MAIL HANDLING PROCEDURES

Look out for suspicious envelopes

or packages

Open all mail with a letter opener
or other method that is least likely to

If you believe you have received a contami-

disturb contents nated package

L J
- N do not touch the package further or
Open packages/envelopes with move it to another location
a minimum amount of movement shut windows and doors in the room and

- J
leave the room, but keep yourself sepa-
rate from others and available for medi-

Do Not blow into envelopes cal examination

Do Not shake or pour out contents

a N
Keep hands away from nose and mouth

while opening mail

Wash Hands after Handling

Duty Manager

Dial 999 and report to Police

v
@ )

Decide if building Evacuation is required.

(treat as suspicious object)

Some item that may trigger suspicion: I

\

Discolouration, strange odours or oily stains Move people away from the hazard and await

Envelope with powder or powder-like residue instructions from the emergency services

Excessive tape or string

v

keep all persons exposed to biological/
Lopsided or oddly-shaped envelope chemical material separate from others

Unusual size or weight given size

and available for medical attention

Excessive postage




MARAUDING TERRORIST
INCIDENT

[in the rare event of a firearms or weapons attack]

\
to a place of safety
This is a far better option than to surrender or negotiate

J

v
\

its better to hide than to confront
Remember to turn your phone to silent and turn off vibrate
Barricade or lock yourself in a room if you can

J

v
\

TELL

the police by calling 999

You should also TELL others nearby of the danger so they

can take similar evasive actions.




BOMB ALERT PROCEDURES

(Action by Customer Advisors )

Telephone Call Suspicious Object found/reported

v

v

4 )

When talking to the caller making the Do Not Touch and try to identify an

threat try to stay calm and keep the owner in the immediate area

caller on the line for as long as possible

Ask questions such as: “Where is the

bomb now?; What does it look like?; v
When will it explode?; Did you plant the Move all public & staff away to
\ bomb?; Why?” ) a safe distance
y
Use the Bomb Treat Checklist to take v
down as much information about If owner not identified report to
the caller as possible Duty Manager

v

DO NOT REPLACE THE HANDSET
when the caller hangs up,

A 4

v

Pass all information gathered [ Duty Manager decides if it is a

" creditable treat/object,

to the Duty Manager

A 4

Make announcement based on evacuation

Inwards evacuation | type as directed by Duty Manager External evacuation

3 -

“This is a public announcement. ) “This is a public announcement.
Will all members of the public Assist with the evacuation Will all members of the public
make their way to the ..... of the foyer/reception evacuate the building using the
(Indicate area to go too) area directing public nearest Emergency Exit
... immediately immediately away from ...
\ y ‘ (Indicate area not to go near)”
\_

Collect plans of the building

v

Do not re-enter the building until the Duty Manager has given instructions that it is safe to do so




BOMB ALERT PROCEDURES

(Action by Duty/Op’s Manager)

Report to Reception

Telephone Call Suspicious Object
v v
Decide if call was creditable Decide if it is a creditable object
r] > No |
Decide External or Inwards Y \ 1
evacuation Continue with normal
activities Instruct Receptionist to make
v / public announcement for an
Instruct Receptionist to ; N External evacuation

make public announcement Report any Telephone

calls to the Police

I_‘

\

Phone but Do Not use Mobile Phone

\ J
7
Contact the police and advise that Contact the police and advise that
evacuation procedures are in place evacuation procedures are in place
If possible try not to use Reception Do Not use Mobile Phone

A 4

Co-ordinate the evacuation of all areas of the
building. Remember PEEP

v

Once all areas have been evacuated safely report to
Assembly Point and await the Police
(Ensure foil blankets etc are handed out)

v

Liaise with Police. Report numbers needing

Emergency Service may
require a set of keys for

assistance at Refuge Points and what public/ o
the whole building and

staff are located at each Assembly Point
access control pass

v

Do not re-enter the building until the Police has given
instructions that it is safe to do so

v

On re-entry of building check all areas to determine if
building can be reopened for normal operational usage




BOMB ALERT PROCEDURES

(Action by Shift Leaders)

Inward evacuation public announcement Public announcement to Evacuate the building
from Reception

Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

[ Make your way to the Third Level ]
> and be prepared to evacuate <

l the area J

Inwards evacuation External evacuation
v v
Direct public on the route to take to get to the Continue with evacuation of public through the safest
designated Inward Evacuation Point Emergency Exit door and hand out foil blankets

(Bathers are not to return to changing room)

v

Quickly recheck area once public have Direct Public to the selected Assembly

started to move towards designated Point furthest from danger area

Inward Evacuation Point

v

v

At the Assembly Point check for any
Liaise with Duty Manager. Report numbers injuries/ilinesses, control access into the
needing assistance at Refuge Points. carpark so not to restrict Police

v

Liaise with Duty Manager. Report numbers
needing assistance at Refuge Points

v

Do not re-enter the building until the

Duty Manager has given instructions that it is
safe to do so

\ 4

On re-entry of building
recheck all areas

Areas to check

Viewing Gallery

Toilets




BOMB ALERT PROCEDURES

(Action by Leisure Assistants on Pool Side Duties)

Inward evacuation public announcement Public announcement to Evacuate the building

from R ion . .
o eceptio Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

One long whistle blast

v

S

Instruct all swimmers to move to the
side of the pool and exit

Attendant to collect foil blankets and first aid kit

v v

Inwards evacuation External evacuation

v

Continue with evacuation of public through the safest

Direct public on the route to take to get to the . .
. . . Emergency Exit door and hand out foil blankets
designated Inward Evacuation Point

(Bathers are not to return to changing room)

v

One attendant to quickly recheck pool area Direct Public to the selected Assembly
once public have started to move towards Point furthest from danger area

designated Inward Evacuation Point

Ij One attendant to quickly recheck pool area
once public have evacuated the building

Liaise with Duty Manager. Report numbers

needing assistance at Refuge Points.

At the Assembly Point check for any
injuries/ilinesses, control access into the
carpark so not to restrict Police

Liaise with Duty Manager. Report numbers needing
assistance at Refuge Points

Areas to check

Main Pool Do not re-enter the building until the Duty Manager

) has given instructions that it is safe to do so
Leisure Pool

Learner Pool

Village Changing On re-entry of building return to
Pool Supervision positions




BOMB ALERT PROCEDURES

(Action by Swimming Teachers)

Inward evacuation public announcement
from Reception

Public announcement to Evacuate the building

Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

Instruct all swimmers to move to the

A
a

side of the pool and exit

Line up class for evacuation and collect foil blankets

A 4

Inwards evacuation

v

External evacuation

v

Continue with evacuation of class through the safest

Lead class on the route to get to the
designated Inward Evacuation Point

Emergency Exit door and hand out foil blankets

(Sswimmers are not to return to changing room)

v

Complete a class check (Numbers/Names)

X

y

\ 4

Lead class to the selected Assembly Point
furthest from danger area

Liaise with Duty Manager 'Y

Y

y

Note:

Due to the direction of the evacuation
children may become separated from their

parents/guardians/teachers. This may cause

At the Assembly Point check for any
injuries/ilinesses, help control access into
the carpark so not to restrict Police

N

y

Liaise with Duty Manager and children's
Parents/Guardians/Teachers

A

L

Do not re-enter the building until the

Duty Manager has given instructions that

it is safe to do so

N

y

On re-entry of building return to
teaching positions

additional anxiety especially for the very

young children.




BOMB ALERT PROCEDURES

(Action by Leisure Attendants on Wet Side Duties)

Inward evacuation public announcement Public announcement to Evacuate the building
from Reception

Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

[ Make your way to the Wet Side ]
Changing Area and be prepared to |«

l evacuate the area J

I
>

Inwards evacuation External evacuation
v v
Direct public on the route to take to get to the Continue with evacuation of public through the safest
designated Inward Evacuation Point Emergency Exit door and hand out foil blankets

(Bathers are not to return to changing room)

v

Quickly recheck area once public have Direct Public to the selected Assembly

started to move towards designated Point furthest from danger area

Inward Evacuation Point

v

v

At the Assembly Point check for any
Liaise with Duty Manager. Report numbers injuries/ilinesses, control access into the
needing assistance at Refuge Points. carpark so not to restrict Police

v

Liaise with Duty Manager. Report numbers
needing assistance at Refuge Points

v

Do not re-enter the building until the

Duty Manager has given instructions that it is
safe to do so

\ 4

On re-entry of building
recheck all areas

Areas to check

Village Changing

Social Area 1st Floor




BOMB ALERT PROCEDURES

(Action by Attendants on Dry Side Duties)

Inward evacuation public announcement Public announcement to Evacuate the building
from Reception

Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

[ Make your way to the Dry Side ]
Area and be prepared to evacuate

l the area J

Inwards evacuation External evacuation

o -
» <

L 4 v

Direct public on the route to take to get to the Continue with evacuation of public through the safest
Emergency Exit door and hand out foil blankets

designated Inward Evacuation Point
(Participants in activity classes are not to return to the

changing rooms)

v

Quickly recheck area once public have i

started to move towards designated Direct Public to the selected Assembly

Inward Evacuation Point

Point furthest from danger area

\ 4 v

Liaise with Duty Manager. Report numbers At the Assembly Point check for any
needing assistance at Refuge Points. injuries/illnesses, control access into the

carpark so not to restrict Police

v

Liaise with Duty Manager. Report numbers

needing assistance at Refuge Points

v

Do not re-enter the building until the
Duty Manager has given instructions that

Areas to check it is safe to do so
Activity Rooms b g
Sports Hall v
Dry Changing & Toilet Areas On re-entry of building
Soft Play recheck all areas

Sensory Room

Squash Courts




BOMB ALERT PROCEDURES

(Action by Fitness Advisor)

Inward evacuation public announcement
from Reception
Listen out for safe zone area in announcement

Public announcement to Evacuate the building

Listen out for danger zone area in announcement

v

Instruct all gym users to stop their
activity immediately

-~

\ 4

Inwards evacuation

v

Direct public on the route to take to get to the
designated Inward Evacuation Point

v

Quickly recheck area once public have
started to move towards designated
Inward Evacuation Point

v

Liaise with Duty Manager. Report numbers

needing assistance at Refuge Points.

Areas to check
Gym
Health & Well-being Suite

Village Changing

Dance Studio
Spin Studio

v

External evacuation

v

Continue with evacuation of public through the safest
Emergency Exit door and hand out foil blankets
(Users are not to return to changing room)

v

Direct Public to the selected Assembly
Point furthest from danger area

A 4

At the Assembly Point check for any
injuries/illnesses, control access into the
carpark so not to restrict Police

v

Liaise with Duty Manager. Report numbers

needing assistance at Refuge Points.

v

Do not re-enter the building until the
Duty Manager has given instructions that
it is safe to do so

v

On re-entry of building

recheck all areas




BOMB ALERT PROCEDURES

(Action by Exercise Class Instructor)

Inward evacuation public announcement Public announcement to Evacuate the building

from R ion . .
o eceptio Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

Instruct all participants to stop activity

immediately, dismount bike if during
indoor cycling class

v v

Inwards evacuation External evacuation

L v
Y

Continue with evacuation of class through the
safest Emergency Exit door

Lead class on the route to get to the

designated Inward Evacuation Point
(Class participants are not to return to changing room)

v v

Complete a class check (Numbers/Names) Lead class to the selected Assembly Point

furthest from danger area

v

\ 4

Liaise with Duty Manager

At the Assembly Point check for any
injuries/illnesses and hand out foil blankets

v

Liaise with Duty Manager

v

( N
Do not re-enter the building until the

Duty Manager has given instructions that
it is safe to do so

¥

4 N
On re-entry of building return to class

Areas to check

. area and check. Instructor to determine
Dance Studio . . .
if class is to continue

Spin Studio \_ J




BOMB ALERT PROCEDURES

(Action by House Keeper)

Inward evacuation public announcement Public announcement to Evacuate the building
from Reception

Listen out for danger zone area in announcement

Listen out for safe zone area in announcement

Check the immediate area presently

v
y 3

working in
v v
Inwards evacuation External evacuation
v {V
Take any public the safest route to get to the Evacuate any public through the safest
designated Inward Evacuation Point Emergency Exit door
v v
Liaise with Duty Manager as soon as At the Assembly Point assist attendants in
possible controlling access into the carpark so not
to restrict Police

v

Liaise with Duty Manager as
soon as possible

A 4

Do not re-enter the building until the Duty Manager
has given instructions that it is safe to do so

A 4

On re-entry of building
recheck all areas

Areas to check

Assist staff on level which you

are working on




BOMB ALERT PROCEDURES

(Action by Mechanical Technician)

Inward evacuation public announcement
from Reception
Listen out for safe zone area in announcement

Public announcement to Evacuate the building

Listen out for danger zone area in announcement

v

Evacuate the Plant Room immediately
and ensure it is secure

y 3

\ 4

Inwards evacuation

v

Take the safest route to get to the designated
Inward Evacuation Point

v

Liaise with Duty Manager as soon as
possible

Emergency Service may

require a set of keys for

the whole building and
door codes

Areas to check

Plant Room

v

External evacuation

v
Evacuate the building through the safest

Emergency Exit door

A 4

At the Assembly Point assist attendants in
controlling access into the carpark so not
to restrict Police

'

Liaise with Duty Manager and Fire

Officer as soon as possible

'

Do not re-enter the building until the Duty Manager
has given instructions that it is safe to do so

v

On re-entry of building
recheck all areas




