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SECTION A - General Statement of Policy
The promotion of Health & Safety is regarded as a mutual objective of the Board, Theatre Manager, Resident Societies, Hirers and their Members at all levels.

It is, therefore, Barn Theatre policy to do all that is reasonable to prevent personal injury and to protect everyone from reasonably foreseeable hazards, in so far as they come into contact with the Barn Theatre.

All Hirers are required to co-operate with the Manager, Barn Duty Manager and Directors/Trustees in carrying out their statutory duties, with the objective of maintaining a high standard of safety performance. It is the duty of all users to ensure that work is carried out safely and that they do all that they can to avoid loss, illness and injury to themselves and others.

This Policy is implemented through written procedures, which comply with the Health & Safety at Work Act 1974 and other relevant legislation. It is regularly reviewed to ensure suitability and effectiveness.

This Safety Policy Statement is published on the notice board in the foyer and is made known to our Resident Societies and all our Hirers.

The Manager is responsible for ensuring that the procedures specified are adhered to and it is everyone’s responsibility to try to improve upon them. Many aspects of Health & Safety at dealt with in the “Guidance Notes & Regulations for Users of The Barn Theatre, Oxted” document which is given to all Hirers.

Safety is everyone’s responsibility and it is the aim of the Barn Theatre to achieve the highest standards with the full co-operation of all Directors/Trustees, Resident Societies, Hirers and their Members. 

Any person having concern regarding health and safety matters, especially having identified a particular hazard, must ensure that it is brought to the attention of a Director/Trustee or the Manager.

The policy will be kept up to date, and the policy and the way in which it is operated will be reviewed each year, normally June. Risk Assessments (see explanation and tables at end of this policy) will be carried out regularly by Theatre Directors/Trustees. Resulting maintenance and repair will then take place during the annual summer Theatre maintenance period, unless considered urgent.

Responsibilities

Overall responsibility for health and safety in the company is that of the Directors/Trustees of Oxted & Limpsfield Barn Theatre Co. Ltd.

The following persons are responsible for safety in particular areas:

	Director/Trustee
	Area/Special Responsibility

	
	

	AM Le Croissette
	Stage and Scenery Studio

	MC Sutton
	Sound and Special Effects Equipment

	BC Reed
	Theatre Maintenance

	M Lister
	General Fire Safety

	JM Brown
	First Aid Kits and Reporting

	C Hepher
	Foyer Areas

	C Rowley and PJ Littleford
	Set Building and Equipment


All users of the Theatre have the responsibility to co-operate with Barn Theatre Directors/Trustees to achieve a healthy and safe workplace and to take reasonable care of themselves and others.

Other people responsible for:

· Health & Safety Officer:

Phil Littleford

pjlittleford@btinternet.com


07887 895 236

· Carrying out safety inspections and risk assessments - any two Directors/Trustees

· Investigating accidents - BC Reed

SECTION B - General Arrangements
Accidents
First aid kits are located in the kitchen, foyer and bar store but their content is restricted to Health & Safety regulations. Hirers are recommended to provide their own comprehensive first aid kit during the period of hire.
The Theatre provides no trained first aiders but requests that St John Ambulance attend public performances.

JM Brown is responsible for maintenance of first aid kits and reporting accidents.

In case of a major emergency, an ambulance must be summoned immediately.

An Accident Report book is located in the Foyer and all accidents must be recorded.

Any accidents or dangerous occurrences must be reported in accordance with RIDDOR ‘95 with a copy to Mr BC Reed at the Barn Theatre (see instructions on page 6).

RIDDOR '95 means the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995, which came into force on 1 April 1996.

RIDDOR '95 requires the reporting of work-related accidents, diseases and dangerous occurrences. It applies to all work activities, but not to all incidents.

Reporting accidents and ill health is a legal requirement. The information enables the enforcing authorities to identify where and how risks arise and to investigate serious accidents. The enforcing authorities can then help and advise you on preventive action to reduce injury, ill health and accidental loss - much of which is uninsurable.
The following must be reported:

· Deaths
· Major injuries
· Accidents resulting in over 3 days off work
· Work related diseases
· Dangerous occurrences (near miss accidents)

If there is an accident and someone working/performing at the Theatre is killed or suffers a major injury (including as a result of physical violence) or a member of the public is killed or taken to hospital the Hirer must notify the Incident Contact Centre without delay (see details on page 6). The person reporting the incident will be sent a copy of the information recorded and will be able to correct any errors or omissions.

Reportable major injuries are:

· Fracture other than to fingers, thumbs and
· Amputation
· Dislocation of the shoulder, hip, knee or spine
· Loss of sight (temporary or permanent)
· Chemical or hot metal burn to the eye or any penetrating injury to the eye
· Injury resulting from an electric shock or electrical burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours
· Any other injury leading to hypothermia, heat-induced illness or unconsciousness; or requiring resuscitation; or requiring admittance to hospital for more than 24 hours, unconsciousness caused by asphyxia or exposure to harmful substance or biological agent
· Acute illness requiring medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or through the skin
· Acute illness requiring medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material

Over-three-day injury

If there is an accident connected with work (including an act of physical violence) and a person suffers an over-three-day injury it must be reported to the enforcing authority within ten days.
An over-three-day injury is one which is not “major” but results in the injured person being away from work or unable to do their normal work for more than three days. 

Disease
If a doctor identifies that a person suffers from a reportable work-related disease then it must be reported to the enforcing authority.
Reportable diseases include:

· Certain poisonings
· Some skin diseases such as occupational dermatitis, skin cancer, chrome ulcer, oil folliculitis/acne
· Lung diseases including: occupational asthma, farmer's lung, pneumoconiosis, asbestosis, mesothelioma
· Infections such as: leptospirosis, hepatitis, tuberculosis, anthrax, legionellosis and tetanus
· Other conditions such as: occupational cancer, certain musculoskeletal disorders, decompression illness and hand-arm vibration syndrome

Dangerous occurrence

If something happens which does not result in a reportable injury, but which clearly could have done, then it may be a dangerous occurrence which must be reported immediately (e.g. by telephone or completing appropriate online form).
Reportable dangerous occurrences are:

· Collapse, overturning or failure of load-bearing parts of lifts and lifting equipment

· Explosion, collapse or bursting of any closed vessel or associated pipework

· Failure of any freight container in any of its load-bearing parts
· Plant or equipment coming into contact with overhead power lines

· Electrical short circuit or overload causing fire or explosion

· Any unintentional explosion, misfire, failure of demolition to cause the intended collapse, projection of material beyond a site boundary, injury caused by an explosion, accidental release of a biological agent likely to cause severe human illness
· Collapse or partial collapse of a scaffold over five metres high, or erected near water where there could be a risk of drowning after a fall

· Unintended collapse of: any building or structure under construction, alteration or demolition where over five tonnes of material falls, a wall or floor in a place of work, any false-work

· Explosion or fire causing suspension of normal work for over 24 hours

· Sudden, uncontrolled release in a building of 100 kg or more of flammable liquid, 10 kg of flammable liquid above its boiling point, 10 kg or more of flammable gas or of 500 kg of these substances if the release is in the open air

· Accidental release of any substance which may damage health


All accidents, diseases and dangerous occurrences may be reported to the Incident Contact Centre. The Contact Centre was established on 1st April 2001 as a single point of contact for receiving all incidents in the UK.
Incidents can be reported by any of the following routes:
· Telephone: 0845 300 9923
· Internet: by completing the relevant form on this site: www.riddor.gov.uk
· Email: riddor@natbrit.com

The Incident Contact Centre will forward details of incidents to the relevant enforcing authority, which is the Environmental Health Department of Tandridge District Council or the area office of the Health and Safety Executive.

Copies of submitted RIDDOR forms are sent to the Theatre regardless of who has submitted the report.

All minor incidents, which do not result in injury e.g., falls of heavy objects, but which have the potential to injure, should be reported to Philip Littleford.

FIRE SAFETY

The promotion of Fire Safety is regarded as a mutual responsibility and objective of the Board, Theatre Manager, Resident Societies, Hirers and their Members at all levels.

It is, therefore, Barn Theatre policy to do all that is reasonable to prevent personal injury and to protect everyone from reasonably foreseeable hazards, in so far as they come into contact with the Barn Theatre.

All Hirers are required to co-operate with the Manager, Barn Duty Manager and Director/Trustees in carrying out their statutory duties, with the objective of maintaining a high standard of safety performance. It is the duty of all users to ensure that work is carried out safely and that they do all that they can to avoid loss, illness and injury to themselves and others.

Any person having concern regarding Fire Safety matters, especially having identified a particular hazard, must ensure that it is brought to the attention of a Director/Trustee or the Manager.

Attached is a plan detailing the fire safety equipment and locations in the Barn Theatre.

Fire safety checks are made, monthly, quarterly, 6-monthly and annually in addition to checks before every performance.

The fire detection system and fire fighting equipment is inspected quarterly and annual certificates of compliance are issued after any necessary work/maintenance is completed

The “break-glass” fire alarm call points follow the “left-hand rule” from the alarm monitor i.e. number 1 is next to the door on the east side of the Auditorium and number 2 is in the Foyer and so on.

The key in “Digicom” monitoring station should always be in upright “Normal” position.
Smoking is not permitted anywhere on the Theatre premises.

The fire extinguisher maintenance company is Crawley Fire Protection Ltd.

The fire detection system is provided and maintained by:

London Fire

40 West Street

Croydon

CR0 1DJ

020 8681 5881
Rory Meagher 07753 816 840

Any outbreak of fire, however slight, must be reported to the Theatre Manager who will inform the Licensing Authority.

Surrey Fire & Rescue Service contact is Mr Dave Rice – his contact details are available from Phil Littleford

Mr Phil Littleford (Barn Theatre Trustee/Director and Safety Officer) is responsible for Fire Safety at the Theatre.

Fire Coordinator - the Barn Duty Manager is the designated Fire Coordinator at all performances.

All Barn Duty Managers must wear a radio from the moment they arrive at the Theatre, as this is means of communication in case of fire or other emergency
Fire Marshalls/Wardens:
Trustee/Directors at all times





Theatre staff at performances

At each performance the Front of House Manager must brief any new members of Front of House Staff regarding Fire Safety and Emergency Evacuation using the briefing document provided.

The door in the rear of the auditorium (bar side) is not a fire exit and must be kept locked during a performance except for the time when it is being used as a theatrical entrance/exit.

All scenery, decorations, borders, drapery, gauzes, cloths, curtains and similar decorative hangings must be made of material which is not readily inflammable, or of material which has been rendered and is maintained flame-retarded to the satisfaction of the Theatre and the Licensing Authority.

Scenery must be made of the following materials –

· non-combustible material

· inherently  flame-retarded fabric

· fabrics rendered and maintained flame-retarded 

· timber, hardboard or plywood treated by a process of impregnation which meets class 1 when tested in accordance with BS 476-7

· timber framing of minimum 22mm nominal thickness

· medium-density fibreboard (MDF), plywood or chipboard not less than 18mm in thickness

The use of plastics or expanded polystyrene must be avoided whenever possible. Decorative items such as statues made of expanded polystyrene must be enclosed by a non-combustible skin of, for example, plastered scrim, Artex or Rosco Foamcoat, and care taken that this skin is maintained undamaged.

Plywood and similar boards must be branded with a recognised stamp to certify the standard of flame retardancy achieved. Where the stamp is not visible, certificates must be retained and made available upon request.

Any carpets and other textile floor coverings and under-lays when tested appropriately in accordance with BS 4790 must either not ignite or have the effects of ignition limited to a radius of 35mm on both upper and under surfaces. Appropriate certificates must be retained and made available upon request.

Props - similar considerations of reducing the risk of fire apply to the use of properties and furnishings as to the use of scenery. Where the action does not involve the use of naked flame or smoking lesser standards may be appropriate. As a general rule hand held properties and antique furnishings will be approved without flame retardancy treatment. However the Theatre will generally apply the same standards as apply to scenery to large properties, furniture and to items especially constructed for the presentation. Appropriate certificates must be retained and made available upon request. Items such as tablecloths, curtains and bedclothes must be flame retardant. 

Costumes - where real flame is in use it may be necessary for flimsy costumes to be fireproofed in which case some form of recognised certification must be retained. The liquid used for flameproofing can cause irritation to the skin in some (rare) cases, hence often costumes or bed lining is not treated. If this is the case then an exception may be made dependant upon the circumstances (for instance if an actor is wearing a night dress and carrying a candle then it is unlikely you will get dispensation but if the use of real flame are not present then an exception will be granted.
Hired costumes, furniture, props and scenic items such as cloths curtain and scenery must fireproofed, some documentary evidence should be provided with the items hired such as a certificate of conformity.

The Theatre has Flamecheck Solution available for flameproofing –

· Flamecheck M111 has BS 5852 part 2 (crib 5) for both natural fibres, mixed firbres (cotton polyester) and pure synthetics such as polyester and draylon. 

· Flamecheck M111 passes BS 5867 part 2 on natural, synthetic and mixed fabrics. Natural fabrics include cotton, wool, cotton backed draylon. Synthetics include nylon and mixed such as cotton polyester. 

· Flamecheck M111 can also treat hessian, foam rubber, untreated wood, and any other item that can absorb the chemical. 

Flamecheck is a colourless, odourless, non-toxic, non-corrosive liquid that you simply spray onto all types of material (natural or synthetic) or even untreated wood. After drying, it cannot be seen or felt. Treated materials will not support a flame - if a fire started in an untreated area, on reaching the treated area it would simply go out. 

New materials and blends are frequently being introduced so always pre-test a sample before treatment. 

Treatment lasts for the useful life of the material treated. Unaffected by years of walking (on carpets) or sitting (on furniture) or wearing (of clothes) and will withstand multiple chemical dry cleanings. 

Being a water based chemical, flooding or continuous water based washings or cleaning can impair the treatment. 

One litre covers between 100 - 120 square feet. 


Retardants can be mixed with paint before application, or sprayed directly on the material using a garden sprayer, or the material may be submerged in retardant.

Testing; the testing of materials is to be carried out using a gas flame, with the cone of the flame applied to the surface of the material for between 15 and 30 seconds. When the flame is removed the material will not burn or smoulder by itself.
The Theatre may require sight of the risk assessments for props and effects devices and, if deemed necessary, to see them in use under performance conditions before they are used in performance.

The Theatre reserves the right to check and test where deemed necessary all scenery for compliance with the appropriate fire standard. The Theatre may remove, or render flame-retarded at the Hirers expense, any items not conforming to the appropriate standard, since failure to comply may result in the performance being cancelled.
Full instructions for fireproofing and the use of construction materials are given to every Hirer with the completed booking details.

Naked lights and pyrotechnics can only be used when suitable fire-fighting equipment is at hand and under the control of the Stage Manager or his designated operative.

ARRANGEMENTS IN CASE OF A FIRE

If the fire alarm is activated a signal is sent straight to the Central Station (Swift Alarms). When a signal is received and before the fire brigade is informed Central Station will call the Barn Theatre to try to clarify if there is a fire requiring Fire Brigade attendance. If there is no answer Central Station will then proceed to inform the Fire Brigade and Key Holders (Bruce Reed and Malcolm LeCroissette).

When any tests are being carried out Central Station must be informed so that they can place the fire detection system “on watch” preventing a signal being sent to Central Station. The telephone number for this service is known to Phil Littleford & Bruce Reed.

In case of false alarm the procedure is that, upon realising that a false alarm has been triggered someone must proceed with due haste to the foyer to await a phone call from Central Station. They will ask for confirmation of false alarm or genuine fire and they manage it accordingly. If the phone is not answered they will automatically call the Fire Brigade and Key Holders. Those causing the false alarm and not being at the telephone to advise Central Station could incur costs.

Emergency Evacuation Procedure

	Fire Alarm:
	With the exception of the rear dressing room, this is a silent system using flashing lights instead of bells



	
	The system works automatically via smoke alarms in various locations or by break glass units located adjacent to the exit doors



	Fire Assembly Point:


	Oxted School Forecourt

Theatre staff, crew and cast should be strongly encouraged to go to the assembly point

Audience are permitted to go home if they wish but not if they need to remove their car from Theatre premises



	On Discovering a Fire:
	Investigate source and cause of suspected fire

Attempt to extinguish any small fire using the equipment provided but do not take any unnecessary risks

If it is impossible or unsafe to extinguish the fire promptly activate the alarm, if the automatic system has not operated

Unless you have specific Emergency Evacuation responsibilities leave the premises

Dial 999 and notify the emergency services

If it is a false alarm or the fire has been extinguished there is no need to activate the alarm, notify the emergency services or evacuate the premises.

Any false alarm or successful extinguishing of a fire must be reported to the Barn Duty Manager immediately



	Action When The Alarm Has Been Activated:
	Immediately leave the premises and assemble at the Fire Assembly Point



	
	Evacuate the building even if the alarm stops



	
	Do not collect personal belongings



	
	Do not run, remain calm and bring others with you as you leave the premises

	
	Do not re-enter the building until instructed to do so by the Barn Duty Manager



	
	No one is permitted to remove their car from the car park until instructed to do so by the Barn Duty Manager 


Emergency Evacuation Procedure - Theatre Staff Duties

The Duty Manager will take charge and issue all instructions necessary to implement the Emergency Evacuation Procedure

	Barn Duty Manager:


	Action When The Alarm Has Been Activated:
	Put on high-visibility jacket (kept in Foyer)

Assume the responsibilities as  “Fire Coordinator”



	
	
	Ensure that the Emergency Services have been informed



	
	
	Liaise with the Front of House Manager, Stage Manager and the Lighting and Sound Operators. This should be done using the wireless radio network 



	
	
	Ensure that all occupants evacuate the premises in a calm manner, marshalling in the Oxted School Forecourt



	
	
	Ensure that no attempt is made to remove any cars from the car park



	
	
	Ensure that the space designated for Emergency vehicles in front of the Theatre remains clear for the arrival of emergency services



	
	
	Liaise with the emergency services upon their arrival and until they depart



	Stage Manager:
	Action When The Alarm Has Been Activated:
	Liaise with the Barn Duty Manager, Front of House Manager and the Lighting and Sound Operators. This should be done using the wireless radio network 



	
	
	Ensure that the main Tab Curtains are closed and bring up the Auditorium lights and stage working lights


	
	
	Ensure that all occupants evacuate the Stage, Dressing Rooms, Little Barn and Kitchen areas in a calm manner, marshalling in the Oxted School Forecourt



	
	
	Notify the Barn Duty Manager of completed evacuation for area of responsibility upon arrival in the Oxted School Forecourt

	Lighting Operator:
	Action When The Alarm Has Been Activated:
	Liaise with the Barn Duty Manager, Front of House Manager, Stage Manager and the Sound Operator. This should be done using the wireless radio network 



	
	
	Ensure that all occupants evacuate the Lighting Box and Balcony in a calm manner, marshalling in the Oxted School Forecourt



	
	
	Notify the Barn Duty Manager of completed evacuation for area of responsibility upon arrival in the Oxted School Forecourt

	
	
	

	Sound Operator:
	Action When The Alarm Has Been Activated:
	Liaise with the Barn Duty Manager, Front of House Manager, Stage Manager and the Lighting Operator. This should be done using the wireless radio network 



	
	
	Announce to the entire Theatre premises that an emergency evacuation is required

“Ladies and Gentlemen, it is necessary for us to evacuate the Theatre. Would you please leave the building in a calm manner via the emergency exits and follow the instructions of the Theatre staff. Please congregate in the forecourt of the Oxted School next door. No one should attempt to remove their car from the car park or Bluehouse Lane as this may hinder the arrival of the emergency services”



	
	
	Notify the Barn Duty Manager of completed evacuation for area of responsibility upon arrival in the Oxted School Forecourt


	Front of

House Manager
	Action When The Alarm Has Been Activated
	Liaise with the Barn Duty Manager, Stage Manager and the Lighting and Sound Operators. This should be done using the wireless radio network 



	
	
	Assist the Duty Manager in evacuating the Theatre and guiding people to the Oxted School Forecourt. Pay particular attention to the Auditorium, Foyer, Bar, Bar Store, Bar Cupboard, Toilets, Disabled Toilet, Car Park and area in front of the Theatre. Assign one member of team to assist Patrons in wheelchairs



	
	
	Notify the Barn Duty Manager of completed evacuation for area of responsibility upon arrival in the Oxted School Forecourt


Location of Fire Exits (all have push bar exits)

Front entrance

Door at bottom of internal steps to Gallery

Bar (door at stage end)

Band Room (newest dressing room)

Stage Door (back door)

East Door from Auditorium

East Door from Gallery
Location of Fire Extinguishers 
Water:

Foyer next to Box Office

(white label)

Bar at bottom of Gallery steps




Bar outside disabled WC




Auditorium by door to Bar




Auditorium by exit door




Stage – stage left and stage right (downstage)




Band Room




Dressing Rooms 1 & 2




Props Corner to right of door entry to Dressing Room 1 



Outside Kitchen door




Gallery by exit doors




Studio on left as you enter




Little Barn on left of main doors on exit

CO2:


Stage – stage left

(black label)

Kitchen




Lighting Box

Fire Blankets:
Stage – stage left and stage right (downstage)




Outside Kitchen door




Kitchen




Dressing Rooms 1, 2 and 3




Studio above sink




Little Barn kitchen

Location of Fire Hydrants

· The Willows, 15 Bluehouse Lane – 100M west of Theatre

· Junction of Bluehouse Lane and Gresham Road – 160M east of Theatre

[image: image1.wmf] 
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Advice and Consultancy

Environmental Health:
Tandridge District Council





Station Road East





Oxted





Surrey RH8 0BT





Telephone: 01883 722 000

Occupational Health:
Employment Medical Advisory Service





3 East Grinstead House





London Road





East Grinstead





West Sussex





RH19 1RR





Telephone: 01342 326 922

Training

Directors/Trustees provide training, where appropriate and when practicable, on an ongoing basis.

General Safety

All persons working on Theatre premises must:

· Keep all working areas clean and tidy. 

· Keep walkways and exits clear.

· Behave in a manner that is conducive to safety.

· Walk everywhere; running at any time is strictly forbidden.

· Observe and obey the signs and notices which are displayed within the Theatre.

· Ensure that they are suitably clothed and that loose clothing, long hair, ties, jewellery etc. do not constitute a hazard.

· Follow safe operating procedures and comply with relevant risk assessment requirements.

· Take all precautions to avoid damage to cables, flexes, hoses and piping.

· Report any defects, malfunctions and/or incidents to a Theatre Director/Trustee.

· Ensure all flammable liquids are stored away correctly.

· Ensure all electrical appliances are unplugged at night.

Contractors and Visitors
All Resident Societies and Hirers are given a copy of “Guidance Notes and Regulations for Hirers of the Barn Theatre, Oxted” (attached), which contains details of house rules and the general policy. The Health & Safety Policy Statement is available upon request.

Professional Companies who hire the Theatre are required to provide a copy of their Health & Safety Policy plus Production Risk Assessments to detail what major hazards they may introduce and how they will be controlled.

Working at Heights
The following rules and procedures apply:

Any specialist work, such as roof and ceiling maintenance, will be sub-contracted to appropriate companies.

Particular care must be taken when hanging, changing and focusing stage lamps and auditorium lights.  These tasks must be undertaken in pairs following the guidelines below.

· The correct step ladders or ladders must be used depending on the heights and nature of task.

· One person only to be working on the ladders, the other must “foot” the ladders at all times.

· Ladders must be positioned correctly to prevent over-reaching and ladders sliding.

· Extended ladders must overlap by a minimum of 3 rungs.

· Angle of the ladder should be 4 units up to each unit out from base.

· Ladders in excess of 6 metres must be tied and fixed appropriately.

Lone working
The following rules and procedures apply:

Lone working on gas and electrical appliances, or any other hazardous equipment or materials/substances, is not permitted.

Any specialist work, such as electrical or gas maintenance and installation, will be sub-contracted to appropriate companies.

All sub-contractors and visitors will be informed of our lone working and working at heights policies.

Some illnesses prevent lone working and anyone with such conditions should not work alone.

Any person working alone must follow the following guidelines:

· They will have access to a mobile telephone at all times.

· They must notify someone that they are working alone, how long the work is expected to take and inform them when the work is complete.

· The notified person should telephone to check with the lone worker if the telephone call confirming the work is completed is not made within the expected timescale.

SECTION C - Hazards
Manufacturers’ guidelines are held in the Theatre office and are available to anyone who wishes to read them. Whenever a new piece of equipment is obtained, a designated individual, usually a Theatre Director/Trustee is responsible for understanding the safe operation and training in the use of such equipment.

Housekeeping and Premises

Cleanliness:
At the conclusion of a hiring the stage must be cleared, washed and dressed with tabs and legs under the supervision of the Barn Duty Manager.

Cleaners clean the Theatre weekly and all persons must work to ensure the maintenance of clean working areas and in ensuring that the cleaners can access floors and surfaces.

Waste bins, dustbins and all necessary cleaning equipment are provided and maintained by the Theatre. Dustbins are emptied weekly.

The scenery store must be cleaned and tidied at the end of every hiring.

Rules:
Complete stage area, auditorium, foyer, bar, toilets and dressing room area must be kept clean and dry at all times, especially after set construction.

Stacking &Storage:
All areas of the Theatre have appropriate storage and stacking facilities which must be used, with particular attention to the kitchen, dressing rooms, stage, foyer, bar store, lighting box and scenery store.
Marking/keeping gangways & exits clear etc.:

All emergency exits are clearly marked and must be illuminated during a performance. All persons are to ensure that gangways and exits are kept clear. Where an exit opens to the outside the outside area must be kept clear and safe.


Orchestra rails must be fitted to achieve a minimum of three feet in space in front of the first row of seats. 

The mandatory local authority notice regarding the keeping clear of gangways and exits must both be adhered to and appear in any programme produced by the Hirers.

Ladders:
All ladders will be of “Trade” or “Industrial “standard, complying with BS EN131 and BS 2037 Class 1, and will be inspected regularly. Worn or damaged ladders will be replaced, not repaired.

Access: 
Access to the lighting box will be limited to key holders and those authorised by key holders.

Electrical Equipment

The suitability and safety of electrical equipment brought into the Theatre by Users, Hirers and Volunteers for personal use is the responsibility of that individual. All circuits are RCD protected.

It is the task of those using electrical equipment of any sort to check by visual inspection for any signs of damage or electrical faults. Such faults must be reported to a Theatre Director/Trustee as soon as they are identified.

The Theatre’s portable stage lighting and effects equipment is inspected and subject to the appropriate tests in accordance with the relevant HSE Guides concerning the Electricity at Work Regulations 1989. This is carried out every twelve months, normally during the Theatre maintenance period in July. The equipment is to be inspected visually additionally once during the year, normally at the conclusion of the winter’s productions. A record showing the date each piece of equipment was inspected and tested is maintained and available for inspection when required. Each piece of equipment is to be labelled where practicable and should be capable of identification e.g. numbered.

Other portable equipment owned by the Theatre will be tested and subject to visual inspection similarly.

Extension leads to be used for a significant period of time must be secured appropriately.

In accordance with the annual Council Licence inspection the complete installation of all fixed wiring is inspected.

Dangerous Substances and Machinery
It is the duty of the user to ensure that machinery and equipment is in good repair and in a safe operating condition. Any faults are to be reported to a Theatre Director/Trustee.

Pyrotechnics

Can only be used by competent adults who must keep them under their control and ensure that it is safe to use them.

All systems and components used must be of a recognised design and manufacture, incorporating both electrical and mechanical fail-safes, such as key switches and panel switches that enable systems.

At no time should a key switch or panel switch be left unattended in the controller.

All pyrotechnics should be stored in a safe and locked room, displaying No Smoking signs, until they are required.

Only small theatrical devices are permitted and these must be sited at least 30cm away from fabrics and other potentially combustible materials. The pod must be securely fixed in place.

The date stamp on the device must be checked, and under no circumstances should out of date devices be used.

The operator must have sight of all devices. If it is unsafe to detonate any device, then he must not do so.

Suitable fire-fighting equipment should be on-hand with and all stage crew/cast made fully aware of their location and that of the devices.

A test firing should always take place, ideally during the technical rehearsal, so that a proper risk assessment can be made.

Naked Flames

When a naked flame is to be used during a performance a member of the stage crew must be positioned in the wings with a fire extinguisher. The flame should be extinguished as soon as possible. If this is done on stage then the item that has been burning, e.g. a cigarette, must be put out and disposed of in a receptacle containing sand.

At the earliest opportunity the item that was lit must be removed from the Theatre premises due to the risk of smouldering embers and checked to ensure that it is completely extinguished and that it is impossible for it to re-ignite.

Lasers

Can only be used by a trained operator.

Strobe Lighting

· Should never be used at frequencies above 8Hz.

· Must not be used for more than twenty seconds at a time.

· If more than one strobe is used they must be synchronised together.

· Warning notices must be placed in the programme and Theatre entrances.

Smoke Machines

· Never use until fully heated-up

· Parts of the machine get very hot – use gloves and do not store until cooled down.

· Never leave switched on for long periods nor unattended.

· Avoid firing directly at people, fabrics or equipment and the operator should always have a clear view.

· Never use more smoke than necessary and avoid dense clouds forming over an audience – small, frequent puffs, allowing time for dispersal, is safest and most effective technique.

· Be aware of any smoke detectors that may be set off.

· Make sure that all stage crew and cast are aware when smoke is going to be used.

Dry Ice

· Store in the special container provided, removing only the amount required at a time – this should be transported and stored in the cool box provided.

· Use gloves at all times.

· Ensure the kettle is up to temperature and that there is no risk of scalding.

· Make sure that all stage crew and cast are aware when dry ice is going to be used.

Weapons in Productions

Introduction

This guidance gives basic practical advice on the safe use of weapons, including replicas and deactivated weapons. It is not a substitute for proper instruction and training or an exact interpretation of the law. However, following this advice will help ensure the safety of all concerned.

A weapon is any object designed to inflict bodily harm, including firearms, bows and sharp edged instruments, such as swords and knives.

Firearms are weapons that discharge explosive gases (blanks), pellets by compressed air (air pistols/rifles) or any form of projectile, including shotgun pellets, bullets, musket balls, etc.
A replica weapon (prop) is one designed to look like a weapon but is not capable of inflicting bodily harm. A deactivated weapon is one in which the mechanisms to cause harm have been removed or disabled.

The Armourer is an appointed member of the Hirers stage crew responsible for all weapons, the provision of primary first aid and will normally either be the person responsible for Properties or the Stage Manager.

Requirements:

· Use of any weapon can only be done so under the control of the Armourer.

· Precautions must be taken to ensure that the police do not react to an apparent emergency. 

· Appropriate measures must be taken to control exposure to the noise that may be generated by weapons.
· A designated person must be identified as the individual who will provide first aid in case of an emergency – they must be provided with an appropriately stocked first aid kit.
The security of weapons is the responsibility of the Armourer:

· security of the weapon at all times (including the collection, storage, transportation and safe return between the place of hire/origin, Theatre premises and the stage)

· when not in use the weapon is kept in a secure location with restricted access 

If a weapon is lost or stolen the local police must be informed immediately. No one may be permitted to leave the Theatre until the weapon is recovered or the police arrive and have granted permission for those involved to leave.

Hazards

Hazards associated with firearms are:

· Flying objects, e.g. shotgun pellets, bullets, arrows

· Noise

· Delayed firing after misfires

· Burns

· Inhalation of smoke

N.B. People have been severely injured or killed by blanks.

Hazards associated with firearms and other weapons are: 

· Penetration wounds 

· Cuts and abrasions 

· Bruises and concussion 

· Public distress 

· Police response to apparent emergency 

· Theft or loss 

Risk Assessment

Risk Assessment Guidelines and relevant forms can be obtained from Philip Littleford.

Where weapons are to be used during rehearsals and the production, a Risk Assessment must be done and as a result must set out the controls that will be in place to address the hazards identified. The Armourer or other weapons specialist should undertake the Risk Assessment or at least contribute to the assessment and endorse it. The significant findings must be communicated to all members of the production.

Precautions

Competence

· An Armourer must be present whenever a firearm, arrow, projectile or missile is being discharged.

· A competent sword fight arranger may be appointed to take responsibility for the safe use and storage of swords (responsibility for storage can be that of the Armourer).

Training

· Appropriate training is required in the safe use of all types of weapons. 

· A sword fight arranger will provide training and choreography for sequences under their control 

Misfires

If a misfire occurs do not walk in front of the muzzle, as there could be a delay in firing, caused by a slow burn lasting 2 seconds or more. In the event of a misfire always check with the person in charge of the firearm(s).

Line of Fire

People (cast, crew and audience) must be kept out of the line of fire. This includes the use of blanks.

Noise

A competent person must assess the possibility of exposure to noise above the Peak Action Level.

Hearing protection must be used where the risk assessment has identified a risk of hearing damage. Those behind the set should use ear defenders. If needed those on stage may be provided with proprietary earplugs that provide adequate protection. 

Fluid Under Pressure
Smoke effect canisters - see above under Hazards.

Other Important Hazards

Seating:
Seats may not be moved from their fixed positions without the express permission of the Barn Duty Manager and even if this permission is given they must not be removed from the auditorium or lifted on to the stage.


Special arrangements relate to the seating for the disabled in wheelchairs. Wheelchairs are only permitted in the designated spaces. Each wheelchair/occupant must have an attendant provided. This can be a delegated attendant provided by the Hirer if insufficient are provided by the patron. Hirers are instructed that they must enforce this provision strictly.  Attendants may sit in the seats in the row behind or in the same row to the side provided they have a valid ticket for that seat. Should any wheelchair user not need to be seated in the wheelchair during a performance and can be seated in a standard seat in the auditorium, the wheelchair must be removed from the auditorium.

Glasses:
Under no circumstances are glasses from the Bar permitted in the auditorium. 

Smoking: 
A total non-smoking policy applies to the entire Theatre premises. Hirers are required to implement this policy rigidly.

Local Authority Requirements:


By order of the Licensing Authority the following notice must appear in any programme produced by the Hirer. “No obstruction whether temporary or permanent should be allowed in any exit doors, exit ways whether corridors or staircases, external passageways, gangways, foyers, lobbies or entrance halls. Persons seeking admission shall not be allowed to form queues which obstruct such exit doors”.

Barn Duty Managers:


Each hiring is allocated at least one Barn Duty Manager who is available to give advice and deal with any questions from the Hirer, particularly during public performances.  If, in the view of the Duty Manager, the Hirer is not complying with the conditions set down by the Theatre they have the ultimate authority to terminate the hire and close the premises.

Guidance Notes for Duty Managers:


Responsibility


The Hiring Agreement requires each Hirer to appoint a Nominated Representative whose duty it is to ensure the Hirer is complying with the conditions set out in the booking form, the Theatre Licence, and Theatre house rules. However, the Duty Manager is the ultimate authority in the Theatre. The Duty Manager must make himself/herself known to the Nominated Representative upon arrival at the Theatre.


Emergency Systems Check


The Duty Manager must check the following emergency facilities and if necessary with the assistance of the Nominated Representative:

· the exit and emergency lights are operational: i.e. that the exit lights are on and the red indicator light on each fitting (17) is lit

· the fire fighting equipment has not been moved from the positions shown on the plan

· the first aid kits are available in the specified locations

Report any deficiencies to the person responsible as soon as possible

General Safety Check


The Duty Manager must and, if necessary with the assistance of the Nominated Representative:

· identify any clear risks during a “hazard spotting” tour of the Theatre. eg trailing wires, blocked gangways, scenery stored inappropriately

Report any deficiencies to the person responsible as soon as possible and ensure that appropriate action is taken.

Emergency Evacuation in Case of Fire or Other Emergency

- 
see duties detailed in Emergency Evacuation Procedure - Theatre Staff Duties that is in Section B of this Policy.

· in addition, notify the Theatre Manager at the first opportunity in order that the incident can be reported to the District Council in accordance with the Theatre Licence.




Action in the Event of Power Failure

The audience and cast may be permitted to remain in the building for up to thirty minutes with the emergency lights on, after which time they should be asked to leave. On no account are they to be allowed to return to the building if the emergency lights have been on for one hour continuously or for a combination of periods totalling one hour.

Action at the Conclusion of a Hiring

Normally Hirers are required to vacate the Theatre by midnight on the final day of the Hiring. But, whatever arrangements have been agreed, before taking possession of the Theatre keys the Duty Manager must be satisfied that the stage has been restored in all respects, including stage lighting, dressing rooms have been cleared and the Theatre left clean and tidy throughout. Any deficiencies and/or damage should be reported to the person responsible as soon as possible.


Nominated Representative:


Each Hirer has to specify on the letting agreement a person nominated by them to deal with all matters relating to the use of the Theatre. This person to be called the Nominated Representative.
Duties of Nominated Representative:


It is the duty of the Nominated Representative to ensure that the Hirer is complying with the conditions of the booking form, Theatre Licence, and Barn Theatre house rules, all of which are set out in the “Guidance Notes and Regulations for Users of the Barn Theatre Oxted”. This document is given to all Hirers.


The Nominated Representative is responsible for the security of the Theatre and the safety of the occupants. Some duties may be delegated to others by agreement with the Nominated Representative and the Barn Duty Manager using the form provided by the Theatre. However, the final responsibility remains with the Nominated Representative whose name appears on the appropriate booking form. This form must be displayed in the foyer at all times during the hire period.


Below are the principle responsibilities of the Nominated Representative (some of which are also included in the guidance notes for the Duty Manager). The Nominated Representative should understand the contents of the “Guidance Notes and Regulations for Users of the Barn Theatre Oxted”. Any questions should be directed to the Barn Duty Manager.

· Ensure that all exits are completely clear of obstruction, particularly when an orchestra is in residence.

· Ensure that all exit signs are illuminated whenever there is an audience, private or public.

· Ensure that no loose tables, chairs, or other items are left in the aisles or foyer.

· Ensure the strict implementation of the Theatre’s no smoking policy.

· The forecourt must be kept clear of all obstructions, allowing clear access for emergency vehicles.

· Ensure that all stage materials are treated in accordance with the fireproofing regulations, which are stated on the rear of the booking form.

· Ensure that naked lights and pyrotechnics are only used when suitable fire-fighting equipment is at hand and under the control of the Stage Manager or his designated operative.

· Ensure that all additional electrical equipment to be used during a performance has been approved by the Barn Duty Manager and carries a valid PAT certificate.

· Ensure that the boilers, lights and power are turned off and that all doors and windows are locked at the conclusion of each session.

· Ensure that vehicles parked in the car park are parked in an orderly manner controlled by an attendant and that there is no undue delay in the vehicles being able to leave the premises after a performance.

Emergency Lights:

These operate automatically whenever there is a power failure. 

Regular Functional Testing:

A functional check, namely that the auditorium lights (6) and the red charging indicators on each exit and emergency light fitting (17) are lit, is carried out by the Duty Manager before each performance.

Periodic Testing:

Testing for sustained emergency operation is carried out in accordance with BS5266 as follows:

Monthly – test for a period not exceeding fifteen minutes

Six monthly – test for a period of at least one hour

Annually – test for the full-required duration of three hours

Annual testing will normally be carried out to coincide with the annual inspection. Neither the six monthly nor the annual test should be carried out within twenty-four hours of a performance and the system should be checked again for functional operation twenty-four hours after these tests.

Records:

A record of each test is maintained. This record details the date and type of test carried out, any faults and corrective action.

Car Parking:


No vehicles except emergency vehicles or those used by the Red Cross or St John Ambulance are permitted to park on the forecourt of the Theatre when the public is in the building, including dress rehearsals.


The Hirer must provide 3 car park attendants whenever there is an audience. The cars must be parked in the traditional fore and aft positions, filling the entire car park and the access lane to the side of the Theatre. The car park signs must be in position at least two hours before a performance commences.

Set Design and Performance:

It is the responsibility of the Stage Manager to ensure that the set design is safe. Safe set construction is the responsibility of the Set Builder and must always be carried out in a safe manner. During construction the Set Builder/Designer must re-design or re-build scenery to a standard considered safe for operation by the Stage Manager. 

The set must be left safe for rehearsal purposes and at the first rehearsal the Stage Manager must explain the mechanics of the set to the Cast and Stage Crew paying particular attention to complex scenery and scene changing arrangements. At the beginning of every performance the Stage Manager must ensure that the set is safe.

All flown scenery, stage lanterns, and loudspeakers, must be installed with the correct fixings, plus a secondary fail-safe device, i.e. rope, chain and fixed brackets.

At Board Meetings the Directors/Trustees will have a general discussion about recent productions. The objective is to identify any new, significant, methods of working and what was learned. Necessary action such as training, Health Safety Policy amendment and Risk Assessments will then be carried out.

Oxted & Limpsfield Barn Theatre Co. Ltd

Health & Safety Risk Assessment
The risks should be identified during a “hazard spotting” tour of the Theatre and noted in the first column. These should not merely be risks identified at that time, but also potential future risks, or ongoing risks that may occur during Theatre maintenance, set construction, rehearsals and performances. It is important to remember that while a hazard may not pose a risk at the moment it could do so in the future.

The second column describes whether the risk has been “controlled”, i.e. white lines on step edges have been marked, or “uncontrolled”, i.e. there are no white lines. A simple yes/no can be used.

The column referring to “degree of risk” is an estimated risk dependant on the following formula:

Degree of Risk = Hazard Severity x Likelihood of Occurrence

	Hazard Severity
	Likelihood of Occurrence

	1. Minor injury
	1. Low - seldom occurs

	2. Absence for three days or more
	2. Medium - frequently occurs

	3. Major injury or death
	3. High - near certain


The multiplication factor 1, 2, 3, 4, 6 or 9 should be circled as appropriate, indicating the degree of risk.

The remainder of the form details any action required or comments. Actions include correcting a potential safety danger, correcting hazards, including training, providing signs and/or information.

Writing “safe systems of work” (as part of the company’s safety policy) is the last option.

The “comments” column may be used for any notes or information necessary, including the urgency of a particular item.

Barn Theatre

Health & Safety Risk Assessment Form
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