirm that they have attended the health and safety 
briefing. Any volunteers who regularly help on such projects will be encouraged to complete the full paperwork at 
a convenient time.  
 
Volunteers should feel able to make suggestions regarding their role and any aspect of their time spent 
volunteering within the Society. Should any volunteer have a complaint regarding any aspect of their time within 
the Society, they should be able to raise their concerns without judgement. SANHS has a complaints policy to deal 
with such matters.  
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Confidentiality  
 
Volunteers may occasionally have access to information that is confidential, and SANHS expects volunteers to 
respect this. The Society also acknowledges that it may possess personal information and details about volunteers 
for its records, such as next of kin and emergency contact information. This information will be kept confidential 
by the Society, as per the regulations laid out in current data protection legislation.  
 
Responsibilities of the Volunteer  
 
Volunteers are expected to:  

• Abide by the policies and procedures laid out in the Volunteer Policy document and related policies.  

• Give some notice if they are unable to continue volunteering.  

• Contribute to discussions relating to their role and feel able to express comments or opinions regarding ways 
in which tasks might be best accomplished.  

 
Responsibilities of the Somerset Archaeology and Natural History Society  
 
The Society is expected to:  

• Respect volunteer skills, dignity and individual needs.  

• Provide adequate information, training and assistance for volunteers to be able to meet their responsibilities 
and tasks, including a mentor or management contact.  

• Provide a Welcome Pack with relevant policies and procedures. 
 
Valuing our Volunteers 
SANHS will ensure that volunteers can meet and discuss their work, share good practice and make suggestions to 
the Society at an annual meeting which will emphasise our appreciation of the work they do.  Such a meeting 
could take place at a venue to be agreed, be quite informal and could include an outing, to acknowledge our 
volunteers’ contributions to the Society.  The SANHS Annual Report will also include a section highlighting the 
work of our volunteers. 
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APPENDIX 10 
SANHS COMPLAINTS POLICY   
  
SANHS is committed to providing an excellent service to its members and other stakeholders. The Society is 
managed by volunteers and one permanent member of administrative staff. It is inevitable therefore that the 
efficiency of its activities is constrained by the voluntary resources available and may at times fall short of 
professional or business standards. In the event that this, or any other circumstance, leads to a complaint being 
made it is important that any such complaint is recognised as an expression of dissatisfaction with our service 
calling for an immediate response.  
 
Where, through its error, the Society has caused the complainant to incur a material loss, any remedy should 
ensure that the complainant is left in no worse position than would have been the case had the Society 
transacted the matter correctly.  
 
Complaints must be dealt with promptly, politely and when appropriate confidentially.  Response to complaints 
must be appropriate, e.g. an explanation, an apology or details of corrective action taken. Complaints must be 
fully reviewed by the Executive Committee in order that lessons can be learned and improvements made. The 
Executive Committee will then report on these matters to the Board. 
 
Verbal complaints  
Concerns may be raised informally and may sometimes be able to be dealt with immediately. However, where 
this is not possible, the complainant should be politely asked to put full details of their grievance in writing 
addressed to the Society’s Honorary Secretary in order that the matter can be dealt with formally. SANHS 
volunteers are to be discouraged from entering into verbal disputes, whether in person, via the telephone or 
through social media.   
 
Written complaints 
Receipt of any complaint letter, including email, should immediately be brought to the attention of the Chairman 
and Honorary Secretary or in their absence to another officer of the Society.   
 
It is the responsibility of the appropriate officer to ensure that a written acknowledgment is sent immediately 
stating a reasonable period of time within which a full response will be made. If appropriate the acknowledgment 
should request further details or clarification of the complaint. If at the end of the stated period of time a full 
response is not able to be made a written explanation of the delaying factors should be sent setting out a revised 
period of time for resolution.  
 
The complaint should be dealt with reasonably and sensitively and the written response should be sufficiently 
explicit to enable us to state that we believe the matter has been concluded. If the complainant is dissatisfied 
with the handling of their complaint, they should be invited to address the matter directly to the Chairman of the 
Society stating why they are dissatisfied with how their complaint was handled.  
 
If at any time it becomes apparent that the complainant is suggesting any activity that would warrant a criminal 
investigation or is seeking legal redress this procedure should be suspended, and the matter passed immediately 
to the Chairman of the Society.  
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APPENDIX 11    
FIRE EVACUATION PROCEDURE for SOMERSET HERITAGE CENTRE 
 
Instructions to all staff 
 
If you discover a fire:  
 

• Immediately raise the alarm by operating the nearest fire alarm break glass.  

• Attack the fire with the nearest appropriate fire appliance, but do not remain in the building if there is 
immediate danger to your life. 

 
On hearing the fire alarm  
 

• Leave the building at once by the nearest available exit route - if possible close windows and doors in the 
room before leaving.  Escort any visitors with you from the building. 

• Lifts must not be used. 

• Go immediately to the Assembly Point, which is the Car Park outside Reception close to the pedestrian 
entrance, and away from the vehicle entrance. 

• Keep well away from the building involved in the incident.  

• At all times, keep calm, keep quiet, do not attempt to push past others.   

• Do not re-enter the building for any reason until the 'all clear' is sounded.  
 
 

Further instructions can be found in the SWHT FIRE EVACUATION PROCEDURES dated 5/12/18 
and the Somerset Heritage Centre Emergency Arrangements No.04, dated 21/9/18. Copies of 
both these documents are held in the SANHS office and should be noted by all SANHS 
personnel and volunteers who are based in the Heritage Centre. 
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APPENDIX 12 
EVACUATION PROCEDURE FROM SOMERSET HERITAGE CENTRE FOR PEOPLE WITH DISABILITIES  
 
1. Introduction 
 
The Regulatory Reform (Fire Safety) Order 2005 requires that employers or organisations providing services to the 
public take responsibility for ensuring that all people, including people with disabilities, can leave the building 
they control safely in the event of a fire. 
 
2. Reducing unnecessary evacuation 
 
The Service recognises that evacuation in the event of a false alarm could put some people with disabilities at 
great risk.  In the event of a practice or a false alarm, when it is known that a person with disabilities is on the site, 
staff will communicate with them as to the need to evacuate. 
  
3. Personal Emergency Evaluation Plans (PEEPs) 
 
Staff or regular visitors with disabilities will be provided with an individual evacuation plan tailored to suit their 
needs. 
 
4. Standard plans for occasional visitors with disabilities 
 
The Service will hold standard evacuation plans for occasional visitors to the Centre.  These will be held at 
Reception and advertised / offered to people as part of the entry / reception procedures. 
 
5.  Unknown or uncontrolled visitors with disabilities 
 
Staff may not be aware of people with disabilities on the premises if such people have not let staff know of their 
condition.  In this case staff will provide assistance and advice as any incident develops. 
 
6. Contact:  Alex Sherman at alex.sherman@swheritage.org.uk  
 

mailto:alex.sherman@swheritage.org.uk
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APPENDIX 13 
EMERGENCY & SECURITY PROCEDURES AT SOMERSET HERITAGE CENTRE 
 
✓ Bomb Threats 
✓ Suspect Packages 
✓ Security Procedures in the building 
 
In the event of a bomb threat being received the following action should be taken: 
 

• Listen carefully to the caller and record all details (see 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/552301/Bo
mb_Threats_Form_5474.pdf ) Stay on the line – do not hang up. 

• Raise the alarm – inform the most senior member of staff on site & the Premises Manager.  

• Call the Police for their initial advice.  Provide the police with as much detail as possible.  

• Following their advice a decision will be made whether to evacuate. 

• If the site is to evacuate a page over the telephone system will be made from reception under the 
instruction of the senior manager on site. The wording is:-  

 
‘Your attention please; this is a security emergency.  Everyone evacuates both buildings immediately.  This is 
not a drill.  Go immediately to the assembly point.  You will now hear the fire alarm.  This is a security 
emergency. 
 
This verbal announcement should be made twice. 

• Then break glass to sound the fire alarm. The alarm will be picked up by the fire brigade and they will 
automatically attend. 

• As you vacate the buildings undertake a visual inspection of your immediate work area for suspicious 
objects/packages.  Report any matters of concern to your Fire Warden or to the Police.  If close at hand and 
practical to do so, please close windows, turn off machinery and take personal belongings as you leave. 

• Do not use the lifts. 

• Staff must leave the buildings by the nearest exit route.  Any visitors/public should be escorted from the 
building.   

• Assist disabled staff/public/visitors to exit the building. 

• Designated assembly point:  
               Keep well away from the building, including the staff car park.  The recommendation from the Police is that 

the designated assembly point should be a minimum of 200 metres from the premises.  This area is on the 
road, past the pedestrian crossing. Go to the designated assembly point. 

 
At all times:  

• keep calm 

• keep quiet 

• do not rush or push past others 

• turn off mobiles 

• do not re-enter the building until the all clear is given. 
 
Suspect packages 

• When a suspect letter or parcel is reported, notify the Police immediately by dialling 999.  Arrange a 
meeting point. 

• On arrival the Police will decide whether it is appropriate to notify a bomb disposal unit and, if so, will 
make the necessary arrangements. 

• Seek the advice of the Police regarding a full evacuation of staff/visitors/public. 

• If it is decided to evacuate the staff then the procedures for bomb threats should be implemented. 
 
Security Procedures in the Building 
Please obey the following security procedures: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/552301/Bomb_Threats_Form_5474.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/552301/Bomb_Threats_Form_5474.pdf
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• Challenge all persons in non-public areas of the premises who are not wearing a visitor badge. 

• Operate a thorough routine for checking the premises at the end of the working day (carried out by the 
duty locker up). 

• Report to the Police abandoned or suspicious vehicles parked in the immediate vicinity. 

• Do not accept bags and belongings for safe custody. 

• Report to the Police any suspicious packages / bags that are left around the premises and evacuate and 
close the premises to the public until Police clearance is given. 

Please be vigilant at all times and report anything suspicious to the Police 
 
Contact: Lisa Millar   07939 106547          lisa.millar@swheritage.org.uk  
 
Senior Officer: Dr. Janet Tall 01823 347420      janet.tall@swheritage.org.uk 
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