Princess Sumaya University for Technology
King Abdullah II School of Engineering

Safety Handbook
Emergency Numbers
Police/Fire/Civil Defense
911

University Phone
06 - 535 9949
University Emergency
ext. 8000

This handbook provides information on general PSUT School of Engineering policies and practices
related to safety in the workplace. Faculty, staff and students working on the school premises, with
laboratories in particular, may encounter various hazards. This handbook aims to prepare for and
conduct safe responses to such situations.
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Warning Signs and Labels




Emergency telephone numbers are posted prominently in
each laboratory.
Signs should be posted to draw attention to the location of
emergency equipment such as the fire extinguishers, and
first aid kits.
All containers must be labeled with their contents and a
hazard warning (if applicable).

First Aid Kits
• First aid kits are available in all laboratories.
• The first aid kits will be restocked annually or more often as
needed by the university clinic.
• If first aid is given, follow-up by trained emergency medical
personnel is required.
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Fire
Fire Prevention

















Smoking inside buildings is strictly prohibited.
Do not smoke inside any building.
Exercise proper procedures for storing combustible or flammable materials, as indicated
on their packaging.
Do not store combustible or flammable materials on or near open flame or any source of
heat.
Do not leave electrical heaters switched on in unoccupied rooms.
Switch off all electrical equipment when not in use.
Close all windows at the end of the working day.
Close all doors at the end of the working day.
Do not obstruct fire doors.
Restrict the use of flammable liquids to the absolute minimum, and ensure that they are
stored safely.
Know the location of fire extinguishers, and learn how to use them.
Do not wait until a fire occurs before reading the instructions!
Ensure that all equipment is in good working order - especially electrical or high-power
devices.
Assess the consequences of equipment malfunction, and consider what action is
necessary to cope with such an occurrence.
Ensure that fire-fighting equipment is close at hand, and that you know how to use it.
If flammable substances must be used, restrict the quantity to the minimum necessary for
the activity.

Examples for Sources of Flame and Fire:









Cigarettes.
Open flame from matches, Bunsen burners, or pilot lights.
Friction or grinding.
Static electricity.
Sparks generated when lights or motors switch on (A common fire hazard for domestic
refrigerators when flammables are stored in them).
Hot plates and heating ovens.
Exposure of pyrophoric materials to air or water.
LASER beams.

Fire Safety Training
It is a requirement that all new staff attend a fire safety training session when they join
the university.

5|Page

When a Fire Occurs:
1. Raise the alarm by operating the nearest Fire Alarm Call Point.

2. An electronic sounder will then sound continuously.

3. Evacuate the building.

4. Proceed to the designated assembly point.

Upon Hearing a Warning of Fire








Evacuate the building quickly and calmly.
Proceed to the designated assembly point.
Do not delay your departure by collecting personal belongings.
Where possible close room doors behind you. Do not lock doors as you leave.
Do not use lifts.
Do not re-enter the building until a Fire Brigade Officer has stated that it is safe to do so.
Do not attempt to fight a fire if:
1. It is dangerous to do so.
2. You are on your own.
3. There is a possibility of your escape route being cut off by fire or smoke.
4. The fire continues to grow.
5. The fire involves hazardous materials.
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Fighting Fire

If you have the slightest doubt about your ability to fight a fire....
EVACUATE IMMEDIATELY!
Before Attempting to Use Fire Extinguishers, make sure:







The emergency number has been called.
You have announced the fire to alert others.
Occupants have begun evacuating the premises.
The fire is small and not spreading.
You know how to operate the fire extinguisher.
The fire won't block your unobstructed escape route.
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How to Use the Fire Extinguisher
Always remember

“PASS” when it’s time to use a fire extinguisher:

PULL
Pull the pin.

AIM
Aim the nozzle or hose at the base of the fire from a safe distance.

SQUEEZE
Squeeze the operating lever to discharge the fire extinguishing
agent.

SWEEP
Starting at a safe distance, Sweep the nozzle or hose from side to
side until the fire is out. Move forward or around the fire area as
the fire diminishes. Watch the area in case of re-ignition.
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Safety Rules

General Safety Rules

1. Be sure to read all fire alarm and safety signs and follow the instructions in the event of
an accident or emergency.
2. Ensure you are fully aware of the buildings/facility evacuation procedures.
3. Make sure you know where your lab's safety equipment, including first aid kit(s) and fire
extinguishers, are located and how to properly use them.
4. Know emergency phone numbers to use to call for help in case of an emergency. The
university emergency number is extension 8000.
Police/Fire/Civil Defense
University Emergency
University

Number
911
Ext. 8000
06-535 9949
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5. Open flames should never be used in the laboratory unless you have permission from a
qualified supervisor.
6. Make sure you are aware of where your lab's exits and fire alarms are located.
7. Always work in properly ventilated areas.
8. Laboratory glassware should never be utilized as food or beverage containers.
9. If you are the last person to leave the lab, make sure to lock all the doors and turn off all
flame/ignition sources.
10. Never lift any glassware, solutions, or other types of apparatus above eye level.
11. Report all injuries, accidents, and broken equipment or glass right away, even if the
incident seems small or unimportant.
12. If you have been injured, yell out immediately and as loud as you can to ensure you get
help.
13. In the event of a chemical splashing into your eye(s) or on your skin, immediately flush
the affected area(s) with running water for at least 20 minutes.
14. If you notice any unsafe conditions, let your supervisor know as soon as possible.

Housekeeping Safety Rules

1. Always keep your work area is tidy and clean.
2. Make sure all emergency showers, fire extinguishers, and exits are always unobstructed
and accessible.
3. Only materials you require for your work should be kept in your work area. Everything
else should be stored safely out of the way.
4. Only lightweight items should be stored on top of cabinets; heavier items should always
be kept at the bottom.
5. Any equipment that requires air flow or ventilation to prevent overheating should be kept
clear of obstruction.
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Dress Safety Rules

1. Always tie back hair that is chin-length or longer.
2. Remove any dangling items such as ties/necklaces or tuck them firmly.
3. Make sure that loose clothing or dangling jewelry is secured, or avoid wearing it in the
first place.
4. Never wear sandals or other open-toed shoes in the lab. Footwear should always cover
the foot completely.
5. Never wear shorts or skirts in the lab.

Personal Protection Safety Rules

1. When working with equipment, hazardous materials, glassware, heat, and/or chemicals,
always wear face shields or safety glasses.
2. When handling any toxic or hazardous agent, always wear the appropriate gloves.
3. Before leaving the lab or eating, always wash your hands.
4. Follow your instructor guidelines and wear safety goggles during some lab experiments.
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Workshop safety rules
1. Don't operate any circuit you connected before final check by the qualified supervisor.
2. Don't touch bare wires.
3. Don't let your hands inside the work space of connected CNC machine or 3D printer
while it is working.
4. It is a must to wear googles while any CNC machine is in milling and drilling operations.

Electrical Safety Rules:

Power & Machines Labs’ Safety Rules
1.
2.
3.
4.
5.

Avoid contact with energized electrical circuits.
Treat all electrical devices as if they are live or energized.
Make sure all electrical panels are unobstructed and easily accessible.
Disconnect the power source before servicing or repairing electrical equipment.
Use only tools and equipment with non-conducting handles when working on electrical
devices.
6. Never use metallic pencils or rulers, or wear rings or metal watchbands when working
with electrical equipment. This rule is very easy to forget, especially when you are
pointing to an electrical part with metallic pencil.
7. When it is necessary to handle equipment that is plugged in, be sure hands are dry and,
when possible, wear nonconductive gloves, protective clothes and shoes with insulated
soles.
8. If it is safe to do so, work with one hand only. Keep the other hand at your side or in your
pocket, away from all conductive material. This precaution reduces the likelihood of
accidents that result in current passing through the chest cavity.
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9. Minimize the use of electrical equipment in cold rooms or other areas where
condensation is likely. If equipment must be used in such areas, mount the equipment on
a wall or vertical panel.
10. If water or a chemical is spilled onto equipment, shut off power at the main switch
or circuit breaker and unplug the equipment. NEVER try to remove water or any liquid
from equipment while energized.
11. If an individual comes in contact with a live electrical conductor, do not touch
the equipment, cord or person. Disconnect the power source from the circuit breaker or
pull out the plug using a leather belt. Like in previous rules – Always disconnect the
power FIRST.
12. Equipment producing a “tingle” should be disconnected and reported promptly for repair.
13. Do not rely on grounding to mask a defective circuit nor attempt to correct a fault by
insertion of another fuse or breaker, particularly one of larger capacity.
14. Drain capacitors before working near them and keep the short circuit on the terminals
during the work to prevent electrical shock.
15. Never touch another person’s equipment or electrical control devices unless instructed to
do so.
16. Enclose all electric contacts and conductors so that no one can accidentally come into
contact with them. If applicable do it always, if not, be very careful.
17. Never handle electrical equipment when hands, feet, or body are wet or perspiring, or
when standing on a wet floor. Remember: Gloves and shoes.
18. When it is necessary to touch electrical equipment (for example, when checking for
overheated motors), use the back of the hand. Thus, if accidental shock were to cause
muscular contraction, you would not “freeze” to the conductor.
19. Do not store highly flammable liquids near electrical equipment. Some materials, such as
ether, can be ignited by sparks from electrical equipment.
20. Be aware that interlocks on equipment disconnect the high voltage source when a cabinet
door is open but power for control circuits may remain on. Read the single line diagram
and wiring schemes – know your switchboard.
21. De-energize open experimental circuits and equipment when unattended.
22. Do not wear loose clothing or ties near electrical equipment.
23. Extension cords should not be used in place of permanent wiring. Their use should be
temporary and they should not be run under doors, across walkways, through windows or
holes in the wall, around pipes or near sinks. Whenever you can, avoid using extension
cords.
24. Don't overload circuits by using power strips or multiple outlets on regular sockets.

Low Voltage Labs’ Safety Rules
Low Voltage Labs (DC 0 to 50V, AC 120V)
1. Make sure the power is off when wiring or making changes to any circuit.
2. Make sure instrumentation is set on proper range for the desired type of measurement,
BEFORE energizing the circuit.
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3. Make sure components used are of a rating that will withstand applied current and
voltage.
4. Replace blown fuses with the proper ones specified by type and rating.

High Voltage Labs’ Safety Rules
High Voltage Labs (DC 0 to 2000V, AC 1 Phase 120V, 3 Phase 208-600V)
1. Locate the mains panel and appropriate circuit breakers in each lab before starting any
work.
2. Don't remove or alter safety features of high voltage equipment; it is there to protect you.
3. Before using any high voltage equipment (voltages above 50Vrms ac and 50V dc), make
sure you get permission from your lab supervisor.
4. High voltage equipment should never be changed or modified in any way.
5. Always turn off a high voltage power supply when you are attaching it.
6. Use only one hand if you need to adjust any high voltage equipment. It's safest to place
your other hand either behind your back or in a pocket.
7. When making connections to benches or panels a circuit breaker of suitable rating and
type must be used between power outlet and your circuit.
8. Make sure the power is off when wiring or making changes to circuit.
9. Make sure instrumentation is set on proper range for the desired type of measurement,
BEFORE energizing the circuit.
10. Make sure components used are of a rating that will withstand applied current and
voltage.
11. Replace blown fuses with the proper ones specified by type and rating.

Electrical Shock
In the event of witnessing electrical shock:
1.
2.
3.
4.
5.
6.
7.
8.

ACT FAST. CALL 8000.
Do not touch the victim until the power has been shut off.
Do not remove the victim from the electric source until the power has been shut off.
If you cannot shut off the power, use an insulator such as a dry rope, cloth or broom
handle to drag the person away from the live wire.
If there is no heartbeat and no breathing, do CPR. Get Emergency Care (CPR to be
performed by qualified personal only).
If there is a heartbeat, but no breathing, immediately start rescue breathing. Get
Emergency Care.
Check for burns and treat as third-degree burns. Get Emergency Care.
If the person is breathing, put them in the recovery position. Get Emergency Care.
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9. In the event of a mild shock, and the following symptoms are observed, see a doctor:
Heart skipping beats, fever or coughing up sputum.

General
LABORATORY REGULATIONS AND SAFETY RULES
The following regulations and safety rules must be observed in all laboratories:
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.
14.
15.
16.

17.

It is the duty of all concerned who use any electrical lab to take all reasonable steps to
safeguard the HEALTH and SAFETY of themselves, and all other users and visitors.
Be sure that all equipment is properly working before using them for lab exercises. Any
defective piece of equipment must be reported immediately to the supervisor.
Students are allowed to use only the equipment provided in the experiment manual or
equipment used for Senior Design Project Lab.
Power supply terminals connected to any circuit are only energized in the presence of the
instructor.
Students should keep a safe distance from circuit breakers, electric circuits or any moving
parts during the experiment.
Avoid any part of your body to be connected to the energized circuit and/or ground.
Switch off the equipment and disconnect the power supplies from the circuit before
leaving the lab.
Observe cleanliness and proper lab house-keeping of the equipment and other related
accessories
Wearing proper protective clothes, safety gloves and /or goggles is required for working
in areas that involve fabrication of printed circuit boards, chemicals, process systems,
antenna communication equipment, and laser labs.
Make sure that the last connection to be made in your circuit is the power supply and first
thing to be disconnected is also the power supply.
Equipment should not be removed, transferred to any location without permission from
the lab supervisors.
Software installation on any lab computer is not allowed without permission from the lab
supervisor.
Students are not allowed to use any equipment without proper orientation and actual
hands on equipment training.
Smoking, drinking, use of mobile phones, computer games and other such activities are
strictly prohibited in the labs.
Never use lab equipment that you are not approved or trained by your supervisor to
operate.
If an instrument or piece of equipment fails during use, or isn't operating properly, report
the issue to the supervisor immediately. Never try to repair any equipment fault on your
own.
If you are the last person to leave the lab, make sure to lock all the doors and turn off all
ignition/flame sources.
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18.
19.
20.
21.
22.
23.

24.

Never leave an ongoing experiment unattended.
Report all injuries, accidents, and broken equipment or glass right away, even if the
incident seems small or unimportant.
If you have been injured, yell out immediately and as loud as you can to ensure you get
help.
If you notice any unsafe conditions in the lab, let your supervisor know immediately.
Join the lab two minutes earlier to prepare yourself for the experiment and never leave
the lab during the lab session without permission.
Do not use your mobile, or laptop to play, browse websites, check emails or take phone
calls within the lab time. For emergency cases, take your phone call outside the lab room
after requesting for permission.
If you’re not sure how to proceed, ASK your lab instructor.

All these rules and regulations are necessary precautions in all the labs to safeguard the
students, staff, other personnel and equipment.

Computer Labs’ Safety Rules
Computer Lab Safety Rules for Protecting Yourself

1. Do not touch any exposed pins, wires or sockets.
2. Adjust brightness and focus of monitors for comfortable viewing.
3. Keep all liquids away from computers and electrical equipment in the lab. Spilling liquids
can cause an electrical fire, can electrocute the user and can damage the equipment.
4. Do not touch any device with a wet hand, always dry your hands before working with lab
devices.
5. Try not to touch any of the circuit boards and power sockets when a device is connected
to them and switched on.
6. Devices on your table are connected through the electricity switches behind the
equipment, whenever necessary, turn off these switches or turn the lab’s main circuit
breaker.
7. Do not open any system unit casing or monitor casing particularly when the power is
turned on. Some internal components hold electric voltages of up to 30000 volts, which
can be fatal.
8. Do not insert metal objects such as clips, pins and needles into the computer casings.
They may cause electrocution and/or fire.
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Computer Lab Safety Rules for Protecting Lab Devices

1. Do not install any software on s PC unless you are requested to do so.
2. Do not personalize the computer settings. (This includes desktop, screen saver, etc.)
3. CD-ROMs, or other multimedia equipment are for school work only. Do not use them for
playing music or other recreational activities.
4. It is not allowed to bring drinks or food into or during the lab session. Keep all liquids
away from computers and electrical equipment in the lab. Spilling liquids can cause an
electrical fire, can electrocute the user and can damage the equipment.
5. Turn off the machine you were using, when you are done using it.
6. Do not plug in external devices or open any downloaded file without scanning them for
computer viruses
7. Report any injuries or damage to equipment to your supervisor immediately.
8. Computer users should not unplug or switch a mouse for left-handed students. Simply
have student move the mouse to the left side of the keyboard and replace on right side
when done.
9. Students must close all open windows/applications, and log off before leaving the lab.
10. Ensure that the temperature in the room stays cool, since there are a lot of machines
inside a lab as these can overheat easily. This is one of the many ways of ensuring
computer safety.
11. Always maintain an extra copy of all your important data files.

Preventive Maintenance
Computer Labs’ Preventive Maintenance
Hardware
1.
2.
3.

4.
5.

Liquids and fluids are not very friendly to your computer, keep them at a good distance
away, if they must be around at all.
The computer as a whole and its drives and media should be kept away from direct
sunlight, heat sources, electrostatic and electro-magnetic media.
Dust usually contributes largely to overheating problems. Hence, a blower (usually
compressed air in a can), a soft brush or an anti-static vacuum cleaner should be used to
remove/blow out/extract dust from vents and holes in the computer as well as from under
the keyboard. This should be done at intervals depending on the maintenance type you
decide to adapt.
An anti-static vacuum cleaner is important because unlike regular vacuum cleaners, it is
specially designed to prevent static discharges which may damage your PC.
During storms, your computer must be kept away from power sources to safeguard them
from power spikes or surges which result from super-charged lightning bolts. Unless, of
course, it is connected to a reliable power stabilizer or surge protector.
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6.
7.
8.

9.
10.
11.

12.

It is much safer to carry your computers in padded bags, as this helps keep them safe.
Avoid placing heavy objects on your computer, especially if it is a laptop, as this might
cause damage.
Especially for laptop users, never move your computer in laptop mode (i.e. with the
screen open), no matter the distance, and always hibernate, standby or shut down
completely before moving your computer over distances. You risk permanent damage to
your monitor and/or hard disk when you fail to do so.
Clean your computer monitor regularly with a dry towel to remove dust. Ensure that your
computer is properly and completely shut down before doing so if it is a touch-screen.
Avoid touching your computer screen with your hands/ fingers as much as possible. Get a
stylus or a pointer, it is much safer and efficient.
Avoid removing your computer battery unnecessarily as this could damage it. It is also a
good idea to allow your computer battery to drain completely once in a while. Your PC
manufacturers’ website should give you further details on that.
When these tips have been adhered to and carried out and hardware problems are still
being experienced, please consult a professional PC support staff/technician.

Software
1. Keep your operating system free from viruses and worms by scanning regularly with
either a third party anti-viral suite or one from your operating system vendor.
2. Avoid connecting to un-trusted and/or unknown private/public network sources, and
avoid installing programs/applications from vendors you neither know nor trust. This
would keep your computer safe from attacks.
3. The following tasks should be performed regularly as in line with your chosen
maintenance technique, as they keep the disk and software components of your computer
functioning at its optimum: Disk Cleanup, Disk Check (for errors), Disk
Defragmentation, Registry Cleanup, etc., as they keep your computer from being
unnecessarily slow.
4. Connect your computer regularly to your driver or software vendors/manufacturers’
website so as to receive updates and fixes that keep your drivers and software at its
prime.
5. Always keep backups and copies of important data stored on your computer(s), and have
operating system boot disks close by. You never can tell...
6. Avoid abruptly unplugging peripheral devices (such as USB disks, scanners, printers,
etc.) from your computer without first powering them off and using the ‘’safely remove’’
option. This would reduce freezes, blue screens and other errors.
7. When these tips have been adhered to and carried out and software problems are still
being experienced, please consult a professional PC support staff/technician.
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Preventative Steps and Safe Work
All labs are must be checked regularly by lab instructors/supervisors.

Preventative Steps








Inspect wiring of equipment before each use. Replace damaged or frayed electrical cords
immediately.
Use safe work practices every time electrical equipment is used.
Know the location and how to operate shut-off switches and/or circuit breaker panels.
Use these devices to shut off equipment in the event of a fire or electrocution.
Limit the use of extension cords. Use only for temporary operations and then only for
short periods of time. In all other cases, request installation of a new electrical outlet.
Multi-plug adapters must have circuit breakers or fuses.
Place exposed electrical conductors (such as those sometimes used with electrophoresis
devices) behind shields.
Minimize the potential for water or chemical spills on or near electrical equipment.

Insulation



All electrical cords should have sufficient insulation to prevent direct contact with wires.
In a laboratory, it is particularly important to check all cords before each use, since
corrosive chemicals or solvents may erode the insulation.
Damaged cords should be repaired or taken out of service immediately, especially in wet
environments such as cold rooms and near water baths.

Any of the following circumstances requires that the user immediately take
the equipment out of service:




Experiencing shocks, even mild shocks, upon contact.
Abnormal heat generation.
Arcing, sparking, or smoking from the equipment.

Laboratory users must label the equipment, “Do Not Use”, and should arrange for equipment
repair either through the equipment manufacturer or through their department support as
appropriate.

Grounding
Only equipment with two-prong plugs should be used in the laboratory. The two
prong provides a path to ground for internal electrical short circuits, thereby protecting the user
from a potential electrical shock.
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Conductors




Examine insulation for signs of deterioration, cracking, flaking, or overheating.
Examine all connections for signs of overheating, cracked or broken connectors, and
signs of tracking or arcing.
Ensure that conductors are clean and dry. Examine and clean all connections, and torque
to manufacturer’s recommendations.

Electrical Circuit Breakers






Electrical circuit breakers should be kept clean for proper ventilation
of the breakers.
Electrical circuit breakers are usually tripped by a thermal element
that senses an increase in temperature due to excessive current draw.
However, if dirt accumulates on the surrounding of the breaker, the
heat build-up may not be permitted to dissipate properly and result in
nuisance tripping.
Clean the breaker housing and inspect it for cracks or signs of overheating.
Exercise the breaker several times to ensure the mechanism has freedom of movement
and to allow contact wiping.

Cables
Aerial Cables



Check supports for excessive wear or deterioration, check cables for
wear at support points, inspect for mechanical damage from
vibration.
At dead-ends, check cable for worn insulation, sharp bends, or
cracks.
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Raceways



Check raceways for proper mechanical support of raceway and
cables as well as check insulation for abrasion or cracks at
support points.
Examine raceway joints for clean and tight connections.

Electric Motors
Observe all Recommended Maintenance Practices and
Frequencies for Installed and running-Actions, typically
performed with the motor installed and coupled to the driven
load.





Installed and offline - Actions which require the
motor to be electrically disconnected but can be
performed with the motor installed and coupled.
Overhaul -Actions typically completed during a
routine overhaul.
Additional testing / activities may be required based on the individual situation.
Post Overhaul - After completion of maintenance, the insured should review work report,
ensure all parts sent with the motor (i.e. terminal box, couplings) were returned and
perform basic testing of the motor before placing it in the stock system.

Infrared Inspection





An infrared, or thermographic, inspection should be performed at least once every three
years on all switchgear, distribution panels, cable and bus connections, motor control
centers and starters, and other critical equipment.
Infrared inspections are extremely beneficial in reducing electrical failures by identifying
potentially dangerous conditions; such as, lose or dirty connections, overloaded or
imbalanced circuits, or improperly installed equipment.
By measuring the heat imbalance relative to the environment and to surrounding
equipment, abnormal or adverse conditions can be uncovered that if left unattended
would worsen to the point of failure.
Infrared (IR) surveys are very helpful in planning the work scope of an upcoming
scheduled outage.
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Electricity and Flammable Materials





Keep flammable materials away from electrical equipment. The equipment may serve as
a source of ignition for flammable or explosive vapors.
Make sure that equipment used where flammable vapors may be present is specially rated
to not produce sparks. Many household appliances such as hot plates, vacuum cleaners,
and drills don’t meet this requirement so they should be used only under very controlled
conditions.
If refrigeration or freezing is needed, flammable materials should only be stored in
explosion safe or explosion proof equipment. These do not contain any spark sources
such as lights and switches.

Record Keeping






The electrical preventive maintenance program should be well-documented as to scope
and frequency of maintenance.
Record all routine maintenance activities and the results of routine testing for trending
purposes.
Document all repair and/or replacement of electrical components.
When changes are made to the electrical distribution system, update all applicable
drawings and maintenance schedules to reflect the changes.
Ensure that spare parts inventories are updated for any new equipment added based on
the manufacturer’s recommendations.

COVID-19
COVID 19 (Corona Virus) Emergency number: 111

Symptoms:












Fever or chills
Cough.
Shortness of breath or breathing difficulty.
Fatigue.
Muscle or body aches.
Headache.
Recent loss of taste or smell.
Sore throat.
Congested or runny nose.
Nausea or vomiting.
Diarrhea.
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Cleaning & Sanitizing Protocol






Increased cleaning of hands-on learning environments and touch points
throughout buildings.
Sanitization of all stations at the beginning and end of each class.
Hand sanitizer bottles are supplied throughout each building.

Protecting Yourself and Your Classmates











Maintain physical distancing requirements (2 meters minimum apart).
Wear a mask at all times on campus and while taking public transportation.
Wash your hands often with soap and water or use an alcohol-based hand sanitizer.
Sanitize often, and every time you touch new surfaces.
Sneeze and cough into your upper sleeve.
If you use a tissue, discard immediately and wash your hands afterward.
Avoid touching your eyes, nose or mouth.
Avoid contact with people who are sick.
Do not come on campus if you are sick.
Avoid high-touch areas, where possible, or ensure you clean your hands afterwards.

Arriving on Campus





Your temperature will be taken upon arrival.
Arrival time to class or work will be defined and limited. Students arriving late will not
be admitted. We recommend arriving 15-20 minutes ahead of class start times to ensure
enough time is given for all safety protocols to take place before entering our premises.
Where possible all students will use a one-way system.
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Classroom Seating





To ensure maximum social distancing in a
classroom setting, certain seating positions will
not be available.
Refer to each individual classroom’s signage
and markers to see where you are allowed to
sit.
When in doubt, sit at least 2 meters away from
other students.
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