
Thread CIC – Building & Admittance Policy 

 Thread CIC, Nidderdale, North Yorkshire 

Version: 1.0 
Effective Date: 1/9/2025 
Review Date: 1/9/2026 
Approved by: Kerry Thorpe, Founder & Director 

 

1. Purpose 

The safety and security of all children, young people, staff, and visitors is a priority at Thread 
CIC. This policy sets out our procedures for access to the building, student admittance, and 
supervision at the start and end of sessions. It also supports compliance with the Regulatory 
Reform (Fire Safety) Order 2005, which places a duty on us to ensure the safety of all people 
on our premises. 

 

2. Locked Gates & Entry Procedures 

• The main gates to the site will always remain locked outside of designated 
admittance and dismissal periods. Once a session starts the gates will be locked to 
ensure everyone’s safety.  

• Thread is on a school site so times and access are discussed with school to ensure 
there is no major cross overs of breaks, lunch times and end of school day. Thread 
sessions will finish 10 minutes before or 10 minutes later to ensure there is no cross 
overs.  

• A member of staff will meet students at the gates at the start of each session. 
Students will be accompanied into the building by staff. 

• Visitors must be met at the gate by a staff member and will only be admitted once 
their visit has been verified. This is via booking  

• Staff are not to disclose the gate security no. if this is compromised a new no. will be 
set 

 

3. Signing In & Identification 

• All students and visitors must sign in upon arrival. The signing-in book will serve as 
both a record of attendance (digital register on the computer to track attendance) 
and a fire safety register, fulfilling requirements under the Regulatory Reform (Fire 
Safety) Order 2005. 



• On signing in, all students and visitors will be issued with a lanyard to identify them 
while on site. Lanyards must be always worn visibly by visitors. Regular students/ 
workshop students will register in the main teaching room for that activity.  

• Staff are responsible for ensuring the signing-in process is completed. 
• Visitors will never be left unaccompanied on the site  
• Visitors will always have a member of Thread staff with them to protect everyone.  

 

4. Visitors 

• All visitors must: 
o Sign in on arrival and out on departure. 
o Wear a visitor lanyard. 
o Be accompanied by a member of staff unless prior arrangements are agreed. 

• The Designated Safeguarding Lead (DSL) or a delegated staff member must approve 
access for visitors working directly with students. 

 

 

5. Start & End of Sessions 

• Sessions will begin promptly at designated times. Students arriving late must report 
to staff at the gates to be admitted- They must ring for admittance.  

• At the end of each session: 
o Thread Teachers will walk students to the gates to meet parents/carers 

directly. 
o Students may only leave unaccompanied if a signed parental consent 

form has been provided, confirming that the child may travel home 
independently (by foot, bus, or other agreed method). 

o Staff will remain at the gate until all students have safely departed and signed 
out 

 

6. Supervision 

• Students are under staff supervision once admitted to the site and until formally 
released at the end of their session. 

• Parents/carers must ensure punctual collection unless prior consent for independent 
travel has been provided. 

 

 



7. Fire Safety & Emergency Evacuation 

• The signing-in book will act as the fire register  for visitors in line with the Regulatory 
Reform (Fire Safety) Order 2005. Students who are booked wil also have a separate 
register for the day. 

• If the fire alarm sounds staff will wear a high vis and collect the signing in book on 
exit to enable a register to be done.  

• In the event of evacuation, staff will take the register and account for all students, 
staff, and visitors at the designated assembly point. (First gate down the ramp) 

• Fire drills will be conducted regularly to ensure procedures are understood by staff, 
students, and visitors. 

 

8. Monitoring & Review 

This policy will be reviewed annually, or sooner if safeguarding, health and safety, or 
operational needs require. 

 

Approved by: K Thorpe           Signed: Kerry Thorpe 
Date: 2/9/25 

 

For further guidance or to raise a concern, contact: 

Kerry Thorpe 
kerry@threadnidd.co.uk 
  

 

 


