GENERAL CLASSROOM SAFETY PROCEDURES
The student safety procedures must be read and signed on the first day of your class

GUIDELINES FOR INSTRUCTORS:

SAFETY PROCEDURES TO FOLLOW TO ENSURE STUDENTS SAFETY
This is a suggested script for the instructor to read after each point is read from the student safety procedures.

1. Before beginning the first session, the instructor will show each student the location of the emergency exits, fire alarms and fire extinguishers.
· If applicable, show the location of the door to use in the event of an emergency evacuation.  Remember as the instructor it is your responsible for ensuring that all students exit in an orderly manner.  The ideal opportunity to demonstrate this is the beginning of the semester.
2. Small fires can usually be extinguished by smothering.  Fire extinguishers should be used only by trained personnel.  Use them only if you are confident that you will be successful, and you know the proper procedures to safely use them.
3. Avoid slipping and tripping hazards by practicing good housekeeping and making sure to wipe-up spills immediately, and being cautious about the items left on the floor which can pose a potential tripping hazard. 

· Extension cords are a temporary means to supply power. When used, they should be routed to prevent tripping by routing along walls and taped to the floor. Extension cords should not be placed for long term use.
· Remind students to notify you if a spill occurs so that the area can be properly cleaned.  Remember, cleaning every day means less mess at the end of the semester.

4. Any accident, injury, and/or illness, however minor, must be reported to you immediately. Fill out http://www.calstatela.edu/sites/default/files/univ/ehs/docs/rm/al_injury_report.pdf (injuries)
· Hazards discovered from incidents, near misses or observation should be reported on the HAZARD INCIDENT REPORT.  Forms are available online at:   http://www.calstatela.edu/ehs/hazard-incident-report  (unsafe conditions)
Instructor Signature:  __________________________   Date:  _____________________

Employee: ID No. ______________________ Term/Year: ___________ 


Course No.: _________ 

Section: __________
For more safety-related information, visit:   http://www.calstatela.edu/univ/ehs 
