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SECTION 1: GENERAL STATEMENT OF HEALTH AND SAFETY POLICY

1.1 Twickenham Film Studios regard the promotion of health and safety measures
as a mutual objective for management and employees at all levels.

1.2 It is therefore Company policy to do all that is reasonably practicable to protect
the health and safety of all employees whilst at work, and that of members of
the public or contractors who may be affected by the Company's undertaking.

13 The Company expects the co  -operation o fits employees in fulfilling this Policy
and in promoting health and safety at work.

1.4 In particular, Twickenham Film Studios have the responsibility as far as
reasonably practicable to ensure:

1.4.1 The provision and maintenance of plant and systems of work that are
safe and without risks to health.

1.4.2 Safety and absence of risks to health in connection with the use,
handling, storage and transport of articles and substances. 1.4.3
Provision of instruction, information, training and supervision ne cessary
to ensure the health and safety of all employees.

1.4.4 Provision and maintenance of a safe place of work and safe access to
and egress from that place of work.

1.4.5 The provision of a working environment that is safe and without risks to
health .

1.4.6 Provision of adequate welfare facilities and arrangements.

1.4.7 Compliance with all relevant statutory requirements for health, safety
and welfare.

15 The Company will make effective arrangements for:

1.5.1 The planned monitoring of health a nd safety performance by carrying out
audits and inspections

1.5.2 Consultation and communication with employees

1.5.3 The provision of a competent source of health and safety assistance to
managers

1.5.4 The provision of adequate human and financial r esources to achieve
effective management of health and safety

1.5.5 The proper assessment and control of risk
1.5.6 The provision of appropriate training

1.5.7 Review of the Policy and procedures
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1.5.8 Proper communication and co  -ordination with tenant s

1.5.9 The formulation, recording and putting into effect of a systematic plan
for the above requirements.

1.6 The Company aims to ensure that:
1.6.1 Managers are aware of their own responsibilities for health and safety.
1.6.2 Employees are aware th  at they are required to work safely and to co

operate with managers in all matters that affect their health and safety
at work.

Signed. ... Board Director
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SECTION 2 : ORGANISATION FOR HEALTH AND SAFETY
2.1 RESPONSIBILITIES OF THE BOARD OF DIRECTORS

2.1.1 The Board of Directors of Twickenham Film Studios Ltd has the overall
responsibility for ensuring that the Health and Safety Policy is effectively
implemented and that proper resources are made available in order to achieve
this.

2.1.2 They will plan ahead as necessary to make human, financial and other
resources available to secure a high standard of health and safety

management, taking competent advice on matters of health and safety where
relevant. The provision of health and safety training to employees will be a high
priority.
213 The Boarddés responsibilities extend to ensurin

the policy and implement it.

2.1.4 They provide the final ~ authority on matters concerning health and safety at
work.

2.1.5 The Board will ensure that responsibility for health and safety is properly
assigned and accepted at all subordinate levels.

2.1.6 They also will ensure that adequate training for health and safety is carried out
at all levels.

2.1.7 The Board will monitor safety performance by reference to accident reports,
regular health and safety audits including any inspections by the HSE
Inspector, and by reference to feedback requested from the Adm inistration and
Facilities Manager.

2.1.8 They will ensure that the Health and Safety Policy is reviewed every three
years, and, if necessary, revised.

2.1.9 The Board will make provision for the company to have sufficient sources of
competent advice a nd assistance on health and safety.

2.2  RESPONSIBILITIES OF THE STUDIO MANAGER

The Studio Manager has general responsibilities as a manager of work activities, and
specific responsibilities for health and safety administration.

The general responsibi lities include:

2.2.1 Ensuring that the Health and Safety Policy is implemented in the areas under
her control.

2.2.2 Ensuring that the part of the operation that is under her control is operated
under safe and healthy working conditions.
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2.2.3

2.2.4

2.2.5

2.2.6

2.2.7

2.2.8

229

Taking due regard of any recommendations made as a result of assessments of
risk that are carried out.

Instituting any measures found to be necessary for the proper management of
health and safety and making these systems and information about any ris ks
known to employees under her control.

Encouraging communication on health and safety with employees and being
reasonably available to receive and discuss health and safety queries raised by
employees.

Investigating accidents and near mis ses in order to take proper preventive
action to ensure as far as possible that the circumstances are not repeated.

Being actively involved in the assessment procedure whenever any new

equipment, process or operation is commissioned and consulting w ith staff who
will be involved in the new process etc. in order to ensure that all foreseeable

health and safety concerns have been properly considered.

Seeking competent advice on health and safety where relevant.

Monitoring health and sa  fety performance in areas under her control.

The health and safety administration duties include:

2.2.10 Acting as a health and safety co -ordinator of information and activities.

2.2.11 Being the contact for the external Health and Safety Consultant.

2.2.12 Disseminating information on health and safety to staff.

2.2.13 Following up and monitoring progress in the management of health and safety

and providing feedback to the Board.

2.2.14 Maintaining and monitoring records relating to health and safet y. These will

2.3

mainly comprise plant and equipment inspection and test records.

RESPONSIBILITIES OF ALL EMPLOYEES

The law makes it the duty of everyone at work to take reasonable care for their own
health and safety and that of others. In particular, this duty extends to:

231

2.3.2

2.3.3

Co-operation with Studio Management to ensure that safe and healthy working
practices and workplace are maintained.

Reporting promptly to an appropriate manager any hazardous situation or
defect.

Making full a nd proper use of any protective equipment or any other equipment
with a health and safety function, and keeping such equipment in a clean
condition and in good order.
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2.3.4 Making proper use of the washing facilities and eating and drinking facilities

provided, to ensure high standards of personal hygiene where hazardous
substances put personnel at risk.

2.3.5 Acting responsibly and refraining from irresponsible behaviour at work.

2.3.6 Co-operating with Twickenham Film Studios in the implementation a nd

observation of all statutory requirements placed upon the Company.

2.3.7 Observing the duty not to misuse or interfere with anything provided in the

interests of health and safety.

ELECTRICIANS additionally have the following responsibilities:

)l
)l

Respo nsibilities in respect of electrical work, as outlined in Section 3.2.11.

Day -to -day supervision and monitoring of the Stages. The electricians are
experienced and competent in respect of activities on Stages. All concerns are to
be reported to the Studio Manager.

The SITE SUPERVISOR has the following additional responsibilities:

)l
)l

The day -to -day responsibility for ensuring that they operate safe systems of work.

Ensuring that maintenance work is carried out competently and all plant and work
areas are le ftin a safe condition.

Ensuring the full and proper use of personal protective equipment.

Ensuring that they are experienced, competent and authorised to carry out any
work.

Overseeing the site in general and reporting any unsafe conditions or activiti
the Studio Manager.

Further general duties are included in Section 3.7.

esto

The SOUND DEPARTMENT CO-ORDINATOR has the following additional responsibilities:

)l
)l

Day -to -day supervision and monitoring of the Sound Department.

Reporting any unsafe condition s or activities to the Studio Manager.
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SECTION 3 : HEALTH AND SAFETY ARRANGEMENTS

3.1  ACCIDENT PROCEDURE
1 LEGISLATION

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
1 SOURCES OF INFORMATION

RIDDOR Explained :  http://www.hse.gov.uk/pubns/hse31.pdf

1T FORMS
Accident Book in which the details of all accidents should be inserted.
Twickenham Film Studios Accident Report Form

Form 2508/2508A used for reporting to the HSE a ny incident or occupational
disease, as required under the above Regulations

1 PROCEDURES

3.1.1 All accidents, however minor will be recorded in the Accident Book which is held
in the reception area. The Twickenham Film Studios Accident Report Form must
also be completed and a copy returned to the Studio Manager.

3.1.2 The relevant manager or supervisor with a responsibility for health and safety
in the area concerned will be made aware that an accident has occurred, so
that he/she may take charge of any investigation.

3.1.3 The Studio Manager must be made aware of all incidents resulting in absence
or major injury and any dangerous occurrences, so that she may identify any
incidents that are reportable under the RIDDOR Regulations, and make the
report on Form 2508 or directly on www.riddor.gov.uk _ to the Health and Safety
Executive.

1 INVESTIGATION

3.1.4 The relevant manager or supervisor will carry out an investigation of any

accident or near miss / dangerous occ urrence as judged necessary to:

a. Make safe any plant, equipment or substances involved

b. Prevent any recurrence

C. Obtain full details of the circumstances of the incident to enable a report
to be compiled, or to assist the investigating Inspector, o r provide

information for insurance purposes.
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3.2  ELECTRICAL SAFETY

1 LEGISLATION
The Electricity At Work Regulations 1989
Code of Practice: The Regulations for Electrical Installations (Institution of
Electrical Engineers Wiring Regulations)

1 SOURCES OF INFORMATION

Memorandum of Guidance on the Electricity at Work Regulations 1989

Maintaining Portable and Transportable Electrical Equipment - HS(G)107 from HSE

Electricity at Work - Safe Working Practices - HS(G)85 from HSE
IEE Wiring Regulations (a s above)
1 PREMISES FIXED ELECTRICAL WIRING

3.2.1 Only a qualified electrical engineer may repair, alter, maintain or adjust the
fixed wiring.

3.2.2 Allfixed electrical installations will be inspected and tested at a frequency
advised by a professional ly qualified electrical engineer in accordance with the
IEE Wiring Regulations.

1 OFFICE ELECTRICAL EQUIPMENT AND PORTABLE ELECTRICAL APPARATUS

3.2.3 Only electrically competent persons may fit a plug or connector to any 240 Volt
AC portable appliance or  item of electrical equipment. All electrical work is
carried out by the Studio electricians.

3.2.4 Studio employees' personal equipment such as electric kettles, heaters and
music systems used on company premises are subject to the arrangements for
safet y testing and inspection set out below.

3.2.5 All portable electrical equipment is to be routinely inspected and tested by the
Studio electricians, who will rectify defects before handing the equipment back
for use. Records of the inspection and test are to be held by the electricians
and copied to the Studio Manager who will monitor the arrangements.

3.2.6 The frequency of test and inspection will be decided on the basis of risk; office

equipment with low electrical risk will be tested and inspected le ss frequently

than electrical equipment used outside or in wet conditions or where it is liable
to damage.

3.2.7 Extensions should not normally serve more than two appliances unless all are

of low current -drawing characteristic, e.g. calculators. Multi -way adaptors may

not be used, but fused blocks of connectors are acceptable where their use
cannot be avoided by the provision of sufficient electrical socket fixtures.
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3.2.8 Cables will be run so that they do not cause a tripping hazard.

3.2.9 Jointsi n cables should not be made by twisting and taping the wires, or by
using small plastic block connectors. Such work will always be carried out by
the qualified electricians, who will provide joints with an adequate degree of
strength and protection to comp ly with the relevant Regulations.

3.2.10 Managers appointing Contractors to carry out electrical work will as far as
possible ensure that they have the experience and knowledge necessary to
carry out the work being asked of them. Membership of an associat ion such as
NICEIC or ECA will be taken as an indication of competence.

1 SAFETY OF ELECTRICAL WORK AND INSTALLATION

3.2.11 Where the Studios are involved in the design, construction, installation or
maintenance of electrical systems etc. the Company polic yis:

9 To ensure as far as possible that systems, plant and equipment for which
they are responsible are designed, constructed, installed and maintained to
ensure the maximum practical level of safety, and to take into account any
special hazardous conditi  ons such as wet, corrosive or flammable
environments when selecting electrical equipment.

9 To ensure that maintenance and other work on or near any electrical system
is carried out in such a way as not to give rise to danger.

9 To ensure as far as possible that all conductors are properly insulated and
that proper earthing is provided wherever applicable.

1 To ensure that proper means of cutting off power and isolating equipment
are made available in all appropriate cases.

1 Inrespect of work on electrical eq uipment, to ensure that adequate
precautions have been taken to make and keep dead all dangerous electrical
equipment, and to ensure that there is no live working unless it is absolutely
essential and the work cannot be done any other way.

1 Where live work ing is essential, to observe all possible precautions in
respect of insulation, barriers, restriction of work and persons working, and
other precautions to prevent danger.

1 To ensure as far as possible that adequate working space, access and
lighting are p rovided whenever work is done at or near any electrical
equipment.

9 To ensure as far as possible that all persons for whom the Company are
responsible have the appropriate technical knowledge or experience for the
work they are employed to do, or are being effectively trained and
supervised in their work.
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The following are the general rules for all electricians :

1 Never work on electrical equipment or conductors unless trained and
authorised to do so. You must be thoroughly familiar with the work you are
about to do, and if in doubt, check with the supervisor.

1 Always de -energise electrical equipment or conductors before attempting to
work on or close to them. Where this is impracticable, precautionary
measures such as the use of shrouded tools or insulati ng guards must be
used in order to prevent accidental contact.

1 Regard all electrical conductors and equipment as being live unless you are
certain they have been isolated and cannot be re -energised by another
person without your knowledge.

9 Except for aut horised electrical maintenance personnel, all employees are
forbidden to carry out any electrical repair work, modify any electrical
equipment or improvise any electrical extensions, lighting etc.

9 All portable tools, appliances and equipment will be eithe r earthed or will be
double insulated.

9 Rubber insulating gloves and rubber soled shoes or boots will be worn when
working on live electrical equipment. No work on live equipment will take
place unless is it not possible to work otherwise.

1 Inwetordamp locations, earthed electrical tools and equipment will be
used, and where practicable further protection will be provided, such as
earth leakage circuit breakers (RCDs) and insulating protective clothing.

1 Metal ladders are prohibited for use in areas wher e contact may be made
with live equipment or conductors.

1 Sufficient access and working space and suitable and adequate lighting will
be maintained around all work areas where electrical work is taking place.

3.3 FIRE PRECAUTIONS

1 LEGISLATION

The Regul atory Reform (Fire Safety) Order 2005
1 SOURCES OF INFORMATION

Fire Safety Guides
http://www.communities.gov.uk/fire/firesafety/firesafetylaw/aboutquides/

71 FIRE RISK ASSESSMENT
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3.3.1 In accordance with legal requirements, a fire risk assessment of the site has
been carried out and will be kept under review and repeated regularly and
when significant changes have occurred. The records are held by the Studio
Manager.

1 FIRE PROCEDURES

3.3.2 The Fire Procedures have been documented separately, and are on display at
exit routes and in tenants' rooms.

3.3.3 The Studio Manager is responsible for the carrying out of the alarm and other
tests etc. to be recorded in the Fire Log Book which is held in the reception
area

3.3.4 Weekly alarm tests are to be carried out and recorded. Annual fire extinguisher
examinations, weekly tests of emergency lights, sprinkler tests and the
carrying out of at least one satisfactory evacuati on drill per year will also be
recorded.

1 FIRE WARDENS AND TRAINING
3.3.5 Selected staff will be trained in the use of fire extinguishers.

3.3.6 All staff are made aware of the fire procedures and these are also covered at
induction for all new staff. Tenants will be made aware of the procedures by
means of notices in all rooms.

3.3.7 Productions occupying stages are required to produce their own fire risk
assessment or general risk assessment including adequate information about
the fire risks create  d and precautions to be taken.

3.3.8 During the construction phase of each production, the Studio Manager will
check stages under construction for any fire hazards and risks and will instruct
the production with regard to any remedial measures noted.

3.3.9 The Studio Manager issues a Stage Risk Assessment form to all occupants of
stages, with a reminder that a Special Effects risk assessment must be carried
out by a competent person and copied to her.

3.3.10 The following fire precautions will be observ ed:

1 The means of escape will be well signposted and kept clear of obstructions
at all times.

1 Allfire exit doors can be easily and immediately opened from the inside
without the use of a key.

9 There are no obstructions, apparent defects or damage to fir e alarm call
points, fire detectors or alarm sounders.

1 The fire -fighting equipment will be in good order, unobstructed and in its
correct place.
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1 Combustible materials or substances will be properly stored, away from
sources of ignition, and flammable liq uids held in the smallest workable
guantities.

1 There will be adequate facilities for the safe disposal of smoking materials.

M There will be no accumulation of rubbish and waste materials.

9 Set decorations will not be attached to lights or heaters and will not obscure
fire safety notices, extinguishers, emergency lighting etc. and fire access
lanes around stages are to be kept clear.

1 Flammable paints, adhesives etc. not in use will be stored in a fire resisting
cabinet or bin. Only the quantity of flammab le liquid necessary for a half
day's use will be stored on any stage.

1 No more than two cylinders of flammable gases, such as LPG, should be
held on any stage for special effects. Occupiers of stages are advised that at
the end of the working day all such gases must be removed from the stage
to a well ventilated storage area.

17 34 FIRST AID
1 LEGISLATION

The Health and Safety (First Aid) Regulations 1981.
Approved Code of Practice for the Health and Safety (First Aid) Regulations 1981

1 SOURCES OF INFORMATION

Approved Code of Practice, as above
First Aid at Work: Your  Questions Answered:
http://www.hse.gov.uk/pubns/indg214.pdf

1 PROCEDURES

3.4.1 Twickenham Film Studios will appoint and train two Fir st Aiders, having taken
into account the number of employees in the workplace, the types of hazards
and the layout of the workplace.

3.4.2 Fully qualified First Aiders' certificates will be renewed every three years.

3.4.3 The training and appointment of First Aiders is managed by the Studio
Manager.

3.4.4 The location of First Aid equipment and the names of First Aiders will be
publicised in the workplace and this information will be imparted to new staff at
their induction.
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3.4.5 First Aid supplie s will be kept in accordance with the Regulations. The First
Aiders have the responsibility for maintaining an adequate and clean supply of
First Aid equipment, including carrying out regular checks of the boxes.

3.4.6 First Aiders and other non  -nursing staff are not qualified to dispense
analgesics, pills or medications. Supplies of such items should not be kept in
the First Aid box. Employees who are in need of these items must be
responsible for their own supplies, as the Regulations do not permit them to be
dispensed from First Aid supplies.

3.5  RISK ASSESSMENT
1 LEGISLATION

The Management of Health and Safety at Work Regulations 1999
The Control of Substances Hazardous to Health Regulations 2002
The Manual Handling Operations Regulations 1992

Personal Protective Equipment at Work Regulations 1992

Health and Safety (Display Screen Equipment) Regulations 1992

1 SOURCES OF INFORMATION

Successful Health and Safety Management, HS(G)65 from HSE
Five Steps to Risk Assessment: http://www.hse.gov.uk/pubns/indg163.pdf

1 POLICY AND PROCEDURES

3.5.1 Itis the policy of the Company to be able to demonstrate that all risks arising
from our work are progressively assessed and, as far as reasonably practica ble,
controlled.

3.5.2 All significant risks will be recorded, together with the way in which they will be
controlled. The records will be reviewed when any change takes place which
affects the risk.

3.5.3 Risk assessment will be co -ordinated by the St udio Manager, and a competent
health and safety consultant will be employed to carry out initial risk
assessment and develop Studio staff's own ability to assess and control risks.

3.5.4 The relative importance of risks will be assessed and precedence wi Il be given
to the control of risks where more severe injury is possible or where there is a
high likelihood of injury occurring.

3.5.5 Risk assessment will generally involve the following steps:
1 Being clear what work is being assessed

91 Identifying the  hazards associated with the work, and their severity

1 Referring to any published health and safety standards or guidelines,
including any Company standards
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3.5.6

3.5.7

3.6

Identifying any substances, materials, equipment etc. involved

Identifying how the task is actuall y carried out (which may differ from
instructions) and what happens when things go wrong

Identifying anything about the working environment that could affect the
risk, such as poor housekeeping, inadequate ventilation, heat, noise etc.

Identifying any pe  rsonal characteristics of employees or others which could
affect the risk

Coming to a conclusion about what the risk is, i.e. the likelihood of harm
occurring and the severity of the outcome if it does

Deciding the priority for dealing with the risk
Deciding the measures necessary to control the risk

Ensuring that responsibility for risk control is properly allocated and that the
control measures are carried out.

It is the policy of the Studios to liaise with all productions occupying stages, in
order to obtain from them their assessment of risks created by them and to
advise them of hazards and risks associated with the stages.

The Studio Manager will provide all such productions with a risk assessment
proforma that will enable them to rec ord their assessments taking account of
inherent hazards on stages.

HAZARDOUS SUBSTANCES: THE CONTROL OF SUBSTANCES HAZARDOUS TO
HEALTH REGULATIONS 2002

1 INTRODUCTION

This section deals generally with substances that may be hazardous to health as
defined by the above Regulations.

The substances which are subject to COSHH are those which, if they are inhaled,
ingested or get onto the skin or eyes, or which enter via a puncture to the skin,
adversely affect the health.

1 LEGISLATION

The Control of Sub stances Hazardous To Health Regulations 2002 (COSHH)

1 SOURCES OF INFORMATION

COSHH publications include:

H S E Guidance Note EH 40, "Occupational Exposure Limits" 0 updated annually
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The Approved Code of Practice, "Control of Substances Hazardous to Health"
COSHH: A Brief Guide to the Regulations:
http://www.hse.gov.uk/pubns/indg136.pdf

1 BASIC COSHH PROCEDURES

SUBSTANCES

3.6.1

Managers with a responsibility where hazardous substances are used must
aware of the types of substance that are covered by COSHH.

These are those classified (and usually labelled) as: CORROSIVE, HARMFUL,
IRRITANT, TOXIC, VERY TOXIC

Also: micro -organisms that are hazardous to health. Dusts of ANY kind in
substantial quant ities in the atmosphere.

Also: Anything listed in Guidance Note EH 40, and anything with a Maximum
Exposure Limit set out in the Regulations.

ASSESSMENT OF RISK

3.6.2

For each substance to be used, COSHH requires a competent person to assess
the risk a ssociated with exposure to that substance, and keep a written record
of that assessment. The initial assessments will be carried out by the
consultant. Managers with a responsibility for work involving substances will
keep risk assessments under review, re ferring to the consultant for advice
where necessary.

3.6.3 The assessments are to be updated whenever the work activity undergoes a
change that may affect the degree of risk.

CONTROL OF RISK

3.6.4 Having assessed the risk, this must be eliminated whe rever possible, or

3.6.5

otherwise controlled.

Where necessary control measures have been identified, these will be put into
place.

The hierarchy of preference is:

1. Eliminate the risk
2. Substitute for a lower risk substance
3. Control at source:
Total en closure of substance
Partial enclosure and local exhaust ventilation
Local exhaust ventilation
General workroom ventilation
Reduction of exposure time and number of persons exposed
Personal protective equipment, e.g. respirators, goggles,
gloves, othe r clothing

be
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Thus, personal protective equipment is a last resort.

TESTING AND MAINTENANCE

3.6.6 Respiratory protective equipment must be of the correct approved type, and
will be examined routinely to ensure that it is in good condition.

3.6.7 Ifthe local exhaust ventilation system in the wood mill is reconnected for use,
it will undergo a thorough examination and test every 14 months as required
by the COSHH Regulations. The test records will be held by the Studio
Manager.

3.6.8 In addition to the formal test, all local exhaust ventilation will receive routine
maintenance and weekly visual checks by maintenance personnel if it is
brought back into use.

INFORMATION, INSTRUCTION, TRAINING

3.6.9 All employees who may be exposed to any substances th at are hazardous to
health, whether they are working with them or not, must receive information
about the hazard and instructions about the precautions, safe working
procedures, any emergency procedures etc. Training will therefore include any
of the above types of information and instruction that are relevant to any
employee. This will normally be provided by the employee's own supervisor or
manager.

3.6.10 Employees will be instructed that good standards of personal hygiene are
essential in protecting ag  ainst the exposure of substances, and that they must
wash before eating, drinking or smoking, and of course remove contaminated
clothing before doing so.

3.6.11 There must be no eating, drinking or smoking in areas contaminated by
hazardous substances.

HEALTH SURVEILLANCE

3.6.12 Where any employee suffers ill - health effects which it is suspected may be
related to hazardous substances to which he or she may have been exposed at
work, he/she will receive medical surveillance at the expense of the Compa ny.
This is a legal requirement under COSHH. Managers should liaise with the
Studio Manager in order to make arrangements for any health surveillance.

MONITORING

3.6.13 Atmospheric monitoring must be carried out only in very limited cases. We
have identi fied no such cases.
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3.7 MACHINERY AND EQUIPMENT
1 LEGISLATION

The Provision and Use of Work Equipment Regulations 1998
The Lifting Operations and Lifting Equipment Regulations 1998

1 SOURCES OF INFORMATION

Work Equipment & Approved Code of Practice and Gui  dance on Regulations

Using Work Equipment Safely: http://www.hse.gov.uk/pubns/indg229.pdf

Safe Use of Lifting Equipment & Approved Code of Practice

Simple Guide to The Lifting Operations and Lifting Eq uipment Regulations 1998
http://www.hse.gov.uk/pubns/indg290.pdf

Thorough Examination and Testing of Lifts:

http://www.hse.gov.uk/pubns/indg339 .pdf

1 HAZARDS

There are five major ways in which people may be injured by mechanical hazards
of machinery or equipment. These are:

1 Trapping; e.g. between the vee belt and pulley wheel of a drive mechanism.
1 Impact; e.g. by descending tools or clamps.

1 Contact; e.g. with sharp blades such as guillotine knife, hacksaw blade,
bandsaw blade, rotating grinding wheel.

1 Entanglement with rotating shafts etc.
1 Ejection of fragments, e.g. during use of abrasive wheel or swarf from drills.

1 Additionally, injury m  ay arise from contact with hot parts or substances,
unintended explosion etc.

1 GUARDING
Fixed Guards:
A fixed guard should prevent all access to danger. Such guards should be fixed
in such a way that they can only be opened with the aid of a tool, i.e. b olted in

place.

Openings in fixed guards should not be of such a size as to allow personal
contact with any dangerous moving part of machinery.

Fixed guards are fitted to vee belt and pulley drives, other drive mechanisms
and to other parts of machinery to which frequent access is not necessary.

Interlocked Guards:
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Guard devices which ensure:

a. Until the guard is closed, the mechanism cannot start up. The devices
must lock the start controls and also prevent uncovenanted motion of
the machine.

b. The guard cannot be opened until the dangerous parts of machinery

have come fully to rest.

1 SAFE USE OF MACHINERY AND EQUIPMENT

3.7.1

3.7.2

3.7.3

3.7.4

3.7.5

3.7.6

3.7.7

3.7.8

The remaining woodworking machine in the mill is locked off and may not be
used by productions .

The safe use of a ny machinery or equipment will be defined by the manager
responsible for its use on the basis of a risk assessment. For significant risks
such as those associated with heavy machinery, woodworking machines and
the like, this will be a written risk assessme nt.

All guards must be in place when any machinery or equipment is used.

Authorised maintenance personnel may remove guards for the purposes of
adjustment, lubrication etc., but this will not be carried out with dangerous

parts of machinery  in motion. Guards must be secured before the machine may
be run at speed. During the course of maintenance, fitters often wish to

observe the motion of the machine. If this can be done with the guard in place,

the guard MUST be replaced first.

Aft er maintenance, all guards must be secure before any other person is
permitted to approach the machine.

Employees who are not maintenance personnel may not remove machine
guards.

Any maintenance schedule will be planned on the basis of a co mpetent risk
assessment.
New or second -hand or hired machinery or equipment will be checked for

compliance with the Provision and Use of Work Equipment Regulations 1998
and a risk assessment carried out before it is brought into use.

1 LIFTING EQUIPMENT

3.7.9

Before any item of lifting equipment is brought into use for the first time, it will
be thoroughly examined by a competent person unless it has been supplied
with physical evidence of examination or, if brand new and never used, has an
EC decl aration of conformity.

3.7.10 A written scheme of examination will be followed in respect of every item of

lifting equipment. Each item will be examined at least every 12 months, and, if
used for lifting persons, at least every 6 months.
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3.7.11 All lift ing operations using equipment will be properly planned by a competent
person, supervised and carried out in a safe manner.

3.8 MANUAL HANDLING
1 LEGISLATION

The Manual Handling Operations Regulations 1992
1 SOURCES OF INFORMATION

Getting to Grips with Manual Handling:  http://www.hse.gov.uk/pubns/indg143.pdf

Manual Handling Assessment Chart Tool:
http://www.hse.gov.uk/pubns/indg383.pdf

1 POLICY

Twickenham Film Studios' policy is to avoid wherever possible the need for any type
of manual handling that exposes an employee to a risk of injury. To this end, the
Company will:

3.8.1 Identify any manual handling operation where there is a risk of i njury to any
employee.

3.8.2 Identify and implement any reasonably practicable means of avoiding the
operation.

3.8.3 Where the operation cannot be avoided, the Company will ensure that a
competent assessment of the risks has been carried out, the purp ose being to
identify any measures that can be taken to control the risks. The initial
assessments will be carried out by the consultant.

3.8.4 The assessments will be recorded and will be kept under review and revised as
necessary. The records will be h eld by the Studio Manager.

3.8.5 Measures required to control any risks will be taken as far as reasonably
practicable. The managers responsible for the work involving manual handling
will carry out any such control measures or recommend appropriate act ion
where such measures are outside their authority.

3.8.6 Employees will be given information of the load to be handled, in order to
enable them to plan the operation.

3.8.7 Handlers will receive training in safe manual handling from time to time.

3.8.8 Itis the duty of all employees to make full and proper use of safe systems of
work and any equipment provided for safety in any handling operation.
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3.9  PERSONAL PROTECTIVE EQUIPMENT

1 LEGISLATION
The Personal Protective Equipment at Work Regulations 1992
The Control of Substances Hazardous to Health Regulations 2002

The Control of Noise at Work Regulations 2005

1 SOURCES OF INFORMATION

A Short Guide to the Personal Protective Equipment at Work Regulations 1992:
http://www.hse.gov.uk/pubns/indg174.pdf

1 RISK ASSESSMENT

3.9.1 Supervisors responsible for work where employees are at risk will identify
whether there is a need for the use of personal protective equipment under any
of the above legis lation.

3.9.2 In doing so, they will first consider how the risk may be controlled at source
and treat the requirement for personal protective equipment as a last resort.
Wherever it is reasonably practicable, other, more positive and effective means
wil | be used.

3.9.3 Before choosing any personal protective equipment, supervisors will carry out
an assessment of the risk to be protected against and an assessment of the
equipment to be used to protect any individual. On the basis of such
assessment, th e suitability of the equipment for protection against the risk will
be assessed.

91 SUITABILITY OF PERSONAL PROTECTIVE EQUIPMENT

3.9.4 All PPE that is selected will :

1 Be appropriate for the risks involved and the environmental conditions

9 Take account of ergonomic requirements and the state of health of any
wearer

1 Be capable of fitting the wearer correctly
1 Be effective to prevent the risks involved without increasing overall risk
1 Be compatible with any other item of PPE worn simultaneously.

1 MAINTENANCE OF PERSONAL PROTECTIVE EQUIPMENT

3.9.5 Supervisors responsible for work where PPE is used will ensure the proper

maintenance, cleaning, examination, disinfection, repair and replacement of
that equipment.
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3.9.6 They will ensure that all PPE is provid ed with appropriate, clean accommodation
and that any employees are instructed on the storage requirements.

3.9.7 Supervisors will ensure that any employees are instructed and trained where
necessary in the proper use of all PPE, the risks against which the PPE is
intended to be effective and any requirements for cleaning, examination,
disinfection and reporting of defects.

1 USE OF PPE

3.9 8 Supervisors will take all reasonable steps to ensure the full and proper use of
all PPE provided.

3.10 MANAGEMENT OF CONTRACTORS
1 LEGISLATION

The Construction (Design and Management) Regulations 2007
The Management of Health and Safety at Work Regulations 1999

1 APPOINTMENT AND MONITORING OF CONTRACTORS

3.10.1 Health and safety aspects will be given equal conside ration to commercial
matters in the choice of any contractor.

3.10.2 For all contracts of a substantial nature, the agreement or contract between
the two parties will specify the legislation and standards to which the contractor
will be expected to comply  , and will require the contractor to adhere to
Company Health and Safety Policy. Where relevant (for those contractors
employing 5 or more persons) they will be asked for a copy of their own Health
and Safety Policy which will be examined properly before a ny decision is made.

3.10.3 Contractors will also be asked to supply their risk assessments, and method
statements with respect to planned operations involving significant risks.

3.10.4 The agreement or contract in respect of substantial projects will sp ecify that
the Company will monitor the health and safety performance of contractors and
may impose certain penalties for poor performance.

3.10.5 The monitoring will be carried out by audit and / or inspections on a planned
basis. Where sub -contractors a re involved and the main contractor is
considered competent, inspections of a routine nature may be delegated to the
main contractor.

1 CONSTRUCTION PROJECTS

3.10.6 The Company will adhere to the principles set out in the Construction (Design
and Managemen t) Regulations and Approved Code of Practice.

1 ALL PROJECTS
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3.10.7 The Company will initiate co - ordination between themselves and all contractors
working on site, and will do everything to encourage co -operation between the
parties in order to enable all the parties to comply with health and safety
requirements.

3.10.8 The Company will inform all contractors of any risks to their health or safety
that may result from our activities. In return, the Company will require
contractors to provide details of any risks created by them which might affect
our employees or anyone other than the contractor's own employees.

3.10.9 In respect of any such risks under the control of the Company, we will advise
all contractors of the steps being taken by them to control t he risk, and any
action required to be taken by the contractor.

3.11 VISUAL DISPLAY SCREEN EQUIPMENT

1 LEGISLATION

The Health and Safety (Display Screen Equipment) Regulations 1992
The Workplace (Health, Safety and Welfare) Regulations 1992

1 SOURCES OF INFORMATION

Display Screen Equipment Work: Guidance on Regulations

Working with VDUs:  http://www.hse.gov.uk/pubns/indg36.pdf

Seating at Work; HS(G)57

Lighting at Work; HS(G)38

Work -related Upper Limb  Disorders: a Guide to Prevention; HS(G)60

1 POLICY

Visual display screen equipment is not a health risk in itself, but problems can arise in
the way that it is used.

It is the policy of the Company to adhere to the requirements of the Regulations, and
to make arrangements for the following matters to be carried out:

3.11.1 All screen "users" as defined will be identified.

3.11.2 Any risks to health or safety associated with display screen work will be
assessed and the assessments recorded and kept unde r review. This will be
carried out by the screen users themselves, using a self -assessment checklist,
after they have received basic training.

3.11.3 Any risks that have been identified will be remedied within a reasonable time.
3.11.4 The work of every screen user will be planned by the user and their supervisor

to enable them to have adequate flexibility and mobility including such change
from screen work as to minimise the risk of fatigue.
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3.11.5 Every screen user will receive basic health and safety training to enable them
to plan their work and adjust their workstation to minimise any risk to health or

safety. The training will also enable them to carry out self -assessment of their
workstations.
3.11.6 All users will be offered eye and eyesight tes ts at the expense of the Company.

Those users found to require sight correction for screen work will have the
basic cost of only that correction provided by the Company. Eye and eyesight
tests will be repeated every two years or as recommended by the optic ian.
3.12 MONITORING OF HEALTH AND SAFETY
1 LEGISLATION
The Management of Health and Safety at Work Regulations 1999.

1 POLICY AND PROCEDURES

3.12.1 Twickenham Film Studios have a clear commitment to monitor the way health
and safety are managed.

3.12. 2 Monitoring will be carried out in a systematic way, in accordance with a plan
co-ordinated by the Studio Manager.

3.12.3 The purpose of monitoring will be to review regularly the arrangements in
place for the management of health and safety, in order to determine whether
they are adequate and effective and whether further measures are required in
order to meet a proper level of health and safety management.

3.12.4 The monitoring plan will normally encompass the following :

1 Health and safety inspection s will be carried out at a frequency determined
by the Studio Manager.

1 An audit of health and safety management will be carried out periodically
and the matters covered by the audit will be kept under review.

1 Any accident and incident records will be re viewed by the Studio Manager
on a regular basis.

1 Risk assessments will be reviewed regularly at a frequency determined by
the Studio Manager, or when the risks are known to have changed.
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3.13 ARRANGEMENTS FOR CONSULTATION

1 LEGISLATION
The Health and S afety (Consultation with Employees) Regulations 1996
The Safety Representatives and Safety Committees Regulations 1977

1 PROCEDURES

3.13.1 Employees will be consulted in good time about matters relating to their health
and safety at work. Those matters w ill include:

1 Any measure at workplace which may substantially affect their health and
safety

1 Arrangements for competent persons nominated for the purposes of health
and safety management or emergency procedures

1 Information about risks to health and safe ty
1 The planning and organising of any health and safety training

1 The health and safety consequences for them of any new technology
planned to be introduced to the workplace

3.13.2 In the absence of any formal safety committee or safety representatives
elected by employees, the requirements of the Regulations will be met by
consultation with individual employees. Use will be made of notice boards and
written communication. Employees will be kept informed about the Health and
Safety Policy by means ofano tice in the Mill Office, where a copy of the Policy
is kept.

3.14 WORK AT HEIGHT

1 LEGISLATION

The Work at Height Regulations 2005
1 SOURCES OF INFORMATION

The Work at Height Regulations: A brief guide www.hse.gov.uk/pubns/indg401.pdf

1 POLICY AND PROCEDURES

3.14.1 The policy will always be to avoid working at height wherever possible, e.g. by
working on an item before it is fixed at high level.
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3.14.2 Where avoidance of work at height is not po ssible, the decision on how to
access to height will be based upon a risk assessment which will take account
of at least:

1 How long the task will take
1 Whether access is required to one place or a range of places

1 How many people will be working at height

1 What equipment will have to be carried to height and what materials stored
there

And, if applicable:

1  Whether the location permits safe erection of permanent access equipment
and whether this can be secured against unauthorised access

1 Ground conditions for the safe erection of a scaffold or operation of a
mobile platform

1 Risks caused by the activity of erecting or using platforms
3.14.3 Working at any height above the floor or ground could be considered to be
risky, and so there is no minimum height at which these measures will be

taken but experience and common sense is to be used when assessing risks.

3.14.4 Work at height in the Studios generally involves the following and only
competent and authorised employees will be permitted to use these:

9 Scissor lifts used on stages
1 Stepladders

1 Gantries

1 Vertical access ladders

3.14.5 Prior to using any access equipment, the user will be required to verify that
the equipment is safe and suitable for use by means of visual inspection.

3.14.6 Gantries are  provided with guard rail protection and no person is permitted to
leave the handrailed areas.
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