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ACCESS POLICY
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1. Purpose
The purpose of this Access Policy is to ensure safe, secure, and equitable access to all buildings, facilities, rehearsal spaces, and digital systems operated by the Northern Academy of Performing Arts (NAPA). This policy exists to protect students, staff, visitors, and organisational assets.
2. Scope
This policy applies to all trustees, staff, volunteers, contractors, enrolled students, parents/guardians, authorised visitors, and external organisations hiring NAPA facilities.
3. Physical Access to Buildings
Building opening hours: 
- Monday–Friday: 08:00–21:00
- Saturday: 09:00–18:00
- Sunday: Access by approval only.
Staff and approved students (fulltime study) are issued ID badges, which must be worn visibly. Visitors must sign in and wear visitor badges. Restricted areas include technical rooms, studios, admin offices, and server rooms.
4. Digital Access
Users receive unique accounts and must comply with GDPR and NAPA data protection policies. Passwords must meet security standards and accounts must not be shared.
5. Safeguarding
Students under 18 must be supervised in teaching and performance spaces. Public access to student-only areas is not allowed unless authorised and supervised.
6. Visitor Supervision
General Public access is restricted to the ground floor/Café/public toilets/ Theatre (when a performance is taking place). All visitors wishing to access other areas of the building must sign in, wear a visitor badge, and be supervised by the hosting staff member. Visitors may not enter restricted areas alone. Unaccompanied visitors will be escorted to reception and logged. Visitors must not have unsupervised access to students under 18. Photography or recording requires explicit approval. Supervising staff must ensure visitors follow emergency procedures.
7. Facility Hire Access
External hirers must provide a list of authorised personnel, follow all safety and safeguarding rules, access only approved areas, and vacate by the agreed time.
8. Lost or Misused Credentials
Lost ID Badges or compromised passwords must be reported immediately. NAPA may revoke access to maintain security.
9. Compliance
Failure to comply may result in restricted access, disciplinary action, or contract termination for external users.
10. Review
This policy will be reviewed on an ongoing basis, at least every two years. NAPA will amend this policy, following consultation, where appropriate.

Date of last review: 07/09/2025
Jamie Wilks – Director of Operations
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