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SQS9.1

SERVICE QUALITY STANDARD 9

9.1 SAFETY POLICY OF
ALL SERVICE UNITS OF SOCIAL WORK SERVICES

1. Purpose
The purpose of this policy and the associated procedures are as follows:

1.1 Ensure a safe and hygienic environment for service users, staff and visitors to all service units.

1.2 Ensure safe working practices are understood and followed by staff.

1.3 Provide guidance to staff and service users on appropriate action to be taken in the event of an
emergency situation arising.

2. Philosophy

All service units are committed to ensuring a safe environment for all people (service users, staff,
and visitors) who visit or use the facilities or participate in the activities of the Service.

Safety is a shared responsibility and all staff has a duty to contribute to the safety of the
environment by acting in a safe manner, adhering to policies and procedures and following
instructions in the case of an emergency situation.

3. Policy

In order to maintain the optimal environmental and safety conditions, all service units are
committed to:

3.1 regular environmental and safety audits and implementation of problem resolution plans

3.2 regular practice of procedures such as fire and evacuation drills

3.3 equipment maintenance and training in the use of equipment

3.4 regular review and updating of policies and procedures on safety, hygiene and prevention of
infectious diseases

3.5 staff training in policies and procedures relevant to safety, hygiene and prevention of infectious
diseases

3.6 written documentation and hazard identification through regular review of the written
documents

4. Procedures

All service units have developed and regularly review the procedures on safety, hygiene and
prevention of infectious diseases.

DISTRIBUTION: Circulate to all services via Head Office.
REVIEW: The policy will be reviewed on need basis or annually by the
Director of Social Work Services or delegates as stated in SQS 2.
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Caritas Youth and Community Service

Incident Report

Name of Centre

Date : Time:

Venue

Name of Staff

Name of Victim

Course of Events

Remarks :
Signature of Supervisor : Date :
Signature of Senior Supervisor : Date :

CC to Service Head
7 As the victim is under 18, the record should be kept till (MM/YY).
0 This is Special Incident. Special Incident Report is submitted to Head

Office and SWD on
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Your reference ,

Qur reference
Date

Zurich Insurance Group
{Hong Kong)

Zurich Life Insurance
Company Limited

(a company incorporated in
Switzerland with fimited lfability)

Zurich Insurance Company
(a company incorporated in
Switzerland with limited liability)

.. Zurich Assurance Limited
(a’;f‘ sany incorporated in England
and Wales with limited liability)

24-27/F, One Islang East
18 Westlands Road
Island East, Hong Kong

Telephone +852 2968 2222
Fax +852 2968 0988
http://www.zurich.com.hk

i -

Z

ZURICH~

¢ e
T~ LT

2 April 2009
WITHOUT PREJUDICE
LT,

B AR TR _REAE— A+ B 7e9 2 (2 s 1 5]
RE—H  EAVEDSTE TR S R R T T
AN TG AT B JCIE (HK QY 1F 55 K SR SR T 7 — s
15 - RPEEEHS LIRREER Z0) » EE T EB L EAERM T 2 S pRak—
HEAT » PER Ry -

AT A AP TRE GII  L RR  F R S

&

TLE RS IR -

SR TEEAER » TIEE 2977 0850 HEA FE/INEIHS -

ERERIORER
B

BIAIDIR - BHYIF clo Jardine Lloyd Thompson Ltd — Miss Ming Lee (Ref: 47692)
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9.6a Fire Precaution Measures

l. General precaution measures:

1)

@)
(3)
(4)
(5)

(6)

()
(8)

©)
(10)

switch off all unnecessary electrical appliances and machines when you

leave your office at the end of the day;

prevent to use use adaptors to overload any electrical points;

avoid to store materials of an inflammable nature in your office;

do not block corridors, staircases and any other fire escape passages;

inform the management of rubbish gathering in the public areas, in

particular staircases, to arrange their removal;

inform the management of any faulty plugs to arrange their

repair/replacement; and

always keep fire exit doors closed.

Late patrol of the premises shall be conducted every night to ensure that:-

i) all cooking/heating appliances are turned off;

i) all doors leading to common corridors are closed,;

iii)  no matter or thing is left to obstruct the exit routes; and

iv) any door along escape routes which is required to be locked should
be openable in the direction of egress without the use of key in an
emergency.

Smoking is not allowed in the dormitories.

If gas leakage is suspected, responsible staff must:

not use matches or naked flames

not operate electrical switches

open windows and door wide

turn off gas taps

Immediately call the gas supplier’s emergency number using a telephone remote from
the affected area. The gas supply must not be turned on again until it has been

checked by gas supplier’s staff or registered gas contractor.

IE THE GAS CONTINUES TO LEAK AFTER THE TAPS HAVE BEEN

TURNED OFF OR THE SMELL OF GAS STILL PERSISTS, RESPONSIBLE

STAFF MUST:

Immediately call emergency services on 999 and the gas supplier using an outside
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telephone. Evacuate service users from the area to a safe location and await arrival
of personnel of emergency services.

Il.  Precaution measures for service units:
(1) all staff discovering a fire must:-
i)  given an alrm to warn all other staff and service users;
i) ensure to report the fire to the Fire Service Department by telephoning

999; and
iii) make joint effort with other members of staff to evacuate the service

users, particularly those requiring physical assistance.
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