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[bookmark: _Toc504892371][bookmark: _Toc528060493]
1. 	Purpose and Objective

[bookmark: _Toc424550452]1.1	Maharat Learning Center (MLC) is committed to ensuring the health and safety of its employees, clients and visitors and this Health, Safety and Environment (HSE) Policy has been created to identify and highlight the safety policies and procedures in place to promote a healthy, safe and secure environment at the Center.  

1.2	The leadership of MLC is committed to dedicating the necessary resources to ensure that all employees and clients are protected from injury, health, and safety hazards, and that staff are adequately trained and educated on the fundamental components of health and safety.   

1.3	The purpose of this HSE Policy is to: 
· Identify and manage known and potential safety hazards to clients, visitors and staff within MLC.
· Ensure compliance with Community Development Authority (CDA) Social Care Standards and applicable legislative and regulatory requirements concerning health and safety.
· Provide education to all MLC personnel on the elements of the HSE Policy, procedures and plans.
· Ensure safe work practices and conditions.
· Identify procedures to prepare, respond to and recover from potential health and safety related incidents.
· Reduce the risk of safety related incidents by proactively evaluating systems in place and making necessary changes through the leadership and departmental participation.
[bookmark: _Toc504892372][bookmark: _Toc528060494]2. 	Scope 

[bookmark: _Toc424550453]2.1	The HSE Policy, and the procedures within, applies to all MLC properties and to all employees and consultants working on MLC premises, as well as clients and visitors to MLC. 
[bookmark: _Toc504892373][bookmark: _Toc528060495]3. 	Definitions and Abbreviations

[bookmark: _Toc424550454]3.1	MLC: Maharat Learning Center
3.2	CEO/MD: Chief Executive Officer/Managing Director
3.3	QCBD: Quality Compliance & Business Development Manager
3.4	HR: Human Resources
3.5	DHA: Dubai Health Authority
3.6	CDA: Community Development Authority
3.7	HSE: Health, Safety and Environment
3.8	ERT: Emergency Response Team
3.9	MSDS: Material Safety Data Sheet
3.10	CPR: Cardiopulmonary Resuscitation
3.11	HVAC: Heating Ventilation and Air Conditioning
3.12	PPE: Personal Protective Equipment
3.13	ID: Identification
[bookmark: _Toc504892374][bookmark: _Toc528060496]4. 	Policy

[bookmark: _Toc424550455]4.1	It is the responsibility of all individuals at MLC to follow and implement all guidelines, procedures and plans outlined herein.    

4.2	The Center Manager is the assigned HSE representative in-charge and is responsible for ensuring that the elements of this policy are implemented, under the guidance and management of the CEO/MD and leadership team.

4.3	The leadership shall ensure the availability of sufficient staff and other resources to maintain and implement the HSE Policy. The leadership shall ensure compliance to all HSE regulatory requirements. 

4.4	It is the responsibility of the HSE representative in-charge to ensure that; 
· This document is updated, reviewed and communicated regularly.
· All staff is educated on applicable HSE issues.
· Conduct regular HSE inspections, monitoring and assessments as per HSE Checklist (HSE007) and report the results to management. 
· Together with the leadership and other departments’ representatives, develop any action plans required based on the findings obtained during HSE inspections.
· Review and communicate to MLC leadership all summaries of property damage, occupational illness, accidents or injuries to clients, visitors and/or personnel and violence and aggression against staff. 
· Summary reports of incident shall include evaluation of the incidents, conclusions, recommendations and actions taken.

4.5	This policy contains procedures and guidelines on the following HSE related elements:
· Client and Visitor Safety
· Occupational Health/Employee Safety
· Emergency Preparedness (including Fire Safety and Emergency / Disaster Management and Control )
· First Aid and CPR
· Pest Control
· Utility System Safety
· Electrical Safety

4.6	In addition to this document, the Center maintains detailed policies and procedures that address the following:
· Infection Control Policy (HSE002)
· Environmental Cleaning and Waste Management Policy (HSE003)
· Incident Reporting Policy (HSE020)
· Risk Management Policy & Plan (QM003)
· Quality Management Policy (QM002)
· Quality Improvement Plan (QM015)
· Employee Internal Guidelines (HR028)
[bookmark: _Toc504892375][bookmark: _Toc528060497]5. 	Procedures
[bookmark: _Toc504892376][bookmark: _Toc528060498]5.1	Client and Visitor Safety

5.1.1	Proper and adequate seating(s) and furniture shall be provided for use of the clients, visitors and staff. The workplace and the furniture, furnishings and fittings therein shall be kept sufficiently clean. 

5.1.2	Waste materials shall not be allowed to accumulate in a workplace except in suitable receptacles. 

5.1.3	The temperature inside the Center shall ensure the thermal comfort of the occupants.

5.1.4	The Center shall provide adequate ventilation and illumination inside the Center to ensure the safe conduct of work.  Lighting shall be sufficiently bright and ensure clear visibility.

5.1.5	The layout of offices and service provision rooms provide an easy and accessible path flow for traffic and exit in case of emergency.  Corridors must be kept free of obstacles and objects at all times, which ensures easy access for rescue services.  Signage is adequately placed throughout the center to ensure employees, utility workers, and/or emergency personal can easily find electrical panels, power shutoff locations, protective devices, first aid safety kits, water and other safety essentials easily, whether before, during and after an emergency.  Facility layout maps have been placed throughout the center, and the maps clearly identify exit and evacuation routes.  
5.1.6	A record of clients and visitors attending the Center is maintained on a daily basis by Client Relations Administrators at the front desk reception area utilizing the following forms:-
· Visitor Attendance Record (HSE011)
· Client Attendance Record (HSE012)
· Client Outing Tracking Record (HSE013)

In case of an emergency evacuation, the attendance lists will be utilized to ensure all clients and visitors are accounted for.
[bookmark: _Toc504892377][bookmark: _Toc528060499]5.2	Occupational Health/Employee Safety

5.2.1	Prior to employment, medical health checks through a Dubai Health Authority (DHA) clinic shall be conducted. 

5.2.2	Vaccination records of employees shall be up to date and records are maintained by the Human Resources (HR) Department.

5.2.3	Employees are provided with health insurance during their tenure of their employment.
5.2.4	Employees shall receive regular and as needed HSE education and training such as: 
· Infection Control
· Emergency Preparedness
· Fire Safety 
· Incident Reporting
· General HSE Issues

5.2.5	MLC has developed an Infection Control Policy (HSE002) which includes adequate steps to contain/control the spread outside the premise and prevent exposure of employees to infectious diseases.

5.2.6	MLC shall identify, minimize and control occupational hazards within the work environment as per the Risk Management Policy and Plan (QM003).

5.2.7	The Center has developed an Environmental Cleaning and Waste Management Policy (HSE003) to provide the staff with safe steps to control and manage these hazards. 

5.2.8	The kitchen area at MLC is available as a suitable place for employee eating/rest. These designated areas are furnished with chairs/ stools and are equipped with a microwave, refrigerator and sink with hot and cold running water.  Eating facilities should be kept clean to a suitable hygiene standard.  Waste must be stored in the reciprocals provided and disposed regularly.

5.2.9	Employees shall be provided with personal protective equipment (PPE) necessary to protect them from risk or danger. All employees must use the PPE provided to prevent health and safety hazards. 

5.2.10	When sitting at a computer or workstation, proper positioning is essential to reducing stress, neck and back pain, eye strain and headaches.  When working at a computer, it is important to take breaks and vary your work schedule to refrain from sitting for long periods of time. It is important to maintain neutral body posture while sitting at workstation, including ensuring:
· Hands, wrists and forearms are straight, in-line and roughly parallel to the floor.
· Head is level, or bent slightly forward, forward facing, and generally in line with the torso.
· Shoulders are relaxed and upper arms hang normally at the side of the body
· Elbows stay in close to the body and are bent between 90 and 120 degrees.
· Feet are fully supported by floor or footrest
· Back is fully supported with appropriate lumbar support when sitting vertical or leaning back slightly.
· Thighs and hips are supported by a well-padded seat and generally parallel to the floor.
· Knees are about the same height as the hips with the feet slightly forward.
 
5.2.11	The most common causes of workplace injuries are from improper handling of heavy equipment and supplies.  Manual handling is defined by any type of lifting, pulling, pushing, putting down, carrying or moving heavy equipment or supplies.  Poor practices include top heavy lifting (lifting with legs straight), lifting off balance, lifting weights that are too heavy, or twisting with a load without moving entire body.  Proper movement and handling ensures that movement flows in one motion, by bending the knees, squatting, lifting the heavy object from the bottom, and bringing the object up with your body in one fluid movement.
[bookmark: _Toc504892378][bookmark: _Toc528060500]5.3	Emergency Preparedness
[bookmark: _Toc504892379][bookmark: _Toc528060501]5.3.1	Emergency Response Team (ERT)

[bookmark: _GoBack]5.3.1.1MLC has designated several employees as the designated Emergency Response Team (ERT).  The contact details of the ERT are visibly posted at throughout the Center on the Emergency Response Team Notice (HSE006).
5.3.1.2The responsibilities of the ERT shall include, but is not limited to:
· Responding to and following the procedures for emergency evacuation, guiding all clients, visitors and staff during emergency evacuation situations.
· Administering First Aid (if trained to do so).
· Keeping attendance during emergency evacuation situations.
· Contacting emergency services.
· Control of traffic, onlookers, security in emergency evacuation situations.

5.3.1.3All Center employees must be familiar with exit routes, alarm signals, fire extinguisher locations and information on hazardous materials.
[bookmark: _Toc504892380][bookmark: _Toc528060502]5.3.2	Emergency Communications

5.3.2.1All Center employees should know how to report an emergency correctly, either to the ERT or an outside agency (such as Emergency Services), depending on the level of emergency and responsibility.  The basic information that must be included when reporting an emergency shall include:
· Caller’s name and name of the facility
· Location of emergency, as specific as possible 
· Type of emergency and urgency level of the emergency
[bookmark: _Toc504892381][bookmark: _Toc528060503]5.3.3	Emergency Services

5.3.3.1All Center employees should be aware of the community agencies and contact telephone numbers for support during an emergency situation.  The contact details of the Emergency Services are visibly posted throughout the Center on the Emergency Response Team Notice (HSE006).

	AGENCY 
	CONTACT TELEPHONE NUMBER

	Fire/Civil Defense
	997

	Police
	999

	Ambulance
	999

	Electricity / Water
	991

	Sulaiman Al Habib Hospital
	04 429 7777

	Rashid Hospital 
	04 337 1111  

	Canadian Hospital
	04 707 2222

	American Hospital
	04 309 6644

	City Hospital 
	04 435 9999


[bookmark: _Toc504892382][bookmark: _Toc528060504]5.3.4	Emergency Evacuation Procedure 

5.3.4.1It is imperative that all staff familiarize themselves with the following emergency evacuation procedure.  Posted evacuation diagrams, including routes and fire alarm pull stations are posted throughout each Center.  On hearing the fire alarm or being advised to evacuate the building:- 
· Leave the building immediately using the nearest emergency exit. Do not use elevators. Close all doors as you exit
· Keep to the right in hallways and stairways and use handrails. 
· If you encounter smoke, find an alternate exit or place cloth over mouth and nose to make breathing easier. Crawl along the floor, close to walls to help provide direction to the exit. 
· If you are trapped in a room, place cloth material (dampened if possible) around or under door to prevent smoke from entering. Use masking or other tape (if available) to mark a large ‘X’ on a window which will serve to notify fire authorities of your presence. 
· Before opening any door, place hand one inch from door (DO NOT ACTUALLY TOUCH DOOR) near top to check for heat. If the door feels hot to touch, fire or smoke is on the other side and the door should not be opened. 
· If forced to advance through flames, move quickly, cover head/hair; keep head down and eyes closed as much as possible. 
· Once you have safely evacuated, move away from building and proceed to the building designated assembly points and report to the ERT coordinator. 
· Do not re-enter the building until advised it is safe to do so by your ERT coordinator or by Emergency Services rescue officials (for MLC or other buildings).

5.3.4.2The Emergency Assembly Area for MLC is located on the Ground Floor in front of the Building, marked ‘Assembly Point B’.

5.3.4.3In an emergency evacuation situation, the ERT is responsible for ensuring all clients, staff and visitors are evacuated from the Center, are directed to the designated assembly area and are accounted for.

[bookmark: _Toc447320100][bookmark: _Toc448217042][bookmark: _Toc504655935]5.3.4.4All Center staff is responsible for knowing the exit routes and following the evacuation procedures, and assisting the ERT in directing clients and visitors to the designated assembly area.  If a member of staff is in a session with a client, parents or visitor, they should ensure to take the client, parent or visitor with them to the designated assembly area.
[bookmark: _Toc504892383][bookmark: _Toc528060505]5.3.5	Fire Safety

5.3.5.1All Center employees must understand that building occupants are required by law to evacuate the building when the fire alarm sounds.  Fire Precautions and Regulations extend to all premises used as a place of work by one or more employees as well as premises where self-employed persons work if members of the public or other visitors are bought into contact with them.  The leadership is obliged under these Regulations to make and revise assessments of fire risks and fire hazards. The nature and extent of fire precautions in all work premises equates with assessment of risk to employees and visitors in case of fire.
5.3.5.2The Center Manager and Business Development & Quality Compliance Manager (QCBD) have been designated as the Fire Wardens for the Center. Both members of staff have undertaken Fire Warden Training and shall undertake the following duties as part of the fire safety strategy:
· Be responsible for the coordination and direction of staff actions in the event of a fire emergency.
· In the event of a fire emergency, where practicable, take command until the Fire Department arrives and act as a focus for liaison purposes thereafter.
· Advise the leadership of fire incidents, report their contents and arrange for any recommendations to be implemented.
· Monitoring of fire safety and fire procedure on Center premises.

5.3.5.3MLC is committed to providing training for all employees on fire prevention and building evacuation and maintains the necessary fire-fighting equipment and fire alarm systems, to ensure the center is protected in the case of a fire on the premises. It is essential that every employee understands their responsibilities relating to fire safety and fire precautions, including: 
· Understanding the character of fire, smoke and toxic fumes. 
· Knowing the fire hazards involved in the work area.
· Knowing that all fires, however small, are to be reported immediately by the person discovering the fire. 

5.3.5.4The fire safety and emergency procedures contained herein outline the steps that are to be followed in the event of an actual fire emergency or when the fire alarm sounds with no readily identifiable cause.  All Center employees should promote the prevention of fire by understanding and implementing the following key principles:
· Do not overload electric circuits.
· Only use portable electrical appliances, which have been approved by approved Contracted Services.
· As far as practicable, switch off electrical appliances when not in use and unplug them before leaving. (This does not apply to electrical equipment that is required to be left permanently on, i.e. computing hardware).
· Do not permit excessive amounts of paper to clutter offices.
· Observe the No Smoking Policy. 
· Follow instructions and taking the correct actions in the event of fire.
· Do not blocking access/egress to exits or hallways.
· Minimize risks (i.e. general tidiness, practice general safety precautions). 

5.3.5.5The Center shall ensure that a minimum of one trained fire warden and first aider is available and all employees are provided with orientation and training in terms of their responsibilities during an emergency, the locations of exit routes, alarm signals, fire extinguisher locations as well as hazardous material information and documented in their personal files.

5.3.5.6The Center shall ensure conduct periodic emergency drills to allow employees to practice emergency procedures under simulated conditions at least once per year.

5.3.5.7The Center shall participate in external and internal emergency drills as scheduled, coordinated and conducted in coordination with building management personnel on site. Reports of the drill shall be maintained and analyzed, areas for improvement should be acknowledged and act upon accordingly. 

5.3.5.8The below Fire Action notice is posted throughout the Center as a reference for staff.
[image: https://dzpoklyepjsim.cloudfront.net/cdn/scdn/images/uploads/XYSP93.jpeg]
[bookmark: _Toc504892384][bookmark: _Toc528060506]5.3.6	Fire Response

5.3.6.1Upon discovering a Fire, follow the RACE procedure as shown in RACE and PASS figure below:-
· Rescue people who are in danger if it is safe to do so
· Activate the alarm by: 
· Alert the ERT and others in the area. 
· Activate the nearest fire alarm or direct someone else to do so. 
· Call the Fire Emergency Services on 997
· Provide the following information to the Fire Emergency Services 
· Building number and address, including the nearest cross street(s) 
· Company Name 
· Exact location within the building 
· Confine the fire by closing the doors in the fire area.
· Attempt to extinguish fire with fire suppression equipment only if it is small fire and you are trained and can do so safely. If the fire cannot be readily extinguished, evacuate immediately following evacuation procedure.

5.3.6.2The RACE and PASS instructions are located throughout the Center and next to each fire extinguisher.  To extinguish the fire follow the PASS procedure as shown in RACE and PASS figure below.
· Pull the safety pin
· Aim the extinguisher at the base of the fire
· Squeeze the handle of the fire extinguisher
· Sweep from side to side at the base of the flame

[image: ]
[bookmark: _Toc504892385][bookmark: _Toc528060507]5.3.7	Disaster Management and Control 

[bookmark: _Toc504892386][bookmark: _Toc528060508]5.3.7.1Bomb Threat: In the case of a Bomb Threat, the person receiving the call should: 
· Listen: Do not interrupt caller. Keep the caller on the line as long as possible and note caller‘s voice characteristics, speech patterns, language proficiency, manner of speech and background noise. 
· Attempt to ask the following questions: 
· When will it go off? 
· Where has it been placed? 
· What does it look like? 
· Why are you doing this? 
· What type of explosive was used? 
· Who are you? 
· Alert the ERT Coordinator, who will call Dubai Police and Civil Defense (997) immediately after the caller hangs up. 
· Do not discuss the call with other persons. 
· Determine the best course of action based on feedback from Dubai Police and Civil Defense. 
· If decision is made to evacuate, relay information to the ERT Coordinator. 

[bookmark: _Toc504892387][bookmark: _Toc528060509]5.3.7.2Terrorist Threat/Civil Disturbance: In the case of a Terrorist Threat / Civil Disturbance, persons should: 
· Leave the area immediately. 
· Do not argue or engage in conversation with participant(s). If pursued by group of protesters, walk calmly to a populated area and report Dubai Police as soon as possible. 
· If the situation turns violent or weapons and explosives are visible, immediately lock all doors; and call Dubai Police.
· Remain in your office or work area. Stay away from windows and exterior doors. 
· Use stairways if you must move from floor to floor. 
· Do not go to the building lobby unless absolutely necessary. 
· Remain inside building, unless instructed by Dubai Police. 
· Carry your company ID at all times, as most buildings are placed in surveillance during duration of the event. 
· Parking garages may also have restricted access, so determine alternative parking area or identify other means of transportation that does not require parking. 
· If threatened by an individual or Witness to a Threat: 
· Protect safety of self and others (withdraw if possible; get under desk or table; lock door to office; exit building if able to do so). 
· Attempt to notify others in the area of threat and increase distance between yourself and the person 
· Call Dubai Police or direct someone else to do so and provide the following information: 
· Building number and address, including the nearest cross street(s) 
· Company Name 
· Exact location within the building 
· Nature of the threat or incident 
· Description of person, if known 
· Your name and phone number 
· Notify your immediate supervisor or manager. 
· Remain calm and non-threatening. 
· If a weapon is involved: 
· Cooperate fully with all demands. 
· Do not try to grab the weapon or overpower the person. 
· Do not make any quick moves; explain your movements at all times 
· Listen to what the threatening person says; be supportive and empathetic. 
· Note physical description of person (sex, age, height, weight, and clothing distinguishing scars or marks). 
· Report the incident to and carry out investigation, as needed. 

[bookmark: _Toc504892388][bookmark: _Toc528060510]5.3.7.3Earthquake: In the case of an earthquake, persons should: 
· DROP, COVER AND HOLD under a desk or table holding on to one of the legs or the top. Be prepared to move with the desk or table. 
· Do not evacuate the building unless instructed to do so or if the fire alarm sounds. If instructed to evacuate, follow the evacuation guidelines in Section 5.3.4. Remember, most earthquake related injuries occur from falling objects outside the building. 
· Assess the condition of your co-workers. Be a calming example for your co-workers. 
· Stay alert for aftershocks. 
· Do not use phones except to report emergency conditions as you may limit rescue communications. 
· Do not attempt to leave work until you are instructed to do so. Make sure roads you access to get home are in fact undamaged and traffic is moving. 
· If you are outside the Building: 
· Move away from trees, signs, buildings, electrical poles and wires; 
· Protect your head with your arms from falling bricks, glass, plaster, and other debris; 
· Move away from fire and smoke; 
· Proceed to the Emergency Assembly Area if safe, or proceed to a pre -designated alternate assembly area; and 
· Stay alert for further instructions. 
[bookmark: _Toc504892389][bookmark: _Toc528060511]5.3.8	Elevator Failure 

5.3.8.1In the event of elevator failure when in the elevator, stay calm and do not panic.  If you are trapped in an elevator, use the emergency telephone to call for assistance; and if the elevator does not have an emergency telephone, turn on the emergency alarm (located on the control panel) to signal your need for help.
[bookmark: _Toc504892390][bookmark: _Toc528060512]5.3.9	Gas Leak 

5.3.9.1If any gas is smelt or there is suspicion of a leak: 
· Cease all operations immediately; 
· Do not switch lights on or off; 
· Notify Emergency Services.
· Evacuate as soon as possible 
[bookmark: _Toc504892391][bookmark: _Toc528060513]5.3.10	Ventilation/Odor Problem 

5.3.10.1 If an odor comes from the ventilation system: 
· Immediately notify ERT.
· If necessary, cease all operations and evacuate area 
· If smoke is present, activate the fire alarm system by pulling the pull station and notify building and Security from a safe location. 
[bookmark: _Toc504892392][bookmark: _Toc528060514]5.4	First Aid and CPR

5.4.1	The Center follows the latest First Aid and CPR guidelines published by American Heart Association.

5.4.2	Client facing staff is trained in First Aid and CPR, and trained members of staff are responsible for first aid appliance and attending to cardiac arrest situations.  Records of training are held by the HR Department.

5.4.3	First Aid boxes are provided at the Center and are located in the following areas:-
· Kitchen service area
· In Corridor next to Male/Female Toilets

5.4.4	In case of cardiac arrest, CPR responders shall follow the steps below;
· Call for help or ask someone else to do so.
· Try to get the person to respond; if he/she doesn't, roll the person on his or her back.
· Start chest compressions. Place the heel of your hand on the center of the victim's chest. Put your other hand on top of the first with your fingers interlaced.
· Press down so you compress the chest at least 2 inches in adults and children and 1.5 inches in infants. ''One hundred times a minute or even a little faster is optimal," Sayre says. (That's about the same rhythm as the beat of the Bee Gee's song "Stayin' Alive")
· If you're been trained in CPR, you can now open the airway with a head tilt and chin lift.
· Pinch closed the nose of the victim. Take a normal breath, cover the victim's mouth with yours to create an airtight seal, and then give two, one-second breaths as you watch for the chest to rise.
· Continue compressions and breaths -- 30 compressions, two breaths -- until help arrives.

[image: CPR-Certification]
5.4.5	In cases of emergency transfer of clients, MLC have made arrangements with Sulaiman Al Habib Hospital to provide ambulance services in case of emergency transfer of their clients.
Preferred Treatment Location Name: 
Sulaiman Al Habib Hospital
04-429-7777
24 Hours
Provide the following information: 
· Company Name 
· Your name and phone number 
· Building number and address, including the nearest cross street(s) 
· Exact location within the building 
· Nature of the emergency. 

Do not hang up until advised to do so by the dispatcher. 

5.4.6	Further information relating to emergency transfer of clients can be found in the Incident Reporting Policy (HSE020).
[bookmark: _Toc504892394][bookmark: _Toc528060515][bookmark: _Toc424550456]5.5	Pest Control

5.5.1	MLC has an agreement with a licensed and approved pest control and inspection company. 

5.52	Pest control inspections and control visits are to be performed after working hours or during the holiday.

5.5.3	Material Safety Data Sheets (MSDS) with clear information’s about the chemicals used and exposure procedures are maintained by the Center. 

5.5.4	Pest Control shall be performed at least quarterly; more often inspections may be required on demand.

5.5.5	Documented evidence of inspections is kept on record for verification purposes and is available from the Center Manager.
[bookmark: _Toc504892395][bookmark: _Toc528060516]5.6	Hazardous Material 

5.6.1	Center employees have the right to know the hazards associated with the chemicals with which they work and methods for protection against them.  The Center does not generally utilize hazardous materials beyond routine cleaning chemicals and supplies.  For all such cleaning chemical and supplies, Material Safety Data Sheets (MSDS) are available from the Center Manager for reference and consultation.  MSDS include:
· Identity/chemical name. 
· Hazardous ingredients. 
· Physical and chemical characteristics. 
· Physical hazards. 
· Reactivity. 
· Health hazards. 
· Precautions for safe handling and use. 
· Control measures. 
5.6.2	In order to ensure employees work safely with hazardous materials, it is imperative for relevant staff to read the container of the substance before use and familiarize themselves with the information included on the MSDS documentation.  It is also important to follow all warnings and instructions on labels. Use the recommended protective clothing and equipment when handling hazardous substances, and be familiar with emergency procedures in case of an emergency.  
5.6.3	If you witness a hazardous material spill, it is imperative that you evacuate the spill site, warn others to stay away, and contact the ERT Coordinator and/or the Emergency Services.  If you are able to determine that the spill is not life-threatening, isolate the spill area and keep all staff and clients away, posting signs as necessary, until spill can be cleaned up using appropriate clean up procedures.  In the case of a chemical or hazardous material spill:
· Instruct all staff and clients to evacuate the area.
· Attend to injured personnel. 
· Contact ERT Coordinator who will call Emergency Services.
· Contain the spill and alert others in the immediate area. 
· Before attempting to clean up spill, know what the chemical is and locate the appropriate MSDS to determine whether or not you can safely clean it up. 
· DO NOT attempt to clean up a hazardous chemical spill.
[bookmark: _Toc504892396][bookmark: _Toc528060517]5.7	Utility System

5.7.1	Safe and reliable operation of all utilities and utility systems such as emergency power systems, electrical distribution, emergency power, heating, ventilation and air-conditioning, plumbing, steam and hot water generation, medical gas, medical / surgical vacuum and facility communication systems shall be ensured by the Center leadership by the following:
· Sanitary facilities must be maintained in a clean hygienic condition and free from odor. 
· Adequate filtered cold drinking water facilities should be provided. Water should be available near the work area and easily accessible for disabled persons. 
· Cool drinking water should be regularly inspected and well maintained as to prevent contamination. 
· Drinking water should normally be obtained from a public or municipal approved private water supplier. In particular, any cistern, tank or vessel used as a supply should be well covered, kept clean and tested and disinfected as necessary. Water should only be provided in refillable containers where it cannot be obtained directly from a main supply. Such containers should be suitably enclosed to prevent contamination and should be refilled at least daily. 
· Disposable drinking cups or beakers should be provided unless the supply is by means of a drinking fountain. 
· Effective management and maintenance of the plumbing systems to accommodate facility needs.
· AC should be frequently maintained and inspected.
· Correct temperature, humidity and air flow shall be provided in order to ensure a comfortable environment inside the facility, regardless of the climatic conditions outside. 
· The management and maintenance of HVAC systems shall address system performance, air balancing, smoke control, filters and servicing.
[bookmark: _Toc504892397][bookmark: _Toc528060518]5.8	Electrical Safety

5.8.1	All electrical sources within the Center must meet local regulations and standards to ensure the health and safety of each person is not compromised.

5.8.2	All electrical panels must be visibly labeled on the external surface of the panel door. The label must state “electrical hazard” including the international safety symbol for electrical sources.

5.8.3	Defective electric cables, apparatus, motors, fans, etc. must be rectified before work commences and reported using an incident report form. 

5.8.4	Electrical Safety checks should be included with annual service of the equipment and separate print out of this retained for records. Electrical Safety checks should include measurement of electrical earth integrity, conductor continuity and insulation inspection. 

5.8.5	All maintenance, calibrations, repairs and safety checks are to be clearly and fully documented in service reports.

5.8.6	The use of 2 pin pugs is discouraged in MLC. Standard 3 pins adaptors must be used. Similarly in the case of extension boards the cables must be secured and not run across access routes or over loaded. 

5.8.7	It is forbidden to replace burnt-out fuses, or fit fuses which have a higher rating than the specified rating.

5.8.8	Electric heaters, motors, fans, transformers, etc. must not be covered, but are to be protected so that they are not subjected to moisture, water, oil or steam.

5.8.9	During break in the work and also when work is finished for the day, lighting, electric motors, are to be switched off.

5.8.10	Isolation where necessary, must be carried out before undertaking any repair/maintenance work on electrical installations. 

5.8.11	The Electrical board, Isolator box should be locked during the maintenance progress time. 

5.8.12	The sign “maintenance in progress” should be hanged at the point of Isolation.

5.8.13	Electrical sources, cables, boards and appliances should be kept a safe distance away from water sources. Electrical devices which are designed to be near or contain water are to be maintained in a safe state in accordance with the manufacturer’s instructions.
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	HSE002
	Infection Control Policy

	HSE003
	Environmental Cleaning and Waste Management Policy

	HSE005
	Incident Action Plan Notice

	HSE007
	HSE Checklist

	HSE011
	Visitor Tracking Record

	HSE012
	Client Attendance Record

	HSE013
	Client Outing Tracking Record

	HSE020
	Incident Reporting Policy

	QM002
	Quality Management Policy

	QM003
	Risk Management Policy and Plan
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[bookmark: _Toc424550457]7.1	This policy will be reviewed every two years at a minimum, or as required.
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[bookmark: _Toc475719228][bookmark: _Toc475729383][bookmark: _Toc528060522]Attachment A - Policy Authorization Page

	Creation Date: January 2017                          Created By: Dr. Hibah Shata, CEO

	Revision Date
	Edited By
	Version Number
	Next Review Date

	January 2017
	Karen Evans
	V.1
	January 2019

	October 2018
	Karen Evans
	V.2
	October 2020



Approval Signatory:
Name:		Dr. Hibah Shata
Designation/Title:	Chief Executive Officer/Managing Director
Date:			01 October 2018

Signature:__________________________________________________________
Company Stamp:

Maharat Learning Center, 
Marsa Plaza, Suite HP011, Ground Floor, Dubai Festival City, P.O. Box: 85864, Dubai, U.A.E.
http:www.maharatlearning.com

Maharat Learning Center, 
Marsa Plaza, Suite HP011, Ground Floor, Dubai Festival City, P.O. Box: 85864, Dubai, U.A.E.
Tel: +971 4 288 8104 / Web: www.maharatlearning.com

image2.jpeg




image3.png
b
:
|
i
]
i





image4.jpeg
CPR is as easy as

C-A-B

Compressions A rway Breathing

Push hard and fast Tilt the victim’s head Give mouth-to-mouth
on the center of back and lift the chin rescue breaths
the victim’s chest to open the airway

Early chest compression can
immediately circulate oxygen that is still in
the bloodstream. By changing the sequence,
chest compressions are initiated sooner and
the delay in ventilation should be minimal.

2010 International Consensus on Cardiopulmonary Resuscitation
and Emergency Cardiovascular Care Science With Treatment Recommendations
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