Festival City Theatres Trust
Health and Safety Policy

It is the policy of Festival City Theatres Trust (FCTT) to ensure, as far as reasonably practical, the health, safety and welfare of all employees and others, including members of the public, who may be affected by its work, wherever work takes place.

The Health and Safety at Work (etc) Act 1974 and subsequent legislation is designed to provide a framework to promote, stimulate and encourage an awareness of the importance of achieving a high standard of health and safety at work.  The Company is committed to exceeding the basic legal requirements in force and to making available appropriate funds to achieve this objective.
To achieve these aims, we will:

· Clearly identify everybody’s responsibilities in measurable terms

· Positively manage the health, safety and welfare risks arising from our work activities throughout the company

· Remember that, although our work is important, safety is vital

· Create and maintain an effective and productive health and safety partnership with our employees, visiting companies and contractors, ensuring all workers can contribute to maintaining and improving our standards

· Provide and properly maintain suitable and safe plant, machinery and equipment

· Ensure any harmful substances used in the workplace are suitably labelled and facilities for their safe handling and use are provided
· Provide suitable information, instruction and supervision where required for all our employees

· Ensure all our employees are able safely and efficiently to perform the tasks related to their job by providing induction and ongoing training and encouraging personal development

· Foster high standards of work, tidiness and awareness, recognising these promote health and safety

· Seek to prevent all accidents and work-related  ill-health, and where these do occur, use sensitive and supportive investigations as a tool to provide solutions and prevent recurrences

· Maintain a safe and healthy workplace for all our employees and others affected by our work, encouraging everyone to contribute to the welfare of us all

· Ensure that employees’ health and safety is as important when working away from their normal place of work as it is in the workplace

· Put in place management systems to ensure that health and safety is systemic throughout the organisation promoting safe working practices wherever employees may be based

· Regularly monitor our effectiveness to encourage simple and effective procedures to remedy any health and safety problems

· Review this statement and policy, as necessary, at least at annual intervals

Up to date information and brochures on health and safety matters are available.  Please ask your line manager, the Health and Safety Officer, or a member of the Health and Safety Committee.
Statement on Health and Safety Policy
FCTT takes health and safety seriously and will provide safe working conditions, adequate information, training, etc.  Although the ultimate responsibility for safety rests with the highest levels of management, FCTT realises that a healthy and accident free workplace cannot be achieved without the co-operation and active support of staff.  FCTT has arrangements, therefore, for consultation and for keeping staff informed about health and safety matters.

Safe working is not optional; it is a condition of employment and all staff must comply with safety signs, instructions and procedures.

Organisation and Implementation Arrangements
Everybody in the organisation has responsibilities under health and safety legislation, and under our policy.  Key individuals have had specific responsibilities allocated to them.  If you are one of these people you will have a separate document outlining what these specific responsibilities are.  We have a health and safety management system in place which is run by the Health and Safety Officer.  The primary route for management of any health and safety issues is through the existing management structure.  Every member of staff has a secondary route to resolve health and safety issues; either through another manager, or by contacting a member of the Health and Safety Committee.

Why Health and Safety is Important to FCTT
Injuries and ill health resulting form work activities can be a major cause of pain and suffering to the victims and to their families and friends.  As an employer we have a moral duty to do all that we can to prevent this.

The financial cost of work related accidents and ill health to victims, to us as an organisation and to society in general, can also be significant.

As a Company and as individuals, we also have duties under a comprehensive range of health and safety laws.  These laws require us to manage our activities so as to anticipate and prevent situations that might result in occupational injury or ill health.  It is therefore in our best interests as an organisation and as individual employees to do what we can to achieve good health and safety performance.

General responsibilities for Health and Safety
We all have legal responsibilities for health and safety while we are at work.  It is important that we are all aware of these responsibilities and that we work together to achieve a high standard of safety.  It is also important that all employees know the lines of communication and levels of responsibility that exist within the organisation to ensure that safety matters are dealt with effectively.  The ultimate responsibility for safety rests with the highest level of management.  Duties and responsibilities are, however, delegated to all levels of management.

Employee responsibilities
All employees have general duties under sections 7 and 8 of the Health and Safety at Work Act, and other related legislation.

We ALL have a responsibility to:

· Take reasonable care of our own safety and that of others persons who may be affected by what we do or fail to do at work

· Co-operate with each other so as to enable compliance with any imposed legal duty or requirement

· Use machinery, equipment, dangerous substances, transport equipment, means of production or safety devices in accordance with training and information provided

· Not interfere with or misuse, intentionally or recklessly, anything provided in the interests of safety

· Report hazardous shortcomings in health and safety arrangements

· Report work situations which represent serious and imminent danger

Employer Responsibilities
FCTT has general duties under sections 2 and 3 of the Health and Safety at Work Act and other related legislation.  These general duties apply to all employees and also any other person affected by our work activities, for example, visitors and contractors
Section 2 of the Act places a general duty on FCTT to ensure, so far as is reasonably practicable, the health, safety and welfare of all employees whilst at work, and in particular to:

· Provide and maintain plan and systems of work that are, so far as is reasonably practicable, safe and without risk to health

· Establish arrangements to ensure, as far as is reasonably practicable, the safe use of, handling, storage and transport of articles or substances

· Provide information, instruction, training and supervision as necessary to ensure, so far as is reasonably practicable, the health and safety of employees at work
· Provide and maintain, so far as is reasonably practicable, a safe place of work with access and egress from it

· Provide and maintain, so far as is reasonably practicable, a safe working environment

· Prepare a written safety policy and bring it, together with any revisions, to the notice of all employees

· Consult with employees or their representatives on matters relating to health and safety

Board Responsibilities
The Board of Directors fully accepts its collective and individual responsibilities for ensuring that the health and safety risks arising form the FCTT’s activities are actively and effectively managed.  They continue to keep health and safety issues at the forefront of any decision making process and receive an update of health and safety issues at each of six meetings per annum.

Line Management Responsibilities
The responsibilities of FCTT as an employer, as listed above, are delegated through the line management structure.  The primary route for any health and safety issue is through the line management structure.  Where appropriate, specific responsibilities are delegated to line managers and a separate list of these responsibilities will feature as part of the staff induction process.
Health and Safety Officer
Although we all have responsibilities for health and safety at work, FCTT has appointed a Health and Safety Officer who has delegated responsibility to:

· Co-ordinate the implementation of our Health and Safety Policy and Health and Safety Management System.

· Ensure compliance with our Policy, Management System and all of the associated arrangements
· Liaise with external health and safety advisers on matters relating to health and safety

· Bring to the prompt attention of the Board of Directors any health and safety issue that requires their attention

· Review the effectiveness of the Policy and the Management System

· Liaise with the enforcing authorities, where appropriate

· Monitor the effectiveness of individuals allocated with specific responsibilities in discharging those responsibilities

· Ensure FCTT’s performance in relation to health and safety is subjected to systematic critical appraisal (audit) at appropriate intervals

Health and Safety Committee
The purpose of the Committee is to promote the ownership of health and safety issues across all members of the Company, take an overview of the success of the Company’s Health and Safety Policy and to provide a mechanism for consultation between management and staff.

Ten committee members are drawn form a cross-section of departments.  Other Company members may be called in where necessary to give information, but shall not be considered as co-opted.
The Health and Safety Officer has specific responsibility for health and safety issues, in respect of advising the General Manager and Chief Executive on actions that need to be taken and will advise the Board of Directors on Health and Safety matters.  The Chief Executive shall designate the position of Health and Safety Officer (a “responsible person” as defined by Health and Safety legislation).  This nominated person will have a permanent position on the Committee.

The Chair of the Committee will be the General Manager.

Company Members may observe meetings, but have no speaking or other rights.  Observers may be excluded for specific agenda items as the Committee may determine to be appropriate.

If staff have a health and safety question that cannot be resolved through the normal line management structure they can raise the issue with a member of the Committee.

A list of Committee members and meeting minutes are displayed on notice boards.

Induction
When staff first start, their manager will give them an introduction to the workspace.  Part of this induction will include instructions on what to do in the event of a fire or first aid incident.  Staff will also be given a copy of the Employee Staff Handbook which should be read carefully.  Any questions should go to the line manager.

A full health and safety induction will be given to every member of staff within 6 weeks of starting.

When Visiting Companies or Contractors first arrive, the Health and Safety Officer will conduct an induction to a responsible person from the relevant organisation as appropriate.

Fire and Evacuation
If you discover a fire, please activate the fire alarm by breaking the glass on the nearest fire call point.  The fire alarm is a siren.

If you hear a fire alarm, please make your way out of the building using the nearest available fire exit.  If you are in any doubt at any time about a fire alarm, you should make your way out of the building using the nearest available exit.  Fire exits are signed with a green running man.
When an evacuation takes place, please assist by walking calmly, do not take lifts, do not stop to collect belongings.  Make your way to the rendezvous point in the courtyard (Festival Theatre) or outside the Green Room pub in Valleyfield Street (King’s Theatre).  A roll call will take place, so it is essential that you ensure you are accounted for and do not leave the RV point until it is safe to do so.

You may be asked to leave the building for other reasons.  Specific instructions will be given over the tannoy system.  Please listen carefully to instructions.

Accidents, Incidents (near misses) and Hazards 
If you have an accident at work there are a number of first aiders available.  A first aider can always be contacted through stage door.
We positively encourage an open reporting regime at FCTT.  If you are involved in an accident, or witness an accident, please fill in an Accident Report form, available from your manager, stage door or from the shared network drive.
If you are involved in, or witness an incident that nearly resulted in an accident (a near miss), or you see something  that might cause an incident or accident, please deal with it straight away of you can, or report it to your manager straight away.  Please also fill in an Incident Report form, available as above.

The more we are able to record any trends in accidents or incidents, the more we can avoid them happening in the first place.  Accidents, incidents and hazards can be reported either to your manager, or to any member of the Health and Safety Committee.

Further Information
Further information on health and safety matters is available from your manager, a member of the Health and Safety Committee, the Health and Safety Officer or the Employee Staff Handbook.
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