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Emergency procedure for accidents                                   

If you have witnessed the incident call your manager 
immediately. If they are not   available then you must 

make a decision on the extent of the emergency / 
accident 

 

Finish 

Always stay with person. Have other staff members call 
operator for Security and Doctor, etc.. or get first aid 

equipment                                                                                     

 

Yes    
是 

No   
否 

Ask the client whether they 
have some relative or friends 

to pick him up. 
 

 

Basic first aid should be utilized in all medical 
emergencies with advanced first aid being utilized only by 

the company doctor or specialized staff 
 

Fill in the accident report sheet. These will be found in the 
Manager office 

 

Call client’s family or friends only if the accident is serious 
enough to prevent the client from driving themselves to 

the hospital or home, but not serious enough for an 
ambulance                                                                         

 

If he/she have no relative or friend to pick him 
up, the duty manager will call a taxi and 

accompany with him/her go to the hospital         

People call the guest friends come to the hotel                                                     


