LEES COURT ESTATE EXCAVATION INFORMATION PACK

VOLUNTEER DETAILS
Salutation:

Forename(s):

Surname:
Home Address:
Postcode:
Landline number:

Mobile number:

Email address:
Are you KAS member? Y

N

If not, do you wish to join KAS? Y

N

EMERGENCY DETAILS
Completing this section is voluntary, but this information could help us in the event of an emergency.
Are there any medical conditions that you need us to be aware of?

Next of kin information in the event of an emergency
Name:
Relationship to you:

Contact telephone:

DECLARATION

DATA PROTECTION

I, the undersigned, have read the terms and conditions
specified in this information pack and agree to abide by them
for the duration of the project. I will be working under the
direction or permission of the Kent Archaeological Society
and The Lees Court Estate.

By completing this form you are confirming that you are
consenting to the Kent Archaeological Society holding and
processing your personal data. You can find out more about
how we use your data via our Privacy Statement which is
available on the KAS website.

 I have read and understood, and agree to abide by,
the Site Rules and Guidance as detailed on page 1 of
this information Pack.
 I have read and understood the guidance relating to
risk assessment and Health and Safety. I have been
fully informed of my consent, waiver of liability, and
release before entering the event, as detailed on
pages 2–4 of this Information Pack.
 Finds and Treasure: I hereby waive all rights to
rewards for objects discovered that could otherwise
be payable under the Treasure Act 1996, as detailed
on page 5 of this Information Pack.

Signed:

"

Date:

I consent to KAS contacting me (please tick the boxes where
you grant consent):

 By post

 By email

 By telephone

Signed:
Date:

You can withdraw your consent at any time by contacting
us at membership@kentarchaeology.org.uk.
Please note that all processing of your personal data will
cease once you have withdrawn consent, other than where
this is required by law. This will not affect any personal data
that has been processed prior to this point.

"

LEES COURT ESTATE EXCAVATION INFORMATION PACK

SITE RULES AND GUIDANCE
On arriving, on site please park where directed.
There is a total ban on any naked flame, camp fires,
smoking, etc.
Dogs are not permitted.
There is no camping on site.

Look after yourself – archaeology can be very hard work!
Take breaks if you need them, keep hydrated (bottled water
is available), and wear appropriate clothing and footwear.
Boots with steel toecaps are recommended but strong
walking boots are also suitable. Open toed shoes/sandals
are not allowed.
When working near heavy machinery wear a hard hat, there is
a supply in the container.

TIMETABLE

Use sunscreen, even on a cloudy day you can still get burnt.
Insect repellent is also helpful.

Start:

09:30

Break:

10:45–11:15

Lunch:

12:30–13:30

Break:

14:30–15:00

Qualified first aiders are available (wearing green hi-viz).
Please report any injuries to your supervisor.

Clean up loose:

16:30

Please treat your fellow workers with respect.

Site closes:

17:00

Watch where you are walking, trenches are full of trip hazards.
Keep your area safe, don’t leave tools, buckets or finds trays
on the edge of a trench. Don’t walk on cleaned areas.

On arrival sign in at the office, don’t forget to sign out at the
end of your day!
You will be issued with a high visibility vest – please wear this
at all times on site. You will be challenged if not wearing it.
You will be assigned to a supervisor who will tell you where
and what they want you to do.
Please let the supervisor know your experience. If you are a
beginner they will be able to give initial help and guidance to
get you going. Any finds will need to be processed correctly,
again, your supervisor will guide you.

At breaks, make sure your loose is cleared up and at the end
of the day return tools to the container.
Please take your rubbish home with you.
Remember to sign out!
If you have any problems or difficulties please talk to a
member of the KAS team and we will do our best to help.
Kent Archaeological Society and Lees Court Estate
management have the right to ask anyone to leave the site.

Excavating a Late Bronze Age Settlement, Lees Court
Estate. Credit: Anthony Mak, using the KAS drone
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RISK ASSESSMENT: STRINGMAN’S FIELD, WOODS COURT FIELD, BADLESMERE BOTTOM
EXCAVATION JULY–OCTOBER 2019
Public liability insurace for KAS members and volunteers:

Assessment date: 03/05/2018

Establishment: Kent Archaeological Society (KAS)
Project Management: Richard Taylor

Review date:
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Step 1
What are the hazards?

Step 2
Who might be harmed, and how?

Step 3
What are you already doing?

Slips, trips and falls

Staff, volunteers, visitors.

Check topography for obvious hidden hazards. Keep a tidy site.
Remove all trip hazards (roots, vegetation) and substances
e.g. oil, diesel, water
Ensure the correct footwear is worn
Mark any non-removable hazards.

Hedges, fences, ditches

Staff, volunteers, visitors.
At risk from trips and falls.
Range of injuries possible.

Whenever possible avoid climbing on fences.
Exercise care when walking along paths.

Manual handling operations
e.g. lifting and carrying items

Staff, volunteers.

Use good lifting technique – kinetic lifting, letting the arms
and legs do the work, not the back.

Use of hand tools

Staff, volunteers.

Use hand tools for their correct purpose only.

Use of damaged tools

Volunteers, site staff injured by tools.

Tools to be inspected before and after use; damaged tools
to be clearly marked and disposed of.

Effects of exposure and
weather extremes

Staff, volunteers, visitors.
Survey may be carried out in hot, cold, wet or
windy weather. Risk of a range of possible
injuries/ill health problems

Ensure correct warm and water-proof clothing is worn,
particularly if day is wet. Avoid overexertion in hot and cold
extremes. Dress for the conditions and carry additional clothing.
A rain/sun shelter will be on site.

Personal health and
physical fitness

Staff, volunteers.
Effect of fatigue while working on site.
Range of ages and abilities on site.

No one is to work out of sight or sound of others. Work at your
own pace with regular rests.
Guard against fatigue. Let the Project Archaeologist know
of any prior physical problems which may have to be taken into
account on site. On hot days drink enough water. Extra water will
be provided.

People

Staff, volunteers, visitors.
Risk of injury.

Inform Police and KCC officers about persons known to
be aggressive or who have threatened physical violence.
Project Archaeologist CRB checked.

Tetanus
(spasm of muscle at entry
site, facial spasm, high fever,
sore throat, breathing difficulties
– symptoms can appear up to 21
days after event)

Staff, volunteers. Risk of illness.

It is advisable for anyone working with soil to be up to
date with tetanus protection.
It is advisable for adults to use gloves too. Long sleeves
and trousers will help to prevent cuts where germs can enter.
Any cut must be thoroughly washed with water and an
antiseptic wipe.

Pollens, dust, crops and spores

Staff, volunteers. Risk of illness.

Avoid the irritant if possible.
Take appropriate anti-histamine medication if you are susceptible.

Insects

Staff, volunteers, visitors.
Risk of insect bites and stings, including
venomous reptiles and spiders

Use insect repellent.
Insect Repellent will be available on site.

Domestic and farm animals

Staff, volunteers, visitors.
Risk of injury.

No farm animals present. Be aware of the possibility
of loose dogs on the site.
Avoid contact if possible & if unavoidable, avoid
sudden moves.

Remote location

Staff, volunteers, visitors. In the event of an
emergency there may not be help at hand.

All staff to have mobile phones. If no network coverage
ensure the location of a landline is known and a vehicle
has clear access to the roadway.

Uneven or wet surfaces

Volunteers and staff, visitors.
Slips, trips and falls for both staff and public.

Verbal talk by site manager to identify any hazards.

Risk rating
(Trivial / Low /
Medium / High
/ Stop)

Step 4
Is anything further needed?

Medium

No running on site allowed.

Step 5
Action and review
Action required

Suitable footwear is essential on site. Sandals are
not permitted.
Walking boots or steel toecap boots are
recommended.

Responsible person

Date completed

Nearest hospital:
Faversham Cottage
Hospital,
Faversham
ME13 8PS
Travel time: approx.
15mins (5.1 miles)

Low

Low
Low

Refer to use of hand tools risk assessment.

Low

Refer to use of hand tools risk assessment.

Low

In event of bad weather: assessment will be made and
site work will be suspended if necessary.

Medium

Low

Low

An extensive first aid kit and antiseptic wipes will be
available on site, along with trained First Aiders.

Low
Medium

Low

Medium

Project Archaeologist has a work phone.
Project Archaeologist mobile
07766 227733

Medium

Suitable footwear is essential on site.
Sandals are not permitted.
Walking boots or steel toecap boots are recommended.
Site will be suspended in case of bad weather.
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RISK ASSESSMENT: STRINGMAN’S FIELD, WOODS COURT FIELD, BADLESMERE BOTTOM
EXCAVATION JULY–OCTOBER 2019
When you enter a Kent Archaeological Society (KAS) Archaeology Site or event, you enter an area where photography, audio,
and video recording may occur.
By entering a KAS site or event premises, you consent to interview(s), photography, audio recording, video recording and
its/their release, publication, exhibition, or reproduction to be used for news, web casts, promotional purposes, telecasts,
advertising, inclusion on websites, social media, or any other purpose by KAS and its affiliates and representatives. Images,
photos and/or videos may be used to promote similar KAS events in the future, highlight the event and exhibit the capabilities of
KAS. You release KAS, its Trustees and officers, and each and all persons involved from any liability connected with the taking,
recording, digitizing, or publication and use of interviews, photographs, computer images, video and/or or sound recordings.
By entering the site or event premises, you waive all rights you may have to any claims for payment or royalties in connection
with any use, exhibition, streaming, web casting, televising, or other publication of these materials, regardless of the purpose or
sponsoring of such use, exhibiting, broadcasting, web casting, or other publication irrespective of whether a fee for admission
or sponsorship is charged. You also waive any right to inspect or approve any photo, video, or audio recording taken by KAS or
the person or entity designated to do so by KAS.
You have been fully informed of your consent, waiver of liability, and release before entering the event.
Assessor name(s): C Drew

Job title: General Secretary
Review date: 7th July 2019

THE KAS RISK ASSESSMENT FORM – THE 5 STEPS APPROACH EXPLAINED
Step 1
What are the
hazards?

Step 2
Who might be
harmed, and how?

Step 3
What are you already
doing?

Risk rating

Step 4
Is anything further
needed:

Step 5
Action and review

Spot hazards by:

Identify groups of
people, consider:
• employees
• temporary / agency
staff
• contractors
• volunteers
• members of the
public
• children (including
work experience)
• lone workers
• pupils
• service users

List what is already in
place to reduce the
likelihood of harm or
make any harm less
serious, examples
include:

Trivial, low, medium,
high or stop (please
see matrix below)

You need to make
sure that you have
reduced risks ‘so
far as is reasonably
practicable’.

Remember to
prioritise. Deal
with those hazards
that are high-risk
and have serious
consequences first.

• walking around your
workplace
• asking those doing
the task what they
think
• checking
manufacturers’
instructions
• considering health
hazards

An easy way of doing
this is to compare
what you are already
doing with good
practice. If there is a
difference, list what
needs to be done.

• guarding
• training
• procedures, safe
systems of work
• personal protective
equipment (PPE)

List:
• actions required
• who needs to do
them
• by when
• Check actions
completed

RISK RATING
Highly unlikely

Slightly harmful

Harmful

Extremely harmful

Trivial risk

Low risk

Medium risk

Unlikely

Low risk

Medium risk

High risk

Likely

Medium risk

High risk

STOP

Risk level

Action and timescale

Trivial

No action required and no documentary record needs to be kept.

Low

No additional physical control measures are required, however monitoring is necessary to ensure that the controls
are maintained.

Medium

Efforts should be made to reduce the risk and the reduction measures should be implemented within a defined period.
Where the medium risk is associated with extremely harmful consequences, further assessment may be necessary to
establish more precisely the likelihood of harm as a basis for determining the need for improved control measures.

High

Work should not be started until the risk has been reduced to an acceptable level. Considerable resources may be
allocated to reduce the risk. Where the risk involves work in progress, urgent action should be taken.

STOP

Work should not be started or continued until the risk has been reduced to an acceptable level. If it is not possible to
reduce risk even with unlimited resources, work has to remain prohibited.
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FINDS AND TREASURE
INTRODUCTION

OWNERSHIP OF FINDS AND TREASURE

This document provides agreement with volunteers
participating on archaeological projects carried out as part
of the development control process under PPG 16 (and
all current planning regulations) or supported by the Kent
Archaeological Society, Lees Court Estate, the Portable
Antiquities Scheme Kent, or by the Kent Archaeological
Metal Detecting Support Unit. The agreement is between the
volunteers and the unit, contractor or organisation directing
the project.

All finds made during the courses of the project remain
the property of the landowner, with the exception of finds
covered by the Treasure Act. Finds should be excavated or
recovered according to the agreed procedures of the project
and be suitably recorded and bagged or put in a finds tray or
box, as directed by the project specification. All finds will be
collected by the project director or their nominees and will be
either removed for study offsite of be sorted and quantified
on-site. Significant finds will be individually recorded and
photographed/drawn and investigated as necessary. They
will then be suitably stored/conserved and be either placed
in a suitable public archive or returned to the landowner,
depending on the agreement reached with the landowner. In
some cases, with the agreement of the landowner (Lees Court
Estate) and Kent Archaeological Society, some finds may be
retained by the directing organisation (e.g. Lees Court Estate,
PAS, KAS or KAMSU) for educational and outreach purposes.
Consideration may also be given by the project director to
allowing some finds to be retained by finders, where they are
not of archaeological significance, and where the landowner is
in agreement.

SUPERVISION AND GENERAL WORKING PRACTICES
All persons working on or assisting with the project will
at all times abide by the instructions of their assigned
archaeological supervisor. They will operate according to
the specified methodology for the project, unless instructed
otherwise by the archaeological supervisor.
Strict confidentiality regarding the location of the site
and finds made thereon will be maintained until informed
otherwise by the Kent Archaeological Society and/or Lees
Court Estate, or the Portable Antiquities Scheme Kent.

Under the revised Treasure Act Code of Practice, rewards are
not normally payable to those working under archaeological
direction or control. This includes unpaid volunteers such as
metal detectorists. All participants in the project must agree to
comply with the requirements and operation of the Treasure
Act 1996 and its subsequent amendments and sign the waiver
on the first page of this Information Pack relinquishing any
claims to rewards for finds made during this project.
In the event of materials covered by the scope of the Act or
subsequent amendments of the Act being found the Finds
Liaison Office for Kent must be informed. If there is any doubt
as to whether or not a find constitutes treasure, it should be
treated as potential treasure until proved otherwise.
Please sign the declaration on the first page of this
Information Pack to show that you have read, understood
and agreed to this.

In the trenches of a causewayed enclosure,
Lees Court Estate. Credit: Anthony Mak
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Plan of the Woods Court Field excavations,
Lees Court Estate

