Annex ‘A’

Procedures for staff on receipt of a suspicious package

Notice of suspect package.
Dial 999 and notify the Police;
Inform Service Head/ Line Manager.

Complete Annex ‘B’

and pass to Responding Officer or
Service Head /Line Manager

v

course of action.

Police will assess the threat and
advise the Service Head /Line
Manager or Fire Warden on a

'

'

If instructed to

EVACUATE:-
Instruct Service Head /Line
Manager, inform all staff.
Use fire alarm

If instructed to

REMAIN IN BUILDING:-
Instruct Service Head /Line
Manager to inform all staff

Y
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Proceed to Assembly
Point and await further
instructions from the
police.

Ensure that:

e Someone has
means of
communication

e The police know
the location of the
Assembly Point.

Follow instructions from
Police

Ensure that:

e Someone has
means of
communication.

e The police know
the location of
Refuge Points.




