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When Arriving - 

1. Text principal (0401 211 513) to inform them when you have arrived on site and how
long you intend on staying. Provide an emergency contact and number in your text, if you
have not previously provided contacts.
2. Turn off building alarms.
3. DO NOT undertake any high-risk tasks when working alone, including high risk chemical
tasks. 
4. Contact emergency services (000) immediately if there is an emergency. Contact
principal to inform them of the incident. If an incident has occurred that you need advice
on or need to report, contact principal.

*Principal to contact administration officer when attending site outside of normal hours and alone. If
principal cannot be contacted, contact other leadership or administration.

Safer Lone Working Policy
This policy is for any staff member attending Mid North Education Centre outside of normal

hours (including holidays) and alone.

I am safe                                                    I am friendly                                             I am responsible

Staff must complete the Safer Lone Working training and Personal Safety and Conflict
Awareness training to be aware of the risks you may experience when working alone and
the steps you can take to increase your personal safety.

When Leaving -
1. Turn on the building alarms.
2. Text principal to inform them that you are leaving the site. 

Emergency Response Plan:
If the principal does not receive a text to inform them that you have left, then they will
call you. If the principal cannot get through to you, they will be contacting your
emergency contact. In the event that the principal cannot get through to you or your
emergency contact, the police may be called – your safety is priority.

Ensure you have a charged mobile phone on you at all times.

Consider the time of day that you are visiting and the resulting risks.
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