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Appendix 3 - MMAD Incident & Near Miss Log — Template




Melksham Music & Drama - Health & Safety Policy
(For activities at the Rachel Fowler Centre and other hired venues)


1. Statement of Intent

Melksham Music & Drama (MMAD) is committed to ensuring that all rehearsals, set builds, get‑ins/outs, performances and associated activities are carried out safely.

We recognise that even without employees we owe a common law duty of care to our members, volunteers and audiences. We will co‑operate with the Rachel Fowler Centre on fire safety and venue rules and ensure that our activities do not create unmanaged risks.

Our goal is to run enjoyable, safe community theatre in line with sensible, proportionate risk management practices recommended by the Health & Safety Executive (HSE).

2. Scope

This policy covers:

· Rehearsals
· Set building and technical preparation
· Get‑ins and get‑outs
· Performances (including Front of House)
· All MMAD equipment stored or used at the Rachel Fowler Centre


3. Roles & Responsibilities

3.1 Committee 

· Holds overall responsibility for MMAD’s approach to health and safety.
· Maintains and periodically updates this policy and the general risk assessment.
· Ensures a stocked first‑aid kit is available and checked regularly.
· Ensures appropriate insurance (membership and public liability) is in place.
· Ensures that responsibilities are assigned for each production.
· Liaises with the Rachel Fowler Centre regarding fire safety, access, venue rules, and any restrictions

3.2 Director 

The Director is the overall Health & Safety Lead for each production. They are responsible for:

· Ensuring the production‑specific risk assessment is completed and followed (with support from the Committee’s designated Health and Safety officer).
· Managing Front of House (FOH) safety (audience flow, signage, seating layout, etc.), though tasks may be delegated.
· Ensuring cast/crew briefing includes emergency information, egress routes, and safe working practices.
· Acting as the Appointed Person for first aid or delegating this role to a competent helper for that performance. 

3.3 Producer 

If a Producer is appointed for the production, they are responsible for stage and backstage safety, including:

· Scenery and prop safety
· Manual handling supervision
· Backstage organisation and trip‑hazard management
· Working‑at‑height tasks
· If no Producer is appointed, these responsibilities revert to the Director, who may delegate them to helpers.

3.4 Lighting & Sound Volunteers

MMAD has several competent lighting/sound volunteers; the specific individuals vary by production.

These volunteers are responsible for ensuring safe setup and operation of our own electrical kit, including safe cabling, use of tested equipment, and adherence to HSE electrical guidance for events.

No strobe lighting or pyrotechnics are used. Fog/haze is generally not used and must not be introduced without prior consultation with the Director and venue.

3.5 All Members & Helpers

· Must follow directions from the Director/Producer regarding safe working methods.
· Must report hazards or unsafe conditions.
· Must take reasonable care for their own and others’ safety 

4. Risk Assessment

A general risk assessment exists for the group, maintained by the Committee.

Each production must have a production-specific risk assessment prepared or reviewed by the Director. 

The assessment must include hazards introduced by the production, such as scenery, use of ladders, manual handling, backstage crowding and temporary electrical equipment. 
All controls must be proportionate and sensible.

5. Fire Safety & Emergency Arrangements

MMAD will comply with the Rachel Fowler Centre’s fire safety rules, evacuation routes, alarm system instructions, and assembly points.

The Director must ensure all cast, crew and additional helpers are briefed on:

· How to raise the alarm
· Evacuation routes
· Assembly point location
· Who will manage FOH evacuation

Backstage exits must remain unobstructed at all times.

6. Audience Safety & Front of House (FOH)

The Director manages FOH safety (delegating as needed), including:

· Safe entry/exit for audiences
· Keeping aisles and exits clear
· Ensuring seating layouts avoid pinch points
· Providing notices if any atmospheric effects are ever used (rare/fog only if arranged with venue)
· Considering accessibility needs where reasonably practicable, in line with Purple Guide and HSE best practice for events

7. Equipment & Set Construction Safety

7.1 Working at Height

· Only competent volunteers may use ladders or access equipment.
· No lone working at height.
· Ladders must be stable, inspected visually, and used correctly. 

7.2 Manual Handling

· Heavy items must be lifted by teams where required.
· Use trolleys or mechanical assistance where available.
· Volunteers must avoid awkward postures or overreaching.

7.3 Electrical Safety 

Lighting and sound equipment must be visually checked before use; PAT testing completed where required.
Cables must be routed safely and covered where they cross walkways.

Avoid overloading circuits, coordinate with venue regarding sockets and power supply. 

8. First Aid & Incident Reporting

The Director is the Appointed Person unless they delegate this role for specific rehearsals/performances.

A first‑aid kit must always be present and accessible.

Any accidents or near misses must be recorded and reported to the committee and to the venue if relevant.

MMAD we will co‑operate with the venue (the responsible person) if a reportable incident under RIDDOR occurs during a work‑related activity. 

9. Training, Briefings & Communication

The Director must give a short safety briefing at the first rehearsal in the venue and before each production run.

Briefings must cover emergency routes, FOH responsibilities, safe lifting, ladder use, and electrical safety basics.

Helpers should feel able to raise concerns without hesitation.


10. Policy Review

This policy will be reviewed annually by the Committee or sooner if a significant incident occurs or venue rules change.

Next review date: January 2027
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Health and Safety Policy – Jan 2026		1
Production: ______________________    Director: ______________________    Venue: ____________________    Date: _____________

This template should be tailored by the Director for each production. Include hazards introduced by the show and controls proportionate to the risk.

	Hazard
	Who might be harmed / How
	Existing controls
	Risk (L/M/H)
	Additional controls / actions
	Owner
	Due date
	Status

	Fire & evacuation
	Audience, cast & crew – smoke/fire, blocked egress
	Follow venue fire plan; brief team; keep exits/aisles clear; no pyros/strobe; fog only by prior agreement
	
	Confirm assembly point in FOH brief; assign FOH helpers to doors; test comms
	Director
	
	Open

	Working at height
	Crew/volunteers – falls from ladders; dropped objects
	Only competent users; no lone work at height; ladder checks; tool lanyards where appropriate
	
	Use suitable access equipment; set exclusion zone below; supervise
	Producer/Director
	
	Open

	Manual handling
	Crew/volunteers – strains from lifting scenery/kit
	Team lifts; trolleys; plan route; avoid twisting/overreach
	
	Brief before get‑in/out; set weight limits; rotate tasks
	Producer/Director
	
	Open

	Electrical (lighting/sound)
	Shock, fire, trips from cables
	Visual checks; PAT where applicable; RCDs; cable covers; avoid overloading; venue coordination
	
	Record equipment checks; designate cable routes and taping; keep walkways clear
	Lighting/Sound lead
	
	Open

	Slips/trips/backstage congestion
	Cast/crew – collision or trip injuries
	Good housekeeping; mark edges; tidy props; cable discipline
	
	Designate prop tables; glow‑tape hazards; maintain clear wings and crossover
	Stage crew
	
	Open

	FOH crowd management
	Audience – pinch points, crowding at doors
	FOH helpers on doors; seating plan with clear aisles; signage
	
	Stagger bar/interval queues; pre‑show announcements; accessible seating plan
	Director/FOH
	
	Open

	First aid & welfare
	Any person – injury/illness during event
	Appointed Person identified; first‑aid kit available; emergency contacts posted
	
	Add AED location (if available); agree rendezvous with venue; incident log form ready
	Director
	
	Open

	Special effects (rare)
	Audience with sensitivities
	No strobe/pyro; fog/haze not normally used
	
	If proposing fog/haze: consult venue; display notices; provide increased ventilation
	Director
	
	N/A



Risk rating guide: L = low (adequately controlled), M = medium (further controls advisable), H = high (further controls essential before proceeding).
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Appendix 1 - MMAD Production Risk Assessment — Template




Review: Update after tech rehearsal, after opening night, and after any incident or change.
Production Risk Assessment — Template								1
Use this log to record any accidents, incidents or near misses. Share with the committee and inform the venue where relevant.

	Date/Time
	Event (Rehearsal/Performance)
	Location
	Person(s) involved
	Contact details
	Description of incident/near miss
	Immediate action taken
	First aid given (Y/N)
	Taken to hospital (Y/N)
	Reported to venue (Y/N)
	RIDDOR applicable (Y/N/NA)
	Logged by
	Follow‑up actions
	Closed date

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



Notes: RIDDOR reporting is normally the venue/responsible person’s duty. MMAD will cooperate and provide information if requested.
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