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GENERAL ARRANGEMENTS

1. Adults responsible for groups staying in the main house should ensure that the young people are safe and well behaved at all times.
2. Group leaders are responsible for young people’s safety during free time, the night, and during any activities that are not being run by Braeside Staff. 

3. Adults responsible for young people should fulfil the relevant safeguarding requirements, i.e. all supervising adults should be DBS (CRB) checked and where relevant had additional safeguarding training and checks made with references taken up etc.

4. During mealtimes group leaders are responsible for their groups.  Please enforce the rules given by Braeside staff. Please control noise levels in the dining room, especially if sharing mealtimes with other groups. 

5. Resident staff in the other Braeside buildings (Laurels and Beeches) will have their own set of keys, including a key to the front door of the Main House.  Your staff will receive a bedroom room key, a main house key and a house access code.

6. The main house should be locked when off site.  When everyone is in the dining room the front door of the main house should be locked.  You can leave the back door open for students who may wish to return to the main house before the adults.

7. The bedroom list must be checked and signed by a member of staff on arrival at Braeside.  Keep a bedroom list in your room and at bedtime make a careful check.  Make sure that the young people know which your room is. It is expected that all sleeping areas will be silent between 11 pm and 7 am.

8. Emergency regulations require Braeside to know who is on or off site – please inform us (office/site staff) of any unexpected returns/absences during your visit that are separate from your main group.

9. Keys to the other buildings are in the office and a key will be signposted if required.

10. If the office is locked an office key is available, please ask/call the on duty member of Braeside staff for details.

11. A few small areas of Braeside structures contain asbestos, therefore any damage should be reported.

12. Please do not let children back upstairs after 10am on the last day of your visit, cleaning in progress for the next group

FIRE SAFETY (read alongside EMERGENCY SERVICES/BRAESIDE ON-CALL GUIDANCE in your room.)
1. Please listen carefully to the fire drill rules given by the Braeside staff.  Please familiarise yourself with the fire doors and exits.

2. There is likely to be a fire drill sometime during the first day.  Braeside staff will direct.

3. If the fire alarm bell rings, evacuate, then call the Fire Brigade immediately, unless you know it is a false.  Then telephone the Braeside staff member on call. If you have to evacuate, we recommend you use the stable block (key on the mantelpiece by the front door).

4. Please note that spray deodorant and steam from the shower areas may trigger the fire alarm system sensors. Please manage this carefully to avoid a false alarm.

SECURITY
1. During weekday office hours, 8.30 am to 5 pm the Braeside House is unlocked.  At other times the resident group control access.  If you leave the site the buildings should be locked.

2. At weekends the main buildings will be unlocked only when Braeside staff and/or the resident group are present.
3. The main front access gate to Braeside is locked on a combination code padlock (code supplied on your Braeside key set) between 8pm and 7am.  Please close and re-secure gate after use if you need access between these times.
4. At night please lock all outside doors and check ground floor windows are closed.  Any unknown persons may be politely questioned and, if appropriate, asked to leave. If there is the slightest threat please inform the Police and Braeside staff (on site or on call). To contact Wiltshire Police (non emergency) call 101.
VISIT LEADER 
Please sign below to say that you agree with the following;

· I have read the ‘Guidance notes for Visiting Leaders - House’ (available on our website)

· I have read the ‘Information for Visiting Leaders A summary of policy, procedure and guidance for groups visiting Braeside Education Centre’(available on our website)

· I have communicated the above information to my visiting staff team where it is appropriate. 

Name _________________​​​​​​__________________
Signature ___________________________________________

	GUIDANCE FOR VISITING STAFF – LAURELS AND BEECHES


	[image: image2.png]i

Braeside Education
Centre






GENERAL ARRANGEMENTS
1. Adults responsible for groups staying in the main house should ensure that the young people are safe and well behaved at all times.

2. Group leaders are responsible for young people’s safety during free time, the night, and during any activities that are not being run by Braeside Staff. 

3. Adults responsible for young people should fulfil the relevant safeguarding requirements, i.e. all supervising adults should be DBS (CRB) checked and where relevant had additional safeguarding training and checks made with references taken up etc.

4. During mealtimes group leaders are responsible for their groups.  Please enforce the rules given by Braeside staff. Please control noise levels in the dining room, especially if sharing mealtimes with other groups. 

5. Resident staff in the other Braeside buildings (House) will have their own set of keys and access codes. Your staff will receive an accommodation block key (1 set per block), a bedroom room key, a main house key and a house access code.  During the day the Beeches and Laurels should be kept locked for security reasons.  

6. If house access is needed the back door can be left open for those who wish to return to the house before the adults.

7. The bedroom list must be checked and signed by a member of staff on arrival at Braeside.  Keep a bedroom list in your room and at bedtime make a careful check.  Make sure that the young people know which your room is. It is expected that all sleeping areas will be silent between 11 pm and 7 am.

8. If for any reason you return to the main house after the young people have gone to bed, please ensure that your building is left locked, i.e. no one can get in without a key. The resident young people can get out easily in an emergency as doors can be opened from the inside.

9. Emergency regulations require Braeside to know who is on/off site – please inform us (office/site staff) of any unexpected returns/absences during your visit that are separate from your main group.

10. Group leaders, and staff, should have a key to the front door of the House together with access codes for the front door and keys for the Laurels and Beeches blocks that they are using.  Keys to the other buildings are in the office.

11. If the office is locked an office key is available, please ask/call the on duty member of Braeside staff for details.

12. A few small areas of Braeside structures contain asbestos, therefore any damage should be reported.

FIRE SAFETY (read alongside EMERGENCY SERVICES/BRAESIDE ON-CALL GUIDANCE in your room.)
1. Please listen carefully to the fire drill rules given by the Braeside staff.  Please familiarise yourself with the fire doors and exits.

2. There is likely to be a fire drill sometime during the first day.  Braeside staff will direct.

3. If the fire alarm bell rings, evacuate, then call the Fire Brigade immediately, unless you know it is a false alarm.  Then telephone the Braeside staff member on call.  If you have to evacuate, we recommend you use the stable block (key on the mantelpiece by the front door).

4. Please note that spray deodorant and steam from the shower areas may trigger the fire alarm system sensors.  Please manage this carefully to avoid a false alarm.

SECURITY
1. During weekday office hours, 8.30 am to 5 pm the Braeside House is unlocked. At other times the resident group control access.  If you leave the site the buildings should be locked.

2. At weekends the main buildings will be unlocked only when Braeside staff and/or the resident group are present.

3. The main front access gate to Braeside is locked on a combination code padlock (code supplied on your Braeside key set) between 8pm and 7am.  Please close and re-secure gate after use if you need access between these times.
4. At night please lock all outside doors and check ground floor windows are closed.  Any unknown persons may be politely questioned and, if appropriate, asked to leave.  Do not put yourself at risk.  If there is the slightest threat please inform the Police and Braeside staff (on site or on call). Local Police Station non emergency call 101.
VISIT LEADER 
Please sign below to say that you agree with the following;

· I have read the ‘Guidance notes for Visiting Leaders - House’ (available on our website)

· I have read the ‘Information for Visiting Leaders: A summary of policy, procedure and guidance for groups visiting Braeside Education Centre’(available on our website)

· I have communicated the above information to my visiting staff team where it is appropriate. 

Name _________________​​​​​​__________________
Signature ___________________________________________

