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Procedure:

Clackamas County Children’s Commission (CCCC) is committed to ensuring the safety of all children,
parents, and staff from unauthorized individuals who may want to gain access to buildings.

All centers owned and operated by CCCC have locked doors during operating hours (8:00am-
5:00pm, Monday-Friday). At the beginning and end of each class session, specific doors at each
building are unlocked to allow parents/guardians or other authorized individuals to pick-up or
drop-off their child(ren) (transition-time). Centers not owned or operated by CCCC maintain
locked classroom doors during operating hours. CCCC collaborates with partnering agencies to
ensure the main entry area is managed during operating hours.

All classroom doors and infrequently used doors (e.g. side doors) will have a system to notify
staff when the door is opened. To ensure proper implementation and operation, the door
systems will be tested every month by the Operations Specialist.

During transition-time, a CCCC employee will be located at the “main entrance” of the building
to assist parents and children in transition; to monitor traffic; and to report any suspicious
activity.

Individuals who visit the center outside of the scheduled transition-time will be required to
state their purpose for the visit, sign-in/out on the Building Visitor Log, and wear the
appropriate badge (“visitor”, “volunteer”, etc.) while on site. At no time will visitors be allowed
unsupervised access to children in our care. Services provided by outside agencies are only
allowed with documented consent of a parent/guardian.

Individuals picking up a child must be a parent/legal guardian or listed on the Emergency
Contact Form and may be required to show photo identification. Refer to the Releasing Children
Procedure for more information.

In the event of an active threat (at the center or at a nearby location), staff will follow all CCCC
lockdown procedures as detailed in the Emergency Guide, Emergency Action Plan or the
Emergency Preparedness Plan.
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