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Suspicious Mail or White Powder Incident Procedure
The below response procedures relate to parcels, envelopes, envelopes with unknown substances, powders, or suspicious packaging.
	Role / Parties
	Actions and Response Procedures

	Person(s) discovering the Item
	· Handle the item as little as possible. Do NOT shake, open, sniff, or disturb the item.
· Place the item down gently (if already in hand). If possible, inside two plastic bags.
· Contain exposure: keep people away and close doors if possible.
· Minimise touching any surfaces, including your own face. 
· Wash hands with soap and water if contact occurred.
· If you are feeling unwell, ask a colleague to call 000. 
· Call STS on 6304 3333 (or extension 3333) immediately and remain nearby to brief responders.

	Staff, Students and Visitors
	· Follow containment instructions from STS/ECO.
· Move to a safe, designated waiting area if advised.
· Provide contact details if potential exposure occurred.
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