Harrow Arts Centre Accident Procedure

If an accident occurs while you are meeting at the Arts Centre, it is vital that the staff
there are informed as soon as possible. The facilities team are trained first aiders and
can treat injuries and advise when further medical treatment is indicated. The most
convenient way to do this is to contact the site team on: 07736 778458. That number
should be displayed in or just outside each room, and it’s a good idea to record it on
your phone for easy access when needed.

The HAC facilities team will need to know:
¢ Where and what happened
o Was there anything that caused the injury (ie tripping hazards etc)
e DOB, Name, address and injury for person injured
e Contact number of injured person
o Date of incident
e Treatment given and by whom

Personal information (DOB, address, contact number) should be provided by the injured
member if possible. GDPR rules don’t permit you to provide that on their behalf without
their express permission. You may provide your own contact information if you wish, or
you can provide the following trustee information:
studygroupcoord.hu3a@yahoo.co.uk, premises.hu3a@yahoo.com.

After such anincident, please also contact the Premises Officer on
premises.hu3a@yahoo.com so Harrow u3a are aware of the incident. If you become

aware of the incident after you have left the premises, please email HAC to inform them
and copy the Premises Officer.

Every room at the Arts Centre should have a First Aid box suitable for treating minor
injuries. Please make sure you know where it is.



