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ARRIVAL, COLLECTION & SITE SECURITY PROCEDURES POLICY

Staff

Upon arrival on site, staff enter via the walled garden entrance and hang their nametag to indicate that they are on site.  Whenever possible they mark their location on site on this board. When they leave the site they remove their nametag from the board and return it to the basket.

Students

Students in the Young People’s Community enter and depart the site through the South Gate towards the walled garden. The young people enter through the walled garden entrance and sign themselves in on by putting their nametag on the board. They mark where they are on the site using the board and remove their nametag when they leave the site. Day register is taken at 9.30 am and 2 pm. Night register is taken at 9.30 pm.
Elementary children enter and leave through the side gate or main gate.  These gates remain locked unless staffed.  Children arrive between 7.45 and 9 am. Departure /collection is at 4pm. Elementary children enter the classroom through the Elementary door.  Day register is taken at 9 am and 1 pm.  When they leave the Elementary room during the day they mark where they are on the site using the nametag board.

Children’s House children enter and leave through the side gate. They are accompanied by their parent/guardian to the door of the Children’s house. Arrival is between 9 am and 9.15 am. Register is taken at 9.30 am and at 1.30 pm. Children are dismissed to their parents/guardians at the side gate.

Visitors 

Visitors are met at the South Gate and sign in the visitors’ book in the lobby of the walled garden entrance.  They are given a visitors lanyard and accompanied at all times by a member of staff.  Visitors that are only visiting the Children’s House are met at the side gate and sign in the Children’s House visitors’ book. They are accompanied on site at all times. Visitors outside of school days sign in and out but are not required to wear a lanyard and need not be accompanied by a member or staff. 

Site Security

The side gate and main gate are locked at all times unless staffed. Only members of staff have the codes. The south gate is locked between dusk and 7am.  Only staff have the code. At 10 pm all downstairs windows and doors are locked. The doors are unlocked at 7 am. 

Male students have the code to the male bedroom and bathrooms, female students have the code to the female bedroom and bathrooms.  These rooms are on the coded locks at all times. 
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