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CAMPUS ACCESS & SECURITY
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PURPOSE OF THIS GUIDE

1.1.

1.2.

1.3

To have in place a clear procedure for the admittance of staff, pupils and external
visitors including volunteers to the School that is understood by all members of
staff, visitors, parents, contractors and is aligned to the School's Safeguarding
Policy and the fire evacuation procedures.

To safeguard all pupils at the School so they can live and learn in a safe and
comfortable environment.

To ensure that residents living on-site including staff, families and pupils are
secure and feel safe and comfortable in their home environment

SCOPE

2.1

The School is deemed to have responsibility for its pupils during normal school hours and
after school hours for boarding pupils. The policy applies to the Whole School
Community:

All teaching and non-teaching staff employed by the School.
All family members of staff living on-site.

All external visitors entering the School site, including:
Peripatetic tutors,

SCA and CCA teachers

Sports coaches

Partners and employees of staff members

Visitors participating in Masterclasses / Lectures
Potential pupils and their families

Potential members of staff

Former pupils including Alumni.

All parents, including all Parent Volunteers

All pupils

e Building & Maintenance Contractors

e Private vehicles

PROCEDURES

3.1 Members of School Staff

All members of school staff must show their staff card at the school entrance and
wear the lanyard (Dark Blue Colour) at all times while on campus.

Members of school staff should not visit unauthorised areas e.g.; members of staff
that do not have access to the boarding facilities should not enter boarding without
the escort of an authorised person.



3.2 Pupils
e All pupils must enter and leave the School in School Uniform.

¢ Any pupil late to the School must register at Gate One of the School upon their
arrival. They shall also report their arrival to the House Master/Mistress, Lower
School Office, or Upper School as applicable.

e Pupils issued with pupil cards must carry their card to the School.

o Pupils leaving the School early must obtain an Early Leave Card from the School
Office and present it to the guards at the gate before leaving the Campus even
when being escorted by their parents.

e Boarders shall not be allowed to leave the campus at any time except Friday
Dismissal Time unless they have the relevant signed documentation from their
parents or House Master/Mistress.

3.3 Visitors with appointments to the School

o When a visitor is invited to the School, the Facilities Management team &
Receptionist should be informed by the member of staff responsible for the visitor
via email, phone or in person, explaining the relevance and purpose of the visit,
and the intended date and time.

o Visitors to the School should be asked to bring formal identification with them at
the time of their visit and be informed of the procedure for visitors as set out below.

o All visitors must report to security at the main gate before accessing any other part
of the School.

o Atthe security desk, all visitors must state the purpose of their visit and the member
of staff who has invited them. They should be ready to produce formal identification.

o All visitors will be required to wear the visitor pass (Red Lanyard) issued by the
School.

e Visitors will then be escorted to the Receptionist, and their point of contact will be
asked to come to Reception to receive the visitor. The contact will then be
responsible for them while they are on site, at all times.

e On departing from the school, visitors should be escorted back to Reception who
will radio Security to escort them to Gate One or to their vehicle. As they leave via
the main gate, they will return the visitors’ pass to security and will sign out.

e |[f a visitor is driving to the School, the inviting member of staff must also provide
their registration number and parking should be booked and arranged in advance
with FM (Facilities Management). As parking is limited, there may not always be
parking available and the FM decision on this access is final.

e Upon arrival by car, visitors report to Gate One to complete the sign-in. Once this
is completed the visitor can drive in via Gate Two and will be shown to the allocated
parking space by security, who will then accompany the visitor to Reception.

e All visitors must be accompanied by a full-time staff member. Only visitors who
have completed a full background check, including Police and safeguarding checks
in line with Safer Recruitment, will be allowed unsupervised access.

¢ In the case of groups of pupils from other schools being brought on site, the visiting
staff in charge are responsible for the registering, behaviour and conduct of their
group, and for accounting for them in case of a fire or other critical incident

¢ Visitors who have appointments at the School and are here to conduct School business
may be granted unsupervised access where necessary. They will be issued with a white
lanyard, provided they have undergone the necessary safeguarding checks in line with the
school's safer recruitment requirements. This includes having a valid Hong Kong police
check on file and approval from the school's Designated Safeguarding Lead.



The white lanyard access is valid only for the purpose of conducting school-related
activities. Only visitors who have completed a full background check, including
Police and safeguarding checks in line with Safer Recruitment, will be allowed
unsupervised access.

3.4 Visitors to the School without appointments

Visitors coming to the School without any appointment should report to Security at
the main gate, explaining the relevance and purpose of the visit

Security will radio Reception who will contact the relevant staff members to confirm
if the visitor can be met.

If nobody is able to meet the visitor or if the relevant staff member cannot be
contacted, the visitor can leave contact details with Security so an alternative
appointment can be arranged. Access will not be granted to the School.

If a staff member is able to meet the visitor, they should complete the sign-in
process as per the Visitors with appointments to the School and will then be
escorted to the Receptionist and the staff member will come to Reception to
receive the visitor.

Any visitor to the School site who is not wearing a visitor pass should be challenged
politely to enquire who they are and their business on the School site. They should
then be escorted for registration and be issued with a visitor pass or asked to leave
the site.

On departing from the school, visitors should be escorted back to Reception who
will radio Security to escort them to Gate One or to their vehicle. As they leave via
the main gate, they will return the visitor pass to security.

In the event that any visitor refuses to comply, they should be asked to leave the
site immediately and the Head (via the Head’s Office), The Director of Human
Resources and/or the Director of Operations should be informed promptly.

The Head, The Director of Human Resources and/or the Director of Operations will
consider the situation and decide if it is necessary to inform the police.

If any visitors become abusive or aggressive, they will be asked to leave the site
immediately and warned that if they fail to leave the School grounds, police
assistance will be called for.

The School finished at 4.30pm at the end of each week. The School offices close
at 5.00pm at the end of each School week and the Facilities Management Office
closes at 6.00pm.

Should any pupils or parents need to re-enter the School between the hours of
4.30pm and 6.00pm they may try to contact the staff member directly if they have
the staff members mobile phone number otherwise they can ask the FM Team who
will endeavor to contact the Staff member required to assist them but as this is
after the end of the School week it may not be possible to locate the staff member
requested or if the staff member is not available or already off site, then entry would
be politely declined.

There will be no readmittance for any pupils or parents without appointment after
6.00pm at the end of the School week. The Security guards will politely decline any
requests after this time.

3.5 Contractors and/or External Service Providers

Staff of onsite External Services Providers, e.g., Facilities Management Company,
Catering Services Provider, Health Care Centre, must wear their lanyards (Green
Colour) with their identity cards.

All peripatetic teachers, sports coaches, other SCA/CCA providers must wear their
temporary staff card issued to them by the School.

All visiting contractors or visitors of the onsite service providers (Facility
Management Company, Catering Company etc.) must follow the registration
procedures as stated above and wear their lanyard ( ).



¢ Any contractors without a Contractor’s Pass must be removed from the site.

o Allvisiting Contractors must be accompanied by a full-time member of on-site staff.
Only visitors who have completed a full background check, including Police and
safeguarding checks in line with Safer Recruitment, will be allowed unsupervised
access.

4. Drop-Off and Pick-Up Arrangement

4.1 For the safety of pupils, parents, and visitors to the School, and in order to ensure the quickest
possible access to School in the mornings and afternoons, parents or their employees are
requested to abide by the following rules:

4.2 Pedestrians:

o All Lower School and Upper School pedestrians for drop-off or collections should
be via Gate One only.

e All pedestrians including staff, pupils, parents, and helpers are to walk up to the
Temple area.

e Only EYC pedestrians can enter and exit via Gate Two.

4.3 General Rules: Private Vehicles

e The maximum speed limit in all areas of the School’s premises is 8km/h.

e Drop-off and pick-up service is restricted to vehicles displaying a Harrow International
School Hong Kong car entry permit.

e Morning drop-off permit numbers are restricted by the EDB and the Transport
Department. Priority is given to the youngest pupils who do not live on a bus route, for
other reasons like medical.

¢ Dropping off and picking up is prohibited along Tsing Ying Road, including in front of
the School gates.

e Tsing Ying Road is a no parking zone. Parents or their employees should not park
along the road and vehicles parked in the no parking zone may be prosecuted by the
Hong Kong Police. This includes parking or waiting outside the nearby Bloomsway
residences or Chu Hai College.

e Drivers must not cut lanes; all must wait for their turn to enter the School as directed
by security staff.

e At pick-up and drop-off times drivers should not leave their vehicle unattended at any
time. Vehicles must leave the premises immediately after dropping off or collecting the
pupil.

o Visitors with appointments to meet staff may park their cars onsite depending on the
availability of car parking spaces. All such requests should be pre-arranged with FM.
This facility will only be available outside the drop off and collection times.

e If a child needs to be collected from the Medical Centre, parents or their employees
may drive to Gate Three.

4.4 Drop Off Rules:
e Time and Access:

Time Access
7.30am — 8.00am All LS and US School pupils coming to the
School by private vehicles with permits
should arrive between 7.30am and

8.00am.

7.50am- 8.10am EYC Pupils: All Early Year pupils
should arrive between 7.50am and
8.10am.




In order to maintain the flow of traffic, pupils should have their bags, musical
instruments, and other equipment readily available to them in the vehicle.

° All pupils should alight as soon as possible, and parents or helpers should not
get out of their vehicles. Waiting time in the “drop off zone” will be limited to two
minutes.

o Pupils should always wear seatbelts when travelling to and from School in
private cars.

4.5 Pick Up Rules:

Time and Access:

Time Access
1.50pm — 2.10pm Early Years Pupils
3.30pm-4.00pm Lower School Pupils
4.40pm -5.00pm Upper School Pupils
4.40pm onwards (end of week, usually | Weekly Boarders
Friday)

The gates will not open before the times stated above.

If a pupil is not at the drop-off area when their vehicle arrives, the parents or their
employees should be aware that they will be asked to go around, and queue up again
as directed by security staff. No waiting will be allowed in the “Drop-off Zone”

Cars with permits may queue up 10 minutes before the gates open but not before this
time.

4.6 Penalty System:

In the event that a parent or their employees ignores, challenges or is abusive towards
a traffic warden or security guard, the School reserves the right to withdraw the family’s
vehicle access to the premises without any warning.

The School will issue a warning if a parent or their employees breaches any of the
School traffic rules. Repeated breaches of the School’s traffic rules may result in
vehicular access to the School being withdrawn.

5 Family Members and Guests of Staff living on site

All family members of staff living on site shall wear their Resident Card with lanyard
(Light Blue Colour) when they visit the School Campus or other facilities during school
hours.

When a guest is expected, a member of staff should send an email to the Facilities
Management Team explaining the length of their stay, date, and time.

All staff guests (including any unexpected guests) should report to the security at the
gate to staff entrance.

A guest not staying overnight should be registered in accordance with the policy for
‘visitors with appointment’.

A guest staying overnight will be issued with red visitor lanyard for the period of his/her
stay. All guests should wear the lanyard when walking through the campus and present
it at the gate when re-entering the campus. The residents with guests should inform
the Deputy Head (Academic) or the Assistant Head (Senior, Pastoral, Wellbeing) and
the Director of Operations if any visitors are staying overnight in the boarding block.



During term time all guests of the staff living on-site must be accompanied at all times
by a full-time member of on-site staff. Only guests who have completed a full
background check, including Police and safeguarding checks in line with Safer
Recruitment, will be allowed unsupervised access.

On departure, guests should return the guest pass to the security.

For fire safety reasons, all onsite residents including domestic helpers should be
registered with The Director of Human Resources and the Director of Operations /
Compliance Manager by completing the Onsite Resident Form. Any changes should
also be reported. It is the responsibility of residents to ensure their guests safely
evacuate to the muster point during any alarm or evacuation.

6 Delivery of Goods

The FM team should also be informed if a member of staff living on site is expecting a
delivery of goods. All deliveries should be arranged to come to Gate Three.
Staff who do not live on site should not have personal deliveries made to the School

Reviewed: 27 August 2025
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Version no: 5
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