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Unit 239: Help to maintain health and safety in a retail environment
Handout 1: How to deal with accidents and emergencies
Every organisation will have its own procedures for dealing with accidents and emergencies.  There are also legal requirements which you must be aware of.  Your company procedures in the event of an incident requiring evacuation of the building will explain:
· how to raise the alarm

· evacuation procedures

· where emergency exits are 

· where assembly points are

· the location of fire fighting equipment and how to use it.
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Evacuating the building
It will be too late to learn these procedures the first time you need them, so it is important that you know them thoroughly.  There are a number of circumstances in which it may be necessary to evacuate the building:
· bomb threats

· fire

· violence

· terrorism

· major accidents.

In most organisations these are dealt with in the same way; the major difference may be that, in the case of a bomb threat, it may not be clear exactly where in the building the threat exists.  Customers must, therefore, be directed to the nearest exit whereas in the case of a fire they would be directed to the nearest safe exit.  

If you discover a fire:
· operate the nearest alarm or shout ‘FIRE’

· direct customers to the nearest safe exit

· shut the doors and windows in the room containing the fire

· keep your own escape route clear

· call the fire service

· if safe to do so, tackle the fire with the available fire equipment.
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The most important thing is to get everybody out of the building as quickly and safely as possible and take the fire service’s advice when it is safe to re-enter.

There will also be company procedures for dealing with incidents that do not require evacuation of the building such as:

· accidents

· medical emergencies.
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1 About the person who had the accident

2 About you, the person filling in this book

3 About the accident

¥ Give full name
¥ Give the home address
¥ Give the occupation

V¥ Please sign the book and date it
¥ If you did not have the accident write your
address and occupation

¥ When it happened
V¥ Where it happened

Name Your signature Date Date Time
Address / / / /
Postcode Postcode
Occupation Occupation
Name Your signature Date Date Time
Address I A
e oo o lace
Postcode Postcode
Occupation Occupation
Name Your signature Date Date Time
Address / /]
it o lace
Postcode Postcode
Occupation Occupation
Name Your signature Date Date Time
Address / / / /
It oo o place i
Postcode Postcode
Occupation Occupation




Accidents and medical emergencies

Whether a customer or a member of staff has an accident or suffers a medical emergency, the most important thing is to get them help from a qualified first aider.  If you have not had the relevant training, DO NOT move the patient as this could cause serious harm.  Remaining calm and helping others, including the patient, to do so too, is the best way to ensure the safety of everybody involved in an emergency situation.  
Accident book
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Once the first aider has dealt with the immediate emergency, all accidents involving staff or customers must be recorded in an accident book.  The following information must be entered:

· injured person’s name

· injured person’s date of birth

· injured person’s address

· whether a member of staff or a customer

· date of the incident

· time of the incident

· any injury or damage resulting

· what happened

· where it happened

· weather conditions

· lighting conditions

· action taken by first aider

· details of hospital involved

· details of witnesses

· details of person completing the report

· date and time of completing the report.

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)

Serious incidents and accidents are covered by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR).  Under these regulations employers must:

· notify the enforcing authority without delay and complete an accident report form within ten days of the death or major injury to an employee or customer

· complete an accident report form within ten days of an accident causing an employee to be unable to work for more than three days
· complete a disease report form in the case of an employee suffering a reportable work-related disease

· report immediately and complete an accident report form within ten days of something dangerous happening which does not cause a reportable injury but clearly could have.

A list of major injuries, dangerous occurrences and reportable diseases is supplied by the Health and Safety Executive.
