Tickenham Drama Group (TDG) Safety Policy 
It is the policy of Tickenham Drama Group to provide, as far as is reasonably practicable, safe and healthy working conditions for members of the public, employees and volunteers. 

· Scope

This policy covers all buildings that constitute Tickenham Drama Group and Tickenham Village Hall, (hereafter referred to as TDG/TVH) location is: Clevedon Road, Tickenham, Clevedon, BS21 6RX.   
The Tickenham Drama Group Committee, (hereafter called the Committee) will appoint a Health & Safety Officer, who will be an Officer of the Committee and who will have responsibility of all Health & Safety matters, Fire Safety and Fire Risk Management procedures and associated inspections and/or actions, maintaining liaison with the Tickenham Village Hall representative.
Tickenham Drama Group aims to ensure any work undertaken by the organization does not adversely affect the health and safety of other persons. Tickenham Drama Group also aims to provide a safe and healthy environment for participants, audience members, and anyone visiting the premises. 
1. The aims and objectives of the policy are: 
a. To promote and maintain standards of safety, health and welfare that complies fully with the Health and Safety at Work Act, 1974, other relevant legislation and codes of practice. 
b. To protect employees, volunteers, participants and others, including the public from foreseeable hazards. Hazards and controls to reduce risks to an acceptable level will be identified by the TDG committee and placed in the hazard log at annex A.
c. To provide all employees and volunteers with the necessary information, instruction, training and supervision needed to ensure that safe working practices are adhered to and safety awareness is developed. 
d. To ensure that employees, volunteers and participants are aware of their responsibilities to take care of themselves and others. 
e. To encourage consultation and co-operation between employees, volunteers, participants and management on any aspect of health and safety. 
f. To reduce any unacceptable risk created by work operations and where necessary consult with outside bodies in order to maintain a safe working environment. 
2.  Responsibilities 
The TDG Committee has ultimate responsibility for health and safety.  The Committee is responsible for taking all reasonable steps to ensure that adequate resources are made available, thereby maintaining a suitable, safe working environment. 
The Director will oversee health & safety issues in relation to rehearsal sessions and performances carried out at Tickenham Village Hall and the risk assessments related to those actives carried out at there.   
Tickenham Drama Group use the premises to stage their productions that is managed by Tickenham Village Hall Committee.   The safety management for the hall and car park is conducted by Tickenham Village Hall  and therefore the risks associated with hall and car park infrastructure will not be considered in this document. Consideration should be given for a drama group person to sit on the hall committee once a year to ensure a joined up approach on safety matters.
3. First Aiders 
Designated First Aiders are responsible for: 
a. Administering First Aid to injured employees, volunteers & participants. 
b. Ensuring all accidents are recorded. 
c. Ensuring that all medical equipment and facilities are adequate. 
4. Employees, Volunteers & Participants 
Employees, Volunteers & Participants should: 
a. Make themselves familiar with and conform to the TDG Health & Safety Policy at all times. 
b. Observe all safety rules at all times. 
c. Wear appropriate safety equipment when required. 
d. Must not interfere with anything provided to safeguard their health & safety. 
e. Report all accidents and near misses, damage and dangerous occurrences to either the Director or a member of the Tickenham Drama Group Committee. 
f. Take reasonable care of themselves and others who may be affected by their actions. 
5. Legal Duties

There are legal duties on:

employers

employees

the self-employed (freelance)

people in charge of premises 

Employers

Employers must ensure, so far as is reasonably practicable, the health, safety and welfare of their employees, while not exposing others to health and safety risks.  As an employer, you must have systems in place to ensure that the risks presented by the work are assessed and either eliminated or controlled.  There are a number of ways this can be done.   Further help and information can be found below in: Health and safety made simple[3].  (open hypelink = ctrl + click)

Employees

Employees can expect their employers to take all reasonably practicable measures to ensure they can work without risk.   Employees then have a duty to work carefully and co-operate with their employer to make sure both are complying with their respective legal duties.

Self-employed (freelance) 
Self-employed people have duties to ensure they work safely so that their activities do not create risk to themselves or others.   Remember, ‘self- employed’ has a different meaning in health and safety matters to that used in tax matters. Both employers and the self-employed should make sure they know their legal status and obligations under health and safety law.  

Person in charge of premises

Any person who allows people not employed by them to work in premises, such as a theatre, has duties to make sure:

the means of getting in and out are safe

all plant and equipment within the premises is safe and does not present a risk to health. This includes the electricity / gas and water supplies etc 

Employees, volunteers & participants should familiarize themselves with the posted fire precautions and drill procedure. 

For regular workshop sessions, fire drills will take place before the first event of the New Year. The  Leader should ensure anyone who misses the first event, or joins later in the year, is given a safety briefing the first time they attend. 

Arrangements for Maintaining a Safe and Healthy Working Environment

The Tickenham Drama Group recognises there are a number of hazards throughout the premises that require control to be exercised in order to maintain the health and safety of employees, volunteers, participants and other visitors. These controls and procedures are detailed as follows: 
1.    Work at height
There is a legal hierarchy for selecting equipment for work at height, based on using the safest possible method of work that can reasonably and practicably be used in the circumstances:

· Where possible do not work at height – use auto focus or bounce focus lights, bring scenery items down to  ground level for adjustment etc

· systems of work – using ladders and moveable towers; it is mandatory that ladders are used as they are designed only.   The moveable tower must be assembled correctly without compromise and all feet locked when a person is working from it.

Further information on working at height can be found in the ABTT Code of Practice for the selection and use of temporary access equipment for working at heights in theatres 

[1].
2.
Manual handling
There is a large amount of manual handling involved in Drama.   Some loads are awkwardly shaped, heavy and often difficult to move; and sometimes in confined spaces.  This movement is often also done under time pressure.   More than a third of the injuries reported annually to HSE are related to manual handling.   These tend to be long-term injuries, which can have serious implications for those involved.   Reducing the amount and severity of manual handling is a legal obligation. For more information, see:

Manual handling at work: A brief guide, link; http://www.hse.gov.uk/pubns/indg143.pdf (open:
hypelink = ctrl + click)

3.    Accident Reporting 
A record of all accidents and near misses, however minor, should be entered in the accident book that is located in the TDG first aid box, brought to each session by the Theatre Director. 
All injuries should be reported immediately in order that repeat accidents can be prevented, ‘Near miss’ accidents should be reported to the Director immediately so that preventative measures can be taken. 
4.    Use of Electrical Equipment 
All users of theatre lighting, sound equipment and other electrical items will only be used under the supervision of a trained professional technician. 
5.   Ladders and Tower
All ladders and Tower shall be regularly checked under risk assessment procedures and any defects noted and reported immediately to the Director. Anyone intending to work at height should ensure another member of staff is aware that they are doing so before they start work. Members of the Drama Group should not use ladders until a sufficient risk assessment is carried.
The technician, or anyone using the ladders or Tower in the hall, must have a responsible person in the space with them at all times when working at height.  

http://www.hse.gov.uk/work-at-height/the-law.htm
6.    Activities with cast 
a. The Director is responsible for leaving the Stage clear of hazards at the end of every session.   Chairs should be safely stacked and fire exists must be left clear of any obstructions. 
b. The Director must ensure that fire exits remain clear during sessions when furniture may be moved around. 
c. Whilst the organization recognizes that the nature of performing arts involves physical activity, young people must be given the option to sit out of activities where they feel unsafe.  
d. The Director should consider the appropriateness of the activities to the age, ability and experience of the young people they are working with in relation to health and safety issues. 
e. Young people should be properly instructed in the use of technical equipment and supervised where appropriate. 
f. Young people should be regularly reminded of their contribution to the health and safety of themselves and others.  
g. The Director must always consider health and safety issues in the design, construction and use of a set for performance projects. 
h. The Director should familiarize themselves with fire procedures and consider all health and safety issues. 
7.    Contractors 
Whoever hires contractors must arrange a briefing on the content of the Fire Safety and Fire Risk Management Procedure.

Fire  Risk and Assessment
The Tickenham Drama Group will make every effort to reduce both the likelihood of fire and severity of fire, and consequently asks employees, volunteers and participants to be vigilant and report anything that could be hazardous.  

The purpose of the procedure is:
· To ensure the safety and well being of all persons who are helping or working in the buildings if a fire starts.
· To prevent fires starting within the buildings and the uncontrolled spread of such fires.
· To ensure compliance with existing fire safety legislation
· Ensure that Members of the Drama Group and other parties working for the Drama Group are familiar with the Fire Safety and Fire Risk Management Procedure.
· Ensure that, before each performance, the evacuation procedure is fully brought to the attention of all people present.
Each individual’s primary responsibility in the event of a fire alarm being raised is for their own safety.   No one should deliberately or recklessly endanger themselves in an attempt to follow these procedures or attempt to save the lives of others.
1.    Basic Fire Prevention Methods
To help prevent fire:
· All areas should be kept as clean and tidy.
· No flammable liquids to be brought in to the premises without notifying the 
Health & Safety Officer.   
 2.    Fire Risk Assessment
It is the responsibility of the Committee to ensure of the Committee that the Drama Group will undergo a Fire Risk Assessment on a minimum annual basis, that will be carried out by a suitably trained nominee or the Health & Safety Officer.

When there are recommended actions from the Assessment, an action plan will be drafted by the FPO and submitted to the Committee for priority, budget approval, and action within an agreed time frame.  Progress of the execution of the plan will be the responsibility of the Committee.

A copy of each completed Fire Risk Assessment and actions will be retained by the Secretary for at least 3 years 

Items that are the responsibility of the Tickenham Village Hall

The FPO will make them-self aware of the following detail of each subject and any fault or deficiency to be notified to the Village Hall Representative. 

Fire Extinguishers

Emergency Lighting

Fire Log Book

3.    Evacuation Procedure

3.1
Fire Steward and Team 

Each event will have a nominated Fire Steward and Team who are responsible for understanding the Evaluation Procedure at the beginning of each session or event.

3.2
Evacuation Procedure
Upon the raising of the fire alarm, all persons except the Fire Steward and Team will evacuate the Building by:

· Exiting via the nearest fire exit to themselves providing the fire is not in direct line of that exit.

· Proceeding in an orderly manner to their designated assembly point, and remaining there until instructed by the Fire Steward or Team person.

· Where possible, without risk to themselves, all persons should leave their environment in a “safe state”, closing windows, doors and switching of equipment.

4.
Duties of the Fire Stewards and Team

Fire Steward and Team will check the building to ensure that all persons are leaving, room doors are closed, and no one left in rooms.   A person refusing to leave without a valid reason (injury or specific duty) will be informed by the Fire Steward or Team member that failure to evacuate puts others at risk.   The Fire Steward and Team will complete the check and exit the building.

Fire Steward and Team must not go into areas where there are signs of fire,  where there is smoke or where they ascertain that to do so would place them-self in immediate danger.

At the same time the Fire Steward will nominate members of the Team to: 

· Contact the Fire Service on 999

· Use the correct fire extinguisher to tackle the fire.

· If unable to put out the fire; close any door and exit the building.

5.
Evacuation of Children (under 16 years of age)

The person supervising children, on hearing the alarm, will assemble and lead them to the nearest safe exit and to the assembly point. 

Where there are known parents on site they will be told that they are responsible for the supervision of their child/ren unless other specific arrangements have been made.

6.
Use of Fire Fighting Equipment

The Fire Steward and Team will make themselves aware of the location of The Village Hall’s fire fighting equipment and it’s recommended use.

Do not attempt to fight a fire if you have any concern for your safety in doing so.  Example

· You have not received the appropriate training

· The fire is large with a high content of smoke

· Your escape route might be compromised

Nobody is to enter the building to fight the fire other than the Fire Service personnel.

7.     First Aid and Evacuation of Casualties

Where possible, casualties who are able to walk can be assisted from the building, preferably by a First Aider and treated outside of the building.   Casualties that are unable to walk should be evacuated only if their life is in immediate danger, otherwise they should be left inside the building. 

Nobody should risk their health, safety or well-being in an attempt to evacuate or treat a casualty.   Nobody should re-enter the building to attempt to evacuate or treat a casualty.  A person who is aware of a casualty inside the building should report the fact to the Fire Steward, with the name, location and condition of the casualty.

8.    Fire Drill

A Fire Drill is considered to be good practice and one should be undertaken to ensure that the evacuation procedure is effective.

9.   Control of the Site during a Fire Alarm

During the period of a Fire Alarm the Fire Steward will be in charge of the site.   It is their responsibility to;

· Coordinate evacuation activities as describe above

· Ensure access is kept clear for emergency vehicles and prevent unauthorised access to the site, including vehicles.

· Prevent unauthorised access to the building as far as possible

If the Fire Service arrives on the scene the Fire Steward will hand over control of the site, notifying his team, to the Senior Fire Service Officer in attendance.   The Fire Steward will liase with this Officer and follow any instructions given.

10.   Re-entry to the Building following a Fire Alarm 

When the Fire Service is in attendance , the Fire Steward must not sound the all clear signal until the Senior Fire Service Officer in attendance has handed control back to the fire steward and states that the all clear signal can be given. 

In certain circumstances; where part of the building was affected and has been cordoned off to prevent access, the all clear may be given.

11.    Review and Maintenance of this Procedure

This Procedure must be reviewed and updated following a major change in the structure or layout of the site.

   Training

Any member who has a role to play in Health & Safety; must understand their Role and know what actions are required of them to carry out of their duties

The Committee will identify the Training requirements for personnel involved with Health & Safety and implement any Training that is required for them.

A log will be kept by the Committee showing; name, date training complete, training subject, trainer’s name and date completed
Notes:
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