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Events & Academy Operations

Evolve Academy is committed to delivering all classes, performances, workshops
and events in a safe, organised and professional manner. The following policies
outline the procedures that help ensure activities are planned effectively, risks
are managed appropriately and the wellbeing of all students, staff and visitors
remains our highest priority.

These policies should be read and followed by all relevant staff, volunteers,
parents/guardians and students where applicable.
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Missing Child Procedure Policy

Building Security & Controlled Access Policy




Evolve Academy

External Venues & Performances

POliC! TRAIN. PERFORM. EVOLVE.

Last Reviewed: July 2026

Next Review: July 2027

Purpose

Evolve Academy provides opportunities for students to perform and take part in activities outside of regular
classes

This policy exists to:

* Ensure safety and organisation at external venues

* Set clear expectations for behaviour and participation

* Clarify responsibilities of staff, students and parents

* Support smooth and professional performances and events

Scope

This policy applies to:

* All students attending Evolve Academy

* All parents and guardians

* All staff and instructors

* All external events, performances, shows and activities

All individuals are expected to read, understand and follow this policy

Use of External Venues

* Evolve Academy may use external venues for performances, shows and events
* All activities will be planned and managed to ensure safety and organisation

Behaviour Expectations

* All students must follow the same behaviour expectations as in regular classes
* Students must act respectfully towards staff, other students, venue staff and members of the public

Supervision
* Evolve Academy is responsible for students during scheduled activity times only
* Students must remain under supervision as directed during events

Travel and Transport

* Parents and guardians are responsible for arranging transport to and from external venues
* Evolve Academy does not provide transport unless otherwise stated

Costs and Fees

» Additional costs may apply for performances, including costumes, tickets or entry fees
* Parents and guardians will be informed of any costs in advance




Health and Safety

* All venue rules and safety procedures must be followed
* Students must follow all instructions given by staff and venue personnel

Consent and Participation

* Participation in external events requires parent/guardian agreement
* Evolve Academy reserves the right to determine participation based on behaviour, attendance and
readiness

Failure to Follow This Policy

* Failure to follow this policy may result in removal from the event or future opportunities
* The safety and professionalism of all students is the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Risk Assessment & Equipment

POliC! TRAIN. PERFORM. EVOLVE.

Last Reviewed: July 2026

Next Review: July 2027

Purpose

Evolve Academy is committed to providing a safe environment through effective risk management and safe
use of equipment

This policy exists to:

* [dentify and reduce potential risks

* Ensure equipment is used safely and appropriately

* Protect students, staff and visitors

* Maintain a safe and organised environment

Scope

This policy applies to:

* All students attending Evolve Academy
* All staff and instructors

» All classes, rehearsals and activities

All individuals are expected to read, understand and follow this policy

Risk Assessments

* Basic risk assessments will be carried out where necessary before classes and activities
* Potential hazards will be identified and managed appropriately

Use of Equipment
* Evolve Academy uses minimal equipment during classes
* All equipment must be used safely and for its intended purpose

Equipment Safety
* Equipment will be checked before use to ensure it is safe
* Damaged or unsafe equipment must not be used

Student Responsibilities
* Students must follow all instructions when using equipment
* Equipment must be used respectfully and safely at all times

Reporting Hazards
* Any hazards, risks or concerns must be reported immediately to a member of staff
« Staff will take appropriate action to resolve any issues




Venue Responsibilities

* The venue is responsible for the safety and maintenance of the building
* Evolve Academy will follow all venue safety procedures

Staff Responsibilities
» Staff are responsible for maintaining a safe environment
* Staff must ensure all activities are delivered safely and appropriately

Failure to Follow This Policy

* Failure to follow this policy may result in appropriate action
* The safety of all students and staff remains the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Fire & Evacuation Policy

Last Reviewed: July 2026 TRAIN. PERFORM. EVOLVE.

Next Review: July 2027

Purpose

Evolve Academy is committed to ensuring the safety of all students and staff in the event of a fire or
emergency requiring evacuation

This policy exists to:

* Provide clear procedures for evacuation

* Ensure all students and staff can exit safely

* Minimise risk during emergency situations

* Support a calm and organised response

Scope

This policy applies to:

* All students attending Evolve Academy
* All staff and instructors

» All classes, rehearsals and activities

All individuals are expected to read, understand and follow this policy

Fire Safety Procedures

* In the event of a fire alarm or emergency, all individuals must evacuate immediately
* Instructions from staff and venue personnel must be followed at all times

Evacuation Process

* Staff will lead students safely out of the building using designated fire exits
* Fire exits and procedures will follow the guidance of the venue

* Students must remain calm and follow instructions

Assembly Point
* The assembly point will be as directed by the venue
* All students and staff must remain at the assembly point until instructed otherwise

Register and Headcount
* A register will be used to ensure all students are accounted for
» Staff will check that all students have safely exited the building

Re-Entry

* No one is permitted to re-enter the building until it has been declared safe by the appropriate authority

Emergency Services and Communication

* Emergency services will be contacted where necessary
* Parents and guardians will be informed in the event of a serious incident




Failure to Follow This Policy

* Failure to follow evacuation procedures may put others at risk
* The safety of all students and staff is the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Missing Child Procedure Policy

Last Reviewed: July 2026 TRAIN. PERFORM. EVOLVE.

Next Review: July 2027

Purpose

Evolve Academy is committed to ensuring the safety and wellbeing of every student attending our classes,
workshops, performances and events. Whilst every reasonable precaution is taken to supervise children at all
times, this procedure outlines the actions to be taken should a child become unaccounted for.

This procedure exists to:

e Protect the safety and wellbeing of all students.

e Ensure a prompt, calm and organised response.

e Minimise risk and locate the child as quickly as possible.
e Provide clear responsibilities for staff.

Scope
This procedure applies to:

e All students attending Evolve Academy.
o All staff, instructors and volunteers.
e All classes, rehearsals, performances, workshops, holiday programmes and academy events.

All staff and volunteers are expected to read, understand and follow this procedure.

Prevention

To reduce the likelihood of a child going missing:

Accurate attendance registers will be completed at the beginning of every session.

Students will remain under appropriate supervision throughout activities.

Staff will regularly monitor attendance during sessions and transitions.

Students must not leave the activity area without the permission of a member of staff.

Parents and guardians must notify Evolve Academy if another authorised adult is collecting their
child.

If a Child Cannot Be Located

If a child is believed to be missing:

Remain calm and immediately inform the Director & Principal.

Check the attendance register to confirm the child's attendance.

Ask staff whether the child has been seen or has permission to leave the activity.

Carry out a thorough search of the venue, including toilets, changing areas, corridors and any other
accessible areas.




o Ensure the remaining students continue to be supervised at all times.

If the Child Is Not Found

If the child cannot be located after an immediate search:

Contact the child's parent or guardian immediately.

Contact the emergency contact if the parent or guardian cannot be reached.

Where there is reason to believe the child may be at risk, contact the Police by calling 999 without
delay.

Continue searching the venue and surrounding area only where it is safe to do so and under the
direction of the Director & Principal or the emergency services.

Once the Child Is Found
Once the child has been located:

o Ensure they are safe and assess whether any medical attention is required.
e Inform the parent or guardian immediately.
Record the circumstances of the incident.
e Review how the incident occurred and whether any procedures need to be improved.

Recording the Incident
Any missing child incident must be recorded as soon as possible.
The record should include:

Date and time.

Child's name.

Location of the incident.

Circumstances leading to the child going missing.

Actions taken by staff.

Time the child was located.

Whether the Police or emergency services were contacted.
Any recommendations to prevent a similar incident.

All records will be stored securely and confidentially.

Staff Responsibilities
All staff and volunteers must:

Maintain appropriate supervision at all times.

Follow attendance and collection procedures.

Report any concerns immediately.

Remain calm and follow this procedure.

Cooperate fully with emergency services where required.

Parent & Guardian Responsibilities

Parents and guardians are responsible for:




Providing accurate emergency contact information.

Informing Evolve Academy of any changes to collection arrangements.
Collecting their child promptly at the agreed finish time.

Ensuring only authorised adults collect their child.

Failure to Follow This Procedure

Failure to follow this procedure or other relevant Evolve Academy policies may result in appropriate action
in accordance with the academy's Terms & Conditions.

This procedure is in place to help ensure the safety, wellbeing and protection of every child attending Evolve
Academy.

Review

This procedure will be reviewed annually or sooner where academy procedures, safeguarding guidance or
relevant legislation change.

Signed

Principal — Evolve Academy

(Harry Janes)
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Last Reviewed: July 2026

Next Review: July 2027

Policy Statement

Evolve Academy is committed to providing a safe, secure and welcoming environment for all students, staff,
volunteers, parents, guardians and visitors.

The safety and wellbeing of every child remains our highest priority. We believe that safeguarding begins
before a child enters the classroom. Effective building security is an essential part of protecting children,
staff and visitors, ensuring that only authorised individuals have access to academy activities whilst
maintaining a welcoming environment for families.

Building security forms an important part of Evolve Academy's wider safeguarding responsibilities.
Through controlled access procedures, appropriate supervision, effective communication and partnership
working with parents, guardians and the venue, Evolve Academy aims to minimise security risks whilst
ensuring emergency access and evacuation procedures remain fully operational at all times.

All staff, volunteers, parents, guardians and visitors are expected to support and follow the procedures
outlined within this policy.

Purpose
This policy aims to:

Protect students, staff, volunteers, parents, guardians and visitors whilst attending Evolve Academy.
Maintain a safe, secure and welcoming environment for all academy activities.

Prevent unauthorised individuals from entering academy premises during sessions.

Prevent students from leaving the premises unsupervised.

Support Evolve Academy's safeguarding responsibilities through effective building security
procedures.

Ensure controlled access procedures are implemented consistently throughout all academy sessions.
Provide clear guidance regarding the opening, securing and management of the building.

Ensure emergency access and evacuation procedures remain fully operational at all times.

Promote partnership working between Evolve Academy, parents, guardians and the venue.

Reduce security risks whilst maintaining an accessible environment for authorised users.

Ensure all staff understand their responsibilities regarding building security.

Promote confidence amongst parents and guardians that appropriate security measures are in place.
Ensure security procedures remain proportionate, reasonable and centred around the welfare of
children.

Maintain compliance with safeguarding, health and safety and fire safety responsibilities.

Scope




This policy applies to:

All students.

All staff, instructors and volunteers.
Guest teachers and workshop leaders.
Parents and guardians.

Prospective students and their families.
Visitors.

Contractors.

Venue staff.

All Evolve Academy classes.
Workshops.

Rehearsals.

Performances.

Holiday activities.

Open days.

Academy events.

Shared Venue Responsibilities

Evolve Academy hires facilities from an external venue for the delivery of its classes and activities.

Whilst the venue remains responsible for the maintenance of the building, CCTV equipment, fire safety
systems, emergency lighting, structural security and general building management, Evolve Academy is
responsible for implementing appropriate safeguarding and controlled access procedures throughout the
period of hire.

Evolve Academy will work in partnership with the venue to:

Report security concerns.

Report faults affecting the safety or security of the premises.

Share information regarding safeguarding or security incidents where appropriate.
Ensure the premises remain safe for all users during academy sessions.

Review security arrangements where improvements are identified.

Building Security

Building security forms an important part of Evolve Academy's safeguarding arrangements.
Security measures are designed to:

Protect students from unauthorised access by members of the public.

Reduce opportunities for children to leave the premises unsupervised.

Protect staff and volunteers whilst carrying out their duties.

Support effective supervision throughout academy sessions.

Create a safe environment where students can participate confidently in performing arts activities.

Security procedures are intended to balance safeguarding with maintaining a welcoming environment for
students, families and visitors.

Security arrangements will be reviewed regularly and following any incident that may affect the safety or
wellbeing of students, staff or visitors.




Controlled Access Procedures

Evolve Academy operates a controlled access system during academy sessions.

The main entrance doors may remain locked whilst lessons are taking place in order to reduce the risk of
unauthorised access to the building.

Controlled access procedures help to:

Prevent unauthorised individuals entering the building.

Improve safeguarding arrangements.

Protect students whilst attending classes.

Prevent students leaving the building unsupervised.

Support the supervision of students accessing shared areas such as toilets.
Provide staff with greater awareness of who is entering and leaving the premises.

The entrance doors will only remain locked whilst lessons are taking place.
Doors will normally:

Open approximately five minutes before lessons begin.

Remain unlocked during student arrival.

Be secured shortly after lessons commence.

Re-open approximately five minutes before lessons finish.

Remain unlocked for approximately five minutes following the conclusion of lessons to allow
students to leave safely with their parent or guardian.

Authorised access will always be provided whenever reasonably required.

Door Locking Procedures

Harry Janes, Principal of Evolve Academy, is responsible for ensuring the entrance doors are secured during
academy sessions.

Where necessary, another authorised DBS-checked member of staff may secure or unlock the entrance doors
on behalf of the Principal.

The entrance doors will only be secured once:
e Students have entered the building.
o Staff are satisfied that all expected arrivals have been admitted where reasonably possible.
e Appropriate safeguarding arrangements are in place.

The entrance doors must never be secured in a manner that prevents emergency evacuation.

The entrance doors can always be opened from the inside using the internal twist-lock mechanism.

Additional emergency exits are available from the studio and remain fully accessible throughout all academy
sessions in accordance with fire safety requirements.

The entrance doors must never be propped open during lessons unless required for an emergency or another
authorised operational reason.




If the entrance door locking system develops a fault, Evolve Academy will implement alternative
safeguarding measures where appropriate and notify the venue as soon as reasonably practicable.

Parent & Guardian Consent

Parents and guardians will be asked to provide written consent acknowledging that the main entrance doors
may remain locked during academy sessions for safeguarding and security purposes.

This consent forms part of Evolve Academy's commitment to providing a safe environment for all students
whilst ensuring that emergency evacuation procedures remain fully operational.

Parents and guardians will be informed that:

The entrance doors may remain locked whilst lessons are in progress.

The entrance doors can always be opened immediately from the inside.

Additional emergency exits are available from the studio.

Staff can unlock the entrance doors whenever authorised access is required.
Controlled access procedures are implemented for safeguarding and security reasons.
Late arrivals and collections will continue to be accommodated.

Emergency services will always be granted immediate access where required.

Parents and guardians will have the opportunity to ask questions regarding these procedures before
providing consent.

Any significant changes to building security arrangements will be communicated to parents and guardians as
soon as reasonably practicable.

Arrival & Collection Procedures

To maintain effective safeguarding arrangements, Evolve Academy operates designated arrival and
collection times.

Parents and guardians should arrive during the published arrival and collection windows wherever possible.

The entrance doors will normally open approximately five minutes before lessons begin and remain open
until lessons commence.

At the end of each session, the entrance doors will be unlocked approximately five minutes before classes
finish and remain open for approximately five minutes afterwards to allow students to leave safely with their
parent or guardian.

Parents and guardians remain responsible for:
Dropping students off safely.
Collecting students promptly at the end of lessons.
Supervising students before classes begin.
Supervising students immediately after collection.

Evolve Academy accepts responsibility for students only during scheduled academy activities.

Parents and guardians are requested not to hold entrance doors open for unknown individuals entering the
building, as this compromises the academy's controlled access procedures.




Late Arrivals & Early Collections

Evolve Academy recognises that, on occasions, students may arrive late or require collection before the end
of a session.

Where this occurs:

e A member of staff will admit authorised individuals into the building.

e The entrance doors will be re-secured immediately after access has been provided.

e Students leaving early will only be released to a parent, guardian or other authorised adult.
o Staff will ensure the remaining class continues to be supervised appropriately.

Late arrivals and early collections will not affect the academy's commitment to maintaining a secure
environment.

Temporary Access During Lessons

During lesson times, authorised access may still be provided whenever required.
Examples include:

Late-arriving students.

Parents or guardians collecting a student early.
Emergency services.

Venue management or authorised venue staff.
Contractors authorised by the venue.

Prospective families attending a pre-arranged visit.
Other authorised visitors approved by Evolve Academy.

Whenever the entrance doors are temporarily unlocked, they will be secured again as soon as reasonably
practicable.

Staff will ensure that temporary access does not compromise student supervision or safeguarding
arrangements.

Visitors & Prospective Families

Evolve Academy welcomes prospective families who wish to observe classes before enrolling their child.
To ensure the safety and security of everyone attending the academy:

All visits should be arranged in advance wherever possible.

Visitors must report to a member of Evolve Academy staff immediately upon arrival.

Visitors will remain accompanied by an authorised member of Evolve Academy staff at all times
whilst on the premises.

Visitors will not be permitted to move freely around the building without staff supervision.

Visitors will only enter teaching areas with the permission of Evolve Academy.

Consideration will always be given to the privacy, wellbeing and safeguarding of existing students.
Photography, filming or recording by visitors is not permitted unless authorised by Evolve Academy.

These arrangements allow prospective families to experience Evolve Academy whilst maintaining a safe and
secure learning environment for all students.




Deliveries

Where deliveries are made during academy sessions:
Delivery personnel will normally remain at the entrance to the building.
Deliveries will be received by an authorised member of staff where reasonably practicable.

Delivery personnel will not be permitted to enter teaching areas unless authorised.
The entrance doors will be secured immediately after any delivery has been completed.

CCTV

The venue used by Evolve Academy is fitted with Closed Circuit Television (CCTV) systems.
CCTV is operated and maintained by the venue and covers:

e The exterior of the building.
e The foyer area.

There is no CCTYV within teaching spaces or studios used by Evolve Academy.
CCTYV assists with:

Supporting building security.

Deterring unauthorised access.

Assisting investigations where incidents occur.

Supporting the safety of students, staff and visitors.

Any requests relating to CCTV footage will be managed by the venue in accordance with relevant
legislation and their own policies.

Window Blinds

The studio is fitted with window blinds which may be lowered during academy sessions.
Blinds may be lowered:
To reduce glare from sunlight.
To improve comfort during lessons.
To support privacy during academy activities.
As an additional security measure to reduce visibility into the teaching space from outside the

building.

Window blinds will normally only be lowered part-way and will not obstruct emergency exits, emergency
procedures or safe supervision of students.

The use of window blinds does not replace any safeguarding or security procedures outlined within this
policy.

Toilet Access

Students may need to access the toilet facilities during academy sessions.




The toilets are accessed via the foyer area of the building.

The controlled access procedures help ensure that students can use the toilet facilities safely by reducing the
risk of unauthorised individuals entering the building whilst lessons are taking place.

Staff will continue to supervise students appropriately and ensure that safeguarding arrangements remain in
place at all times.

Where appropriate, younger students may be accompanied or supervised in accordance with Evolve
Academy's safeguarding procedures.

Opening & Closing Procedures

Before each academy session, Harry Janes or an authorised member of staff will carry out reasonable
security checks of the premises.

These checks may include:

Ensuring the entrance doors are operating correctly.

Checking that emergency exits are accessible.

Ensuring the teaching space is safe and ready for use.

Checking the foyer area for any obvious hazards or security concerns.
Ensuring access routes remain clear.

Confirming that safeguarding arrangements are in place before students arrive.

At the end of each academy session, staff will:

Ensure all students have been collected by an authorised adult where appropriate.

Check the teaching area before leaving.

Check that no students remain within the premises.

Secure equipment where necessary.

Report any damage, faults or security concerns to the Principal or venue where appropriate.

Challenging Unknown Persons

Evolve Academy is committed to maintaining a secure environment for all students.

If a member of staff identifies an unknown individual within the building during academy activities, they
should:

Remain calm and professional.

Establish whether the individual has a legitimate reason for being on the premises.
Politely challenge the individual where appropriate.

Request that the individual leaves the premises if they are not authorised to be there.
Seek support from another member of staff where necessary.

Contact venue staff or emergency services if the individual refuses to leave or presents a
safeguarding concern.

Staff should never place themselves or others at unnecessary risk when dealing with unauthorised
individuals.

Security Incidents




Any incident affecting the security of the building or the safety of students, staff or visitors must be taken
seriously.

Security incidents may include, but are not limited to:

Unauthorised individuals entering the building.
Attempts to gain unauthorised access.

Aggressive or abusive behaviour.

Damage to security equipment.

Faults affecting controlled access.

Suspicious behaviour.

Lost or vulnerable children.

Security breaches involving visitors or contractors.

All security incidents will be reported to the Principal as soon as reasonably practicable.
Where appropriate:

The venue will be informed.

Parents or guardians will be informed.

Emergency services will be contacted.

A Security Incident Report will be completed.
Safeguarding procedures will be followed where necessary.

Review Following Security Incidents

Evolve Academy is committed to continually improving its safeguarding and security arrangements.
Following any significant security incident, the Principal will review:

The circumstances of the incident.

Whether existing procedures were followed.

Whether improvements can be made.

Whether additional staff guidance or training is required.

Whether parents or guardians should be informed of any procedural changes.

Policies and procedures will be updated where necessary to improve the safety of students, staff and visitors.

Emergency Evacuation

Building security procedures will never prevent emergency evacuation.

The entrance doors can always be opened immediately from the inside using the internal twist-lock
mechanism.

Additional emergency exits are available from the teaching studios and will remain accessible throughout all
academy sessions.

In the event of:
e Fire.

e Smoke.
e (Qas leak.




e Medical emergency.
e Any other emergency requiring evacuation.

Staff will immediately follow Evolve Academy's Fire & Evacuation Policy.

The safety of students, staff and visitors will always take priority over maintaining building security.

Medical Emergencies

Controlled access procedures will never delay or prevent emergency medical treatment.
Where emergency medical assistance is required:

Emergency services will be contacted immediately.

Staff will unlock the entrance doors to provide access where necessary.

Appropriate first aid will be administered by trained personnel where possible.
Parents or guardians will be contacted as soon as reasonably practicable.

Power Failure or Equipment Faults

Should the entrance doors, locking mechanism or other security equipment become faulty, Evolve Academy
will implement appropriate temporary safeguarding measures until the issue has been resolved.

Where appropriate:
The venue will be notified immediately.
Alternative supervision arrangements will be implemented.

Controlled access procedures will continue as far as reasonably practicable.
Parents or guardians will be informed if the fault significantly affects academy operations.

Equality & Accessibility

Evolve Academy is committed to ensuring that security procedures do not unfairly disadvantage any
individual.

Reasonable adjustments will be made where necessary to support students, parents, guardians, visitors or
staff with disabilities or additional needs.

Security procedures will always be implemented fairly, consistently and in accordance with Evolve
Academy's Equality & Diversity Policy.

Responsibilities

The Principal will:

Ensure this policy is implemented effectively.

Ensure building security procedures are followed.

Ensure the entrance doors are secured during academy sessions where appropriate.
Review security procedures regularly.

Liaise with the venue regarding security matters.

Ensure parents and guardians are informed of relevant security arrangements.
Investigate security incidents where appropriate.




Staff, instructors and volunteers will:

Follow this policy at all times.

Support controlled access procedures.

Report security concerns immediately.

Challenge unknown individuals where appropriate.

Maintain effective supervision of students.

Support safeguarding arrangements throughout academy sessions.

Parents and guardians will:

Respect the academy's controlled access procedures.

Arrive during designated drop-off and collection times where possible.
Notify the academy if they expect to arrive late.

Avoid allowing unknown individuals to enter the building.

Inform the academy of any concerns relating to building security.

Record Keeping

Where appropriate, Evolve Academy will maintain records relating to building security.
These may include:

Security Incident Reports.

Visitor records.

Opening and closing checklists.

Parent consent forms.

Communication relating to significant security matters.

Records will be stored securely and managed in accordance with Evolve Academy's Privacy & Data
Protection Policy.

Related Policies

This policy should be read alongside the:

Safeguarding & Child Protection Policy.
Safeguarding Procedures Policy.

Health & Safety Policy.

Fire & Evacuation Policy.

Lone Working Policy.

Risk Assessment & Equipment Policy.
Emergency Contact & Communication Policy.
Privacy & Data Protection Policy.

Equality & Diversity Policy.

Staff Code of Conduct.

Review

This policy will be reviewed annually or sooner if:

e Legislation changes.
e Safeguarding guidance changes.




e Security arrangements change.
e Venue procedures change.
o Following a significant security incident.

Commitment to Safeguarding

Evolve Academy believes that effective building security forms an essential part of safeguarding.
By maintaining controlled access, supervising students appropriately and working in partnership with
parents, guardians and the venue, we aim to provide a safe, welcoming and secure environment where every

child can learn, develop and enjoy performing arts with confidence.

Building security is not intended to restrict access unnecessarily but to protect everyone attending Evolve
Academy whilst ensuring that emergency procedures remain fully effective.

The safety and wellbeing of our students will always remain our highest priority.

Signed

Principal — Evolve Academy

(Harry Janes)




