
 

 

Name: Safety Guidelines for Recovery College 

What it is  This business rule provides instructions for staff and contractors to mini-
mise the risk of an aggressive or violent incident occurring, and how to 
respond to such an incident if it occurs, when working on the premises 

Risk Rating Medium 

Review Date October 2020  

Who it applies to All staff and contractors of the ACT Recovery College 

What to do  
In order to minimise the possibility of an aggressive or violent incident from occurring, the fol-
lowing rules which are set out in the Recovery College Working Alone Business Rule, are to be 
followed by staff at all times:  

• When only one staff member is present, the front door of the premises is to be 
locked.  

• When more than one staff member is present in the back staff area and there is no 
administration cover, the front door is to be locked.  

• Entry to the premises is not provided unless the person can show identification, 

• Recovery College students requesting entry will be kindly asked to wait until the 
course educator has arrived at the premises.  

In the event that an aggressive incident does occur, or is imminent, the following in-
structions should be followed:  

• If a staff member is exposed to a situation with the potential for an incident that is con-
sidered threatening or likely to cause physical or emotional harm, the person will be 
asked to leave the premises.  

• If the person refuses to leave the premises. The staff member will endeavour to de-es-
calate the situation for the safety of themselves and others present.  

• The most senior staff member present will identify the risk, attempt to de-escalate 
the situation and implement a suitable strategy depending on the nature of the inci-
dent. Options may include:  

o If the person is displaying aggressive, including indecent, threatening or of-
fensive behaviour or language the person will be asked to leave the premises 
using suitable de-escalation techniques.  



 

 

o If there is the potential for aggressive behaviour, remove any students from 
the immediate danger.  

o If other strategies have not de-escalated the situation, contact 000.  
o Inform the Recovery College Manager and complete a incident report.  

When to use it  
In the event where a potential aggressive or violent incident may  
occur.  

Why the rule is necessary  
To provide specific guidelines that ensure the safety of staff, contractors and students at-
tending the premises.  

Educators are provided with information on the emergency management procedures of 
teaching venues. - Appropriate procedures are followed in the case of a critical incident or 
accident. Educators are responsible for:  

• Providing suitable support for students who have experienced distress. 

• Reporting critical incidents or accidents to the ACTRC Manager 

• Following the emergency procedures of the venue.  


