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OVERVIEW 
An educational environment free from accident and injury is a goal for public 
education in Texas.  Safety is a result of efforts to assure the welfare of students, 
staff and faculty and the prevention of damage of equipment and facilities.  
 
The Sixth National Conference on Safety Education has made the following 
recommendations:  

 Adequate equipment, materials, and supplies should be provided for each 
curriculum area.  

 Provision should be made for regular inspection and maintenance of 
equipment and facilities.  Special attention should be given to stage rigging, 
electrical wiring, and lighting apparatus.  

 Instruction should be enhanced and updated through in‐service experiences, 
including participation in college and university courses, and through the 
activities of professional organizations.  

 The staff and faculty should be provided with up‐to‐date and accurate 
information regarding accident liability and insurance.  

 Effective safety guides should be utilized in the various curriculum areas.  
 Students should be tested to determine safety‐related knowledge and skills.  
 Faculty, staff and students should be aware of emergency procedures or 

varying circumstances.  
 Eye protection is routinely provided in vocational and industrial arts shops.  

Since many of the same tools and equipment are employed for scenery 
construction, eye‐protective devices should be provided and used in scene 
shops.  

 All accidents should be reported and investigated to determine cause and to 
take necessary corrective measure.   

 
 
FACULTY AND STAFF RESPONSIBILITIES 
Safety in and around the performance spaces extends to crews, casts, and audience 
members.  It requires awareness, common sense, and perseverance to eliminate 
hazards, avoid risks, and guard against carelessness.  
 
It is the faculty and staff member’s responsibility to:  

 make safety a part of the everyday department 
 establish safety procedures and regulations and make sure students 

understand and observe them  
 establish emergency procedures (such as for the evacuation of the stage and  

auditorium), instruct, and rehearse students in their implementation  
 be aware of possible hazards and alert students to potential dangers  
 promote positive student attitudes toward safety; students should not fear 

using tools and equipment but should respect them for potential hazards  
 set good safety examples when working and conducting demonstrations  
 instruct students in the proper care and use of tools and equipment 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 check out students on using tools and equipment  
 maintain adequate supervision when students are using potentially hazardous 

equipment  
 inspect facilities and equipment regularly to eliminate hazards  
 discontinue use of defective or unsafe equipment as soon as the defect 

becomes known  
 report, verbally and in writing, potentially unsafe equipment or facilities to the 

Department Chair along with suggestions for improvement  
 make  sure that a fully‐stocked first‐aid kit is readily available and

  properly maintained in each shop and stagehouse work area  
 take extra precautions to ensure safety during the strike period following the 

closing of a show  
 
 If an injury does occur:  

 protect the victim from further harm  
 for minor injuries proceed with appropriate first aid  
 for more serious injuries, notify the emergency contact as soon as possible, 

and call 911  
 report the accident to the Department chair, who will contact Risk 

Management and investigate and document the accident according to proper 
university procedures 

 
FACILITIES AND EQUIPMENT 
[NOTE: FACILITIES ARE MEANT TO INCLUDE THE UNIVERSITY THEATRE, THE 
STUDIO THEATRE, THE DANCE ANNEX, AND OTHER PERFORMANCE AND 
INSTRUCTIONAL SPACES, ONSTAGE AND OFF UNLESS CLEARLY NOT 
APPLICABLE] 

 Since many theatre and dance activities occur after regular school hours, a 
telephone with a direct outside line should be conveniently located in the 
performance facility.  Emergency numbers (paramedic, ambulance) should 
be posted by the phone.  

 Stage curtains and drapes should have a fire retardant treatment or be  
Inherently fireproof. Records shall be kept showing the date of manufacture 
and last treatment of each soft good.  Soft goods should have unique 
identification markers that correlate to written records.  Materials shall be 
retreated with fire retardants  as recommended by the manufacturer.  

 Stage rigging should be properly maintained and regularly inspected.  
 Stage lighting circuitry, dimmers, and instruments should be properly  

maintained and regularly inspected.  
 Auditorium exits should be identified by lighted exit signs.  
 Exits and access to exits should be unobstructed at all times.  
 Proper types of fire extinguishers should be  located according to fire code 

regulations and kept unobstructed.  
 Adequate first‐aid supplies should be maintained.  
 An adequate shop or space for the safe operation of tools and equipment 

should be provided. 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 There should be adequate numbers of grounded electrical outlets to reduce 
the need for extension cords.  

 Adequate storage areas for tools, materials, and supplies should be provided 
and kept clean and orderly.  

 Safe storage should be provided for flammable materials such as paint and 
thinner.  

 There should be adequate provisions for scraps and refuse. 
 There should be adequate protective equipment such as eye goggles or face 

shields, ear muffs, gloves, aprons, and safety belts.  
 The scene shop should contain washing facilities with an adequate supply of 

soap and towels.  
 An adequate number of ladders of the proper size should be kept in good 

repair.  
 Platforms and risers should be sturdy.  
 The orchestra pit, risers, and tall platforms should have guard rails.  
 Dressing rooms should have restroom facilities with an adequate supply of 

soap and paper towels.  
 Dressing rooms should be kept clean and sanitary for the prevention of skin 

infection.  
 Mirrors in the dressing rooms should be securely mounted, and there should 

be adequate storage for makeup supplies.  
 An adequate supply of operable flashlights should be maintained in the box 

office in case of power failure during a performance.  
 
 
CAUSES OF ACCIDENTS 
Safety in the theatres means safeguarding crews, casts, and audiences from all 
foreseeable hazards and emergencies.  Learning to work safely is a vital aspect of 
educational theatre.  Most accidents can be avoided by replacing unsafe habits with 
safe practices.  The main causes of accidents:  
  

 Insufficient knowledge  
 Improper use of tools and facilities  
 Failure to safeguard hazardous equipment  
 Failure to remove faulty equipment  
 Carelessness  
 Taking unnecessary risks  
 Being in a hurry and/or tired  

 
The most dangerous periods during the production process are tech week and 
strike.  These times of exhilaration and exhaustion warrant a greater degree of 
attention and vigilance than any other period in the course of the production. 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GENERAL SAFETY REGULATIONS 
 
Use of cell phones is prohibited in the scene shop.  
 
Running, practical jokes, throwing tools or materials, jumping from one level to 
another, or any other dangerous activity is not permitted.  
 
The proper method of bending the knees, keeping the body erect, and pushing 
upward with the legs should be used when lifting objects.  Assistance should be 
obtained when lifting or carrying heavy objects.  
 
The shops or other work area must be cleaned and left in a safe condition.   All tools 
should be returned, floors cleaned, trash emptied, and walkways and exits left clear 
and unobstructed. In short, any potential safety or fire hazard must be eliminated.  
 
Open traps and unusable platforms or step units must be barricaded (fenced or 
roped off) or covered.  They should be marked with large signs at all times between 
work periods or performances.  
 
Cleanliness and order in the storage areas should be maintained at all times.  
 
Any accident should be reported immediately to the supervisor so that first aid 
and/or medical  attention can be administered without delay  
  
CLOTHING AND PROTECTIVE EQUIPMENT 
Hard‐sole shoes should be worn while working in the scene shop, stage, loading 
dock, or anywhere in the theatre facility.  Tennis shoes are not desirable; sandals 
and other open‐toed shoes and bare feet are not permitted.   
 
Only performers (actors, dancers, musicians) in rehearsal or performance are 
permitted to wear open toed or soft construction shoes on stage and in pre‐
production areas. Workers loading or unloading trucks, moving platforms, scenery, 
stage weights, or other heavy objects should wear steel‐toed work boots. 
 
Loose‐fitting clothing, scarves, ties, or jewelry should not be worn while using 
power equipment in the scene shop.  Long hair should be tied back or covered.  
Long‐sleeved shirts should be either buttoned at the cuffs or rolled to the  
upper arm.  
 
Goggles, face shields, or safety glasses—all ANSI rated for impact—should be worn 
while working around the shop or stage when in the vicinity of anyone spraying, 
sanding, cutting, drilling, chiseling, hammering, nailing, or stapling.  Safety glasses 
shall have side guards to deflect incoming projectiles from the side.  Welding masks 
and shields shall be used around welding operations.  
 
Ear muffs or plugs should be worn during prolonged exposure to excessive noise. 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Gloves should be worn to protect against abrasion, punctures, and solvents.  Gloves  
shall NOT be worn when operating saws, drills, lathes, or other equipment that 
could capture the fabric of the glove and draw the worker into the machine.  
 
Hard hats should be worn while scenery or lighting equipment is being rigged 
overhead, or when the worker is in a low ceiling area where there are exposed 
sharp and/or hard surfaces that could cause head injuries.  
 
Wash hands in soap and water during work breaks, before eating, and after work.  
Never use solvents to clean hands.  
 
Knee pads should be worn when tasks require the worker to kneel down and rest 
weight upon the worker’s knees for prolonged periods.  
 
FIRE PROTECTION 
Theatrical  fires  can be divided into three categories:  
1.   Class “A”—fire  involving  ordinary  combustibles such as paper, cloth,
  cardboard,  and  wood  
2.   Class “B”—fire  involving  petroleum base  products such as paint, oil,
  grease, and fuel  
3.   Class “C”—electrical  fire  
Proper procedures for evacuation should be discussed and rehearsed. Exits and 
access to exits must be kept clear and unobstructed at all times.  During periods of 
occupancy, no exit door should be locked, chained, or obstructed by any means.  The 
door must be readily opened from the inside. 
 
“ABC” fire  extinguishers must be well‐maintained, visible, and unobstructed at all 
times. Students should be trained in their use. Staff and Students should know the 
locations of all Fire Extinguishers, Fire Alarm Activation Stations (Pull Stations), Fire 
Hose Cabinets, Fire Curtain controls (releases) (if facility is equipped with a fire 
curtain), and smoke vent hatch controls (releases) (if facility is equipped with 
smoke vents).  
 
Flammables such as paint, thinner, and spray cans should be stored in special metal 
storage cabinets.  All  rags  or clothing  materials saturated with flammable paints or 
solvents should be properly discarded outside of the building.  
 
Open flames on stage should be avoided if possible. Adequate enclosure and 
safeguards must be provided if open flames are used.  
 
Electric light bulbs must not be covered or decorated with paper or other 
combustible material  
 
Exit signs shall remain visible to the occupants at all times and may not be covered, 
dimmed, removed, or disabled in any way. 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Doorways / openings  through fire protective partitions (i.e. prosceniums with fire 
curtains, doors exiting the stage or shop, etc.) shall not be blocked from fully closing 
or propped‐open with scenery, carts, stage  weights, or other obstacles that will 
prevent them from closing  in the event of a fire.   
  
 
LADDERS 

 Before any ladder or scaffolding is used, it should be inspected to assure that it 
is in safe condition.   A chair or box should never be substituted for a small 
ladder.  

 
 Ladders should be constructed of electrically non‐conductive material like 

wood or fiberglass. Metal ladders should be avoided wherever possible as 
they can conduct electricity.  

 
 Wood ladders should not be painted because paint hides splits and defects 

(shellac or varnish are acceptable alternatives). Any ladder or scaffolding 
that is damaged, missing the manufacturer’s safety labels, or is otherwise 
unsafe should be removed from service.   

 
 Do not modify any ladder or scaffolding by drilling holes, adding casters or 

rolling bases unless they were specifically manufactured by the ladder or 
scaffolding manufacturer as an authorized accessory. If a rolling base is used, 
the wheels must be locked. 

 
 Nonskid safety feet should be installed on any straight ladder before it is 

placed in service.  Guard rails should be used on scaffolding.  
 

 The base of a straight ladder should rest on a level surface and should be 
placed so that the distance away from the wall or surface against which it 
leans is approximately one quarter the length of the ladder.  

 
 Straight ladders should be tied off, blocked, or otherwise secured when in use.  

Or, an assistant should support the ladder against accidental slipping or 
sliding.  

 
 A step ladder should always be completely opened and climbed only on the 

side with the steps.  Never stand or work from the top of a step ladder. Step 
Ladders above six feet should be supported by at least one assistant.  

 
 Trestle Ladders should be supported by two assistants at all times.  

 
 Care should be used in placement of the ladder, particularly ensuring that it is 

not placed on or to close to electrical floor pockets. 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 Tools or other objects should be secured against falling while work is being 
performed from a ladder.   Such items should never be left on a ladder, 
dropped, or pitched to another worker. 

 
 Only one person at a time shall be on a ladder.  

 
 Provide Personal Protection Equipment (PPE) such as fall protection 

harnesses, fall arrestors, shock arresting lanyards, etc., as required to protect 
workers.  

 
 
TOOLS AND MACHINERY 

 Keep the work area free of clutter.  
 

 Before operating machinery or power tools for the first time, be checked out 
on proper operation procedures by the supervising faculty or staff member.  

 
 Dress appropriately.  Wear hard‐sole shoes, avoid loose clothing, and cover or 

tie long hair that could catch in moving parts or air vents.  
 

 Use safety eye or face protection.  Wear safety glasses with side shields, impact 
goggles, full face shields, or masks/respirators as indicated by the nature of 
the work being performed.  

 
 Do not use any defective or questionable electrical tool, machine cord, 

connection, or accessory.  Report any defects for repair or replacement 
immediately.  

 
 Understand the application, limitations, and potential hazards of any tool or 

machine you use. Select the proper tool for the job to be done.  Don’t 
improvise.  

 
 Use only recommended accessories.  Keep guards in place and in working 

order.  
 

 Make sure saw blades, drill bits, etc., are sharp, clean and regularly maintained.  
 

 All saws should be adjusted before use to expose only the minimum amount of 
blade necessary.  The fingers and hands must be kept clear of the blade at all
  times.  

 
 The blade in the table saw should be recessed when not in use. 

 
 Do not use a tool with a frayed cord or broken connection.  Use only heavy‐

duty extension cords of proper wire size and length. 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 Electrical  lines running along the stage floor should be taped or otherwise 
       secured to prevent tripping during work periods, rehearsals, and      
performances.  

 
 Use clamps or a vise to hold work in place when practical, freeing both hands 

to operate the tool.  
 

 Avoid accidental startup.  Make sure the switch is “off” before plugging in the 
cord or when power is interrupted. Never carry  a power tool with your 
finger on the switch.  

 
 Ground all power tools.  If a tool is equipped with a three‐prong plug, it should 

be plugged into a three‐hole electrical outlet. 
 

 Remove adjusting keys and wrenches before turning on a tool or machine.  
 

 Do not force tools.  
 

 Do not over‐reach.  Maintain proper footing, balance, and a secure grip on the 
tool you are using.  

 
 Never adjust or change bits, blades, or belts with the power tool or machine 

connected to an electrical outlet.  
 

 Never brush away chips or sawdust while tools or machines are operating.  
 

 Never leave tools or equipment running unattended.  Disconnect power hand 
tools from the power source when not in use.  

 
 Never surprise, touch, or talk to anyone operating a power tool or machinery.  

 
 Return tools to the tool room immediately after completing work.  

 
 
LIGHTING 

 Only authorized and trained personnel are permitted to work with lighting 
circuitry, dimmers, and instruments.  

 
 Know the location of the master electrical switch for the stage lighting 

equipment.  
 

 Cables, ties, or electrical lines must never be dropped to the stage floor from  
the grid. They should be pulled up, coiled, and carried down.  

 
 Any discovered irregularity in cable should be reported immediately to the 

supervising faculty or staff member. 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 Do not work around electrical equipment without shoes on.  
 

 Any electrical or mechanical defect or irregularity must be reported to the 
supervising teacher for correction.  No repair of faulty equipment or 
instruments should be undertaken unless the supervisor has been consulted 
and approved corrective repair or maintenance. Always inspect portable 
lights, foggers, cables, and connectors for damage before use.  Do not use 
equipment that is designed to have an equipment safety grounding 
conductor and the connector is missing the grounding pin.  Do not use 
equipment where the cable jacket or insulation has pulled‐back from the 
connector body and/or the equipment cord strain relief.  

 
 Even when disconnected, some electrical equipment can cause shocks.  Never 

remove the cover of a device without assessing the potential danger.  
 

 Should an electrical shock occur, the source of power must be shut off 
immediately and artificial respiration applied if the victim’s breathing has 
been interrupted and stopped.  

 
 Any incidence of electrical shock, no matter how slight, must be reported for 

immediate correction to the supervisor.  
 

 Food or beverages are not allowed in the light control area.  
 

 When changing  lamps in lighting instruments, always  unplug the device 
before opening the fixture housing. Leather gloves are recommended to 
protect against sharp metal corners, hot metal parts, and broken glass.  Do 
not touch the glass globe of the lamp with bare hands or fingers–body oils 
will cause a hot‐spot to develop on the glass and can cause the lamp to 
explode.  

 
PAINT, SOLVENTS AND CHEMICALS 

 Be aware of potentially toxic materials: powdered pigments and dyes, 
fireproofing chemicals, spray adhesives and glues, solvents, and paints. 
Keep a file (in the Assistant Tech Director’s office) of Material Data Safety 
Sheets (MSDS) for all powdered pigments and dyes, fireproofing chemicals, 
spray adhesives and glues, solvents, and paints used in the facility.  

 
 Compare labels and use products that contain the least toxic ingredients.  For 

example, replace turpentine with mineral spirits.  
 

 Use premixed paints rather than dry pigments.  
 

 Use water‐based or latex paints rather than oil‐based paints and enamels.  
 

 Use products that are in solution rather than in powdered form. 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 Choose brushing and dipping methods in applying paint over spray methods 

whenever possible.  
 

 Avoid breathing vapors and use proper ventilation when painting. General 
dilution ventilation can be used with acrylic, latex, and artist’s oils.  

 
MAKEUP 

 Never lend or accept used makeup from anyone.  
 

 Wash hands before and after applying makeup.  Makeup artists should wash 
their hands before starting on another actor.  Sponges and brushes should be 
washed after use on each individual.  

 
 Avoid aerosol products whenever possible.  

 
 Replace old makeup regularly.  

 
 Avoid creating clouds of face powder that can be inhaled.  Do not use old face 

powder.  
 

 Moisten brushes or pencils with clean tap water, not with saliva.  
 

 When removing spirit gum or latex, avoid prolonged skin contact with 
solvents.   

 
 Never place anything on the lighting in the dressing rooms.  

 
 
***EVEN SHAKESPEARE BELIEVED IN SAFETY ! 
 
“The heavens give safety to your purposes!”  
—Angelo, MEASURE FOR MEASURE  
 
“Provide for thine own future safety.”  
—Wolsey, KING HENRY THE EIGHTH  
 
“Devise the fittest time and safest way.”  
—Celia, AS YOU LIKE IT  
 
“Effect it with some care.”  
—Oberon, A MIDSUMMER NIGHT’S DREAM  
 
“Keep it safe.”  
—King John, KING JOHN  
 



  12 

“Be not with mortal accidents oppressed.”  
—Jupiter, CYMBELINE  
 
“Embrace your own safety.”  
—Celia, AS YOU LIKE IT  
 
“Take care.”—Stephano, THE TEMPEST  
 
“The gods with safety stand about thee!”—  
Priam, TROILUS AND CRESSIDA  
 
“Look to it well, and say you are well warn’d.”  
—Richard, HENRY THE SIXTH, PART I 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Department of Theatre & Dance  
 
Employee and Student Safety Handbook 
 
This handbook has been prepared for your information and understanding of safety 
procedures and policies in the department. Please read the “Guidelines for Theatre 
Safety” carefully.  Upon completion of your review of these guidelines, sign the 
statement below and return it to the department office by the due date.  
 
I, _________________________________________, have received and read a copy of the 
“Guidelines for Theatre Safety,” which outlines the procedures and policies of this 
department, as well as the responsibilities of the employees and students to ensure 
safety within the department of Theatre & Dance.  
 
I have familiarized myself with the contents of these guidelines. By my signature 
below, I acknowledge, understand, accept, and agree to comply with the information 
contained within these pages. I understand that these guidelines cannot cover every 
situation which may arise during my education/employment/assignment, but it is 
simply a general guide to standard operating procedures regarding safety in and 
around theatres and auxiliary spaces.  
 
I understand that this is not a contract and should not be deemed as such. However, 
should I fail to sign and submit this page to the Theatre Office by the tenth day of 
classes, I understand that I will be barred from working in the department (which, 
in the case of students, could affect enrollment in all theatre and dance courses). 
 
 
 
_____________________________________________        ________________________ 
Employee/Student Signature          Date  
 
 


