


 unavailability of first 
 aiders / fire marshals. 

 Risk of intruders. 

 must be present. EFM will open the 
 Building and porters are present. 

 If one tour guide is unable to attend, 
 they will call Dr Emma Hughes. If a 
 replacement guide can not be found, 
 the tours will be cancelled. 

 An internal phone is available, call 
 4444 in an emergency. 

 Dial 4444 if suspicious characters in 
 the building or use the SafeZone app. 
 The SafeZone app is mandatory for 
 student tour guides to have on their 
 phones. Do not confront. Lock the door 
 if concerned and await assistance from 
 security staff. 

 Lone working 
 (outside of 
 working hours). 

 Medical Fitness 

 Students, academic staff  Guides must ensure that any medical 
 conditions which might be relevant to 
 them working alone are fully 
 discussed with their line manager and, 
 if necessary, Occupational Health and 
 own GP. Individuals must not work 
 alone if any such condition is assessed 
 as placing them at increased risk. Any 
 person who requires assistance to get 
 out of the building in an emergency 
 must not lone work out of hours. 
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 Lone working 
 (outside of 
 working hours). 

 Supervision 

 Students, academic staff  Your line manager (For student guides 
 this is Dr Emma Hughes) must be 
 aware that you are working out of 
 hours. 
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 Student tour guides 
 to email Dr Emma 
 Hughes once they 
 have finished work 

 1  2  2 





 Burns injuries, smoke 
 inhalation, possible 
 fa
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 student tour guide has to leave, guides 
 are expected to suspend the tours and 
 contact Dr Emma Hughes. 

 Defibrillator is available at the Firth 
 Court Porters Lodge. 

 Only bottled water is allowed in the 
 Museum. Liquid spillages must be 
 cleaned up immediately. No specimens 
 in spirit jars to be left where they could 
 be knocked over and to be kept in 
 locked cabinets. 

 No running allowed in the Museum. 
 Climbing on benches is not permitted. 
 Standing on chairs and stools is not 
 permitted. 

 Bags and outerwear must not be stored 
 in walkways. Personal belongings 
 should be stored on or under Museum 
 benches. Chairs and stools tucked 
 under benches. 

 Accidents, Incidents and Near Misses 
 must be reported via the University’s 
 AIR system  . 

 Lone working 
 (outside of 
 working hours). 

 Welfare 
 Facilities 

 Students, academic staff  LW should be aware that 
 heating/cooling in the area may be 
 much reduced unless the business 
 need for out of hours working has been 
 established 
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 Toilets are available, but may not have 
 toilet paper replenished as cleaning 
 staff do not work on Saturdays. 

 Lone working 
 (outside of 
 working hours). 

 Use of 
 computers and 
 general office 
 equipment 

 Contact with 
 electrical 
 equipment 

 Students, academic staff  No computer equipment should be 
 used in the Alfred Denny Museum. Do 
 not interfere with plugs or power 
 supply. 
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 Lone working 
 (outside of 
 working hours). 

 Poor 
 housekeeping 

 Students, academic staff  Regular inspection of
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