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OBJECTIVE H}:

To specify the procedure to be followed in the event of an accident occurring on the premises.
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APPLICATION/¥ il :

This policy applies to any person injured on a XYZ Hotel premises.

It is the responsibility of the General Manager to ensure the requirements as specified in this
policy are complied with.
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STATEMENT OF POLICYBUETER:

1.

All accidents to employees and guests alike should be recorded in an accident report log. This is
to be analyzed monthly by the Personnel Manager.
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In the case of accidents which require the injured person to leave the hotel for treatment — a formal
investigation must be held by the Manager. Such investigations are to be put in writing in the form
of a report and must be maintained in a confidential file for future reference in the event of an
insurance claim. Wherever possible witness statements should be obtained and attached to the
report.
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Injured parties must not be treated, or administered drugs by an unqualified member of staff — no
matter how well intentioned. A qualified First Aider is to be contacted in the absence of the hotel
nurse/doctor.
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Liability for the accident is not to be admitted until an investigation is complete, and staff should
be instructed not to speculate to guests by offering their opinion and comments on the cause of an
accident.
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Negligence on the hotel’s part which is the cause of an accident must be treated very seriously and
immediate action taken to rectify the situation and any future reoccurrence. This may involve
disciplinary procedure if members of staff are connected.
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Duty Managers should be given specific instructions on how to handle emergency accidents in the
absence of the General Manager.
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7.

In the event of a guest being injured and recuperating at the hotel, management should make every
effort to demonstrate their care and concern for the guest. To this end a specific “caretaker”
should be appointed.
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Head Office is to be informed of any serious accident or any insurance claim arising from an
accident on the premises.
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