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In t roduc t i on  

W elcome to  the  W elsh  Govern ment  Bu i l d i ng ,  Ca thays  Park .   Th i s  

docu men t  e xp la i ns  what  you  shou ld  expe ct  when  you  a r r i ve  a t ,  

and  e xi t ,  the  bu i l d i ng ,  we  hope i t  he l ps  to  p repare  fo r  your  v i s i t  

whe ther  i t ’ s  fo r  a  mee t i ng  o r  an  i n te rv i ew.  

 

I t  wi l l  p rov i de  guidance  on  en te r i ng  i n to  the  bu i l d i ng ,  go ing  

th rough secur i t y  and  mak ing  your  way i n to  recep t i on  to  wa i t  fo r  

your  hos t .   Your  hos t  wi l l  then  gu ide you  to  your  i n te rv i e w/ meet i ng  

l oca t i on .   Gu idance  on  what  you  sh ou ld  do  when  e xi t i ng  the  

bu i l d i ng  i s  a l so  p rov i ded .  

 

You  shou ld  be  a ware  tha t  ce r ta i n  i te ms are  n o t  a l l owed on  the  

p re mises .   Any  fo rb i dden i te ms wi l l  be  taken  by  Secur i t y  s t a f f  and ,  

depend ing  on  the  i te m,  i t  wi l l  usua l ly  be  re tu rned  a t  th e  end  o f  

your  v i s i t .   Forb i dden i tems i nc l ude  kn i ves  o r  o ther  sharp  o r  

b l aded ob je c ts ,  an y  rocke t ,  f i rewor k  o r  a mmuni t i on  and  any  

f i rearm or  i mi ta t i on  f i rearm.  

 

There  i s  no  c l oakroo m fac i l i t y  so  yo u  wi l l  need  to  keep  your  

be long ings  wi th  you  a t  a l l  t i mes.   To i l e t  fac i l i t i es  a re  ava i l abl e  on  

s i te ,  i nc l ud ing  access ib l e  and  un i sex fac i l i t i es  and  a  baby 

chang ing  a rea .   P l eas e  no te  tha t  yo u  cannot  access  the se  

fac i l i t i es  un t i l  you  have  been co l l ec ted  by  your  hos t .    
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There  a re  a l so  on  s i te  ca te r i ng  fac i l i t i es  where  you  can  purchase  

ho t  o r  co l d  beverages,  snacks ,  sand wiches o r  a  mea l ,  p rov i ded  

you  a re  escor ted  by  your  ho s t .  

 

Approach ing  the  Bu i l d i ng  

Cathays  Park  co mpr i ses  t wo  bu i l d i ngs .  The  o l der  bu i l d i ng  Cathays  

Park  1  (CP1) ,  s tands  i n  f ron t  o f  the  more  modern  bu i l d i ng ,  

Ca thays  Park  2  ( CP2) .   You  wi l l  en te r  the  bu i l d i ng  v i a  CP2  

There  a re  en t rances  on  bo th  the  l e f t  and  r i gh t  h and  s i de  o f  the  

bu i l d i ng ,  usua l l y  on l y  one  en t rance  wi l l  be  open fo r  veh i cu la r  

access  ( i nd i ca ted  by  t ra f f i c  co nes) .   I f  you  have  a n  on-s i te  park i ng  

space  booked fo r  you ,  you  shou ld  s t op  i n  f ron t  o f  the  bar r i e r ;  a  

Secur i t y  Of f i ce r  wi l l  ask  to  see  your  car  park  book ing  

con f i r mat i on .   

 

At  t i me s o f  he igh tened se cur i t y  fu r t her  checks  ma y be  under taken  

on  your  veh i c l e .   Once  the  Secur i t y  Of f i ce r  g i ves  the i r  c l earance  

they  wi l l  d i rec t  you  to  your  par k i ng  space .   T he  bar r i e r  wi l l  be  

ra i sed  you  mus t  wa i t  fo r  the  g reen  l igh t  be fo re  p roceed ing  th rough 

the  bar r i e r .    A l l  park i ng  spaces a re  nu mbered  on  the  f l oo r ;  your  

book ing  con f i r mat i on  wi l l  p rov i de  your  space  nu mber .    Once  you  

have  parked ,  yo u  wi l l  see  s i gnposts  to  the  s ta i r ways  and  l i f t s ,  

bo th  l ead  to  the  covered  a rea  ou ts i d e  CP2 .  
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I f  you  a re  no t  d r i v i ng  i n to  the  car  pa rk  you  can  approa ch  the  

bu i l d i ng  on  e i ther  the  r i gh t  o r  l e f t  hand  s i de ,  fo l l ow the  foo t pa ths  

pas t  the  se cur i t y  bar r i e rs  and  Secur i t y  o f f i ce rs ,  to wards  the  ma in  

g l ass  en t rance  under  the  covered  a r ea .   I f  you  a re  a r r i v i ng  by  

b i cyc l e  when you  p resen t  yourse l f  t o  the  recep t i on ,  l e t  the m kno w 

and you  wi l l  be  p rov i ded  wi th  a  red  tag  to  a t tach  to  your  b i cyc l e  

fo r  the  dura t i on  o f  your  v i s i t .   Th i s  wi l l  a l l ow you  t o  secure  your  

b i cyc l e  to  the  s tands ou ts i de  the  f ro n t  o f  CP2.   There  i s  a l so  pay  

and  d i sp l ay  park i ng  ou ts i de  the  bu i ld i ng  dependent  on  ava i l ab i l i t y .  

 

On bo th  s i des  o f  the  bu i l d i ng  en t rance  you  wi l l  see  g l ass  doors  

wh i ch  yo u  can  open  e i ther  by  push ing ,  o r ,  by  p ress ing  the  round  

touch  pad  a t  th e  s i de  o f  the  door .   The  door  wi l l  open  i nwards .   

Pass  th rou gh th i s  and  you  wi l l  then  need to  tu rn  and  wa l k  th rough 

a  curved  s l i d i ng  door  wh i ch  wi l l  open  au to ma t i ca l l y .    

 

You  wi l l  then  en te r  the  Recept i on  a r ea .   Secur i t y  O f f i ce rs  wi l l  be  

p resen t  i n  th i s  a rea .   You  wi l l  need  to  repor t  to  the  R ecept i on  

desk .   The  Re cept i on  Tea m wi l l  be  aware  o f  your  v i s i t  and  you  wi l l  

be  asked  to  co mple te  the  v i s i to r  s i gn ing  i n  fo rm .  You wi l l  be  

p rov i ded  wi th  a  v i s i to r  pass  wh i ch  you  mus t  wear  fo r  th e  dura t i on  

o f  your  v i s i t .   The  Recept i on  Tea m wi l l  con tac t  whoever  you  a re  

v i s i t i ng  to  no t i f y  the m o f  your  a r r i va l .    
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Please  no te  tha t  a t  t i mes  th i s  a rea  can  be  busy  and  no i sy .   You  

migh t  hear  no i se  f ro m:  the  ma ch ines ,  peop le  i n  the  a rea ,  o r  the  

TV suspended  on  the  wa l l .  P l ease  fee l  f ree  to  wear  no i se  

reduct i on  headphones i f  requ i red .   There  i s  a  l oop  sys te m on  the  

desk  fo r  peop le  who u se  a  hear i ng  a i d .  The  Recept i on  Tea m wi l l  

be  happy to  ass i s t  o r  answer  any  qu est i ons  you  may have  dur i ng  

your  v i s i t .  

 

P l ease  be  a ware  th a t  you  may  need  to  queue fo r  a  shor t  t i me a t  

the  Recept i on  De sk .    I f  you ,  o r  so meone i n  your  par ty ,  i s  on  the  

au t i sm spec t ru m or  i f  you / they  h ave  any  o ther  hea l th  cond i t i on  

tha t  me ans you / they  f i nd  queu ing  a nd  be ing  searched d i f f i cu l t ,  

p l ease  speak to  a  me mber  o f  the  se cur i t y  s ta f f  they  ma y be  ab le  

to  a r range tha t  you  go  th rough the  secur i t y  search  qu i ck l y .   I t  

wou ld  be  he lp fu l  i f  you  were  to  no t i f y  your  hos t  i f  you  o r  so meone 

i n  your  par ty  i s  on  the  au t i sm spect r u m or  ha s  any  o ther  hea l th  

cond i t i on  i n  advance  o f  your  v i s i t  da te  so  tha t  th ey  can  ma ke 

a r range ments  wi th  Se cur i t y .  

 

Persona l  Be long ings  

Once you  have  your  v i s i to r  pass  yo u  wi l l  be  di rec ted  to  the  l e f t  

hand  s i de  o f  the  recep t i on  a rea  whe re  you  must  go  th rou gh a  

secur i t y  check ,  you  wi l l  be  d i rec ted  to  pass  th rough a i rpor t - s ty l e  

secur i t y  searches.   At  busy  t i mes th e  secur i t y  p rocess  ma y i nvo l ve  

queu ing ,  so  you  shou ld  a l l ow your se l f  enough t i me .   
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You  wi l l  be  asked  to  p l ace  your  bag s and  persona l  be long ings  

th rough an  x- ray  mach ine ,  a l l  meta l l i c  and  e l ec t r i ca l  i tems –  eg  

keys ,  co i ns ,  ca meras ,  l ap tops ,  tab le t  dev i ces ,  mob i l e  phones e tc .  –  

must  be  re moved f ro m po cke ts  an d  pu t  i n to  the  t ray  p rov i ded .   

You  must  a l so  re move your  coa t .   A l l  o f  your  i te ms wi l l  go  th rough 

the  scanner  and  b e  re tu rned  to  you .  I f  you  need a ss i s tance  i n  

do ing  th i s  Secur i t y  Of f i ce rs  wi l l  be  on  hand to  he lp  you .   Your  bags  

and  t ray  wi l l  then  be  passed th roug h the  scanner  and  you  wi l l  then  

be  asked  to  mo ve to ward s  the  meta l  de tec t i ng  a rch way .  

 

 

Meta l  De tec t i ng  Arch wa y  

The Secur i t y  Of f i ce r  wi l l  ask  you  to  wa l k  th rough  a  meta l  de tec t i ng  

a rch way,  wh i ch  ma kes a  h i gh -p i tched  beep no i se  i f  i t  de tec ts  

so meth ing  meta l .   Do  no t  be  con cer ned .   Th i s  jus t  i nd i ca tes  to  the  

Secur i t y  Of f i ce r  tha t  t here  i s  so met h ing  you  a re  wear i ng  o r  

car ry i ng  wh i ch  the y  wi l l  need  to  check  fu r ther .   I f  tha t  happe ns,  

the  Secur i t y  Of f i ce r  wi l l  use  a  hand -he ld  de tec to r  and  wave  i t  

a round your  body to  f i nd  ou t  what  se t  o f f  the  a l a r m.  The  de tec to r  

shou ld  no t  touch  your  bo dy.  The  de t ec to r  wi l l  make  a  no i se  to  

i nd i ca te  what  se t  o f f  the  a l a r m.  Of te n  a  watch  o r  me ta l  be l t  buck le  

wi l l  have  caused t he  a l a r m to  sound .  (P lease  see  para  on  

search ing  be low)  
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I f  the  wa l k  th rough met a l  de tec t i ng  a rch way i s  no t  su i tab le  fo r  you  

the  Secur i t y  Of f i ce r  wi l l  d i rec t  you  to  a  l oca t i on  where  a  hand he ld  

de tec to r  wi l l  be  used .  

P lease  no te  i f  you  have  a  wa l k i ng  s t i ck ,  the  Secur i t y  Of f i ce r  wi l l  

p rov i de  you  wi th  a  sea t  wh i l e  the  s t i ck  i s  tes ted  and  then  re tu rn  i t  

to  you  so  you  can  p roceed th rough t he  a rch way  

 

Search ing  

A Se cur i t y  Of f i ce r  wi l l  ask  you  to  s t ep  to  one  s i de  and  then  car ry  

ou t  a  search .   Th i s  wi l l  be  done by  us i ng  a  hand -he ld  de tec to r  

wh i ch  wi l l  be  wa ved so  t ha t  the  Secur i t y  Of f i ce r  i s  ab le  to  p i npo in t  

the  source  o f  the  a l a r m.    

 

As  the  search  i s  done us i ng  a  hand  he ld  wand i t  may be  done by  

e i ther  a  ma le  o r  fe ma le  Secur i t y  Of f i ce r  –  i f  you  wi sh  you  can  

expre ss  a  p re fe ren ce .  W hee l cha i rs  access ib i l i t y  scoo te rs ,  

ass i s tance  dogs ,  p ra ms and  bugg ie s  ma y be  i nc l uded as  par t  o f  

the  search .    P l ease  be  a ware  tha t  your  persona l  be longs wi l l  s t i l l  

need  to  go  th rough t he  scanner .  

 

A l l  our  s ta f f  have  been f u l l y  t ra i n ed  to  acco mmodate  the  d i verse  

needs o f  a l l  v i s i to rs  to  the  bu i l d i ng .  Ho wever ,  i f  you  wi sh ,  p l ease  

ask  fo r  ass i s tan ce  and  a  me mber  o f  s ta f f  wi l l  be  there  to  he lp .  

 

Co l l ec t i on  o f  Persona l  Be long ings  
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Once you  have  passed th rough the  meta l  de tec t i ng  a rch way and  

your  persona l  be long ings  have  been scanned,  yo u  can  co l l ec t  

the m f ro m the  t ray .   

 

Leav ing  the  search  a rea  

Once you  have  co mple ted  the  se cur i t y  checks  you  wi l l  need  to  go  

th rough the  e l ec t ron i c  tu rns t i l e  to  the  v i s i to r  wa i t i ng  a rea .   To  

opera te  the  tu rns t i l e  p l ace  your  v i s i to r  pass  on  the  pad  on  the  

r i gh t  hand  s i de  o f  the  tu rns t i l e  and  the  tu rns t i l e  doors  wi l l  open–  

wa l k  th rough  the  tu rns t i l e  and  move  to  the  sea t i ng  a reas  to  a wa i t  

co l l ec t i on .   I f  the  tu rns t i l e  fa i l s  to  open,  a  Se cur i t y  Of f i ce r  wi l l  be  

on  hand to  ass i s t  you .  

 

 I f  you  a re  a t tend ing  fo r  a  meet i ng  you  wi l l  general l y  be  d i rec ted  

to  the  sea t i ng  a rea  on  the  l e f t  hand  s i de ,  i f  you  a re  a t tend ing  fo r  

an  i n te rv i ew you  wi l l  be  d i rec ted  to  the  sea t i ng  a rea  on  the  r i gh t  

hand  s i de .   You  mus t  re main  i n  the  v i s i to r  wa i t i ng  a rea  un t i l  you  

a re  co l l ec ted  by  your  hos t .    

 

I f  you  have  a  whee l cha i r ,  access ib i l i t y  scoo te r ,  ass i s tance  dog ,  

p ra m,  bugg y  o r  l a rge  l uggage/parce l s  you  wi l l  be  d i rec ted  th rough 

a  s i de  ga te  ra ther  than  the  e l ec t ron i c  tu rns t i l e .   

 

The  f i re  a l a rm i s  tes ted  i n  Cathays  Park  a t  9 .3 0a m every  

W ednesday;  there  i s  no  need to  take  any  ac t i on .  I f  th e  a l a r m 
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shou ld  go  o f f  a t  any  o ther  t i me whe n you  a re  i n  the  bu i l d i ng  your  

hos t  wi l l  be  respons ib l e  fo r  ensur i ng  you  e xi t  the  bu i l d i ng  sa fe l y .   

 

Once  your  v i s i t  has  ended  

Once your  meet i ng  o r  i n te rv i ew has  f i n i shed ,  you r  hos t  wi l l  escor t  

you  back  to  Recept i on .     

 

The  exi t  i s  on  the  l e f t  hand  s i de  o f  t he  recep t i on  desk .    Aga in  

p l ace  your  v i s i to r  pass  on  the  pad  o n  the  r i gh t  hand  s i de  o f  the  

tu rns t i l e .   The  tu rns t i l e  wi l l  open  up au to ma t i ca l l y .   Go th rough 

the  tu rns t i l e  and  p l ace  your  v i s i to r  pass  i n  the  wooden b o x on  

your  r i gh t  hand  s i de .  I f  you  ha ve  a  whe e l  cha i r ,  access ib i l i t y  

scoo te r ,  ass i s tance  dog ,  p ra m,  bu g gy  o r  l uggage  e tc  you  wi l l  be  

d i rec ted  by  a  Se cur i t y  Of f i ce r  to  e xi t  v i a  the  ga te  to  the  r i gh t  hand  

s i de  o f  the  recep t i on  a rea .  Once  th r ough to  the  ou te r  re cep t i on  

a rea  you  wi l l  exi t  th rough the  curve d  au to ma t i c  door ,  o r   a  

Secur i t y  Of f i ce r  wi l l  open  the  wider  a l te rna t i ve  exi t  door  fo r  you .   

I f  you  a re  parked  i n  the  on  s i te  car  park  you  wi l l  need  to  ask  the  

Secur i t y  Of f i ce r  to  p rov i de  you  wi th  access  to  the  car  par k  l i f t s .  

 

W e hope th i s  helps  to  p repare  you  f o r  your  v i s i t .  I f  you  have  any  

quer i es  o r  o ther  concerns  abou t  you r  v i s i t  p l ease  con tac t  your  

hos t  who wi l l  be  ab le  to  ass i s t  you .  

W e hope you  en joy  your  v i s i t  to  W elsh  Govern ment ,  Ca thays  Park .  

 


