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Opening and Locking

Opening Procedure (example)

See example map 1 — set up a numbered procedure for opening the building, following
designated route (green). While following route, ensure Health and Safety Checks are
adhered to i.e. daily task list.
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Open main gate (padlock key 1)

Open drive gate (padlock key 1)

Check playground equipment

Open rear gate (padlock key 1)

Open main entrance (external master key) code for door ****
Disarm burglar alarm system i.e. code**** enter

Check fire alarm panel for faults

Check fire extinguisher (is not damaged/in position)

Unlock external door (external master key)

Unlock heads office (internal master key)

Unlock admin office (internal master key)

Locking Procedure

See example map 2 — set up a numbered procedure for locking the building, following
designated route (green). While following route, ensure Health and Safety Checks are
adhered to i.e. daily task list.
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Lock admin office (internal master key)
Lock heads office (internal master key)
Lock external door (external master key)
Arm burglar alarm system code**** enter
Lock main entrance (external master key)
Lock rear gate (padlock key 1)

Check playground equipment

Lock drive gate (padlock key 1)

Lock main gate (padlock key 1)
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KEY:

Fire Extingquisher
\ Fire Alarm Panel

\ Burgloar Alarm
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