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Safety is everyone’s responsibility

Introduction

Our beloved Students, Staff, and Students, Welcome to Kingdom
University!

The handbook serves as a guide to help you be familiar with the
common and essential aspects of Health and Safety procedures,
which will aid you in the state of emergencies and routine work,
also, it includes definitions, firefighting procedures, workshop
guidelines, office ergonomics, evacuation instructions and the
proper methods to assist disabled people during an evacuation.
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Important Telephone numbers

In case of emergencies, contact one of the below emergency
telephone numbers:

Safety Officer
E 38339191 m:
Traffic Reception
199 13300001
Emergency
Contacts
m W
ambulance Police
999 /\u 999
Clinic
13302952
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General Safety Instructions

Take all the alarms seriously.

Remain calm and restrained.

view the evacuation routes posted in each floor/ side to know
the available exit routes leading to the assembly point.

Make sure to close the doors when leaving the office.

Avoid smoking inside the premises.

Inform the security guard, safety officer, of any issues, accidents
you may encounter.

Abide by the safety regulations and rules.
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General Definitions

In case of emergencies, contact one of the below emergency telephone numbers:

a behavior that
may or affect
other people and
cause them harm

Examples:

* Smoking non-
smoking area

* using hairs to
reach for high
positioned
material

condition that may
cause harm to
people

Examples:

* Loose wires

* chemicaland
water spilage

« faulty
equipment

any situation,
object, or action
that has the
potential to cause
harm, injury,

or damage to
property and lives.

Examples:

e Severe wind or
tornadoes
electrical
hazard

* fire hazard

an unplanned
event that may
result in property
damade or
causes injuries, or
loss of lives

Examples:

« falling from

stairs
« falling objects
* wet floor
incedents
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Elevator Safety

Do not intrude your legs between the doors when it is closing.
Be careful when walking in and out of the elevator.

Push the alarm switch to ask for help.

Stay calm and do not panic in case of malfunction.

Do not kick the door to force it open, instead wait for help.

In the case of emergencies, seek help by calling one of the
listed contact numbers in the emergency list.

Allow the passengers inside to leave the left before stepping in
to avoid any accidents.

The elevator may stop, therefore, do not try to open it instantly
after stopping.

Make sure clothes, handbags, any other loose material are
distant from the elevator door.
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Engineering Workshops

The following procedure must be followed while utilizing the
engineering  workshops:
» wear your PPE (Personal Protection Equipment):
* Gloves
« Earplugs
» Goggles
» Lab Coat
» Read the instruction of the machines before operating.
« Ask your instructor, or the assigned workshop supervisor for
help when needed.
« abide by the guidance signages circulated in the workshop (No
smoking, no high heels)

» Be aware of the workshop emergency exits.
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Office Ergonomics

Adopting a healthy office Ergonomics at work helps you avoid an
unpleasant work experience such as (Back pain, neck injuries,
other random injuries as most of the employees are facing in work:

Common indications of Office fatigues:

* Back pain
* Hand and wrist pain
» Pain in the neck and shoulders

The following tips will help you achieve a better working
experience:

Avoid Piling files and boxes

Avoid lifting heavy objects

Avoid throwing sharp objects.

Support your back to avoid back pain.
Clean and organize your workspace.
Never take risks when it comes to your

safety.

Abide by safety signs, instructions, and

regulations.

Take short breaks, stand, or walk.

-

* Report any incident immediately to your manager or safety

10

supervisor to take proper actions.
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Consider a back brace to support your back during working

hours.

Never climb on chairs, shelves, and storage units as a substitute
to a safe ladder, or professional help.

Always use appropriate tools for their particular task.

keep the keyboard in front of the monitor to avoid turning your
head and neck repeatedly.

your monitor should be at least an arm’s length away to avoid
eye strain.

If a device feels hot or produces an unusual noise (buzz or
hum),

smokes or sparks unplug it immediately and report it to the
health and safety officer.

Examine cords and equipment regularly and report any faults
to the health and safety officer.

Do not place any electrical devices or machines near water or

wet surfaces.

Academic

11
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What to do during emergencies:

Activatethe nearestfire alarmorcallthe concerned department/
personsforhelp.

Stay calm and do not panic.

When the alarm goes off, Head over to the nearest exit

Head over straight to the assembly point.

Crawl if you are caught in smoke, the more you are near a
floor the cleaner the air was.

Do not use the elevator, instead use the stairs.

Do not go to higher floors.

Don’t stop to collect personal belongings.

After leaving the building, stay in your place for the headcount
process.

Do not return to the building until cleared by authorized

persons.


ALI HUSSAIN
Stamp

ALI HUSSAIN
Stamp


doluudlg ol Juda
Occupational Health and Safety

Fire Marshals

.

Who is the fire marshal?

He is the safety supervisor who oversees the safety of the
university’s students, staff, and visitors, in addition to raising the
proper awareness and culture concerning the occupational health

and safety among the university persons.

Fire Marshals Responsibility:

 Directing Kingdom University>s students, staff, and visitors to a
secure area (assembly point).

« Making sure that all emergency pathways are clear of any
obstacles may block the way to the assembly point.

« Making sure that all exit lights are functioning.

« provide an induction to new staff and employees concerning
health and safety precautions.

« Helping disabled people reach a secure location in case of

emergencies.

&
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Clinic

The Clinic is a medical center designed to attend regular cases
and provide medical consultation, in addition to providing
medicines where applicable. Kingdom University Clinic has a
trained and experienced nurse available to aid students, staff,

and visitors.

14
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Disable people during evacuations

Driven by Kingdom University’s concern for students, staff,
and visitors with disabilities, the university has adopted several

measures to ensure their safety during emergencies:

« Duringemergencies, do notliftthe wheelchair while the disabled
person is sitting as it may lead to tripping, falling or cause back
injuries for the rescuer as well as that, the wheelchair includes
parts that are not designed to withstand pressure during lifting.

« Ask the person using the wheelchair if he/she has any other
medical issues.

 Make sure that the wheelchair is removed from the exit routes
or the stairwell in case of leaving it behind to avoid blocking fire
exits.

 Reunite the disabled person with the wheelchair after
evacuation.

« Perform an arm-lock with 2-persons for people that are using
canes or crutches.

15
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