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Workshop
Induction:

Tidiness/Housekeeping:

· The workshop area should be kept clean and tidy at all times.  

· Remember to sweep up dust and debris from the floor so that it does not become a trip hazard for other users

· Tools must be returned to the appropriate area after use

Location of fire exits

· The fire exit is located at the rear of the workshop and the route to this (the yellow brick road) must be kept clear.  Additional fire exits are at the entrance to the theatre.

evacuation procedures
· On discovering a fire break the glass at the nearest call point to sound the alarm

· on the alarm sounding turn off electrical tools and vacate building by nearest exit

· Assembly point is on the grass opposite the entrance to the theatre

· Wait there until university security advise that it is safe to return to the building

First Aid Procedures

· minor injuries can be dealt with using the first aid kit provided in the workshop 

· a record must be kept of all accidents/incidents in the accident book 

· in the event of needing an ambulance or additional first aid contact New Theatre Committee member or University Security on 8888

Chemicals/Hazardous Substances

· Explain about the Safety Data Sheets for paints and other chemicals – and that these should be read through BEFORE using any chemical product as it explains what Personal Protective Equipment (PPE) should be worn and what to do if the chemical is spilled, ingested, in eyes etc
Damaged Equipment

· Equipment and tools should be given a basic check before using them – checking for any damage, loose handle etc.

· Any equipment that is damaged whilst being used or found damaged must be placed in the damaged equipment box so that it cannot be used by others and the workshop manager informed.
Security

· It is your responsibility to ensure that if you are the last person to leave the theatre that all external doors are locked and windows closed.

Lifting and carrying

· Take care when lifting and handling wood, scenery, staging etc.   Ensure that there are at least two people lifting heavy, bulky or long items.  If you are unable to comfortably carry something then you should seek help. 

· Ensure lifting and carrying is done in accordance with the techniques described on the poster on the wall of the workshop

Clothing/Lone Working

· Nobody is allowed to carry out work in the workshop alone and there should always be at least two people present at all times

· Ensure that when working long hair is tied back and any loose or dangling items of clothing or jewellery are secured

· Footwear – only closed toe sturdy footwear should be worn in the workshop (eg trainers/boots).  Sandals/flip flops are not permitted at any time in the workshop and high heels should be avoided.

Electrical Tools  

People are trained in this area at the discretion of the workshop manager.  Only individuals with an appropriate level of competence and confidence should be allowed to use these items.  In all cases it is important that the individuals are supervised by the workshop manager until competence is established.

Hand Drill

· Use of Personal Protective Equipment – goggles must be worn and dust mask where required
· Pre-use equipment checks – drill bit not damaged, casing of drill intact etc

· Inserting and removing of drill bits

· Drilling into walls/floors not allowed without express permission of the theatre manager

· Importance of correct clothing

· Working at height – user must be ladder trained

· Take regular breaks

Jigsaw

· Use of Personal Protective Equipment – goggles must be worn and dust mask where required

· Pre-use equipment checks – blade not damaged, casing of jigsaw  intact etc

· Items to be cut to be clamped or secured whilst cutting

· Inserting and removing of blades

· Importance of correct clothing

· Take regular breaks
· Cut away from you

· Route cable so as to remove any risk of cutting through

Orbital Sander

· Use of Personal Protective Equipment – goggles must be worn and dust mask 

· Pre-use equipment checks – disc not damaged, casing of sander  intact etc

· Inserting and removing of discs

· Importance of correct clothing

· Take regular breaks

· Route cable so as to remove any risk of sanding through

· Items to be sanded should be clamped or secured whilst using tool.

Mitre Saw

· Use of Personal Protective Equipment – goggles must be worn and dust mask and ear defenders

· Pre-use equipment checks – saw blade not damaged, casing of saw intact, plug and cable undamaged

· Cable routed away from moving parts of machinery

· Guard in place and undamaged

· Importance of correct clothing

· Take regular breaks

· Wood to be cut should be carried by two people where it is heavy

· Wood must be securely clamped whilst being cut.

