XXX POLICE DEPARTMENT
Non Sworn Employee Safety
Lesson Plan
And 

Presentation Outline
NOTICE

Due to the dynamic nature of law enforcement and the impact of court decisions and statutory changes on police operations, it is important that each department review this information to verify that it is consistent with current federal, state and local law and regulations, and with departmental policy and procedure.  This information is not intended to substitute for the advice of legal counsel.  You should speak with your legal advisor about the sufficiency of your department’s manual, policy, curriculum, and training program.  This material should not be used as the sole basis for compliance with any law or regulation, and departments should not rely on this material as a legal defense in any civil or criminal action. 
The below training lesson plan and Power Point presentation will meet the requirements for safety training for Non Sworn personnel required by Standard 4.10.  While this training will meet these requirements, departments are encouraged to locate and provide more in-depth training specific to your needs.  
 While this training will partially meet the requirements for the training required by Standard 4.10 of the Texas Law Enforcement Best Practices Recognition Program, the Texas Police Chief’s Association or the Best Practices Program is not responsible for the content and delivery of this material by individual departments.
XXX Police Department

Lesson Plan

Course Title:
Non Sworn Employee Safety




Prepared By:





Date:

Time Allocation: 1-2 Hours



Recommended Class Size: Less than 20
Prerequisites:  None

Equipment Needs:
Power Point Projector with Slide Advance, Screen





Student Handout:


Instructor Needs:


Instructor References:  
American Red Cross First Aid training

Learning Objectives:

1.   Identify the major causes of accidents and injuries in the workplace. 

2.   Understand how these injuries disrupt work and personal activities
3.   Learn methods to avoid accidents and injuries
4.   Learn when and how to report Accidents and Injuries.

Course Outline:  Attached

Testing Method:  Open discussion and questioning in class

Training Environment:  Classroom

Comments:  As the instructor presents the training, questions and scenarios should be used to ensure the students clearly understand the requirements of the Department Policy
Non Sworn Employee Safety
LESSON OUTLINE
I. Non-Sworn Employees
a. Are employees that have not taken the oath of office to protect,  (not because they would not do so - only because their job does not require it) and are not authorized to carry weapons.
b. Are critical to the Success of this Department.
c. Are as important to the functioning of this Department as any sworn member.
d. Their safety is as important to this Department as the safety of any sworn member. Usually operate in office type environments.
i. Some may be Dispatchers or Jailers.
ii. Some may work in field assignments.
e. Must always remember they are part of an organization that some in our community may not like ---
i. Arrested or used force against a family member
ii. Taken enforcement action
iii. Or just a symbol of Government in general 
f. Personal danger to non-sworn employees comes from both these sources:
i. The unpredictable nature of human emotions on the part of the people we serve.
ii. The daily environmental hazards faced in an office or field assignment.
II. Facility Security
a. Some areas of the department may be secured from public entry.
i. Part of the reason for this is the private nature of the work we do. 
ii. Part of the reason is to protect the employees from unpredictable behavior of the public.
b. If a door or entry way is designed to be closed and locked, never block it open or leave it unlocked.
c. Never allow entry of anyone that is not authorized.
d. Never allow entry of anyone when you may be alone.
e. Always have the person wait in an approved location and contact a sworn member for assistance if you are the least bit concerned about the behavior of a visitor.
f. If someone you don’t know enters the facility with a weapon, (Other than another officer in uniform or with badge displayed), call for assistance immediately and leave the area if possible.(Take a handheld radio if possible.)
g. Be aware of your surroundings as you enter or leave the facility, and as you travel home.
h. Be aware that on occasion, a crime victim may be trying to take refuge from an attacker in your facility.
i. Your judgment must be relied upon here to act appropriately without unduly endangering yourself and others in the facility.
ii. Consider locking the outside entrance…
iii. Consider bringing a victim inside the secure area for safety, if you can do so safely…
iv. Discuss other options…Ask your Supervisor…
III. Office Hazards

a. Office Hazards will actually present the greatest personal danger:
i. Fire
ii. Bomb Threats or Incidents
iii. Slips, Trips, and Falls
iv. Lifting
v. Chemical and Electrical Injuries
vi. Ergonomic Injuries
vii. Specific Issues for Dispatch
viii. Specific Issues for Holding Facility
ix. Driving Safety
x. Reporting Hazards or Injuries
IV. Fire Safety in the Office
a. Make sure you know at least two exits that will allow you to escape the building in case of fire.
b. Make sure you know where fire extinguishers are located and how to use them.
c. In addition, if you notice any of the following, correct the problem or notify a supervisor so that corrective action can be taken.
i. Electrical outlets are not working correctly.
ii. Electrical Plugs are overloaded.
iii. Extension cords are in poor shape or lying in places that my cause tripping hazards.
iv. Flammable liquids are kept close to electrical cords and electrical sockets
v. Individuals are smoking in a non-smoking area.
vi. Fire extinguishers tags are expired or the extinguisher is missing
vii. .Fire Exits are cluttered and difficult to navigate.
d. If you observe a fire or smell smoke You should immediately:
i. Warn your co-workers, pull the fire alarm if your building is so equipped.
ii. If it is safe to do so, attempt to put out the fire with an extinguisher, if not, leave the building.
iii. Call 911 and report the fire when you can do so safely. Do not ever assume that someone else already did. 
iv. Feel all doors to make sure they are not hot before opening them. You don't want to open a door with fire behind it.
v. After you have made it out of the building and are a safe distance do not return to it no matter what. If you are sure people are still in there locate a fireman and tell him exactly where they can be found.
vi. Never use the elevators during a fire always take the stairs.
vii. If the room fills with smoke stay as close to the floor as possible while making your exit.
e. Know where fire extinguishers are located and make sure they are properly charged.
f. Know how to use a Fire Extinguisher.
i. Pull the pin

ii. Aim at the base of the fire
iii. Aiming at the middle will do no good.  The agent will pass through the flames.
iv. Squeeze the handle This will release the pressurized extinguishing agent Sweep side to side
v. Cover the entire area that is on fire.  Continue until fire is extinguished.  Keep an eye on the area for re-lighting. 
V. Bomb Threats or Incidents
a. If a Bomb Threat against the Department is received by Dispatch, the Tele-communicator should attempt to:
i. Question the caller about specifics, Where, when, etc.
ii. Obtain as much information as possible
iii. If a credible threat is directed at the facility, Immediately notify their supervisor and Announce “Facility Threat” over the station intercom.
iv. Transfer 911 PSAP calls, and take a cell phone and a handheld radio and leave the facility. 
v. On the way out, make a quick visual search of the area for anything out of the ordinary.  (Is there something there that is normally not there.)
b. Once Outside:
i. Get at least 100 feet away from the building.
ii. Attempt to determine if anyone else is in the building
iii. Contact the Fire Department by Radio or telephone
iv. Await arrival of field officers or supervisor to further direct response.
c. If a Bomb Threat against the Department is received by any other employee within the department, the employee should:
i. Question the caller about specifics  Where, when, etc.
ii. Obtain as much information as possible
iii. Contact Dispatch and advise of information.
d. If the department has a Holding Facility, and a credible threat is received, and the building is being evacuated, any prisoners held must also be evacuated.
i. Staff should follow the pre-planned detention area evacuation plan.
VI. Slips, Trips, and Falls
a. The most common injury reported by office employees are slips, trips and falls, often resulting in strains, back injuries and broken limbs.
b. Causes of these injuries include:
i. Inattention
ii. Wet floors
iii. Inappropriate use or misuse of office furniture or equipment
c. Inattention includes:
i. Not observing wet/slick floor
ii. Not ensuring the location of the chair before sitting
iii. Not determining the weight of an object before trying to lift it.
iv. Not observing other hazards in the workplace such as wires, cords, etc. across a walkway.
v. Not observing drawers left open, boxes or cleaning equipment in the walkway.
d. Watch where you are walking. 
i. Keep your eyes in front of you and not reading a report while walking through the halls.
ii. If the weather outside is rainy watch your step when entering the building it is likely the floor will be wet.
iii. Make sure all walkways are free of clutter and wires to avoid tripping.
iv. Keep all trash cans and equipment under your desk and out of other employee’s way.
e. Wet Floors should be immediately cleaned and dried.
i. Notice signs should be erected if clean up is delayed.

f. Inappropriate use of office furniture, such as leaning back in a chair not designed for leaning, using a ladder too short for the job, using a rolling chair for a step ladder can often result in injury.
VII. Improper Lifting
a. Another big problem is picking up or reaching for items incorrectly. This can cause serious back injuries. There are plenty of tips on how to move large or heavy objects correctly. If you think a box maybe too heavy for you to lift alone, don't even try!!! - find a person to help you
b. Always use a ladder to get objects that are on high shelves. Never reach above you this could cause a muscle strain or the box could slip and hit your head.
c. When lifting a box always bend at the knees. This puts less of a strain on your back and also helps steady your balance.
d. A hand cart is a great tool if you need to move several heavy items at one time.
e. Use a back brace whenever possible if you are constantly bending over to grab stuff. They help to steady your back and make injury less likely when used correctly.
f. Never lift above your head. If you are trying to place an object on a high self use a ladder.
g. Check your ladder before each use, make sure it is level and sturdy also be sure that all of the steps are clean and not broken
VIII. Chemical and Electrical Dangers
a. Chemical Dangers:

i. Some jobs require working with or around chemicals or other hazardous materials.  Employees may be exposed to or have access to various cleaning materials and even some non-lethal chemical munitions or weapons.
ii. While most places that work with hazardous materials have strict guidelines it is still a good idea to follow a few basic safety tips.
1. Never use any cleaning material that has not been approved for use in the facility. (Such as lighter fluid, muratic acid, gasoline, etc.
2. Always use gloves and eye protection if using acidic or corrosive materials.
3. Never experiment or play with chemical non-lethal weapons or delivery devices.
b. Electrical Dangers
i. Electrical currents can be deadly at high voltages. Even a small amount of electrical current can be damaging to our body. It can cause nerve damage or paralysis.
ii. We live in an electrical world, and we must properly utilize electricity to do our jobs, but we must also be aware of its dangers.
c. Electrical Shock
i. Received when current passes through the body
ii. Severity of the shock depends on:
1. Path of current through the body
2. Amount of current flowing through the bodyLength of time the body is in the circuit
3. LOW VOLTAGE DOES NOT MEAN LOW HAZARD
4. Currents greater than 75 mA* can cause ventricular fibrillation (rapid, ineffective heartbeat) Will cause death in a few minutes unless a defibrillator is used 
5. 75 mA is not much current – a small power drill uses 30 times as muchElectrical Safety:
iii. Always check for damaged cords and replace if necessary.
iv. Do not run cords across walkways and door. They may cause tripping hazards.
v. Do not overload circuits with too many plugs.
vi. Never pull a plug out by the cord always grip it firmly at the base.
vii. Never touch an exposed electrical wire
viii. Be sure there is no water leaking on or near electronic devices.
IX. Ergonomic Dangers
a. Workplace ergonomics is the applied science of equipment design for the workplace which intended to maximize productivity by reducing operator fatigue and discomfort.
b. Ergonomics is just another way to promote safety in the office. Proper posture and equipment may not seem important but sitting incorrectly can do serious damage to your spine also the incorrect use of a keyboard may cause carpal tunnel syndrome.
c. Sitting properly is the most important thing you can do while at your office desk. Make sure the chair you use is sturdy and supports your back. It is also important not to slouch down or bend toward the desk while working. You should keep your shoulders level and back straight in order to prevent a pinched nerve or numerous back problems related to poor posture. 
d. Ergonomic Dangers – Chairs and Desks
i. Make sure your chair provides good lower back support.  Use a pillow if necessary.
ii. Your chair should be adjusted where knees and hips are level with each other.
iii. For stability, chairs on castors should have five legs.
iv. If your desk is too high, compensate by raising the seat height of the chair.
v. Never stand on the chair to reach anything.
vi. Another important safety tip is to keep your wrist level with the rest of your arm while you are typing or writing at your desk. Bending the wrist the wrong way too frequently may result in poor circulation or even carpal tunnel syndrome. 
e. Ergonomic Dangers – Your Computer
i. The top of the monitor should be at eye level to avoid neck strain.
ii. The keyboard should be directly in front of the user.
iii. The user’s elbows should be at a 90 degree angle when using the keyboard.
iv. The keyboard should be tilted in a manner to allow the user’s wrists to be in a neutral position.
v. he Screen should be angled to avoid glare. 
X. Dispatch – Specific Issues
a. Nerve center for department.
b. Must be secure at all times.
c. Must ensure security of communications with field officers and public.
d. Must be one of safest locations within department
e. Dispatchers should be aware of Sworn Officer  Self Aid / Buddy Aid training in case of need to remind / assist wounded field officer of self aid techniques.
XI. Holding Facility – Specific Issues
a. The Security, Monitoring and Protection of prisoners is highest priority.
b. Must make regular prisoner checks and document those checks in detail.
c. Documentation must include:
i. When checks were made
ii. When prisoners were fed
iii. When prisoners were given any medications
iv. When visitors were given access to phone 
d. If dispatchers monitor prisoners remotely by audio and video surveillance, must understand that is of equal priority with dispatching tasks… Not just something else to do when you have time.
e. Must always be alert for visual or other signs of trouble and obtain assistance immediately.
f. Must clearly document monitoring activity.
XII. Driving Safety
a. If your job involves driving a department vehicle, you must take a defensive driving course every three years.
i. This one day course will cover all areas of driving activity.
b. If your job does not involve driving city vehicles, you are encouraged to take this course for your own safety off the job.
c. Most department accidents involve:
i. Improper backing
ii. Inattention
iii. Speeding
d. Improper Backing
i. Walk around vehicle before getting in to observe anything behind you.
ii. Turn and look over your shoulder while backing, don’t just use the mirrors.
iii. You are responsible for the accident if you are backing.
iv. Take you time to back carefully.
e. Inattention
i. Driving you vehicle safely is your most important job.
ii. If you need to answer the phone or a text, pull over to the side of the road safely and respond.
iii. Do not talk or text while driving a city vehicle.
f. Speeding 
i. You get paid by the hour and day.  
ii. There is no reason to speed or fail to maintain control of your vehicle.
iii. Take you time – arrive alive.
XIII. Reporting Hazards and Injuries
a. Safety is Everyone’s business.  Not just supervisors… Not just the Chief…..
b. If you see a safety issue, fix it!  If you can’t fix it, report it to your supervisor.  
c. If it is not fixed in a reasonable amount of time, make sure the Chief of the department  is aware of the danger.
d. If you or a fellow employee is injured requiring any treatment, including just a band-aid, report the injury immediately to your supervisor.
e. It is only through accurate reporting and tracking of injuries, that we can make the changes necessary to prevent them in the future.
XIV. Basic  First  Aid
a. All employees are encouraged to attend at least a basic First Aid Course.
b. Until you are able to attend these courses, some basic information is provided here.
c. What is First Aid???
i. “Help given to a sick or injured person until full medical treatment is available”
ii. “…provision of initial care for an illness or injury”
d. Basic infection Control:
i. Various diseases can be transmitted via blood and body fluids.  Including HIV and Hepatitis B & C
ii. If possible, always wear disposable latex/nitrile gloves when dealing with bodily fluids
iii. This is not always practical! You can improvise and use anything to create a barrier. e.g: a plastic carrier bag
iv. Ensure any cuts/open injuries to your hands are covered with waterproof plasters or dressings.
v. Wash your hands with soap and warm water after dealing with a casualty
e. Unconsciousness:
i. “complete or near-complete lack of responsiveness”
ii. “unaware of both self and external surroundings”
iii. The difference between being asleep and being unconsciousness is that an unconscious person will not wake up.
iv. Unconsciousness is a medical emergency
v. When someone goes unconscious, they loose muscle tone
1. This means they go all ‘floppy’ – like a rag doll. The tongue (a muscle) can block their airway when it loses muscle tone
2. This is known colloquially as “swallowing your own tongue”
3. In addition, loss of control over their stomach muscles can cause stomach contents (vomit) to travel back up to the throat which can block the airway
vi. The airway is a series of tubes which carries air from your mouth & nose to your lungs
1. It can become blocked by the tongue and regurgitation of stomach contents
2. This will stop the casualty from breathing
3. Open the airway by tilting the head backwards and lifting the chin with two fingers.
vii. If you did not see the person collapse, there may be a head or neck injury to the spinal column.
1. Call for help immediately and protect the head and neck from any unnecessary movement.
2. Maintain the airway if breathing, if not , start CPR.
viii. Adult CPR
1. After an ambulance has been called, you should commence CPR.
2. First, you should give 30 chest compressions
a. Place your hands in the centre of the person’s chest, over the breastbone (sternum)Interlock your fingers
b. Push down at least 1.5 to 2 inches - 30 times at a rate of 100 - 120 compressions / minute 
c. Ensure your elbows are locked and your shoulders positioned above the chest
d. Push straight down to a depth of about 1.5 to 2 inches
e. Ensure you release fully after each compression
3. After 30 chest compressions, give 2 rescue breaths.
a. Tilt the casualty’s head backwards, life their chin and then pinch their nose
b. Make a seal over their mouth and breath in for approximately one second
4. Continue the cycle of 30 chest compressions to 2 rescue breaths until help arrives
a. If there is more than one first aider, swap over doing chest compressions regularly
5. If a defibrillator arrives it should be used immediately
ix. Major Bleeding
1. Expose injury and elevate above level of heart
2. If there are no foreign objects, apply firm direct pressure over the wound
3. If there is an object, apply pressure around the foreign object
4. Apply pressure to the artery supplying the area
5. Call for emergency help
x. Minor Wounds
1. Wear gloves if available
2. Clean the wound thoroughly with antiseptic wipes or saline
3. Do not remove any embedded objects (e.g: glass) – seek medical advice
4. Cover the wound using a clean dressing (plaster, non-adherent pad etc.)Seek medical advice if there are any signs of infection – redness, swelling or the area is warm to the touch
xi. Burns
1. Immediately cool the affected area with running water for at least 10 minutes
2. Cover the burn with a non-sticky dressing – clingfilm, a plastic bag, non-fluffy bandage
3. Seek medical attention, if the burn is serious then call an ambulance
4. If running water is not available then improvise, any harmless liquid can be used to cool a burn.
XV. Employee Safety
a. It is EVERYONE’s business!!
b. Even the most minor injury can cause pain, interrupt work, interrupt family plans, cause staffing problems and result in more serious events if not properly treated.
c. Everyone in this Department is important and valued!!
d. Lets all stay safe!!
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