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[bookmark: _Toc294082797][bookmark: _Toc210651158]Overview

BBC Studios (BBCS or Studios) is a commercial subsidiary of the BBC incorporated in 2018 and a separate legal entity. In the context of the UK Health and Safety at Work Act 1974, Studios is an employer distinct from the BBC. As required by the Act, Studios has set out its own policy and organisation & arrangements to establish clarity inside and outside the organisation.  

These arrangements will, so far as is reasonably practicable, apply to all Studios employees and activities, whether based in the UK or internationally. We understand that local safety standards can vary in the different geographical regions in which BBC Studios operates. BBC Studios always aims to operate at an equal or higher standard to local good practice. Where there are conflicts in the levels of safety requirements to help meet the commitment BBC Studios has to its employees, contractors and others affected by its undertakings. Where this is not possible or practical, this must be assessed and authorised by senior management.

Studios subsidiary companies including wholly owned subsidiaries referred to as labels, joint ventures and special purpose vehicles (SPV) will be expected to follow the arrangements set out in this document and have adequate safety arrangements in place including reference to any country specific regulations.  In some jurisdictions a standalone document or appendix will be required that specifies compliance with country legislation and arrangements for the activities undertaken by BBC Studios. This requirement must be clarified with each regional head and their legal advisors.

Responsibilities and arrangements will be reviewed and are subject to change as BBC Studios evolves and extends its business and production activities. The principals set out in these arrangements should be applied as far as is reasonably practicable.  Where there are alternative arrangements in place they should be agreed by senior management and recorded by the business area, international office, label or SPV. 

A copy of this document, further information and detailed guidance is available on the safety section of the BBC Studios intranet site or from the BBC Studios Safety Team studio.safety@bbc.com 



[bookmark: _Toc210651159]Organisation 
[bookmark: _Toc278548779][bookmark: _Toc282601427][bookmark: _Toc284241756][bookmark: _Toc284243001][bookmark: _Toc210651160]BBC Studios Safety Structure
Health and Safety responsibilities are assigned to everyone at BBC Studios, who have both a personal and a legal duty to comply with these responsibilities.  Any safety concerns can be taken to all the people cited in the organisation chart - including the CEO and anyone on the Studios Executive Committee.
 
Failure to comply with this Health and Safety policy and arrangements or other agreed / established arrangements could result in disciplinary action.

BBC Studios safety support structure
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Senior Safety
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Senior Safety Advisors
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Support 






		 
               Lines of coordination and liaison with Public Service BBC
               Internal reporting lines

QRA – Quality Risk & Assurance (BBC Public Service) which includes the Safety Security and Resilience (SSR) team.

External support – this should be approved/vetted safety support. 



Please note: 
· Safety support will reflect business need and production cycles. 
· [bookmark: _Toc286746969]External support acknowledges the arrangements that are established for international offices, localised label support and periods of increased internal workload.

[bookmark: _Toc210651161]Chief Executive Officer
The Chief Executive Officer (CEO) has overall responsibility for health and safety in BBC Studios.  They are responsible on an executive basis for making sure that the necessary resources and arrangements are provided for the successful implementation of this policy and statement of arrangements.
 
On a day-to-day basis, this authority is delegated as outlined in the rest of this section.
[bookmark: _Toc210651162]Chief Operating Officer
The Studios Chief Operating Officer (COO) is responsible for:
· The overall implementation and effectiveness of the policy and these statement of arrangements
· Providing adequate resources for controlling risks and managing health and safety
· Ensuring reports are made to the Studios Operations Committee, Studios Executive Committee (SEC) and Commercial Board (CB) on health and safety performance.
· Alerting the Executive to new or developing risks
· Disciplining any Studios staff who fail to comply with health and safety requirements.
[bookmark: _Toc210651163]Senior Leaders
Senior Leaders across BBC Studios are responsible for effective implementation of the policy in their regions and business areas including:
· Providing adequate resources for identifying, controlling and managing health and safety risks
· Raising any new or developing health and safety risk in their region / business / activities   
· Where there are different or local legislative requirements that conflict with the arrangements set out in these BBC Studios Health and Safety Arrangements, the regional head and their legal advisors must ensure a standalone document or appendix is in place that specifies the compliance with country legislation. If these standards are lower than those laid out in the BBC Studios Health and Safety Arrangements, they must be brought to the attention of the Senior Executive Committee (SEC).
· Disciplining any Studios staff in their areas who fail to comply with health and safety requirements.
· Carrying out periodic assurance reviews of workplaces and risk assessments to establish that controls are effective, up to date and reviewed as necessary. – See also section 2.25 on Risk Assessments.

[bookmark: _Toc286746972][bookmark: _Toc210651164]Director of Risk Advisory 
This role is responsible for:
· Creating and delivering the Studios safety objectives to reflect the BBCS strategic objectives, facilitate continuous improvement and address current issues (taking into consideration BBC H&S targets and objectives) 
· Appointing competent health and safety people to assist Studios in the management of health and safety
· Attending BBCS Operations Committee and BBC forums as required to report on health, safety and safeguarding risk and performance. 
· Communicating health and safety information as required throughout BBCS in conjunction with the Studios Safety Team and divisional senior leaders.
· With the Director, Global Property (DGP), establishing and maintaining adequate procedures and facilities for health and safety including emergencies such as fire, first aid, etc as far as is reasonably practicable, in-line with the BBCPS Codes of Practice
· Providing access to suitable health and safety training (training materials are currently provided by the BBC Academy)
· Providing access to systems to facilitate timely reporting of all incidents (Safety Hub is a BBC Group system used for this), including the notification of relevant injuries, diseases and dangerous occurrences to the enforcing authorities.
· Developing a programme of active monitoring (visits, checks and assurance)
· Making sure that this policy is regularly reviewed and kept up to date. 
· Representing BBCS on any BBC Senior Safety Committees 
[bookmark: _Toc210651165][bookmark: _Toc107031035]Studios Senior Safety Manager
Studios engage competent health and safety advisors to provide support and guidance in all health and safety issues. BBC Studios engage a full time specialist safety professional to manage the safety team and provide strategic advice to BBCS senior management.  The Senior Safety Manager (SSM) reports to the Director of Risk Advisory.  They will be responsible for:

· Providing health and safety advice and support across all areas of the Studios business
· Determining in conjunction with the business where risks are and allocating support. 
· Managing the activity and quality of the Studios Safety Team
· Developing H&S policies, procedures, risk assessment processes and safe working arrangements
· Assisting the Director of Risk Advisory to report incidents, training and safety information to the BBCS Operations Committee and other executive committees
· Working with the BBC PS Head of Safety and with external bodies to provide up to date information and support on all safety matters
· Leading incident reporting and investigations via the BBCS Safety Team
· Represent BBCS interests where BBC Group systems are developed and sourced in relation to occupational safety.
· Assisting in establishing the training needs and budgeting for training within the BBCS Safety Team

BBCS is supported by BBC SSR team via an SLA based rate card. As part of this agreement Studios has access to advisers and specialists including a helpline in core hours and an on-call Safety Advice service that is accessible 24/7.  

Outside the UK and for certain tours, events and programmes, safety advice may be sourced from local specialist/consultants appointed by Studios. These individuals should be vetted as suitably qualified and experienced for the region and activity (production, event, exhibition etc) they are required to support. External consultants would be required to work to BBC Studios standards as far as reasonably practical in the country or territory and may be monitored and reviewed in their practice by the Studios internal safety team as part of assurance activity. 

[bookmark: _Hlk145331700]Whilst the SSM can review risk assessments and assist production / programme and event managers in the structure and content of risk assessments the risk assessment must be completed by and approved by production management.  See section 2.25 on Risk Assessments responsibilities. 

[bookmark: _Toc210651166]Senior Safety Advisers
The Senior Safety Advisers (SSA) are responsible for working to the BBCS safety objectives / action plan and:
· Providing technical advice and support to all BBCS areas
· Working with the business to establish future activities and communicating these to the SSM
· Deciding where risks are and allocating support 
· Carrying out incident investigations with relevant managers
· Working with the SSM to help establish policies, procedures, risk assessment and safe working arrangements
· Escalating non-compliance to senior managers and where appropriate to the SSM and DOR 
· Delivering safety training, and as necessary coaching to teams
· Assisting senior managers to carry out safety assurance visits and monitoring safety performance.

[bookmark: _Hlk145331860]Whilst the SSA can review risk assessments and assist managers in the structure and content of risk assessments the risk assessment must be completed by individuals who have competed risk assessment training and approved by senior managers who have also been trained in risk assessment. See section 2.25 on Risk Assessments responsibilities. 

[bookmark: _Toc210651167]Safety Advisers
 
Safety Advisers (SA) are responsible for supporting the business in delivering the Studios Safety Arrangements. SA’s are also responsible for supporting individual productions on recces, carrying assurance visits and supporting incident investigations where appropriate.

Whilst the SA can review risk assessments and assist managers in the structure and content of risk assessments the risk assessment must be checked and approved by senior managers who are aware of the activities and have been trained in risk assessment. See section 2.25 on Risk Assessments responsibilities. 

[bookmark: _Toc210651168]Managers
The day to day responsibility for effectively managing health and safety is delegated to managers, who are responsible for the health and safety of the staff who report to them and the areas under their control.  They are also responsible for protecting the health and safety of others (including visitors, contractors, etc) who may be affected by their work. 

Managers should understand the Studios Organisation and Arrangements and safety systems as they affect their areas of responsibility. Managers may be supported in decision making by specialists including the BBCS Safety Team, but ultimate decision-making sits with the manager of the department present at the time the activity is taking place.  If there is conflict or confusion the decision making should be escalated through their management line.  All managers within BBC Studios and managers for contractors based on Studios sites will establish that:
 
· Significant risks from day-to-day work, events, programmes and productions have been assessed and are adequately controlled
· Staff are aware of the health and safety policy and procedures, especially their own health and safety responsibilities
· Staff (permanent or temporary) complete mandatory safety training, have job specific training identified and are given suitable health and safety training and information on the risks and precautions appropriate to their jobs
· They support people to whom specific health and safety responsibilities have been delegated, including providing adequate resources
· They co-operate with safety assurance and ensure that any remedial actions required are carried out
· Incidents and ‘near misses’ are reported within three days and in proportion to the real or potential harm an investigation initiated within seven days.  
· Establish that there are a sufficient number of suitably trained first aiders [and where appropriate] fire wardens to cover the locations, activities and remoteness of work activities being undertaken.
· Highlight any new or emerging hazards to their Senior Leader or Senior Safety Manager.
· Set a good example and encourage all staff to participate in health and safety management. 
· Encourage near miss reporting within teams.
· Periodically carry out and record on the central system senior manager assurance to demonstrate compliance with safety arrangements and risk assessment controls.

[bookmark: _Toc210651169]Staff Responsibilities
All our employees and contractors working with us have a part to play in developing a safe and healthy work environment wherever they are based by:

· Taking reasonable care for their own and other people’s health and safety
· Working safely, following any information and training provided by Studios 
· Not intentionally or recklessly interfering with or misusing anything provided in the interests of health, safety and welfare
· Promptly reporting the following to their manager, department head:
· unsafe situations or activities, work related hazards and other health and safety issues or problems
· near misses and ill health that are or may be work-related


[bookmark: _Toc107031039][bookmark: _Toc210651170]Health & Safety Representatives
[bookmark: _Toc521842537]The BBC’s relationship with UK trade unions is set by a framework available on the BBC Intranet site, Gateway.  This acknowledges a common aim in ensuring health and safety at work. Recognised unions represent BBCS employees for the purposes of formal consultation on matters of health and safety. Union representatives are invited to be part of the Studios safety discussions and have access to data as necessary to carry out their functions.

Health and Safety Representatives are either appointed by the recognised Trades Unions or are elected by fellow employees.  They are given specific access rights to the on-line central safety system of incident reports and inspections in addition to the standard all staff access. 

Their role includes:
· Reporting and/or investigating hazards or activities with substantial risk in the workplace
· Taking part in incident investigations 
· Representing their members on hazards, near misses, incidents and ill health
· Raising issues affecting the health, safety or welfare of the employees they represent
· Carrying out inspections of the workplace as part of their function as necessary
· Attending Studios meetings where safety is discussed as part of their wider role. 

Union representatives have statutory rights in the UK, including: 
· Consulting with the Health and Safety Executive(HSE) or Local Authority inspectors
· Being provided with any information acquired by inspectors in the course of their activities or action they have taken or propose to take against Studios

Statutory union or employee representative rights outside the UK will also be recognised.

Safety representatives should notify the Senior Safety Manager of their appointment so that appropriate access and information can be instigated. For international representatives, Studios will respect any local regulations that apply but must be formally notified of any requirements. 

Official union representatives for any contracted Facilities Management contractor will also be given reasonable cooperation on formal communication with the Studios Safety Team or equivalent senior management.

[bookmark: _Toc107031042][bookmark: _Toc286746978][bookmark: _Toc210651171]Consultation 
Studios accepts that not all groups and employees are represented by Unions. Staff representation or guests from our employee base are welcome at meetings where safety is raised and discussed. 

BBCS liaises with EQUITY via the CRBA / BLA Director and BECTU via the Joint Industry Grading Scheme.

BBCS is updated as necessary by BBC Public Service in relation to wider Union engagement.

BBCS has an open-door policy and is welcome to direct enquiries by Union Representatives from all areas of the business.  

Union representatives are provided access to the central safety system in order for them to fulfil their functions under the relevant statutory provisions. 
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[bookmark: _Toc210651172]Production, Events and Sales & Distribution Safety Organogram 
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[bookmark: _Toc210651173]External Advisers, Associates and Consultants

Due to peaks in production activity and the potential geographical spread of production, Studios may engage third party support to provide safety advice.  In such cases external assistance should be vetted by the BBCS Safety Team in relation to the relevant qualifications, experience and specialist skills they hold. This is to establish the best level of support that can be provided for production and event management. BBCS Safety will take assurance on the support provided by third party safety providers in order to maintain BBCS protocols, reporting and data collection processes.

External advisers may help with the risk assessment process including preparing risk assessments however, the ownership of the risk assessment, including the accuracy of the assessment and final approval sits with senior managers. Writers and approvers of risk assessments must have undertaken risk assessment training. 

[bookmark: _Toc210651174][bookmark: _Toc107031038][bookmark: _Toc286746975]Quality Risk and Assurance Department
The Quality Risk and Assurance Team are part of the COG Division within BBC PS; the Safety, Security and Resilience Team are part of this function. QRA SSR provide services under the established SLA and:

· Provide High Risk support and other functions under the SLA terms
· Provide additional health and safety support under a rate card SLA on request; or
· When out of hours queries are made by productions following the designated central safety team route of communication. 
· Update BBCS on wider Group positions in a timely and effective manner
· Provide information on wider union forum feedback or invite BBCS to attend Union forums.

The BBC QRA SSR team reserve the right to investigate any incidents/complaints as appropriate above and beyond any local action and also operate an internal audit programme that includes BBCS.

[bookmark: _Toc210651175]Safety Meetings
The following section outlines the key meetings in place across BBCS and their primary responsibilities.

[bookmark: _Toc210651176]The Studios Executive Committee
All the BBCS Executive Committee members are responsible for making sure that:
 
· Health and safety are adequately managed in Studios
· Proper consideration is given to health and safety in all decision making and management processes
· Adequate resources are allocated
· Regular updates are received and shared with the BBCS Commercial Board

[bookmark: _Toc210651177]Studios Operations Committee
The Studios Operations Committee (OpsCo) meets twice a quarter, it is chaired by the Studios COO and attended by Senior Leaders from all Lines of Business (LOBs) including Production and by the Corporate Functions. TOR for this committee are available on the Studios Intranet site.

This group will receive a company-wide safety update report four times a year and will consider risks arising from Distribution and Production activities, and any incidents. It will report to SEC

[bookmark: _Toc210651178]Production Executive 
The Production Executive which includes the Production CEO and corporate and business leaders in Studios Production, meet weekly. They are responsible for ensuring that health and safety is adequately managed in Studios Production, proper consideration is given to health and safety in all decision making and management processes and that there is adequate, trained resource. 

[bookmark: _Toc210651179]Production Management Forum (PMF) 
The PMF meets monthly, is chaired by the UK Head of Production Operations and is attended by the Directors of Production and some Heads of Production. Safety and Safeguarding updates are added to the agenda via the chair when needed / requested.

[bookmark: _Toc210651180]Production Safety Meetings 
Each genre is expected to have regular meetings where safety mattes are discussed examples include:- the Unscripted Senior Leadership Team (SLT); the NHU Senior Management Group (SMG); and the Continuing Drama Serials (CDS) management meeting 

These meetings are chaired by of member a senior production management.  It is where operational decisions, including safety are discussed and fed into production management for distribution to the Heads of Production and Production Executives.  

These meetings are composed of senior management with responsibility for people, productions, events and premises. 

Any relevant issues arising will be escalated to the Studios COO with a recommendation for action. The content of these forums is flexible, and the Senior Safety Manager can raise items for review or discussion.  

[bookmark: _Toc210651181]Risk / Production Safety Meeting 
This meeting was developed during the pandemic and continues to take place between the UK Head of Production Operations, Director, Risk Advisory and the Senior Safety Manager.  This group meets to discuss recent pertinent health and safety topics every two weeks. 

[bookmark: _Toc210651182]Quarterly reporting
The BBCS Safety Team provides quarterly updates to the different business areas.  This allows the communication of key messages, trend information to help targeted management of work activities and ongoing development of the safety culture within BBCS.

[bookmark: _Toc284241759][bookmark: _Toc284243004][bookmark: _Toc210651183][bookmark: _Toc107031037]International Offices
Like the UK, our international operations should use these arrangements as the baseline for Safety management.  Where possible these arrangements should be adopted in full.  Where local country regulation is different the local requirements need to be adopted.  All offices should use the BBC central safety system for logging risk assessments, reporting incidents, carrying out investigations and for logging assurance activity.   

As a baseline, Studios require that all our offices and sites have:
· A management structure is in place identifying who is responsible for health and safety for 
· Fire and emergency systems
· Welfare and first aid arrangements
· Compliance with the central safety system for carrying out and logging risk assessments
· Access to support by a competent safety professional (primarily a UK based inhouse member of the Studios Safety Team supported as necessary by a vetted local professional)
· Access to safety information and training.


[bookmark: _Toc107031040]

[bookmark: _Toc210651184][bookmark: _Toc513635440][bookmark: _Toc513635441][bookmark: _Toc513635442][bookmark: _Toc513635443][bookmark: _Toc513635444]Joint Ventures 



Where Studios is a majority shareholder, Directors on the JV Board will establish that appropriate policies are in place. 

Before the JV commences the following points should be established:
· A written policy and arrangements for safety (country regulations should be complied with)
· Responsibilities for health and safety on the JV 
· Incident reporting and investigation arrangements
· Training and competence in relation to activities and potential hazards
· Insurance 
· Monitoring and assurance arrangements.

Where Studios is a minority shareholder:

· Safety Policy and Arrangements will be required in the UK.
· International, country regulations should be complied with, and it is strongly recommended that safety policy / arrangements are in place. 
· BBCS Directors on the Board of the Joint Venture will promote compliance and good practice

This policy can be used by any JV as a template for their own arrangements.

[bookmark: _Toc284241789][bookmark: _Toc284243034][bookmark: _Toc288230665][bookmark: _Toc288748542][bookmark: _Toc210651185][bookmark: OLE_LINK5][bookmark: OLE_LINK6]Special Purpose Vehicles / Entities
[bookmark: _Toc244597051]
Special Purpose Vehicles (SPV) are created to limit financial risk from specific productions or events. The limiting of financial risk will not limit liability for a safety risk should a serious or fatal incidents occur. Recommendations are that (dependant on the nature of the activity or production) each SPV will have:
· Directors who understand their legal responsibility for health and safety on the production
· A management structure that includes competent managers/production staff experienced in the type of production or event underway
· Access to and adoption of the BBCS safety policy and wider BBC arrangements. The SPV will not require a separate Policy unless it fails to adopt the BBCS policy and wider BBC arrangements. In the event that the SPV does not adopt the BBCS policy and wider arrangements or sections of the wider arrangements it should document the arrangements that are in place. 
· A system for safety organisation including the completion of suitable and sufficient risk assessment / safety plan. A Studios SPV should adopt the BBCS safety management system unless separate arrangements are established 
· Access to competent source[s] of advice to help to manage the risks associated with the production, event or project, this may be internal Studios / BBC Safety advice or external specialists
· Adequate resources (time, money and skills) to successfully manage the production risks
· Any additional support infrastructure e.g. Insurance.

Studios Directors / personnel setting up the SPV have a specific responsibility to monitor activities, to make sure safety measures are adequately resourced and applied.
[bookmark: _Toc284241787][bookmark: _Toc284243032][bookmark: _Toc288230663][bookmark: _Toc210651186]Licensing
For format license arrangements, the licensee takes on the entire responsibility for the safe operation of the production. Studios will apply due diligence to the selection but has no direct safety control over the activity. Serious failures in safety management can result in the license being terminated.

In addition, for licensed productions involving shows, tours, events and audiences, Studios will ensure that contracts include a reference to compliance with safety legislation in the appropriate jurisdiction. In practical terms, the clear line between JV and Licenses can be blurred because of the diligence applied to the finished product. Studios personnel involved with licensed arrangements should be covered by the risk assessment process. 

Studios reserve the right to visit the licensed production for the purposes of safety monitoring by prior arrangement with the production. 

[bookmark: _Toc210651187]In-house Labels and Majority Holding Production Companies
BBCS has a number of in-house independent production companies, referred to as labels.  BBCS has a governance framework system that includes all wholly owned labels. Studios expects wholly owned Indies to:
· Inform the Safety team of any new productions
· Report RIDDOR and RIDDOR type incidents in line with wider incident reporting requirements via the Studios Safety Team
· Cooperate with Studios Safety and Senior Manager Assurance Visits 

[bookmark: _Toc210651188]Independents 
Where BBCS or a subsidiary, commissions an independent production company, it will carry out reasonable checks on the safety competence, experience and history of the company before awarding the commission. 

Studios will expect the independent to work safely, comply with all relevant health, safety and fire legislation and have in place appropriate sources of occupational risk advice for the production. Studios reserve the right to visit the independent production for the purposes of safety monitoring by prior arrangement with the production. 
[bookmark: _Toc210651189]Occupational Health 
The BBC Public Service Head of Occupational Health and the wellbeing team, who through a SLA, are responsible establishing a health and wellbeing framework to address occupational health risks across the BBC including for Studios. The Head of Occupational Health is assisted by the medical consultants and occupational health staff from the designated BBC Occupational Health provider to provide management with the professional advice necessary to maintain good standards of health at work.  

BBCS has vetted a practicing general medical practitioner to assist with medical queries when required (the BBC no longer has a Chief Medical Officer (CMO)).  This is to facilitate consistency across all areas rather than each area of the business looking to seek individual advice. 

Access to services is through BBC HR Direct and covers travel health and vaccination services, medical referrals and health surveillance. Telephone and email advice can be accessed outside the UK, but arrangements should be in place for travel vaccinations for international personnel travelling for work. 

Occupational health arrangements outside the UK will be agreed with the Regional Directors and the Chief Financial Officer in consultation with the Director, Risk Advisory. Some countries where Studios works have formal legal requirements for Occupational Health services. These should be identified through HR leads. 

[bookmark: _Toc210651190]Risk Assessment, Responsibilities and Decision Making

When an event / programme (commissioned, tendered etc) is being decided upon, full consideration should be given to the level of safety and reputational risk involved before the activity is contracted / greenlit or commissioned. Higher risk activity, currently defined as Priority Level 1 (see Appendix A for classification) should be agreed by a senior leader.  If significant safety and reputational risk is likely to be involved, this should be escalated further to the Production MD and potentially the Production CEO and SEC. 

When a production / event is underway responsibility for decision making sits with senior managers e.g. Production Executive, Executive Producer, Head of Events, Head of Brands etc.  Where there is higher risk identified escalation will be, in the first instance, to the relevant genre or area heads.

Responsibility on a shoot / location / event sits with the most senior manager present. They may be supported in their decision making by specialists including an advisor from the Studios Safety Team, however, the final decision is theirs.  If there is a conflict between specialists, the most senior production / event manager present will escalate in line with the establish routes above.
General safety roles and responsibilities dependant on role can be found on the BBC Safety website here.
External advisers - may have a different level of risk appetite to BBCS.  Where a third party is engaged to assist in the generation and development of risk assessments the senior manager must establish that specific controls are identified, relevant, achievable and within BBCS appetite. The senior manager should approve the risk assessment having reviewed the detail included in the assessment.  
Risk assessment (or safety plan in the US) is the principal method by which hazards are identified and controlled for Studios activities. 

Risk Assessments must be written by individuals who have been trained in the discipline of risk assessment

Risk assessments must be approved by senior managers who have been trained in the discipline of risk assessment

The risk assessment process is based on FIVE steps:
· Identify Hazards
· Assess the risks
· Control the risks
· Record your findings
· Review

Review the controls
It is the responsibility of the manager in control of the activity to establish that suitable and sufficient planning and risk assessment is carried out. Risk assessments should focus on work where control measures require more than applying a person’s day to day knowledge, skills and experience. All assessments that refer to travel or work in a location defined by the BBC as a Hostile Environment must be authorised – this is set out in the travel arrangements section below.

Risk assessment should be carried out using the online risk assessment tool in the central safety system. If this is unavailable, there is a word version of the risk assessment form on the Studios intranet site. In these cases, the risk assessment should be sent to your line manager or a production team member who has access rights to the central safety system so they can add it to the system.

Following completion of the work activity all risk assessments must be retained in line with the BBCS document retention policy; this is automatic in the central safety system. 

Generic or model risk assessments for repeated activities are a recommended approach and can be undertaken with or without the assistance of the Studios Safety team. Training on risk assessment is available through the Studios Safety Team (studios.safety@bbc.com) and the BBC Academy in the UK. The BBCS Safety Team can also provide international training using Zoom or Teams.  Other recognised training may be appropriate e.g. Screenskills PSP recognised training in the UK or local mandatory Union training courses in the US. 

All risk assessments should be suitable and sufficient for the activity planned with significant findings recorded and shared with those identified. The assessment should be completed by a competent person and be subject to periodic review or at a time when there are material changes to any aspect of the activities to which it relates, including after incidents. Communication of the contents should be via one or more of the methods identified below. It may be appropriate to engage with the BBCS Data Protection team for advice:
· Briefings
· Inductions
· Call sheet information
· Emails
· Notice boards
· Physical copies 

There is an assurance system in place which requires workplace monitoring, and this is documented and held on the central safety system.

Contractor’s work undertaken on Studios sites or impacting on Studios personnel will also require a risk assessment and suitable control systems to be in place. 

[bookmark: _Toc210651191]Travel: Hostile Environments and Travel Advisory
BBCS staff undertake travel for work purposes. A framework for safe travel and underlying support systems are in place and can be found on the Studios Safety intranet and the BBC PS Gateway.

All staff have a responsibility to attend the appropriate recommended training and to follow the Studios procedures designed to facilitate safe and secure travel arrangements.

There is a SLA for High-Risk support with the BBC PS High Risk Team (they are part of QRA).

Definitions of BBC travel categories:
The BBC has identified locations outside the UK where there may be significant high risk to the safety of BBC staff, or others representing the BBC. The locations are categorised according to risk and are known as Hostile Environments (HE) or Travel Advisory (TA). It is a BBC Group requirement to ensure work in Hostile Environments is properly assessed, controlled and co-ordinated. Studios agree to follow the BBC HE procedures without exception. All assessments that refer to travel or work in a location defined by the BBC as a hostile environment must be authorised by a member of SEC

Travel Advisory (TA) countries and areas may change depending on local issues. The current list can be found via a BBC PS Gateway intranet link on registration from a BBC computer. Requirements for risk assessment, training and kidnap procedures may apply.

When the undertakings of BBCS require personnel to travel abroad for work, a risk assessment or travel deployment form will be completed.   These documents address issues such as planned activities, locations to be visited, known health and security hazards, the need for pre-departure medical assistance (vaccinations) within required lead times in order to afford protection, adequate supplies of personal issue prescription medication including materials (e.g. needles and syringes) and possession of related documentation to any medication carried.

[bookmark: _Toc286746976][bookmark: _Toc210651192]Arrangements
BBCS has set out broad arrangements recognising the regulatory requirements that need to be complied with when directing minds towards work activities we plan to carry out. 

Studios is a diverse organisation and operates in a fast-evolving environment, therefore this section is supplemented by the information on the BBC and BBCS intranet sites as well as industry good practice. It is the responsibility of managers working in new ways to check with the Studios Safety Team and other sources of information and support if they anticipate or encounter any new hazards. 

[bookmark: _Toc107031041][bookmark: _Toc286746977][bookmark: _Toc210651193][bookmark: _Toc12829886]Incidents, ill health and near misses 
BBCS operates a ‘no blame culture’ with a view to encouraging the reporting of all incidents and near misses, irrespective of how trivial they may be judged by the injured person or the person who observes them. BBCS refers to all unplanned events as incidents not accidents. A near miss is an incident where injury or damage is avoided but could easily have occurred.

The incident reporting guidelines set out the arrangements for recording all incidents (including near misses) that occur during the course of BBCS work.  This helps to establish that incidents are reported within 72 hours and investigated in a proportionate manner to determine lessons learned and correct any hazards. 

The reporting and investigation procedure is mandatory and provides essential information to:
· Establish action is taken to prevent recurrence 
· Meet statutory requirements
· Help monitor and improve health and safety performance
· Provide information for responding to claims made against BBCS
· Enable BBCS to respond quickly and accurately to external enquiries.

[bookmark: _Toc43008655][bookmark: _Toc50205190]In addition, under the UK Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR), BBCS have to report certain categories of injuries, dangerous occurrences and diseases to the enforcing authorities that affect UK operations or UK based staff.
International business areas should establish with the help of the Studios Safety Team what incident reporting requirements are required in their country or territory. For example, in California, mandatory formal reporting of serious or fatal incidents to CAL-OSHA also applies.  All UK defined RIDDOR reportable incidents MUST be reported to the BBCS Safety Team for awareness and escalation to senior management.

[bookmark: _Toc288743371][bookmark: _Toc288748549][bookmark: _Toc291759960][bookmark: _Toc293920662][bookmark: _Toc294082826][bookmark: _Toc294083097][bookmark: _Toc299011229][bookmark: _Toc349055037][bookmark: _Toc349115681][bookmark: _Toc349123305][bookmark: _Toc355097647][bookmark: _Toc361227903][bookmark: _Toc392149847][bookmark: _Toc413078198][bookmark: _Toc413408411][bookmark: _Toc380678403][bookmark: _Toc415495425][bookmark: _Toc513635455][bookmark: _Toc519679469][bookmark: _Toc519680339][bookmark: _Toc210651194]Reporting incidents, near misses and ill health
All staff, must report any work-related incident, near miss or ill health to their manager as soon as possible or directly using the central safety system.  There is a requirement for incidents and near misses to be reported within 72 hours.  This means any incident that occurs while they are working, including while they are travelling for work or working on other sites, and any ill health that may be caused or made worse by work. 

The manager to whom the incident, near miss or ill health is reported to is responsible for promptly informing the BBCS Safety Team of any serious or potentially serious events or ill health, including any that may be reportable to the enforcing authorities. This must be relayed by the BBCS Safety Team to the CEO, COO, CEO of Production and Director of Risk Advisory. 

All work-related incidents, near misses or ill health must be recorded within three days of the incident occurring via the central safety system. For offsite operations and activities, this can include sending the incident report to the BBCS Safety Team to log onto the online system. 

Incidents, near misses or ill health that happen to our visitors, audiences or others working on our sites or programmes will also be reported and where appropriate recorded using the central safety system.

The BBCS Safety Team is responsible for monitoring incident reports and reporting serious incidents to the CEO, COO, Director of Risk Advisory and the relevant senior leaders in the area of the incident.  The Studios Safety Team also undertake investigation of incidents on a proportionate basis in conjunction with risk owners.

BBCS HR and/or Occupational Health are responsible for monitoring sickness reports sent in by staff to identify work related incidents or ill health. 

Any contractors working on BBCS sites are required to notify a BBCS manager, without delay of any serious incidents or near misses.

[bookmark: _Toc288743372][bookmark: _Toc288748550][bookmark: _Toc291759961][bookmark: _Toc293920663][bookmark: _Toc294082827][bookmark: _Toc294083098][bookmark: _Toc299011230][bookmark: _Toc349055038][bookmark: _Toc349115682][bookmark: _Toc349123306][bookmark: _Toc355097648][bookmark: _Toc361227904][bookmark: _Toc392149848][bookmark: _Toc413078199][bookmark: _Toc413408412][bookmark: _Toc380678404][bookmark: _Toc415495426][bookmark: _Toc513635456][bookmark: _Toc519679470][bookmark: _Toc519680340][bookmark: _Toc210651195]Investigation of incidents, near misses and ill health
Primary responsibility for the investigation of incidents falls to the manager of the injured person or to the person with management control of the activity. The investigation is to identify underlying causes and corrective actions to prevent any recurrence. BBCS believe that investigations should be proportional to the seriousness of the incident.

Senior Safety Advisers will assist the managers in investigations where necessary or appropriate. Some BBCS Senior Managers have received investigation training and will undertake investigations of serious or fatal incidents relating to BBCS staff or the wider BBC operation. Incident investigation records and any photographs taken at the site or location should be attached to the central safety system report. BBC Insurance should also be notified of any serious incidents or occasions where a negligence claim may arise. 

[bookmark: _Toc210651196][bookmark: _Toc288743373][bookmark: _Toc288748551][bookmark: _Toc291759962][bookmark: _Toc293920664][bookmark: _Toc294082828][bookmark: _Toc294083099][bookmark: _Toc299011231][bookmark: _Toc349055039][bookmark: _Toc349115683][bookmark: _Toc349123307][bookmark: _Toc355097649][bookmark: _Toc361227905][bookmark: _Toc392149849][bookmark: _Toc413078200][bookmark: _Toc413408413][bookmark: _Toc380678405][bookmark: _Toc415495427][bookmark: _Toc513635457][bookmark: _Toc519679471][bookmark: _Toc519680341]Assurance, Reviews and Audit 
Studios is committed to effectively controlling health and safety risks and to continuously improve the management of health and safety in order to minimise the risk of injuries or ill health. Monitoring is an important tool in improving our safety performance.

[bookmark: _Toc41296276][bookmark: _Toc41296334][bookmark: _Toc43008640][bookmark: _Toc50205173][bookmark: _Toc288743362][bookmark: _Toc288748537][bookmark: _Toc291759948][bookmark: _Toc293920650][bookmark: _Toc294082814][bookmark: _Toc294083085][bookmark: _Toc299011217][bookmark: _Toc349055025][bookmark: _Toc349115669][bookmark: _Toc349123293][bookmark: _Toc355097635][bookmark: _Toc361227891][bookmark: _Toc392149835][bookmark: _Toc413078186][bookmark: _Toc413408398][bookmark: _Toc380678391][bookmark: _Toc415495411][bookmark: _Toc513635436][bookmark: _Toc519679456][bookmark: _Toc519680326][bookmark: _Toc210651197]Inspections

Certain activities require inspections to be undertaken e.g. electrical installations, lifting equipment, temporary structures following erection, etc.  These inspections are carried out by specialists but can be picked up as part of the wider assurance activity undertaken by the Studios Safety Team.
[bookmark: _Toc288743363][bookmark: _Toc288748538][bookmark: _Toc291759949][bookmark: _Toc293920651][bookmark: _Toc294082815][bookmark: _Toc294083086][bookmark: _Toc299011218][bookmark: _Toc349055026][bookmark: _Toc349115670][bookmark: _Toc349123294][bookmark: _Toc355097636][bookmark: _Toc361227892][bookmark: _Toc392149836][bookmark: _Toc413078187][bookmark: _Toc413408399][bookmark: _Toc380678392][bookmark: _Toc415495412][bookmark: _Toc513635437][bookmark: _Toc519679457][bookmark: _Toc519680327][bookmark: _Toc210651198]Safety Assurance Monitoring
Senior managers are required to take part in safety assurance monitoring for events and activities carried out by Studios and through licensed operators. These monitoring visits are to establish that work activities are being carried out in a satisfactory manner and that relevant information is communicated to those affected by the work being undertaken. 

The Studios Safety Team carry out assurance visits either in conjunction with senior management or independently.  When the Safety Team support Senior Management, it allows the Safety Team to explain the route to certain decisions and the areas in which resources or monitoring are being focussed.  

A record of assurance monitoring is uploaded onto the central safety system.

The Studios Safety Team will include labels data on the central safety system for more effective review, trend analysis and record keeping.
[bookmark: _Toc210651199]Reviews 
BBCS reviews its health and safety performance and arrangements (including policies and procedures). It aims to achieve best practice that reflects the changing nature of the Company.  This is identified and carried out as described in the Studios Safety Action Plan.
Standing areas include:
· Risk register and risk appetite metrics
· Incidents 
· Training
· Risk assessment 
· New legislation or guidance

[bookmark: _Toc210651200]Audits
Audits of safety performance are carried out by BBC Internal Audit to a programme agreed annually with SEC. Terms of Reference for audits must be supplied by the auditors to enable best compliance by Studios.

Audits of any aspect of the Facilities Management function in any office or site will be agreed with the companies concerned and the results shared as appropriate. These audits by Studios personnel or external agencies may include, but are not limited to:
· Food Hygiene
· Construction, maintenance and refurbishment
· Transport
· Security
· Cleaning
· Work at height
· Permit to Work systems
· Training

BBCS reserves the right to audit or inspect any aspect of the building, function or work taking place without due notice being given.
[bookmark: _Toc210651201]External reporting of injuries, dangerous occurrences and diseases
For UK incidents that are reportable under RIDDOR (Reporting of Incidents, Diseases and Dangerous Occurrences Regulations) one of the BBCS Safety Team will inform the HSE (Health and Safety Executive) full details can be found on the BBC or BBCS intranet sites or on the HSE web site.

International office/operations arrangements should establish the requirement for and arrangements in place for local reporting in accordance with local laws/regulations  

Reportable events include:
· Fatalities
· Major injuries (e.g. fractures, amputation, admittance to hospital for more than 24 hours)
· Injuries to members of the public on a BBCS controlled site that result in them going directly to hospital
· ‘Over seven day injuries’ (where an employee is unfit for their normal work for more than seven days following a work related injury or ill health)
· Dangerous occurrences (a serious incident or near miss that does not result in a reportable injury, but which clearly could have done, as defined in RIDDOR)
· Occupational diseases that have been diagnosed in writing by a doctor and where the individual concerned carries out the relevant work listed in RIDDOR.
See HSE site here for further details.

If an incident is classified as a RIDDOR reportable event but it occurred outside the UK (i.e. outside of the HSE’s jurisdiction), the incident should be reported in accordance with any local laws/regulations and the BBCS Safety Team made aware as soon as possible. 

[bookmark: _Toc210651202]Children, Young or Vulnerable Persons
The involvement of children and young persons (defined as those under 18 years of age) in BBCS productions and events is highlighted at the green light / early stage of planning. The relevant local authority UK or Foreign locations shall be contacted in order to determine the need for performance licenses, and any applications shall be made in line with local rules and regulations.  Risk assessments shall be prepared and shared with parents/guardians/teachers or local authority licensed chaperones (UK).

BBCS adopts the BBC Group policy for working with children and to support this BBCS has a network of Working With Children Advisors (WWCA) who are supported by the BBC PS central safeguarding team.  The central Safeguarding Team update training and policy for the BBC Group which Studios adopts.

There is a UK safeguarding policy, a vulnerable adult’s policy and an international policy to support our work in international offices and jurisdictions.  For international work involving UK nationals, a Young Persons Employment Abroad Licence shall be obtained from a UK magistrate, hard copies of licenses shall be held on set by both the production and person responsible for supervising the young performer referred to above.  Policies are available on the following link:-
https://staff.bbc.com/gateway/safeguarding/policy/ 

In acknowledgement of the company obligations to deliver an enhanced duty of care to the more vulnerable members of society, for example, the young, the elderly, new and expectant mothers and those with special needs, the company shall strive to enable rather than restrict participation in its undertakings. BBC Group guidelines must be followed which can be found via the link above.

[bookmark: _Toc210651203][bookmark: _Toc43008678][bookmark: _Toc50205215][bookmark: _Toc288748554][bookmark: _Toc12829892][bookmark: _Toc12829887]Competence 
The appointment of individuals and/or organisations that participate or contribute to any aspect of the undertakings of BBCS will be chosen based on proven competencies and demonstrable evidence that they are adequately resourced to deliver all elements of their contract, including compliance with legislation and established industry good practice.

Any employers supplying services to the undertakings of BBCS shall have in place an established Safety Management System that meets relevant legislative needs.
[bookmark: _Toc210651204]Construction Design and Management
BBCS acknowledges the Construction Design and Management Regulations (CDM) and commits to complying with these regulations by putting in place the necessary roles and arrangements in order to comply.

BBCS may take on all or various roles under CDM and will cooperate with other designers and contractors as well as Principal Contractors when BBCS is acting as a Client or Principal Designer and will coordinate others when taking on the Principal Contractor role. 
[bookmark: _Toc210651205]Control of contractors
BBCS has a requirement for producers / line managers to vet proposed contractors or use contractors with a proven track record who have been previously vetted with appropriate due diligence checks having been undertaken.  

When pre vetted contractors are not available or the activities are very specialized the business teams will vet individuals or companies with assistance of the BBCS BLA Team including the Safety and Insurance Teams.   
[bookmark: _Toc12829901][bookmark: _Toc210651206][bookmark: _Toc12829893][bookmark: _Toc12829889]Driving and Transport
All vehicles in use during the operations of the company will be fit for purpose - cargo and load distribution. It shall be maintained and used in line with the standards set out in:  The Road Vehicles (Construction and Use) Regulations 1986 http://www.legislation.gov.uk/uksi/1986/1078/made

Anyone who manages people required to drive in the course of their work must ensure that they follow the BBC Guidelines on Safe Driving and complete a Driver declaration form

Driving and the risk of road traffic incident should be included in risk assessment / safety plans where driving risks in productions or travel are identified.

Those required to drive vehicles by the company shall be deemed to be competent - beyond the assumptions and entitlements associated with national drivers licenses. In the event of drivers being required to undertake off-road driving, the company shall risk assess the environment and resulting needs for specialist training and the provision of appropriate vehicles.

The possession of a current license shall be periodically checked by the company and as part of the drivers implied contractual terms of employment (HASAWA 1974) will be required to declare any endorsements including penalty points awarded between such checks.

The use of handheld communication devices whilst driving at work is forbidden. 
[bookmark: _Toc210651207]Electrical
All electrical installations will be installed, tested and maintained in line with the recommendations laid out in BS7671 (permanent electrical installations) and BS7909 (temporary electrical installations). They will be installed by competent and qualified persons and installation certification completed prior to handover to BBCS or the production company.

Each production will have a Senior Person Responsible (SPR) for any temporary electrical installation when working outside of a BBCS building (this could be, for example, the Gaffer, Engineering Manager/Technical Producer etc).

Any portable equipment shall be subject to an appropriate inspection and testing when used on a BBCS site or production. Any personal equipment (phone chargers etc.) brought to site will be the responsibility of the owner to ensure that they are in good serviceable condition prior to use such that they do not cause danger to others or interfere with BBCS equipment of installations
All faults and damage to electrical equipment must be urgently reported to local Facilities Management or to the SPR on location.  Damaged or faulty equipment should be taken out of service immediately and not used again until checked by a competent person as safe to use.
[bookmark: _Toc210651208]Emergencies
[bookmark: _Toc43008649][bookmark: _Toc50205184]Arrangements will be made at each BBCS site to respond to emergencies. The specific arrangements will be highlight in the risk assessment and control measures. 

BBCS uses a combination of communication methods including the In Case of Emergency (ICE) system. It is designed to keep people who work at BBCS informed during emergency situations. It can also be used to account for people (those who have put details into the system and have either a .com or a .co.uk email address). These include events such as major security alerts, fires or power failures at all key BBC buildings which might prevent them from reporting to work as normal. 

In addition, BBCS also uses BBC Emergency Information Service. This is UK system and staff are advised to check the following information channels:
· Telephone: 0800 0688 159
· Intranet: http://www.bbc.co.uk/159/
· BBC UK building emergency reporting number is: 020 7765 1666

All offices and major productions should have a Business Continuity Plan that will outline the local arrangements. All staff should be aware of the contact numbers within their team. 
[bookmark: _Toc290886721][bookmark: _Toc291759985][bookmark: _Toc293920687][bookmark: _Toc294082851][bookmark: _Toc294083122][bookmark: _Toc299011254][bookmark: _Toc349115707][bookmark: _Toc349123331][bookmark: _Toc355097673][bookmark: _Toc361227929][bookmark: _Toc392149874][bookmark: _Toc413078225][bookmark: _Toc413408438][bookmark: _Toc380678429][bookmark: _Toc415495452][bookmark: _Toc513635482][bookmark: _Toc519679496][bookmark: _Toc519680366][bookmark: _Toc210651209]Expectant and New Mothers:
BBCS makes sure that particular attention is paid to the working conditions of pregnant women and nursing mothers and that risks from work are minimised as far as is reasonably practicable.
All female staff are responsible for reporting to their manager or to their Regional HR if they become pregnant or are nursing mothers.

Managers should ensure that the BBCS HR procedure for expectant mothers is followed, and a risk assessment put in place for work activities with significant risk carried out by expectant and new mothers. The assessment should be reviewed and amended as appropriate during the pregnancy.
[bookmark: _Toc12829894][bookmark: _Toc210651210]Fire Safety Management
BBCS acknowledge The Regulatory Reform (Fire Safety) Order 2005 in the UK and the requirements for fire risk assessment.  

Fixed offices have established fire management arrangements in place including inductions for staff, fire warden identification and training.

Production and sales and distribution teams will take into account the fire risks associated with activities and locations at the planning stage.  

The BBCS Safety Team will be available to assist with fire risk assessment. 
[bookmark: _Toc210651211]First Aid
BBCS acknowledges the requirements of the Health and Safety (First Aid) Regulations.  Arrangements for first aid cover shall be based on risk assessed needs, that is, types of activity, numbers of people involved, location and availability of other facilities/services, for both BBCS offices and production/event activities. 

During planning and preparation, the BBCS production and Sales and Distribution teams will look at the levels of first aid training based on the risk assessment.
[bookmark: _Toc12829899][bookmark: _Toc210651212][bookmark: _Toc107031045][bookmark: _Toc286746981]Fitness to Participate
In addition to confirming issues of competence to carry out work for the company, applicants shall be required to declare, in absolute confidence, any pre-existing (historic or current) medical conditions - physical or mental that may impact on their ability to carry out their contracted duties.
Such declarations shall then enable the company to make appropriate arrangements for supporting that person.    

The fitness to participate extends to contributors on BBCS productions/events. See https://staff.bbc.com/gateway/safety/ for further information or contact the BBCS Safety Team on studios.safety@bbc.com 

Where specific activities are undertaken BBCS has access to the BBC PS Occupational Health Team BBCS has access to an approved GP. The BBCS Safety Team should be copied in on any requests to the GP. 
[bookmark: _Toc210651213]Hazardous Substances
BBCS acknowledges the Control of Substances Hazardous to Health Regulations (CoSHH) and will carry out appropriate risk assessments for the use of substances on each production.

CoSHH Assessor training should be established for those that require it and the Studios Safety Team can assist in sourcing training and support.

Facilities providers are responsible for selection, storage and safe management of any substances used and may be inspected or audited by BBCS. 
[bookmark: _Toc210651214][bookmark: _Toc12829896]Home workers
A home worker is someone who is either contracted by BBCS specifically to work at home most or all of the time or for other reasons (permanent or temporary) formally accepted by BBCS HR and the Line Manager. 

All BBCS staff contracted as home workers must complete an assessment and actions identified should be followed up by the staff member’s manager. Homeworking is only acceptable as an option if the individual with BBCS, organise a work environment that does not create any health or safety risks. 

Managers will ensure that suitable arrangements are put in place for home workers and checks are made. Home workers are responsible for:
· Working safely 
· Providing a safe working environment in their homes
· Implementing any actions resulting from risk assessments that relate to their own homes and work
· Reporting problems.

Work taking place away from the office occasionally by mutual agreement by staff who are based in a BBCS office is designated as informal remote work. In this instance, workers are expected to apply the same principles to enable them to work comfortably as in the office. Issues should be raised with Line Managers.  

[bookmark: _Toc50205208][bookmark: _Toc13124829][bookmark: _Toc210651215]Housekeeping
All staff are responsible for keeping their workplace safe and tidy, including the areas around their desks, BBCS and in any storage or warehousing facilities. Managers are responsible for ensuring that good housekeeping is maintained in the areas that they are responsible for, including at events and productions or work in the field and away from BBCS office sites. Facilities management providers are required to work with BBCS to create and maintain good housekeeping standards.

[bookmark: _Toc210651216]Lone Workers
When individuals are required to work alone the type and nature of the work will be assessed by the individual’s BBCS line manager. Proportionate measures will be established to mitigate the risks and to protect the health, safety and wellbeing of the individuals.  Control measures such as call-in times, access to local support etc. will be recorded as part of the risk assessment process.

[bookmark: _Toc12829897][bookmark: _Toc210651217]Maintenance of Equipment
BBCS will comply with the requirements of the Provision and Use of Work Equipment, Electricity at Work, Lifting Operations and Lifting Equipment and other Regulations in relation to the maintenance and testing of equipment.

BBCS generally hires equipment from reputable suppliers which includes the necessary inspection and testing. 

Where Contractors are engaged the production or sales and distribution team will request copies of test information along with insurance and other documentation as appropriate.
[bookmark: _Toc210651218]Manual Handling 
BBCS acknowledges the need to manage manual handling activities and selects competent freelance staff including Heads of Department to plan and manage such activities. 

In general terms the equipment and tasks are well known to individuals and line managers and manual handling assessments are targeted at the unusual tasks that are most likely to arise from new environments, equipment or materials being selected for use or designed as part of a set / event requirement.  

Fixed term BBCS staff are generally engaged with the skills and experience to carry out routing tasks as part of their general working activities.  Where necessary individuals are provided with specific manual handling training as determined necessary by their line managers and based on their work activities.

Manual handling assessments in BBCS are carried out by managers with support from the Studios Safety Team if requested. The findings from the assessments are made known to all staff carrying out the activity through briefings and publication of the assessment.  Assessments are regularly reviewed and effectiveness of control measures monitored by managers and BBCS Safety Team during routine visits to locations and areas of work.

BBCS will provide any lifting and handling aids such as trolleys identified through risk assessment.

Training on risk assessment for manual handling and safe handling is available through the BBC Academy and/or the Safety Adviser for the production or event. They can also assist with local arrangements for location work and international operations. 
Facilities providers or specialist contractors are responsible for selection, training and safe management of manual handling operations and may be inspected or audited by Studios.

[bookmark: _Toc210651219]Permit to work
BBCS will comply with relevant requirements of permit to work systems where BBCS are tenants in or take on space in an established commercial premises.  

Where BBCS take on a premises on a full time or temporary basis the need for permits to work will be assessed by management and implemented as necessary.  

BBCS managers and staff should be aware that most UK and many international venues and premises operate similar systems and should always make enquiries if such work is part of an installation or event, including lasers and rigging. 
[bookmark: _Toc210651220]Personal Emergency Evacuation Plan (PEEP)
Where an individual requires a PEEP the BBCS Senior Manager will liaise with the individual and the BBCS Safety Team and other departments / specialists as appropriate to establish the necessary arrangements. The purpose of a PEEP is to provide the individual (and supporting colleague(s)) with information and assistance to ensure that they are able to evacuate from the premises or to a place of safety in the event of a premises evacuation.   This may also include the identification of specific equipment that will support the evacuation e.g. EvacChair, the location of refuges, location of firefighting lift if available, etc. 
[bookmark: _Toc210651221]Personal Protective Equipment (PPE)
When a risk assessment identifies the need for the use of PPE it will be provided.  This may include individual or group fall prevention / protection, respiratory or other specialised equipment. Where BBCS provided equipment, users will be given the necessary information training etc. in its safe use, maintenance and defect reporting.  Specialist contractors will be vetted prior to engagement and will be expected to provide the necessary equipment, including personal protective equipment for the normal work they carry out.  Where we require these contractors to work in environments where they are outside of normal working conditions there will be clearly established arrangements for the provision of PPE etc. following discussions with the contractor. 
[bookmark: _Toc210651222]Plant
[bookmark: _Toc13124943][bookmark: _Toc13124944]All plant will be sourced from reputable suppliers and conform to the Provision and Use of Work Equipment Regulations.  Work equipment will come to location with relevant test certificates (copies of certifications to be kept on file) demonstrating it is ready for use. Equipment will only be operated by competent individuals with relevant experience.  Line managers are expected to obtain copies of any qualifications and to make sure individuals are in date with regards to CPD and any ongoing certification requirements. 

All plant will be used as per the manufacturer’s operation instructions/manual. Where it is intended to use an item of plant outside of the manufactures instructions e.g. Fitting a lighting rig to a MEWP, a change of use letter should be obtained from the manufacturer or supplier prior to making any modifications/adaptations
[bookmark: _Toc12829905][bookmark: _Toc210651223][bookmark: _Toc12829900]Premises in Multiple Occupancy
When BBCS has its undertakings in premises with other commercial enterprises or private individuals, local arrangements will be established and recorded as part of the planning and prep procedures. 
[bookmark: _Toc210651224]Recce’s
In acknowledging that many of the variables within the risk assessment process relate to the environment, Production may organize recces, where appropriate, in order to reach a greater understanding about the proposed work, engage with other departments and walk the area/site/location.  Where recces are not feasible the internet, local fixers, in country or local agents will be used to gain as much information as possible to support the risk assessment process.

[bookmark: _Toc210651225][bookmark: _Toc12829907][bookmark: _Toc12829902]Security
The BBC and BBCS are committed to maintaining a high standard of security at all its premises.  The arrangements needed to provide and maintain a secure working environment for the protection of employees; visitors and contractors are set out on the BBC Security pages. 
https://staff.bbc.com/gateway/security/

Risk assessments will identify the level of security arrangements and cover required for BBCS activities, events and for particular premises. These assessments will be repeated if threat levels change to a significant degree.

In summary; BBCS personnel can expect:
· To work in a safe environment secure from risks of crime
· Personal safety issues will be directly addressed
· Our buildings and locations are maintained secure from unwanted intrusion to a level appropriate for the local environment and activity
· Any increased threat to individuals or premises / productions will be actively addressed and resolved by the managers responsible.

A security standard set for offices (international and UK) not managed by the BBC is available through the Director, Global Property.

It is the responsibility of the BBCS Executive Committee, Senior Managers and their staff to report any changes to threat level or security concerns promptly to the Director, Global Property or to Risk Advisory Team who will liaise with BBC Corporate Security to review the risk and any actions. 

Staff must comply with the security arrangements in place and never seek to bypass or circumvent security arrangements. They should notify Line Managers of any concerns as a matter of urgency and cooperate with any arrangements.
[bookmark: _Toc210651226][bookmark: _Toc13124828]Social Media
BBCS acknowledges the risks associated with social media.  When planning content and engaging with crew and contributors BBCS will assess the risks associated with social media and provide awareness and support for those who may be affected during the production / event undertaking.  Specific controls and advice will be dependent on the nature of the contributor / crew and editorial / presentation content. 
[bookmark: _Toc210651227]Staff Representatives
BBCS is committed to engaging employees and their elected (including trades union) representatives for the furtherance of effective health and safety management and in so doing shall go beyond the letter of the law as set out in:

· Safety Representatives and Safety Committees Regulations 1977 (as amended) and Health and Safety (Consultation with Employees) Regulations 1996 (as amended)

The company has a ‘no blame culture’ with regard to incidents involving people or equipment, with the aim of achieving a culture of reporting of all such events 

BBCS has a whistleblowing system in place which allows staff, contractors and freelance employees to highlight concerns to the central team.  

Telephone the Navex central system: UK 0800890011 and at the English prompt dial: 8335731750
https://staff.bbc.com/gateway/investigations/whistleblowing/#howcanireportaconcern?

[bookmark: _Toc210651228][bookmark: _Toc12829908]Supervision and Monitoring  	Comment by Helen Johnson - BBCS: Chat to Jason re this section and section 3.2 Assurance, Review and Audit
In discharging requirements for the supervision of work in progress that form part of the undertakings of BBCS there are the following levels of supervision in place:
· Production Management monitor work progress including safe systems of work, 
· Specialist contractors are engaged

BBCS shall also periodically carry out monitoring on independent production companies and licensed event companies.	Comment by Helen Johnson - BBCS: Is this assurance?
[bookmark: _Toc210651229]Training
Training and information contributes directly to BBCS health and safety culture and helps manage safety risks. Mandatory and recommended training is based on the activities people carry out at work and the level of risk involved.

All staff within BBCS should be provided with information, training and instruction to enable them to have the appropriate level of safety competence required to perform their job safely. Their training needs will be reviewed when their roles change and training will be repeated in-line with the frequency set by subject matter experts.

Mandatory safety training will be identified by subject matter experts and approved by the BBCS Operations Committee. This is subject to review when the business undergoes change.
 
All BBCS staff must complete the Working Safely online course. Contingent workers on BBCS contracts of four weeks (20 days within a year) or more are part of the mandatory group and will be allocated training in the same way as other BBCS staff. 

Role-specific mandatory training:
· Individuals with management responsibility for risk assessments are required to be competent in the risk assessment process. This can be via prior training or completing the ‘Working Safely’ at the BBC online course. BBCS recommend attending the Safe Management of Production training which is delivered in person (face to face or zoom). These individuals should be identified by their line manager and the training booked. Until the training is completed, they will be supervised and risk assessments checked by a competent and experienced member of staff. 
· All staff working for the BBC in countries designated hostile environments must complete the Hostile Environment and First Aid course and refreshers (HEFAT).  See section on travel for more information. 

Managers are responsible for:  
· Organising staff and temporary employees’ attendance an induction programmes which will include local basic fire and safety training
· Planning for and allocating suitable resources to training
· Including safety training requirements in staff appraisals
· Ensuring that all staff have appropriate safety training identified relevant to their responsibility levels and work and attend the training courses 
· Ensuring that records are held of the completed training.

All staff are responsible for working with their line managers to identify their training needs and requesting any health and safety training relevant to their role in BBCS.
[bookmark: _Toc107031059][bookmark: _Toc286746994][bookmark: _Toc210651230]Visitors
BBCS is responsible for protecting the health and safety of visitors to its premises, events and activities.  This includes visitors that are at our sites because of their work and members of the public.  Visitors to BBCS premises must:
· Be the responsibility of a named member of BBCS staff or the appointed FM Provider on a BBCS site
· Sign in at reception when they arrive on site and sign out when they leave
· Wear the badge that they are provided with by controllers of premises when they arrive and return it to reception when they leave
· Comply with all health and safety requirements on site, including reading the health and safety information provided to them
· Small offices may not require formal sign in – in these instances it is the responsibility of the BBCS staff member to ensure the visitor leaves the premises on conclusion if their business.
Audiences and visitors to programmes, attractions, tours and events must be considered in the production risk assessment with particular attention given to the safety of vulnerable groups like children. 
[bookmark: _Toc210651231]Work at Height
[bookmark: _Toc13124938][bookmark: _Toc13124939][bookmark: _Toc13124940][bookmark: _Toc13124941]All work at height will be planned prior to commencement taking into account the Work at Height Regulations 2005. Where possible all works will take place from a place of safety or measures implemented to either prevent falls from occurring or mitigate the results if a fall was to occur.  All scaffolds and mobile towers will be erected by a competent person and will be supported by a handover certificate provided by the erector. Where ladders or steps are to be used, users will be competent, this type of equipment will only be used for short duration works, equipment must be in good condition, verified by pre-use checks.  Specialist rigging contractors are often engaged on productions and events. See https://staff.bbc.com/gateway/safety/ for further information.

[bookmark: _Toc12829903][bookmark: _Toc210651232]Working Time
BBCS is committed to complying with the Working Time Directive. Where there is the potential for patterns to fall outside the Working Time Regulations BBCS and its contractors will record hours.

Where there are differing standards in a local territory, there is a general requirement to follow the more stringent safety measures to help maintain the health, safety and wellbeing of employees and others affected by the Studios undertaking in line with our Health and Safety Policy Statement. If lower standards are proposed these should be agreed by SEC.
[bookmark: _Toc210651233][bookmark: _Toc43008671]Working Environment
The working environment is managed in the UK by BBC Workplace, the BBCS Operations Manager, local managers (e.g. on productions), the appointed FM provider in TVC and in international offices by local managers. They are responsible for providing and maintaining the workplace and working environment to the correct standard enacted in the UK by the Workplace (Health, Safety and Welfare) Regulations 1998 (as amended).

BBCS recognises that for some international locations, tours and work on location this can be particularly challenging and accepts that a pragmatic approach must be taken with reasonable consideration given to welfare and safety. Where working environments are unusual or carry significant safety or welfare considerations this should be included in the risk assessment.

Standards for our workplaces include:
· Health, safety and ergonomics legislation and standards are complied with when laying out the workplace and when choosing furniture and other equipment
· Where security threats are identified, materials and design of the workplace takes this into account 
· Floors are maintained in good order and kept free of tripping and slipping hazards
· Reasonable precautions are taken to manage on-site vehicle traffic, including segregating vehicles and pedestrians
· Reasonable levels of temperature, humidity, ventilation, lighting and noise levels are maintained as far as is reasonably practicable
· Protection is provided against falls and falling objects
· All windows and glass surfaces (external and internal) are suitable (e.g. made of the correct standard of materials, including where necessary laminated / safety glass), safe to use and able to be cleaned safely
· All staircases, doors, gates and external areas must be suitable and safe to use 
· [bookmark: _Toc43008690][bookmark: _Toc50205207]The workplace is suitable for everyone who works there, including anyone who may have disabilities
· Consideration is given to spaces to rest and eat away from workstations
· Adequate numbers of well ventilated, clean toilets and washing facilities are available and maintained
· A supply of drinking water and facilities for making drinks or obtaining drinks is present.
             Facilities Management

Where a company is appointed to manage the facilities and services in a BBCS building reasonable care must be made in the selection process so that the company can fulfill its duties safety and competently. Any appointed FM provider is responsible for operating to a shared Facilities Manual setting out procedures, arrangements and standards for all systems and processes on site. 
Suitable management must be on site to ensure safe operation and supervision of the contract.
 
[bookmark: _Toc107031043][bookmark: _Toc286746979][bookmark: _Toc210651234]Workstations and Display Screen Equipment
BBCS uses computers extensively throughout its operation and considers it important that risks from using display screen equipment (DSE) at work are recognised and minimised. The following considerations are in place and there is a team who carry out display screen equipment assessments on request:
· Workstations are set up with ergonomic principals in mind these ‘standard workstations’ are supplied with an adjustable chair, an adjustable monitor and input device
· Workstations (as above) are available to all staff working for >2 hours on DSE
· Managers who have staff using DSE are responsible for ensuring that display screen work is planned to include regular breaks or changes of activity in order to prevent intensive periods of DSE use
· Users are responsible for adjusting their own workstation, organising their own work to include breaks as agreed with managers and reporting any health issues promptly
· Information and training is part of the initial training requirement for all staff and is covered in the online Safety at Work course and local induction. Where a health issue is anticipated (existing ill health or impairment), manifests through work or is made worst by work, referral to the Physiotherapy and DSE Helpline should be made 
· Referrals to BBC Occupational Health are required for individuals in the UK who are experiencing ill health related to their work with computers, international offices may need to refer such individuals to a local specialist
· Specialist chairs and equipment require a specific assessment to ensure that the correct equipment for the individual is being purchased – in TVC this is arranged through the FM Team. Other offices have local arrangements.
· The assessments are retained for six years
· Managers keep local records to ensure that any follow up actions are implemented, and that assessments are reviewed as necessary.

Managers are expected to support the need for reasonable breaks from intensive work with computers. In connection with UK regulations, all BBCS DSE users in the UK are entitled to eyesight tests during their employment and at regular intervals.

[bookmark: _Toc210651235]Workplace Stress
Management of Occupational stress is based on the six HSE Stress Management Standards which cover the areas of: 
· Role
· Demands 
· Control 
· Relationships 
· Support
· Change.

HR and Safety Teams have worked together to develop a wellbeing risk assessment that is being rolled out as new productions are green-lit.

An Employee Assistance Programme, staff and management training and Occupational Health support is available. In the event that an individual is suffering from stress or anxiety they should either approach their manager to discuss any changes to their role or environment that could be made to reduce their level of risk of stress or one of the BBCS trained peer support network advisors or mental health first aiders (Production only). All conversations/discussions with be dealt with professionally and privately with individuals being signposted to further help as necessary.
[bookmark: _Toc210651236]Information and Guidance
An extensive selection of electronic safety information resource is available to all Studios staff through BBC Intranet websites as follows:
· BBC Safety (Internal): https://staff.bbc.com/gateway/safety/
· BBC Safety (External): http://www.bbc.co.uk/safety/ 
· Studios: https://staff.bbcstudios.com/bbc-studios-safety/

The external BBC Safety site is accessible to contactors and external partners.
Further industry information and guidance can be found at the HSE website 
https://www.hse.gov.uk/entertainment/theatre-tv/index.htm
 
The Metropolitan Police Guide to Filming on the Move is a useful document if filming in London
https://www.met.police.uk/advice/advice-and-information/f/af/filming/guidelines-for-filming/

[bookmark: _Toc210651237]APPENDICES
[bookmark: _Toc210651238]Prioritisation 

	Higher Risk Activities (Priority1 (P1))

	· Productions involving extensive stunt work, action scenes, weapons/ammunitions, hazardous materials that require strict safety protocols (proper handling, storage, and disposal of materials), or special effects e.g., high falls, car chases, combat scenes, pyrotechnics, or any activities that involve potential physical harm 
· Filming in remote or environmental hazardous locations, such as deserts, or specific raised security risks, mountains, or bodies of water (extreme weather conditions, rugged terrain, or limited access to emergency services).
· Productions that require the use of complex or specialist equipment, such as cranes, temporary structures, helicopters, or underwater gear (specifically in regard to improper handling or operation of such equipment).  (This is not an exhaustive list)
· Productions involving wild animals (including adherence to Animal Welfare regulations).
· Productions with demanding schedules, long working hours, and intense shooting sequences which can lead to fatigue and increase the risk of accidents or health issues. 
· Productions involving a large number of cast and crew members, multiple shooting / recording locations, and complex logistics can present higher risks (how do we coordinate, and emergency planning become essential to maintain safety standards).
· Productions that take place in remote or international locations (e.g. travel advisory) can face additional health and safety challenges. Varying legal requirements, language barriers, cultural differences, and unfamiliar infrastructure may require extra precautions and risk assessments
· Productions involving potentially volatile situations e.g. riots / protests / door stepping etc.
· Productions involving excessive noise / uncontrolled.
· Engagement in extreme sport / adventure activities
· Access to locations that have complex risks / permit to work requirements e.g. confined spaces.
· Work at height involving complex methods of access (e.g. requirement for fall arrest systems / rescue plan)

	Medium Risk Activities (Priority 2 (P2))

	· Productions that involve moderate levels of stunts, action scenes, or special effects can be considered medium risk. These may include controlled fight scenes, moderate pyrotechnics, or scenes with moderate physical demands.
· Productions involving domestic animals only (including adherence to Animal Welfare Regulations)
· Productions in areas that are in the public domain (where segregation of the general public and cast, crew or audiences cannot always be maintained).
· Productions involving the use of specialist equipment such as drones, spider cams (qualified operators)
· Production partnerships with other organisations (working with third parties)
· Phycological risks associated with working with contributors. 
· Excessive / out of hours travel time (such as driving when fatigued) 
· Exposure to physical or verbal abuse during the collection of content gathering




Wholly owned by BBC Studios


UK
BBCS Safety Policy, & Arrangements  apply.


INTERNATIONAL
BBCS Safety Policy applies as far as reasonably practicable. Country regulations should be complied with. Local policy and O&A may be required.


JV: BBCS Majority Shareholder ≥50%


UK
Safety Policy  & Arrangements are required (can be based on BBCS Policy).


BBCS Director on the Board ensures compliance.


JV: BBCS Minority Shareholder <50%


Licencing 


INTERNATIONAL
Safety Policy and O&A are required, content depending on local legislation (can be based on BBCS Policy). Country regulations should be complied with. 


UK
Safety Policy & Arrangements will be required in the UK.


BBCS Director on the Board will promote compliance and good practice.


BBCS have no safety control.


Apply due dilligence to selection & record the process.


INTERNATIONAL
Country regulations should be complied with. Strongly recommend safety policy / arrangements are in place.


Oversight visits and reviews may be undertaken. BBCS staff involved with the license may require a risk assessment to participate in various stages of the activity. Speak to the Safety Team.
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