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First Aid Arrangements 
Remember: all staff have a responsibility to provide assistance in an emergency, commensurate with their training and capacity to provide support. 
Name of First Aid Officer(s)
Location of First Aid Kit(s)
Location of EpiPen® Autoinjector
Emergencies 
Dial 000 for fire, police and ambulance in a life threatening emergency. In all cases, advise the principal or workplace manager.  To contact the Poision Information Centre call 131 126
Principal / Workplace Manager Phone Number  
Direct Supervisor Phone Number 
Emergency Response Alarm 
You will need to be able to recognise a number of alarms relevent to your workplace so you respond in the right way. Regular drills will assist you in becoming familiar with the appropriate emergency response.  The information below details the alarms, emergency communication and procedures for responding to emergency response alarms in your workplace. 
Alarm Sound
Emergency Communications 
Response Procedures
Evacuation
Lockdown (*if applicable)
Lockout (*if applicable)
* Lockouts and lockdowns are recommended however they are not mandatory requirements. For further information please see "How to be a safer school"
Evacuation Assembly Area
Evacuation assembly area maps are displayed throughout your workplace, these provide you with a map showing your nearest evacuation routes and where the assembly area is located. Look out for these documents in your workplace near exits and on noticeboards. 
Workplace consultation and issue resolution
The consultation and issue resolution procedures provide a practical framework to help principals and workplace managers establish effective mechanisms for consultation on health and safety matters in the workplace. 
Your workplace health and safety representative is: 
Your workplace safety committee members are:
Asbestos Register 
The workplace 'Asbestos Register' lists the locations of asbestos and presumed asbestos materials in the workplace. Talk to your principal or workplace manager regarding other risk management procedures in your workplace. Please refer to the WHS Directorate's intranet for further information or the Asbestos Management Plan. 
Asbestos Register is located at:
Employees Only: Students with health conditions where emergency response may be required
Please refer to Appendix One 'Essential information for staff - students with health care needs' for details on students with health conditions. This document is a school specific document and does not relate to TAFE, Corporate or Office of Communities workplaces. 
Employees Only: Reporting injuries, illnesses or safety hazards in your workplace
Remember: your primary contact for all work health and safety matters is your principal or workplace manager. 
Report hazards in your workplace to:
Principal or Workplace Manager Name:
Contact Number 
WHS Directorate Hotline Number: 1800 811 523 
Report any health and safety incidents and workplace injuries to:
You must report all incidents and injuries to your principal or workplace manager as your primary contact. Employees of the Department are also required to report incidents and injuries to the work health and safety hotline on 1800 811 523 as soon as possible, but within 24 hours.  
Note: when reporting hazards in your workplace please use the hazard report form. 
Employees Only 
All employees are to complete the online e-Safety course - Work Health and Safety Induction for employees of the NSW Department of Education and Communities as soon as practicable following commencement of their role with the Department. Please ensure you print and save a copy of your certificate and provide this to your principal or workplace manager. 
The online e-Safety induction course can be accessed here. 
I confirm that I have completed and understood the Work Health and Safety Induction; for employees this includes the online e-Safety module and have read and understood the local level work health and safety induction for my workplace. 
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