FIRST AID
ILLUSTRATION
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:By the end of the course, participants will be able to

.Recognize their roles in maintaining health and safety in an office setting
.Conduct and support risk assessments to identify hazards in office environments e

.Respond effectively to accidents, injuries, or medical emergencies e

Apply basic life support and administer first aid for common workplace injuries

.Understand fire prevention principles and perform basic fire response actions

.Promote a proactive approach to safety among colleagues and teams

.Document and report incidents accurately and constructively e
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Section 1: Fundamentals of Office Health & Safety

.Introduction to office-related risks and injuries

.Roles and responsibilities in maintaining workplace safety

.Safe systems of work and emergency planning

.Common causes of accidents in office settings e

Section 2: Workplace Risk Assessment

Identifying and assessing physical and health-related risks
.Participation of employees in risk reporting e
.Ergonomic assessments and workstation safety e

.Mitigating hazards: trip hazards, poor lighting, electrical safety e

Section 3: First Aid for Office Environments

.Basic first aid principles e

.(Handling minor injuries (cuts, bruises, sprains e



.Managing fainting, choking, and allergic reactions e
.How to handle stress-related medical emergencies e
.(CPR and the use of AED (Automated External Defibrillator e

Section 4: Fire Awareness and Safety in the Office

.Understanding the fire triangle e

.(.Common fire risks in offices (equipment, wires, paper, etc e
.Fire drills, alarm systems, and evacuation procedures e
.Proper use of fire extinguishers e

.Roles and duties of a fire warden e

.Maintaining clear emergency exits and escape routes e

Section 5: Building a Culture of Safety

.Implementing internal safety policies e

.Raising awareness and encouraging safety reporting e
.Appointing health and safety representatives e
.Emergency response planning and simulations e

.Continuous improvement in workplace safety e

Section 6: Incident Response and Reporting

.Reporting accidents and near-misses e
.How to investigate an incident e
.Learning from past events e

.Monitoring and documenting safety performance e
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