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GENERAL PROGRAM INFORMATION 

FACULTY AND STAFF 

DR. ROGER BYRNE, Dean of Cook-Cole College of Arts and Sciences, 434.395.2054, 
byrnera@longwood.edu  

DR. WADE EDWARDS, Associate Dean of Cook-Cole College of Arts and Sciences, Rotunda 104, 
434.395.2205, edwardswa@longwood.edu  

KELLY NELSON, Chair of Theatre, Art, Graphic and Animation Design Department, Professor, 
Graphic Design, Bedford 102C/210, 434.395.2295, nelsonkm@longwood.edu   

DR. RONDA SCARROW, Theatre Program Coordinator, Theatre Education Program Coordinator, 
Assistant Professor of Theatre Education, CSTAC 319, 434.395.2761, scarrowrl@longwood.edu 

ANDY CAMBELL, Assistant Professor of Theatre, Technical Director, CSTAC 121, 434.395.2250, 
cambella@longwood.edu 

SCOTT CHAPMAN, Associate Professor of Theatre, Scenic and Lighting Design, CSTAC 321, 
434.395.2762, chapmansc2@longwood.edu 

LESLIE COOK-DAY, Associate Professor of Theatre, Costume Design, Costume Shop Manager, 
CSTAC 323, 434.395.2470, cookdaylk@longwood.edu 

BRUCE SPEAS, Associate Professor of Theatre, Theatre History and Directing, CSTAC 325, 
434.395.2761, speasbo@longwood.edu 

CHRISTOPHER BROCHON, Public Relations and Marketing Specialist/Box Office Manager, CSTAC 
Box Office, 434.395.2474, brochoncr@longwood.edu 

LINDA OVERSTREET, Administrative Assistant, Bedford 102A, 434.395.4964, 
overstreetlg@longwood.edu  

OTHER CONTACT INFORMATION 

CAMPUS POLICE – 434.395.2091 
COUNSELING AND PSYCHOLOGICAL SERVICES (CAPS) – 434.395.2409, 
longwoodCAPS@longwood.edu 
SOUTHSIDE COMMUNITY HOSPITAL – 800 Oak St., Farmville VA, 434.392.8811 
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REGISTRAR – 434.395.2580, registrar@longwood.edu 
BOX OFFICE – 434.395.2474, boxoffice@longwood.edu  
FAX NUMBER – 434.395.2680 
SCENE SHOP – 434.395.2644 
 
 
 
 
THEATRE ADDRESS (#49 below) 
Northeast corner of Franklin and Race streets 
 

 

Map Key 

49 – Communication Studies and Theatre Arts Centers (CSTAC) 
43 – Health and Fitness Center 
38 – Willet Hall 
37 – Hull Education Center 
36 – Bedford Hall (Art, Graphic and Animation Design) 
35 – Wygal Hall (Music) 
34 – Greenwood Library 
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FACILITIES 

Space Access 

The facility is open to students during general business hours. Entry into various classrooms, 
studios, shops, and storage rooms may be obtained by speaking to one of the faculty members 
of the Theatre program. No after hour access or weekend access is permitted unless previously 
arranged (such as for rehearsals and strike). Any project work that requires the scene shop or 
the costume shop will need to be scheduled during normal business hours and have faculty 
approval. 

Stage Management for the Mainstage and Lab productions will be granted special ID card 
access that will unlock the main building doors only. The request must be submitted to the 
Technical Director. Special arrangements for props and costume storage will have to be made 
prior to usage. Use of the photocopier (all of which must be approved) will also need to be 
accomplished during regular office hours. 

Reservation of Space 

All space reservations must be coordinated through Professor Campbell.  

Cleaning 

You must take responsibility in ensuring that our facility is maintained and kept clean. If you 
come across a mess in a room, take initiative and clean it up. Areas that will need extra care are 
the greenroom, the Mainstage Theatre, and the Lab. Any maintenance requests or issues with 
the building should be reported to Professor Campbell.  

 

TAGAD Department OFFICE (Bedford 102) 

The program office is typically open Monday-Friday, 8:00 am – 5:00 pm. The office suite houses 
the department administrative assistant/reception area, the office of the chair, and one 
location of theatre faculty mailboxes. It is a place of business and should be respected as such. 

The other faculty mailboxes are located in CSTAC 305. 
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GREEN ROOM CSTAC 115 

The Green Room serves as the program’s student lounge. Although the Green Room is primarily 
used by theatre students, please be advised that it is considered by the university to be a 
general student lounge: therefore, it is available for the use of any LU student. It is not a secure 
place – please protect your valuables. 

The cleanliness of the Green Room is the responsibility of the students. The faculty reserve the 
right to close the Green Room as a student lounge if it is not kept clean and orderly. Remember, 
it is NOT your private living room or bedroom. 

MAKE-UP & DRESSING ROOMS (CSTAC 1st floor) 

The Make-Up & Dressing Rooms contain well-lit mirrors and seating for actors and students to 
prepare for shows and/or attend pertinent classes. There are lockers for use of students during 
productions. There are separate dressing areas equipped with showers, sinks, and restrooms. 

The cleanliness of the Make-Up and Dressing Rooms are the responsibility of the students. The 
faculty reserve the right to close these spaces if they are not kept clean and orderly. 
Remember, they are NOT your private living room or bedroom. It is not a secure place – please 
protect your valuables. 

Please see Professor Cook-Day for a complete explanation of the Make-Up and Dressing Rooms 
Policies and Procedures, Appendix B. Performing Arts Safety Rules, and Appendix C. Costume 
Shop Safety Rules. 

MAINSTAGE THEATRE CSTAC 106 

The Mainstage is a 55' wide by 5' deep fully flexible "blackbox" theatre. Various seating 
configurations will yield a house of 75-125 seats. The space is luxuriously equipped with 
computerized lighting and a digital sound system. Upper catwalks serve as technical mezzanines 
and lighting storage. Handicapped seating is available. Students may reserve CSTAC 106 for 
rehearsal and project preparation by emailing Professor Campbell. Please note that scheduled 
classes and production needs take precedence over all other activities. The space should be 
returned to its original condition before leaving (i.e. put away rehearsal furniture, stack chairs, 
etc.). It is not a secure place – please protect your valuables. 

Please see Professor Campbell for a complete explanation of the Mainstage Policies and 
Procedures and refer to the Scene Shop and Stage Safety Rules. See Appendix B. Performing 
Arts Safety Rules and Appendix C. Shop and Stage Safety Rules.  
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THE LAB THEATRE CSTAC 101 

The Lab Theatre is a flexible blackbox performance space. It is a multipurpose space and is 
actively used. Students may reserve CSTAC 101 for rehearsals and project preparation by 
emailing Professor Campbell.  Please note that scheduled classes and various production needs 
take precedence over all other activities. The space should be returned to its original condition 
before leaving (i.e. put away rehearsal furniture, stack chairs, etc.). It is not a secure place – 
please protect your valuables. 

Please see Professor Campbell for a complete explanation of The Lab Theatre Policies and 
Procedures and Appendix D. Scene Shop and Stage Safety Rules. 

When working in the LAB you agree to abide by the Scene Shop and Stage Safety Rules. See 
Appendix D. Scene Shop and Stage Safety Rules. 

SCENE SHOP CSTAC 121 

The spacious and well-lit shop is equipped with the necessary tools and equipment needed to 
build a production. Many of the technical theatre courses will use this space for both projects 
and production work. It is not a secure place – please protect your valuables. The scene shop is 
a work environment and all safety rules must be followed at all times. 

Please see Professor Campbell for a complete explanation of the Scene Shop Policies and 
Procedures and refer to the Scene Shop and Stage Safety Rules. See Appendix D. Scene Shop 
and Stage Safety Rules. 

COMPUTER LAB CSTAC 202 

This lab is fully equipped with apple G5 computers and large screen monitors. The software 
package includes Final Cut, Adobe Suite and Vectorworks. Access to the lab will be granted to 
Theatre students on an as-needed basis. For access permission, see the Theatre Faculty.  

DRAFTING LAB CSTAC 302 

This space is equipped with traditional drafting tables with parallel rulers and a blueprint 
machine. A camera in the ceiling captures, enlarges and projects all the instructional activities 
shown on the instructors drafting station. This lab is primarily a classroom space and should be 
respected as such. Multiple classes may be using this space in any semester. It is not a secure 
place – please protect your valuables. 

COSTUME SHOP CSTAC 216 
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Costumes for the Mainstage productions are draped, cut and built in this shop. Students will be 
exposed to a professional work atmosphere complete with all needed tools and materials. The 
costume shop is a work environment and all safety rules must be followed at all times. 

Please see Professor Cook-Day for a complete explanation of Costume Shop Policies and 
Procedures and Appendix C. Costume Shop Safety Rules. 

CRAFT ROOM CSTAC 217 

Student project work can be constructed using modern sewing machines and equipment. An 
attached dye room provides a sink, washer and dryers and a dye vat. The craft room is a 
working environment and all safety rules must be followed at all times. 

Please see Professor Cook-Day for a complete explanation of Craft Room Policies and 
Procedures and Appendix C. Costume Shop Safety Rules. 

COSTUME STORAGE CSTAC 214 

This storage room contains a vast collection of past Longwood Theatre production costumes. In 
addition to this storage space, CSTAC 219 and 324 contain costume accessories. 

REHEARSAL STUDIO CSTAC 129 

This studio serves as an acting classroom and a movement studio.  Rehearsals for productions 
may also take place in this space. It is not a secure place – please protect your valuables. 

THEATRE LIBRARY CSTAC 304 

The Theatre Program has a library located on the 3rd floor of CSTAC in room 304. Students who 
wish to check out scripts of other resources may do so. Production meetings are held in this 
space, as are meetings by other programs. Before accessing the theatre library, check the 
calendar on the wall to ensure you are not disrupting a meeting. Questions concerning the 
library should be directed to the Theatre Program Coordinator. 

CALL BOARD  

The call board is series of bulletin boards located on the 1st floor of CSTAC in the hallway 
leading to the green room entry and the scene shop. The call board is used to post vital 
information concerning program activities, productions, internship and employment 
information, and Alpha Psi Omega (the National Honor Society for Theatre). Every major should 
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check the call board daily. Please do not post anything on the call board without permission 
from a faculty member. 

 

CALL BOARD AREAS 
LEFT CENTER RIGHT 

Mainstage Information Other Theatre Events Internships/Employment 
Opportunities 

Rehearsal Schedules, Cast Lists 

Program Proofs 

The Lab Theatre 

Alpha Psi Omega 

 

 

BOX OFFICE CSTAC 103 

The Box Office operates from the first floor of CSTAC during the hours of 2 p.m. to 6 p.m. on 
Tuesday-Friday and will be open one hour prior to show times to handle only that evening’s 
business. This office is a place of business and should be regarded as such. 
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Tori Wright, BFA Design & Technology, Class of 2021 
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STUDENT SERVICES 

PROGRAM MAJORS AND MINORS MEETINGS 

During the academic year, there will be multiple required program meetings. The meetings will 
typically be held in either the Lab Theatre (CSTAC 101) or the Mainstage (CSTAC 106) on 
Tuesday or Thursday from 3:30-5:00. There is an opening program meeting scheduled during 
the first two weeks of the fall semester and a closing program meeting scheduled during the 
last few weeks of the spring semester. Other meetings may be scheduled as needed. The 
purpose of these meetings is to provide the opportunity for faculty and students to discuss 
together any pertinent topics, to disseminate information, and to generally keep 
communication lines open and productive.  

Notification of upcoming majors/minors meetings will be sent to students’ Longwood e-mail 
addresses.  

 
WORK STUDY 
 
Several paid positions are available in the Theatre Program. Each position must be applied for 
at the beginning of the academic year. There will be a notice of work study positions sent to 
your Longwood e-mail accounts and announced at the first majors/minors meeting of the 
academic year. The application must be filled out and send to the appropriate supervisor by the 
announced deadline. Various hour allotments will be made based upon level of experience in 
the area of application. No student is automatically entitled to a position; the positions are 
equal opportunity. The position descriptions below are only a basic framework of your potential 
duties but is by no means exhaustive. 
 
Scene Shop: Duties may include 

• Construction of scenery 
• Maintenance of the Mainstage theatre, scene shop, and Lab theatre 
• Supervising students’ lab hours 
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• Other duties as assigned by Supervisor 
 

Electrics/Paint/Properties/Sound: Duties may include 
• Management and maintenance of the appropriate department 
• Assistance in hang and focus of events and/or productions 
• Supervising students’ lab hours 
• Other duties as assigned by Supervisor. 

 
Costume Shop: Duties may include 

• Constructing costumes 
• Managing the costume expense database 
• Maintenance and upkeep of costume shop and storage 
• Supervising students’ lab hours 
• Other duties as assigned by Supervisor 

 
Box Office: Duties may include 

• Selling tickets 
• Managing the box office 
• Publicity, marketing, and promotional responsibilities 
• Other duties as assigned by Supervisor.  

 
COUNSELING AND PSYCHOLOGICAL SERVICES (CAPS) 
 
CAPS offers confidential mental health programs and services to currently enrolled Longwood 
University students. Services include individual counseling, group counseling, crisis intervention, 
consultations, ADHD & Learning Disability Testing, outreach services, and Light Therapy for 
Seasonal Affective Disorder (SAD). The providers are Licensed Professional Counselors (LPC) and 
Licensed Psychologists who are dedicated to the personal growth and development of 
Longwood students.  
 
If you feel you need support from the CAPS team, please contact them at 
longwoodCAPS@longwood.edu. They are located in the Health and Fitness Center and their 
services are available to all students at no cost. They are available from 8:15 am-5:00 pm 
Monday-Friday. If you would like help making contact let one of your theatre faculty members 
know.  
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STUDENT SUGGESTIONS/COMPLAINTS PROCEDURE 
The Theatre Program follows the student suggestions/complaints procedure set forth by the 
university. Protocol for processing depends on the office name and type of complaint.  
In general, the following protocol should be followed: 
 

1. Contact the faculty member involved in the complaint. If, after conversation with 
the involved faculty, the complaint has not been resolved or an action-plan is not 
put into place- 

 
2. Contact the Theatre Program Coordinator. They will follow-up with the faculty 

member to determine an action-plan or a resolution. If, after an action-plan or 
resolution is met/not met and the student feels the issue is unresolved-  

 
3. Contact the faculty members’ department chair. If, after meeting with the 

department chair, the complaint is not resolved or an action-plan is not put into 
place- 

 
4. Contact the Dean of the College involved in the complaint. The Dean will then work 

with the student and involved parties to come to a resolution or implement an 
action-plan. 

 
In the occasion that a student fails to receive resolution the email address of 
sasuggestionscomplaints@longwood.edu can be used to formally submit a written complaint. 
Within 24 working hours, confirmation of receipt and assurance of routing to the appropriate 
office(s) for review and response can be expected. For information regarding specific 
suggestions/complaint procedures, see 
http://www.longwood.edu/studentaffairs/suggestionscomplaints/ 
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Em Miller, BA Generalist, Class of 2021 
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ACADEMIC POLICIES 

MISSION STATEMENT 

In the Theatre Program at Longwood University, you will work productively, creatively, and 
collaboratively in multiple disciplines through educational, professional, and production 
experiences. Through individualized mentorships with faculty, you will develop personal 
strengths and prepare your career plan. Upon graduation, you will be ready to enter the 
workforce as a theatre professional or educator, pursue advanced degrees, or utilize your 
highly transferable skills to seek other career opportunities. 

VISION STATEMENT 

The Longwood University Theatre Program will become regionally recognized by being on the 
forefront of inclusivity, innovation, interdisciplinary partnerships, and by the intellectual and 
creative accomplishments of its faculty, students, and staff. 

COURSE SYLLABI 

Instructors will provide students with a course syllabi within the first week of classes for every 
Theatre course. This syllabus will provide clearly stated course requirements, expectations, 
grading criteria, and establish course policies. The syllabus spells out what is expected of a 
student and of the instructor of that course. It is the student’s responsibility to resolve any 
questions about the course at the beginning of the semester.  

REGISTRATION AND ADVISING 

Each Theatre major will be assigned a full time faculty member in the appropriate area of 
theatre as their academic advisor. Individual advising sessions are held between the student 
and their advisor beginning a week prior to each semester’s registration period. Students are 
expected to schedule advising sessions with their advisors. A PIN number is required of each 
student who has less than 45 credit hours. We strongly encourage all students to be advised 
throughout their tenure at Longwood University to ensure that mistakes are avoided. Refusing 
to commit to the advising process could result in delayed graduation, missing required courses, 
and other detriments to your collegiate career.  
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Consult the current course schedule prior to your advising session. Use the course schedule to 
select your classes and have alternates ready. Bring this schedule to your advising session.  

The current course rotation is available here: http://www.longwood.edu/media/theatre/public-
site/Theatre-Course-Rotation-Fall-2018-to-Spring-2023.pdf 

Applications for Graduation should be filed with the registrar when students have earned 89 
credits. Failure to file places a hold on the student’s account, which prevents the student from 
registering for classes. This can compromise graduation. The hold is removed once the student 
files an Application for Graduation.  

SCHOLARSHIPS 

You can find scholarship information, dates and deadlines here: 
http://www.longwood.edu/scholarships 

The Theatre Program has a variety of scholarships for new and returning theatre majors. 
Monetary values of individual scholarships vary from year to year.  

Kilgore Scholarship (Fall Only) 
Criteria: 

• Incoming Freshman 
• Demonstrated financial need 
• Academic Performance (2.5 and higher GPA) 
• Active in high school theatre 

 

Nancy Anderson Haga Scholarship (Fall Only) 
Criteria 

• Incoming Freshman 
• Academic Performance (3.2 and higher GPA) 
• Active in high school theatre 
• Pursing a Bachelor of Arts of a Bachelor of Fine Arts in Theatre 
• Enrolled as a full-time Undergraduate student 

 

Jarman & Theatre Scholarships 
Criteria 

• Demonstrated financial need 
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• Active in at least one previous production at Longwood and received positive feedback 
from the faculty / Service to the program 

• Academic Performance (2.5 and higher GPA) 
Further questions regarding theatre scholarships should be directed to the Theatre Faculty. 
 
INTERNSHIPS 
All Theatre Generalists and BFA Performance and Design & Technology candidates are required 
to complete the THEA 492 Internship course. For specific information regarding internships, 
visit http://www.longwood.edu/theatre/internships.  
 
See also Appendix E. Theatre Internships. 
 
ACADEMIC HONESTY 
Academic honesty is expected of all theatre students and is taken seriously by the theatre 
faculty and staff. 
 
The Longwood University Honor System can be found here: 
http://www.longwood.edu/studentconduct/honor-code/ 
 
DISABILITY RESOURCES, MENTAL HEALTH RESOURCES, AND REPORTING OF 
CRIMES AND SEXUAL MISCONDUCT 
For information regarding these resources, please visit 
http://www.longwood.edu/academicaffairs/syllabus-statements 
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From Berlin to Broadway- Spring 2019 
Matthew Howard, BFA Performance, Class of 2021 

Brian Hobbs, BA Music, Class of 2023 
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PRODUCTION POLICIES 

This section of the student handbook is dedicated to assist you in understanding the production 
process. In addition, you will discover the responsibilities of each production position. The 
faculty, staff, and students adhere to the same production policies. Theatre is a collaborative 
art – we must all work together to create together through professionalism. 

The faculty is continually refining policy and discovering new procedures. Over the course of a 
student’s matriculation there will be many opportunities to experiment and grow artistically. 
We encourage all theatre students to offer suggestions that lead to a better understanding of 
the Longwood Theatre production process. All suggestions will be considered and potentially 
included in future revisions of this handbook. This is a living document that you can help to 
improve. 

ACADEMIC STANDING AND PRODUCTION PARTICIPATION POLICY 

Any student who falls under academic probation in any given semester cannot be cast or serve 
in design/technical positions beyond limited responsibilities of a running crew. Students are not 
permitted to take on any obligation that would be too time consuming. 
 
EXTRA-DEPARTMENTAL PRODUCTION POLICY 

BFA Performance and Design & Technology candidates wishing to participate in productions 
outside of the department must obtain permission from the theatre faculty. If you are enrolled 
in THEA 104 you are required to work on Longwood Theatre productions for the semester. 

PRODUCTION PARTICIPATION REQUIREMENT 

The production requirement is built into the program’s curriculum through the 1-credit course, 
THEA 104 Production/Performance. All majors are required to complete this course a certain 
number of times depending on their area of interest. Theatre Generalists, Performance 
candidates, and Design & Technology candidates must earn 6 credits. Theatre Education 
candidates must earn 5 credits. Completion of the required number of credits fulfills the 
production requirement. Specific requirements of the course are stated in the syllabus provided 
by the instructor each semester of enrollment in the course.  
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All BFA Performance candidates are required to audition for every Longwood Theatre 
production. Even if you are not enrolled in THEA 104, you are required to audition. 

All BFA Design & Technology candidates are required to work on every Longwood Theatre 
production. Even if you are not enrolled in THEA 104, you are required to serve in a 
design/tech/crew position on the production. 

Can I be involved if I am not in THEA 104?  
Yes. Contact the stage manager of the production for audition/tech-sign up information. 
  
THEATRICAL INTIMACY AND INSTRUCTIONAL TOUCH POLICY 

The theatre program adopts Best Practices in alignment with evolving industry best practices 
and standards for theatre training.  

Instructional Touch is any physical contact made between instructor and student. Instructional 
Touch best practices are also be encouraged between students. Examples of Instructional 
Touch include:  

• Adjusting alignment/positioning  
• Bringing awareness to physical use  
• Partnering for demonstrations  
• Correcting actor placement in space  
• Adjusting Personal Protective Equipment (PPE)  
• Costume Fittings 

Instructional Touch Best Practices  

• Ask before you touch 
o Be specific about the contact 

§ State aloud where 
§ State aloud for what purpose 

o Try open questions 
§ “Does that work for you?” 
§ “How would you feel about __________?” 
§ “Would you be open to _________?” 

o Be prepared for “no.” 
§ Offer alternatives 

• Visualization 
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• Demonstrating on yourself 
• Using their own hands 
• Using props 
• Careful Observation and note-taking 

• Establish Boundaries 
o Use a physical boundary establishment method such as The Boundary Practice 
o Integrate The Button 

§ In any exercise, a participant says “Button” if they need to briefly hold to 
clarify a boundary. 

§ When a participant calls “Button,” the participant offers a way to 
continue working that works for their boundaries. 

o Use Placeholders (such as palm-to-palm or high-five, etc.) when someone needs 
more time 

Please note: Instructional Touch is different from touch made in situations where the touch is 
made in an attempt to prevent or minimize injury in an emergency. In those situations, all 
participants should act immediately to reduce harm or risk in accordance with their safety 
training. Check-in afterward regarding touch if necessary. 

Theatrical Intimacy is the simulation of intimate physical acts for theatrical purposes. Examples 
of Theatrical Intimacy include: 

• Kissing 
• Embracing 
• Sexual Innuendo 
• Revealing Clothing 
• Nudity or partial nudity (including on-stage costume changes) 
• Simulated intercourse 

Theatrical Intimacy may also include heightened imaginative sexual or intimate circumstances 
for a character. 

Theatrical Intimacy Best Practices  

In addition to the Instructional Touch Best Practices, Theatrical Intimacy requires the following:  

• Practice a consent-based process  
o Use The Button.  

• Establish Boundaries  
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o Use the Boundary Practice exercise.  
o A third party such as Stage Management must always be present for the staging 

of intimacy.  
o Productions with Intimacy should have a no-cell phone policy in rehearsal and 

backstage for all members of the production.  
o If an Intimacy choreographer is being utilized for a production, directors and 

choreographers should never step in to stage intimate moments or have any 
physical contact with the actors during the staging or rehearsal process of 
intimacy with the intimacy choreographer.  

• Desexualize the Process 
o Use non-sexual language for staging the intimacy or discussing it with the actors.  
o If you need to talk about the character’s actions, use character names.  
o Refrain from making sexual jokes, innuendo, or comments.  
o Offer De-Role-ing (differentiating oneself from the character).  

• Choreography  
o All theatrical intimacy, regardless of how simple or straight-forward it might be, 

must be choreographed.  
o Choreography must be notated by performers and stage management.  

§ Notation should be written, but can also be in the form of an audio 
recording. Video recordings of intimacy should not be created under any 
circumstances for actor privacy.  

o Performers must not deviate from choreography.  
o If a performer’s boundaries change that alters the choreography, they should 

notify the instructor and/or choreographer as soon as possible so modifications 
can be made. 

o If an Intimacy Choreographer is being utilized in Production, Directors must 
discuss any changes to choreography with the choreographer and may not make 
changes themselves.  

o Placeholders should be used until choreography is set.  
o Placeholders may be used any time after choreography is set except during 

performances. 

Communication Best Practices 

In production, if you have a concern regarding theatrical intimacy or instructional touch, speak 
with a faculty member associated with the production (i.e.: Director, Choreographer, Voice 
Director, Assistant Production Manager/Stage Management Coordinator, Production Manager, 
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or Theatre Program Coordinator). In non-production coursework, address your concerns to the 
instructor or to the Theatre Program Coordinator. 

CONTRACTS 

Each position/role served in the production process has an associated contract. Contracts 
should be completed prior to the first day of work on the production.  

Visit http://www.longwood.edu/theatre/beyond-the-classroom/ for contracts. 

  

PRE-PRODUCTION PROCESS 

SEASON SELECTION 

Longwood Theatre produces 4 mainstage shows each academic year: 2 Fall Mainstage 
productions and 2 Spring Mainstage productions. Theatre faculty begin discussion regarding the 
following academic year’s season in the fall.  

When selecting a season, several factors are considered. These include but are not limited to 
the following: 

• Genre/Style 
• Education value and literary quality 
• Box office potential 
• Production calendar restrictions 
• Performance/Design challenges/opportunities 
• Student interest 

 
The faculty consider season ideas from the students and general public through an online 
submission form that can be found here: http://www.longwood.edu/theatre/about/season-
suggestions/ 

If any issue arises and the season needs to be altered, the faculty will meet to discuss and make 
any necessary changes. As soon as possible, the students will be notified of the change. 

DESIGN AND TECHNICAL THEATRE POLICIES 

In order to be considered for a position as a student designer or stage manager, the candidate 
should e-mail a letter of interest and a copy of their relevant theatre resume to Professor 
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Campbell for dissemination to the theatre faculty. Applications are reviewed in the order in 
which they are received. Verbal discussions are not considered binding agreements and 
interested parties must complete the submission process in order to be considered for a design 
or stage management position. 

The submission process is ongoing and applicants may apply as early as they would like for 
upcoming productions, provided those shows have been officially announced in the program. 
Applications will no longer be considered for a production once auditions have been held and 
tech sign-ups completed.  

Application materials must be submitted anew for each show and each position. Your 
application does not guarantee you will be selected. 

The following positions are typically available for Longwood Theatre productions: 
Stage Manager 
Assistant Stage Manager 
House Manager 
Publicity Crew 
Master Electrician 
Sound Designer 
Props Master 
Props Crew 
Stagehands 
Wardrobe Supervisor 
Wardrobe Crew 
Light Board Operator 
Sound Board Operator 
Sound Engineer 
Scenic Construction Crew 
Paint Crew 
Properties Crew 
Costume Construction Crew 
Lighting Crew 
 

Other positions that may be available are: 
Assistant Director/Co-Director 
Choreographer or Assistant Choreographer 
Assistant Technical Director 
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Scenic Charge 
Designer, Associate, or Assistant Designer (any area) 
Assistant Musical Director 
Videographer 
Fight Captain 
Assistant Dialect Coach 
Projectionist 
Spot Operator 
Deck Hand 
 
Positions available vary by production. Direct questions regarding specific positions to the 
appropriate theatre faculty.  

Questions about this application and submission process should directed to a Design & 
Technology faculty member. 

 

AUDITIONS AND TECH SIGN-UPS 

AUDITION ELIGIBILITY AND CASTING POLICIES 

Longwood Theatre auditions are open to all students and members of the general public. 
Casting occurs based on the quality of the audition, requirements of the role in the production 
and, if a student, good academic standing. Students who are on university academic probation 
will not be cast in shows for the term in which they are on such probation.  

Every effort is made to give students priority. If the director feels it is a choice between a 
student and a non-student, and the student is capable from what is seen at auditions and 
displayed in the classroom, then the student will receive the role. It should be noted that not all 
actors are capable of understanding what roles they are ready or competent to play. It should 
also be understood that casting in the Longwood Theatre Program is not capricious. A great 
deal of thought and time are put into choices made by directors.  

 

PRE-CASTING 

Should pre-casting occur, it will always be announced prior to auditions in which the role is cast. 
Normally, this occurs when a role is used for a guest artist.  



Longwood University Theatre Student Handbook 2020-2021 
 

26 
 
 

AUDITION REQUIREMENTS 

Audition requirements vary depending on the production. Notification of audition times and 
requirements will be posted on the callboard and sent to your Longwood e-mail account. This 
will be accomplished in a timely manner, leaving adequate time to prepare the proper material. 
Contact the appropriate stage manager regarding audition specifics.  

All BFA Performance candidates are required to audition for every Longwood Theatre 
production. Even if you are not enrolled in THEA 104, you are required to audition. 

AUDITION FORMS 

An audition form must be filled out prior to auditioning and submitted to the stage manager. 
This form is available on the evening of auditions and requires a detail of your class/work 
schedule and any potential conflicts. Conflicts not indicated on the audition form may not be 
honored once the rehearsal process begins. 

AUDITION TIPS 

Successful auditions depend on a number of factors. A truthful moment of acting rises above 
many things. The following tips may help you in preparing your auditions: 

1. Read the play before you audition. 
2. Be specific. Identify objectives. Play actions. Know the characters’ circumstances to the  

best of your ability. 
3. Most student actors approach auditioning from the place of “What do they (the  

directors) want?” A stronger question would be “How can I best show them who I am?” 
4. Wear professional clothing that is appropriate for an interview situation, unless 
otherwise indicated. Do not wear flip-flops or any shoes that will hinder movement. This 
includes very high-heels. We want to see you in the clothes, not be distracted by your clothes.  
 
CALLBACKS 

If callbacks are deemed necessary, all actors will be properly informed by the stage manager 
through their Longwood email and/or by a callback list posted on the call board. The callback 
list will be posted by noon the day after the initial auditions. 
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CAST LIST 

After the audition and callback processes are complete, a cast list will be posted on the 
callboard. Actors must initial by their name to signify acceptance of their role(s). Acceptance of 
the role indicates commitment to the process.  

Actors must not alter their appearance without consulting both the director and the costume 
designer. Facial hair, hair color and length and physical build must remain the same as they 
were at the audition.  

TECH SIGN-UPS 

Technical positions vary depending on the production. If you are enrolled in THEA 104 and are 
not cast, you will be serving in a technical position on the production. Tech sign-ups occur on 
the same evening as auditions and submitted to the stage manager. Once the forms have been 
process and evaluated by the faculty, official assignments will be made and you will be notified. 

REHEARSAL AND PRODUCTION PROCESSES 

TIME MANAGEMENT 

The time required for participation in program productions is demanding. All students should 
exercise mature judgement in balancing time demands as it relates to production, course 
requirements, and other activities. 

HEALTH 

A successful production requires that each cast, crew and production team member perform 
their duties safely and efficiently. Students showing signs of illness may be asked to leave the 
rehearsal or work call. If you are potentially contagious, you cannot participate in any 
rehearsals or production activities until you are no longer contagious. Theatre practitioners 
work in close proximity to one another and one ailment could bring down the entire 
production.  

PURCHASING 

Students should never purchase materials/items with personal funds and expect 
reimbursement. Work closely with the appropriate faculty member should purchasing for a 
production fall under your purview.  

ACTOR EXPECTATIONS 
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Every director has their own rehearsal style and process. At the beginning of the rehearsal 
period, actors will be informed of those processes to alleviate any confusion. This will include 
information on how the daily/weekly rehearsal schedule will be disseminated. Basic 
expectations are as follows: 

• Be punctual. Arrive vocally, mentally and physically ready for the rehearsal period. If 
that means you need to arrive early to complete a warm-up, do so.  

• Always bring your script, a pencil, and paper for taking notes. 
• Wear clothing conducive to movement. 
• Wear close-toed shoes. 
• Ensure proper hygiene during rehearsals, performances, and costume fittings. 

Costume Fittings 

The stage manager will collaborate with the costume designer as to the available times for 
fittings. The stage manager will notify the actor of their costume fitting time via their Longwood 
e-mail. Actors are expected to arrive on time to every costume fittings and wear appropriate 
undergarments. Should an actor be unable to make a scheduled fitting, it is their responsibility 
to contact the stage manager to reschedule.  

Smoking 

Recreational smoking in costume is prohibited.  

TECHNICAL DEADLINES 

See Appendix F. for common Technical Deadlines and an example Production Calendar. Specific 
production requirements may cause these deadlines to change; therefore, it should only be 
used as a guide. All students are expected to adhere to the guidelines set forth by the 
production calendar. 

If there are issues in meeting deadlines, those issues should be discussed at the weekly 
production meeting, as well as with the faculty member responsible for the area in questions. 

PHOTO CALL PROCEDURE 

Photo call allows designers and crew members the opportunity to take photographs of the 
production for their portfolios. Stage management is primarily responsible for running the 
photo call. Photo call should take no longer than one hour. Remember to be respectful, 
cooperative and accommodating during this process and exercise patience. 
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Photo call schedules vary based on the specific production. The stage manager will notify those 
involved in the production of the date of photo call via their Longwood e-mails. The stage 
manager will also request a list of shots from the director and designers they would like 
photographed. Directors and designers should prepare that list and include the cue line and 
page number. The stage manager will use an overhead microphone to run the photo call. 

On the evening of photo call the stage manager will 

• Remind actors to remain in the audience to hear the announcement about upcoming 
photographs. 

• Utilize the overhead microphone and make sure all designers and crew members are 
present and ready to begin. 

• Make sure those taking pictures with a flash need to wait until there are told to take 
photographs.  

• Set up the current picture to be taken, then announce “Next up is…”. After that, “On 
Deck is…” 

• Once the actors are in place for the current picture, announce “Hold.” 
• As the non-flash photos are finished, check with each photographer and then announce 

“Flashes,” to signify that flash pictures can now be taken. 
• Once the flash pictures are completed, announce “Relax” to the actors and move on to 

the next photograph. 
• Repeat these procedures until all pictures are taken. 

 

POST-PRODUCTION PROCESSES 

STRIKE 

Longwood Theatre has a very strict strike policy. Every major is required to attend strike for 
each production. Strike typically occurs after the matinee performance on Sunday. Dinner 
breaks will not be given. All cast and crew members must attend strike immediately after 
the performance. In case of an emergency and you are not able to attend strike, you must 
see the Technical Director to schedule makeup hours for the following week. If you do not 
attend strike and do not arrange to make up the hours, you will not be allowed to work on 
the subsequent production. The THEA 104 class requires participation in strike and lack of 
participation will result in a less than satisfactory grade. Any questions concerning strike 
should be directed to the Technical Director. 
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On the day of strike, report to the performance space and sit in the house. You will receive 
various strike duties. Once you have completed a given task, return to the house and await 
further instruction. 

Strike will last no longer than four hours. The goal is to complete strike within the four hour 
period. If the strike is not completely finished at the end of the four-hour period, the rest of 
strike will occur during lab hours the following week. 

 

 

 

 

 

 

Jace Frank, BFA Design & Technology, Class of 2021 

 

 

 



Longwood University Theatre Student Handbook 2020-2021 
 

31 
 
 

 

 

 

 

TICKET INFORMATION AND USHERING 

Tickets must be purchased at the time of a reservation. No tickets will be held without 
payment. Payment by cash, Lancer Cash, check, or credit card. Please be advised there is a 
convenience fee for credit cards. Exchanges must be made 24 hours in advance of the show 
date on your ticket with a $1 exchange fee per ticket. At the time of exchange, the ticket must 

be presented at the box office. There will be no refunds. 

SOLD-OUT SHOW POLICY 

In the event of a sold-out performance, any tickets not presented by 5 minutes to curtain (the 
start of the show) are subject to be re-sold. On sold-out nights, a waiting list will be available in 
the lobby at 6p.m. on a first-come, first served basis (no names taken by phone). 

INCLEMENT WEATHER POLICY 

 The Box Office operates under the University's Inclement Weather Policy. If the University is 
closed, the Box Office is also closed. 

In some circumstances, the weather may cause a delay or cancellation of a performance. We 
will follow the University's policy on event cancellation, and offer a ticket for ticket exchange 
when possible to another Theatre Department performance due to a weather cancellation. 

Seats in the Mainstage Theatre and Lab Theatre are General Admission. Arrive early to choose 
the best seats in the house. 

Shows start promptly. No late admission, and no refunds.  

For questions concerning disability access, call 434.395.2392 (v) or 711 (trs). 
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COMPLIMENTARY TICKETS 

One (1) complimentary ticket per production will be available for each theatre major and those 
with their name in the program - cast members and production crew members. One comp 
ticket per person per production. 

Comp tickets must be arranged in advance during regular Box office Hours, which are: 2 p.m. 
until 6 p.m. on Monday thru Friday; at least by Wednesday prior to the desired show. 

The actual person who is eligible for a comp ticket must physically request the ticket, in 
addition to showing Longwood ID. 

No exchanges on comp tickets. 

For questions regarding ticketing and box office policies, contact Mr. Chris Brochon at 
434.395.2472 or boxoffice@longwood.edu 
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Jenny Roegner, BA Theatre Generalist, Class of 2021 
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APPENDIX A. 
Anti-Discrimination Reaffirmation Resolution of 2010 
 
Longwood University, an agency of the Commonwealth of Virginia, is an equal opportunity 
institution of higher learning. Consistent with Federal and State law, the University promotes 
equal opportunity for all prospective and current students and employees. The University will 
not discriminate against any individual on the basis of race, sex, color, national origin, religion, 
sexual orientation, age, political affiliation, veteran status, or disability status, except in relation 
to employment where a bona fide occupational qualification exists. 

 

APPENDIX B. 
 
Longwood University’s Art and Theater Safety Guide are on the following pages. For Theatre-
specific information, refer to pages 104-111.  
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Art and Theater Safety Guide 
PURPOSE  
 
When you think of art in classrooms and studios you most likely think of 
students’ busy drawing, painting, working with clay or other types of 
media.  It is in these areas where creativity and learning take place.  
However, it can also be a room where safety hazards exist and student’s 
health can be compromised.  There are classrooms and studios that contain 
materials or substances that are toxic or carcinogenic.  Dangerous 
conditions exist and unsafe practices take place, often without anyone 
realizing the possible outcome.  This guide will aid in minimizing those 
dangerous conditions and unsafe practices.  

SCOPE  
This guide has been written to minimize the risk of injury or illness to the students, faculty and staff in the 
Department of Theatre, Art, and Graphic & Animation Design.  This will be done by ensuring that they 
have information, support, equipment and training needed to work safely in classrooms, studios and 
workshops and stages.  This guide has been prepared as a companion document to Longwood 
University’s “Chemical Hygiene Plan” and the “Hazardous Waste Plan”, which provide detailed 
procedures regarding chemical handling and hazardous waste management.  If discrepancies are noted 
between these documents, the companion documents will take precedent over this document. 

GENERAL SAFETY  
The following safety procedures should be followed by a person’s working in the classrooms, studios and 
workshops:  

1. Know the materials you are working with:  Refer to written procedures and review the Safety 
Data Sheet (SDS) for chemicals.  Consider the toxicity of materials, the health and safety hazards 
of each procedure, the knowledge and experience of personnel, and the safety equipment that is 
available. 

2. Know the location of s emergency procedures and safety equipment for your area. 
3. Always wear appropriate clothing (e.g. pants, shirts, close toed shoes) and personal protective 

equipment (e.g. safety glasses, lab coats, gloves) whenever hazardous chemicals and equipment 
are used.  Remove personal protective equipment before leaving the studio or workshop. 

4. Do not engage in hazardous operations by yourself.   Arrangements should be made to have 
another person present in the studio or workshop. 

5. Use a properly operating exhaust when working with hazardous chemicals. 
6. Do not eat, drink, chew gum, prepare food, or apply cosmetics in rooms where hazardous 

chemicals are being used or stored. 
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7. Keep work areas clean and uncluttered at all times. 

Safety Training 

At the beginning of each semester, every instructor must review the applicable safety protocols with their 
classes before students are permitted to work with hazardous materials or equipment.  This can be 
accomplished through instruction, viewing a safety video or the combination of the two.  Appendix X 
provides the basic safety instruction that should be included in the training. 

Instructors should have their students sign a safety contract.  It is the responsibility of the Department 
Chair to maintain the safety contracts.  A safety contract is included in Appendix X. 

Security 

Security is an integral part of an effective safety program.  Follow these steps to ensure a secure working 
environment in your studio or workshop: 

• Keep doors locked when rooms are unoccupied. 
• Keep an accurate record of chemicals, project materials, and other valuable items that support 

activities. 
• Notify Longwood University’s Police Department at (434)295-2091 if materials are missing from 

your studio or workshop. 
• Inspect all packages arriving at the work area. 
• When work is complete for the day, ensure that 

chemicals and potentially hazardous equipment 
have been stored properly and securely.  

• Ask strangers (someone you do not recognize as a 
co-worker or student) to exit the room if they are 
not authorized to be there. 

• Discuss other security-specific requirements with 
your Department Chair and colleagues. 

Safety Equipment 

In areas where chemicals are used, drench showers, eye washes, and fire extinguishers are located in the 
classroom, studio, or workshop for occupant safety.   

Drench Showers 

Drench showers and other emergency wash systems are used in an emergency to flush chemicals that 
have accidentally come in contact with skin and clothing.  In order to wash the body properly, clothing 
should be removed as water is applied.  The drench shower can be used to extinguish a clothing fire, but 
this not recommended if the shower is more than a couple of feet away.  The best method of extinguishing 
a clothing fire is to “Stop, Drop & Roll”, and then remove clothing. 
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At least three feet of space in each direction is required beneath the shower and this area must be 
kept free of all obstacles (i.e. no waste baskets, etc.) 
 

Eye Washes 

The best treatment for chemical splashes of the eye and face is immediate flushing with copious amounts 
of water for 15 minutes.  Eye washes are equipped with a stay-open valve.  All plumbed eye washes 
should be flushed monthly by allowing water to flow for approximately three minutes to remove stagnant 
water from the pipes.  Plastic eye wash bottles are not a suitable replacement for an eyewash. 

 
In general, the emergency eyewash equipment should be installed within 10 seconds walking time from 
the location of a hazard.  The equipment must be installed on the same level as the hazard (accessing the 
equipment should not require going up or down stairs or ramps).  In addition, the path of travel from the 
hazard to the equipment should be free of obstructions and as straight as possible. 
 
Fire Extinguishers 

Fire extinguishers are placed in the room or in the hallway outside of classrooms, studios and workshops.  
While not required, a fire extinguisher can be used in the event of an emergency. 

 
Environmental Health and Safety conducts fire extinguisher training.  If you are interested in being 
trained email safety@longwood.edu and request training. 
 
First Aid Kits 

A First Aid Kit is made available in the main office of Bedford.  This kit is stocked by EHS.  If the kit 
needs resupplied please email safety@longwood.ed and request supplies. 
 
Spill Kits 

The Department should make spill kits available in each room where hazardous chemicals are used and 
stored.  They should only be used by qualified staff or faculty with knowledge of the properties and 
hazards posed by the chemical, and any potential dangers posed by the location of the spill. 

 
Detailed information on chemical spills can be found in the “Chemical Hygiene Plan”.   
 
Sharps Containers and Glass Only Boxes 

“Glass Only” boxes are used for the disposal of glass only.  When the box is about ¾ full, the box should 
be properly sealed, and set outside the door of the studio or workshop.  Label the box as broken 
glass/trash and our housekeeping contractor will dispose of it. 

 
Sharp containers are used for the disposal of syringes, disposable blades such as X-Acto knives, razor 
blades and other sharp items.  Containers for sharps must be puncture resistant.  The sides and bottom 
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must be leak-proof and be appropriately labeled.  Containers for sharps must be closable (that is, have a 
lid, flap, door, or other means of closing the container), and they must be kept upright to keep the sharps 
and any liquids from spilling out of the container.  Use the following procedures when disposing of non-
medical and non-hazardous sharps: 

• Collect in a puncture resistant container (e.g. coffee 
can or used laundry detergent bottle).  Make sure 
that there are NO biohazard symbols or label on the 
container 

• Close and seal when it is ¾ full 
• Label the container “Sharp Objects Inside-Use 

Caution when Handling” 
• Dispose of container in trash    

Sharps containers are not supplied by EHS.  However, EHS will assist with recommendation for 
purchasing sharp containers. 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 
Studios and workshops must provide personal protective equipment (i.e. safety glasses, aprons, gloves, 
etc.) for students and visitors. For more information on PPE see Longwood University’s “Personal 
Protective Equipment Program”. 

Personal protective equipment is not supplied by EHS.  However, EHS will assist with recommendation 
on specific types and uses of protective equipment. 

SAFETY INFORMATION 

Safety Data Sheets (SDS’s) are available in the CEMS Data Base 
https://SDS.longwood.edu/CEMS/Dashboard.  EHS recommends that hard copies of SDS’s for chemicals 
used in studios and workshops be in and SDS binder in the room. 

Emergency procedures, safety manuals and other reference materials should be readily available to 
faculty and staff.  Currently these are in a Canvas Course “Longwood Chemical Safety Course”.  If you 
need access to the course please email EHS at safety@longwood.edu.  

Safety Door Signs 

A CEMS hazard and emergency information sign should be posted on the exterior door facing the 
corridor.  This sign is used by emergency response personnel.  The sign identifies hazards within the 
facility in the event of an emergency. 
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Safety Room Surveys 

Environmental Health and Safety will conduct safety surveys in studios and workshops on an annual 
basis.  The safety survey includes: fume hood operations, spray booth operations, emergency and safety 
equipment, chemical storage, electrical safety and general housekeeping. 

 
Following the survey, a report listing the hazard(s) is sent to the department chair.  The department is 
responsible for correcting the operational hazards and Facilities Management is responsible for correcting 
building infrastructure deficiencies.  If the department fails to correct the hazards, a notice is sent to the 
Dean of the College of Arts and Sciences with a copy to Internal Audit and the department chair.  Follow-
up surveys are conducted in studios and workshops with extremely hazardous conditions and or numerous 
violations. 

 
In addition to the annual survey faculty and staff need to conduct a Safety Room Survey once a semester 
and forward their survey to EHS.  The survey can be found in the “Chemical Hygiene Plan Appendix P 
Laboratory Shop and Studio Inspection Checklist”.  

VENTILATION 
All work with hazardous materials must be conducted with the appropriate exhaust ventilation 

General room ventilation does not provide protection against hazardous gases, vapors and aerosols.  All 
work with corrosives, flammable, odoriferous, toxic or other dangerous materials shall be conducted in a 
properly ventilated space. When it is not possible to meet the above requirements, EHS and the 
Department Chair must evaluate hazards together with the faculty member to determine if work can be 
conducted safely. 

Fume Hoods, Down Draft Tables, Snorkels and Wall Vents 

Ventilations systems are checked annually by a contractor of Facilities Management.  Ventilation systems 
that do not meet the minimum requirements during the inspection should be posted “DO NOT USE” and 
Facilities Management is notified to arrange repairs.  Once the repairs are made the system will be 
returned to service and the “DO NOT USE” sign taken off. 

Before using a ventilation system make sure the exhaust is turned on and functioning properly (i.e. 
pulling air).  Report any problems to Facilities Management.  Do not block baffle openings or place bulky 
items in front of the ventilation system that will prevent air from entering the baffle opening. 

Ventilation system alarms indicate substandard operations of the system.  If an alarm goes off notify 
Facilities Management and posted “DO NOT USE”. 
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Spray Paint Booth 

Spray Paint Booths should be used when spraying paints, fixatives, and glazes.  Be sure the filters are 
clean, the vents are clear, and fans are operating when using the spray booths.  Report any problems to 
Facilities Management.  

HOT WORK SAFETY 
Anytime cutting, welding, brazing, grinding, soldering, thawing pipes, Torch applied roofing, any 
operation involving open flames or one that is capable of producing heat and/or sparks, a safety hazard 
can exist unless proper care is observed. 

EHS issues the hot work permits.  If a permit is needed 
contact EHS as soon as possible at safety@longwood.edu to 
request a permit. 

• A Hot Work Permit may be issued each semester for 
small projects that are performed in an Art Studio or Shop. 
• The professor using the studio must request a Hot Work 
Permit from EHS prior to the start of each semester. 

The exemption to this is the acetylene torch brazing in the 
metals studio that is designed for this specific use only.  

The studio will be inspected for compliance with Hot Work Permit Required Precautions Checklist and 
this policy before the permit will be issued, and may be inspected throughout the semester. 

For more information on hot work see Longwood University’s “Hot Work Policy”. 

COMPRESSED GAS CYLINDER SAFETY 
Compressed gases can be toxic, flammable, oxidizing, corrosive, inert, or some combination of these 
hazards. In addition to the chemical hazards, the amount of stored energy resulting from the compression 
of the gas makes a compressed gas cylinder a potential rocket. Appropriate care in the handling and 
storage of compressed gas cylinders is essential. Following are general recommendations.  

Know and Understand Gas Properties: Know and understand the properties, uses and safety 
precautions before using any gas or gas mixture. Consult Safety Data Sheets (SDS’s) for safety 
information on the gases that you will be using.  

Check Equipment: Leak test lines and equipment before they are used. Lines and equipment should be 
designed and maintained to handle full cylinder pressure. Materials of construction should be compatible 
with the gases being used.  

When in Doubt, Contact Longwood University’s Environmental Health & Safety: If you are 
unfamiliar with the hazards associated with a particular gas or unsure of the correct handling and storage 
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procedures. Primary Hazards The following is an overview of the primary hazards to be avoided when 
handling and storing compressed gases 

Primary Hazards 

The following is an overview of the primary hazards to be avoided when handling and storing compressed 
gases. 

Fire and Explosion: Fire and explosion are the primary hazards associated with flammable gases, 
oxygen, and other oxidizing gases. Flammable gases can be ignited by static electricity or by a heat 
source, such as a flame or a hot object. Oxygen and other oxidizing gases do not burn, but will support 
combustion of flammable materials. Increasing the concentration of an oxidizer accelerates the rate of 
combustion. Materials that are nonflammable under normal conditions may burn in an oxygen-enriched 
atmosphere.  

High Pressure: All compressed gases are potentially hazardous because of the high pressure stored inside 
the cylinder. A sudden release of pressure can cause injuries by propelling a cylinder or whipping a line.  

Improper Handling of Cylinders: Compressed gas cylinders are heavy and awkward to handle. 
Improper handling of cylinders could result in sprains, strains, falls, bruises, and broken bones. Other 
hazards such as fire, explosion, chemical burns, poisoning, and cold burns could occur if gases 
accidentally escape from the cylinder due to mishandling.  

Handling, Storage, and Use of Gases  

Only persons familiar with the hazards should handle compressed gas cylinders. All cylinder movement 
should be done with a cylinder cart. The cylinders should always be secured by a strap or chain to a 
stationery object. When in storage, cylinders must be capped. In addition, safety glasses, work gloves and 
appropriate work shoes should be worn when using or moving compressed gas cylinders.  

If gas cylinders are stored in a cabinet, the area must be ventilated to prevent gas build up in case of a 
release. Compressed gas cylinders should not be subjected to any mechanical shock that could cause 
damage to their valves or pressure relief devices. Cylinders should not be dropped, dragged, slid or used a 
rollers for moving material or other equipment.  

Cylinder caps perform two functions. First, they protect the valve on the top of the cylinder from damage 
if it is knocked over. Second, if gas is accidentally released through the valve, the cap will vent the gas 
out of both sides, minimizing the likelihood that the cylinder will topple. Cylinder caps should not be 
removed until the cylinder is secured in place and ready for use.  

Cylinder Storage Precautions  

Several precautions should be taken to prevent the release of high-pressure gases, fire and explosion. 
Compressed gas cylinders should not be exposed to sparks, flames, or temperatures above 125 degrees F. 
Cylinders should not be placed where they could come into contact with any electrical apparatus or 
circuits.  



Longwood University Theatre Student Handbook 2020-2021 
 

49 
 
 

Smoking and open flames should not be permitted in areas used for storage of oxygen or flammable gas 
cylinders. Never permit oil, grease, or other combustible substances to come into contact with oxygen or 
other oxidizing gas cylinders, valves and systems. 

Special Notes on storage: 

• Acetylene tanks are not to be stored horizontally (on its side) 
• Liquid Propane (LP) tanks cannot be stored inside 

Returning Cylinders  

When returning an empty cylinder, close the valve before shipment, leaving 25 psig of residual pressure 
in the cylinder. Replace the cylinder cap and any valve outlet caps or plugs originally shipped with the 
cylinder. If repair is needed on a cylinder or its valve, be sure to mark it and return it to the supplier.  

Leaking Cylinders  

Most leaks occur at the valve in the top of the cylinder and may involve the valve threads, valve stem, 
valve outlet, or pressure relief devices. Personnel should not attempt to repair leaking cylinders. Where 
action can be taken without serious exposure to workers, move the cylinder to an isolated, well-ventilated 
area (away from combustible materials if the cylinder contains a flammable or oxidizing gas) and contact 
EHS. Otherwise, evacuate the area and immediately contact LUPD. 

FLAMMABLE LIQUIDS 
Flammable and combustible liquids should be stored in only 
certain types of approved containers.  Containers used by the 
manufactures of flammable and combustible liquids generally 
meet these specifications. 

The type of container needed depends on the quantity and class 
of flammable or combustible liquid. 

Safety Can 

A safety can is an approved container of not more than 5 gallon 
capacity that has a spring closing lid and spout cover.  Safety 
cans are designed to safely relieve internal pressure when 
exposed to fire conditions. 

Flammable Liquid Storage Cabinet 

A flammable liquid storage cabinet is an approved cabinet that has been designed and constructed to 
protect contents from external fires. 
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Storage Considerations 

• Quantities should be limited to the amount necessary for the work in progress 
• No more than 10 gallons per room combined or flammable and combustible liquids, may be 

stored outside of a flammable cabinet unless safety cans are used 
• Storage of flammable liquids must not obstruct any exit 
• Flammable liquids should be stored separately from strong oxidizers, shielded from direct 

sunlight, and away from heat sources. 
• Containers must be sealed when not in use 

 

Handling Precautions 

Control all ignition sources in areas where flammable liquids are used.  Smoking, open flames and sparks 
producing equipment should not be used. 

Flammable Aerosols 

Flammable aerosols are in pressurized containers that may rupture when exposed to fire.  As with 
flammable liquids, these should be stored in flammable storage cabinet. 

GENERAL SAFETY 
The most important thing you can do to work safely is to think through your project and ask yourself the 
following questions: 

• What type of materials and equipment will I be working with? 
• What are the possible hazards will I be using chemicals (including paints), sharp tools, or 

mechanical equipment that could cause injury or fires? 
• Do I understand these hazards and do I know how to use the equipment? 
• Have I read all the instructions? 
• Do I have permission to use the equipment? 
• Do I have the proper PPE (safety glasses, goggles, clothing, shoes, etc.)? 
• If something goes wrong, do I know where the emergency equipment is and how to use it (fire 

extinguisher, eyewash, emergency shower, fire alarm pull station)? 

If you have trouble answering any of these questions be sure to ask for help before you begin 

Working with Chemicals 

Here are some basic general rules that apply to all studios and shops where chemicals are used. 
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• No eating or drinking.  Wash your hands thoroughly 
when you finish working or leave the studio to 
remove contaminates from your hands.  Good 
personal hygiene is one of the most important ways 
you can reduce your exposure 

• Avoid eye and skin contact.  Never wash your hands 
in solvent and wear gloves if your hands have cuts 
or are chaffed. Chemicals can pass through these 
breaks in your skin and enter directly into your 
blood stream.  Apply skin moisturizers regularly to 
keep your skin from drying out 

• Wear older non-synthetic clothes or a full length smock or coveralls while working in a studio.  
Wash them frequently and separate them from other clothing 

• Wear chemical protective gloves, aprons, and eye protection as necessary when handling solvents 
and corrosive chemicals, or when cleaning brushes, screens, and other equipment 

• Use solvents sparingly, use water-based products instead of solvent-based ones whenever 
possible 

• Label all chemical containers and keep them closed when not in use. 
• Wear comfortable shoes.  No high heels, sandals, flip flops, open toed shoes or bare feet are 

allowed 
• Long hair should be tied back 
• Apply aerosol paints, fixatives, and adhesives in a spray booth or a well ventilated area 

Hazardous Waste 

Hazardous waste management is ruled by increasingly stringent and complex regulations. The proper 
management of chemical and hazardous wastes is the responsibility of the generator of the waste. 
Indiscriminate disposal by pouring waste chemicals down the drain or adding them to mixed refuse for 
landfill burial is not allowed. Hoods shall not be used as a means of disposal for volatile chemicals. All 
wastes shall be collected and stored according to the Hazardous Waste Plan. Hazardous waste shall be 
stored in a safe and secure area with the proper labels attached.  For further information see Longwood 
University’s Hazardous Waste Plan. 

CERAMICS 
Ceramic art and pottery has a wide variety of hazards.  The predominate hazard is from silica dust 
exposure.  Specific hazards and precautions can be divided into four areas: 

• Working with clay 
• Glazing and coloring 
• Firing in a kiln 
• Potential leaching of finished ware 



Longwood University Theatre Student Handbook 2020-2021 
 

52 
 
 

Clay 

Clays are minerals composed of hydrated aluminum silicates, often containing large amounts of 
crystalline silica. Other impurities may include organic matter or sulfur compounds.  Sometimes, grog 

(ground firebrick), sand, talc, vermiculite, perlite, and small amounts of 
minerals such as barium carbonate and metal oxides, are added to modify clay 
properties.  Clays can be worked by hand or on the potter's wheel, or cast in a 
clay slurry into molds. 
 

 
Clay is made by mixing dry clay with water in clay mixer.  Clay slip is made by adding talcs which 
themselves can be contaminated with fibrous asbestos or asbestos-like materials.  Geographical sources of 
talc’s are relevant, for example, New York State talcs are notoriously asbestos-contaminated, while 
Vermont talc’s are not.  Pfizer has some fiber-free talcs. 
 

Hazards 

• There have been known cases of silicosis, or "potter's rot, from chronic inhalation of large 
amounts of free silica during clay mixing.  Symptoms of silicosis include: shortness of breath, dry 
cough, emphysema, and high susceptibility to lung infections such as tuberculosis.  The disease 
may take years to develop.  Silica dust exposure is not hazardous by skin contact or ingestion. 

• Chronic inhalation of kaolin is moderately hazardous, and can result in kaolinosis, a disease in 
which the lungs become mechanically clogged. 

• Asbestos is extremely toxic by inhalation and possibly by ingestion.  Asbestos inhalation may 
cause asbestosis, lung cancer, mesothelioma, stomach cancer, and intestinal cancer. 

• Sand, perlite, grog, and vermiculite contain free silica and are, therefore, highly toxic by 
inhalation.  Vermiculite is also frequently contaminated with asbestos. 

• There is a danger of accidents if clay or water can be added while the mixer is in operation. 
• Bags of clay and glaze materials can be very heavy, and lifting can cause back problems. 
• Hypersensitivity pneumonia, asthma, or other respiratory problems may occur with exposure to 

molds growing in wet clay that is being soured or aged in a damp place, in slips that stand for 
months, or with inhalation of dry aged clay.  Molds can cause or exacerbate skin problems and 
change the workability of clay. 

• Throwing on a potter's wheel for long periods of time can result in carpel tunnel syndrome 
because of the awkward position of the wrists.  Pain, numbness and/or pins and needles in the 
thumb and first three fingers, are common symptoms.  Back problems can occur from bending 
over the potter’s wheel for long periods of time. 

• Hand contact with wet clay can result in abrasion and dryness of fingertips and hands.  Moving 
parts of kick wheels can cause cuts and abrasions. 

• Clay scraps on the floor, bench and other surfaces can dry and pulverize, producing an inhalation 
hazard due to the presence of free silica.  Similarly, reconditioning clay by pulverization and 
sanding finished green ware, can create very high concentrations of hazardous silica dust. 
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Precautions 

• Use premixed clay to avoid exposure to large quantities of clay dust. 
• Clay storage and mixing should take place in a separate room.  Bags of clay (and other pottery 

materials) should be stacked on palettes or grids off the floor for easier clean-up. 
• All clay mixers should be equipped with local exhaust ventilation to remove fine silica dust 

particles from the air. 
• Clay mixers should be equipped with proper machine guards so that they cannot be opened to add 

clay or water while the mixer blades are turning. 
• Wear separate work clothes while in the studio.  Choose clothes of material and design that don't 

trap dust.  Wash these clothes weekly, and separately from other laundry. 
• Avoid contact of clay with broken skin.  Use a skin moisturizer. 
• To prevent back problems, always lift with knees bent. Also, use a standup wheel (Cranbrook 

style treadle wheel), or elevate electric wheels to a height that doesn't require bending 
over.  Exercise and massage may relieve minor muscular pain. 

• Keep wrists in unflexed position as much as possible to prevent carpel tunnel syndrome.  Take 
frequent work breaks. 

• Be careful of the moving parts on kick wheels. 
• Recondition clay by cutting still-wet clay into small pieces, letting them air-dry, and soak in 

water. 
• Finish green ware while still wet or damp with a fine sponge instead of sanding when dry.  Do not 

sand green ware containing fibrous talc. 
• Wet mop floors and work surfaces daily to minimize dust levels and prevent dry scraps 

from becoming pulverized.  

Glazes 

Glazes used to color or finish clay pieces are a mixture of silica, fluxes and colorants.  Common fluxes 
include lead, barium, lithium, calcium and sodium, and are used to lower the melting point of silica.  The 
actual colorants, which are an assortment of metal oxides usually account for less than 5% of the glaze by 
weight. 
 
Originally, soluble raw lead compounds including red lead, white lead, galena, and litharge were used as 
fluxes in low-fire glazes.  In fact, over 400 
cases of lead poisoning were reported in British 
potters in 1897.  Lead frits and good 
housekeeping greatly lowered the number of 
potters that had been poisoned by these highly 
toxic lead compounds.  Frits are made of 
melted minerals and metal compounds that are 
sintered and ground into powder form.  While 
lead frits are sometimes assumed to be 
insoluble and nontoxic, leaching tests with 
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acids have shown that many frits are as soluble as raw lead compounds and, in fact, there have been cases 
of lead poisoning from both inhalation or ingestion of these. 
 
High fire porcelain and stoneware techniques eliminate the need for lead as a flux.  Also, alkali earth or 
alkaline earth fluxes can be used for low-fire conditions instead of lead. Silica may also be removed from 
leadless type glazes.  The substitution can be based on boric oxide as the glass-former, instead of 
silica.  Alkali earth fluxes include sodium, potassium, and lithium oxides; alkaline earth fluxes include 
calcium, magnesium, barium, and strontium oxides.  Minerals containing these fluxes include certain 
feldspars, nepheline syenite, pearlite, bone and plant ashes, whiting, and dolomite. 
 
An assortment of metal oxides or other metal compounds produce particular colors when fired.  These are 
added in such small amounts to the glaze, that they aren't usually a great hazard.  Luster or metallic glazes 
are fired in a reduction atmosphere.  These glazes can contain mercury, arsenic, highly toxic solvents such 
as aromatic and chlorinated hydrocarbons, and oils such as lavender oil.  The common metals are often 
resonates of gold, platinum, silver, and copper.  Some underglazes and over glazes use mineral spirits as 
the vehicle instead of water. 
 
Glaze components are weighed, sorted and mixed with water.  These materials are often in fine powdered 
form, and result in high dust exposures.  Glazes can be dipped, brushed, poured, or sprayed on the 
ceramic piece. 
 
Hazards 

• Lead compounds are highly toxic by inhalation or ingestion.  Symptoms of lead poisoning 
include: damage to the peripheral nervous system, brain, kidney, or gastrointestinal system, as 
well as anemia, chromosomal damage, birth defects and miscarriages. 

• Lead-glazed food ware can leach lead if not fired properly, or if the glaze composition is not 
correctly adjusted.  For example, the addition of copper to lead frits renders a higher solubility of 
lead in the final fired ware.  Acidic drinks and foods such as tomato juice, citric juices, sodas, tea, 
or coffee, can increase this hazard. 

• A glaze label marked "lead-safe" means that the finished ware, if fired properly, will not release 
lead into food or drink.  The actual glaze is still hazardous to handle and fire and may contain 
lead.  Adequate control over firing conditions is very difficult in the craft studio. 

• Other fluxes such as barium and lithium are also highly toxic by inhalation, but less so than lead. 
• Certain colorant compounds of particular metals are known or probable human carcinogens, 

including: arsenic, beryllium, cadmium, chromium (VI), nickel, and uranium. 
• Antimony, barium, cobalt, lead, lithium, manganese, and vanadium colorant compounds are 

highly toxic by inhalation. 
• Antimony, arsenic, chromium, vanadium, and nickel compounds are moderately toxic by skin 

contact. 
• Free silica occur in many of the clays, plant ash, flint, quartz feldspars, talcs, etc. used in 

glazes.  See the discussion above for the hazards of silica and the disease silicosis.  Weighing and 
mixing glazes can result in the inhalation of these toxic materials. 
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• Soda ash, potassium carbonate, alkaline feldspars, and fluorspar used in glazes are skin irritants. 
• Spray application of glazes is very hazardous because of the potential inhalation of glaze mists. 
• Dipping, pouring, and brushing certain glazes may cause skin irritation and accidental ingestion 

due to careless personal hygiene habits. 
• Glazes containing solvents are both flammable and hazardous. 

Precautions 

• Use lead-free glazes.  If the glaze does not state "lead-free" or "leadless" on the label, assume it 
contains lead until proven otherwise. 

• Lead glazes should only be used on non-food ware items.  Design lead-glazed pieces so that they 
won't be used for food or drink.  Lead-glazed pottery should be labeled as lead-containing. 

• If possible, don't use colorants that are known human carcinogens and avoid probable human 
carcinogens.  There is no known safe level of exposure to carcinogens. 

• Consider wearing a respirator when weighing and mixing powders.  Wet glazes are not an 
inhalation hazard.  Good housekeeping procedures and cleanup of spills reduce the risk of 
inhalation or ingestion of toxic dusts.  Wet mop spilled powders. 

• Gloves should be worn while handling wet or dry glazes. 
• Good dilution ventilation or local exhaust ventilation should be available when applying solvent-

containing glazes. 
• Basic personal hygiene rules should be followed including restricting eating, drinking, or 

smoking in the studio, and wearing personal protective equipment such as gloves, and separate 
work clothes or coveralls.  Wash hands after work. Leftover glazes and glaze scrapings can be 
homogenized, combined, tested, and used as a glaze.  

Kilns 

Electric kilns and fuel-fired kilns are used to heat the pottery to the desired firing temperature.  The most 
common type are the electric kilns.  Heating elements heat the kiln as electric current passes through the 
coils.  The temperature rises until the kiln is shut off. 
 
Fuel-fired kilns are heated by burning gas (natural or propane), oil, 
wood, coke, charcoal or other materials.  Propane gas or natural gas 
is used most often.  These kilns can be either located indoors or 
outdoors.  The fuels produce carbon monoxide and other combustion 
gases.  Fuel-fired kilns are usually vented from the top through a 
chimney. 
 
Firing temperatures can vary from as low as 1382°F for raku and bisque wares, to as high as 2372 °F for 
stoneware, and 2642 °F for certain porcelains. 
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The early stages of bisque firing involves the oxidization of organic clay matter to carbon monoxide and 
other combustion gases.  Sulfur breaks down later producing highly irritating sulfur oxides.  Also, nitrates 
and nitrogen-containing organic matter break down to nitrogen oxides.   
 
Galena, Cornish stone, crude feldspars, low grade fire clays, fluorspar, gypsum, lepidolite and cryolite can 
release toxic gases and fumes during glaze firings.  Carbonates, chlorides, and fluorides are broken down 
to releasing carbon dioxide, chlorine, and fluorine gases. 
 
At or above stoneware firing temperature, lead, antimony, cadmium, selenium and precious metals 
vaporize and the metal fumes can either escape from the kiln, or settle inside the kiln or on ceramic ware 
in the kiln.  Nitrogen oxides and ozone can be generated from oxygen and nitrogen in air. 
 
Hazards 

• Chlorine, fluorine, sulfur dioxide, nitrogen dioxide, and ozone are highly toxic by 
inhalation.  Bisque firings of high-sulfur clay have caused the production of great amounts of 
choking sulfur dioxide.  Other large acute exposures to gases are not common.  Inhalation of large 
amounts of these gases can result in severe acute or chronic lung problems.  Long-term inhalation 
of low levels of these gases can cause chronic bronchitis and emphysema.  Fluorine gas can also 
cause bone and teeth problems. 

• Many metal fumes generated at high temperatures are highly toxic by inhalation.  Since lead 
vaporizes at a relatively low temperature, it is especially hazardous. 

• Carbon monoxide from fuel-fired kilns or the combustion of organic matter in clays is highly 
toxic by inhalation and can cause oxygen starvation.  One symptom of carbon monoxide 
poisoning is an intense frontal headache, unrelievable by analgesics. 

• Hot kilns produce infrared radiation, which is hazardous to the eyes.  There have been reports of 
cataracts, from years of looking inside the hot kilns. 

• Heat generated by the kiln can cause thermal burns.  The Edward Orton Jr. Ceramic Foundation 
reported that when a kiln was operated at 2370 °F, the surface temperature, was at and above 595 
°F, and the temperature one foot away from the peephole was 156 °F. 

• Heat produced by even small electric kilns can cause fires in the presence of combustible 
materials or flammable liquids. 

• If an electric kiln fails to shut off, the heating elements melt which can cause fires.  Gas kilns also 
generate a lot of heat, and room temperatures often exceed 100 °F. 

Precautions 

• Infrared goggles approved by the American National Standards Institute (ANSI) or hand-held 
welding shields should be worn when looking into the operating kiln.  Shade number from 1.7 to 
3.0 is recommended, but a darker shade may be required if spots appear in front of one's eyes 
after looking away from the kiln. 

• Do not use lead compounds at stoneware temperatures since the lead will vaporize. 
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• Lumber, paper, solvents, or other combustible and flammable materials should not be stored in 
kiln areas. 

• Always check that the kiln has shut off. 
• If gas leaks are suspected (e.g. gas odor): shut off gas at the source; shut off power to the kiln 

room at the circuit breaker; and call the gas company.  Test for leaks with nonfat, soapy water or 
use approved leak-detection solutions.  

Salt Glazing 

This process involves throwing wet salt (sodium chloride) into the heated kiln while the bisque ware is 
being fired.  Wet salt at high temperatures decomposed to sodium and chlorine.  The sodium reacts with 
the bisque ware to form a glaze.  Large amounts of hydrogen chloride gas and possibly chlorine are also 
formed. 

 
Sodium carbonate (washing soda) can also be used.  Carbon dioxide is generated instead of hydrogen 
chloride. 
 
Hazards 

• Hydrogen chloride gas is highly toxic by inhalation.  Health effects are both similar and more 
irritating compared with most other kiln gases.  Often, local environmental protection laws ban 
salt kilns. 

• Hydrogen chloride and water vapor form hydrochloric acid, which can corrode metal fittings in 
the area. 

Precautions 

• Substitute safer sodium carbonate for sodium chloride. 
• Sodium chloride salt glazing should only be done outdoors.  Kilns should be equipped with 

canopy hoods and chimney stacks that are tall enough to disperse the hydrogen chloride safely. 
• All gas piping, and metal fixtures should be routinely checked for corrosion. 

Raku Firing 

Raku involves first firing ware at a low temperature in a regular gas kiln, and then removing the still hot 
pieces and placing in them in sawdust, leaves or other organic materials for a reduction phase. 
 
Hazards 

• See above for the hazards and safety precautions used with gas kilns. 
• The reduction step produces large amounts of smoke and carbon monoxide. 
• Treated wood or other materials can yield an exposure to highly toxic preservatives or pesticides, 

such as arsenic and chromium compounds. 
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Precautions 

• Raku should only be done outdoors because of smoke.   Be careful to not locate raku near air 
intakes or open windows of buildings. 

• Do not use materials that have been treated with preservatives or pesticides for the reduction 
phase. 

Leaching of Finished Ceramic Ware 

Lead Leaching 

There is a real concern about lead leaching into food and drink from pottery fired with lead glazes.  Both 
the U.S. Food and Drug Administration (FDA) and the Canadian Consumer and Corporate Affairs have 
regulated how much lead can leach from food ware into food and drink.  Acidic liquids are of particular 
concern.  Similarly, continual microwave reheating, (e.g. a coffee mug at work) can yield greater leaching 
of lead glazes.  Many cases of lead poisoning, and even some fatalities, have occurred from the leaching 
of lead from lead-glazed pottery. 
 
While commercial ceramics companies routinely test their ware for lead leaching, craft potters do not 
have the same quality control as does the ceramics industry, and lead leaching is more of a problem. 

 
According to United States regulation, ceramic ware that does not pass the lead leaching tests must have a 
permanent fired decal stating: 

 

"NOT FOR FOOD USE - MAY POISON FOOD. 
 FOR DECORATIVE PURPOSES ONLY." 

 
As mentioned earlier, you can also drill a hole in the pottery so it cannot be used for liquids or food. 

 
Preferably, do not use lead glazes, especially for food and drink vessels.  Any food ware finished with 

lead glazes should be tested regularly by certified laboratories. 

Other Leachable Metals 
 
Other metals can leach into food and drink.  Cadmium is the single metal besides lead presently regulated 
in the United States and Canada.  However, other possible toxic metals in glazes can leach.  Barium has 
been seen in some tests to leach in hazardous amounts from certain glaze formulations.  If a barium glaze, 
or other glaze, changes color from contact with food, do not use the vessel for food.  Try and use only 
glazes with calcium, magnesium, potassium, and sodium fluxes and minimize the amounts of toxic metal 
colorants.  Routine testing for other metal leaching should be done.  More research needs to be done in 
this area. 
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LASER SAFETY FOR THE LASER CUTTER 
A laser cutter is a cutting device which focuses a high energy laser beam onto a material resulting in a 
high quality and dimensionally accurate cut. These devices can be used to cut, etch, engrave, or drill a 
variety of materials. They are often easily affordable and easy to use causing the use of laser cutters by 
schools, hobbyists, small businesses, makerspaces and universities to expand significantly. Laser cutters 
are normally fully enclosed systems that prevent laser operation unless the safety interlocked doors are 
fully closed. They typically contain a carbon dioxide (CO2) laser that produces invisible laser radiation at 
a wavelength of 10600 nm in the infrared spectrum.  

Classification 

Since they are a fully enclosed and interlocked systems, laser cutters are normally a low-risk, Class 1 
lasers in accordance with ANSI Z136.1 Safe Use of Lasers. These devices are safe when used as 
designed, without manipulating the safety features, and are exempt from LU laser registration and other 
control measures. 

                                                  

 HOWEVER, the lasers embedded inside the enclosed system are often Class 3B or Class 4 lasers, which 
emit high energy laser beams capable of causing serious eye and skin injury if the beam is not contained 
within the device. Therefore, safety interlocks should never be bypassed without permission from EHS. 
Laser cutters must be obtained from a reputable suppliers and must be in full compliance with the FDA 
regulations 

Training and PPE 

All users must be properly trained on the potential hazards, control measures, manufacturer’s 
operating procedures, use of personal protective equipment (PPE), emergency procedures, and 
safety precautions for operating the laser cutter.  
 
Required PPE includes safety glasses to protect eyes from particles, debris, etc., proper skin protection to 
reduce burns, and hearing protection (if necessary). 

 
Hazards 

• The invisible high energy laser beam can cause severe eye damage, including 
blindness and serious skin burns. The doors are interlocked such that the laser beam will 
be disabled when the doors are opened. This will completely contain the laser beam 
under normal operations.  The invisible high energy laser beam can cause severe eye 
damage, including blindness and serious skin burns. The doors are interlocked such that 

the use. 
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• Improper use of the controls and modification of the safety features may cause serious eye injury 
and burns. 

Precaution 

• DO NOT modify or disable any safety features of the laser system. 
• DO NOT operate the laser unless all covers are in place and interlocks are working properly. 
• DO NOT look directly into the laser beam. 

Fire 

• The high intensity laser beam can produce extremely high temperatures and significant amounts 
of heat as the substrate material is burned away while cutting. 

• Some materials can catch fire during cutting operations creating fumes and smoke inside the 
device. 

• Dirt and debris may cause fire and a poor quality cut or mechanical component failure 
• It is important that users remain with the laser during operation to ensure that any flare‐ups/ flame 

are properly contained and extinguished. 
• Obtain the Safety Data Sheet (SDS) from the material’s manufacturer when handling or 

processing the materials. 
 
 

• DO NOT use materials that are highly flammable, 
explosive or produce toxic byproducts.  

• DO NOT remove material from the cutting bed before it has cooled. 
• DO NOT leave a laser cutter operating unattended. 
• ALWAYS clean up clutter, debris and flammable materials in the laser cutter after use. 
• ALWAYS keep a properly maintained fire extinguisher nearby. 

 
Air Contaminates  

• Laser cutters will generate fumes, vapors, particulates, and metal fumes 
from substrate that can be highly toxic (plastics and other combustible 
materials). 
 
• All laser cutter systems must be equipped with a fume exhaust system 

and filtration system that meets manufacturer specifications. 
 

• These fumes or air contaminants can damage the machine and harm your health. If the air 
filter or exhaust system is malfunctioning, immediately stop operating the laser cutter and 
notify your supervisor. 

 
• Filters must be changed regularly according to the frequency of use or as specified by the 

manufacturer. 
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• DO NOT cut a material that has not been approved by the manufacturer. 
 

• DO NOT use a laser cutter with a malfunctioning exhaust system or clogged air filter. 

JEWLERY MAKING AND METALWORKING 
The hazards associated with metalworking depend on the type of work performed and methods 
used. Artists may weld, braze, or solder metals as well as cast or forge them. Carefully review the 
Safety Data Sheet (SDS) for the products your students will use and identify the hazardous 
materials involved in their projects.  
 
Hazards 

Metal Casting:  The sand used in molds has high silica content, which can become airborne 
when being mixed with binders and resins. Some resins (phenol-formaldehyde, 
hexamethylenetetramine, polyurethane) are moderately toxic by skin contact and inhalation. 
Some mold releases may contain asbestos as a contaminant.  Melting metal can liberate metal 
fume (a small, deeply inhaled particle). The lead and zinc commonly found in bronze, as well as 
other metals, are highly toxic in this form. Furnaces may generate combustion products, such as 
carbon monoxide, that are highly toxic. Furnaces also generate high heat and infrared radiation 
that can lead to heat stress, skin burns, and possible cataracts. Pouring metal liberates metal 
fume, and the hot metal will burn the organic resins and binders in the sand mold, releasing 
potentially toxic decomposition products. Molten metal can cause severe burns. Breaking up 
sand molds can release high levels of silica dust. 
 
Metal Forging:  Metal forging involves shaping hot or cold metal with hammers and generates 
high noise levels and potential for crushing injuries. The furnaces used to heat metal may 
generate combustion products, such as carbon monoxide, that are highly toxic. Furnaces also 
generate high heat and infrared radiation. Hot metal can cause severe burns. 

 
Welding, Brazing, Soldering:  The welding 
process generates a number of toxic air 
contaminants, including metal fume. If high 
energies are involved, such as in arc welding, 
oxides of nitrogen, ozone, and highly irritating 
acidic gases can also be created. If the metals being 
welded are coated with metals such as lead paint, 
zinc, chrome, cadmium, or other toxic materials, 

these metals will become vaporized and could be highly toxic if inhaled. Cobalt, chromium, 
cadmium, nickel, and beryllium are carcinogenic and cause brain damage. The ultraviolet 
radiation emitted from arc welding can transform chlorinated hydrocarbons into extremely toxic 
phosgene gas. Oxyacetylene torches produce carbon monoxide. The physical hazards associated 
with welding include electric shock (arc welding), burns, fires, and exposure to infrared and 
ultraviolet radiation. Lead and zinc are sometimes found in brazing rods, and fluoride and lead 
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are common hazards associated with soldering. 
 
Precautions 

• Use silica-free sand. Mix molding sand under local exhaust ventilation if possible. 
Otherwise, wear appropriate respiratory protection.  

• If possible, avoid using formaldehyde and polyurethane resins in molding sand and all 
asbestos-containing mold releases. Avoid using metals that contain lead, zinc, nickel and 
other toxic metals.  

• The furnace should be locally exhausted to remove combustion gases and fume 
generated from molten metal (casting).  

• Wear appropriately shielded goggles, a helmet and/or a face shield (depending on the 
work you are doing), coveralls, apron, insulated gloves, and shoe coverings when 
working around hot metal and furnaces. Wear earplugs or muffs while forging.  

• Work in pairs to pour metals into molds or use mechanical lifting aids. The pouring area 
should be equipped with local exhaust ventilation and contain a sand pit to catch 
overflow metal. Never pour directly over cement. Never let molten metal come in 
contact with water, grease, oil, or other organic materials.  

• Keep a fire extinguisher close by and know how to use it. 
• Before using welding equipment, carefully review the manufacturer’s operational and 

safety procedures for all electrical equipment, compressed gas cylinders, regulators, and 
torches. After reviewing this information, obtain additional instruction and assistance in 
using the equipment from a qualified instructor. Follow all operational and safety 
instructions for your equipment.  

• Report any damaged welding equipment to your instructor immediately. 
• Use local exhaust ventilation to collect air contaminants generated while welding.  
• Never store or use chlorinated hydrocarbons or flammable or combustible materials in 

the same area in which you are welding, particularly arc welding.  
• Use a welding curtain to shield your work from others.  
• When finished working or leaving the studio wash your hands thoroughly. Good 

personal hygiene is one of the most important ways you can reduce your exposure.  
• Wear a full-length smock or coveralls in the studio and do not wear them outside the 

studio. Wash them frequently and separately from other clothing. 
 

Metal Cutting:  Metal shears are typically used to make straight cuts in flat sheet metal stock. 
Metal shears may be bench mounted or have integral stands and can be manually powered or 
electrically, hydraulically, and/or pneumatically powered. For the purpose of this Procedure, the 
term “shear” will be used to refer to manual and powered metal shears unless specifically stated. 
 
Hazards 

• Amputation – The shear blade can easily amputate body parts if proper safe guards and 
procedures are not used.  

• Flying Objects – Cutting activities can generate sharp flying chips. Work pieces can 
become disengaged and be flung across the room. This is especially true for cutoffs on 
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the exit side of the shear.  
• Cuts, Laceration, and Puncture – Sharp edges on tooling, sharp edges and potential burrs 

on the work piece are created when using this tool.  
• Pinch Points – Potential pinch points exist with hold down clamps, moving shear parts, 

and between the work piece and the tool. Familiarity of all potential pinch points, 
appropriate guarding, and proper tool use will prevent accidental contact with pinch 
points. 

 
Precautions 

• Understand and follow manufacturer operating procedures.  
• Inspect the tool for damage prior to use.  
• Verify all guards are in place and adjusted properly.  
• Do not bypass any safety devices.  
• Always stay at the machine while it is running.  
• Clean the tool after use.  
• Report any malfunction or damage to the Shop Supervisor after tagging the tool “Out of 

Service, do not use”.  
• Always keep fingers clear of the blade. 
• For foot operated manual shears, keep the foot that is not being used out from under the 

treadle. Never exceed the capacity of the tool. For hand operated manual shears, never 
attempt to exceed the capacity by using an extension bar on the handle to increase 
leverage. Similarly, for foot operated manual shears, never attempt to exceed the 
capacity by jumping on or placing both feet on the treadle.  

• Never attempt to shear multiple work pieces at a time.  
• If a two-person operation is required, communication and responsibilities must be clear 

and defined. The helper must give the signal to the operator to cycle the shear. The 
operator must know the helper’s position at all times and give a “clear” signal before 
bringing the blade down.  

• Never feed material from the backside of the shear. 
• Never feed material from the backside of the shear.  
• Only wear protective gloves when handling sheet metal with manual shears with no 

powered feed.  
• Place scraps and trimmings in metal waste containers 

LITHOGRAPHY AND RELIEF PRINTING 

Inks 

Intaglio, lithography and relief inks consist of pigments suspended in either linseed oil or water 
as a vehicle.  There can be additional hazardous binders or preservatives, etc. 
 
Hazards 
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Oil-based inks contain treated linseed oils.  While linseed oil is not considered a hazard by skin 
contact or inhalation, ingestion of large amounts of some treated linseed oils might be hazardous 
due to presence of small amounts of toxic heavy metals.  Oil vehicles are flammable when 
heated, and rags soaked in these may ignite by spontaneous combustion. 
 
Precautions 
 

• Know what materials are used.   
• Obtain the Safety Data Sheets (SDSs) on all 

products used.  Use the least toxic inks 
possible. 

• Do not use an open flame to heat linseed oil, 
linseed oil, varnishes, or burnt plate 
oil.  Take normal fire prevention measures 
(e.g. no smoking or open flames in work 
area). 

• Place oil-soaked rags in self-closing disposal 
cans and remove from the studio each 
day.  An alternative is to place the oil-soaked rags on a drying rack, but do not pile them 
up. 

Pigments 

Pigments are the colorants used in lithography, intaglio, and relief printing inks.  There are two 
types of pigments: inorganic pigments, and organic pigments. 
 
Hazards 
 

• Pigment poisoning can occur if pigments are inhaled or ingested.  For normal printing 
with prepared inks, the main hazard is accidental ingestion of pigments due to eating, 
drinking or smoking while working, or inadvertent hand to mouth contact. 

• The classic example of a toxic inorganic pigment in printmaking is lead chromate 
(chrome yellow).  Lead pigments can cause anemia, gastrointestinal problems, peripheral 
nerve damage (and brain damage in children), kidney damage and reproductive system 
damage.  Other inorganic pigments may be hazardous also, including pigments based on 
cobalt, cadmium, and manganese. 

• Some of the inorganic pigments, in particular cadmium pigments, chrome yellow and 
zinc yellow (zinc chromate) may cause lung cancer if inhaled.  In addition, lamp black 
and carbon black may contain impurities that can cause skin cancer. 

• Chromate pigments (chrome yellow and zinc yellow) may cause skin ulceration and 
allergic skin reactions. 

• The long-term hazards of the modern synthetic organic pigments have not been well 
studied. 
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Precautions 
 

• Obtain SDSs on all pigments.  This is especially important because the name that appears 
on label of the color may or may not truly represent the pigments present. 

• Use the safest pigments possible.  Avoid lead pigments. 
• Avoid mixing dry pigments whenever possible.  If dry pigments are mixed, wear 

a NIOSH-approved toxic dust respirator. 

Solvents 

In general, organic solvents are one of the most underrated hazards in art materials.  Organic solvents are 
used in printmaking to dissolve and mix with oils, resins, varnishes, and inks, and to clean plates, rollers, 
tools, and even hands. 
 
Hazards 
 

• Repeated or prolonged skin contact with solvents can cause defatting of the skin and resultant 
dermatitis.  Many solvents can also be harmful through skin absorption. 

• Inhalation of solvent vapors is the major way in which solvents are harmful.  High concentrations 
of most solvents can cause dizziness, nausea, fatigue, loss of coordination, or coma.  This can 
also increase the chances for mistakes and accidents. 

• Many solvents are toxic if ingested. Swallowing an ounce of 
turpentine can be fatal. 
• Most solvents, except chlorinated hydrocarbons, are also either 
flammable or combustible. 

 
 
Precautions 
 

• Obtain the SDS on all solvent products used.  Use the least toxic solvent possible.  For example, 
replace the more toxic methyl alcohol with denatured alcohol or isopropyl alcohol. 

• Use adequate ventilation. 
• Keep minimum amounts of solvents on hand and purchase in smallest practical container 

size.  Large amounts of solvents or solvent-containing materials should be stored in a flammable 
storage cabinet. 

• Never store solvents or solvent-containing materials in food or drink containers. Always label 
containers. 

• Do not allow smoking, open flames or other sources of ignition near solvents. 
• Have a class B fire extinguisher in the area.  If ordinary combustible materials are present, you 

may need a Class ABC fire extinguisher. 
• Wear gloves when handling solvents to avoid skin contact In particular do not use solvents to 

clean ink off hands.  Baby oil is a good substitute. 
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Acids 
Acids are used in intaglio (acid etching) and in lithography.  Strong acids commonly used include nitric 
acid, hydrochloric acid, ferric chloride, and phosphoric acid, and less commonly carbolic acid (phenol), 
chromic acid, hydrofluoric and sulfuric acids. 
 
Hazards 
 

• Concentrated acids are corrosive to the skin, eyes, respiratory system and gastrointestinal 
system.  Dilute acids can cause skin irritation on repeated or prolonged contact. 

• Chromic acid is a skin sensitizer, suspect carcinogen, and oxidizer. 
• Phenol is highly toxic by skin absorption and ingestion.  It may cause severe kidney damage, 

central nervous system effects and even death if absorbed in large amounts. 
• Hydrofluoric acid is highly toxic and can cause severe, deep burns which require medical 

attention.  There is no immediate pain warning from contact with hydrofluoric acid. 
• Concentrated nitric acid is a strong oxidizing agent and can react explosively with other 

concentrated acids, solvents, etc.  Nitric acid gives off various nitrogen oxide gases, including 
nitrogen dioxide which is a strong lung irritant and can cause emphysema. 
 

Precautions 
 

• Know what is used.  Obtain the SDS for all acids. 
• Whenever possible avoid concentrated acids. 
• Doing acid etching requires working in an enclosed hood, or in front of a slot exhaust hood or 

window exhaust fan at work level. 
• Store concentrated nitric and chromic acids away from organic materials.  Concentrated nitric 

acid should always be stored separately even from other acids. 
• An important safety rule when diluting concentrated acids is to add the acid to the water, never 

the reverse. 
• Wear appropriate gloves, goggles and protective apron or lab coat when handling acids. 
• If adequate ventilation is not available, wear a NIOSH-approved respirator with acid gas 

cartridges.  Contact EHS for a respirator. 
• If acid is spilled on your skin, wash with lots of water.  In case of eye contact, rinse the eyes with 

water for at least 15 minutes and seek medical attention.  

Lithography 

Lithography uses either zinc and aluminum metal plates or stones for printing.  It involves use of a variety 
of chemicals to make the image ink-receptive and non-image areas receptive to water and ink-repellent. 
 
Plate and Stone Preparation 

A variety of drawing materials with high wax and fatty acid content are used to make the image, 
including tusche and lithographic crayons.  Airbrushing liquid drawing materials or using spray enamel or 
lacquer is also common.  Other materials used in stone or plate processing include etch solution 
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containing acids and gum arabic, counter etch solutions containing acids and sometimes dichromate salts, 
and fountain solutions containing dichromate salts.  Phenol (carbolic acid) has been used for removing 
grease from stones, and a variety of solvents including lithotine, gasoline, kerosene, and mineral spirits, 
which are used for diluting drawing materials, washing out images and correction of images.  Talc and 
rosin mixtures are also used.  Metal plates are prepared with solvent-based vinyl lacquers. 
 
Hazards 

• Acids used include phosphoric, nitric, acetic, hydrochloric, hydrofluoric and tannic acids.  The 
concentrated acids are corrosive, and even dilute acid solutions can cause skin irritation from 
prolonged or repeated contact. Hydrofluoric acid and phenol are the most dangerous to use. 

• Lithotine, kerosene, and mineral spirits are skin and eye irritants and inhalation can cause 
intoxication and respiratory irritation. 

• The solvents contained in vinyl lacquers can include highly toxic Isophorone and cyclohexanone. 
Methyl ethyl ketone (MEK), which is moderately toxic, is often used as a thinner. 

• Dichromate salts may cause skin and nasal ulceration and allergic reactions, and are suspect 
cancer-causing agents. 

• Rosin dust may cause asthma and allergic dermatitis.  There is the hazard of explosion from the 
buildup of rosin dust, in enclosed rosin boxes, around an ignition source. 

• Talc’s may be contaminated with asbestos and silica. 
• Airbrushing drawing materials or using spray enamel paints is more hazardous than drawing with 

a brush because the inhalation hazard is higher. 
 
Precautions 

• Obtain the SDS for all materials used. 
• See Acids and Solvents sections for the precautions with acids and solvents. 
• Use the least toxic solvents.  Gasoline should never be used.  Lithotine and mineral spirits are less 

toxic than the more irritating kerosene. 
• Use asbestos-free talc’s such as baby powders. 
• Avoid dichromate-containing counter etches and fountain solutions if possible.  Do not use 

hydrofluoric acid or phenol. 
• Appropriate gloves, goggles and a protective apron should be worn when mixing or using 

concentrated acids. 
 
Printing and Cleanup 

For all types of lithographic inks, solvents are used to make image corrections on the press, to remove 
images, and to clean the press bed and rollers. 
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Hazards 

Some roller cleaners and glaze cleaners can contain chlorinated hydrocarbons such as 
perchloroethylene and methylene chloride.  Most chlorinated solvents (except 1,1,1-
trichloroethane) have been shown to cause liver cancer in animals and are therefore 
suspect human carcinogens.  In addition perchloroethylene can cause liver damage, and 
methylene chloride heart attacks. 
 

Precautions 

• Know materials used.  Obtain the SDS for all solvents.  See Solvents section for the precautions 
with solvents. 

• Choose products that do not contain chlorinated solvents whenever possible. 
• For small scale solvent use in correcting images or cleaning the press bed using lithotine or 

mineral spirits, dilution ventilation (e.g. window exhaust fan) is sufficient. 

Intaglio 

Intaglio is a printmaking process in which ink is pressed into depressed areas of the plate and then 
transferred to paper.  These depressed areas can be produced by a variety of techniques, including acid 
etching, dry point, engraving and mezzotint. 
 
Etching 

Etching involves use of dilute nitric acid, Dutch mordant (hydrochloric acid plus potassium chlorate) or 
ferric chloride to etch the zinc or copper (respectively) metal plate.  Unetched parts the plate are protected 
with resists such as stop out varnishes containing ethyl alcohol, grounds containing asphaltum or gilsonite 
and mineral spirits, rubber cement, and rosin or spray paints for aquatinting.  Sometimes, soft grounds 
contain more toxic solvents. 
Hazards 

• See Solvents section for the hazards of solvents.  1,1,1- trichloroethane found in some soft 
grounds is moderately toxic by inhalation under normal conditions but may cause fatalities at 
very high concentrations. 

• See Acids section for the hazards of acids.  In particular nitric acid etching releases the 
respiratory irritant nitrogen dioxide which has poor odor warning properties. During the etching 
process, flammable hydrogen gas is also produced. 

• Concentrated nitric acid is a strong oxidizing agent and can react with many other chemicals, 
especially solvents or other organic compounds, to cause a fire. 

• Mixing hydrochloric acid with potassium chlorate to make Dutch mordant produces highly toxic 
chlorine gas. Potassium chlorate is a key ingredient in many pyrotechnics, and is a potent 
oxidizing agent.  It can react explosively with organic compounds, sulfur compounds, sulfuric 
acid or even dirt or clothing.  On heating it can violently decompose to oxygen and potassium 
chloride.  Storage and use are very dangerous require special precautions especially when mixing. 
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• Rosin dust (and asphaltum dust which is also sometimes used) is combustible.  Sparks or static 
electricity have caused explosions in enclosed rosin and aquatint boxes.  Rosin dust may also 
cause asthma and dermatitis in some individuals. 

• Inhalation of solvents and pigments can result from use of aerosol spray paints. 
 
Precautions 

• Obtain the SDS for all materials used. 
• See Solvents and Acids sections for specific precautions. 
• Use Dutch mordant with extreme caution.  A safer substitute for etching copper plates is ferric 

chloride (iron perchloride).  This forms acidic solutions so should be handled accordingly, but 
does not have the dangers of handling concentrated acids.  Ferric chloride solution might cause 
minor skin irritation from prolonged contact. 

• Application of grounds or stop outs should be done with local exhaust ventilation, (e.g. slot or 
enclosed hood). 

• Acid etching should be done with local exhaust ventilation.  See section on precautions for Acids 
for more information. Rosin (or asphaltum) boxes should be explosion-proof.  Use spark proof 
metal cranks, explosion-proof motors, or compressed air.  Don't use hair dryers to stir up rosin 
dust. 

 
Other Techniques 

Dry point, mezzotint and engraving use sharp tools to incise lines in metal plates. 

Hazards 

• One major hazard associated with these types of processes involves accidents with sharp tools. 
• Long-term use of these tools can cause carpel tunnel syndrome, which can cause numbness and 

pain in the first three fingers.  Severe cases can be incapacitating. 
 
Precautions 

• Keep tools sharp, store them safely and always cut away from yourself. 
• When possible, clamp down plates to avoid slippage. 
• Minimize the chance of carpel tunnel syndrome by choosing tools with wide handles, avoiding 

tight grips, and doing hand flexing exercises during regular rest periods.  Set work table height so 
wrist flexing motions are minimal. 

 
Printing and Cleanup 

Intaglio inks contain pigments, treated linseed oil and modifiers.  Printing involves placing the ink on the 
inking slab, inking the plate by hand, and then printing.  Cleanup of inking slab, press bed, and cleaning 
the plate is done with a variety of solvents including mineral spirits, alcohol, lithotine, turpentine, etc. 
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Hazards 

• Preparing your own inks from dry pigments can involve inhalation of toxic 
pigments.  See Pigments section for the hazards of pigments. 

• See Solvents section for the hazards of solvents.  Plate cleaning is more hazardous than cleaning 
inking slabs or press beds because larger amounts of solvents are used. 

• Lithotine, turpentine, or oil-soaked rags can be a spontaneous combustion hazard if improperly 
stored. 

 
Precautions 

• See Pigments and Solvents sections for the specific precautions for pigments and 
solvents. 

• NIOSH-approved respirators with organic vapor cartridges can be used if ventilation is 
not adequate. 

 

Relief Printing 

Relief printing techniques include woodcuts, linoleum cuts 
and acrylic plates for plaster relief.  These techniques 
involve the cutting away of plate areas that are not to be 
printed.  Relief inks can be oil-based or water-based. 

Hazards 

• Some woods used for woodcuts can cause skin irritation 
and/or allergies. This is particularly true of tropical 
hardwoods. 

• Accidents involving sharp tools can result in cuts. 

• Wood carving and cutting tools can cause carpel tunnel syndrome.  This was discussed earlier in 
the section that included dry point and mezzotint. 

• Caustic soda (sodium hydroxide) is sometimes used for etching linoleum.  It can cause skin burns 
and severe eye damage if splashed in the eyes. 

• Eating, drinking or smoking while printing can result in accidental ingestion of pigments. 

• Hazardous solvents are used in stop outs and resists in linoleum etching, and for cleaning up after 
printing with oil-based inks.  See Solvents section for more information on the hazards of 
solvents. 

Precautions 
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• Obtain the SDS for all materials used. 

• See Acids and Solvents sections for precautions with acids and solvents. 

• Water-based inks are preferable to oil-based inks since solvents are not needed. 

• Wear appropriate gloves, goggles and protective apron when handling caustic soda. 

• If the chemical is spilled on your skin, wash with lots of water.  In case of eye contact, rinse the 
eyes with water for at least l5-20 minutes and contact a physician. 

• Always cut in a direction away from you, with your free hand on the side or behind the hand with 
the tool. 

• Carpel tunnel syndrome can be minimized or avoided by using tools with wide handles, avoiding 
tight grips, and rest periods with hand flexing exercises.  Linoleum cutting is softer to work, and 
thus can reduce musculoskeletal injury. 

Collagraphs 

Collagraphs are prints produced by using a collage of different materials glued onto a rigid support.   A 
wide variety of materials and adhesives can be used in making collagraphs. 

Hazards 

• Rubber cement, a common adhesive used with collagraphs, is extremely flammable and most 
rubber cements and their thinners contain the solvent n-hexane which can cause damage to the 
peripheral nervous system (hands, arms, legs, and feet) from chronic inhalation. 

• Epoxy glues can cause skin and eye irritation and allergies. 
• Spraying fixatives on the back of collagraph plates to seal them can involve risk of inhalation of 

the solvent-containing spray mist. 
• Sanding collagraph plates which have been treated with acrylic modeling compounds or similar 

materials can involve inhalation of irritating dusts. 
 

 

Precautions 

• Know the hazards of materials used.  Obtain the SDSs from the manufacturer. 
• Use the least toxic materials available.  In particular use water-based glues and mediums (e.g. 

acrylic medium) whenever possible.  Some rubber cements are made 
with the solvent heptane, which is less toxic than n-hexane, primarily 
because peripheral neuropathy is not associated with its use. 

• Wear gloves when using epoxy glues. 
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• Wear a NIOSH-approved toxic dust respirator when sanding collagraph plates. Contact EHS for 
respirator. 

Plastic Prints 

Plastic prints can involve making prints from a wide variety of plastic materials and resins. 
 
Hazards 

Plastic prints can involve hazards from inhalation of plastic resin vapors (e.g. epoxy resins) and also from 
inhalation of decomposition fumes from drilling, machining, sawing, etc. of finished plastics. 
 
Precautions 

• Obtain the SDS for all materials used. 
• See Solvent section for the precautions with solvents. 
• Use the least toxic material available. 
• Have adequate ventilation.  

Monoprints 

Monoprints involve standard intaglio, lithographic and other printmaking techniques, but only one print is 
made.  Monoprints have the same hazards involved in plate preparation and printing as the parent 
techniques. 

Photoprintmaking 

Photoprintmaking involves exposing a light-sensitive emulsion or film to ultraviolet light through a 
transparent support containing an opaque image to transfer the image to a plate.  The transparency 
through which the photoemulsions are developed can include drawings on a transparent support such as 
Mylar or acetate, or photographic images processed on graphic arts film to yield a positive 
image.  Several photoprintmaking methods will be discussed. 

Photolithography 

Photolithography involves transferring graphic images to stones or 
metal plates that are coated with a light-sensitive emulsion.  One 
can coat the stone or metal plate, or use presensitized metal 
plates.  Light-sensitive emulsions used on stone consist of a 
mixture of powdered albumin, ammonium dichromate, water, and 
ammonia; commercial emulsions are usually based on diazo 
compounds.  Developing solutions for these mixtures often contain 

highly toxic solvents.  Diazo-sensitizing solutions, developers with highly toxic solvents, plate 
conditioners containing strong alkali, and other brand name mixtures are used for metal plates. 
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Hazards 

• Diazo photoemulsions are the least hazardous although they can cause eye irritation. 
• Ammonium dichromate used for stone is a probable human carcinogen, is moderately toxic by 

skin contact, and may cause allergies, irritation, and external ulcers; it is highly flammable and a 
strong oxidizer. 

• Ammonia is a skin irritant and highly toxic by inhalation.  Ammonia is highly corrosive to the 
eyes.  It has good odor-warning properties. 

• Light exposure sources include photoflood lamps, vacuum Poly- Lite units, and carbon 
arcs.  Carbon arcs produce large amounts of ultraviolet radiation which can cause skin and eye 
damage and possible skin cancer.  Carbon arcs also produce hazardous metal fumes, and ozone 
and nitrogen dioxide (which can cause emphysema), and toxic carbon monoxide. 

• Screen cleaning solutions include strong caustic solutions, enzyme detergents which can cause 
asthma, and chlorine bleach.  These are skin and respiratory irritants. 

• Many solvents used in developing solutions are highly toxic both by inhalation and skin 
absorption. 

Precautions 

• Obtain a SDS for all materials used. 
• See Solvents section for more precautions with solvents. 
• Avoid ammonium dichromate and use presensitized plates if possible.  If you cannot substitute, 

wear gloves and goggles.  Store it away from heat, solvents and other organic materials. 
• Use ammonia solutions or solvent-containing photolithographic solutions inside a laboratory 

hood, or in front of a slot exhaust hood.  Wear gloves, goggles, and if ventilation is inadequate, a 
respirator.  Contact EHS for respirator. 

• Do not use carbon arcs unless they are equipped with local exhaust ventilation exhausted to the 
outside.  Quartz mercury or metal halide lamps are safer. 

• Wear gloves, goggles and plastic apron or laboratory coat when mixing hazardous chemicals. 

Photoetching 

Photoetching is usually done using the Kodak Photo Resistant (KPR) products.  Photoresist dyes often 
contain a variety of highly toxic solvents, including ethylene glycol monomethyl ether acetate (2-
ethoxyethyl acetate, cellosolve acetate), ethylene glycol monomethyl ether, and xylene, and 
benzaldehyde.  The developers contain xylene and ethylene glycol monomethyl ether acetate (2-
methoxyethyl acetate or methyl cellosolve acetate).   Developers used for safer presensitized plates also 
contain solvents.  Exposure of the plate is done with ultraviolet sources such as carbon arcs, mercury 
lamps, or metal halide lamps. 

Hazards 

• See the Solvents section for the hazards of various solvents.  In particular, methyl and ethyl ether 
acetates of ethylene glycol are highly toxic by skin absorption and inhalation and can cause 
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anemia, kidney damage, testicular atrophy and sterility in men, and miscarriages and birth defects 
in pregnant women. 

• Xylene is moderately toxic by skin absorption, and highly toxic by inhalation and ingestion.  It is 
a strong narcotic. 

• The Photolithography section discusses carbon arc hazards. 
 

Precautions 

• See Solvents section for precautions with solvents. 
• Pregnant or nursing women, children, and men trying to conceive should not work with these 

materials. 
• Use photofloods or other light sources instead of carbon arcs.  Precautions with carbon arcs is 

discussed in the Photolithography section. 
• Use presensitized plates if possible. 
• Use photoresist solutions with local exhaust ventilation, or wear an organic vapor 

respirator.  Contact EHS for a respirator.  
• Wear butyl rubber gloves when handling KPR solutions. 

PAINTING AND DRAWING 
The health hazards associated with painting and drawing have been 
known since Ramazzini described such illnesses in 1713.  Working 
safely can involve changes in how you select your art materials 
and how you handle them. 

Chemical Safety Basics 

• Read the label.  Be sure you understand what you are working 
with and the associated hazards. 

• When transferring thinners and other chemicals from the original stock container to a new 
container: 

• Do not use food containers including mason jars with lids and labels. 
• Cover or place a lid on the container when not in use to avoid evaporation and unneeded 

vapors. 
• Label the new container with the contents and associated hazards.   

• Ensure you have a safety data sheet.   

Pigments 

Painters use pigments in oil paints, acrylics, watercolor paints, gouache, encaustic, poster paints, casein 
paints and tempera.  Sometimes commercial paints such as oil, enamel, epoxy paints and automobile 
paints are used. 
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Paints are pigments mixed with a vehicle or binder.  Both inorganic and organic pigments are used as 
colorants.  Dry pigments are especially hazardous because they are easily inhaled and ingested.  They are 
used in encaustic, paper-marbleizing and in the fabrication of paint products, and will be discussed more 
thoroughly in the section below on pastels. 
 
Pigments vs. Hues 

Most paints used in Visual Arts do not contain metal pigments and are considered non-toxic.  These are 
most easily identified by the product name.  If the paint is described as hue, such as "chromium yellow 
hue", there is no (or too little to be concerned about) toxic metal contained in the product. 
 
Hazards 

• Poisoning can occur if toxic pigments are inhaled or ingested. The main hazard in standard 
painting techniques is accidental ingestion of pigments due to eating, drinking or smoking while 
working, inadvertent hand to mouth contact, or pointing the paint brush with the lips.  If methods 
such as spraying, heating, or sanding are employed then there is an opportunity for inhalation of 
toxic pigments. 

• The classic example of a toxic inorganic pigment in painting is white lead, or flake white (basic 
lead carbonate).  Lead pigments can cause anemia, gastrointestinal problems, peripheral nerve 
damage (and brain damage in children), kidney damage and reproductive system damage.  Other 
inorganic pigments may be hazardous, including pigments based on cobalt, cadmium, and 
manganese.   

• Some of the inorganic pigments, in particular cadmium pigments, chrome yellow and zinc yellow 
may cause lung cancer.  In addition lamp black and carbon black may contain impurities that can 
cause skin cancer. 

• Chromate pigments (chrome yellow and zinc yellow) may cause skin ulceration and allergic skin 
reactions (such as rashes). 

• The long-term hazards of the modern synthetic organic pigments have not been well studied. 
  
Precautions 

• Obtain SDSs on your paints to find out what pigments you are using. This is especially important 
because the name that appears on the tube of color may or may not truly represent the pigments 
present.  Manufacturers may keep the name of a color while reformulating the ingredients. 

• Use the least toxic pigments possible.  Do not use lead or carcinogenic pigments. 
• Avoid mixing dry pigments whenever possible. If dry pigments are mixed, do it inside a glove 

box (a box with a glass or Plexiglas top and holes in the sides for arms) or inside a laboratory-
type fume hood. 

• Wet mop and wipe all surfaces when using dry pigments. 
• Do not use dishes, containers or utensils from the kitchen to mix and store paints and pigments. 
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Water-Based Paints 

Water-based paints include water color, acrylic, gouache, tempera and casein.  Water is used for thinning 
and cleanup. 

Hazards 

• See section above for pigment hazards. 
• Acrylic paints contain a small amount of ammonia.  Some sensitive people may experience eye, 

nose and throat irritation from the ammonia.  Acrylics and some gouaches contain a very small 
amount of formaldehyde as a preservative.  Only people already sensitized to formaldehyde 
would experience allergic reactions from the trace amount of formaldehyde found in 
acrylics.  The amounts can vary from manufacturer to manufacturer. 

• Casein paints use the protein casein as a binder.  While soluble forms are available, casein can be 
dissolved in ammonium hydroxide which is moderately irritating by skin contact and highly 
irritating by eye contact, ingestion, and inhalation. 

• All water-based paints contain a preservative to prevent mold or bacterial growth.  Sometimes 
artists add preservatives when they make their own paints.  Although present in small amounts, 
certain preservatives may cause allergic reactions in some people. 
 

Precautions 

• See section above for precautions when mixing dry pigments. 
• If you add your own preservative, avoid using sodium fluoride, phenol or mercury 

compounds.  For tempera, a small amount of pine oil works for short periods of time. 
• If you mix casein paints using ammonium hydroxide, mix in an area where there is adequate 

ventilation. 
• Wear gloves, goggles and protective apron when handling ammonia.   
• An eyewash station should be available when handling ammonia. 

Non Water-Based Paints 

Oil paints, encaustic, and egg tempera use linseed oil, wax and egg respectively as vehicles, although 
solvents are often used as a thinner and for cleanup.  Turpentine and mineral spirits (paint thinner), for 
example, are used in oil painting mediums, for thinning, and for cleaning brushes.  Alkyd paints use 
solvents as their vehicle.  In addition many commercial paints used by artists also contain solvents. 

Hazards 

• See section above for pigment hazards. 
• All solvents can cause defatting of the skin and dermatitis from prolonged or repeated 

exposure.  Turpentine can also cause skin allergies and be absorbed through the skin. 
• Acute inhalation of high concentrations of mineral spirits, turpentine vapors, and other solvents 

can cause narcosis, which can include symptoms of dizziness, headaches, drowsiness, nausea, 
fatigue, loss of coordination, coma, as well as respiratory irritation. 
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• Chronic inhalation of large amounts of solvents could result in decreased coordination, behavioral 
changes and brain damage.  Chronic inhalation of turpentine can cause kidney damage and 
respiratory irritation and allergies.  Odorless mineral spirits and turpenoid, in which the aromatic 
hydrocarbons have been removed, are less hazardous. 

• Ingestion of either turpentine or mineral spirits can be fatal.  In the case of mineral spirits, this is 
usually due to chemical pneumonia caused by aspiration (breathing in) of the mineral spirits into 
the lungs after vomiting. 

• Natural resins (copal, damar, rosin, Japanese Lacquer) may cause skin irritation or 
allergies.  Rosin dust can cause asthma. 

• Encaustic involves suspending pigments in molten wax.  If the wax is overheated, flammable wax 
vapors and wax decomposition fumes are produced, which are strong respiratory irritants. 

• Epoxy paints consist of an epoxy resin component containing the pigment, and a hardener 
component.  The epoxy resin may contain diglycidyl ethers which are irritants, may cause bone 
marrow damage, and are suspect carcinogens.  Epoxy hardeners may cause skin and respiratory 
allergies and irritation. 
 

Precautions 

• Whenever possible replace turpentine or ordinary mineral spirits with the less toxic odorless 
mineral spirits.  Mineral spirits is also less flammable than turpentine, since its flashpoint is over 
100 F (38 C), while turpentine has a flashpoint of 95 F, (35 C). 

• Apply the same health and safety considerations for the use of "citrus" or "pine" solvents.  These 
have been found to be quite irritating to the skin and eyes. 

• Techniques such as turpentine washes will require a lot of ventilation because they result in the 
evaporation of large amounts of solvents in a short period of time.  Acrylic paint can be 
substituted for underpainting. 

• Ventilation only needs to be provided while the solvent is evaporating from the canvas, not 
during the time while the oil paint film is drying (oxidizing). 

• Wear nitrile gloves while cleaning brushes with mineral spirits or turpentine. 
• Used solvent can be reclaimed by allowing the paint solids to settle and then pouring off the clear 

solvent. 
• Paint can be removed from your hands with baby oil, and then soap and water. 
• Wax should be only heated to the minimum temperature needed for proper flow of the paint.  Do 

not heat with open flame or hot plate with exposed element. During pregnancy and nursing, 
switch to water-based paints to avoid exposure to solvents.  

Airbrush, Spray Cans, and Spray Guns 

Artists use many products in spray form, including fixatives, retouching sprays, paint sprays, varnishes, 
and adhesive sprays.  Airbrush, aerosol spray can and spray guns are used. 
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Hazards 

• Spray mists are particularly hazardous because they are easily inhaled.  If the paint being sprayed 
contains solvents, then you can be inhaling liquid droplets of the solvents.  In addition the 
pigments are also easily inhaled, creating a much more dangerous situation than applying paint by 

brush. 
• Aerosol spray paints have an additional hazard 
besides pigments and solvents.  They contain 
propellants, usually isobutanes and propane, which 
are extremely flammable and have been the cause 
of many fires.  Other aerosol spray products such as 
retouching sprays, spray varnishes, etc. also contain 
solvents, propellants and particulates being sprayed. 
• Airbrushing produces a fine mist which is a 

serious inhalation hazard because artists work so close to their art work.  Airbrushing solvent-
containing paints is especially dangerous. 

• Spray guns are less common in art painting but usually involve spraying much larger quantities of 
paint than either spray cans or airbrush.  Spraying solvent-based paints is a serious fire hazard. 
 

Precautions 

• See section above for precautions with pigments. 
• Try to brush items rather than spraying if possible. 
• Use water-based airbrushing paints and inks rather than solvent-based paints. 
• Use spray cans or an airbrush in a spray booth if possible. 
• If ventilation is not adequate, then respiratory protection is necessary while air brushing or 

spraying.  Contact EHS for selection and fit-testing. 
• Never try to spray paint by blowing air from your mouth through a tube.  This can lead to 

accidental ingestion of the paint. 

Dry Drawing Media 

This includes dust-creating media such as charcoal and pastels which are often fixed with aerosol spray 
fixatives, and media such as crayons and oil pastels which do not create dust. 

Hazards 

• Pencils are made with graphite, rather than lead and are not considered a hazard.  Colored pencils 
have pigments added to the graphite, but the amounts are small so that there is no significant risk 
of exposure.  Charcoal is usually made from willow or vine sticks, where wood cellulose has been 
heated without moisture to create the black color.  Compressed charcoal sticks use various resins 
in a binder to create the color.  Although charcoal is just considered a nuisance dust, inhalation of 
large amounts of charcoal dust can create chronic lung problems through a mechanical irritation 
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and clogging effect.  A major source of charcoal inhalation is from the habit of blowing excess 
charcoal dust off the drawing. 

• Colored chalks are also considered nuisance dusts.  Some chalks are dustier than 
others.  Individuals who have asthma sometimes have problems with dusty chalks, but this is a 
nonspecific dust reaction, not a toxic reaction. 

• Pastel sticks and pencils consist of pigments bound into solid form by a resin.  Inhalation of pastel 
dusts is the major hazard.  Some pastels are dustier than others.  Pastels can contain toxic 
pigments such as chrome yellow (lead chromate) which can cause lung cancer, and cadmium 
pigments (which can cause kidney and lung damage and are suspect human 
carcinogens).  Blowing excess pastel dust off the drawing is one major source of inhalation of 
pastel pigments.  Pastel artists have often complained of blowing their nose different colors for 
days after using pastels, a clear indication of inhalation. 

• Crayons and oil pastels do not present an inhalation hazard, and thus are much safer than 
pastels.  Some oil pastels can contain toxic pigments, but this is only a hazard by accidental 
ingestion. 

• Both permanent and workable spray fixatives used to fix drawings contain toxic solvents.  There 
is high exposure by inhalation to these solvents because the products are sprayed in the air, often 
right on a desk or easel.  In addition you can be inhaling the plastic particulates that comprise the 
fixative itself. 

• Never try to spray fixative by blowing air from your mouth through a tube.  This can lead to 
accidental ingestion of the fixative. 
 

Precautions 

• Use the least dusty types of pastels, chalks, etc.  Asthmatics in particular might want to switch to 
oil pastels or similar non-dusty media. 

• Spray fixatives should be used with a spray booth that exhausts to the outside.  If use of spray 
fixatives is occasional, you can use them outdoors with a NIOSH-approved respirator equipped 
with organic vapor cartridges and dust and mists filter for protection against inhalation of solvent 
vapors and particulates.  Contact EHS for selection and fit-testing.  An exhaust fan is also needed 
to remove organic vapors and particulates. 

• Don't blow off excess pastel or charcoal dust with your mouth.  Instead tap off the built up dust so 
it falls to the floor (or paper on floor). 

• Wet-mop and wet-wipe all surfaces clean of dusts. 
• If inhalation of dusts is a problem, a respirator may be appropriate.  Contact EHS for selection 

and fit-testing. 

Liquid Drawing Media 

This includes both water-based and solvent-based pen and ink and felt tip markers.  Hazards of dry erase 
or white board markers can be considered here, although they are more used in teaching or commercial 
art. 
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Hazards 

• Drawing inks are usually water-based, but there are some solvent-based drawing inks.  These 
usually contain toxic solvents like xylene. 

• Permanent felt tip markers used in design or graphic arts contain solvents.  Xylene, which is a 
highly toxic aromatic hydrocarbon, is the most common ingredient; newer brands often contain 
the less toxic propyl alcohol (although it is an eye, nose and throat irritant).  The major hazard is 
from solvent inhalation by using multiple permanent markers results at the same time at close 
range. 
 

Precautions 

• Use water-based markers and drawing inks if possible. 
• Alcohol-based markers are less toxic than aromatic solvent-based markers. 
• Solvent-based drawing inks and permanent markers should be used with good dilution ventilation 

(e.g. window exhaust fan). 
• Never paint on the body with markers or drawing inks.  Body painting should be done with 

cosmetic colors. 

PHOTOGRAPHY 
Photographers are exposed to chemical, physical, and psychological hazards during the course of their 
work. Photojournalists are at physical risk from motor vehicle crashes and work in war zones. Ergonomic 
risk comes from handling heavy equipment as well as work in awkward postures in dangerous positions. 

Black-and-White Photographic Processing 

A wide variety of chemicals are used in black and white photographic processing.  Film 
developing is usually done in closed canisters.  Print processing uses tray processing, 
with successive developing baths, stop baths, fixing baths, and rinse steps.  Other 
treatments include use of hardeners, intensifiers, reducers, toners, and hypo 
eliminators.  

Mixing Photochemicals 

Hazards 
 

• Developer solutions and powders are often highly alkaline, and glacial acetic acid, used in 
making the stop bath, is also corrosive by skin contact, inhalation and ingestion. 

• Developer powders are highly toxic by inhalation, and moderately toxic by skin contact, due to 
the alkali and developers themselves (see Developing Baths below). 
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Precautions 
 

• Use liquid chemistry whenever possible, rather than mixing developing powders.  Pregnant 
women, in particular, should not be exposed to powdered developer. 

• When mixing powdered developers, use a glove box (a box with glass or Plexiglas top, and two 
holes in the sides for hands and arms), local exhaust ventilation, or wear a NIOSH-approved toxic 
dust respirator. Contact EHS for selection and fit-testing. 

• Wear gloves, goggles and protective apron when mixing concentrated photochemicals.  Always 
add any acid to water, never the reverse. 

• In case of skin contact, rinse with lots of water.  In case of eye contact, rinse for at least 15 
minutes, preferably using an eyewash station, seek medical attention. 

• Store concentrated acids and other corrosive chemicals on low shelves so as to reduce the chance 
of face or eye damage in case of breakage and splashing. 

• Do not store photographic solutions in glass containers. 

Developing Baths 

The most commonly used developers are hydroquinone, monomethyl para-amino phenol sulfate, and 
phenidone.  Several other developers are used for special purposes.  Other common components of 
developing baths include an accelerator, often sodium carbonate or borax, sodium sulfite as a 
preservative, and potassium bromide as a restrainer or antifogging agent. 

Hazards 

• Developers are skin and eye irritants, and in many cases strong sensitizers.  Monomethyl-p-
aminophenol sulfate creates many skin problems, and allergies to it are frequent (although this is 
thought to be due to the presence of para-phenylene diamine as a contaminant).  Hydroquinone 
can cause depigmentation and eye injury after five or more years of repeated exposure, and is a 
mutagen.  Some developers also can be absorbed through the skin to cause severe poisoning (e.g., 
catechol, pyrogallic acid).  Phenidone is only slightly toxic by skin contact. 

• Most developers are moderately to highly toxic by ingestion, with ingestion of less than one 
tablespoon of compounds such as monomethyl-p-aminophenol sulfate, hydroquinone, or 
pyrocatechol being possibly fatal for adults.  Symptoms include ringing in the ears (tinnitus), 
nausea, dizziness, muscular twitching, increased respiration, and headache, cyanosis (turning blue 
from lack of oxygen) due to methemoglobinemia, delirium, and coma.  With some developers, 
convulsions also can occur. 

• Para-phenylene diamine and some of its derivatives are highly toxic by skin contact, inhalation, 
and ingestion.  They cause very severe skin allergies and can be absorbed through the skin. 

• Sodium hydroxide, sodium carbonate, and other alkalis used as accelerators are highly corrosive 
by skin contact or ingestion.  This is a particular problem with the pure alkali or with 
concentrated stock solutions. 
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• Potassium bromide is moderately toxic by inhalation or ingestion and slightly toxic by skin 
contact.  Symptoms of systemic poisoning include somnolence, depression, and lack of 
coordination, mental confusion, hallucinations, and skin rashes. 

• Sodium sulfite is moderately toxic by ingestion or inhalation, causing gastric upset, colic, 
diarrhea, circulatory problems, and central nervous system depression.  It is not appreciably toxic 
by skin contact.  If heated or allowed to stand for a long time in water or acid, it decomposes to 
produce sulfur dioxide, which is highly irritating by inhalation. 

 

Precautions 

• See the section on Mixing Photochemicals for mixing precautions. 
• Do not put your bare hands in developer baths.  Use tongs instead.  If developer solution splashes 

on your skin or eyes immediately rinse with lots of water.  For eye splashes, continue rinsing for 
15 minutes and seek medical attention. 

• Do not use para-phenylene diamine or its derivatives if at all possible. 

Stop Baths and Fixer 

Stop baths are usually weak solutions of acetic acid.  Acetic acid is commonly available as pure glacial 
acetic acid or 28% acetic acid.  Some stop baths contain potassium chrome alum as a hardener. 

Fixing baths contain sodium thiosulfate ("hypo") as the fixing agent, and sodium sulfite and sodium 
bisulfite as a preservative.  Fixing baths also may also contain alum (potassium aluminum sulfate) as a 
hardener and boric acid as a buffer. 

Hazards 

• Acetic acid, in concentrated solutions, is highly toxic by inhalation, skin contact, and ingestion.  It 
can cause dermatitis and ulcers, and can strongly irritate the mucous membranes.  The final stop 
bath is only slightly hazardous by skin contact.  Continual inhalation of acetic acid vapors, even 
from the stop bath, may cause chronic bronchitis. 

• Potassium chrome alum or chrome alum (potassium chromium sulfate) is moderately toxic by 
skin contact and inhalation, causing dermatitis and allergies. 

• In powder form, sodium thiosulfate is not significantly toxic by skin contact.  By ingestion it has 
a purging effect on the bowels.  Upon heating or long standing in solution, it can decompose to 
form highly toxic sulfur dioxide, which can cause chronic lung problems.  Many asthmatics are 
particularly sensitive to sulfur dioxide. 

• Sodium bisulfite decomposes to form sulfur dioxide if the fixing bath contains boric acid, or if 
acetic acid is transferred to the fixing bath on the surface of the print. 

• Alum (potassium aluminum sulfate) is only slightly toxic.  It may cause skin allergies or 
irritation. 

• Boric acid is moderately toxic by ingestion or inhalation and slightly toxic by skin contact (unless 
the skin is abraded or burned, in which case it can be highly toxic). 



Longwood University Theatre Student Handbook 2020-2021 
 

83 
 
 

Precautions 

• All darkrooms require good ventilation to control the level of acetic acid vapors and sulfur 
dioxide gas produced in photography. 

• Wear gloves and goggles. 
• Cover all baths when not in use to prevent evaporation or release of toxic vapors and gases. 

Intensifiers and Reducers 

A common after-treatment of negatives (and occasionally prints) is either intensification or 
reduction.  Common intensifiers include hydrochloric acid and potassium dichromate, or potassium 
chlorochromate.  Mercuric chloride followed by ammonia or sodium sulfite, Monckhoven's intensifier 
consisting of a mercuric salt bleach followed by a silver nitrate/potassium cyanide solution, mercuric 
iodide/sodium sulfite, and uranium nitrate are older, now discarded, intensifiers. 
Reduction of negatives is usually done with Farmer's reducer, consisting of potassium ferricyanide and 
hypo.  Reduction has also be done historically with iodine/potassium cyanide, ammonium persulfate, and 
potassium permanganate/sulfuric acid. 
 
Hazards 

• Potassium dichromate and potassium chlorochromate are probable human carcinogens, acutely 
toxic, strong oxidizers, and can cause skin allergies and ulceration. Potassium chlorochromate can 
release highly toxic chlorine gas if heated or if acid is added. 

• Concentrated hydrochloric acid is corrosive; the diluted acid is a skin and eye irritant. 
• Mercury compounds are moderately toxic by skin contact and may be absorbed through the 

skin.  They are also highly toxic by inhalation and extremely toxic by ingestion.  Uranium 
intensifiers are radioactive, and are especially hazardous to the kidneys. 

• Sodium or potassium cyanide is extremely toxic by inhalation and ingestion, and moderately 
toxic by skin contact.  Adding acid to cyanide forms extremely toxic hydrogen cyanide gas which 
can be rapidly fatal. 

• Potassium ferricyanide, although only slightly toxic by itself, will release hydrogen cyanide gas if 
heated, if hot acid is added, or if exposed to strong ultraviolet light (e.g., carbon arcs).  Cases of 
cyanide poisoning have occurred through treating Farmer's reducer with acid. 

• Potassium permanganate and ammonium persulfate are strong oxidizers and may cause fires or 
explosions in contact with solvents and other organic materials. 
 

Precautions 

• Chromium intensifiers are probably the least toxic intensifiers, even though they are probable 
human carcinogens.  Gloves and goggles should be worn when preparing and using these 
intensifiers.  Mix the powders in a glove box or wear a NIOSH-approved toxic dust 
respirator.  Contact EHS for selection and fit-testing. Do not expose potassium chlorochromate to 
acid or heat. 
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• Do not use mercury, cyanide or uranium intensifiers, or cyanide reducers because of their high or 
extreme toxicity. 

• The safest reducer to use is Farmer's reducer.  Do not expose Farmer's reducer to acid, ultraviolet 
light, or heat. 

Toners 

Toning a print usually involves replacement of silver by another metal, for example, gold, selenium, 
uranium, platinum, or iron.  In some cases, the toning involves replacement of silver metal by brown 
silver sulfide, for example, in the various types of sulfide toners.  A variety of other chemicals are also 
used in the toning solutions. 

Hazards 

• Sulfides release highly toxic hydrogen sulfide gas during toning, or when treated with acid. 
• Selenium is a skin and eye irritant and can cause kidney damage.  Treatment of selenium salts 

with acid may release highly toxic hydrogen selenide gas.  Selenium toners also give off large 
amounts of sulfur dioxide gas. 

• Gold and platinum salts are strong sensitizers and can produce allergic skin reactions and asthma, 
particularly in fair-haired people. 

• Thiourea is a probable human carcinogen since it causes cancer in animals. 
 

Precautions 

• Carry out normal precautions for handling toxic chemicals as described in previous sections.  In 
particular, wear gloves and goggles.  See also the section on mixing photochemicals. 

• Toning solutions must be used with local exhaust ventilation. 
• Take precautions to make sure that sulfide or selenium toners are not contaminated with 

acids.  For example, with two bath sulfide toners, make sure you rinse the print well after 
bleaching in acid solution before dipping it in the sulfide developer. 

• Avoid thiourea whenever possible because of its probable cancer status. 

Other Hazards to Consider   

Many other chemicals are also used in black and white processing, including formaldehyde as a pre-
hardener, a variety of oxidizing agents as hypo eliminators (e.g., hydrogen peroxide and ammonia, 
potassium permanganate, bleaches, and potassium persulfate), sodium sulfide to test for residual silver, 
silver nitrate to test for residual hypo, solvents such as methyl chloroform and freons for film and print 
cleaning, and concentrated acids to clean trays. 

Electrical outlets and equipment can present electrical hazards in darkrooms due to the risk of splashing 
water. 
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Hazards 

• Concentrated sulfuric acid, mixed with potassium permanganate or potassium dichromate, 
produces highly corrosive permanganic and chromic acids. 

• Hypochlorite bleaches can release highly toxic chlorine gas when acid is added, or if heated. 
• Potassium persulfate and other oxidizing agents used as hypo eliminators may cause fires when in 

contact with easily oxidizable materials, such as many solvents and other combustible 
materials.  Most are also skin and eye irritants. 
 

Precautions 

• See previous sections for precautions in handling photographic chemicals. 
• Cleaning acids should be handled with great care.  Wear gloves, goggles and acid-proof, 

protective apron.  Always add acid to the water when diluting. 
• Do not add acid to, or heat, hypochlorite bleaches. 
• Keep potassium persulfate and other strong oxidizing agents separate from flammable and easily 

oxidizable substances. 
• Install ground fault interrupters (GFCIs) whenever electrical outlets or electrical equipment (e.g. 

enlargers) are within six feet of the risk of water splashes. 

Color Processing 

Color processing is much more complicated than black and white processing, and there is a wide variation 
in processes used by different companies.  Color processing can be either done in trays or in automatic 
processors. 

Color Developing Baths 

The first developer of color transparency processing usually contains monomethyl-p-aminophenol sulfate, 
hydroquinone, and other normal black and white developer components.  Color developers contain a wide 
variety of chemicals including color coupling agents, penetrating solvents (such as benzyl alcohol, 
ethylene glycol, and ethoxydiglycol), amines, and others. 

Hazards 

• See the developing section of black and white processing for the hazards of standard black and 
white developers. 

• In general, color developers are more hazardous than black and white developers.  Para-
phenylene diamine, and its dimethyl and diethyl derivatives, are known to be highly toxic by skin 
contact and absorption, inhalation, and ingestion.  They can cause very severe skin irritation, 
allergies and poisoning.  Color developers have also been linked to lichen planus, an 
inflammatory skin disease characterized by reddish pimples which can spread to form rough scaly 
patches.  Recent color developing agents such as 4-amino-N-ethyl-N-[P-methane- 
sulfonamidoethyl]-m-toluidine sesquisulfate monohydrate and 4-amino-3-methyl-N-ethyl-N-[,3-



Longwood University Theatre Student Handbook 2020-2021 
 

86 
 
 

hydroxyethyl]-aniline sulfate are supposedly less hazardous, but still can cause skin irritation and 
allergies. 

• Most amines, including ethylene diamine, tertiary-butylamine borane, the various ethanolamines, 
etc. are strong sensitizers, as well as skin and respiratory irritants. 

• Although many of the solvents are not very volatile at room temperature, the elevated 
temperatures used in color processing can increase the amount of solvent vapors in the air.  The 
solvents are usually skin and eye irritants. 
 

Precautions 

• Wear gloves and goggles when handling color developers.  Wash gloves with an acid-type hand 
cleaner (e.g. pHisoderm (R)), and then water before removing them. 

• Mix powders in a glove box, or wear a NIOSH-approved toxic dust respirator.  Contact EHS for 
selection and fit-testing. 

• Color processing needs more ventilation than black and white processing due to the use of 
solvents and other toxic components at elevated temperatures. 

Color Processing: Bleaching, Fixing, and Other Steps 

Many of the chemicals used in other steps of color processing are essentially the same as those used for 
black and white processing.  Examples include the stop bath and fixing bath.  Bleaching uses a number of 
chemicals, including potassium ferricyanide, potassium bromide, ammonium thiocyanate, and acids. 
Chemicals found in prehardeners and stabilizers include succinaldehyde and formaldehyde; neutralizers 
can contain hydroxylamine sulfate, acetic acid, and other acids. 

Hazards 

• Formaldehyde is moderately toxic by skin contact, and highly toxic by inhalation and 
ingestion.  It is a skin, eye and respiratory irritant, and strong sensitizer, and is a probable human 
carcinogen.  Formaldehyde solutions contain some methanol, which is highly toxic by ingestion. 

• Succinaldehyde is similar in toxicity to formaldehyde, but is not a strong sensitizer or carcinogen. 
• Hydroxylamine sulfate is a suspected teratogen in humans since it is a teratogen (causes birth 

defects) in animals.  It is also a skin and eye irritant. 
• Concentrated acids, such as glacial acetic acid, hydro bromic acid, sulfamic acid and p-toluene 

sulfonic acids are corrosive by skin contact, inhalation and ingestion. 
• Acid solutions, if they contain sulfites or bisulfites (e.g., neutralizing solutions), can release sulfur 

dioxide upon standing.  If acid is carried over on the negative or transparency from one step to 
another step containing sulfites or bisulfites, then sulfur dioxide can be formed. 

• Potassium ferricyanide will release hydrogen cyanide gas if heated, if hot acid is added, or if 
exposed to strong ultraviolet radiation. 
 

Precautions 

• Local exhaust ventilation is required for mixing of chemicals and color processing. 
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• Use premixed solutions whenever possible. 
• Avoid color processes using formaldehyde, if possible. 
• Wear gloves, goggles and protective apron when mixing and handling color processing 

chemicals.  When diluting solutions containing concentrated acids, always add the acid to the 
water. An eyewash should be available. 

• A water rinse step is recommended between acid bleach steps and fixing steps to reduce the 
production of sulfur dioxide gas. 

• Do not add acid to solutions containing potassium ferricyanide or thiocyanate salts. 
• Control the temperature carefully according to manufacturer's recommendations to reduce 

emissions of toxic gases and vapors. 

Disposal of Photochemicals 

There is considerable concern about the effect of dumping photographic chemicals and solutions down 
the drain.  The following recommendations are for disposing small volumes of photographic solutions 
daily. 

• Old or unused concentrated photographic chemical solutions, toning solutions, ferricyanide 
solutions, chromium solutions, color processing solutions containing high concentrations of 
solvents, and non-silver solutions should be treated as hazardous waste 

• Alkaline developer solutions should be neutralized first before being poured down the drain.  This 
can be done with the stop bath or citric acid, using pH paper to tell when the solution has been 
neutralized (pH 7). 

• Stop bath left over from neutralization of developer can 
be poured down the drain, once mixed with wash water. 
• Fixing baths should never be treated with acid (e.g. 
mixing with stop bath), since they usually contain sulfites and 
bisulfites which will produce sulfur dioxide gas. 
• Fixing baths contain large concentrations of silver 
thiocyanate, well above the 5 ppm of silver ion allowed by the 
U.S. Clean Water Act.  Collect fixers and either pour into the 
silver recovery unit or dispose as hazardous waste.  

SCULPTURE 
Many artists work with traditional sculptural materials 

including plaster, stone, lapidary, clay, wax, and modeling materials. See Ceramics for information on 
some other sculpting media. 

Plaster and Plaster Molds 

Plaster can be carved, modeled, and casted. Varieties of plaster include: Plaster of Paris, casting plaster, 
white art plaster, molding plaster, and Hydrocal. These are all varieties of calcined gypsum, composed of 
calcium sulfate. Mold releases used with plaster include Vaseline, tincture of green soap, auto paste wax-
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benzene, silicone-grease-benzine, and mineral oil-petroleum jelly. In waste molding, the plaster mold is 
chipped away. 

Hazards 

• Plaster dust (calcium sulfate) is slightly irritating to the eyes and respiratory system.  In situations 
where there is heavy inhalation of the dust, more severe respiratory problems can result. 

• Potassium sulfate and potassium alum are slightly toxic by ingestion; potassium alum is slightly 
toxic by skin contact, and can cause mild irritation or allergies in some people. 

• Borax is moderately toxic by ingestion, by inhalation, and by absorption through burns or other 
skin injuries. It is also slightly toxic by skin contact, causing alkali burns. 

• Concentrated acetic acid is highly corrosive by ingestion, inhalation, and skin contact. 
• Burnt lime (calcium oxide) is moderately corrosive by skin contact (especially if the skin is wet), 

and highly toxic by inhalation or ingestion. 
• Careless use and storage of sharp tools can cause accidents.  Chipping set plaster can result in eye 

injuries from flying chips. 
• Benzene used with many mold releases is moderately toxic by skin contact and inhalation, and is 

highly toxic by ingestion.  It is also flammable. 
• Making plaster casts of hands, legs, and other body parts can be very hazardous due to the heat 

released during the setting process. 
 

Precautions 

• Wear gloves and goggles when mixing acetic acid and burnt lime. 
• Always carve or cut in a direction away from you, and keep hands behind the tool.  If the tool 

falls, don't try to catch it. 
• Wear safety goggles when chipping plaster. 
• Wear gloves and goggles when pouring benzene.  Store in safety containers and do not use near 

open flames. 
• Do not use plaster for body part casts.  Instead, use a plaster-impregnated bandage (such 

as Johnson and Johnson’s (Paris craft), along with Vaseline or similar mold release as protection. 

Stones and Lapidary 

Stone carving involves chipping, scraping, fracturing, flaking, crushing, and pulverizing with a wide 
variety of tools.  Soft stones can be worked with manual tools whereas hard stones require crushing and 
pulverizing with electric and pneumatic tools.  Crushed stone can also be used in casting procedures. 

Soft stones include soapstone (steatite), serpentine, sandstone, African wonder stone, greenstone, 
sandstone, limestone, alabaster, and several others.  Hard stones include granite and marble.  Electric 
tools include saws, drills, grinders, and sanders, and pneumatic tools include roto hammers, drills, and 
other tools powered by compressed air.  Stone casts can be made using Portland cement, sand, and 
crushed stone.  Marble dust is often used with this technique.  Cast concrete sculptures can also be made 
using sand and Portland cement.  Lapidary involves cutting and carving semiprecious stones and has 
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similar risks as hard stone carving.  Stones carved include garnet, jasper, jade, agate, travertine, opal, 
turquoise and many others. 

Stones can be finished by grinding, sanding, and polishing, by either hand or with machines.  Polishing 
can use a variety of materials, depending on the hardness of the stone being polished.  Polishing materials 
include carborundum (silicon carbide), corundum (alumina), diamond dust, pumice, putty powder (tin 
oxide), rouge (iron oxide), tripoli (silica), and cerium oxide. 

Hazards 

• Sandstone, soapstone, and granite are highly toxic by inhalation because they contain large 
amounts of free silica. Limestone, containing small amounts of free silica, is less hazardous. 

• Serpentine, soapstone, and greenstone may contain asbestos, which can cause asbestosis, lung 
cancer, mesothelioma, and stomach and intestinal cancers. 

• During chipping and other carving, flying chips and pieces of rock may cause eye 
injury.  Grinding and sanding can release small pieces of stone and dust which are hazardous to 
the eyes. 

• Lifting heavy pieces of stone may cause back injuries. 
• Power tools create larger amounts of fine dust than hand tools.  Pneumatic tools can create large 

amounts of fine silica dust. 
• Vibration from pneumatic equipment can cause Raynaud's phenomenon, ("white fingers" or 

"dead fingers") a circulation disease.  The hazard is greater with exposure to cold, (e.g. the air 
blast from pneumatic tools).  This temporary condition can spread to the whole hand and cause 
permanent damage. 

• Calcium oxide in Portland cement is highly corrosive to the eyes and respiratory tract, and is 
moderately corrosive to the skin.  Allergic dermatitis can also occur due to chromium 
contaminants in the cement.  The silica in the cement is also highly toxic by inhalation.  Lung 
problems from inhalation of Portland cement include emphysema, bronchitis, and fibrosis. 
Acrylic resins are skin irritants and sensitizers. 

• The dust from quartz gemstones such as agate, amethyst, onyx, and jasper is highly toxic because 
they are made of silica.  Other gemstones such as turquoise and garnet may be contaminated with 
substantial amounts of free silica.  Opal is made of amorphous silica, which is slightly toxic by 
inhalation. 

• Grinding and sanding, especially with machines can create fine dust from the stone which is 
being worked.  There are also inhalation hazards from grinding wheel dust (especially sandstone 
wheels).  Some polishing materials such as tripoli are highly toxic if inhaled in powder form. 

 

Precautions 

• Do not use stones which may contain asbestos unless you are certain that your particular pieces 
are asbestos free.  New York soapstones may contain asbestos, whereas Vermont soapstones are 
usually asbestos free.  Alabaster is a substitute. 
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• Wear chipping goggles to protect against flying particles; wear protective shoes to protect against 
falling stones.  Wear approved safety goggles when grinding, sanding, or polishing.  For heavy 
grinding also wear a face shield. 

• When using carving tools, keep your hands behind the tools, and carve or cut in a direction away 
from you. Don't try to catch falling tools. 

• Use proper lifting techniques (bent knees). 
• Protect against vibration damage from pneumatic tools by measures such as having comfortable 

hand grips, directing the air blast away from your hands, keeping hands warm, taking frequent 
work breaks, and using preventive medical measures such as massage and exercises. 

• Tie long hair back, and don't wear ties, jewelry, or loose clothing which can get caught by 
machinery. 

Modeling Materials 

See Ceramics for information about clay compounds. Modeling clays of the plasticine type usually 
contain China clay in an oil and petrolatum base.  Additives are often present, including dyes, sulfur 
dioxide, vegetable oils, aluminum silicate, preservatives, and turpentine. These are modeled and carved 
with simple tools. There are also a variety of polymer clays that are self- hardening, or oven-hardening 
(e.g. FIMO, Sculpey), which are not really clays at all.  These are often based on polyvinyl chloride. 
 
Hazards 

• Some of the additives in plasticine clays such as turpentine and preservatives might cause skin 
irritation or allergies, and sulfur dioxide might cause some respiratory problems in certain 
asthmatics.  The amounts present are usually small. 

• The curing temperatures of different product are not the same, and in some cases, very close to 
the temperatures at which decomposition can occur. 
 

Precautions 

• Use gloves or apply a barrier cream to hands if skin irritation results from using plasticine 
modeling clays.  Wash hands with soap and water after contact. 

• Obtain the Safety Data Sheet (SDS) from the manufacturer or supplier, and make sure the 
temperature of decomposition is not reached. 

Wax 

Many different types of waxes are used for modeling, carving, and casting.  These include beeswax, 
ceresin, carnauba, tallow, paraffin, and micro-crystalline wax.  In addition there are the synthetic 
chlorinated waxes.  Solvents used to dissolve various waxes include alcohol, acetone, benzine, turpentine, 
ether, and carbon tetrachloride.    Waxes are often softened for carving or modeling by heating in a double 
boiler or with a light bulb, by sculpting with tools warmed over an alcohol lamp, or by the use of 
soldering irons, alcohol lamps, and blowpipes. Wax can be melted for casting in a double boiler. 
Additives used with waxes include rosin, dyes, petroleum jelly, mineral oil, and many solvents. 
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Hazards 

• Overheating wax can result in the release of flammable wax vapors, as well as in the 
decomposition of the wax to release acrolein fumes and other decomposition products which are 
highly irritating by inhalation.  Explosions have occurred from heating wax that contained water. 

• Alcohol and acetone are slightly toxic solvents by skin contact and inhalation; benzine and 
turpentine are moderately toxic by skin contact, inhalation, and ingestion.  Carbon tetrachloride is 
extremely toxic, possibly causing liver cancer and severe liver damage, even from small 
exposures.  Exposure to carbon tetrachloride can be fatal by skin absorption or inhalation. 

• Chlorinated synthetic waxes are highly toxic by skin contact and skin absorption, causing a 
severe form of acne (chloracne).  Some may be contaminated with polychlorinated biphenyls 
(PCBs), which are highly toxic, causing chloracne, liver problems, and possibly cancer of the 
pancreas and melanoma (a fatal form of skin cancer). 
 

Precautions 

• Do not overheat waxes.  Use a double boiler and a temperature-controlled hot plate, or a crock 
pot.  Do not use an open flame to melt waxes. 

• Use the least hazardous solvent to dissolve your wax.  Do not use carbon tetrachloride under any 
circumstances.  Store solvents safely, do not smoke or have open flames near solvents.  Dispose 
of solvent-soaked rags in an approved waste disposal container which is emptied daily. 

• Do not use chlorinated synthetic waxes. 

Woodworking 

Wood sculpture uses a large number of different types of hard and soft woods, including 
many exotic tropical woods.  Many of these woods are hazardous themselves.  Sometimes 
woods are treated with hazardous preservatives or pesticides. 

 

Hazards 

• Saps present in many green woods, and lichens and liverworts present on the surface of freshly 
cut wood, can cause skin allergies and irritation from direct contact. 

• Many hardwood dusts, especially those from exotic woods, are common sensitizers and can 
cause allergic skin reactions.  Some hardwoods can cause allergic reactions in individuals 
working with or using finished hardwoods. Softwoods do not cause as high a frequency of skin 
and respiratory problems as do hardwoods.  A few individuals can develop allergic reactions to 
some softwoods. 

• Contact with the dust of many hardwoods can cause conjunctivitis (eye inflammation), hay fever, 
asthma, coughing, and other respiratory diseases.  Canadian and Western Red Cedar are 
examples. 
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• Some hardwoods can cause hypersensitivity pneumonia (alveolitis), and frequent attacks can 
cause permanent lung scarring (fibrosis).  Examples of these highly toxic woods include giant 
sequoia, cork oak, some maple woods and redwood. 

• Some hardwoods contain chemicals that are toxic, and can cause a variety of symptoms, 
including headaches, salivation, thirst, giddiness, nausea, irregular heartbeat, etc.  A classic 
example is hemlock. 

• Inhalation of hardwood dust is associated with a particular type of nasal and nasal sinus cancer 
(adenocarcinoma).  This type of cancer has a latency period of 40-45 years, and occurs to the 
extent of about 7 in 10,000 among woodworkers who are heavily exposed.  This rate is many 
times higher than the rate of nasal adenocarcinoma in the general population.  Over half of all 
known cases of this type of cancer are found in woodworkers. 
 

Precautions 

• Whenever possible, use common hardwoods rather than rare tropical hardwoods. 
• If you have a history of allergies, you should avoid common sensitizing woods. 
• If you are handling woods that can cause skin irritation or allergies, wear gloves. 

Plywood and Composition Board 

Plywood is made by gluing thin sheets of wood together with either urea-formaldehyde glues (for indoor 
use) or phenol-formaldehyde glues (for outdoor use).  Composition board, for example particle board, is 
made by gluing wood dust, chips, etc. together with urea-formaldehyde resins.  The materials can emit 
unreacted formaldehyde for some years after manufacture, with composition board emitting more 
formaldehyde.  In addition, heating these materials or machining them can cause decomposition of the 
glue to release formaldehyde. 
 
Hazards 

• Formaldehyde is highly toxic by inhalation, highly toxic by eye contact and ingestion, and 
moderately toxic by skin contact.  It is an irritant and strong sensitizer.  Formaldehyde is a 
probable human carcinogen.  Even trace amounts of free formaldehyde may cause allergic 
reactions in people who are already sensitized to it. 

• Machining, sanding, or excessive heating of plywood or composition board can cause 
decomposition releasing formaldehyde, carbon monoxide, hydrogen cyanide (in the case of 
amino resins) and phenol (in the case of phenol-formaldehyde resins). 
 

Precautions 

• Use low-formaldehyde products whenever possible.  There are particle boards that are made 
without formaldehyde, but these are very expensive. 

• Do not store large amounts of plywood or composition board in the shop since it will emit 
formaldehyde.  Instead store in a ventilated area where people do not work. 
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Wood Preservation and Other Treatments 

Pesticides and preservatives are often applied to wood when it is being 
timbered, processed or shipped.  Unfortunately, it is hard to find out what 
chemicals, if any, have been added.  This is especially a problem with 
imported woods, since pesticides and wood preservatives banned in the 
United States and Canada are often used in other 
countries.  Pentachlorophenol and its salts, creosote, and chromated copper 
arsenate (CCA) have been banned for sale in the United Sates as wood preservatives because of their 
extreme hazards.  They can, however, still be found in older woods and chromated copper arsenate is still 
allowed as a commercial treatment (e.g. "green" lumber, playground equipment, and other outdoor uses). 
It is supposed to be labeled.  A variety of other chemicals can be used in treating wood including fire 
retardants, bleaches, etc. 

Hazards 

• Pentachlorophenol is highly toxic by all routes of entry.  It can be absorbed through the skin, 
cause chloracne (a severe form of acne) and liver damage, and is a probable human carcinogen 
and reproductive toxin. 

• Chromated copper arsenate is extremely toxic by inhalation and ingestion, and highly toxic by 
skin contact.  It is a known human carcinogen and teratogen.  Skin contact can cause skin 
irritation and allergies, skin thickening and loss of skin pigmentation, ulceration, and skin 
cancer.  Inhalation can cause respiratory irritation, and skin, lung and liver cancer.  Inhalation or 
ingestion may cause digestive disturbances, liver damage, peripheral nervous system damage, and 
kidney and blood damage.  Acute ingestion may be fatal. 

• Creosote has a tarry look, and is also used for outdoor wood.  It is a strong skin and respiratory 
irritant, and is a probable human carcinogen and teratogen. 

• Zinc and copper naphthenate are slight skin irritants; copper naphthenate is moderately toxic by 
ingestion.  If suspended in solvents, the solvent would be the main hazard. 
 

Precautions 

• Obtain Material Safety Data Sheets on all chemicals being used in wood treatment.  Treated wood 
itself does not have Material Safety Data Sheets, so you have to try and find out about any 
treatments from the supplier.  In the United States, CCA-treated wood is required to have a label 
and information on safe handling. 

• Do not handle woods that have been treated with pentachlorophenol or creosote.  Avoid scrap or 
old woods of unknown origin. 

• If you add wood preservatives yourself, use zinc or copper naphthenates, if possible. 
• Do not burn wood that has been treated with creosote, pentachlorophenol or chromated copper 

arsenate. 
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Carving and Machining Wood 

Woods can be hand carved with chisels, rasps, files, hand saws, sandpaper, and the like, or they can be 
machined with electric saws, sanders, drills, lathes and other woodworking machines. 

Hazards 

• Woodworking machinery and tools also present physical hazards from accidents.  Machinery 
accidents are often due to missing machine guards, faulty equipment, or using the wrong type of 
machine for a particular operation.  Tool accidents are often caused by dull tools or improper use. 

• Vibrating tools, for example chain saws, can cause "white fingers" (Raynaud's phenomenon) 
involving numbness of the fingers and hands.  This can lead to permanent damage. 

• Electrical equipment can also present electrical shock and fire hazards from faulty or inadequate 
wiring. 

• Sawdust and wood are fire hazards.  In addition, fine sawdust is an explosion hazard if enclosed. 
 

Precautions 

• Wear goggles when using machines that create dust.  For lathes and similar machines which may 
produce wood chips, use a face shield and goggles, and make sure the machines are properly 
shielded. 

• Be sure that all woodworking machines are equipped with proper guards to prevent 
accidents.  Use the proper machine for particular operations and repair defective machines 
immediately. Do not wear ties, long loose hair, loose sleeves, necklaces, long earrings or other 
items that could catch in the machinery. 

• Keep hand tools sharpened, and cut away from your body.  Do not place your hands in front of 
the tool. 

STAINED GLASS 
A piece of stained glass artwork begins as a pattern on paper. The pieces of the pattern are then 
constructed by scoring and breaking sheet glass. Once the pattern is cut out of various colors and textures 
of glass, the glass piece edges are ground to create a rough surface. Copper foil with adhesive backing is 

then wrapped around each piece of glass, and the pieces are then 
fluxed and soldered together using a soldering iron and solder. 
Finishing touches include adding patinas, wires for hanging, lamp 
bases, or picture frame backings. 

Most glass cuts result from not paying enough attention to what 
you’re doing. Razor sharp edges can slice like a scalpel, and thin 
slivered shards will impale like a spear. It’s important to always be 

aware of the potential for serious damage when you work with glass. Complacency causes more injuries 
than anything else. Keep yourself sharp – always pay attention to what you’re doing. 
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Lead Poisoning 

This is serious, but not near as much as has been publicized or as many people have come to believe. Fear 
of lead contamination has been fueled with an irrational paranoia that is often unsupported by scientific 
evidence. 

 Lead will NOT absorb through the pores of your skin. Soldering lead will NOT produce particles you can 
inhale. There is a risk when cutting lead with power saws, or when repairing leaded glass. Fine particles 
of lead produced by the saw, or when you scrape old lead, can easily be inhaled. Always wear a protective 
mask when doing either of these.  

The most common way to get lead poisoning is by ingesting it. Protecting yourself is simple. Don’t eat it, 
always wash your hands after working with it, and don’t drop it on your foot. For peace of mind, have 
regular blood and hair analysis tests done to monitor the amount of lead in your body. 

Flux Fumes 

If there has been too much fear about lead poisoning, there has been too little about potential harm from 
flux fumes. Vaporized flux is both poisonous and corrosive. It isn’t enough to just have a fan blow the 
fumes away from you where you’re working. This just circulates the fumes around the workplace so you 
can inhale them later. It’s important to remove flux fumes entirely from where you work. Several small 
“fume traps” are available that vacuum the fumes and send them through a filter. To some varying 
degrees they all work. An inexpensive and more effective protection is to extract the fumes entirely with a 
ventilation system. This can be as simple as a cheap kitchen range hood over your work table that vents 
the fumes to outside. You can help protect the environment with a HEPA filter on the line venting to 
outside. 

To effectively exhaust flux fumes, you want to create a steady air flow that draws the fumes away from 
you. It’s better to draw the fumes away from in front of you then to push them from behind you. A large 
fan moving slowly works better then small one moving quickly. 

Dust 

Dust is a serious hazard often ignored or overlooked when working with glass. Dust from whiting 
compound, or the fine particles of glass from grinding can be inhaled. When you clean up glass dust, or 
whenever you work with whiting, you should wear a dust mask. It can be as simple and inexpensive as a 
disposable drywall mask - but you should use one. When wiping up glass dust, do it with a wet sponge or 
cloth. Don’t sweep or vacuum it. 

If inhaled, glass dust can cause serious and permanent damage to your lungs. You can’t just go to the 
hospital and have it removed. Once you breathe glass dust in, like asbestos, it’s there forever. Protect your 
lungs – wear a dust mask. 
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Soldering Irons 

A soldering iron hot enough to melt lead is more than hot enough to burn through flesh. Always be 
careful when handling a hot iron. 

WOOD SHOP SAFETY 
Woodworking shops can be very dangerous. There are blades, cutting edges, and shapers which have no 
more respect for flesh than for wood. Improperly or inadequately guarded machines are one of the top 
OSHA violations. Not only are lacerations and amputations and eye injuries of concern in woodworking 
shops but also wood dust and finishing chemicals. These guidelines are not all inclusive but rather serve 
to provide a framework for shop safety. The following applications are reviewed: 

• Milling equipment 
• Production 
• Assembly 
• Finishing 

Milling Equipment 

Milling equipment includes table saws, radial saws, jointers, and planers. Production machines includes 
table, band and scroll saws, lathes, jointers, shapers, planers, drill presses, sanders, tenon/mortising 
machines, jig saws, routers, circular saws, drills, and pneumatic guns. The major area of concern related 
to the assembly of production material is related to ergonomics. Finishing generally involves chemicals 
and the hazards associated with their use. Issues associated with wood dust, noise, electricity and machine 
maintenance are addressed separate from each section. 

Table Saws 

Injuries can occur if the operator’s hands slip as the stock is being fed into the saw or the hands are too 
close to the blade. The operator can also be injured when removing wood from the table. 

The portion of the saw above the table should have a self-adjusting guard. The guard must adjust to the 
thickness of the material being cut and remain in contact with it. 

The motor’s arbor should have a brake to stop the saw from continuing after it has been shut off. If a 
brake is not practical the operator should remain at the station until the blade stops turning. 

Hands should never be placed in the cut line and both should remain in contact with the stock, table or 
push stick at all times when blade is turning. A push stick should be used when pushing stock past the 
blade. 

The blade under the table and the power transmission apparatus should be enclosed or situated in such a 
way to prevent operator contact. 
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A kickback occurs when the blade catches the stock and throws it back toward the operator. Kickbacks 
are more likely to occur when ripping rather than crosscutting. These can result if the blade isn’t properly 
maintained or the height isn’t correct. Poor quality lumber is a major contributor to kickback. 

For ripsaws a spreader should be used to prevent materials from squeezing the blade or kicking back. 
Anti-kickback fingers should be used to hold the stock down in the event that the saw kicks back the 
stock. 

Precautions 

• Use the proper blade 
• Operate the saw at the proper speed 
• Use a well maintained sharp blade 
• Stand to the side of the blade 
• Properly support all pieces of the stock 
• Guide stock parallel to the rip fence 
• Avoid crosscutting long boards on table saws 
• Remove damaged blades from service 
• Flying particles may be thrown by the saw eye protection must be worn 

Radial Saw 

Radial saws have circular blades that either rip or crosscut. They are much more versatile than table saws. 
The saw arm can be raised or lowered and swung to adjust the depth and angle of the cut. The blade can 
be replaced shaping cutters, sanders, and other accessories. 

The most significant hazard is contact with the turning saw blade. The upper half of the saw should have a 
fixed hood. The lower half should be guarded with a self-adjusting, floating guard that automatically 
adjust to the thickness of the stock. The cutting head should return to its original position when released 
by the operator. An adjustable stop should be 
installed to limit forward travel distance of the blade 
during repeat cuts. 

Stock may be measured against a stop gauge without 
turning the blade off. The blade must be stopped 
before moving materials or measuring by ruler. 

A kickback may occur if stock is caught in the blade 
or fed in the wrong direction. When ripping non 
kickback fingers should be installed on both sides of 
the blade. A spreader may be used when ripping to 
prevent binding the blade. The hood should show the direction of blade rotation so stock will be in the 
correct direction. When crosscutting operator the saw on the side of the table with the handle. 

Precautions 
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• Flying particles may be thrown by the saw eye protection must be worn. 
• Use the proper blade 
• Remove damaged blades from service 
• During crosscutting operate the saw on the side of the table with a handle 

Jointers 

Jointers are used to join pieces of material. The operator passes stock over a cylindrical multiple knife 
cutter head while keeping the stock flush against a guide. The depth of the cut is adjustable. 

Injuries occur when fingers contact the cutting knives. For hand fed jointers with a horizontal cutting head 
the head should be enclosed with an automatic guard that exposes the cutter head only when the stock is 
being fed. The guard must automatically adjust to cover the unused portion of the head and must remain 
in contact with the material at all times. The cylindrical cutter head knife should be adjusted so that the 
knife projects no more than 1/8 inch beyond the cylindrical body of the head. The clearance between the 
path of the knife projection and the saw table should be no more than 1/8 inch. The clearance between the 
table and the head should be as small as possible. For versatile head jointers the cutter head should be 
completely enclosed except for the slot to apply the stock for jointing. 

Precautions 

• Use hold down push blocks foe wood narrower than 3 inches 
• Avoid deep cuts. Make several shallow cuts 
• Eye protection is required 
• Knives should be checked regularly for proper seating and adjustment 

Planers 

Planers are used to dress and size sawed lumber on one or more sides. The cutter heads are located above 
or below the stock. The stock passes under or between cylindrical cutter heads with multiple knives. An 
operator’s hands can come into contact with the point of operation while adjusting the blades. They may 
also be pinched between the stock and rollers if the feed system isn’t properly guarded. 

Belts and pulleys shall be completely enclosed. Guards shall be used regardless of the location of the line 
shaft. The cutting heads shall be curved with a metal guard or cage. Barriers shall be at the loading and 
unloading sides to keep hands out of the point of operation. Guards shall be in place to prevent clothing, 
hair, and hands from being caught by and pulled into the automatic feed mechanism. Guard feed 
allows boards to pass but keep the operators fingers out. 

Precautions 

• Stand to the side after starting boards through the planer 
• Do not feed boards of different thickness without adjusting properly 
• Wear eye protection 
• Make sure planer is anchored to a solid foundation 
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Band Saws 

Band saws use thin, flexible, continuous steel strips with cutting teeth on one edge. The blade runs on a 
driver and idle pulley and through a work table where stock is manually fed. The two types of band saws 
are horizontal and vertical. The operator is required to hand feed and manipulate the stock against the 
blade to saw along the line. The stock must be kept flat on the work table and the operator must exert the 
correct cutting pressure. 
The most common operator injury is caused by contact with the blade. The blade should be guarded 
entirely except at the point of operation. A self-adjusting guard should be used for the portion of the blade 
between the sliding guide and the ripper saw so it raises and lowers with the guide. The pulley mechanism 
should be fully enclosed. Feed rolls should be guarded. The saw should be equipped with a tension 
control device to indicate proper blade tension. The blade guide post should be adjusted to fit the 
thickness of the stock. 
 
Precautions 

• Use a blade of the proper size and type 
• Set the guard to just clear the stock when it is near the blade 
• Use a jig when cutting small pieces of stock 
• Use a push stick whenever possible 

Scroll Saw 

Scroll saws are used for precision cutting of curves and patterns. They have small thin blades that are held 
in upper and lower chucks that keep the blade tight. The blade moves rapidly up and down through the 
opening in the saw table. 

Scroll saws are not as dangerous as most other saws. However, contact at the point of operation can cause 
hand and finger injuries. The portion of the blade below the table must be guarded. 

Lathes 

Lathes are used for shaping parts. Automatic and manual feed lathes are used. In an automatic feed lathe 
the stock is mounted on a carriage and is moved into contact with multiple knife cutter head that runs the 
length of the stock. The stock rotates at low speed while the cutter rotates faster. 

In a hand feed lathe the stock rotates rapidly while the operator applies a simple point tool to the wood. 
The operator holds the tool on the tool rest and advances it along the length of the rest to shape the stock. 

The hazards associated with lathes are contact with rotating parts at the point of operation. Hands, 
clothing, or jewelry may be caught on the rotating parts and pulled into the machine. The hazard is greater 
with hand fed lathes because the operator is in close proximity to the rotating stock and the cutting tool. 

For automatic lathes with rotating knives a metal shield or hood that completely covers the knives and 
stock except at the contact points must be in place when the machine is in operation. For manual lathes 
cover the cutter heads as completely as possible with the shield or hood. For lathes used for turning long 
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stock; long stock guards should be present which would prevent the stock from being thrown from the 
machine should the stock come loose. The power transmission should be enclosed. 

Precautions  

• Set the tool rest close to the stock 
• Don not support the tool with your hands use the rest 
• Make adjustments to the rest when the lathe isn’t running 
• Never allow operators to wear loose clothing, long hair, jewelry, or gloves 
• Do not use stock that has splits, cracks, or knots 
• Allow glue joints to fully dry 
• Hold tools firmly 

Shapers 

Woodworking shapers are machines that are used to shape the edges of stock. Cutting occurs by hand 
feeding stock against a vertical rotating cutter mounted on a spindle. The cutting edges rotate at 7200 to 
10000 rpm. 
The spindle should be enclosed with an adjustable guard. Templates and jigs should be used to distance 
the operator’s hands from the point of operation. Feather boards may be used if necessary. 

Operators should listen for chatter. This indicates the 
knives are out of balance. Knives must be balanced, 
properly fitted, and precision ground to minimize the 
possibility of being flung from the cutter head. 
In order to lessen the potential of kickback double-
spindle shapers shall have starting and stopping 
device for ach spindle. Automatic feed rollers should 
be guarded. 
 
 
 
 

Precautions 

• Operators should not wear loose clothing, long hair, jewelry, or gloves 

Drill Press 

A drill press uses a rotating tool to produce a hole in stock. Normally drill presses are vertical and have 
variable speeds. Some may have multiple spindles for gang drilling. The most common machines are 
single spindle and belt driven. 

The most common accident results when the operator attempts to hand hold the stock while drilling. 
When the drill enters or passes through stock it can catch and twist the stock which could result in an 
uncontrolled rotating piece of wood. Clamps or some type of hold-down fixture should be utilized. 
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As with most wood working machines flying wood chips are a hazard. Good housekeeping is essential 
when using a drill press. The work area must be kept clear of debris. 

Power transmission components should be enclosed for machines that have adjustable belt drives. 
Automatic and high production machines should use barricades or enclosures to separate the operator 
from the drilling machine. 

Sanders 

Sanders finish stock by using a coated abrasive surface to remove material. The three general types of 
sanders are drum, Belt, and disc. Sanders produce a considerable quantity of wood dust. Controls and 
hazards of wood dust are addressed in a separate topic. The major safety hazard associated with belt 
sanders is that operators may catch their hand, clothing, or jewelry in the in running rolls. Contact with 
the abrasive surface may cause abrasions and lacerations. 

On automatic sanders feed rolls should be guarded to prevent operator contact. The guard design must 
allow for adjustment to any thickness of stock. The unused sum of the sanding belt should be guarded to 
prevent accidental contact. Drum and disc sanders should be enclosed with guards except for the portion 
of the drum above the table. The guard can consist of a protective cover at the rear side of the wheel and a 
hinged cover around the wheel periphery. Power transmission pulleys should be enclosed with a fixed 
guard. 

Precautions 

• Keep hands away from abrasive surfaces 
• Sand on the downward moving side of the disc or belt 
• Replace torn, frayed, worn or damaged belts or drums 

Routers – Stationary  

Routers are used for cutting and shaping decorative pieces, making frame and panel doors and milling 
moldings. Routers have spindles that spin variously shaped small diameter cutting tools at high speeds. 
The cutting tool is held in a collet chuck and protrudes through a flat, smooth bace that slides on the 
surface of the wood. The spindle is driven by belts and pulleys or by a high speed motor. 

Inadvertent conduct with the cutting head when handling stock or removing scrap from the table is the 
most likely cause of injuries. For stationary routers the tool should be enclosed with an adjustable guard. 
Feed rolls should also be guarded. 

Precautions 

• Operators should not wear loose clothing, long hair, jewelry, or gloves. 
• Use cutting tools at the proper spindle speed. 
• Feed stock in the proper direction. 
• Use good quality stock that is unlikely to break. 



Longwood University Theatre Student Handbook 2020-2021 
 

102 
 
 

Tenoning Machines 

Tenoning machines use cutter heads or saw blades to cut projections (tenons) on pieces of stock. Each 
tenon can be inserted into a cavity (mortise) or another piece of wood to form a mortise and tenon joint. 

For stationary machines guarding is utilized to prevent operator contact with the cutter head or saw blade. 
Feed chains and sprockets shall be enclosed except for the portion of the chain conveying stock. The 
cutting heads and blades should be guarded to prevent operator contact. 

Mortising Machines 

Mortising machines use cutter heads or chains to cut cavities into a piece of wood. Generally a tenon is 
inserted to make a mortise and tenon joint. 

To lessen the possibility of operator contact with the boring bit or mortising chain a number of guards are 
used. The boring bits should be enclosed with a guard that covers the bit and chuck above the material 
being worked. Operating treadles should be covered with U-shaped guards to prevent accidental tripping. 
The top of the cutting chain and driving mechanism should be enclosed. Safety bit chucks with no 
projecting screws should be used. 

Handheld Production Tools 

Handheld production tools include sanders, jigsaws, routers, drills, circular saws, and pneumatic nailers 
/staplers. Typically handheld tools are not as inherently dangerous as larger stationary tools of the same 
type. However potential hazards related to handheld tools do exist and cause more injuries than their 
larger stationary cousins. 

Sanders 

Handheld sanders finish stock by using a coated abrasive surface to remove material. A belt sander uses a 
system of pulleys to move the abrasive across the stock. Typically the sanding belt is pressed toward the 
wood which is located on a work table. Orbital sanders operate in the same manner but utilize a disk 
rather than a belt. 

Abrasion injuries may occur when the operator’s hands contact the abrasive material. The moving parts of 
the sander should be enclosed to prevent fingers from coming into contact with nip points. 

Precautions 

• Worn or frayed belts or disks should be replaced. 

Jig Saws 

Jigsaws are useful for precision cutting of intricate curves and patterns on thin stock. The thin blades 
move rapidly up and down. A hold down adjusts to the thickness of the material being cut. 
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Jig saws are not considered as dangerous as many other saws. However, contact with the blade at the 
point of operation can cause injuries. The blade should be guarded. 

Precautions 

• Make turns slowly. 
• Use a narrower blade for sharp turns. 

 
Routers – Handheld  

Routers are used for cutting and shaping, making frame and panel doors and milling moldings. Routers 
have spindles that turn variously shaped small diameter cutting tools at high speeds. The bit is made of 
steel or carbide.   It is held in a collet chuck and protrudes through a flat smooth base that slides on the 
surface of the work. Routers may be used in conjunction with a router table. 
The most serious injury occurs when the operators hand contact the cutting bit. As much guarding as 
possible should be utilized. 
Work Practices 

• Never start routing at the end grain. 
• Increase speed to prevent kickbacks. 

Drills 

A drill uses a multiple cutting edged rotating tool to cut a hole in the stock. Normally drills have variable 
speeds. 

One of the most common accidents occurs when the operator attempts to hand hold stock while drilling. 
When the drill enters the stock it can catch and twist the stock from the operator. The result is an 
uncontrolled piece of wood. Guarding is especially difficult because of the nature of the tool. Whenever 
possible a hold down apparatus should be used rather than the hands. 

Circular Saws 

Circular saws are used for strait sawing. They can be used for crosscutting or rip sawing. 

Injuries can occur if the operator’s hands slip while cutting stock or if they are in the line of cutting. 
Kickbacks are another major cause of injuries. They are more likely to occur when ripping or cutting poor 
quality lumber. When ripping, a spreader should be used to prevent material from squeezing the blade or 
kicking back during ripping. If the saw kicks back anti-kickback fingers should be used to hold down the 
stock. 

Precautions 

• Use the proper blade for the cutting being performed. 
• Properly support stock. 
• Operate saw at proper speed. 
• Maintain and sharpen blades. 
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• Remove damaged blades from service. 

Pneumatic Nailers /Staplers 

Pneumatic nailers are powered by compressed air at 
pressures up to 100psi. The major cause of injuries 
is related to the nail or staple being used. 
To prevent injuries the nailers/stapler must be 
equipped with a device to keep fasteners from being 
ejected unless the muzzle is pressed against the work 
surface. A positive locking device attaching the air 
hose to the tool should be utilized. If an air hose 
greater than ½ inch in diameter is used a safety 
excess flow valve should be installed at the source of 

the air supply to reduce pressure in the event of hose failure. 

Gluing Wood 

A variety of glues are used for laminating and joining wood.  These include contact adhesives, casein 
glue, epoxy glues, formaldehyde-resin glues (e.g., formaldehyde-resorcinol), hide glues, and white glue 
(polyvinyl acetate emulsion), and the cyanoacrylate "instant" glues. 

Hazards 

• Epoxy glues are moderately toxic by skin and eye contact, and by inhalation.  Amine hardeners 
(as well as other types of hardeners) can cause skin allergies and irritation in a high percentage of 
the people using them.  Inhalation can cause asthma and other lung problems. 

• Cyanoacrylate glues: These are moderately toxic by skin or eye contact.  They can glue the skin 
together or glue the skin and other materials together, sometimes requiring surgical 
separation.  Eye contact can cause severe eye irritation.  Their long term hazards are not well 
studied, especially with respect to inhalation. 

• Formaldehyde-resin glues:  Resorcinol-formaldehyde and urea-formaldehyde glues are highly 
toxic by eye contact and by inhalation, and moderately toxic by skin contact.  The formaldehyde 
can cause skin and respiratory irritation and allergies, and is a known human carcinogen.  The 
resin components may also cause irritation.  Even when cured, any unreacted formaldehyde may 
cause skin irritation and sanding may cause decomposition of the glue to release 
formaldehyde.  Formaldehyde can be a problem when working with fiber-board and plywood. 

• Contact adhesives:  Extremely flammable contact adhesives contain hexane, which is highly toxic 
by chronic inhalation, causing peripheral nerve damage.  Other solvents in contact adhesives are 
mineral spirits or naphtha, and 1,1,1-trichloroethane (methyl chloroform), which are moderately 
toxic by skin contact, inhalation and ingestion. 

• Water-based glues:  Water-based contact adhesives, casein glues, hide glues, white glue 
(polyvinyl acetate), and other water-based adhesives are slightly toxic by skin contact, and not 
significantly or only slightly toxic by inhalation or ingestion. 



Longwood University Theatre Student Handbook 2020-2021 
 

105 
 
 

• Dry casein glues:  These are highly toxic by inhalation or ingestion, and moderately toxic by skin 
contact since they often contain large amounts of sodium fluoride and strong alkalis. 
 

Precautions 

• Avoid formaldehyde resin glues because of allergic reactions and the carcinogenicity of 
formaldehyde. 

• Use water-based glues rather than solvent-type glues whenever possible. 
• Wear gloves or barrier creams when using epoxy glues, solvent-based adhesives, or 

formaldehyde-resin glues. 

THREE DIMENSIONAL PRINTING  
3D printing, an additive manufacturing technology, has made rapid prototyping and small-scale 
manufacturing easier and more accessible. However, this revolutionary process does not come without 
hazards. 

3D printing refers to various processes used to create or replicate an object by using successive layers of 
material (usually plastics) to create an object. Objects can be of any shape or geometry are produced from 
a 3D model or from a design fed into the 3D printer by a computer. 

With 3D printing, an object can be made by using the following methods: 

• Extruding 
• Sintering 
• Curing 

Extruding involves using continuous filament of a thermoplastic material as the feedstock. Sintering is an 
additive manufacturing procedure that uses a laser as a power source. Curing uses a liquid resin as the 
feed material and the object is built layer-by-layer and cured; this process takes place slowly. 

ABS vs. PLA Feedstock 

Each 3D printer is designed to use certain types of materials. The most common type of desktop 3D 
printer technology joins thin strands, or filaments, made of ABS 
(Acrylonitrile Butadiene Styrene) or compostable materials, 
such as PLA, a biodegradable thermoplastic aliphatic polyester 
derived from corn starch tapioca. Using a computer-generated 
image, a 3D printer heats and melts the feed material, placing 
layers of filament on top of one another to form a precise 3D 
replica of the image. 

The materials being fed into the machine (feedstock) can have inherent hazards and may release vapors 
and gases that may be more hazardous, for example, after they are heated during the 3D printing process. 



Longwood University Theatre Student Handbook 2020-2021 
 

106 
 
 

• Consult the 3D printer manual to be sure you are using the proper feedstock. 
• Review safety data sheets for feedstock materials before using. 
• Double check what vapors or gases are generated when heating. 

3D Printing Emissions: Nanoparticles & Vapors 

To reduce the potential for nano particles to aerosolize or be inhaled by users, it is best to purchase 3D 
printers with an enclosure or have an enclosure made.  3D printers should also have dedicated local 
exhaust. 

Nanoparticles (ultrafine particles less than 1/10,000 of a millimeter) are one of the by-products emitted 
during the 3D printing process. Recent studies have shown that 3D printing using a low-temperature 
polylactic acid (PLA) feedstock can release 20 billion particles per minute, while a higher temperature 
acrylonitrile butadiene styrene (ABS) feedstock can release 200 billion. 

Nanoparticles are of concern for the following reasons: 

• They are very small and easily accumulate in the lungs 
• They have large surface areas 
• Can interact with the body’s systems, including the skin, lungs, nerves and the brain. 

Exposures to nanoparticles at high concentrations have been associated with adverse health effects, 
including total and cardio-respiratory mortality, strokes and asthma symptoms. While PLA feedstock is 
designed to be biocompatible, the thermal decomposition products of ABS feedstock have been shown to 
have toxic effects on lab rodents. 

Chemical Vapors 

3D printers are best located in a room that has additional ventilation. 

Heating of certain thermoplastic filament can generate toxic vapors and vapors with high volatile organic 
compounds (VOCs). Most 3D printers do not come with an enclosure, exhaust ventilation or any filters. 
The following should be assessed before purchasing and installing a 3D printer: 

• Building/Room where 3D printer will be located 
• Placement of the 3D printer in the space itself 
• Selection of printing feedstock 

 
Other 3D Printing Hazards 

• Hot surfaces - print head block and UV lamp 
• High voltage - UV lamp connector, electric outlet safety certified and ground wire. 
• Ultraviolet radiation - UV lamp. Don't look at the lamp; make sure the UV screen is intact. 
• Moving parts - printing assembly. 
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Engineering and Administration Controls 

A NIOSH Research Rounds publication recently published a study that discusses health and safety 
considerations when working around 3D printers. Particle emissions are the focus, especially when 
multiple printers are running simultaneously. Another consideration is toxic vapors that can be generated 
by heating plastics. Safety recommendations include the following: 

• Use 3D printers ONLY in properly ventilated areas. 
• Task ventilation may be useful for some styles of 3D printers. 
• Choose low-emitting printers and feed materials/filament when possible. 
• Wear proper personal protective equipment. Have a risk assessment to determine what is 

required. 
• Purchase and use the manufacturers supplied controls, such as an interlocked enclosure. 

(Enclosures appear to be more effective at controlling emissions than just a machine cover.) 
• Maintain a safe distance from the printer to minimize the inhalation of emitted particles. 
• Turn off the printer if the printer nozzle jams, and allow the printer to ventilate before removing 

the cover. 

Laser Printers vs. 3D Printers 

Laser printers produce images or text on paper by using heat to melt toner powder, which is composed of 
carbon, plastic, and metals such as iron. Laser printers emit a large amount of particles and asthma-related 
chemicals. Several factors influence the hazards, such as toner and paper type. 

The latest investigations have found that 3D printers’ emissions may combine to form new compounds, 
including a chemical linked to asthma. 3D printers can emit smaller particles than those from laser 
printers (that use plastic toner). These findings, like those in a preceding study, suggest the need to take 
precautions to reduce emissions from desktop 3D printers in the home and office. 

Alkaline Bath Management 

Some 3D printers, like the Stratysus Dimension, require the use of an alkaline bath (corrosive) to remove 
the extra material surrounding each 3D printed item. Before installing or using an alkaline bath, make 
sure you have the following: 

• Proper ventilation 
• Proper administrative controls, such as a written standard operating procedure 
• Proper chemical safety training 
• Proper personal protective equipment to handle corrosive liquids 
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THEATER PERFORMING ARTS SAFETY 
These rules were established to assist University 
faculty, staff, students, and non-University personnel 
in developing safe productions that will not endanger 
the cast, crew, vendors, attendees, or the audience of 
performances and special events. Each person 
involved with the event should be familiar with the 
potential hazards and associated corrective actions. 
EH&S is available to review safety procedures for any 
event and provide recommendations to reduce the risk 
of injury or illnesses.  

Notification Required 

• Weapon props, including knives, guns, and swords, used outside of an established theater must be 
approved by LUPD.  Call 395-2091 and ask to speak to a Lieutenant. 

• Consult the Department of Environmental Health and Safety (EH&S) at the earliest phase of 
production for the following concerns:  

o Open flames or pyrotechnic devices (e.g., flashpots, flash paper, luminaries,) require a 
state fire marshal permit. Applications must be submitted 30 days prior.  A fee is 
required. 

o Temporary Stages and Tents require a permit from the state Bureau of Capital Outlay 
Management (BCOM).  Applications must be submitted 30 days prior.  A fee is required. 

o Exit lighting or egress path modification is planned. 
o Scenery designs beyond standard set construction (such as flying actors) 
o Unusual stage effects that pose safety or health concerns relating to but not limited to: 

egress, fire safety, or electrical safety.  

Electrical Hazards 

Many students have never worked with electricity directly before working on stage.  

• Repairs: Students should not attempt electrical repairs without proper training.  Equipment that 
malfunctions or causes shocks should be removed from service and repaired by a qualified 
individual.  

o Repairs must be conducted by a Virginia Licensed Electrician: 
o Emergency repairs - submit a work order to the Longwood Electrical Shop. 
o Scheduled repair sessions – The Longwood Electrical Shop will schedule with the 

Theater Technical Director one supervised repair session each semester. 
o Students are only allowed to conduct electrical repairs under the direct supervision of a 

Virginia Licensed Electrician. 
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• Extension cords: Extension cords are only designed for temporary use.  Use of thin, light duty 
extension cords can increase the risk of fire and shock.  Make sure extension cords have adequate 
current capacity for the equipment being used.  Do not pull an electrical cord out of a socket by 
the cord.  This breaks interior wires and can cause a short and, possibly, a fire.  Inspect for frayed 
or split cords or plugs before use. 

• Electrical Cords: Electrical cords can also be a tripping hazard.  It is a good practice to route 
cords away from traffic areas to prevent trips and falls. Avoid stretching or pinching cords 
between objects.  This can break interior wires, causing overheating which can result in a fire. Do 
not cover electrical cords with rugs; this can also result in a fire. 

• Extension Cords:  Electrical power extension cords are for temporary use only.  For the purposes 
of theater shows, temporary is agreed to be from load-in to load-out.  Otherwise this typically 
means day-of-use only. Make sure extension cords have adequate current capacity for the 
equipment being used.  The wire must be a minimum of 14 gauge. Never use more than one 
extension cord in series.  

• Circuit Protection Devices: Circuit protection devices are designed to automatically limit or shut 
off the flow of electricity in the event of a ground-fault, overload, or short circuit in the wiring 
system.  A ground-fault circuit interrupter, or GFCI, should be used in high-risk areas such as wet 
locations or outdoor sites.  Portable GFCIs are available from any hardware store or safety supply 
catalog. 

• Training: Training is essential in working with lighting circuitry, dimmers and instruments.   

o A Professor will oversee the initial training of students on:  
§ Proper & safe use of the department’s electrical equipment. 
§ Fall protection & protection from fall object procedures. 
§ Safe use and cleanup procedures for hazardous chemical products. 

o Senior students will conduct refresher training for each show. 

Lighting  

Lighting dimmers have limits to the lamp loads they can handle.  Overloading dimmers can cause a fire 
hazard.  There are standard size 1.2 kilowatt (1200W maximum) 
and 2.4 kilowatt (2400W maximum) dimmers used in the 
student-run theater spaces. NOTE: The wattage of the bulbs 
MAY NOT exceed that of the dimmers they are plugged into.  

• Lasers or strobe lighting require posting a notice at the 
entrances and in the program. 

• Never use ordinary paper, cellophane, or other 
combustible materials to cover light bulbs or lighting fixtures.  

• Ensure that lighting equipment is secured and separated from combustible screens or scenery.  
• Do not obstruct exits or egress paths.   
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Light and Sound Control Area   
• Keep beverages away from electrical equipment. 
• Only trained and University-authorized personnel are permitted to work with lighting equipment, 

circuitry, dimmers, and controls.   

Chemical Hazards 

Most chemical use in theater is limited to paints and stains. However, if you are using any new or non-
routine product, contact EHS for assistance on proper use, PPE, spill and disposal procedures. For more 
information on chemical safety, please see the University’s Hazzard Communication Program or the 
Chemical Hygiene Plan. 

Storage of Materials   

The proper storage of materials in theater spaces is extremely important to the efficiency of the 
production and the safety of the cast, crew and audience.  The Virginia’s Uniform Fire Code mandates 
certain storage requirements, such as: 

• Flammable Liquids such as oil based paints, lacquers, thinners and solvent-soaked rags must be 
stored in flammable storage cans or containers. 

• If the building has sprinklers, materials must be a minimum of 18 inches below sprinkler heads 
• Materials in any building must be a minimum of 24 inches below the ceiling 
• Materials must never obstruct an exit from the building 
• Stored materials must be a minimum of three feet in all directions from unit heaters, duct furnaces 

and flues 
• Smoking is prohibited in all places of assembly and in spaces where combustible materials are 

stored or handled. 
• Must be disposed properly via the EH&S Chemical Waste Disposal Program. 
• Spray painting is to be done outside or in a spray booth. 

Housekeeping 

Work areas can become congested while constructing the set and while rehearsals take place.  Clutter 
makes it difficult to move around and can be a fire hazard.  To prevent accumulation of materials, trash 
should be removed daily. 

• Place trash in proper receptacles, preferable in metal containers. 
• Clean up after each work session 
• Avoid accumulating scrap lumber and materials 
• Purchase materials as needed to avoid the need for additional storage 
• Store tools in the proper areas when not in use 
• Ensure that hazardous materials are properly labeled and disposed via the EH&S Chemical Waste 

Disposal Program. 
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• Follow the University recycling and waste disposal policies and procedures from Facilities 
Management.  

• Keep workspaces clear and clean. 
• Surplus excess/old equipment and materials via Material Management 

Lifting and Material Handling 
Moving and transporting set pieces can be some of the most significant hazards during set construction. 
The following tips are recommended to avoid injury while moving and lifting objects: 

• Ensure you have adequate help to lift heavy or awkward items 
• Plan your route before lifting. Ensure pieces will fit through doorways, openings on vehicles 

before attempting any lifting. 
• Use hand trucks or carts whenever possible to reduce lifting 
• Strap or secure items that may fall during transport. "If it can fall down, lay it down." 

Tools, Power Tools, and Equipment 

Crewmembers should use a power tool only after receiving proper training.  Stage managers should 
review the operation of the equipment, making sure to point out safety features and guards. Crewmembers 
should be familiar with the owner’s manual for the tool, and should know both the use and the limitations 
of all power tools. 

• All persons operating power equipment must be trained in the safe operation of that equipment 
and the potential hazards involved.  

o Become familiar with the safe operation and limitations of the tool being used.  
o Required PPE such as safety glasses and hearing protection. 

• Only use the tool for its designed function. 
• Students must be authorized by a Professor to use each piece of power equipment. 
• Before use, inspect each tool for: broken pieces, frayed cords, exposed wires, and missing ground 

plugs.  
• Discontinue the operation of defective or unsafe equipment as soon as the defect becomes known.   
• Damaged equipment should be handed to the person in charge to be marked ‘out of service’ and 

sent for repair. 

Scaffolds, Ladders, and Work Platforms 

Scaffolds, ladders and work platforms are some of the most common tools of 
the theater trade.  

• Commercial products must be in good working condition and used 
according to the manufacturer’s instructions. 
• The use of “makeshift” extensions to a standard scaffold, ladder, or work 

platform is not permitted.   
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• Do not build or construct scaffolds, ladders, or work platforms “from scratch” without approval 
of EH&S.  

• Scenery beyond standard set construction requires EH&S approval. 
 

Catwalks 

Catwalks are designed with fall protection in the form of guardrails. Guardrails may not be removed, 
climbed or defeated in any way without additional fall protection practices in place. 
 

• A minimum of 44 inch aisle width is required at all times, unless the catwalk is narrower. 
• Electrical wiring, cables, & cords (including low voltage) must be elevated off of the catwalk 

floor and may not cross the pathway. 
• Fall protection harness connected to a proper anchor point is required any time your shoulder 

passes the plane of the guardrail. 
• During rigging, lighting setup, or other work at height, persons on the lower (stage) level  must 

wear hard hats or otherwise be protected from falling objects. 

Props and Decoration 

Decorative materials such as curtains, draperies, streamers, fabrics, cotton batting, straw, hay, vines, 
leaves, stalks, tress and moss must be noncombustible or flame resistant or be rendered so with 
commercially available products.   

Exits (Means of Egress) 

The means of egress is the continuous and unobstructed path of travel from any point in a place of 
assembly to an exit or public way (e.g., sidewalk, street, etc.).  All parts of the means of egress must be 
available for immediate, emergency use. 

• The Technical Director must inspect the means of egress immediately prior to any event and 
remove any obstructions immediately. 

• Aisles and corridors must be unobstructed and kept free of flammable or combustible materials.  
• The egress pathway cannot be used for any other purpose 

other than a means of egress.  Spaces within a stairway 
enclosure are not to be used for storage of any materials. 

• The width of a means of egress cannot be blocked or 
reduced below 44 inches wide. 

• Exit doors must be unlocked. 
• Ensure that the exit discharge is also unobstructed (e.g., not 

blocked by dumpsters or vehicles, no materials stored 
against the exit door, all snow removed, etc.). 

• All exit signs must be clearly illuminated and unobstructed (on same level) at all times.  Catwalk 
exit signs may be obstructed from a lower level view. 

• Draperies or similar decorative hangings cannot obstruct the view or the access to an exit. 
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• Audience seating 36 Aisle width (fire code and ADA agree) 
• Procedure for taking an exit out of use:  When the planned occupancy is below the posted 

occupancy limit, it is possible to take an exit out of use.  Submit the layout, planned occupancy, 
and the revised exit plan to EH&S for approval.  There must always be a minimum of two 
working exits.   

Crowd Management & Security 

 Attendance for an event can be controlled through ticket sales, so overcrowding does not become an 
issue. The number of people involved and the nature of the event are the primary determining factors.  In 
some cases, security may be required for the use of certain buildings or areas. 

Seating may not be added to a space on the dates of performance to accommodate additional ticket sales. 
Additional seating may create fire safety hazards in the event of a building evacuation. 

Events expecting attendance of 1000 or more persons must follow the EHS Crowd Manager program.  
For more information or training on the Crowd Manager program contact EHS at safey@longwood.edu.   

• One crowd manager is required for every 250 people 

SAFETY CONCERNS FOR CAST & CREW 

Cosmetics 

Products approved for makeup use have been tested extensively for toxic hazards.  Only these products 
should be used for stage productions.  Old containers of makeup could contain bacteria and should be 
thrown away.  Wash your face and hands before applying cosmetics.  If you are using makeup from a 
“communal” make-up kit, use a clean brush or your clean hands to apply.  Shared makeup should not be 
applied directly to your face.  These guidelines should be followed for shared makeup users: 

• Creme sticks: slice these out with dental spatulas on to individual papers such as butter 
trays.  Label and reuse them individually for touch-ups. 

• Lipsticks:  These too can be sliced and labeled.  For a long running show, provide individual 
lipsticks. 

• Pancakes and powders: Powdered products provide a less viable environment for infection, but 
try to individualize usage.  Supply powders in the smallest containers available. 

• Mascara: Use individual applicators/containers if possible. 
• Eyeliners and Eye makeup: Use individual products if possible. 
• Brushes: Use disposable brushes. 
• Sponges: Use disposable sponges whenever possible.  Reusable ones can be disinfected.  Give 

out individual sponges at the beginning of a show, and maintain separate use. 
• Miscellaneous: Any type of facial hair, skullcaps, sequins, or other face product should be 

disinfected before used by a new performer. Use an approved bactericide for 
disinfection.  Carefully store these types of products in labeled individual plastic bags between 
performances.  
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Makeup artists should make a practice of washing their hands between actors.  Sponges and brushes 
should be washed after use on each individual. 

When removing spirit gum or latex, avoid prolonged skin contact with solvents.  Use moisturizers to 
replace lost skin oils and to guard against dermatitis. 

Fatigue 

Fatigue is a serious safety concern that should be considered during all stage 
productions.  With performance dates approaching, most crewmembers can become 
severely overworked.  

Follow these simple guidelines to avoid fatigue: 

• Get proper rest. The average person requires 7-8 hours of sleep per night. 
• Limit drugs that might contribute to fatigue (tranquilizers and cold/allergy 
medications) 

• Reduce caffeine, nicotine and alcohol which can also contribute to fatigue. 
• Take frequent breaks while working.  Repetitive or long work sessions can reduce one’s ability to 

concentrate on the work at hand. 
• Plan ahead.  Having your building materials and equipment ahead of time can increase efficiency 

and reduce the work time required. 
• Know when to quit.  Recognize signs of fatigue – loss of concentration, slow reaction times, 

memory loss – and knock off for the day. 

Heat Stress 

Theater spaces are often without air-conditioning and, even if they are air-conditioned, stage lighting can 
produce an incredibly hot glow.  Add that to the stress and/or excitement of performing, and cast 
members are prime candidates for heat stress.  Working in hot conditions may pose special hazards to 
safety and health. 

Drink plenty of liquids during a performance to replace the fluids lost from sweating – as much as one 
quart per hour may be necessary.  Water and/or sports drinks are recommended.  Avoid caffeinated 
beverages such as cola, iced tea and coffee. 

STRIKE 

Set Deconstruction & Material Disposal 

Strike can be a chaotic, hazardous aspect of any production. Care must be taken to ensure that the stability 
of set pieces is not compromised as they are deconstructed, creating fall or crush hazards. Strikes should 
be organized with individuals’ assigned discrete tasks. 
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Housekeeping 

All spaces used must be left in good condition, furniture returned to its proper place, etc. 

Chemical Waste Disposal 

Most commonly used organic solvents (e.g., acetone, methanol, toluene, mineral spirits, turpentine) and 
paints are considered hazardous waste and cannot be disposed of with regular trash or poured down the 
drain.   If you have hazardous waste to be disposed of, contact Environmental Health & Safety at 
434.395.2471 for instructions. 

RELATED DOCUMENTS 
• Longwood University Policy 5601 Environmental, Occupational, Health and Safety 
• Longwood University Policy 5602 Safety Rules Enforcement 
• Longwood University EHS Chemical Hygiene Plan 
• Longwood University EHS Hazard Communications Program 
• Longwood University EHS Hazardous Waste Plan 
• Longwood University EHS Electrical Safe Work Practices and Arc Flash Protection 
• Longwood University EHS Personal Protective Program 
• Longwood University EHS Hot Work Policy  

REFERENCE MATERIALS 
References 

• Art Painting and Drawing, Angels Babin, M.S. 
• Photographic Processing Hazards, Michael McCann, Ph.D., CIH 
• Ceramics, Michael McCann, Ph.D., CIH  
• Lithography, Intaglio and Relief Printing, Angela Babin, M.S.; Michael McCann, Ph.D., CIH; 

and Devora Neumark  
• Woodworking Hazards and Traditional Sculpting Hazards, by Michael McCann, Ph.D., CIH and 

Angela Babin, M.S. 
• The Artist’s Complete Health and Safety Guide, Monona Rossol, MS, MFA 
• Artist Beware,  Michael McCann, Ph.D., CIH 
• Overexposure: Photography Hazards, Susan Shaw and Monona Rossol 
• Making Art Safely, M. Spandorfer, D. Curtiss, J. Snyder, MD 
• Stage Fright: Health & Safety in Theater,  Monona Rossol, MS, MFA 
• Health Hazards Manual for Artists, Michael McCann, Ph.D., CIH 

Resources 

• Center for Safety in the Arts 
 http://artsnet.heinz.cmu.edu:70/0/csa  
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• ACTS: Arts, Crafts and Theater Safety 
http://www.caseweb.com/acts/  

• Princeton University Theater Operations Manual  
http://www.princeton.edu/-ehs/theater/Title.html 

• Rutgers University Visual Art Safety Training Manual – 2012 
https://ipo.rutgers.edu/sites/default/files/Art-Safety-Manual-RU%202012.pdf 

• University of Vermont 3D Printer Safety 
https://www.uvm.edu/riskmanagement/3d-printer-safety 

• Pictures 
https://www.canva.com/  
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APPENDIX C.  
Costume Workroom Rules 

 
Basic Policies: 

• No smoking is allowed in any area of the Costume Shop, Craft Room, Make-up 
Room, or Dressing Rooms. 

• Eating is not allowed in the workroom except when approved by the Professor. 
Beverages must be kept away from fabric. 

• Shoes must be worn in the workrooms. 
• Students may listen to music on personal devices provided one ear is open for 

instruction. 
• You may be assigned a drawer for your personal projects and supplies. 
• Do not use anyone else’s supplies without permission. 
• Do not use Longwood Theatre supplies without permission. Items for student 

use will be clearly marked. 
 
Cleaning: 

• Return all items to appropriately labeled drawers and store all projects appropriately. 
• Clean off all workspaces; table tops, machine areas, straighten drawer storage as 

needed. Check to make sure whatever you are throwing away is scrap and not a pattern 
piece, garment piece, or material necessary for your project. 

• Dust off sewing machines and tables, pick up straight pins and other tools and return to 
the proper storage area. Return all notions, bobbins, threads, etc. to proper storage 
areas. 

• Remove lint from the sergers. Dust off machines and tables, return thread to storage. 
• Brush off ironing boards, straighten the ironing area and return hams and sleeve boards 

to proper storage areas. Turn off irons. 
• Straighten shop area: return dress forms to storage area if no longer needed, arrange 

tools around tables. 
• Neaten drawers around machines and in the general shop area.  
• All items from the Fire Cabinet must be returned immediately after use.  
• Use of the dye equipment and laundry machine is strictly prohibited without the 

supervision and/or permission of the Professor. 
 

For more information regarding costume shop, craft room, storage, make-up, or dressing room 
policies and procedures, see the Professor. 
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APPENDIX D. 
Scene Shop and Safety Rules 
 
General Information: 
It is your responsibility to know the rules. Ignorance is not an excuse. By working in the shop or 
on stage you agree to abide by these rules. Breaking the rules will not be tolerated. If you have 
any questions see Professor Campbell. 
 
A. Proper Attire 

1. Closed-toe shoes, no sandals, no flip flops 
2. No baggy clothing 
3. No dangling jewelry 
4. Long hair must be tied back 
 

B. Use of Personal Safety Protection 
1. Goggles 
2. Ear protection - plugs or headsets 
3. Gloves 
4. Particle masks 
5. Hard hats 
6. Proper welding gear - long sleeves, welding hood, welding gloves, pants 
7. When welding is occurring - never watch without the proper welding hood 
 

C. Health and Safety 
1. No smoking, alcohol, illegal drugs 
2. If using over the counter medicines that cause drowsiness you must inform the 

in-charge faculty and staff immediately 
3. Know where the first aid kits are located 
4. Know where the fire extinguishers are located 
5. Any use of the first aid kits needs to be mentioned to the faculty and staff 
6. No iPods or other personal music devices ate to be used in the scene shop 
7. When lifting an object, lift with your legs not your back 
 

D. Cleanliness 
1. Sweep your work surfaces and dispose of all scraps before leaving 
2. Place any tools you have used in their proper locations before leaving 
3. Assist as often as possible in overall shop/hall/stage/house sweeping 
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E. Help and General Assistance 
1. If you don't know something - ASK 
2. Know where the in-charge faculty and staff offices are located 
3. Report any problems to the faculty and staff 
4. Anytime you feel unsafe or unsure, inform a faculty or staff member 

immediately 
 

F. Proper Conduct 
1. No running in the shop, in the hallway, in the theatre spaces or on the catwalks 
2. Be aware of your surroundings ... people, tools, moving equipment, etc. 
3. No horseplay 

 
G. Power Tool Usage 

1. If you are unfamiliar with a certain tool make it known to the faculty/staff or 
shop assistants immediately 

2. Make sure the tool is free of all chuck keys, allen wrenches, or foreign materials 
before operating 

3. Never leave a tool running unattended 
4. When using hand-held power tools make sure they stop moving before placing 

them on the work surf ace 
5. When working with wood, be aware of its condition ... nails, knots, staples, etc. 
6. When cutting or grinding metal be aware of where your sparks are flying 
7. All tool safety guards need to be in place when possible 
8. All defective tools are to be reported to the faculty or staff immediately 
9. When changing blades always unplug the tool first 
10. When preparing to cut/weld, make others around you aware by shouting 

"Cutting" or "Welding" 
 

H. Paint Area and Painting 
1. Flammables cabinets should never be left open; remove the items you need and 

then immediately close the cabinet 
2. No fire in or around the paint area 
3. Spray painting must be done outside with a ground cloth, be aware of overspray 
 

I. Stage Usage 
1. Back stage work lights must be left on until proper back stage running lights have 

been rigged 
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2. Use of technical gear by anyone other than the crew member assigned is not 
permitted 

3. Only persons directly involved with the performance will be allowed back stage 
4. All stage management staff must have a working flashlight when using stage 

lighting conditions 
5. Bare feet or stocking feet on stage must be approved by the faculty and staff 

every day of rehearsal until the production has opened; in addition, stage 
management must sweep every night 

6. Live flame on stage requires an attendant on each side of the stage equipped 
with a fire extinguisher; at least one attendant must have clear sight of the flame 
at all times 

 
J. Lighting and Sound 

1. All cables need to be taped and or carpeted if lying on the floor 
2. All cables need to be secured by tie lines if hanging overhead 
3. All overhead lighting or sound equipment must be secured with safety cables 
4. Entry into the catwalks during performances is forbidden 
5. Wrenches used overhead must have a leash attached to a personal belt 
6. Never leave loose objects overhead or in the catwalks 
7. If a given task requires loose objects overhead be sure to call "Beware: loose 

objects overhead" 
8. If dropping an item from overhead you must yell "Heads"; onstage persons-

protect your head, do not look up 
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APPENDIX E. 
Theatre Internships 
 

Faculty Approval_________________ 
Date: _________________ 

Longwood University Theatre Internship Approval and Evaluation Form 
To The Intern 
The internship is a means for you to gain valuable experience in a career that interests you. To this end  
the University and the Department expect that you will choose your internship carefully, and that you  
will do your best to represent yourself, the school, and the department in such a way that you and those  
who come after you would be welcome in the organization.  
 
This internship requires that you be registered for THEA 492, complete 150 hours of work in the  
organization, and complete  the assignments  that are required during and after your internship   
experience.   Please complete the top portion of this form, attach an internship description (see  
Internship Instructions for details), and return both to the Theatre Program Coordinator in CSTAC.  
 
Student Information  
Intern’s Name__________________________________________    Student ID#____________________ 
Longwood Address _____________________________________________________________________ 
Phone Number: Home/Cell: )____________________________________ Longwood ________________ 
Email address during Internship ___________________________________________________________ 
 
Organization Information 
Name of Organization ___________________________________________________________________ 
Address ______________________________________________________________________________ 
Supervisor ____________________________________________________________________________    
Phone ________________________________________ E-mail _________________________________ 
Approximate Dates of Internship __________________________________________________________ 
 
To The Internship Supervisor 
We are pleased that you have selected one of our students for an internship in your organization. We 
are confident that the internship experience will be a rewarding one for all parties involved. If you have  
any questions about the internship program at any time please contact: 

(Name of Instructor of Internship Class) Theatre Program 
Longwood University  
201 High Street  
Bedford 102 A 
Farmville, VA 23909   
(434) 395-2285 
overstreetlg@longwood.edu 
 

At the conclusion of the internship, please take a few minutes to complete the Internship Evaluation form, and sign 
as indicated below. Thank you for your participation in Longwood’s Internship Program. 
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Longwood University Theatre Internship Evaluation  
(to be completed by the internship supervisor) 

Please circle the number that best represents your observations of the intern's performance in each of the 
following categories: 

 Excellent Good Average Below 
Average 

Poor N/A 

Motivation 5 4 3 2 1 0 

Professional Attitude 5 4 3 2 1 0 

Professional Demeanor 5 4 3 2 1 0 

Cooperation 5 4 3 2 1 0 

Willingness to Work 5 4 3 2 1 0 

Interpersonal Skills 5 4 3 2 1 0 

Knowledge of Field 5 4 3 2 1 0 

Maturity 5 4 3 2 1 0 

Resourcefulness 5 4 3 2 1 0 

 

Please circle the appropriate number to the right of each question. 
 

 Very Likely Likely Undecided Unlikely Highly 
Unlikely 

If a position was available, would you 
hire this person? 

(All parties recognize that answers to 
this question DO NOT constitute an 
offer of employment) 

5 4 3 2 1 

Would you recommend this person to 
another organization? 

5 4 3 2 1 

Would you be willing to sponsor other 
Longwood interns? 

5 4 3 2 1 

 

Please use the space below to provide any additional comments about the internet or internship program. (You 
are welcome to attach additional sheets if you are so inclined.) 
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_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________ 
 
Internship Supervisor Signature___________________________________________________________ 
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APPENDIX F.  
Technical Deadlines and Example Production Calendar 
 

Technical Deadlines 
 
The faculty and staff use this basic outline as they work towards a given production. It is expected that 
all students involved with a production in any technical capacity will also adhere to these deadlines. 
 
If there are difficulties in meeting the deadlines, the issues must be discussed in the weekly production 
meetings, we well as with the faculty or staff responsible for the area in question. 
 
12 Weeks Out from Opening 
All designers: preliminary meetings with director and other design team members. 
 
11-7 Weeks Out 
All designers: meetings continue 
 
6 Weeks Out 
All designers: last meetings with director to finalize concept 
Scenic: Scenic plate package completed and handed off 
 
5 Weeks Out 
Scenic: Build period should begin 
Costumes: After casting, schedule measurement times 
Sound: Collect sounds 
 
4 Weeks Out 
Lighting: Light plot package completed and handed off 
 
3 Weeks Out 
Costumes: Schedule fittings as needed 
Sound: rehearsal tracks/cues handed to stage management 
 
2 Weeks Out 
All Designers: attend crew watch 
Lighting: Hang occurs 
Costumes: Schedule fittings as needed 
 
9 Days Out 



Longwood University Theatre Student Handbook 2020-2021 
 

125 
 
 

Scenic: All pieces constructed, painting continues 
Lighting: Focus occurs 
Costumes: Last minute adjustments 
Sound: updated tracks/cues handed to stage management or board operator 
 
8 Days Out 
Crew Watch 
 
7-2 Days Out 
All Designers: complete work, give management cues 
Lighting: Finalize all cues 
Sound: Finalize all sounds sand make any necessary cuts or changes 
 
1 Day Out 
All Designers: productions complete 
 

Typical Tech Week Schedule 
 
It is possible that changes could occur to this schedule. At a production meeting, the stage manager 
should determine if this schedule is going to work for the given production. It is wise to discuss tech 
week several times to ensure the least amount of confusion. 
 
Tuesday: Crew Watch 
 
Wednesday: Technical aspects introduced (usually lighting and/or projection) 
 
Thursday: Technical aspects introduced (usually lighting and/or projection) 
 
Friday:  Afternoon:  Paper Tech 
Evening:  First Technical Rehearsal 
 
Saturday: Morning:  Second Technical Rehearsal 
Afternoon/Evening: Technical Rehearsal, as needed. Costumes may also be added. 
 
Sunday:  Morning:  Final Technical Rehearsal 
Afternoon/Evening: Technical Rehearsal, as needed. Costumes may also be added. 
 
Monday: Dress Rehearsal 
Tuesday: Dress Rehearsal 
 


