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· Your prime responsibility is to keep yourself safe.  Be aware of your working environment and take care of your colleagues’ welfare.
· Everyone with business in the building should sign in and out.  Signing in ensures we know who is on the premises.  This is important if there is a fire for example.  People visiting the museum exhibits do not need to sign in.
· A simple first aid kit is kept at reception and there are supplies in the first aid cupboard in the museum office.  
· Any incidents that could cause potential or actual arm to you, your colleagues or members of the public must be recorded.  There is an ‘incident’ book in the office and at reception.  Record details of the event, persons involved and action taken.
· If there is a serious emergency, dial 999 or 112 for an ambulance. If urgent medical advice is needed ring 111.
· Be careful where you place objects on the floor or surfaces.  Do not leave cables across walkways.  Maintain enough space for wheelchairs to have access along corridors and into rooms.
· Exits from the building should never be blocked.
· There should be at least two people in museum at all times.  However, if you are on your own for a short period, keep the main door locked and carry a mobile phone with you.
Working in the museum
· Always have a second person with you if you use the ladders or library steps.
· Check that you are capable if you want to lift a heavy object.  Use the approved technique for lifting, back straight, knees bent.  If in doubt don’t lift anything without assistance.
· Take particular care when using the guillotine.  Always ensure the blade is lowered and locked when leaving it.
· Special care should be used when moving things on the stairs. The stair lift can be used to take objects up and down, but make sure that they are secure on the lift.
· Any liquid spills should be removed immediately.
· Protect your hands with gloves when using or cleaning up any caustic substance.
· Log any concerns about the state of equipment, plugs, wiring etc in the incident book and tell the keyholder about it.
Fire 
· Make sure you know where the fire extinguishers are and how to use them.
· Know where the building exits are and how the emergency doors are operated. 
· The meeting point in case of evacuation is the carpark in front of Police Station.
· If you hear the fire alarm, please exit the building as quickly as possible.
Personal safety
If you are concerned about any possible threats eg abusive visitors:
Remain calm.
· Call for help within the building by pressing the Intercom button on the telephone
· Stay out of reach behind the desk if you think violence is possible
· Inform any potential troublemakers that they are being recorded on CCTV
· In an emergency, use the personal alarm – it makes a very loud noise!
· For very serious incidents call 999 
Outside Building:
· There are limited parking spaces in front of the museum.   Do not block anyone in.  Parking in Kinsey Street is only allowed at certain times.
· Take care on the cobbles and uneven paving around the side of the building
Reception:
· Avoid conflict with potential troublemakers as much as possible.
· Use Intercom button on phone to call for help from within the building
· Use Personal Alarm if necessary
· If in doubt, keep yourself safe!
Exhibition Area:
· The doors to this area should be kept shut to help maintain the correct environment for exhibits
· Children should be supervised in all areas of the building.
· Buggies should not be left in front of the emergency exits
· Use the cameras to monitor what is happening in the museum
Basement:
· The basement door should remain locked.   
· Access is limited, do not enter it without permission.
Stairs/Lift:
· Keep the stairs clear.
· Only operate the stairlift if you have been trained and follow the guide in reception. 
Library:
· Take special care removing books from high shelves. There is a portable step available for this purpose.
Kitchen Area:
· Children should not be working in the kitchen area
· Check the fridge temperature and ‘use by’ dates for milk etc
Activities
· A risk assessment must be completed for any activity involving members of the public.  This will include potential hazards and the suitability of the activity for participants of different ages and mobility.



