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        Virus Protection Protocol 
             - New Wolsey Theatre Production Staff  

Construction Periods - Fit Ups, Get Outs, Strikes  
 
It’s a miracle that we’re able to work in the entertainment industry in the current 
climate. We were the first out and we’ll be the last back proper. So as we get back 
to work we should try to be the guiding standard when it comes to keeping 
ourselves and others safe, as well as managing the spread of the disease.  
 

At the same time any policies should be taken with consideration of normal health 
and safety practices. Where the two conflict, or when social distancing itself 
creates a hazard, you should talk it through with your peers or line manager, to 
tackle the job together whilst mitigating the risk.  
 

An open dialogue, involvement from and respect for all parties, is the only way 
that these new, radical policies will be consistently adhered to. If we generate 
policies on paper only, that are often ignored, then we have no right to be upset 
with anyone but ourselves should this situation arise again. 
 

You are probably the most at risk group given the diverse nature of your roles and 
many different departments and spaces in which you are asked to work. 

GUIDANCE FOR INDIVIDUALS  
	
Important** It must be understood that, NWT management will take the failure to 
follow the rules set out below seriously. If you have read the following document 
and are unsure of anything, discuss your concerns with a manager prior to 
attending work. 
 
A working groups organogram can be found at the end of this document. You must gain 
the authorisation of the head of your working group to come on-site. The head of 
working group will be responsible for checking you into the building when you arrive for 
work. Should you have any questions or queries regarding Covid-19 policy and procedure 
it should be addressed to your head of working group. In the event that your head of 
working group is unable to attend site, you must be assigned to and checked in by an 
alternative head of working group. 
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The Heads of Working Groups 
	
Performers, Creatives & Backstage Crew - Working Group (as and when called) 
Laura Hammond laura.hammond87@outlook.com (from 9th Nov) 
Ellie Randall  eleanorjrandall@gmail.com (from 9th Nov) 
David Phillips  david@coreproduction.co.uk  
Peter Hazelwood phazelwood@wolseytheatre.co.uk  
 
	
Production - Working Group (as rota’d) 
Peter Hazelwood phazelwood@wolseytheatre.co.uk  
Matt Ramsey  mramsey@wolseytheatre.co.uk  
David Gardener dgardener@wolseytheatre.co.uk  
 
 

Premises and Non Capital Contractors - Working Group 
Neil Daines  ndaines@wolseytheatre.co.uk  
 
 

Administration - Working Group 
David Watson  dwatson@wolseytheatre.co.uk  
 
 

Communications and Front of House - Working Group 
Sue Lawther-Brown slawther-brown@wolseytheatre.co.uk  
 

Creative Learning – Working Group 
Tony Casement tcasement@wolseytheatre.co.uk  
	
Capital Project Visitors - Working Group 
Matthew Linley mlinley@wolseytheatre.co.uk  
 
	
It is important to minimise any crossover between working groups – this allows us to 
isolate an outbreak to just one team. 
 
No more than 24 hours ahead of your first visit into NWT you will need to fill in an online 
‘Wellness Questionnaire” that is specific to your working group – this needs to be 
completed no more than 24 hours in advance of your visit as it records your visit, any 
Covid symptoms you may have and any other information required, ensuring risk is 
reduced before you travel to NWT the following day. 
 
If you have not been sent a link to you working groups wellness questionnaire please visit 
www.wolseytheatre.co.uk/covid and select the appropriate working group. 
 
Please do not travel to NWT if you have any Covid-19 symptoms. 
 

Commented [SF1]: Do	we	have	a	covid	security	officer	
or	whatever	the	language	is?	I.E.	a	person	in	charge	with	
the	overall	monitoring	of	covid	security	in	the	building?	If	
we	do	(I	assume	Mr	P/Pete)	we	should	include	reference	
as	well	as	contact	details	should	there	be	any	additional	
queries/problems	from	anybody	involved	in	the	show	
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If you are unable to fill in the form at home on your computer or smartphone, please 
contact your Head of working group and arrange a phone check-in before you travel to 
work. 
 

Getting ready and travelling:  
 Prior to any work at NWT, you will be sent a link to a ‘Wellness Questionnaire’ 
specific to the Production Working Group. This is to check up on your health and 
answer a few questions to determine your level of potential exposure. These 
questions will feel repetitive but are important for preventing unnecessary risk to 
yourselves and your colleagues.  

Wellness Questionnaires can also be found at www.wolseytheatre.co.uk/covid  

 

• You need to bring your own safety footwear to work with you. All other PPE 
will be provided as required. 

• Bring a water/drinks bottle with your name on it, so not to get confused 
with  anyone else’s bottle.   

• Bring a packed lunch.   
• Anything you wear or bring should be newly cleaned/disinfected. Clothes 

should be  fresh and personal PPE and equipment wiped prior to work 
start.  

• You should have excellent hygiene.   
• Leave plenty of time to get to work, don’t rely on old habits or knowledge, 

assume everything is different now.   
• Your method of travel to the job should be considered to avoid the spread 

of the  virus. Actively avoid busy public transport. Walk or cycle whenever 
possible - though don’t be late or your rush to work might give you a faux 
temperature reading when you arrive!   

• The NWT will endeavor to provide secure bicycle storage whilst you are 
working 

• Only travel by car if other means of getting to work are unavoidable. 
Parking will need to be arranged with your line manager or head of working 
group well in advance of your shift. 

• If you have any of the symptoms of the Virus and turn up to work, you are 
endangering the livelihoods and health of everyone you come into contact 
with. Tell your head of working group at the earliest possible moment that 
you cannot come to work, stay at home and self isolate.  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General considerations that you will need to adopt, and adapt to:  
• All aspects of work will need to change from how it used to be - don’t fight 

it, we’re in this together for the long haul 
• You will be asked far more regularly to wipe, clean and disinfect surfaces. 

This is a part of working life now and perhaps forever. Get ahead of the 
curve and just do it without being asked - as ever just be helpful.   

• The amount of wiping and washing will get boring - but get used to it. The 
quicker we make this a routine, the sooner it stops being a distraction to 
the actual work.   

Upon arrival:   
• Wash or sanitise your hands. There will be a hand sanitising station at the 

entrance.   
• Observe and adhere to any signage and social distancing floor markings   
• Don’t assume to be able to enter the worksite immediately   
• Stand 2 metres away from other people at all times.  

 
• Your temperature will be taken using a contactless thermometer prior to 

entering the building. 
• If a person measures a temperature of over 38 C, then that the person will 

not  be allowed onsite. If you think your reading is high because you have 
rushed to  work - express this and take another test in ten minutes   

• Find out where you are working each day, the designated entrance, 
permitted  routes as well as out-of-bounds areas.   

• The flow of people into and around NWT will be controlled so as to allow 
for social  distancing.  

• Every work day will start with a briefing covering the days work and any 
information you require to stay safe. This is also your opportunity to ask 
any questions. 

Rest Room Facilities are now allocated to groups (as signposted) to avoid cross 
contamination. These are as follows: 

 
• Premises / Visiting Contractors: Dressing Room Corridor Accessible Toilet 
• Production Team:   End of Dressing Room Corridor Toilets 
• Administration and Comms:  Open Plan office Toilets (allocated) 

 

• Green Room facilities are also segregated as follows: 
	

• Production Team:   Green Room 
• Administration and Comms:  Dressing Room Four (laundry from 14th Nov) 
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Your behavior whilst onsite  
Like other aspects of Health and Safety, you are responsible for your own Health 
and that of everyone around you.  

• Do not borrow or share hand tools. If unavoidable, disinfect the tool prior 
to its use. 

• Do not share your phone   
• Do not shake hands   
• Do not borrow or share PPE   
• Do not touch your face. If you have an itch try to scratch it with your upper 

arm or  shoulder.   
• Don’t touch anything unless you need to touch it.   
• When you do need to touch something, touch it as little as possible.   
• If you need to cough or sneeze, cover your mouth with your inner elbow 

and do  your best to stand away from others until you do.   
 

• Phones should be put away and not used unless absolutely needed to do 
so. If you  do use it, clean it when you wash your hands.   

• When idle or waiting for the next task; be proactive in your self distancing 
from  other personnel - 2 metre minimum   

• If you see other personnel touching their face or ignoring social distancing 
rules -  gently remind them 

• Wipe down any communal equipment when you have finished using it   
• Wipe down communal equipment before you use it   
• Each time you clean your hands, do it thoroughly for 20 seconds with soap.  
• Work with and alongside as few people as possible during the day.   
• Meetings need to be concise and involve as few people as possible - Do not 

get  involved in meetings or discussions about work problems unless 
invited to. 

• The venue will provide an area for you to eat, distant from others. Use it 
and do  not to leave the working venue during the day. Should you need to 
leave NWT, talk to your line manager prior to doing so.  

 Surface Cleaning   
• You will be asked to wipe and disinfect surfaces, particularly on doors and 

handles regularly throughout a working day 
• You will not be asked to clean or disinfect an area in which you have not 

been working. There are obviously grey areas in this regard but feel free to 
speak to your line manager. 
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• All staff are required to take part in the cleaning of the NWT. These 
responsibilities will be outlined prior to starting work. 

Working Groups  
We all have a joint responsibility to help reduce the infection rate. This means we 
need to manage group working to reduce the number of different staff working 
together. Here’s what you should expect:  

• As well as the working groups across the organization the production team 
may require splitting into smaller working groups to limit close contact 
where absolutely unavoidable (lifting) 

• Being partnered with a specific colleague during a day’s work   
• Being partnered with the same person during an entire working week   
• Being partnered with the person you travelled to work with   
• Working groups to be created, both in planning for jobs, and as required 

onsite.   
• Working groups to be restricted to particular working areas and operating 

entirely  away from other groups   
 

• To clean equipment (especially handles) before passing on to a different 
working  group   

• Far less opportunity for cross department work   
• Working groups will be allocated and recorded by heads of working group 
• Potential staggered start, finish and break times per working group   
• Each department will have an allocated person who will be responsible for 

virus protection -  work with them, not against them.   
• Ensure you wash your hands following any required work being carried out 

alongside other working groups 

VIRUS PPE AND PERSONAL HYGIENE  

 Gloves   
• There is no evidence to suggest that any gloves (beyond one-use surgical 

types which aren’t suitable for manual labour) can prohibit the spread of a 
virus.  

• The act of putting on and taking off gloves, as well as the false sense of 
security that it gives a person, has been suggested to actually increase risk. 
  

Face Coverings   
Face coverings must now be worn at all times when a distance of 2m cannot be 
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maintained between colleagues. But don’t fall victim to having a false sense of 
security, the face covering alone will not prevent the spread of viruses.   

• Avoid touching your face covering and face at all times.   
• NWT will supply basic, disposable face coverings. You are welcome to 

supply your own providing it is cleaned and of good quality. 
• The primary use of a face mask is to restrict your own oral and nasal fluids 

entering your working environment, especially when having to work in 
close proximity to others.   

• Be aware that wearing a mask can increase your body temperature and 
make it more difficult for efficient breathing. Adjust your pace of work to 
allow for this. 

Wash or sanitise your hands thoroughly:  
• Before leaving for work   
• Upon entry to the building (in designated washing facility)   
• Before each work period start   
• At the end of each work period   
• After each potential contamination event:  
• Working alongside other personnel not part of your working group   
• A period of high tempo/fast/hard physical activity   
• When in the presence of someone actively displaying symptoms   
• A job involving facing another person or working in close proximity   

End of shift   
• The end of your work does not mean the end of your shift - you still need 

to:   
• Contribute to the cleaning of surfaces (ask the head of working group) 
• Wash your own hands   
• Dispose of your face mask if applicable   
• Tidy all work areas under your control   
• Inform your head of working group if your health has deteriorated through 

the day or confirm you are in good health.   
• Be responsible when leaving the venue and ensure your general attitude to 

safety is as per the above guidance.   

Use of your personal data:   
Head of working group are required to collect information regarding the health of 
employees working at NWT. This information includes but is not restricted to: 
 

o Full name  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o Dates working onsite   
o Contact email Address   
o Working group and other members (if known at time of form being 

filled)   
o Tel Number   
o How the person travelled to work that day   
o How the person is planning to get home after work.   

Confirmation that the person does not have any of the symptoms of 
Covid-19:  

o Persistent Cough   
o Fever/High Temperature   
o Diculty breathing   
o Headache   
o Myalgia (Muscle aches)   
o Potential loss of taste/smell   
o Conjunctivitis   
o Fatigue   

	
	

• Confirmation that they have not been in contact with anyone suspected of 
having  the symptoms of Covid-19   

• Declaration that they understand and accept NWT social distancing and PPE 
rules.  

This information will be kept on file for up to a month to create a data map that 
will enable NWT to identify and contact those at potential risk should a person 
become diagnosed with Covid-19    

	

Advice for Line Managers   
• Employees touching their face should be reminded of their duty of care – 

Consider introducing a penalty system made up of challenges increasing in 
difficulty. 

• All employees are equally responsible for cleaning at the start and end of 
working periods, especially at the start and the end of the day - plan time 
for this in your work.  

• Your team should not share hand tools or PPE  unless they are able to be 
disinfected prior to their use 
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• Equipment and task sharing should be acknowledged and approached 
 positively with line managers to ensure social distancing 

• As usual, monitor your team’s wellbeing, Personnel in your team may 
become  hotter than usual because of their face masks. Please adjust the 
pace of work to allow for this. 

• Phones are a major risk for contamination as they carry germs from hand to 
face.  As such they are to be used only when needed, only without 
touching them to face  and wiping them clean should be considered part of 
the washing hands ritual.   

• Your team should have its own cleaning kit within easy reach.   
• Consider making one person responsible for equipment wipe downs, but 

always instill in your team that all of the workforce are responsible for 
general cleaning of work areas, including you.   

• Ensure your entire team have had their temperature taken and this 
information has been logged 

• Take steps and plans to limit double handling of equipment.   
• Supervisors to check cleanliness of hands periodically 
• Aim for consistency wherever possible regarding who touches  items of 

equipment or scenery.   
• Try to keep the individuals apart or work in pairs. The goal is for people to 
 stay working with the same people as much as possible.   

 Procedure if a person feels unwell   
• NWT has made plans for when a person suddenly falls ill, or shows some 

symptoms of the virus. The process is as follows 
• Inform a manager of the situation 
• Ensure they immediately wear a face covering, wash their hands thoroughly 

with soap and water and gather their belongings   
• Disinfect everything they may have touched as soon as possible 
• Ensure the sick employee waits in covid secure area (dressing room 1 or 

laundry from 14th Dec) until arrangements have been made to collect them 
• Help the sick employee arrange their collection from NWT 

 
• Nominated person (wearing face mask) to reinterview the person regarding 

their  recent movements prior to work and the people/equipment they 
have worked with during the day. 

• If you are that person, report to your line manager, go straight home, doing 
your best to protect others in your  environment along the way. Once 
home - self isolate.  
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Equipment Trailers - General Policy and Advice for Crew and Clients   
 
 As usual - the driver or loadmaster is responsible for opening the door to the 
trailer and removing load bars. It is highly impractical, almost impossible and 
highly hazardous to apply distancing rules to Loading and Unloading trailers. 
Minimising the number of persons required for manual handling eliminates too 
much margin of error and will undoubtedly lead to manual handling injuries.  In 
addition, it is presently unknown how long Covid-19 can last on a surface, or 
whether temperature or type of surface are variables in this equation. This means 
that the equipment on the container could already be contaminated from the 
previous venue’s staff, who may or may not have stringent measures in place.   

• This means that all other measures should be considered and implemented 
to combat the risks of person-to-person contamination.  

• The Loading and Unload personnel should be kept as one team with 
minimal contact with other departments.   

• Face coverings should be worn for trailer unloading due to the close 
proximity to others, confined space and potential for accidental sharing of 
bodily liquid.   
 

• Face masks and gloves will restrict a person's ability to release body heat, 
meaning that they may become hot and out of breath far sooner than 
normal. Anyone showing signs of fatigue should be swapped out 
temporarily and advised to rest and drink water. Exhaustion will only cause 
a lapse in standards and increased risk of accidents.   

• The loading area should be completely controlled and public entirely 
separated by barriers, ideally with 2 metres of redundant no work space on 
the perimeter.   

• Distancing to take place in periods of inactivity or waiting times.   
• Communicating lifts between partners and groups should be done with the 

mouth  pointed away from other persons as best as possible.   
• Careful consideration to be given to items that make body contact 

unavoidable – investigate if there is   another way to move the item?   

The NWT ethos is that items should be handled as little as possible to mitigate 
manual  handling injuries, the same for touching the scenery and equipment to 
avoid  contamination - do it as little as possible!  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The Loading Team will be a potential higher risk due to the fact that they will 
 handle most of the equipment for all departments and their close proximity with 
each other. As such they should have priority of access to nearby washing facilities 
and water supply. They should also be on the priority contact list, after the works, 
for checks on health.  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