OFFICE STAFF VIOLENCE & INJURY PREVENTION CHECKLIST

· In an emergency situation, call 911 for Fire, Police, or Ambulance.

(  All employees shall know the location of the first aid kit.
(
All employees shall know the location of fire extinguisher and how to use it properly.
· If an emergency situation arises such as fire, all employees must evacuate the building immediately using marked exits at the front or back of the building (or another exit if safer).  The only exception to this immediate exit plan would be if there were to be a fire small enough to put out with a fire extinguisher quickly, easily, and safely.

· Emergency contact phone numbers for all employees will be available through the Owner, the Office Manager, or the Human Resources Manager if needed.

(
If someone enters the building and they appear to be suspicious or dangerous in any way, an employee should call 911 if needed.

· If an employee is alone in the office before or after business hours, it is company policy that all the exterior doors should be kept locked from the inside (so as to keep anyone outside from entering the building).

· Employee has been told where they can park their vehicle.

· Employee has gone through our emergency orientation.

I have gone through the orientation on this checklist with my trainer.

Signed________________________________________Date____________

 



    Trainee

I have observed that this trainee has been informed of above checklist items.

Signed________________________________________Date____________

           


    Trainer
