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Health and Safety

The Health & Safety at Work Act 1974 places duties for health and safety on employers, workers, contractors and members of the public.  In addition these duties are extended under the Management of Health and Safety Regulations 1999.

The Board has the ultimate responsibility to ensure the health and safety of employers, workers, contractors and members of the public. In practice this will be done through the management structure with special emphasis on the Managing Director who will co-ordinate the health and safety policy for the company and report directly to the Board.

Every employee is responsible for safe working practices for themselves and fellow workers and users of the Pentabus building base.  Each employee is asked to report any instances of concern to either of the Co-Directors as soon as they have a concern.  

Pentabus Theatre will seek to:

Ensure that it provides a healthy and safe environment for all employees and freelance staff
Obtain necessary and up to date information and guidance on developments in legislation and codes of practice
Maintain contact with outside bodies 
Send out relevant health and safety information to safety representatives nominated/elected by the workforce 
Train all workers, as far as practical in matters relating to health and safety.
Train sufficient first aiders and provide adequate first aid materials.
Co-operate with workers and their representatives on furthering health and safety in the workplace.
Monitor the effectiveness of this health and safety policy.
Regularly, as far as is practical, review the health and safety needs of workers and implement any changes needed.

In order to achieve the above Pentabus will:

Consult with workers on a regular basis
As far as is practical, minimise risks to workers
Ensure the reporting and recording of incidents and accidents
Carry out periodic safety inspections of the building and its equipment
Train workers in health and safety accordingly
Make adequate provision for fire prevention and fire fighting and evacuation
Operate a preventative maintenance system and security system
Comply with the statutory requirements.

Pentabus Board

Will appoint one of its members to be an H&S representative.  Through this representative the Board will:

Advise the Managing Director on health and safety matters
Monitor the implementation of company policy
Consider reports to the company from such bodies as the Health and Safety Executive, the Fire Brigade etc and make appropriate recommendations
Consider any new legislation, codes of practice and make appropriate recommendations
Promote safety throughout the company
Meet on a regular basis to further the health and safety policy of the company  

The H&S role of the Managing Director

Reporting to the Board the Managing Director will:

Attend meetings Board meetings
Deal with health and safety matters on a day to day basis
Co-ordinate aspects of policy and its implementation
Maintain contact with appropriate Health and Safety agencies
Advise and recommend to the Board on safety matters
Make sure current information is available to workers


Fire Policy

Aim
It is the overall aim of Pentabus Arts Limited to minimise the risks to staff and employees, which may arise from fire. This will be achieved by ensuring precautions are taken to avoid fires occurring and by ensuring that procedures for minimising the effects of an outbreak of fire and evacuating the premises are in place.

Fire Safety Management – the main areas of attention are: 
To minimize risk from fire through thorough risk assessments
To ensure adequate staff/fire manager training has taken place
To produce an emergency plan and put up fire notices
To conduct fire drills
To check adequacy of firefighting equipment and its maintenance
To implement recommendations from fire risk assessment
To consult with the Local Authority Risk Assessment Officer on matters of fire safety
To conduct regular fire safety inspections and record their findings
To make frequent informal checks
To ensure fire escape routes and fire exit doors/passageways are unobstructed and doors operate correctly
To check fire detection and protection systems are maintained and tested and records kept
To check fire detections and protection systems are maintained and tested and records kept
To ensure the fire safety log is kept up to date and accessible.

The Managing Director will
Ensuring a fire drill takes place at least every 6 months
Arrange annual fire safety training for all relevant staff
Ensure annual maintenance of all fire safety equipment
Arrange an annual fire risk assessment and take action on any recommendations for improvements
Ensure that the staff team are testing the fire alarm on a weekly basis and inspecting fire extinguishers on a monthly basis
Ensure staff compliance with fire safety issues.

All staff members should take responsibility for fire safety.  Steps include:

Fire Checks and Fire Safety information
A Pentabus staff member should check the fire alarm is working every Monday morning via a fire alarm test, and record their check on the fire sheet. Once a month, fire extinguishers should also be checked.  This is a shared responsibility amongst the staff team
The fire alarm is a loud sounding bell linked to the push panels located in 3 sites and the smoke detectors which are linked to the system.  If the system sounds, please also assume there is a fire and follow the fire evacuation procedure.
We have three push panel points in the building

By the main entrance door
Next to the fire exit door
Inside the hall (to the left of the main entrance from the front door)

Familiarise yourself with the location of these panels, the fire alarm test procedure and the evacuation procedure
We also have fire extinguishers across the building.  These can be used to tackle a small fire, should you feel confident and able to do so.
Do not store items behind doors.
Fire doors must not be propped or wedged open.
Recycled paper should be emptied on a regular basis. A build of waste paper is a fire hazard. This is a shared responsibility amongst the staff team.
Ensure electrical appliances are switched off which could be a fire hazard, i.e. freestanding electrical heaters prior to leaving the office each day
If you are the last person leaving the building, check the upstairs rooms, halls, prop stores, kitchen and offices for any appliances left on before exiting and locking the building

Our fire escape routes are:
The main fire exit and primary route for escape is the main front door.  We also have a secondary door next to the kitchen.  The front door is kept unlocked for ease of exit. The fire door next the kitchen is a push panel door with a fire exit and push bar sign
Wherever you are in the building, you should aim for the most direct exit route, following the exit signs above the doors.
From the upstairs offices, come down the stairs and try to take the most direct route, out through either of the doors in the main performance space marked ‘exit’. 
 If the main exit is blocked, travel through the smaller door to the left of the performance space and through the staff offices to the second fire exit near the kitchen.  
Please ensure you do not place anything in front of fire escape routes that may block our exit from the building.

Smoking
No smoking is allowed in the Pentabus building as it will set off the alarms and is unfair on other people. If you wish to smoke, please do so at the smoking point at the far end of the Pentabus yard, ensuring all cigarettes are extinguished in the bucket provided.

Visitor to the Building
When a visitor arrives to the building they should sign in on the sign in sheet. Should they leave the building at any time during their visit, they should sign out on the same sheet in order for staff members to keep track of who is in and out of the building. They should also be provided with a copy of the visitor/contractor fire safety sheet. 

Fire Evacuation Procedure

In the event of a fire or suspected fire: 
If you discover or suspect a fire, please push your nearest red push point to set off the alarm and if safe to do so, and dial 999/112 immediately and alert team members and visitors
If you hear the alarm bell sounding, please assume there is a fire and begin to make your exit.

Leave the building by your nearest exit.  Do not stop to collect personal belongings.  Move quickly and safely to the fire assembly point.
On hearing the alarm A Pentabus staff member should nominate themselves to ‘sweep’ the building to ensure no one is left in the building. On most occasions this will be the Managing Director, in her absence another staff member should ensure this step is taken
A Pentabus staff member should take the daily sign in sheet on exiting the building.Fire Assembly Point

The fire assembly point: is at the end of our driveway, by the Forestry Commission building (picture opposite)
Do not attempt to tackle a fire unless you feel confident and qualified to do so.
Always choose the quickest and safest route to leave the building.  Our primary route is through the main door, but if this were blocked, we would need to use the second door near the kitchen
Report that you have evacuated to a Pentabus Staff member
Do not re-enter the building until the ‘all clear’ is given by the lead Pentabus staff member on that day or fire brigade.
Take account of all persons in the gathering point and check everyone is accounted for, using the daily sign in sheet.
Report any unaccounted persons to the fire service on their arrival.


Fire Alarm Test instructions

The fire alarm should be tested weekly, on a Monday morning or if a bank holiday the following day

To test the fire alarm you need to

take the fire test key (no 4) from the key box by the administrator’s desk
push one of the red push panels located:

By the main entrance door
Next to the fire exit door
Inside the hall (to the left of the main entrance from the front door)

The red light on the push panel will appear and shortly the alarm will sound.  Take the slim black key sitting on top of the push panel and insert into the small hole underneath the panel until the light disappears
Returning to the fire panel, insert the red key and turn clockwise.  You will see the fire is detected in either zone 1 (main building) or zone 2 (extension from hall to kitchen and shed)  
You press the red button on the main panel to silence the alarm and the green button  on the main panel to reset the alarm.
this should silence the alarm and re-set the panel

The push panels should be tested alternately in the weekly fire test. 

The Fire warning systems should be tested weekly and the results recorded in the log.  This will ensure compliance with the BS 5838 and the Fire Safety Order. 
Any faults should be reported to the Managing Director and in the log.

Fire Extinguishers
Should be inspected on a monthly basis for any signs of damage and to check they are correctly located.  These inspections are required to comply with the BS5306 and the Fire Safety Order.  Any damage or an incorrectly sited fire extinguisher should be reported to the Managing Director

Smoke Detectors
The fire system will sound for two reasons
a push panel has been pressed
smoke has been detected in the building.  
Smoke detectors are located in the following places:
1 in the initial entrance lobby through the main door
1 in the lobby next to the office
1 in the hall by the kitchen
1 in the shed
1 in the main office
2 in the hall either side of the roof next to the writers room
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