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4.

Purpose E ﬂ

Ensure all the employees are fully familiar with the hotel action.
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Scope 7 /H
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Responsibilities ﬁﬁf

It is the responsibility of the following personnel (All the Dept Division Heads, Managers and
Hotel Crisis Management Team Members) to ensure that this procedure is duly carried out..
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Procedure 72/7

Any staff who received or witness any accident involving guests or employees must immediately notify
Manager On Duty or concerned personnel of department.
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IMMEDIATE ACTION
SLEIATEY

a) The first person to contact an ill or injured person is to ensure that the person is not left

b)

unattended.
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If there is no telephone in the immediate area if your call for help goes unanswered, it may be
necessary to leave the person for a brief time. KEEP THIS TIME TO MINIMUM.
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Remain calm. Convey a sense of confidence. Continually reassure the injured person.
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d) The person sustaining the injury may be in shock. If the person appears pale, let him or her lie

down and elevate the feet. Do not permit the person to sit. If the person’s face is red, raise the
head slightly. In both cases, keep the person warm and comfortable.
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e) In cases of cut or bleeding, apply pressure to the wound using the cleanest dressing possible.
Apply more dressing as required until the flow of blood is checked.
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f) In case of back or neck injury, no attempt is to be made to move the victim.
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g) Any person not involved in the immediate care of the injured person is to keep well clear. Large
gathering of people around only adds to their distress.
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h) Once assistance arrives, immediately seek medical treatment either in house nurse, panel doctor
or hospital, depending on the seriousness.
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. FOLLOW UP ACTION AND REPORTING
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The person attending witness an injured or ill guest/ employee is to submit an accident report to
Chief Security Officer. Be certain the following practices are applied.
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a) Avoid any form of liability or responsibility for an accident to the injured person.
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b) Be sure to secure names, address and statement of all witness for inclusion in the report.
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c) Attach sketch whenever possible
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d) Senior Management is to contact the injured person and offer the hotel’s courtesy and services.
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e) Any item or furniture, defective or otherwise cited as the reason for an accident should be
removed immediately for inspection.
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f) Whenever possible, preserve physical evidence related to an accident.
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REMEMBER:

NO ADMISSION OF LIABILITY
Ylic:
ANEPEEAHETE
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