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STUDENT SECURTIY PROTOCOLS 

The Ian Potter Art Conservation Centre is part of a museum complex and as such requires strict security arrangements. Access is provided to the building with a security access card. This card has a personal ID number which identifies the user of the card. 

You are responsible for your card and any activities that are recorded against your card.

Before you are assigned a card you must agree to the following conditions for its use.

Access to the Ian Potter Art Conservation Centre

· Your card is for your use only. You should not allow anyone else to enter the building on your card. If a fellow student has lost or mislaid their card this is an issue for staff to deal with. If there are contractors or couriers at the back door and there are no staff available you must not allow them access to the building
Access to toilets in the building

· Access to the toilets is in the basement of the Ian Potter Art Conservation centre adjacent to the student resource room. You require your security card for access to the building during the specified hours 
General security access

· Be aware of security. Please keep the ground floor door locked and use the basement corridor as the main access into the student basement area and laboratories.
· You must not bring anyone into the labs, such as friends of family, without the prior permission of GCCMC staff
· When working in the laboratories do not leave lab doors unlocked when there is no one in the laboratories
· There must be a minimum of two persons in the Ian Potter Art Conservation Centre at any time. If you are leaving the building and there is only one other student present please check that there is a staff member present. If you think you may be the only student in the building at a particular time make sure that you contact a staff member to alert them to your presence
Lost or stolen cards

· If you think your card may have been lost or stolen do not wait to see if it is going to turn up. Please contact a GCCMC staff member immediately so they can switch off access against that card until you either find it, or confirm it is missing
· There is a $25 replacement cost for lost cards
Handover of cards at beginning and end of course

· When you are allocated your card you will sign off for it. When you hand in your last assignment you will be required to hand your card in and a staff member will sign off for receipt of the card. If you do not hand in your card at this time it will be cancelled and you will be invoiced for a $25 replacement card fee
