MGALLERY VIETNAM

Issued:

January 2026 SPA & RECREATION Index Ne:
POLICIES & PROCEDURES

Amended: SPA — 2026 - 0016

Subject: Spa & Recreation Safety Standards/ Tiéu chudn An toan 05 pages

Spa & Giai tri

l. OBJECTIVE / MUC TIEU

e To ensure a safe and secure environment e Dam bdo méi trromg an toan va bdo vé
for all guests and employees. cho tét cd khach hang va nhan vién.

Il. POLICY/ CHINH SACH

e All Spa & Recreation areas must be e Té&t c4 khu vuc Spa & Gidi tri phai luén
maintained as clean, safe, and hazard-free sach sé, an toan va khéng c6 nguy co gay
environments. hai.

e All employees must be aware of fire exits, e Té&t c4 nhan vién phai ndm rd vj tri 16i thoat
extinguishers, hoses, and emergency hiém, binh chira chay, voi chia chay va
procedures. quy trinh khan cép.

e All operations must comply with local o Moi hoat dong phai tudn thu luat phap dia
legislation and hotel safety policies. phuwong va chinh sach an toan khach san.

I1l. Emergency & Evacuation / Khan cép & So’ tén

All employees are trained on hotel emergency and evacuation procedures and familiar with
emergency exits and fire-fighting equipment.
Nhdn vién duoc dao tao quy trinh khdn cap va so tan, nam ro vi tri 10i thoadt hiém va thiét bi chita

chay.

Emergency exits must be clearly marked, unobstructed, and accessible at all times.
Loi thoat hiém phai dwoc danh dau vo rang, khong bi can tro va luon tiép can duoc.

Important/Quan trong: Fire or Emergency Evacuation / So tdn khi héa hoan hodc sw cé:
o Employees must guide guests and colleagues to evacuate safely using staircases, never
elevators. N . ‘
Nhdn vién phai hwong dan khdach va dong nghiép so tan bang thang bo, khong s dung
thang may.
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o All evacuees must proceed to the designated assembly area at the hotel forecourt or parking
area outside the main lobby.
Moi nguwoi so tan phdi tdp trung tai khu viee tdp két da chi dinh ¢ bdi d6 xe phia ngodi sanh
khach san.

Each department must have at least one First Aid Kit. At least one First Aid trained staff member
should be on each shift. N ‘ ,

Moi bo phan phai co it nhat mot hop so cieu. Moi ca can co it nhat mot nhan vién dwoc dao tao so
cuu.

All hazards, near-misses, and accidents must be reported to the supervisor immediately. Hazards
should be removed, isolated, or minimized whenever possible.

Tdt ca riii ro, tinh hudng suyt tai nan va tai nan phdi bdo cdo ngay cho gidm sdt. Nguy co can dwoc
loai b, cdch ly hodc giam thiéu.

Accident reports must be completed and distributed to duty manager, security, health & safety
officer, and other relevant personnel.

Bdo cdo tai nan phdi dwge hoan thién va giri dén quan 1y true, an ninh, nhén vién an toan & sirc
khoe va cac bo phan lién quan.

IV. General Safety / An toan chung

Turn on lights before entering dark rooms, especially when accompanying a guest.
Bat den truoc khi vao phong toi, dac biét khi di cung khach.

New: Power Outage / Mit dién:

o In case of power failure, employees must calmly check all rooms and areas to reassure
guests and guide them safely.
Khi mat dién, nhan vién phdi di kiém tra cac phong va khu vue, tran an khéch, hwéng dan di
chuyén an toan dé tranh hodng loan.

Report defects (burned bulbs, torn carpets, broken equipment) to supervisor and Engineering.
Bdo cdo cac hu hong (bong den chay, tham rach, thiét bi hong) cho giam sat va b phan ky thudat.

Do not block doorways, corridors, exits, sidewalks, or parking areas with trolleys, carts, or
equipment. Always push, never pull. N
Khong dé xe day, thiéet bi chan loi ra, hanh lang, 16i thoat hoac bdi do, luon day, khong kéo.

Store all storage items at least 50cm below the ceiling to avoid accidents and facilitate
ventilation.
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Khu viee kho va cdc do vit dung phdi luén d@é cdch tran nha it nhit 50cm dé tranh tai nan va
thudn ti¢én thong gio.

Follow proper lifting posture: bend knees, lift smoothly using legs, avoid jerking, and ask for
assistance with heavy objects.

Thiee hién diing tw thé ndng vit: gdp géi, ndng bang chdn, nhe nhang, khéong gidt, yéu cau hé tro
khi vat nang.

Use caution with blind doors; open doors with knobs, not edges.
Than trong voi cira ‘mu’; mo cuwa bang num, khong cam mép.

Connect and disconnect electrical items carefully by holding the plug to prevent cord damage.
Cam/ngat thiét bi dién can thdn, giit phich dé tranh hong day.

Cover cords crossing floor areas with wire managers or tape. Remove tape before cord.
Day di qua san phai dwoc che hodc dan bang, thao bang trudc khi rut day.

Sweep broken glass with broom and dustpan; never pick up by hand.
Quét kinh vo bang choi va hot rac; khong nhat bang tay.

Wear gloves when handling sharp, rough, or hazardous items.
Deo gang tay khi xur Iy vdt sdc, thé hodc nguy hiém.
V. Chemical Handling / X&rly héa chat

Follow PPE policy and MSDS.
Tudn thu chinh sach PPE va MSDS.

Chemicals must be in correct bottles, clearly labeled, and stored safely.
Hoa chat phai trong chai dung loai, dan nhan ré rang, luu triv an toan.

Training on chemical usage is mandatory and provided by supplier.
Nhdn vién phai dwge dao tao sir dung héa chdt, do nha cung cdp thuc hién.

Review hotel procedures on storage, labeling, and handling regularly.
Thirong xuyén kiém tra quy trinh leu trik, dan nhan va xir Iy héa chdt ciia khdch san.
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VI. Linen & Laundry / D6 vai & Git di

Handle soiled linen according to policy HA-08-03-005.
Xur Iy do vai ban theo chinh sach HA-08-03-005.

Always separate clean and soiled linen to avoid contamination.
Luén tach do sach va ban dé tranh nhiem ban.

Separate white linen from colored linen to prevent color transfer.

Tach riéng do vai trang va do vai cé6 mau dé tranh lem mau.

Isolate linens with heavy stains or special contamination for pre-treatment or special cleaning.
Dé riéng nhitng do vai co vét ban ddc biét hoac 6 nhiém nghiém trong dé xu ly tay hodc giat dac

biét.

Use gloves when handling soiled linen.
Deo gang tay khi xur Iy do ban.

Follow proper storage of clean and soiled linen to avoid cross-contamination.
Bdo quan do sach va ban dung cach dé tranh ldy nhiém chéo.

VII. Crisis Management / Quan ly khung hoang

All managers must be trained in Accor APACHE (Action in Crises, Hazards, and Emergency).
Tat ca quan Iy phai dwoc dao tao APACHE cua Accor.

Assistant Managers must be familiar with Hotel Crisis Management Plan.
Tro ly Giam doc phai nam ro Ké hoach Quan ly Khung hoang cua khach san.

Escalation process follows Accor’s crisis procedure.
Quy trinh leo thang tudn theo huong dan khung hoang cua Accor.

Crisis Management Team led by GM (or Assistant GM if GM unavailable) ensuring clear
communication throughout the crisis. i ’ ’
Nhom quan ly khung hoang do GM dung dau (hodc Tro Iy néu GM vang) dam bao lién lac ro rang.

Designated staff assist when required.
Nhan vién dwoc chi dinh ho tro khi can.
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VIII. Emergency Instructions / Huwéng din khén cip bé sung:

1. In case of fire or emergency, employees must guide guests and colleagues to evacuate via
staircases to the designated assembly area at the hotel forecourt / parking area.
Khi xdy ra héa hoan hodc sy co, nhdn vién phai huéng dan khdch va dong nghiép so tan
bang thang bg dén khu viee tdp két 6 bai do xe ngoai sanh khéch san.

2. In case of power outage, employees must visit all rooms and public areas to reassure guests,
avoid panic, and assist them in finding safe routes.
Khi mdt dién, nhdn vién phdi di kiém tra cdc phong va khu viee cong cong d@é tran an khdch,
tranh hodng loan va hwéng dan tim 16i di an toan.

Prepared by Approved by
Dang Thi Yen Pedro Miguel Oliveira Neto
L&D and Wellness Manager General Manager
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