NORTHWEST EDUCATIONAL CENTER
HEALTH AND SAFETY PLAN
MAIN CAMPUS AND BRANCH CAMPUS

Health and Safety Contact Information:

Emergency (Monday-Friday Day 8:00-5:00 PM): 713-680-2929 or 911
Emergency (Monday-Thursday Eve 5:00-10:00 PM): 713-680-2929 or 91
Emergency (After 10:00 PM and Weekends): 911

This plan is intended to promote a safe, secure, and healthy learning and work
environment. This plan outlines the protocol for the management of the health and
safety of employees, students and guests in cases of sickness, accident, fire, ‘
emergency, evacuation, security, and safety on campus. Northwest Educational Center
will, upon request, provide a copy of this plan. The Health and Safety Plan is made
available to the students on the school website www.nwec.edu . The Center will
evaluate and revise this plan on an annual basis.

-EMERGENCY NOTIFICATION
Northwest Educational Center uses the Management team to update recording on the
campus voicemail system for employees, students and guests. They will also notify
Administrative Staff, Counselors, and Instructors who then notify students via text
message, voice message, and/or email of campus-wide emergencies or closures.
Employees and students are responsible to ensure that their contact information is
up-to-date and accurate.

ANNUAL CAMPUS AND SECURITY REPORT

An Annual Security Report is available to the students via Northwest Educational
Center’s website or directly located on the Campus and Security Reporting website
htips://ope.ed.qgov/campussafety/#/institution/details.

FIRE AND OCCUPANCY PERMITS

Northwest Educational Center meets all of the requirements of the City of Houston Fire
Department. The Center maintains a City of Houston Fire Permit. Annual inspections of
the facilities are performed by the Houston Fire Department and any deficiencies must
be corrected prior to the issuance of the Fire Permit. As part of the City of Houston Fire
Permit requirements, the Center is required to have an appropriate number of fire
_extinguishers. The Center contracts with a company to inspect and recharge the fire
extinguishers as required by city codes.
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FIRE SAFETY

Northwest Educational Center has fire extinguishers located throughout the facility. In
the event of a small fire, follow the directions of the fire extinguishers. Do not try to put
out a fire that is getting out of control. If a staff member is unsure if they can control the
fire, immediately evacuate all students and staff members. Students and staff should
file out of the nearest door in an orderly fashion. Students and staff should take their
purses, backpacks, or bags with them only when they have these items in their
immediate possession. Students and staff should not go in search of their belongings
or go into another part of the building during a fire. Once staff and students are clear of
the building, they should meet at the far end of the parking lot towards Highway 290. It
is important that all individuals meet here first for a head count.

Never use water on an electrical fire, but use only a fire extinguisher approved for
electrical fires. If smoke is heavy, stay low to the floor. Smoke and heat rise and the air
near the floor is cooler and clearer. If clothing catches on fire, stop, drop, and roll until
the fire is extinguished. Running only makes the fire burn faster.

EMERGENCY EXITS

Northwest Educational Center’s main building has a total of six possible exits from the
building in the event of an emergency. The front door is easily accessible to all middle
sections of the building including the conference room, pharmacy lab, the copy room,
and administrative offices. There is an exit in the front of the building located at the
Barber/Cosmetology salon floor entrance. The Class Rooms and Auditorium should exit
at the back of the rooms. The Student Break room has 1 exit which is located on the
side of the building.

All exits of the building are to remain unlocked during normal business hours. All exit
pathways and doors are clearly marked with battery lighted Emergency Exit Signs. In
the event of a power failure, the Exit Signs will become illuminated through the backup
batteries.

SAFETY STANDARDS FOR INSTITUTIONAL EQUIPMENT

Northwest Educational Center had maintenance perform a safety guideline check on
“desktops, laptops, printers and more at least annually to ensure all instructional
equipment is working properly and safely. All computers have a Norton anti-virus
program installed.

SAFETY STANDARDS FOR INSTITUTIONAL SUPPLIES

Northwest Educational Center requires safety standards for the institutional supplies.
The administrative staff is required to check and maintain all institutional supplies on a
quarterly basis. Northwest Educational Center maintains first aid kits in various parts of
the facility. In addition, the Medical Laboratory and all other Classrooms contain basic
first aid products including bandages, gauze, alcohol, and hydrogen peroxide. Medical
instructors have the ability to check temperature, blood pressure, blood sugar levels and
to deal with minor injuries. Basic first aid and supplies are available to staff and
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students who have a need. Sharp Containers are located in classrooms that require
them for specific programs. Eye wash station is located in the medical lab. Annual
inspections of the facilities are performed by the Houston Fire Department and any
deficiencies must be corrected prior to the issuance of the Fire Permit. As part of the
City of Houston Fire Permit requirements, the Center is required to have an appropriate
number of fire extinguishers. The Center contracts with a company to inspect and

“recharge the fire extinguishers as required by city codes. The computers in classroom
#4 and the supplies stored in the storage room are maintained by designated staff
members.

ENVIRONMENTAL HAZARDS BLOOD SPILLS
If you see blood that has been spilled onto the floor or other surfaces, notify your
instructor or another college employee. Do not attempt to clean up the blood yourself or
allow others to do so. If you are exposed to another person’s blood or other bodily
fluids, take the following actions:

e For a skin exposure or blood that comes in contact with an open wound, wash

the area thoroughly with soap and water.

e For a blood splash to the eyes, nose, or mouth, rinse thoroughly with water.

Report any blood exposures to your instructor or another Administrative Staff.

HAZARDOUS MATERIALS INCIDENT

Other hazardous materials or substances can be in the form of chemical spills, natural
gas leaks, or other materials. If you smell or see a substance that you feel may be
hazardous, stay away from the substance and direct others away from the immediate
area. Do not touch or attempt to clean up any unidentified substance. Report any
hazardous materials to your instructor or another Administrative Staff.

Northwest Educational Center does not store or use any hazardous materials in the
facility which could cause a hazard. However, with the close proximity to the railroad
and busy streets, it is possible that a hazardous materials incident could occur outside
the facility which would warrant action.

If instructions are received to evacuate the entire area, do so immediately. In an
organized fashion, get at least one half mile (10 city blocks) from the incident, trying to
stay upstream, uphill, and upwind from the danger area. Depending on the evacuation
orders, evacuate either in automobiles or on foot. If necessary, offer rides to those
without transportation.

If instructions are received to stay indoors, do so until further instructions are received.
Seal all entry routes as efficiently as possible. Close and lock the doors. Turn off all
ventilation systems including the air conditioning/heating unit. Seal gaps under door
ways with wet clothes, duct tape, or any other thick material which would prevent air
from entering the building. Seal and cover air conditioning vents with tape and plastic
sheeting (garbage bags). Close as many interior doors as possible, sealing gaps as you
close them. If authorities warn of an outdoor explosion, stay away from windows. If you
-suspect that gas or vapors have entered the building, take shaliow breaths through a
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cloth or towel. Remain in protected, interior areas of the building, where toxic vapors
are reduced until you are told it is safe.

MINOR INJURIES OR ACCIDENTS

For students or staff who experience minor injuries such as bumps, bruises, or minor
cuts, the student services staff should discuss with the injured party their need for
medical care. If desired, arrangements should be made with the student or employee for
transportation to a medical facility. If the injured party prefers, they may see their
normal physician. If the injury occurred through no fault of the injured party while on
school property, the Center will provide full payment for the cost of the treatment.

MAJOR INJURIES OR ACCIDENTS
For students or staff who experience major injuries such as broken bones, fractures,
serious wounds, or serious burns, the student services staff should immediately
transport the individual to the nearest hospital emergency room or call an ambulance for
transport. If the injury is severe or critical, the student services staff should immediately
call 911 for paramedic assistance and possible emergency transport to a hospital.
Student services staff should follow the guidelines of the 911 operator for assisting the
“injured party while waiting for the paramedics. If necessary, student services staff
should start to administer CPR. As part of the continuing education requirements of the
Center, the majority if not all instructors are CPR certified. If the injury was a result of
no fault by the injured party while on school property, the Center will provide full
payment for the transport and the doctor’s costs.

INCIDENT REPORTS

Northwest Educational Center requires that any accident, no matter how small, be
reported to the Director immediately. This includes but is not limited to falls, burns, cuts,
electric shocks, or any other injury occurring to a student, staff, or visitor while on school
property. In addition, the Center requires that any major iliness be reported to the
Director. The staff should respond in an appropriate manner depending on the
seriousness of the injury or illness. Once the injured party has been taken care of, a full
report should be given in writing to the Director. In the case of an accident where the
school might have liability, any witness statements including staff and other students
should be collected and turned in to the Director. It is imperative that all incidents be
reported and documented as soon as possible. This ensures that accurate information
is available so that management can act accordingly.

'MINOR ILLNESS
For students who experience a minor illness such as nose bleeds, fever, diarrhea, or
asthma, the student services staff will allow the student time to rest in an empty room or
the student break area. If the student is unable to arrange transportation home, a staff
member should provide transportation to the student. If the student desires, they may
request to be taken to the doctor or the hospital depending on the seriousness of their
illness. In case of an illness, the student is responsible for payment of any medical
services required.
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MAJOR ILLNESS .

For students or staff members who experience a major illness such as a heart attack,
stroke, or diabetic coma, student services staff should immediately contact 911 for
paramedic assistance and should follow the guidelines of the 911 operator for assisting
the ill person while waiting for the paramedics. If necessary, student services staff
should start to administer CPR to the ill party. In cases of an illness, the ill party is
responsible for payment of any medical services which may be required unless the
illness was caused through the Center’s negligence.

PREVENTATIVE MEASURES

During the enrollment process, students are questioned on their current medical health.
- Students who have medical problems such as diabetes, epilepsy, depression, or other

medically treated illnesses are referred to the counselor upon the class start to discuss

the ramifications of their iliness.

BOMB THREATS

Northwest Educational Center’s physical facility faces Antoine with a relatively small
parking lot area immediately in front and to the side of the building. In the case of a
bomb threat, students and staff should immediately leave the building by the nearest
door taking only the possessions which they have with them at that time. Students
should proceed to the far end of the parking lot toward Highway 290 and gather in the
adjacent parking lot by. Students and staff will not be allowed to re-enter the building
until a bomb squad has given the approval.

HURRICANE/TORNADO SAFETY

Since Houston is a coastal area, hurricane warnings are provided in advance of the
storm reaching Houston. In this case, normal school activities would not be conducted
until after the hurricane threat has diminished. However, in the rare event that an
unexpected hurricane should occur or if you have not been ordered to evacuate, stay
away from any area of the building where windows are present. Strong winds and flying
_objects can break windows and cause serious injury. Do not be fooled if there is a lull, it
could be the eye of the storm. Remain inside until you are positive the storm has
passed or have been told it is safe to leave by local authorities or news stations.

Tornadoes frequently provide less warning time than hurricanes, so it is important that
all individuals be aware of the actions to take during a tornado. When a tornado has
been sighted in the immediate area, staff and students should go to the center interior of
the building away from windows. It has been determined that the hallway within the
interior of the main building would provide the best shelter from a tornado. [f it is not
possible to get into the hallway, get under a sturdy table, hold on, and protect your
head. Stay away from windows and glass areas. Stay there until the danger has
passed. Do not attempt to drive away from a tornado. If you are in a car, get out and
take shelter in a nearby building. If there is no shelter nearby, lie flat in the nearest
ditch, ravine, or culvert with your hands shielding your head. :
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THEFT
Northwest Educational Center strives to provide a safe, effective workplace. However,
occasionally thefts do occur at the Center. Therefore, it is important that staff and
“students do not leave any valuables out where a theft may occur. Northwest
Educational Center is not responsible for any thefts that may occur in the building or
parking lot. The Center strongly advises both staff and students to not bring valuables
with them to school. Staff and students should not bring large amounts of cash or other
valuable items with them to school. Valuable items should not be left visible in cars
parked on the Center’s parking lots. Keep all vehicles locked and place valuables out of
sight in the trunk or leave them at home. Staff members and students should keep their
purses and other belongings with them at all times while on campus. Do not leave
purses, backpacks, or other valuable items unattended while on campus. In the event of
a theft of personal property or cash, the involved party should report the theft
immediately to the Director of the school. Depending on the value of the stolen item, the
Director will make a determination if a police report needs to be filed.

ROBBERY
Northwest Educational Center strongly urges any one who is being confronted by a
robber with a weapon to cooperate with the robber. Under no circumstances should the
staff or student attempt to disarm the robber. Remember that material possessions can
be replaced, but a life can not. Concentrate on remembering details of the robber
including appearance to assist the police in identifying the robber. Remain calm.
Cooperate with the robber and hand over whatever is requested. As soon as you are
‘released, report the incident to the nearest staff member and ask that person to call the
police.

PHYSICAL ASSAULT

If the person attacking you does not appear to have a weapon, you may be able to fight
them off. If you have had any exposure to Self Defense classes, try to follow the
directions given to you at this class. Certain areas of the body are more vulnerable to
attack. These include the eyes, throat, mid-section, groin, knees, and instep of foot. If
possible, scream loudly that you are being attacked. Once the attack is over, report the
incident to the nearest person and ask that person to call 911 for police and an
ambulance.

SEXUAL ASSAULT v

As indicated above, do not try to disarm an attacker with a weapon. Try to remain calm.
If a rape occurs, report the incident to the nearest person and ask that person to call
911. Do not wash, shower, use the toilet, or change clothes until the police have arrived
and a rape unit has interviewed you.
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RANDOM VIOLENT ATTACKS

With the increasing number of random attacks of violence occurring, it is wise to have a
plan of action in case this type of attack occurs. Since attacks with guns are the most
common, it is assumed that your first indicator of a random attack would be the sounds
of gunfire. In the event of an active assailant/active shooter incident the “LOCKDOWN"’
safety protocol will be implemented. CALL 911 WHEN IT IS SAFE TO DO SO. Refer to
video link run-hide-fight-092120.mp4

RUN
e Have an escape route and plan in mind.
e Leave your belongings behind.

HIDE
e Hide in an area out of the shooter’s view.
e Block entry to your hiding place and lock the doors.
e Silence your cell phone.

"FIGHT

e As a last resort and only when your life is in imminent danger.
e Attempt to incapacitate the shooter.

How to Respond When Law Enforcement Arrives
Remain calm and follow instructions.

Put down any items in your hands (i.e., bags, jackets).
Raise hands and spread fingers.

Keep hands visible at all times.

How to Respond When Law Enforcement Arrives
Remain calm and follow instructions.

Put down any items in your hands (i.e., bags, jackets).
Raise hands and spread fingers.

Keep hands visible at all times.

Information You Should Provide to Law Enforcement or 911 Operator
Location of the active shooter.

Number of shooters.

Physical description of shooter(s).

Number and type of weapons held by shooter(s).

Number of potential victims at the location.

In the event of an external threat incident the “LOCKOUT” safety protocol will be
implemented

Bring everyone indoors.

Lock perimeter doors.

Increase situational awareness.

Stay inside until safety is restored.
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