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1. Access to the workshop areas is restricted to authorised personnel only. 
2. No welding may be undertaken or machinery used (ring roller, grinders, drills etc.) unless the Head of 101 is satisfied that the person has been trained and is capable of doing so safely. 
3. Any person working in the workshop must familiarise themselves with the 101 evacuation procedures and the Corn Exchange health and safety policy  
4. Any person working in the workshop must have read and understood the appropriate risk assessment.
5. Any people affected by drugs, alcohol or under medication are not permitted in the workshop or to use any machinery or equipment at any time.
6. Any person with any health problems that may affect workplace safety (e.g.; medication, epileptic fits) must report these conditions to the Head of 101.
7. During any welding operation the welding fume extractor (filter cart) must be used.
8. Personal Protective Equipment is provided and must be used where necessary. Ear defenders, barrier cream, flame resistant overalls, safety glasses/goggles and safety shoes are to be used as the work dictates. If in doubt, ask the 101 Technician for further information.
9. Long hair must be tied up or covered. Loose items (i.e.: jewellery) or loose clothing should be removed or tucked in.
10. Make sure you know the location of the emergency for each machine. Do not leave machines running unattended.
11. Ensure there is sufficient space in the workshop or assembly areas to carry out your task safely.
12. Do not interrupt or distract workers using machinery (eg: welding, drilling), wait until their task is complete or until it is safe to do so.
13. Report any defective equipment to the Head of 101/ 101 technician 
14. Smoking, eating and drinking in workshop areas is strictly prohibited.
15. Equipment must be cleaned after use. Any materials, tools or equipment used must be tidied away. Waste materials put in the appropriate bin (we recycle metal, wood, cardboard & glass).
16. Stock used must be replaced or paid for in agreement with Head of 101/ 101 Technician 
17. Tools and equipment must not be removed from the building without the permission of the Head of 10/101 Technician 
18. In the event of a fire, act in accordance with the FIRE ACTION NOTICES displayed throughout the building. Leave the building immediately and proceed to the assembly point.
19. All accidents/incidents/occupational ill health must be reported to the Head of 101 and the accident book filled in.
20. Lone working in 101 must be avoided whenever possible. If lone working for any period of time is inevitable then steps must be taken to develop the precautions necessary to ensure their safety. This might include limiting tasks to those with minimal risk, and a system of regular checking or line of communication established. [see Lone Working risk assessment for further info]
It is the responsibility of the Head of 101 to enforce these rules. In case of any problems or concerns regarding health, safety or security at Unit 101 please email the Head of 101 daniellec@cornexchangenew.co.uk 
Read and Agreed	

Name:………………………………………………….     Company:……………………………………………………….


Signed:…………………………………………..…	        Date:……………………………………………………………
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