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Health & Safety Overview

Theatre Theatre Royal considers the health, safety, and well-being of our cast, crew, staff and
audiences as a primary concern throughout all activities within our facility.

As a member of ETNZ (Entertainment Technology New Zealand), we subscribe to the practices
in their ‘Guide to safe working practices in the New Zealand Theatre and Events Industry’, which
informs many of our protocols.

Maintaining these standards requires a concerted effort from all involved, which is now reflected
in our national H&S legislation which indicates that any person involved with, or witness to an
accident will be considered partially responsible to the relative degree they are involved.

As the host venue, we take responsibility for maintaining all aspects relating to the theatre
environment, including the the up-keep and certification of our in-house systems and equipment;
creation of protocols and documentation along with communicating our expectations - which
includes trainings and resources such as this.

Venue users are responsible for identifying, removing, isolating or reducing any show related
risks. This extends beyond the contents of the performance itself, and must include all work
required to delivering the final product. This shall all be logged in a show specific safety plan,
which is submitted to us for approval during the preproduction period.

Once on site either our Venue Manager or Venue Technician will assess the documented residual
risks and either approve the management plan, specify additional controls, or decline the
inclusion of the risk source.

Emergency Evacuation

If asked to evacuate by the VSM or automated fire alarm system:

Calmly leave the building, and do not sign out.

Unless blocked, the emergency exit for backstage cast and crew is via the stage door.
The secondary exit is via one of the three foyer doors.

In performance, those forward of the proscenium arch are to move with the audience.
The meeting point is in front of Hunters Furniture.

The VT or VSM will assign a person to lead the path, and begin a roll-call, before performing a
walk-though of all known areas used to ensure the evacuation is underway.
We encourage large companies to include an evacuation drill during production week.

FIRST AID KITS ARE LOCATED IN THE DIMMER ROOM AND BAR
ICE PACKS ARE IN THE GROUND FLOOR FREEZER BY THE DRESSING ROOMS.

BaS|c Safety Guidelines

Use all equipment in the manner recommended by the manufacturers
Follow all instructions by venue staff or senior crew.

Be responsible for your own actions and look out for others.

Take regular breaks for food, water and fresh air.

Only work when fully coherent.

If you are unsure, ask.

If you have a concern, raise it.

If it feels unsafe, it is.

Promote safe working practices.
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HEALTH AND SAFETY - ROLES AND RESPONSIBILITIES

1. All Theatre Royal workers

“All Theatre Royal workers” encompasses anyone performing work activities for Theatre Royal,

including managers, full-time staff, part-time staff, casual workers, contract workers, volunteers and

interns. These responsibilities also apply to NHTT Trustees when they are onsite in the Theatre Royal.

The role of all Theatre Royal workers with regard to health and safety is to ensure their own safety

and that of others by the following Theatre Royal health and safety procedures and requirements,

and the industry good practice guidelines of the entertainment industry.

Every Theatre Royal worker is responsible for,

a.

Taking reasonable care of their own health and safety, and ensuring that their actions don’t
cause harm to themselves or others.

Following Theatre Royal health and safety procedure and cooperating with the instructions of
the workplace managers.

Being familiar with emergency procedures for the building and following these when
required.

Informing the workplace manager of observed hazards (anything that could potentially cause
harm). This includes fatigue and unsafe work practices.

Reporting all accidents and incidents to the workplace manager where harm occurs to a
person or property, or where significant harm could have, or very nearly did occur.

Informing their manager of,
i.  Any pre-existing limitations that may impact on safety (including injuries or illness).
ii.  Any discomfort associated with work activities.
iii. Any unfamiliarity with equipment or procedures.
iv. Fatigue or any other temporary impairment that may impact on safety.

Participating in worker health and safety consultation and participation, and reporting any
concerns, observations or suggestions regarding health and safety.

Ensuring that they are not, by the consumption of alcohol, drugs or medication, in a condition
that compromises their own safety or those of others.

Using protective equipment and clothing as required or when instructed to do so.

Checking with the VT before entering a venue when there is technical or production work in
progress.

TRN H&S 2c — Roles and responsibilities Page 1of 7 (Aug 2017)
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Theatre Royal - General User Conduct

It's great that you are bringing your performance to The Theatre Royal again, or for the first time.

As professional theatrical venue, specific rules of conduct apply to all persons working onstage or
behind the scenes. Please take the time to understand the importance of the following requirements
and inform your cast and crew of how they should behave. This is of particular importance for groups
consisting of large numbers, young or unprofessional company members.

These are industry standard practices for the safety and well-being of your cast and crew.

We ask that you join us in being positive industry role models and promotes safe industry practices.

IN THE EVENT OF AN EMERGENCY EVACUATION

If asked to evacuate by the SM, or by the automated fire system please leave the building
calmly and immediately and make your way to the emergency evacuation point.

- If on or back-stage, this is out via the stage door, meeting down the drive at the white church

- If operating or in the auditorium, act as the audience does.

- The stage manager should ensure the back of house is evacuated before performing a role call from
the sign in sheet as well as arranging contact with the FOH party to ensure the safety of operators.

Security / Access

- All cast and crew access must be via the stage door only.

- The Stage door is located at the rear of the building, around past Beaurepaires.

- Your Stage Manager (SM) will be issued with a key and in addition for being responsible for the H&S
of the entire company, is tasked with the locking & alarming of the building.

- The back door is on a code lock which change regularly. It will be issued to the SM

- Depending on your company size you may issue all cast and crew with the code to let themselves
in; alternatively, one senior member must supervise the door at all times.

- All cast and crew must sign in and out when arriving or leaving the venue - It is a record of
occupancy for the event of an emergency, during which the SM is responsible for a role call.

AT NO TIME SHOULD THE BACK DOOR BE LEFT OPEN
This is for the safety of your cast and crew, as well as their and our belongings.
Residents and associates of the nearby mens shelter often loiter in our area.

General Company Conduct

- Young children should be supervised at all times

- The theatre is not a playground, please discourage hyperactive activity backstage.

- No person is to act in any manner that may inflict an injury upon or pose the risk the harming
another - Nor in a manner that may cause damage to the building or the properties held within.

- Only technical crew may access the gallery or fly floor walkways.

- Food and drink should not be consumed onstage - unless scripted.

- Care should be taken if eating in the auditorium. Our cleaners only pick up after our audiences.

- Consider lingering aromas on show evenings.

- Dressing room ventilation is an air supply, not an extractor - please consider others and avoid the
use of airborne spray products such as deodorants, hair products, glitters or otherwise.

- If you have any concerns during your time in the theatre, talk to your Stage Manager.



Drugs and Alcohol

The Theatre Royal has a zero tolerance towards drug use, and the taking of alcohol prior to engaging
in any on or back-stage activities. Any company member found to be under the influence of an
alcohol or drug before or during a performance will be asked to leave the premises immediately and
may face further disciplinary action.

Health and Safety

- All company members MUST WEAR FULL COVERED SHOES in the theatre at all times
Except as performance costuming dictates.

- Build or rigging crew are advised to wear steel capped boots.

- During set building, lighting or fly rigging - only technical crew should be onstage.

- Upon first arrival, or during pack-in or technical periods, never walk onto the stage without
confirming it is safe to do so.

- All cast should be fully briefed on the risks and given an induction to any set, structure or other
hazardous situation they may have to encounter as part of the performance.

- Any health or safety concerns should be reported to the Stage Manager immediately.

Parking

- There is only one park at the rear of the building allocated for the hirer, the rest are for Theatre Royal
Staff (Box Office, Front of House, Bar, Technical and Building Managers).

- Unless during load in/out, No vehicles may park on the yellow lines and a thoroughfare must be
maintained for a emergency appliances to reach the loading dock from both directions.

- We ask that company members respect our neighbouring businesses when parking their vehicles.

Technical Systems

- Only trained persons may use the fly system.

- Any adaptations to our technical systems must be reverted prior to company’s departure.

- Industry safe practices must be followed at all times - Failing to uphold these standards may result
in disciplinary action against the company and/or individual.

- Equipment found to be faulty or damaged should be reported to the Technical Manager promptly.

- Any house consumables used will be on-charged to the hirer at their respective rates.

- Any movement of overhead bars, regardless of their contents will be called by the fly operator.
If you are onstage and someone shouts “Heads up onstage” or “Bar Moving” stop where you are
and sight the moving bar. Also respond with an “ok”, and inform those who did not hear.

Cleaning

- Our cleaners will empty backstage bins, but are employed to tidy up the auditorium and pick up
after our audience, not our users.

- Please all spaces used are left as they were provided to you.

- There are several brooms, dust pans and a vacuum cleaner by the stage level stairwell and rubbish
bins throughout the facility. Mops and Buckets are located in the cleaning cupboard (in the front of
house, mens disabled bathroom).

- Stage cleaning: Please ensure the stage is swept, and mopped if required.

Always fly the curtains off the floor before cleaning and don’t add detergent when mopping.

If you have any questions regarding any of this content, please contact either the Theatre or Technical
Manager to discuss.

Technical Manager Theatre Manager
JR Richardson Janice Marthen

027 461 6458
(03) 548 3840 (ext 3) (03) 548 3840 (ext 1)
production@theatreroyalnelson.co.nz manager@theatreroyalnelson.co.nz

www.theatreroyalnelson.co.nz



2.4. RISK ASSESSMENT AND MANAGEMENT PROCEDURE

The following seven steps will be used to identify, assess, and manage risks. The “Risk assessment
worksheet” (TRN H&S 3b) and “Risk assessment guide and charts” (TRN H&S 3a) will assist with this
process.

a. STEP 1: |Identification of hazards that could give rise to risks

i. Forthe workplaces or activity being assessed identify all the hazards that could give rise to risks
to health and safety, and the risks associated with these.

b. STEP 2: Risk analysis

i. Each identified risk should be rated for the “likelihood” of the risk occurring and the
“consequence” of the risk occurring (see Table A and Table B below).

c. STEP 3: Evaluation of risks

i. The results of the risk analysis should be evaluated using the risk matrix (refer to Table C) to
obtain a “risk rating”.

ii. The risk rating (refer to table D) is used alert Theatre Royal management to the seriousness of
the hazard, and to guide the actions required to manage the risk and the level of supervision
and monitoring required.

d. STEP 4: Risk controls planning

i. The “hierarchy of control” (Table E) is the order in which risks to health and safety must be
addressed. By law, risks to health and safety must be eliminated (level 1) where it is reasonably
practicable to do so. If the risk can’t be eliminated then it must be minimised following the
order prescribed in levels 2 — 4.

e. STEP 5: Reassessment

i.  Where a risk was initially assessed as “critical” or “high” then once controls have been decided
on to manage it, the risk should be reassessed for any residual risk and where necessary
additional actions and controls put in place to manage these. This reassessment procedure
should be repeated until the risk assessment score is at an acceptable level to Theatre Royal.

TRN H&S 1d - Risk management framework Page 11 of 14 (Aug 2017)
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STEP 6: Application of controls

Once the risk controls have been determined Theatre Royal must ensure that the planned

controls are applied. This process may include,

¢ Allocation of responsibilities.

¢ Allocation of resources (including time, personnel, funds and physical resources).

* Worker training, guidance and supervision as required.

¢ Communication of management plans to relevant workers.

STEP 7: Monitoring

Monitoring of the risk controls will occur where any risk rating is medium, high or critical and

elimination of the hazard is not practicable. This is to ensure that the stated controls are being

applied correctly, and are working as intended to reduce the risk of harm occurring.

TABLE A: LIKELIHOOD KEY

Level

A Highly unlikely
B  Unlikely

C | Possible

D Likely

E  Highly likely

Description guideline
The possible risk could only occur in exceptional circumstances.

The possible risk is not expected to occur but has been known to occur
before in the entertainment industry.

The possible risk may occur, or is known to occur from time-to-time in the
entertainment industry.

The possible risk will probably occur during a show season (including pack-in
and pack-out) or an activity period, or is known to often occur in the
entertainment industry.

The possible risk is expected to occur during a show season (including pack-in
and pack-out) or an activity period.

TABLE B: CONSEQUENCE KEY

Level

1  Insignificant
2 | Minor

3 | Moderate

4 Major

5 | Severe

Description guideline

Minor First Aid (“one band aid”)

First Aid (more than “one band aid”) or non-urgent medical treatment.
Urgent medical treatment (out-patient level), ACC claim likely.
Hospitalisation or on-going medical treatment or notifiable harm.

Fatality or permanent disability or multiple major level injuries / harm.

TRN H&S 1d - Risk management framework Page 12 of 14 (Aug 2017)
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TABLE C: RISK RATING MATRIX
CONSEQUENCE
Insignificant Minor Moderate Major Severe
LIKELIHOOD 1 2 3 4 5
Highly unlikely A _- M M _

TABLE D: RISK RATING
Risk tolerance

Intolerable

Unacceptable

Acceptable with
management in
place

Medium

TRN H&S 1d - Risk management framework

Acceptable

Acceptable

Risk management guidelines

Critical risks are unacceptable.
All Senior Managers and the Trustees must be informed of the risk.
Every effort should be made to eliminate the risk if possible.

If not eliminated, activity must not proceed without controls in
place to significantly reduce the risk, Senior Manager approval, and
structured supervision.

Monitoring of the controls is required.

High risks are to be avoided.

All Senior Managers and the Trustees must be informed of the risk.
Where possible the risk should be eliminated.

If not eliminated, activity must not proceed without controls in
place to reduce the risk, Senior Manager approval, and structured
monitoring of the controls.

Medium risks need to be managed.

The relevant Senior Manager should be informed of the risk.
Controls are required to eliminate the risk if possible. If it is not
possible to eliminate, then the risk must be minimised.
Monitoring of the controls is required.

Risk levels are generally acceptable.

Risks are managed by routine planning and industry good practice.
PPE is an acceptable control.

Monitored is in place to ensure that the risk doesn’t increase with
additional external influences (fatigue, injury, illness, environmental
conditions etc.)

Risk levels are generally acceptable.

No specific management of risks is required.

Page 13 of 14 (Aug 2017)
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TABLE E: HIERARCHY OF CONTROL

¢ Eliminate ]

¢ Substitute ]

« Isolate / prevent contact
* Reduce with engineering controls

» Reduce with administrative controls
(for any residual risk once level 1 and 2 are applied)

* Personal protective equipment
(for any residual risk once all other levels are applied)

Level 4

Key for hierarchy of control

* Eliminate = remove the hazard causing the risk altogether.

¢ Substitute = replace all or part of the hazard with something that has less risk.

* Isolate = physically prevent people from coming into contact with the hazard (e.g. protective
guards on equipment, barriers to stop people entering a site, locked doors).

* Engineering controls = a physical, mechanical device that reduces exposure to the hazard (e.g. a
safety cut-off switch).

* Administrative controls = controls that don’t remove the hazard but reduce the risk of exposure
through non-physical means (e.g. instructions, procedures, rules, signs, spotters). These controls
are more vulnerable to human error than those at level one or two.

e Personal protective equipment (PPE) = clothing or equipment that reduces the harm caused by
exposure to a hazard.
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NEAR-MISS
\1/ \1/ ql Was there an incident that was close to

causing a serious injury? Or was there
property damaged?

cause an injury that is serious or
moderate?

Ve
YES
Is there immediate danger7

YES
A

Is it a notifiable event?
I \
YES

NO

Venue SM/ VT / FOH Manager

sAND
~

AND

“ YES
S
— AND% < % Can you fix the problem
- and remove the

immediate danger?

TRN H&S 4a - Hazard and accident action chart Page 1 of 1 (Aug 2017)
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QUICK REPORT FORM

Section A — Worker or VSM/VT/FOH Manager to complete this reporting section and return it to the “H&S” tray” in the FOH office.

A Report type: [ Hazard observed [ Accident (someone got hurt) [ liness (relating to work or venue)
[ Incident (property damage or someone could have got hurt) [ Discomfort (e.g. strains)

What? (Describe the hazard or incident, and any injury, illness or damage)

Where? (Location of the problem or accident) Who? (Who could be or was affected or harmed?)

How bad is it? (What is the worst thing that could happen OR has happened?)

O Significant harm O Moderate harm O Minor harm
Medical attention required. “More-than-one-Band-Aid” first aid required. Very minor injury.
Serious or permanent damage to property. Significant property damage. Minor property damage.

What have you already done to fix things?

Have you got any suggestions?

Person reporting the hazard / accident / incident: Day / Date:

Mobile number: Time:

Section B — Assessment to be completed by a Senior Manager.
B Is there an ongoing risk of harm: [ Yes O No

What further harm could the hazard cause? (List here):

Using the risk assessment charts what are the likelihood and consequence scores?

Likelihood: [ (A) Highly unlikely [ (B) Unlikely [ (C) Possible [ (D) Likely [ (E) Highly likely
Consequence: [ (1) Insignificant [ (2) Minor [ (3) Moderate [ (4) Major [ (5) Severe
RISK: 0 (VL) Very low [ (L) Low 0 (M) Medium [ (H) High [ (C) Critical

If “critical” or “high” the Theatre Manager and Technical Manager must be informed before any further activity takes place.

Has the “Accident /incident investigation form” been completed? [0 YES [ NO Is further investigation required? [ YES [ NO
Control level taken to manage the risk [ Level 1 I Level 2 [J Level 3 [J Level 4

Describe the controls:

Who has been notified of the hazard / accident / incident / iliness / discomfort?

[0 Theatre Manager Date: [0 Technical Manager ~ Date: O T&P Manager Date:
[0 Head FOH Manager ~ Date: [ Trustees Date:
Others (list):

RISK RATING MATRIX HIERARCHY OF CONTROL
CONSEQUENCE
LIKELIHOOD Insignificant Minor Moderate Major Severe Level 1 Eliminate
1 2 3 Level 2 Substitute
Highly unlikely A VL L M Isolate
Unlikely B VL L M Engineering controls
Possible C L L M Level 3 Administrative controls
Likely D L M H Level4  PPE
Highly likely g L M H

TRN H&S 4c — Quick Report Form (©Aug 2017)
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NOTIFIABLE EVENT PROCEDURE

DO NOT DISTURB THE ACCIDENT / INCIDENT SCENE other than:

1. To assist an injured person.

2. To make the site safe and prevent further immediate harm to anyone.

3. Under the direction of the police, or with permission from a WorkSafe inspector.

IMMEDIATE ACTION (VT, FOH Manager)

1.

Take control. Communicate clearly and calmly to everyone. Avoid laying blame on

anyone.

Call for the emergency services (111) if required and apply first aid as required.
Secure the site. Stop all work in and around the scene and leave everything where it is.

Phone the Theatre Manager or Technical Manager as soon as possible.

ONSITE FOLLOW-ON ACTION (Theatre Manager / Technical Manager)

1.

a.

Report the accident/incident to WorkSafe NZ ph 0800 030 040 (24 hours) and

Follow their instructions with regard to securing the site.

b. Be prepared to write down their instructions and a reporting reference number.

Identify and record the names of all witnesses.

Obtain and record as much information as possible on what happened to cause the

accident and what factors contributed to the outcome of the accident.

Work or clean up can only restart on site once clearance is obtained from WorkSafe NZ.

Contact the injured person’s next-of-kin/contact person.

AS A GUIDELINE, A NOTIFIABLE EVENT IS....

1. A notifiable illness or injury = someone needs to be admitted to hospital.

2. A notifiable incident = unplanned or uncontrolled incident exposing someone to a serious

and immediate risk to health and safety, including

The fall from height of an object.

An electric shock.

The overturning, collapse or partial collapse of a structure / plant / equipment
/vehicle.

Fire, implosion or explosion.

Escape, spill, leak of a substance, gas or pressurised substance.

3. A death.

(Note, a full list of notifiable events can be found on the reverse)




(TRN H&S 4b)

POST EVENT ACTION (Theatre Manager)
1. Inform the NHTT Trustees.
2. Manage any media attention.

3. Provide WorkSafe NZ with a written notice of the accident within 48 hours if required
by WorkSafe (http://www.business.govt.nz/worksafe/notifications-forms/accident-
serious-harm) and follow their requirements for any internal investigation or review.

4. Compete an investigation into the cause the accident and what factors contributed to
the outcome.

5. Provide on-going information to all affected persons. Include information on what has
happened, what the process is, expectations, and outcomes. Avoid laying blame.

6. Manage any support for affected staff and families

FULL DEFINITIONS (As scheduled in the Health and Safety at Work Act 2015)

1. Notifiable event
a. The work related death of a person, or a notifiable injury or illness, or a notifiable incident.

2. Notifiable injury or illness
a. Any of the following injuries or illnesses that require the person to have immediate treatment (other than first aid):
i. The amputation of any part of his or her body.
ii. Aserious head injury.
iii. A serious eye injury.
iv. A serious burn.
v. The separation of his or her skin from an underlying tissue (such as de-gloving or scalping).
vi. A spinalinjury.
vii. The loss of a bodily function.
viii. Serious lacerations.
b. Aninjury or ilinesses that requires, or would usually require, the person to be admitted to a hospital for immediate
treatment.
c. Aninjury or illnesses that requires, or would usually require, the person to have medical treatment within 48 hours of
exposure to a substance.
d. Any serious infection (including occupational zoonoses) to which the carrying out of work is a significant contributing
factor, including any infection that is attributable to carrying out work—
i.  with micro-organisms; or
ii. thatinvolves providing treatment or care to a person; or
iii. thatinvolves contact with human blood or bodily substances; or
iv. thatinvolves handling or contact with animals, animal hides, animal skins, animal wool or hair, animal
carcasses, or animal waste products; or
v. thatinvolves handling or contact with fish or marine mammals.
e. Any other injury or iliness declared by regulations to be a notifiable injury or illness for the purposes of this section.

3. Notifiable incident
a. Anunplanned or uncontrolled incident in relation to a workplace that exposes a worker or any other person to a

serious risk to that person’s health or safety arising from an immediate or imminent exposure to any of the following,
i. Anescape, a spillage, or a leakage of a substance.
ii. Animplosion, explosion, or fire.
ii. An escape of gas or steam.
iv. An escape of a pressurised substance.
v. An electric shock.
vi. The fall or release from a height of any plant, substance, or thing.
vii. The collapse, overturning, failure, or malfunction of, or damage to, any plant that is required to be authorised

for use in accordance with regulations.

viii. The collapse or partial collapse of a structure.
ix. The collapse or failure of an excavation or any shoring supporting an excavation.
x. Theinrush of water, mud, or gas in workings in an underground excavation or tunnel.
xi. The interruption of the main system of ventilation in an underground excavation or tunnel.
xii. A collision between two vessels, a vessel capsize, or the inrush of water into a vessel.
xiii. Any other incident declared by regulations to be a notifiable incident.

TRN H&S 4b — Notifiable event procedure Page 2 of 2 (Aug 2017)
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OUR MISSION

To support the New Zealand entertainment and events
technology sector with a central link to promote professional
development, advocacy and safety.

*Entertainment Technology NZ

Additional docs for more information

Entertainment Technology NZ (ETNZ) : Industry Guide To Safe Working Practices
Recommended safe practices for work undertaken in our industry.

Compiled by NZ’s best technical, theatrical and production based minds.
www.etnz.org

Available on the online resource section of our website:
www.theatreroyalnelson.co.nz/docs

Theatre Royal Nelson Health & Safety Policy
The Theatre Royal Nelson’s Health & Safety Policy

Theatre Royal Site Specific Safety Plan
Our in-house, backstage risk assessment identifying hazards and listing the prescribed controls.

Theatre Royal Risk Assessment Form / Show Specific Safety Plan
A basic requirement for any performance group is to identify, grade and manage the risks
involved with mounting their production. Our template for this is available online.

Theatre Royal Technical Questionnaire
In the absence of a technical rider, we ask ‘so what are you planning on doing?’

Theatre Royal Technical Checklist
This checklist is a valuable resource to be completed prior to and following each
performance/rehearsal and made available to our Technical Manager.

Theatre Royal Technical Specifications
A comprehensive technical specification for the Theatre Royal Nelson.



