http://productionbuddy.royalholloway.ac.uk/

‘Production Buddy’ Risk Assessment System

Registration

Before using the system, you will need to register. In your browser, go to
http://productionbuddy.royalholloway.ac.uk/ and click the ‘register’ link at the bottom of the Login
panel. Fill out the boxes with your own information. The Username must be unique (you can use
your college username if you wish) and your password must contain at least 8 characters. The email
address you supply must be valid and you must be able to access it, so please check it before you hit
the Register button.

ROYAL
HOLLOWAY

Media Arts

First Name johnny
Last Mame stydent
Uszername zkwfoo?
Phone No. 07887787778
Emaill jghnny.student.2016@live.rl
ID Card No. [{7ea7787

Confirm PW

Role | student T

5Staff registrations must be confirmed by an admin

Register

The system will send you and email to confirm that your email is working. When you receive the
email, click the confirmation link, otherwise you will not be able to log in. Please note, some email
services tend to reject emails from this app so, if you do not receive a confirmation email, please
email n.smith@rhul.ac.uk, using the email address you registered with, to be manually confirmed.
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Logging in

ROYAL

HOLLOWAY

Media Arts
Production Buddy

Zlkwfoo2

Login

register forgotten password
Egisle OrE0IIen Passwore

Using the username and password you set up whilst registering, you can now log in to the system. If
you forget your password, you can hit the “forgotten password’ link and it will email you a reset link.

Control Panel

Once logged in, you will see your control panel; from here, you can create a New Production
(including Risk Assessments and Recces etc.), edit your profile, see any forms that you have archived,
contact a course convenor or report a problem. You can see a list of all of your active productions in
the second panel.

Media Arts - Production Buddy

Johnny Student (student)  Logout

- nofarmsyet
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Each production will contain at least one Risk Assessment and there are buttons next to the

Production name to Edit the Production, Add a New Risk Assessments, Add a Recce and Upload an
Attachment.

You will also see a Submit button next to a production once it is ready for submission.

Creating a Production

To create a new Production, click the appropriate link in the left panel. You should now fill out the
details about the production, including the course unit that it is for, the name of the production, and

a list of the locations that you will be filming at. Be aware that you will have to complete a Risk
Assessment for each Location you add.

If you are making a Personal Production, you can select a member of the Practice academic staff to
send the Risk Assessment etc. to, otherwise the Staff Member box will be automatically filled out
with the course convenor of the course unit you select.

Mame Johnny Student
07887787778
johnny.student.2016@live.rhul.ac.uk
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Finding Space

Pleasze list all locations you will be using, you will need to complete a Risk Assessment for each.

tion (Crosslands bar, Founders building

Add Location

If you add a new Location box and then decide you don’t want it any more, hit the delete button
next to it, otherwise the system will not let you continue if you have empty locations.

Adding a Risk Assessment

When you first create a production, it moves straight into creating your first Risk Assessment (the
process is the same, though, if you add a new Risk Assessment later)

on | Crosslands bar, Founders ¥ Crew Member's Name
n: | On Campus v Jenny Student

Select the equipment you wish to use on th
note that this is Just to help check that your
ds that the equipment itsel

e

Add another Crew member @ 2d and zgree to the
Actors/C er age @ on from these
Al Actor

8illy Actor e

filling out a full RA.

our shoot will not be permitted to go ahead. Using
this method as a short cut to get around filling out a full RA will
result i

Add an actor/contributor @

on screen and what they
environment too.

ciplinary action against you
. 1 agree that 1 will abide by the conditions set out and will
Qther Grip Equipment stop shooting and complete a full Risk Assessment should
Filming two people having a conversation over any changes happen:

coffee. One will stand up and storm out. knocking

over a chair on the way.

Next >
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Select one of the locations that you have added or choose All if you wish to complete one Risk
Assessment for the entire shoot — be aware that if you choose this option, you will have to complete
ALL risks associated with EVERY location you have entered. While this may seem the easiest route,
you have to be thorough and your form may get rejected if you miss one item, slowing down the
entire process.

Fill out the rest of the information on this page to the best of your ability. When filling out the
actor/contributor section, if they are children or young adults, you will need to read the
Department’s ‘Working with Children’ policy at:
https://www.royalholloway.ac.uk/mediaarts/documents/pdf/working-with-children-policy-final-

2016-17.pdf

If they fall within this bracket, you MUST tick the ‘Under age’ box next to their name.

When you are ready, click Next to take you to the actual Risk Assessment page. Select all of the risks
that may apply to your shoot. Each risk selected will open a new panel for you to detail the risks
involved, who will be at risk, what the likelihood of this happening is, how severe the injury would be
if it did happen and, finally, what control measures you will take to prevent this from happening.

Please do not skim over this and only write the bare minimum, the safety of the people around you
on your shoot is your responsibility. Although everyone on location has a responsibility to the safety
of others, this is the document that everyone should adhere to, so it should cover everything that
may reasonably be expected to happen.

Who is at risk? Who is at risk? Who is at risk?
Seleckapyyisks thatiyoufeslacerelevant toyourshook Crew  Cast|| Others Crew |Cast | Others Crew Cast Others
Injury while lifting and carrying How might they be harmed? How might they be harmed? How might they be harmed?
slipping o tripping Camera box is heavy, so if ifted incorrectly, it People could trip over equipment boxes, tripod In the event of a fire/similar emergency, if exits
Causing 3 public transport incident could hurt someone's back egs or chair legs are blocked, people could be seriously harmed
Accidents occurring while driving r p y
Exposure to electrical hazards What is the likelihood of this happening? What is the likelihood of this happening? What is the likelihood of this happening?
Accidents during any roadside working [ ® e C O -, 0w
Fire hazards What is the severity of injury if this happened? What is the severity of injury if this happened? What is the severity of injury if this happened?
Exposure to adverse weather conditions ® - () - O )

Dangerous terrain - N
Control Measures you will implement Control Measures you will implement Control Measures you w

implement
Potential to obstruct emergency exits R > T =
Ensure box s lifted and carried correctly, with two Ensure all boxes etc. are placed against walls, out Ensure all emergency exit routes are clear an
Potential to obstruct passageways people if necessary of the pathway of others, Care should be taken unobstructed by anything. including items not
Falling from height around othar trip hazards belonging to cast or craw
5 5 g

Set, or equipment tappling onto persons

Using ladders, steps and oth s equipment

Objects falling onto work area from above

Dropping objects onto people below work area

Night working, dim lighting, etc

Trapping or burning hands

Who is at risi
Crew Cast Others Crew | Cast | Others

Exposure to excessive sound levels

Warking in or near water
How might they be harmed? How might they be har

working alone .
If a glass/cup is broken during the 'storming out' Hot drinks could cause scolds if not handled

[orkinsinfaiptbllcpace scene, it could cause someone to be cut safely
Working with ¢hildren and young persons
Risk of personal assault or abuse 4 4
e O S B ETEE What is the ikelinood of ths happening? What i the ikelinood of this happening?
Contactwith harmful plants (I vy Lo (I sy Low
Broken glass and other sharp objects What \S(jE . of injury if this happened? Wit i3 severiy of injury if this happened?
Exposure to harmful gasses, vapours, etc L] Medium ) Low
Exposure to harmful fluids Control Measures you will implement Control Measures you will implement
apons Use plastic ‘glasses’ and paper cups. If any broken Use cold drinks only

glass etc, is found in the vidinity, ensure itis

£ SIMOANE clezred away safely

(1 icles 4 A
Scel ged conflicts
Scel mobile grip equipment

Other hazards not identified above (please specify)

Next >
Once you have completed all of the panels, click Next to take you to the Summary page.

Work Method Statements

If you added any risks that require a Work Method Statement, you will be taken to a page with extra
information to fill out. Please take your time to consider the answers to these questions as this
section only shows up for risks that are considered beyond the normal, everyday risks.
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Work Method Statement for Scenes involving weapons

Describe the hazardous action or situation, stating what options have been considered and
eliminated (please upload a storyboard for any directed sequence)
One of the actors picks up a steak knife and waves it at the other in anger. We
considered removing the scene but felt it was necessary to show her state of mind
and his lack of reaction.

P
Describe the physical environment where you are filming the sequence (please upload a floor
plan if possible)
Cafe environment, area will be roped off from general public. Tables and chairs
around the area.

What props and equipment do you intend to use?
Steak knife (blunted)

P
Describe any specialist training that is reguired by the actors, performers or anyone operating
props or specialist equipment (please upload a scan/photo of any training certification and
their current public liability and other relevant insurance cover)
none

p
State what instructions will be given to anyone involved or potentially affected by the sequence
Only use the knife that has been specially blunted for the scene; be careful when

waving around not to get too close to other actor and/er crew members
Place warning signs around exterior areas so passers-by are not alarmed and
inform campus security in case they get calls from concerned passers-by,

Whao is responsible for supervising the sequence?
Johnny Student
Describe the sequence of tasks required in order to film the action

Figure out limits of movement -
Rehearse with plastic replacement I
Clear the area of anyone not deemed necessary -
Shoot the scene L
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Summary

The final page in the Risk Assessment is the summary, which will show all of the answers you gave. In
the red panel, there is the legal agreement. Please read this! If you agree to the terms, tick the box
and hit Save Form. This will mark it as ready to be submitted (though there are a couple of other
things you may want to do first). If there is a problem at this point, don’t click Save Form, just hit the
Home button (top left). The form will still be saved but as a Draft.

You can click on the Risk Assessment later in the Control Panel to complete/adjust the form before
marking it Ready for submission.

By sending this form to your course tutor, you are
Title: Finding Space effectively signing the following declaration:

Tue Sep 052017
Tue Sep 052017
enny Student - 07888777777
) Ali Actor
Billy Actor
Camera
Tripod
Boom Micraphone

I hereby state that | have been trained by the Department of Media Arts in lacation
safety risk assessment and take full responsibility for implementing appropriate
safety precautions for this recording, as described in this form, which is to the best
of my knowledge accurate and complete. | have also obtained the necessary
permissions to record s set out above and can provide written evidence on
demand. Furthermore, if the actual safety risks are found to be higher than
expected, | will suspend all recording activity and seek instruction from my course
tutor.”

om:
To:

tion: Filming two peaple having a conversation over
coffee. One will stand up and storm out Your course tutor will consider your form and either reject the form, giving reasons,
knocking over a chair on the way. which you can then alter and re-submit, or approve the form, which will then be

tion: Crosslands bar, Founders building sentto the Location Store (CC'd to you). Once your form has been approved, you

can then contact the Location Store to book out the equipment you reguire.
Once your form s approved, you must ensure that any significant safety risks, and

ed: Crew
ed: Camera box is heavy, so iflifted incorrectly, it
could hurt someone's back

Low

Ensure box i lifted and carried correctly, with
two people if necessary

ed: Cast Crew

ed: Peaple could trip over equipment boxes,
ripod legs or chair legs

Low

Low

Ensure all boxes etc. are placed against walls,

their associated control measures, are effectively communicated to anyone that
may be affected by them

You must keep a copy of this form (the email you receive will contain a summary)
and be prepared to show or send copies to interested parties, such as location
contacts, local authorities, police officers, Royal Holloway staff, HSE officals, etc., as
required.

In the event of injury or serious iliness occurring during the filming work, call the
following numbers:

For potentially [ife-threatening emergencies call 999. When you need medical help
fast but it's not an emergency, call 111,

If the person suffering is a student and they are unable to contact their next of kin,
call the College Security Services (2ahr service) on 01784 443063 and supply details
50 that these may be conveyed by the College,

All accidents and incidents with potential to cause injury must be reported as soon
as possible to the Department Office and an Accident/incident Report Form
completed.

If you are contacted by the press or media in relation to the incident, you should

not answer questions but refer enquiries to the College Press Office on 01784

out of the pathway of others. Care should be
443967,

taken around other trip hazards

¥l Please tick this box to state that you agree to the terms and cenditions
Pots ncy exits outlined on this page

Cast Crew Others
H d e he event of a fire/similar emergency, if exits
locked, people could be seriously harmed

k: Ensure all emergency exit routes are clear an
unobstructad by anything, including items not
belonging to cast or crew

ed: Cast Crew Others

G If aglass/cup is broken during the 'storming

out' scene, it could cause someone to be cut

Very Low

Medium

Use plasticglasses’ and paper cups. If any
broken glass etc. is found in the vicinity,
ensureitis cleared away safely

ed: Cast Crew

ed: Hot drinks could cause scolds if not handled
=
Low

e Use cold drinks only

Save form

Back in the Control Panel, you will see your new production in the panel on the right; if you expand
it, you will see the Risk Assessment for your first location.

.« Finding Space (Started) @ B ¥ % Submit
|§|C*-:-55 ands bar, Founders building (Ready)

Click on the Location marker next to the Production name to create a Recce for this location. A Recce
is important to show that you or someone on your team has visited the location and carried out
basic checks and observations which will help to plan your shoot in advance. If you do not complete
a Recce, your Course Convenor may reject your forms until one has been carried out.
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Recce
Firstly, select the location from the dropdown, then add as much detail as you can. If any sections
are not applicable, just put n/a in the box.

on: | Crosslands bar, Founders building ¥

ess Founders Building
RHUL
Egham
surrey 4

IF any of the boxes below are not applicable to your shoot, please just enter ‘n/a’

Joe Qfficeperson

(Estate Manager)

ext. 333

oe.officeperson@rhulacuk y
e Tue Sep 052017

e Tue Sep 052017

Bus stop on campus

amp access throughout

ned [nja v

g Some college members (staff, students)

1) Food/drink on site. Lavatories close by

Sound recording issues  Cafe environment, so noise from other patrons

ssues Well it area

es  Exit to main Founders entrance, exit to North quad and exit to rear of Crosslands

it Assembly point X

pointBilly Firemarshall
ed  via emai|

Add Attachment
Emergency Care

In the event of injury or serious illness occurring during the filming work, call the following numbers:

« For potentially life-threatening emergencies call 999
*+ When you need medical help fast but it's not a 999 emergency. call 111

I the person suffering is a student and they are unable to contact their next of kin, call the College Security Services (24hr service) on 01784 43063 and supply details so that these may be conveyed by the College.
All accidents and incidents with potential to cause injury must be reported as soon a5 possible to the Department Office and an Accident/incident Report Form completed.

If you are contacted by the press or media in relation to the incident. you should not answer questians but refer enquiries to the College Press Office on 01784 443967.

Submit

At the end of the form is a button to allow you to add attachments to the production, including
PDFs, JPGs or PNGs. Things like floor plans, maps, photos of the area, letters of permission etc. are
useful for your Course Convenor to be able to visualise your location. You can also do this later, by
clicking the paperclip icon next to the production name in the Control Panel.

Editing your Production
Clicking the small clapperboard icon next to the Production allows you to edit the production details,
including changing the course unit, title of the production and adding new locations.

Adding more Risk Assessments

To add another Risk Assessment, you do not need to create a new production, you should add a new
Risk Assessment to the same production. Then just click the Add Risk Assessment button and it will
allow you to pick any of the locations associated with that production.

7
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Submitting your Production

Once you are happy that you have filled out the forms to the best of your ability, you should click the
Submit button next to the production name. This will mark all of your completed forms as submitted
(and now unchangeable) and email the Course Convenor for them to check.

Once they have checked your forms, your Course Convenor will, hopefully, mark them as Accepted,
in which case you will be emailed to let you know and an email will be sent to the Equipment store,
notifying them, so you can then go and book equipment for this shoot.

If there is a problem with your forms, your Course Convenor will Reject the form and you will receive
an email, notifying you of that, with a copy of their comments. In this case, click on the form(s) that
are marked as rejected (in red) and make any changes necessary, before saving it as Ready and re-
submitting. You can also add a note for your Course Convenor if you feel the need.

Once a form has been agreed, you will see a new icon next to it, allowing you to create a PDF version
of the form. You can then save that and send the PDF to any contacts that may require a copy (e.g.
the crew and location owners etc.)

Adding new Risk Assessments

If you need to add a new Risk Assessment (e.g. a new location or a change in circumstances) you can
click the Add risk Assessment button next to the Production name, even for an already accepted
production. Just remember to submit it after creating it.

Archiving

Any Risk Assessment forms that you do not want to submit or that have been rejected and you have
decided to start again (for example), you can archive. This cleans up your production by removing
them from the list. You can archive a Risk Assessment in two ways — either by clicking on the Archive
this Form icon next to the form or, when editing the form, by clicking on the big red trashcan item in
the top left.

Archives

To view the forms in the Archive, click on the Archived Forms option in your control panel, then click
on the form you wish to see/retrieve. In the top left, you will now see a Recycle button. Click that to
retrieve the form back into the production.

Contacting Staff
If you want to contact a Course Convenor, you can send them a message through the appropriate
option in your control panel. It will send them an email.

Reporting a problem

If you find something that doesn’t work or an error message pops up, please let us know by using
the Report a problem link in the control panel. If you can explain what you were doing when the
problem occurred, what the message (if any) was and, importantly, what time it happened, we can
look into it.



