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HEALTH AND SAFETY POLICY 
 
It is the policy of Surrey Youth Theatre to provide, as far as is reasonably practicable, safe and healthy 
working conditions for students, employees and volunteers. Surrey Youth Theatre aims to ensure any work 
undertaken by the organisation does not adversely affect the health and safety of other persons. Surrey 
Youth Theatre also aims to provide a safe and healthy environment for participants, audience members, 
and anyone visiting its premises.  
 
THE AIMS AND OBJECTIVES OF THE POLICY ARE:  

• To promote and maintain standards of safety, health and welfare that comply fully with the Health & 
Safety at Work Act, 1974, other relevant legislation and codes of practice.  

• To protect employees, volunteers, participants and others, including the public from foreseeable 
hazards.  

• To provide all employees & volunteers with the necessary information, instruction, training and 
supervision needed to ensure that safe working practices are adhered to and safety awareness is 
developed.  

• To ensure that employees, volunteers & participants are aware of their responsibilities to take care 
of themselves and others.  

• To encourage consultation and cooperation between employees, volunteers, participants and 
management on any aspect of health and safety.  

• To regulate any risk created by work operations and where necessary consult with outside bodies in 
order to maintain a safe working environment.  

 
RESPONSIBILITIES:  
 
The Artistic Director has ultimate responsibility for health and safety and responsible for taking all 
reasonable steps to ensure that adequate resources are made available, thereby maintaining a suitable, 
safe working environment.  
The Artistic Director will also: 

• Bring to the attention of staff all new legislation, codes of practice and other matters affecting health 
and safety  

• Advise on matters of accident prevention and implementation of Health and Safety Policy within the 
organisation  

• Review the Accident Book   

• Identify training needs in relation to areas of Health & Safety  

• Complete risk assessments every 6 months, or more frequently whenever working conditions 
change  

• Communicate the Health & Safety Policy to all relevant people  

• Delegate the day to day running of the Health and Safety Programme within the organisation  

• Receive and action all reports, verbal and written, regarding health and safety issues  

• Maintain liaison with all individuals connected with health and safety  

• Arrange adequate training programmes in relation to health and safety  

• Ensure that effective maintenance systems are in place and that all identified maintenance is 
implemented  

• Ensure health and safety aspects are incorporated in all job instructions  

• Review the implementation of the policy 
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Employees, Volunteers & Participants Should: 

• Make themselves familiar with and conform to the Health and Safety Programme at all times  

• Observe all safety rules at all times  

• Wear appropriate safety equipment when required  

• Must not interfere with anything provided to safeguard their health & safety  

• Report all accidents, damage and dangerous occurrences to the Artistic Director 

• Report all health & safety concerns to the Artistic Director 

• Take reasonable care of themselves and others who may be affected by their actions  
 
ARRANGEMENTS FOR MAINTAINING A SAFE AND HEALTHY WORKING ENVIRONMENT  
Surrey Youth Theatre 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. Accident Reporting  
A record of all accidents, however minor, should be entered in the accident book. The Accident Book is 

kept at the teacher’s admin desk in the rehearsal building. All injuries should be reported immediately in 
order that repeat accidents can be prevented. ‘Near Miss’ accidents should be reported to the Artistic 
Director, or senior member of staff on duty, immediately so that preventative measures can be taken.  

 
2. First Aiders  

It is advised that all Surrey Youth Theatre Teachers are first aid trained and are able to:  

• Administer First Aid to injured employees, volunteers & participants  

• Ensure all accidents are recorded  

• Ensure that all medical equipment and facilities are adequate  
 

3. First Aid Points  
First Aid boxes are located on the admin desk during each session. 
 

4. Training  
All Health & Safety training needs will be identified by the Artistic Director. Training will be provided, where 

appropriate, in areas of health and safety awareness, the use of protective equipment and safety 
devices and manual handling. Staff are responsible for completing first aid training independently. 

 
5. Use Of Electrical Equipment  

All users of theatre lighting, sound equipment and other electrical items must receive comprehensive 
instruction before they are allowed to operate the equipment. Training will be given by the Artistic 
Director OR an official at The Town Council who are in control of the hall’s equipment. Equipment 
operators must also demonstrate the ability to adhere to health and safety procedures before being able 
to operate equipment unsupervised.  

 
6. Ladders  

Surrey Youth Theatre trusts all ladders shall be regularly checked under risk assessment procedures by the 
Town Council and any defects noted and reported immediately to the Artistic Director. Surrey Youth 
Theatre also have a responsibility to report any concerns to the Town Council. Anyone intending to 
work at height should ensure another member of staff is aware that they are doing so before they start 
work. Staff should not use ladders if they are in the building alone. The technician, or anyone using the 
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ladders in the auditorium, must have a responsible person in the space with them at all times when 
working at height.  

 
7. Activities With Young People  

• Drama leaders are responsible for leaving the workshop space clear of furniture at the end of every 
session. Chairs should be safely stacked and fire exits must be left clear of any obstructions  

• Leaders must ensure that fire exits remain clear during sessions when furniture may be moved 
around  

• Whilst the organisation recognises 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  

• Leaders 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  

• Young people should be properly instructed in the use of technical equipment and supervised where 
appropriate  

• Young people should be regularly reminded of their contribution to the health and safety of 
themselves and others. Disciplinary action will be taken when individuals disregard health and 
safety rules  

• Leaders must always consider health and safety issues in the design, construction and use of a set 
for performance projects  

• Leaders should familiarise themselves with fire procedures and consider all health and safety issues 
when working at outreach venues  

• Young people should be informed of their responsibility in keeping themselves safe during 
rehearsals inc correct clothing etc. This is detailed in the Safeguarding Policy. 

 
FIRE PREVENTION AND SAFETY PROCEDURES 

• Surrey Youth Theatre 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.  

• Employees, volunteers & participants should familiarise themselves with the posted fire precautions 
and drill procedure  

• For regular workshop sessions, fire drills will take place on the first session of each new term. 
Workshop leaders should ensure anyone who misses the first session, or joins later in the term, is 
given a safety briefing the first time they attend.  

 
Fire Evacuation Procedures During a class: 
On discovering a fire or hearing the alarm the person should: 
- raise the alarm  
- not attack the fire  
- leave the premises by the nearest available exit  
- report to person in charge at the assembly point – the disabled area of the car park - who will check the 
register  
 
The most senior teach present will 
- Collect the register if safe to do so 
- Ensure all teachers and students have been evacuated 
- Close all doors behind them  
- Call the fire brigade  
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- Check off the register 
- Wait until it is safe to re enter the building by an official of the fire service or the Town Council 
 
Fire Evacuation Procedures For Performances  
Prior to the performance commencing, instructions will be given to :-  

• All Front of House Staff  

• All Members of the cast  

• All Stage Staff and Technical Crew  
 
A designated member of the front of house team will act as ‘Fire Marshall’. And will help enforce the 
evacuation plan. The designated ‘Fire Marshall’ shall remain in the foyer throughout the performance – and 
should not undertake any other duties that would obstruct their duties should an evacuation become 
necessary.  
 
If the fire alarm sounds :-  

• Staff and Volunteers should help evacuate all participants, staff and audience members exiting the 
building via the nearest fire exit  

• All participants, staff and volunteers should assemble at the disabled area of the main car park  

• The senior technician on duty should ensure all the technical team are evacuated, and the senior 
member of stage staff should ensure all cast members are safely evacuated  

• In the event of an actual fire, the designated ‘Fire Marshall’ shall follow the fire procedures and call 
the fire brigade. The ‘Fire Marshall’ should, if it is safe to do so, facilitate the checking of toilets, 
kitchen and offices to ensure the building is unoccupied  

• Once the all clear has been given, either by a firefighter, or by the ‘Fire Marshall’ in the case of a 
false alarm, staff should facilitate an orderly return to the building  

 
GENERAL  

• All employees, volunteers, participants and work placements will be made aware of the Health & 
Safety Policy. They will be guided through health and safety awareness and procedures at their 
induction. Participants will be informed of health and safety issues relevant to them.  

• Employees, volunteers & participants are asked to consult the Artistic Directors if they are in doubt 
concerning the implementation of safe working procedures or if they consider arrangements to be 
unsafe.  

• Employees, volunteers & participants must abide by the rules and regulations in force for the 
maintenance of a healthy and safe environment as detailed above. When health and safety is 
disregarded it will be brought to the attention of the Board of Directors where disciplinary action may 
be recommended.  

 
MONITORING  
The Artistic Director will ensure that working conditions are regularly monitored, ensuring that safe working 
practices are being followed and is also responsible for investigating work-related accidents and is 
responsible for acting on findings from any such investigations to prevent a recurrence. 
 
 
 


