 
	Time
stamp
	Script
	 Visual Edits
	New Script

	0.04s
	Welcome to CPI’s national biologics manufacturing centre. 
	Onscreen: 0.07s ‘1 Union Square, Darlington’ ‘Induction’
	Welcome to CPI’s Darlington Facility.

	0.09s
	Core hours are 8am ‘til 5.30pm Monday to Thursday and 8am ‘til 5pm on Fridays.
	Onscreen: 0.13s, to reflect the new hours.
	Core hours are 8.30am ‘til 5pm Monday to Thursday and 8.30am ‘til 4.30pm on Fridays.

	0.15s
	Lone or out of hours working can be arranged with the operations manager when necessary.
	
	

	0.21s
	Building Access
	
	

	0.23s
	Visitors or staff without access cards must use the buzzer to alert reception staff. 
	
	Visitors or staff without access cards must use the intercom to alert reception staff of their presence.

	0.027s
	Their details will be recorded, and a temporary pass will be given for their stay. 
	Refilm: 0.29s remove clip of signing into visitor book. Replace this with a clip of admin staff handing over a visitor card. (without Lanyard in case we change lanyards)
	

	0.32s
	Visitors must be escorted at all times.
	
	Visitors must always be escorted until they have completed the relevant inductions

	0.35s
	Staff based at this site will be given a card providing access to the relevant areas of the building.
	Onscreen: 0.35s show generic access card (sample), not a CPI branded design, to future proof us. 
	

	0.41s
	Staff and visitors must ensure to swipe cards at all area entry points.
	Refilm: 0.43s show the newer reader being swiped by a partially obscured access card. (or sample card)
	Staff and Visitors must ensure to swipe in and out of the building as well as access-controlled areas inside the building.

	0.47s
	When arriving with an access card, approach the revolving door and swipe the reader.
	Refilm: 0.50s Scan the New reader whilst obscuring part of the card.
	

	0.52s
	Disabled access or for access outside of core hours, staff can swipe the second reader at the large double doors.
	Refilm: 0.56s opening both double doors.
Then show someone leaving using the revolving door. (as a hint of how to use this)
	For assisted access or for access outside of core hours, staff can swipe the second reader at the large double doors.

	1.00s
	General Rules
	
	

	1.03s
	The car park is located 400 yards from the main entrance. 
	
	

	1.07s
	You must obtain and Display a parking permit for yourself and any visitors you may have.
	
	

	1.12s
	These can be obtained in advance from admin.
	Remove this voice over sentence and onscreen reception contact info.
	

	1.16
	General CPI Parking bays are from number eleven to one hundred and three.
	Onscreen edit: highlight first few spaces (not disabled spaces). And Highlight them Green instead of Red.
	General CPI Parking bays are from four to one hundred and three. With one to ten being reserved for visitor use.


	1.22s
	One to three and one five eight are disabled bays.
	Highlight in green.
	

	1.27s
	CPI staff and visitors are not permitted to park anywhere else in the car park.
	
	

	1.33s
	Coats and bags must be kept in the cloakroom on the ground floor.
	
	There is a cloakroom available on the ground floor to store coats and bags.

	1.37s
	Electrical equipment brought on site must be PAT tested by the FM team.
	Move this sentence and onscreen to 2.21s
	

	1.41s
	When using stairs, ensure that you walk on the left, use handrails, do not run, do not carry liquids and do not use phones.
	Refilm: 1.47s someone begins walking down/up the stairs correctly. Show them walking at least a handful of steps to show the correct way.
	

	1.53s
	Meeting rooms must be booked in advance.
	
	

	1.56s
	You must not enter the technical areas unescorted until you complete the separate technical induction.
	Onscreen edit: a key showing red = technical and blue? = GMP areas.
	You must not enter the technical areas unescorted until you complete the separate technical induction.
You must not enter the GMP areas until you complete the GMP induction, have read and understood the ‘GMP Hygiene Policy’ and have completed a satisfactory ‘GMP area access questionnaire’ which has been approved by the GMP Operations Manager.

	2.02s
	
	Onscreen: Highlight in Blue? the GMP areas in the building. (areas can be found at bottom of this document.)
	For GMP areas, Visitors and staff will also need to complete the separate GMP induction.

	2.09s
	Headphones are not permitted except for telecons or training in the office or meeting areas. 
	
	

	2.13s
	Your desk must be kept clear whenever not in use.
	Refilm: 2.14s Show the new reception instead of the old one.
	

	2.17s
	A permit to work must be obtained in advance of any work carried out by externals.
	Onscreen: Show someone completing an unseen document.
	If a permit to work is required, it must be obtained in advance.
Electrical equipment brought on site must be PAT tested by the FM team.

	2.22s
	Emergency Procedures
	
	

	2.25s
	When dialling outside of the building on internal phones, nine must be pressed first. 
	2.25s Refilm: new reception
	

	2.29s
	This includes when calling emergency services.
	
	

	2.34s
	Internally dial two zero two for injuries and two two two for emergencies.
	
	

	2.43s
	First aiders can be identified by a green lanyard.
	
	

	2.46s
	First aid kits must only be used by qualified first aiders.
	
	

	2.51s
	The main lift is fitted with an alarm button, if the lift becomes stuck, use this to notify staff.
	
	

	2.58s
	Building Alarms
	
	

	3.06s
	If you detect a fire, raise an alarm using the break glass unit. 
	
	

	3.10s
	In the event of hearing a fire alarm, you must evacuate via the nearest emergency exit and report to the assembly point.
	3.14s – Show the green fire exit lights above emergency exit doors. 
Onscreen text: “Evacuate via the nearest available emergency exit” to emphasise looking for the nearest exit.
	In the event of hearing a fire alarm, you must evacuate via the nearest available emergency exit and report to the assembly point.

	3.17s
	Do not use the main stairs or lifts to evacuate.
	
	

	3.20s
	Any visitors you are hosting must be evacuated too.
	
	

	3.24s
	At the evacuation point, a roll call will be taken.
	
	At the Fire assembly point, a roll call will be taken.

	3.28s
	Please remain quiet and keep off the road.
	
	

	3.31s
	The fire alarm is tested at 2pm on Fridays.
	
	

	3.34s
	The alarm will sound twice, no evacuation is necessary.
	
	

	3.38s
	Practice evacuation will take place annually.
	
	A practice evacuation will take place annually.

	3.42s
	If you are ready you must now complete the induction assessment.
	
	If you are ready you must now complete the induction form.

	3.45s
	Thank you for listening.
	
	



There should be at least the option for subtitles. If someone is hard of hearing, they’ll be hosted at all times in case of the fire alarm sounding.
Should include CPI branding, include dots and lines etc.
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