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Creating Community 
Through Theatre 

SAVVY Theatre aims to break down barriers to 
participation in the arts by providing support and 
programmes for some of the most vulnerable people in 
the local community, specifically (but not exclusively) in 
the London borough of Croydon.   

This includes (but is not exclusive to), people (including young 
people and children) with disabilities, mental health issues, at-
risk of isolation and exclusion and those living in poverty.  We 
will engage with hard-to-reach groups through outreach and 
community programmes, working in partnership with local 
schools, centres and groups, and providing low cost and free 
tickets to our shows and events. 

These policies were originally established on behalf of SAVVY 
Theatre Company by Sheree Vickers, 17th August 2007.   

This latest revision was completed on 31st July 2018. 

Copies of this document will be made available to all employed 
facilitators (paid or voluntary), group members of SAVVY 
Theatre Company and their parent/carers upon request. 



Recruitment & 
Disclosure 
Any individual engaged by SAVVY Theatre Company to work 
with, or have unsupervised contact with children, young people 
or vulnerable adults will be subjected to all reasonable vetting.  
This will include undertaking an enhanced DBS check and 
providing the names of two references, one of which must be 
from a professional organisation.  For longer residencies, there 
will be a trial period, not exceeding 3 months.  During this trial 
period, the children, young people and vulnerable adults 
involved with SAVVY will be consulted on this individual’s 
suitability.  These responses will be made in confidence and not 
disclosed to the individual being engaged. 

All staff (including volunteers) will be required to adhere to our 
Code of Conduct 

Equal Opportunities 
SAVVY Theatre Company is an inclusive company and is 
committed to making its projects accessible to all without 
discrimination towards race or ability.   

SAVVY will endeavour to employ people who can better 
accommodate children and young people with additional needs 
and are actively working to ensure its workforce is reflective of 
its inclusive ethos. 

If anyone (staff, volunteer, child, young person or vulnerable 
adult) feels discriminated against, they should follow the 
complaints procedure below. 



Complaints & 
Whistleblowing 
SAVVY takes all complaints seriously 
and assures all members, employed 
staff, work experience placements and 
volunteers that it will fully support and 
protect anyone who in good faith 
reports concerns regarding a 
colleague's behaviour towards a child, 
young person or vulnerable adult.  Any 
concerns may be shared in confidence 
with the company’s Child Protection 
Officer or where this is not possible, or it 
is inappropriate to speak with them, 
contact can be made to a number of 
relevant local agencies, who’s details are 
included in our Safeguarding Policy. 

Should any SAVVY Staff member (paid 
or voluntary) have an accusation made 
against them, they may be suspended 
from duties until further investigation has 
taken place.  In the event they continue 
in their duties, they may do so under 
supervision.  They will also be advised 
to seek independent legal support.  

Should they be suspended from duties, 
they will only be able to return to SAVVY 
once the legal proceedings have taken 
place and/or any they have been 
cleared of any accusation. 

Any accusations made against a 
member of staff (paid or voluntary) in 
regards to behaviour** towards another 
member of staff (paid or voluntary), will 
be dealt with in confidence, and the 
procedural guidelines followed will be 
that of Inappropriate Behaviour as 
outlined in our Code of Conduct. 

** This can include (but is not exclusive 
to), verbal language, inappropriate 
sexual references, physical intimidation, 
after-hours or online harassment and so 
forth. 

We also take all complaints from the 
general public seriously with 
regards to the behaviour of our staff 
and volunteers (in relation to their 
employment at SAVVY and any 
behaviour outside of work that may 
have an impact on the reputation of 
the company).   



Health, Safety, 
Accident & Injury 
It is the responsibility of those undertaking projects with 
SAVVY Theatre Company and of all parent/carers to 
ensure SAVVY is fully informed of any health issues or 
additional needs they or their child/young person/
vulnerable adult may have.   

All reasonable precautions will be taken, including 
informing members of fire drill procedures and where 
necessary, additional risk assessments will be carried out 
for projects undertaken by SAVVY outside of the regular 
rehearsal sessions.   

In situations where parents or carers are not present, 
SAVVY Theatre Company will hold health, accident and 
emergency contact forms for children, young people and 
vulnerable adults. 

It is the policy of SAVVY Theatre Company to provide, as 
far as is reasonably practicable, safe and healthy working 
conditions for employees and volunteers.  

SAVVY Theatre Company aims to ensure any work 
undertaken by the organisation does not adversely affect 
the health and safety of other persons.  

SAVVY Theatre Company also aims to provide a safe 
and healthy environment for participants, audience 
members, and anyone visiting its premises. 



The aims and objectives of the policy 
are: 

• To promote and maintain standards of 
safety, health and welfare that comply 
fully with the Health & Safety at Work 
Act, 1974, other relevant legislation 
and codes of practice.  

• To protect employees, volunteers, 
participants and others, including the 
public from foreseeable hazards.  

• To provide all employees & volunteers 
with the necessary information, 
instruction, training and supervision 
needed to ensure that safe working 
practices are adhered to and safety 
awareness is developed.  

• To ensure that employees, volunteers 
& participants are aware of their 
responsibilities to take care of 
themselves and others.  

• To encourage consultation and 
cooperation between employees, 
volunteers, participants and 
management on any aspect of health 
and safety.  

• To regulate any risk created by work 
operations and where necessary 
consult with outside bodies in order to 
maintain a safe working environment.  

Responsibilities 

The Artistic Director has ultimate 
responsibility for health and safety and 
with support from the Trustees and 
Board of Directors will: 

• Periodically review the implementation 
of the policy 

• Be aware of any new legislation, 
codes of practice and other matters 
affecting health and safety 

• Identify training needs in relation to 
areas of Health & Safety  

• Review risk assessments for ongoing 
groups every 6 months, and complete 
new ones whenever working 
conditions change  



• Communicate the Health & Safety Policy to all relevant 
people  

• Delegate the day to day running of the Health and Safety 
Programme within the organisation  

• Receive and action all reports, verbal and written, regarding 
health and safety issues  

• Arrange adequate training programmes in relation to health 
and safety  

Employees, Volunteers & Participants should: 

• Observe all safety rules at all times  

• Wear appropriate safety equipment when required  

• Must not interfere with anything provided to safeguard their 
health & safety  

• Report all accidents, damage and dangerous occurrences 
to either the Artistic Director, Associate Director or a 
member of staff  

• Follow Codes of Conduct and take reasonable care of 
themselves and others who may be affected by their actions  

First Aid 

SAVVY Theatre Company ensures that First Aid training is 
made available for regular staff and volunteer.  SAVVY has its 
own First Aid Kit available at all events and ensures it is 
familiar with any additional first aid boxes and procedures in 
the venues it hires.  Our designated First Aiders are 
responsible for: 

• Administering First Aid to injured employees, volunteers & 
participants  

• Ensuring all accidents are recorded 

• Ensuring that all medical equipment and facilities are 
adequate  



Accident Reporting 

A record of all accidents, however minor, should be entered 
in the accident book. The Accident Book is kept with the First 
Aid Kit and maintained by the Artistic Director. 

All injuries should be reported immediately in order that 
repeat accidents can be prevented.  Any ‘Near Miss’ 
accidents should be reported to staff on duty, immediately so 
that preventative measures can be taken. 

Use of Electrical Equipment 

All users of theatre lighting, sound equipment and other 
electrical items must only be done by trained staff and under 
supervision by qualified personnel. 

Ladders 
Any child, young person, vulnerable adult or staff member 
involved in a SAVVY event should not use ladders.  Only 
trained theatre staff will be required to use ladders and no 
one will be expected to work at height. 

Activities with Young People 

• All workshop facilitators and staff are responsible for leaving 
the workshop space clear of furniture at the end of every 
session. Chairs should be safely stacked and fire exits must 
be left clear of any obstructions 

• Staff must ensure that fire exits remain clear during 
sessions when furniture may be moved around 

• Whilst the organisation recognises that the nature of 
performing arts involves physical activity, young people 
must be given the option to sit out of activities where they 
feel unsafe  



• Staff and volunteers should consider the appropriateness 
of the activities to the age, ability and experience of the 
people they are working with in relation to health and safety 
issues  

• Young people should be regularly reminded of their 
contribution to the health and safety of themselves and 
others. Disciplinary action will be taken when individuals 
disregard health and safety rules  

• The Artistic Director is responsible for considering health 
and safety issues in the design, construction and use of a 
set for performance projects  

• Workshop facilitators, staff and volunteers should familiarise 
themselves with fire procedures and consider all health and 
safety issues when working at outreach venues  

Fire 

SAVVY Theatre Company will make every effort to reduce 
both the likelihood of fire and severity of fire, and 
consequently asks employees, volunteers and participants to 
be vigilant and report anything that could be hazardous.   

For regular workshop sessions, fire drills will take place on the 
first session of each new term.  Workshop leaders should 
ensure anyone who misses the first session, or joins later in 
the term, is given a safety briefing the first time they attend.   

Fire Evacuation Procedure if you discover a fire: 

• raise the alarm 
• do not attempt to put out the fire  



Fire Evacuation Procedure if you hear the fire alarm      

• leave the premises by the nearest available exit 

• ensure you gather at the evacuation point 

• sign in with the facilitator/director in charge at the assembly 
point – the disabled area of the car park - who will check 
the register  

Fire Evacuation Procedures for Performances 

Prior to the performance commencing, instructions will be 
given to: 

• All Front of House Staff 

• All Members of the cast 

• All Stage Staff and Technical Crew 

• A designated member of the front of house team will act as 
‘Fire Marshall’. And will help enforce the evacuation plan. 
The designated ‘Fire Marshall’ shall remain in the foyer 
throughout the performance – and should not undertake 
any other duties that would obstruct their duties should an 
evacuation become necessary. 

NO ONE IS TO RETURN TO THE BUILDING UNTIL YOU 
ARE TOLD IT IS SAFE TO DO SO BY EITHER A 
FIREFIGHTER OR A MEMBER OF SAVVY THEATRE 
STAFF 

ENVIRONMENTAL 
POLICY 
SAVVY is committed to providing a quality service in a 
manner that ensures a safe and healthy workplace for 
our employees and minimises our potential impact on 
the environment. 

We are a member of the Community Scrap Scheme, allowing 
all prop and set making to be done using recycled materials. 
Most costume items are re-used for multiple projects. 

Where possible printing is done double-sided and paper used 
(and bought) is recycled. 

We do not own any vehicles and where possible, outreach 
trips are arranged using public transport.



In addition we will: 

• endeavour to work with other companies who support and 
pursue environmentally-friendly policies 

• promote environmental awareness among our employees and 
encourage them to work in an environmentally responsible 
manner 

• train, educate and inform our participants and staff about 
environmental issues that may affect their work  

• avoid unnecessary use of hazardous materials and products, 
seek substitutions when feasible, and take all reasonable 
steps to protect human health and the environment when 
such materials must be used, stored and disposed of  

• strive to continually improve our environmental performance 
and minimise the social impact and damage of activities by 
periodically reviewing our environmental policy in light of our 
current and planned future activities. 

CONFLICT OF 
INTEREST POLICY 
All staff, volunteers, and management committee 
members of SAVVY Theatre Company will strive to avoid 
any conflict of interest between the interests of the 
company on the one hand, and personal, professional, 
and business interests on the other.  

This includes avoiding actual conflicts of interest as well as the 
perception of conflicts of interest. 

The purposes of this policy is to protect the integrity of SAVVY 
Theatre’s decision-making process, to enable funders and 
partner organisations to have confidence in our integrity, and to 
protect the integrity and reputation of volunteers, staff and 
members.  

Examples of conflicts of interest could include: 

• A director who is also a member of an ongoing group who 
must decide whether fees should be increased. 

• A director who is related to a member of staff and there is 
decision to be taken on staff pay and/or conditions. 

• A director or member who is also on the committee of another 
organisation that is competing for the same funding. 

• A director or member who has shares in a business that may 
be awarded a contract to do work or provide services for 
SAVVY. 



Upon appointment, each company director will make a 
full disclosure of interests, such as relationships, and 
posts held, that could potentially result in a conflict of 
interest.  This disclosure will be recorded (either written, 
scribed or audio) and kept on file and will be updated as 
appropriate.  

In the course of meetings or activities, directors and/or 
members will disclose any interests in a transaction or 
decision where there may be a conflict between the 
organisations best interests and the committee members 
best interests or a conflict between the best interests of 
two organisations that the committee member is 
involved with.  

After disclosure, the committee member may be asked 
to leave the room for the discussion and may not be able 
to take part in the decision depending on the judgement 
of the other committee members present at the time. 

Any such disclosure and the subsequent actions taken 
will be noted in the minutes.  

This policy is meant to supplement good judgment, 
and staff, volunteers and management committee 
members should respect its spirit as well as its 
wording.  



CREATING COMMUNITY THROUGH THEATRE 

This policy will be reviewed by SAVVY Theatre Company 
every 2 years, or earlier if there are changes to legislation or 

an incident relating to these policies. 

Copies of this document are made available to all employed 
facilitators (paid or voluntary), group members of SAVVY 
Theatre Company and their parent/carers via our website 

and on request.  

Any questions or concerns regarding this policy should be 
forwarded to: 

SAVVY Theatre Company 
Fairfield Halls 

Park Lane, Croydon, CR9 1DG 

Charity Number: 1179492 
Company Number: 6357764 

www.savvytheatre.co.uk  


