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Acle Parish Council 
Council Buildings Access Policy: Staff, Councillors & Volunteers Procedure

Purpose
To ensure the responsible, respectful, and secure use of council-owned buildings by staff, councillors, and volunteers.
Scope
This policy applies to all individuals acting in an official capacity for the council, including staff, councillors, and volunteers.

1. Folly Tree House / Brian Grint Centre Shop
· Use: Fully commercially let.
· Access Rules:
· No access is permitted unless the individual is visiting one of the businesses as a private customer.
· Council-related visits (e.g. inspections or meetings) may only occur with prior agreement.
· Councillors must consult with the Clerks before any visit that is not of a personal nature.
· In the event of an emergency requiring immediate attention, if safe to do so, council staff may enter the building as necessary. Nominated councillors may enter with the permission of a Clerk.
2. Brian Grint Centre
· Use: Houses the Clerks' Office and is also hired out for community or private use.
· Entry Protocol:
· When visiting the Clerks’ Office, Councillors and volunteers must ring the doorbell and wait to be admitted, even if they have a key.
· This ensures respect for privacy and avoids disrupting meetings or rentals.
· Booking Diary:
· Staff and councillors must check the Booking Diary (available in the Brian Grint Centre/ Booking Diary folder) before entering any of the hireable rooms to confirm no event or hire is in progress.  
3. Fletcher Room
· Use: A space that is hired out, but does not operate via a public booking diary.
· Entry Protocol:
· Councillors must consult directly with the Clerks before entering.
· The main hirer is Acle Pre-School and other hirers include uniformed groups for children. Stringent rules apply to premises with children present so no one should enter the room or grounds without prior confirmation of availability or purpose.
· In the event of an emergency requiring immediate attention, if safe to do so, council staff may enter the building as necessary. Nominated councillors may enter with the permission of a Clerk.
4. Residential Flats
· Use: Privately rented residential units.
· Access Rules:
· Strictly no entry by councillors or volunteers unless formally authorised in writing by the council.
Clerks may visit at the request of the tenants; a suitable time will be arranged between both parties.
· Other staff, councillors and contractors may enter only after being asked to do so by one of the clerks, and with the permission of the tenant
· Clerks will arrange a time at the end of a tenancy agreement to perform an end-of-tenancy inspection.
5. General Guidance
· Always check with the Clerks if unsure about access permissions.
· Do not enter any building or room without prior agreement where required.
· Respect the privacy and legal boundaries of let or rented spaces at all times.
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