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	WORKING IN MEDIA STUDIOS & LABS


GENERAL

NO DRINKS, NO FOOD, NO SMOKING!

These - as potential causes of fire and electric shock - are an important part of safety policy.  

Also spilt drinks ruin equipment, particularly keyboards and are a main cause of slipping.  Food particles attract vermin and cause health hazards.  

The University operates a strict no-smoking policy in all work areas. 

Fire & Access

Familiarise yourself with the location of Fire Exit routes, Assembly Points, Fire Extinguishers and Fire Alarms. Note that in some studios there are visible alarms (flashing red lights).

· Do not prop fire doors open, especially with a fire extinguisher!

· Fire exits must be kept clear at all times.  Do not obstruct passages or walkways. 

· Only use Fire Extinguishers in an emergency. In the event of the alarm sounding, exit the building immediately and go to the nearest Fire Assembly Point. (Fire Exit doors are alarmed 24 hours a day - use them only in an emergency).

· Do not leave any objects in the Media Centre Studio and Labs without first getting permission from a member of staff.

· No person may at any time lock themselves into a room.

Personal health

Students are advised to keep speaker and headphone levels low enough in order to protect their hearing. On leaving facilities, please leave levels at a moderate setting for the next user.

Sitting for long periods in front of monitors and prolonged use of keyboards poses a risk of repetitive strain injury. Make sure that your back is adequately supported and your hands rest comfortably on the keyboard and take regular breaks.

MEDIA CENTRE TV STUDIO 

Planning and Risk Assessment

Consult Media Centre technical staff when planning any studio based work.  A Risk Assessment Form must be filled out in the usual way: the studio is a ‘location’.

Staff and students in charge of studio activities must clearly and overtly point out hazards to performers, observers and other participants. 

These hazards include danger from tripping over cables and sets, hot lamp housings and other dangers caused by creating unfamiliar environments in the studio.

Entry into the Studio

As with all equipment booking and using the TV studio is contingent on having completed the relevant workshop. 
When the studio has been booked out for a production, entry to the studio should be under the strict control of a designated member of the student production team (usually known as the ‘Floor Manager’).

Lighting

The following procedures must be adhered to:

· No-one may rig lights without initial training by and the express permission of the technical staff. 

· Remove all loose objects from pockets before working on ladders or the lighting grid.

· Ensure whilst lighting that a minimum number of crew are working on the studio floor and cordon off a safe area if required.

· Ensure all crew working below the lighting grid wear hard hats whilst lighting is in progress.

· Safety chains must be attached to all lights on the lighting grid; tools should be used with lanyards whilst working at height e.g. on ladders or the lighting grid.

Cables

Every effort must be taken to minimise risk from cable runs.  In addition:

· All cables in the fire lane must be covered.

· The shortest run must be taken to the nearest wall box.

· Cables must be de-rigged after the set is removed.

Rigging 

· Hard hats must be worn during rigging.

· Lift heavy loads correctly.

· Secure flats correctly.

· Do not move scenery without consulting and gaining permission from Media Centre technical staff.

Set building

Set building must be carried out only with Media Centre technical staff supervision.  

It is the student’s responsibility to ensure that the relevant technical staff members are available at the appropriate time; this means planning proposed activities with good notice.

Please see also Media Centre Safe Practice Guidance Sheet: Guidelines for Designers.

Fire Exits

· Fire exits must be accessible and fire routes kept clear at all times.

· Fire exits signs must be visible and illuminated.

· No cable runs must obstruct access to the fire exits.

· Two exits off the set must be available at all times.

Evacuation Procedures

Any visitor (including actors, audience, assistants) to the TV Studio must sign in and out in the Visitors’ Book at Media Reception (OD32) as it is essential in the event of a fire that the UWE Fire Wardens are aware of who is in the building. 

Visitors must be briefed on the fire evacuation procedures including the fire escape routes.  This will normally be done by the Floor Manager.  

Any freelance staff should be briefed by their UWE contact.

On hearing the fire alarm, the UWE staff Fire Wardens will ensure the safe evacuation of the TV Studio.

Re-entry into the building is forbidden until the Fire Service or an official UWE representative confirms it is safe to do so.
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