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Parafield Gardens High School Locker Procedures

Locker Rationale

Parafield Gardens High School provides lockers to support a safe and effective learning environment for all students and
staff. Students are expected to store their belongings in their locker throughout the day and take only the materials
required for each lesson.

Our classrooms have been intentionally designed with flexible learning furniture; however, space does not allow for
school bags, which present a WH&S trip hazard.

The use of lockers also supports whole-school policies and processes. They provide a secure place for personal items,
including mobile phones and AirPods, in line with the DfE Mobile Phone Policy.

Additionally, lockers reduce the need for students to carry heavy bags throughout the day, supporting physical
wellbeing. They also promote the development of organisation and executive functioning skills.

Guidelines and Procedures:

1. A Locker along with a school lock is assigned to every student in the school at the beginning of each school year.
Year 12 students will need to borrow or bring a lock for their internal lockers.
2. The locker is assigned to a student for use during the school year based on the following rules and conditions of

use:
a.
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Students are responsible for their assigned lockers this includes any damage which may include loss or
damage to any fixtures and fittings ie. Graffiti, scratches, broken or damaged hinges, doors or other fittings
that can be attributed to the student.

The locker is not to be used by any unauthorised person and is to be kept clean, tidy and locked at all times.
Lockers are to be accessed outside lesson / instruction time only.

Lockers are to be kept for the safekeeping of curriculum materials, PGHS uniform items and other small
personal items.

PGHS is not responsible for loss, theft or damage of material stored in student lockers.

The year level of students will determine the location of their allocated locker.

No illegal substances, weapons or other prohibited or offensive materials are to be placed in school lockers.
Lockers may be inspected by staff for compliance of use.

Students who enter or attempt to enter another student’s locker are subject to consequences outlined in the
PGHS Positive Behaviour Plan for Students.

The student is not to change the lock provided and any unauthorised locks will be removed by the school.
The school is able to access the locker for the student if they do not have their key or combination.



3. The student is solely responsible to ensure the locker is cleared by the end of the school year. Failure to do so will
result in the locker’s contents being destroyed. The school has no responsibility to return items to the student.

4. In an emergency students are not to attend to their lockers and follow staff instruction as per emergency
procedures.

Student Locker Searches:

1. PGHS leadership may call SAPOL to search a student locker in those instances where there exists
reasonable grounds to do so and without prior notice to ensure compliance with the conditions of use.
2. All requests or questions regarding student locker searches will be referred to a member of leadership.

If a student has reason to believe that any locker contains material that may threaten the safety or wellbeing of another
person, that student is expected to immediately report the information to a school staff member. The name of the
student making the report will be kept confidential.

Procedures for teachers:

Teacher Guide - Expectations of Students

® One locker per student — this locker is for your personal use.

Lockers are school property and must be used appropriately.

Lockers must be locked when not in use.

You are responsible for remembering your locker code and must not share it with anyone.
Lockers are not to be shared.

Bags are only with you before your first class and after you sign out, or after the end of the day.
Bags are not to be with students during lessons, recess or lunch.

Locker Allocation & Setup (Core Process)

1. Share locker numbers & expectations 3. Move to the locker bank
on page 1 e Take the class to the locker area.

e Provide each student with their locker number e Students stand near their allocated locker.
from the page provided.

® Give time for students to write the locker 4. Set codes and store bags (row by row)

number in their diary.

Students choose a 4-digit code
(recommended younger students write this in
their diary)

Call students from the top row first.

Students change their locker code.

Students place their bag inside their locker.
Once finished, these students assist the next
row.

® Repeat row by row until all students are done.

Remind students what makes a good code:
e Easy for them to remember
e Not shared with anyone

e Not obvious (avoid 1234, 0000, birth years) 5. Verify access
e Students independently lock and unlock their
2. Collect and record codes locker to show it works.

Teacher visually confirms access.
For younger students, repeat this step more
than once if needed

Collect each student’s chosen code.
Record codes and any notes clearly on the
allocation document.

e Review the process for setting/changing the
locker code, as on slides/handout.

Before leaving the area, confirm:
End Check e Every student has accessed their locker
successfully.




All codes are recorded.

Students have not swapped with anyone unless
directed and recorded.

Any issues are clearly noted.

Make sure the list is given to Student Services

Common Issues

® Access or height issue
o Swap lockers with a consenting student
if required.
O Record the change clearly.
e Code forgotten immediately
O Use the recorded code list to support
O Reset and update records with student
services (Preety)
e Locker fault
o0 Record the issue and let Preety know
asap to organise repair
o Allocate a temporary locker if available
O Escalate as required




Operating Instructions

To unlock: Enter the factory code "0-0-0-0", turn the knob to the open position, and then open the door
To lock: Close the door, turn the knob to the close position, scramble the code

(Notes: do not leave the correct codes displayed)

To open:

Enter 4-dogot cpde, turn Knob to OPEN, the door will open
To Set Code and lock the cabinet

a. Turn the knob to OPEN position

b. Set any 4 digit code, remember it

¢. Turn the knob to CLOSE position

d. Scramble the code

Operate with the Manager Key

a. Insert the master key

b. Turn the knob to the open position

c. Open the door

Note: If opened in error ,use the master key to turn knob to close position,
the original code will continue to operate the lock

If the code is forgotten, follow the search code Instruction to find code

Search Code Instructions (in the case of code was forgotten)
a. Insert the master key to open the door

b. Remove the master key

c. Turn the knob to the close position

b. Insert search tool into the holes (back of lock)

e. Push in search tool and simultaneously turn the dials unit it stopped

f. The final code displayed is the current code



Combination Lock Operation Instruction

* How to set a new code?

Step 1
The combination lock default code at “0-0-0-0”,
you need to turn dials to the correct code firstly.

Step 2
Press and hold the code setting button

Step 3
Set the dials to the desired combination and

release the button.

Step 4
Scramble the code to lock the door.




