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1.0
PURPOSE AND SCOPE
The BP Wellness Center Incident Procedure is a management requirement used to verify that the procedure is performed properly. 
The purpose of the Incident Procedure is to make certain there is a consistent plan followed by the Wellness Center staff during any sort of safety incident.
The scope of this procedure is to outline the steps required to safely and properly respond to a safety incident or emergency in the Wellness Center(s)..
2.0
DEFINITIONS
	Panic Alarm
	Alarm buttons are located in both the men’s and women’s locker rooms, group cycling studio, group exercise room, cardio vascular exercise area and strength training area. Members and staff activate in case of emergency and an alarm sounds (in the facility only).

	AED
	Automatic Electronic Defibrillator Unit. Located at the front desk area of the Wellness Center(s).

	Wellness Incident Report
	In house report for all incidents. Filled out by Wellness Staff, member(s) involved, witness to the incident and Wellness Supervisor.


3.0
RESPONSIBILITIES
      3.1
Wellness Center Supervisor
Monitor the execution of the incident process and enforce applicable BP policies and procedures.
.
      3.2
Housekeeping Staff
Assistant Wellness Center Supervisor/Wellness Center Staff
Execute incident process and enforce applicable BP policies and procedures.                                 
4.0
PROCEDURE
4.1
Minor Injury
4.1.1. Administer First Aid where appropriate

4.1.2. Follow Blood Born Pathogen guidelines if appropriate.
4.1.3. Determine whether member needs to seek medical attention.

4.1.4. Notify Wellness Supervisor if needed.

4.1.5. Fill out Wellness Incident Report as indicated.
4.2 Major Injury/Fatality
4.2.1 Activate panic alarm if alone and necessary.

4.2.2 Call 911 immediately
4.2.3 Notify security

4.2.4 Administer First aid or AED if appropriate or possible
4.1.2.    Follow Blood Born Pathogen guidelines if appropriate.
4.2.5 Keep member (victim) and area as safe as possible until help arrives.
4.2.6 Notify Wellness Supervisor if needed
4.2.7 Fill out Wellness Incident Report as indicated.
4.3 Fire Evacuation

4.3.1 If fire alarm is sounded, calmly instruct all members to report to our designated muster point.
4.3.2 Be sure to check both locker rooms for members.

4.3.3 Fill out Wellness Incident Report as indicated.
4.4 Other Facility Evacuation

4.4.1 If Wellness Center needs to be evacuated for any other emergency other than weather, report to designated muster point.

4.4.2 In case of weather emergency evacuation, follow instructions from building management.
4.4.3 Notify Wellness Supervisor if needed
4.4.4 Fill out Wellness Incident Report as indicated.
4.5 Panic Alarm

4.5.1 If panic alarm is sounded, calmly inform the membership that the alarm they are hearing is our panic alarm system.

4.5.2 Check the facility alarm buttons for the location of the person who triggered the alarm. Use any other available Wellness Staff if possible.
4.5.3 Once source of the alarm has been found. Alarm can be deactivated by key at the front desk.

4.5.4 Situation can be dealt with by following steps indicated in the above items.

4.5.5 Notify Wellness Supervisor if needed.
4.5.6 Fill out Wellness Incident Report as indicated.
5.0
References and related documents
Wellness Incident Report Form
Blood BornE Pathogen Presentation
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