
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Health, Safety, and Procedures 

2010   



Contents 

RESPONSIBILITY TO ENSURE HEALTH AND SAFETY 
 Festivalôs Responsibility to the Employee 

 Employeeôs Responsibility to the Festival .................................................................................................................... 1 

 
IN CASE OF EMERGENCY 
 CPA Rehearsal Hall ...................................................................................................................................................... 2 

 CPA Box Office ............................................................................................................................................................ 3 

 Scene/Metal Shop .......................................................................................................................................................... 5 

 Ewing Manor ................................................................................................................................................................. 6 

 
FIRST AID/CPR/AED 
 Certification 

 Automated External Defibrillator ................................................................................................................................ 11 

 Location of First Aid Kits, Eye Wash Stations, Fire Extinguishers and AED ............................................................ 12 

 

BLOODBORN PATHOGEN CLEANUP 
 Cleanup Procedure ...................................................................................................................................................... 13 

 
WORKME.ȭ3 #/-0%.3!4)/. 02/#%$52% 
 Procedure .................................................................................................................................................................... 14 

 
DIRECTIONS TO MEDICAL FACILITIES 
 College Station to OSF Saint Josephôs Medical Center .............................................................................................. 15 

 College Station to BroMenn Medical Center .............................................................................................................. 16 

 Centennial East to OSF Saint Josephôs Medical Center .............................................................................................. 17 

 Centennial East to BroMenn Medical Center .............................................................................................................. 18 

 Ewing Manor to OSF Saint Josephôs Medical Center ................................................................................................. 19 

 Ewing Manor to BroMenn Medical Center ................................................................................................................. 20 

 
EWING PROCEDURES 
 Lock-up Procedure 

 Setting/Disarming Alarm 

 Chain of Command During a Performance 

 Turning On/Off Courtyard Lights ............................................................................................................................... 21 

 Turning On/Off House Fans 

 Safety Walk Through 

 OSHA Fall Protection Requirements 

 Harness Rescue Plan ................................................................................................................................................... 22 

 Parking at Ewing ......................................................................................................................................................... 23 

 
 FESTIVAL LIGHTNING POLICY  
 Policy .......................................................................................................................................................................... 24 

 
JOB SAFETY ANALYSIS TRAINING 
 What is Job Safety Analysis? 

 Who Needs to be JSA Trained? 

 JSA Training Manual .................................................................................................................................................. 25 

 
HOT WORK PROCEDURE 
 What is Hot Work Procedure?..................................................................................................................................... 26 

 

APPENDEX 
 Illinois State University Hot Work Procedure Manual .............................................................................................. A1



1 | P a g e 

 

Responsibilities to Ensure Health and Safety 

&ÅÓÔÉÖÁÌȭÓ Responsibility to Employees  
- Provide adequate housing to all employees. 

- Provide grocery runs at least one time per week to all employees. 

- Provide sunscreen and bug spray for all employees at Ewing. 

- Provide water bottle at no cost to employee. 

- Provide icy pops at no cost to employee. 

- Provide a cooler of ice and a refrigerator at Ewing Manor for all employees. 

- Workmanôs compensation provided for all employees injured while doing ISF related 
work. 

- University health insurance will be provided for all interns. 

- Employees will be provided with JSA training for all equipment in scene shop. 

- Supervisors ensure that no employee performs tasks under the influence of prescription 

drugs that may compromise the safety of employees. 

- Provide First Aid and CPR training to supervisors. 

- No work call will extend longer than 5 hours without a meal break. 

%ÍÐÌÏÙÅÅȭÓ 2ÅÓÐÏÎÓÉÂÉÌÉÔÙ ÔÏ &ÅÓÔÉÖÁÌ 
- Employees expected to maintain a healthy diet and lifestyle. 
- Properly prepare body for all work related activities. 

- No employee operates equipment unless properly trained with that equipment. 

- Employees cannot arrive to work calls under the influence of alcohol or illegal drugs. 

- Employees under the influence of prescription medication should notify supervisor upon 

arrival at work calls. 

- Employees should inform supervisors if they witness any situation which may be deemed 

unsafe or endanger the well-being of any individual. 

- Employees should dress in appropriate attire for all work calls, rehearsals, and 

performances. 

- Employees should follow all safety procedures established and implemented by all 

supervisors, including but not limited to directors, choreographers, fight choreographers, 

shop supervisors. 
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In Case of Emergency - Rehearsal Hall 

Tornado  
- Stage Manager informs all employees of imminent weather. 

- SM evacuates the space. 

- In CPA, evacuate to the trap room below CPA stage. 

- In Centennial West, evacuate to the basement of Centennial East 

Fire  
- Stage Manager informs all employees of fire hazard. 

- SM directs all employees to nearest safe exit from the building. 

- SM sends ASM to circle the building OUTSIDE to ensure that the building is clear (take 

head count). 

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCES!   

- ASM goes to the circle drive to direct the Fire Department to the alarm panel. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts Stage Manager that rehearsal may continue. 

Accident/Injury  
- Assess the situation.  Call 911 if needed. 

- Stage Manager determines whether to proceed with rehearsal.   

- SM informs staff if rehearsal is to stop for injury. 

- Contact Company Management if not an emergency but the injured employee needs to 

seek medical attention. 

- Company Manager takes injured employee to OSF Prompt Care, which is connected to 

OSF hospital by the Eastland Mall.  If it is after hours or an emergency, go to OSF 

hospital.  If there is not time, go to BroMenn Hospital. 

- Contact Production Manager regarding incident.  THIS IS NECESSARY EVEN IF NO 

MEDICAL ATTENTION IS  NEEDED.  All injuries must be reported. 

- After medical attention is received, injured employee must fill out paperwork with 

Production Manager. 

Maintena nce Issues 
- Alert Production Manager and he will contact facilities management. 
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In Case of Emergency - CPA Box Office 

Tornado  
- Box Office Manager informs all employees of imminent weather. 

- Box Office Manager evacuates the space to the CPA trap room below the stage. 

Fire  (During a Rehearsal  in CPA Theatre) 
- Stage Manager informs all employees of fire hazard. 

- SM directs all employees to nearest safe exit from the building. 

- SM sends ASM to circle the building OUTSIDE to ensure that the building is clear. 

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCES!   

- ASM goes to the circle drive to direct the Fire Department to the alarm panel. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts Stage Manager that rehearsal/work may 

continue. 

Fire  (Non- Rehearsal) 
- Box Office Manager informs all employees of fire hazard. 

- Box Office Manager directs all employees to nearest safe exit from the building. 

- Box Office Manager sends Assistant Box Office Manager to circle the building OUTSIDE 

to ensure that the building is clear. 

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCES!   

- Assistant Box Office Manager goes to the circle drive to direct the Fire Department to the 

alarm panel. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts Box Office Manager that work may continue. 
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In Case of Emergency - CPA Box Office 

Accident/Injury  
- Assess the situation.  Call 911 if needed. 

- Box Office Manager determines whether to proceed with work.   

- Box Office Manager informs staff if work is to stop for injury. 

- Contact Company Management if not an emergency but the injured employee needs to 

seek medical attention. 

- Company Manager takes injured employee to OSF Prompt Care, which is connected to 

OSF hospital by the Eastland Mall.  If it is after hours or an emergency, go to OSF 

hospital.  IF there is not time, go to Bromenn Hospital. 

- Contact Production Manager regarding incident.  THIS IS NECESSARY EVEN IF NO 

MEDICAL ATTENTIO N IS NEEDED.  All injuries must be reported. 

- After medical attention is received, injured employee must fill out paperwork with 

Production Manager. 

Maintena nce Issues 
- Alert Production Manager and he will contact facilities management. 
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In Case of Emergency ɀ Scene/Metal Shop 

Tornado  
- Shop supervisor informs all employees of imminent weather. 

- Supervisor evacuates shop.  All employees directed to the basement of Centennial East. 

Fire  
- Supervisor informs all employees of fire hazard. 

- Supervisor directs all employees to nearest safe exit from the building. 

- Supervisor sends an employee to circle the building OUTSIDE to ensure that the building 

is clear. 

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCES!   

- Designated employee goes to the circle drive to direct the Fire Department to the alarm 

panel. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts supervisor that work may continue. 

Accident/Injury  
- Assess the situation.  Call 911 if needed. 

- Shop supervisor determines how to proceed with work call if possible.   

- Supervisor informs staff if work call is to stop for injury. 

- Contact Company Management if not an emergency but the injured employee needs to 

seek medical attention. 

- Company Manager takes injured employee to OSF Prompt Care, which is connected to 

OSF hospital by the Eastland Mall.  If it is after hours or an emergency, go to OSF 

hospital.  If there is not time, go to BroMenn Hospital. 

- Contact Production Manager regarding incident.  THIS IS NECESSARY EVEN IF NO 

MEDICAL ATTENTION IS  NEEDED.  All injuries must be reported. 

- After medical attention is received, injured employee must fill out paperwork with 

Production Manager.  

Fall Protection  
- The Festival will provide fall protection to all employees whenever necessary. 

- For more information about specific procedures, contact the Technical Director. 

- Instructions for using safety equipment, including harnesses will be provided at a training 

section at the beginning of the season. 

Maintena nce Issues 
- Alert Production Manager and he will contact facilities management. 
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In Case of Emergency - Ewing Manor 

During a Work Call or Rehearsal  

Rain  
- Designated supervisor informs staff that work is being held due to inclement weather. 

- All employees moved to indoor spaces. 

- Supervisor checks on weather and updates staff on delays. 

Tornado  

- Designated supervisor informs all employees of imminent weather. 

- Supervisor evacuates the space, directing all employees to the voms. 

- If individuals are in the gardens or rotunda area and cannot get to the theatre quickly, they 

should proceed to the storage closet in the rotunda. 

- If time allows, close USC garage door and secure any loose scenery and props. 

Fire  

- Designated supervisor informs all employees of fire hazard. 

- Supervisor directs all employees to nearest exit onto the lawn. 

- Supervisor sends employee to circle the building OUTSIDE to ensure that the building is 

clear. 

- Once the house and backstage areas are clear, Duty manager will silence the alarm from 

the booth.   

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCE!   

- Employee goes to the end of the loading dock driveway to direct the Fire Department to 

the alarm panel in the cry booth. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts supervisor that rehearsal may continue. 

System Failure: Sump pump alarm or trouble alert  
- Designated supervisor informs all employees of hazard. 

- Supervisor directs all employees to exit onto the lawn. 

- Call ADT and explain the situation.  They will walk you through the procedure to clear the 

trouble.   (See Production Manager for ADT Account information) 

- Once the Alarm is off, alert supervisor that work call or rehearsal may continue. 
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In Case of Emergency - Ewing Manor 

Accident/Injury  
- Assess the situation.  Call 911 if needed. 

- Alert other managers by headset/Radio. 

- Supervisor determines how to proceed with work call or rehearsal if possible.   

- Supervisor informs staff if work call or rehearsal is to stop for injury. 

- Contact Company Management if not an emergency but the injured employee needs to 

seek medical attention. 

- Company Manager takes injured employee to OSF Prompt Care connected to OSF 

hospital by the Eastland Mall.  If it is after hours or an emergency, go to OSF hospital.  If 

there is not time, go to BroMenn Hospital. 

- Contact Production Manager regarding incident.  This is necessary even if no medical 

attention is needed.  All injuries must be reported. 

- After medical attention is received, injured employee must fill out paperwork with 

Production Manager. 

Fall Protection  

- The Festival will provide fall protection to all employees whenever necessary. 

- For more information about specific procedures, contact the Technical Director. 

- Instructions for using safety equipment, including harnesses will be provided at a training 

section at the beginning of the season. 

Maintenance Issues 

 
- Alert Production Manager and he will contact Ewing Cultural Center Supervisor. 
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In Case of Emergency - Ewing Manor 

During a Performance  

Rain  
- Before the show starts: 

-  House Management announces to audience that house is being held due to 

inclement weather. 

- Stage Manager stays in contact with Duty Manager and updates cast on the delay. 

- House may be held up to 30 min. from scheduled curtain time. 

- During the show: 

- Stage Manager contacts the Duty Manager via radio informing that stage is no 

longer safe. 

- Once ñholdò is cleared with Duty Manager, SM announces: 

ñLadies and Gentlemen, due to inclement weather, we will be holding the 

performance temporarily .  We will resume the performance as soon as we are 

able.ò 

Tornado  
- Contact other managers via headset/radio and prepare to evacuate the house.  House 

Manage will send ushers into the house to assist patrons. 

- Stage Manager should announce: 

ñLadies and Gentlemen, There is a tornado warning in effect.  There is no 

immediate danger, but as a safety precaution, we ask that you follow the 

instructions of house staff who will lead you to the voms.  We will resume the 

performance as soon as we are able.ò 

- If individuals are in the gardens or rotunda area and cannot get to the theatre quickly, they 

should proceed to the storage closet in the rotunda.  The House Manager is responsible for 

making this call and facilitating.  

- If time allows, close USC garage door and secure any loose scenery and props. 
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In Case of Emergency ɀ Ewing Manor 

Fire  
- Contact other managers via headset/radio and prepare to evacuate the house. 

- SM announces:   

ñLadies and Gentlemen, please file out the nearest exit onto the lawn and 

await instruction from house staff.  We will resume the performance as soon 

as we are able.ò 

- Send ASM to circle the building OUTSIDE to ensure that the building is clear. 

- Once the house and backstage areas are clear, Duty manager will silence the alarm from 

the booth.   

- DO NOT RESET THE ALARM UNDER ANY CIRCUMSTANCE!   

- ASM goes to the end of the loading dock driveway to direct the Fire Department to the 

alarm panel. 

- Once the Fire Department arrives, take them to the panel, and alert them to where we 

think the problem is.   

- Once the scene has been secured, Fire Department resets the fire panel.  

- Once Alarm is off, Fire Department alerts House Staff that the house may open, and notify 

actors of where we will be picking up. 

System Failure: Sump pump alarm or trouble alert  
- Contact other managers via headset/Radio and prepare to evacuate the house. 

- SM announces:  

ñLadies and Gentlemen, due to a minor technical problem, we will be holding 

the show temporarily. Please file out the nearest exit onto the lawn and await 

instruction from house staff.  We will resume the performance as soon as we 

are able.ò 

- Call ADT and explain the situation.  They will walk you through the procedure to clear the 

trouble.  (See Production Manager for ADT Account information) 

- Once the Alarm is off, alert House Staff that they may open the house, and notify actors of 

where we will be picking up. 
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In Case of Emergency - Ewing Manor 

Accident/Injury  
- Assess the situation.  Call 911 if needed. 

- Alert other managers by headset/Radio. 

- Stage Manager and Duty Manager will decide how to proceed with the performance if 

possible.   

- SM announces:  

ñLadies and Gentlemen, we will be pausing the show for a few minutes due to 

technical difficulties.  We will resume the performance as soon as we are 

able.ò 

     OR 

ñLadies and Gentlemen, due to unavoidable circumstances, we will be 

canceling this eveningôs performance.  Please exit the theatre.  Our House 

Staff will help explain our exchange policy for your ti ckets. 

- Contact Company Management if not an emergency but the injured employee needs to 

seek medical attention. 

- Company Manager takes injured employee to OSF Prompt Care connected to OSF 

hospital by the Eastland Mall.  If it is after hours or an emergency, go to OSF hospital.  If 

there is not time, go to BroMenn Hospital. 

- Contact Production Manager regarding incident.  This is necessary even if no medical 

attention is needed.  All injuries must be reported. 

- After medical attention is received, injured employee must fill out paperwork with 

Production Manager. 

- Avoid telling audience there is an injury.  Refer to injuries as technical difficulties. 

Maintena nce Issues 
- Document the problem in the performance report. 

- Alert Production Manager and he will contact Ewing Cultural Center Supervisor. 
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First Aid/CPR/AED  

Certification  
 

All Supervisors are required to have First Aid/CPR/AED Certification.  There should be at least one 

certified member of the company at every rehearsal/work call.  The list of certified supervisors includes:  

Stage Managers Mainstage and TYA, Technical Director, Scene Shop Foremen CPA and Ewing, Prop 

Master, Master Electrician, Charge Artist, Costume Director, Wardrobe Supervisor, ATD/Stage Ops 

Manager, House Manager, Box Office Manager, Operations Manager.   

 

If you are not already First Aid/CPR/AED Certified, the festival will provide a certification session 

before the first rehearsal/work call. 

  

Automated External Defibrillator (AED)  

  
NOTE:   I F YOU SUSPECT SOMEONE IS IN CARDIAC ARRE ST, CALL 911 IMMEDIATELY .   

 

Once the AED is obtained, turn the power on, attach the appropriate shock pads (adult/children) and then 

follow the verbal instructions given by the machine.   
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First Aid/CPR/AED 

Locations of First Aid Kits, Eye Wash Stations, Fire Extinguishers, and AED  
 
CPA SCENE SHOP 

FIRST A ID /EYEWASH /FIRE EXTINGUISHER  are located in the Southeast corner to the right of 

the Supply Room 

FIRE EXTINGUISHERS ARE LOC ATED   1. on the South side of the entrance to the paint area and 

2. on the East wall of the scene shop to the North of the Tool Room 

 
CPA METAL SHOP 
 FIRE EXTINGUISHER  is located on the South wall next to the sink 

 
CPA BOX OFFICE 

PORTABLE AED  M ACHINE  is located in the Box Office  

 
EWING BACKSTAGE 
 FIRST A ID is located in the Tool Room  

  
 
 

  



13 | P a g e 

 

Blood Borne Pathogen Cleanup 

 
- In incidents involving blood or bodily fluids, the appropriate personnel need to be 

contacted to facilitate safe cleanup. 

- Use the response teams only when the amount of bodily fluid is too great for the Festival 

staff to handle internally. 

Building Service Worker Response  
 

- Contact at the following numbers: 

- 438-2032 (8:00am-4:30pm) 

- 438-8631 (4:30pm-8:00am ï This is ISUPD: They will contact BSW) 
 

Grounds Response 
 

- Contact at the following numbers: 

- 438-2032 (7:00am-3:00pm) 

- 962-9658 or 824-4782 (3:00pm-7:00am ï Larry Milby is the contact person) 
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7ÏÒËÍÅÎȭÓ #ÏÍÐÅÎÓÁÔÉÏÎ 0ÒÏÃÅÄÕÒÅ 

 
1.  Employee should notify supervisor immediately of the injury. 

2. Supervisor contacts the proper authorities. 

a. In a non-emergency, supervisor notifies the Company Manager, who takes proper action 

to remedy the injury. 

b. In an emergency, supervisor calls 911 immediately.  Once Emergency technicians have 

secured the situation, notify Company Manager. 

3. Company Manager notifies the Production Manager of the injury. 

4. Production Manager meets with employee to fill out and submit appropriate paperwork. 

5. If time is lost, employee must go to the Health and Safety office to get permission to reenter 

workplace. 

a. Health and Safety Office is located in the Nelson-Smith Building on College Ave., just 

west of Redbird Arena. Employees should meet with Doug Saxton at HSO. 
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Directions to Medical Facilities 

NOTE:  OSF St. Joseph Medical Center is the festivalôs preferred medical facility.  However, in case of 

emergency, please go to the CLOSEST hospital (from College Station and Centennial East, BroMenn 

Medical Center is closest and from Ewing, OSF Medical Center is closest.)  

 

$ÉÒÅÃÔÉÏÎÓ ÆÒÏÍ #ÏÌÌÅÇÅ 3ÔÁÔÉÏÎ ÔÏ /3& 3ÁÉÎÔ *ÏÓÅÐÈȭÓ -ÅÄÉÃÁÌ #ÅÎÔÅÒ 

 

            Osf Saint Joseph Medical Center,  

            Bloomington, Illinois 6170 
 

  

 #9    #9 Traders Circle 

         Normal, IL 61761 

      

1.  Head south on Traders Cir  toward Sugar Creek Blvd 

 

2. Take the 1st right  onto Sugar Creek Blvd 

 

3. Turn left at Co Rd 1700 N/W Raab Rd 

4. Take the 1st right  onto N Main St 

5. Turn left at W College Ave 

6. Turn right  at S Linden St 

7. Turn left at E Emerson St 

8. E Emerson St turns slightly right  and  

becomes Fairway Dr  

 

9. Turn left at Eastland Dr  

10. Take the 1st right  onto St Joseph Dr  
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Directions to Medical Facilities 

Directions from College Station to                                                                                              
BroMenn Medical Center  
 

 Traders Cir 

Normal, IL 61761 

1. Take the 1st right  onto Sugar Creek Blvd 

2. Turn left at Co Rd 1700 N/W Raab Rd 

3. Take the 1st right  onto N Main St/US-51 BUS S  

Continue to follow US-51 BUS S 

4.  Turn left at W Emerson St 

5. Turn left at Franklin Ave  

 

BroMenn Hospital 

Normal, IL 61761 
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Directions to Medical Facilities 

$ÉÒÅÃÔÉÏÎÓ ÆÒÏÍ #ÅÎÔÅÎÎÉÁÌ %ÁÓÔ ÔÏ /3& 3ÁÉÎÔ *ÏÓÅÐÈȭÓ -ÅÄÉÃÁÌ #ÅÎÔÅÒ  

 
  

 

Osf Saint Joseph Medical Center,  

Bloomington, Illinois 61701 

 

Centennial East 

Normal, IL 61761 

1. Head northwest   

2. Turn right  toward S School St   

3. Take the 1st left onto S School St   

4. Take the 2nd right  onto W College Ave   

5. Turn right  at S Linden St   

6. Turn left at E Emerson St   

7. E Emerson St turns slightly right  and becomes Fairway Dr    

8. Turn left at Eastland Dr   

9. Take the 1st right  onto St Joseph Dr   
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Directions to Medical Facilities 

Directions from Centennial  East to BroMenn Medical Center   

 

 
 
 

 
Centennial East 

Normal, IL 61761 

1. Head southwest on W Beaufort St toward W Vernon Ave 

2. Slight left at S University St 

3. Turn left at W Virginia Ave  

4. Take the 1st right  onto Franklin Ave  

5. Make a U-turn  

 BroMenn Hospital 

Normal, IL 61761 
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Directions to Medical Facilities 

Directions from Ewing Manor to  /3& 3ÁÉÎÔ *ÏÓÅÐÈȭÓ -ÅÄÉÃÁÌ #ÅÎÔÅÒ                                                                             
 

 

 

 

 

 

 

 

 

 

 

 

 

           Ewing Manor 

           S Towanda Ave & E Emerson St 

           Bloomington, Illinois 61701      

 

1. Head southwest on S Towanda Ave toward Fairway Dr    

2. Take the 1st left onto Fairway Dr    

3. Turn left at Eastland Dr   

4. Take the 1st right  onto St Joseph Dr   

 

Osf Saint Joseph Medical Center,  

Bloomington, Illinois 61701 
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Directions to Medical Facilities 

Directions from Ewing Manor to BroMenn Medical Center  

 
 

 

Ewing Manor 

S Towanda Ave & E Emerson St 

Bloomington, Illinois 61701 
 

1. Head north  on S Towanda Ave toward Rowe Dr   

2. Take the 1st right  onto Rowe Dr   

3. Take the 1st right  onto Radliff Rd    

4. Take the 1st right  onto Fairway Dr    

5. Fairway Dr  turns slightly left and becomes E Emerson St   

6. Turn right  at Franklin Ave   

Destination will be on the right 

  

 

BroMenn Hospital 

Normal, IL 61761 

  


