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1. General  

It is the responsibility of everyone to be aware of and inform a Senior 
Manager/Reception staff of any dangerous or potentially dangerous practice or piece of 
equipment. 

All fire-exits must be kept clear of any obstruction and all exit doors must be in good 
working order. 

All staff must acquaint themselves with the Fire Emergency Plan and Evacuation 
Procedure.  

Fire protection equipment (such as extinguishers and fire doors) must not be obstructed 
or misused. 

All building electrical defects must be reported to the Technical Supervisor and General 
Manager as soon as it is identified. 

It is the responsibility of all staff to maintain good standards of housekeeping in relation 
to waste paper, floors and corridors and trailing electric leads. 

2. Office Safety Procedure 

2.1 General Guidance 

2.1.1 All staff must ensure that The Garage and The Workshop offices are kept tidy 
and that no hazards are created by staff working procedures 

2.1.2 All staff must ensure that: 

a) Main walkways, fire exits and corridors are kept free from  
b) obstructions and tripping hazards  
c) Fire doors are kept closed 
d) Desks, floors and window sills are tidy/cleared 



 
 
 
 

Page 2 of 4  Front of House and Office Staff Safety Procedures v2.1 

August 2021 

e) Filing cabinets are closed 
f) Kitchens are kept clean and tidy 
g) Shelves are properly stacked 
h) All wires and cables safely secured and out of harm’s way 

2.2 Work Areas 

2.2.1 Keep clean, tidy and well laid out with adequate space for movement around 
desks and office equipment.  At no point should bags, boxes or other materials 
be stored in gang ways on office floors– even for a short time, as these pose a 
trip hazard, reduce accessibility and may prevent escape in case of an 
emergency evacuation.  

2.2.2 Equipment must be locked away in the appropriate secure storage facility 
immediately after use. 

2.2.3 No piece of electrical apparatus is to be introduced into an office without first 
checking with a member of technical staff.  

2.2.4 If chemicals (such as adhesives or correcting fluid) are used, always ensure 
there is adequate ventilation and avoid smoking even if the chemical is non-
flammable. 

2.2.5 Fill lower drawers first and open one at a time to maintain stability.  

2.2.6 Staff must be aware of the risk of injury (especially to the back) when lifting 
heavy or bulky items.  

2.2.7 Never stand on a swivel chair to access high shelves.  

2.2.8 It is the employee’s responsibility to wear appropriate clothing and footwear 
during normal work.  

2.2.9 The Senior Leadership Team will monitor staff and their actions to ensure that 
the safety programme is being implemented correctly and to measure its 
effectiveness. 

3. Public Areas 

3.1 Where practical, all maintenance and cleaning work must be finished before members 
of the public are admitted to the building.  Where this is not possible, adequate signage 
must be displayed highlighting any risks and work must not obstruct any fire escape 
route. 

3.2 All floors in public areas must, where possible, be kept dry and free of obstructions 
during opening hours. Where this is not possible appropriate wet floor signage will be 
displayed.  

4. Access to Technical Areas 

4.1 All staff must be aware of the hazards associated with technical areas and are not 
permitted to access the lighting rig level, Control Room or backstage areas unless 
authorised and supervised. The roof areas, roof voids, technical galleries and plant 
rooms are only to be accessed by authorised personnel and must be locked when not in 
use. 

4.2 If necessary access may be authorised by any member of The Garage Trust Technical 
Staff working in these areas at the time. 
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5. Workplace Health and Safety Welfare Regulations 

The regulations cover many aspects of health, safety and welfare in the workplace. 
Some of them are not explicitly mentioned in the current law though they are implied in 
the general duties of the Health and Safety at Work Act. The regulations set general 
requirements in four broad areas: 

5.1 Working Environment 

5.1.1 Temperature in indoor work places 

5.1.2 Ventilation 

5.1.3 Lighting including emergency lighting 

5.1.4 Room dimensions and space 

5.1.5 Suitability of workstations and seating 

5.2 Safety 

5.2.1 Safe passage of pedestrians and vehicles, e.g. traffic routes, must be wide 
enough and marked where necessary (and there must be enough of them).  

5.2.2 Windows and skylights (safe opening, closing and cleaning)  

5.2.3 Transparent and translucent doors and partitions (use of safety material and 
marking), doors, gates and escalators (safety devices) floors (construction and 
maintenance, obstructions and slipping and tripping hazards) falling a distance 
and into dangerous substances, falling objects. 

5.3 Facilities 

5.3.1 Toilets 

5.3.2 Washing, eating and changing facilities and clothes storage 

5.3.3 Drinking water 

5.3.4 Rest areas (and arrangements to protect people from the discomfort of tobacco 
smoke), rest facilities for pregnant women and nursing mothers. 

5.4 Housekeeping 

5.4.1 Maintenance of workplace, equipment and facilities cleanliness and removal of 
waste materials 

5.4.2 Employers have to make sure that any workplace within their control complies 
with the regulations. Other people connected with the workplace, such as the 
owner of a building that is leased to one or more employers or self-employed 
people will also have to make sure that requirements falling within their control 
are satisfied. 

6. Monitoring and Review 

This policy was last updated on 5th August 2021 and will be reviewed and republished 
no longer than two years after this date. 

7. Related Policies and Procedures 

 The Garage Fire Evacuation Plan 
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 The Workshop Fire Evacuation Plan 

 Manual Handling Policy 

 Health and Safety Policy 

 Dangerous Occurrence and Incident Report Policy 

 

 

 


