GENERIC Theater Equipment Retirement Policy

Hardware Retirement Procedure
Policy
The Technical Direction of the GENERIC Theater recognizes the limited useful life of all Counter Weight Rigging System (CWRS) hardware. A policy will be drafted, approved, and implemented by the technical theater staff using the CWRS and any other related system or materials in any department to formally retire hardware that is not fit for use due to any compromise of its safe working limits. The policy will only be used for items requiring budget approval for repair or replacement. The retirement procedure shall be clearly described in print and posted at the point of storage of rigging materials, or where the GENERIC Theater Technical Director deems effective. The procedures outlined shall express the necessary information needed by the Theater Administration to validate the necessity of expense. This policy shall be designed to reduce the communication needed between administrative parties to justify repair and replacement expenses. Due to the time needed and frequency theater use, this policy will be restricted to only those items requiring specific budgetary consideration. Any item deemed not fit for use by a department head shall be retired without formality at the department head's discretion, following procedures 

Policy Effective Date

Immediately

Materials needed to implement and enforce policy

Retirement Policy forms, drafted and copied.

Red spray paint and red electrician's tape

White gaffer's tape and sharpie pen to label suspect hardware/components.

Storage space to hold retired hardware/components until repair is completed or replacement is installed.

Scrap metal storage container.
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Hardware Retirement Procedure

Hardware Retirement Guidelines

1. Theatre personnel identifies questionable hardware/component as suspicious and/or compromised.

2. Personnel communicates suspicion and/or presents evidence to department head.
3. Department head investigates suspicion/assesses evidence then , if deemed necessary due to monetary loss, specific importance of component, etc, reports to Theater’s T.D.

4. When brought to them, T.D. makes decision to repair or replace hardware/component.
5. Hardware/components deemed economically advantageous to repair, shall be and tagged and stored appropriately. Hardware/components deemed not cost-effective to repair or are not repairable, shall be deemed needing replacement, shall be "red tagged" (painted or taped red) labeled, and stored in an appropriate location until a replacement is installed.*
6. Department head takes necessary steps to replace retired component, whether it requires a rented replacement or needs to be purchased. They take immediate steps to store hardware/component until replacement is secured. Department heads will be required to facilitate accusation progress at all stages, through their TD.
7. Upon completion of repair and/or replacement install, department head discards of retired hardware/component, facilitates the return of the rental replacement, etc.
*Some items shall remain in use until its replacement is installed. In such cases, all other procedures shall be undertaken except for moving item into storage. Tagging items remaining in use shall be carried out unless tagging item will inhibit use. 

