	Ffaldau Primary

School Security Procedures

	Review Date: March 24
In conjunction with Health & Safety Policy
	


Part of the definition of ‘secure’ is to be “untroubled by danger or fear.” the policy for security is closely linked with the policy for health and safety and the policy for behaviour and discipline.

Responsibilities

The headteacher is responsible for implementing the policy for security and for ensuring that:

· All staff appreciate the importance of security and understand the policy and their own responsibilities;

· Staff training needs are kept under review and training arranged as necessary;

· Regular reports are made to the governing body and, where appropriate the LA;

· All crimes are reported to the police;

· Periodic risk assessments of security are carried out.

Involving Staff, Pupils and Parents

Good security involves everyone within the school.  All staff need to know the best methods to:

· Protect pupils from hazards;

· Guard against assault;

· Safeguard property;

· Contact the police;

· Implement emergency plans.

New staff should be informed of the school’s policy for security. Regular reviews should be undertaken and everyone should be made aware of the risks that are current and of how to respond.

Pupils should be encouraged to play their part by knowing what is expected of them and by having pride in their school.

Parents should be made aware that measures are taken to safeguard the welfare of pupils and staff. They should be informed of what is required of them to make the policy of the school work.

Security of Equipment and Services

It is important that risk assessments are carried out regularly. Hopefully any changes in risk will be anticipated, but failing this any change should be responded to as soon as possible.

The school contains valuable, portable equipment. All equipment should be marked clearly and visibly as belonging to the school. Allied with other security measures this can be a useful defence and an aid to recovering stolen property. Stock should be recorded annually on an inventory and kept in a secure location.
Important data on computers should be backed up regularly and kept by the headteacher to allow recovery of systems in the event of a fire, theft or accident.

The banking and retention of cash should be in accordance with the financial regulation contained within the Authority’s Scheme for Local Management of Schools. Cash should be counted away from public view and should be locked away safely until it can be banked.

Although virtually no amount of physical or electronic systems totally eliminates the risk of criminal attacks, the professional design, installation and maintenance of combined physical and electronic systems can:

· Afford highly cost-effective protection for the school and its contents from damage and theft;

· Ensure that the resources provided for education purposes are maintained in a condition that ensures continuity of education;

· Protect staff and pupils.

At Ffaldau Primary School an intruder alarm is fitted. This alarm covers all external doors and most areas within the building. The alarm is connected to a call monitoring centre which informs the police and one of the three keyholders if the alarm is activated. If the alarm is accidentally activated by a keyholder, the monitoring centre is contacted immediately to prevent a false call to the police.

Residents near the school and people within the community are encouraged to observe out-of-hours activity on the school premises. If any suspicious activities are observed they are reported to the headteacher or to the police.

In order to discourage easy access onto any flat roofs of the school, any equipment which might facilitate access should be removed. In order to reduce the opportunity for an offender to start a fire, refuse containers are secured by a padlock and chain to the wall away from the building.

If staff are required to attend the premises outside normal operating hours, possibly in response to an alarm activation, he/she should wait for the police if they have been contacted. If the police have not been contacted the member of staff should not enter the premises is there is any evidence of intrusion. No member of staff should ever risk personal assault. External assistance should be requested before checking the premises if there is any suspicion of intrusion.

Key Control

Keys are only issued to staff on the basis of a demonstrable work related necessity.  Copies of keys should not be made without authority.  Master keys should not be copied on any account.

The loss of any keys must be reported immediately and an assessment must be made of:

· the circumstances of the loss of the key being used improperly;

· the need for the lock’ or locking mechanism, to be changed, based on the circumstances of the loss and the key’s level of security.

Security Procedures during Working Hours

Although the school offers on open door policy to encourage parental and community involvement, it is important for the security of the school and the safety of its occupants that visitors to the school are subject to access control.

The main entrance to the school is indicated by signs. All visitors need to use the electronic access control system which operates at the entrance.  This system ensures that visitors report to a member of staff, usually the secretary.  Visitors should be given a badge which enables staff and pupils to differentiate between authorised callers and those who have not followed the required reporting system.

All pupils should be encouraged to report to staff anyone who they do not recognise as a legitimate visitor.  Staff should be encouraged to challenge any such visitor by requesting proof of identity and accountability for their presence.  If any visitors should be unable to do this, they should be accompanied to the school office to confirm their authority to remain or should be requested to leave the premises.  If the person refuses to leave the police should be contacted immediately.

If anyone is believed to be acting suspiciously, the headteacher should be informed in order to contact the police so that other schools in the vicinity may be advised to be extra vigilant.

The external doors of the school should be closed after the children have entered the building at the beginning of each session.  Any children arriving late needs to use the main entrance using the access control system.  Any parent or adult who has authority to collect a child out of school during the school day should report to the office first.

Deliveries to the school should be supervised, checked and recorded on receipt.  Items should be unpacked and stored as soon as possible. Parcels should not be left in the entrance area unattended.

Personal Security

Most people accept that physical force against an individual is an example of assault, but assault can take many forms, including verbal abuse, threats, rude gestures, harassment.  In the interests of personal safety the following points should be considered whenever staff have occasion to meet with parents or visitors.

Arranged meetings should be assessed in advance to anticipate the likely level of risk and a plan formulated on how to handle any potential problems;

· Always ensure that there are other people around;

· Body language, style of language, position of furniture are important factors in placating an aggressive parent.  Careful use of appropriate language will build confidence that the member of staff has empathy with the visitor’s problem;

· If there is the need for privacy and a meeting has to be held in a closed office, the member of staff should position themselves between the visitor and the door in order to ensure a quick exit if necessary.  If possible two members of staff should be present;

· If, for reasons of confidentiality, a meeting is to be conducted by one member of staff, a form of checking should be agreed in advance;

· If a person appears in the classroom he/she should be requested to go to see the headteacher immediately.  In the event of a refusal the headteacher or another colleague should be sent for to request the person to discuss the matter elsewhere or to ensure the supervision and safety of the pupils.  If necessary the police should be contacted;

· If a person is actually damaging property it is important to try to move away from the situation.  Personal safety is always more important that property;

· Physical force should not be threatened or used by members of staff other than to defend themselves or persons in their charge.

If a physical assault on a member of staff is carried out by a pupil, the headteacher should remove the pupil from the class and/or the school depending on circumstances.  A pupil may be excluded in accordance with the procedural guidance on discipline issued by the LA.

In the event of an assault on a member of staff it is the responsibility of the headteacher to report the incident to the LA.  An Assault on Staff report form should be completed and forwarded to the Health and Safety Officer in the Directorate.  Where a member of staff suffers injury, a medical statement should be obtained.  The headteacher should obtain full written statements as soon as possible from any people who witnessed the incident.  Details of time, place, what was said by whom should be recorded.  All staff should be aware of the Authority policy guidance on Assaults on Staff.

Collection of Pupils from School

It is importance that all staff are aware of parents’ wishes in the respect of the collection of pupils.  If a pupil is met by someone who is not expected or if they are not met, every effort should be made to contact the parent by telephone.

If there is any doubt about allowing a pupil to go with a person who is previously unknown to the school, staff should satisfy themselves as to the identity of the person and of that  person’s authority to take the pupil.

In the case of parents who are separated or divorced, it is important that the school is clearly aware of the arrangements for the authority to collect a pupil.  The school should query the application of any court orders.

If there is a problem with a parent claiming the right to collect a child and this may lead or actually leads to a disturbance which may result in assault, staff should seek assistance from colleagues or contact the police.

If there are any concerns staff must seek advice before releasing a pupil.
It is important that this policy for security is considered as a link with the policy for health and safety and the policy for behaviour and discipline.

	
	
	

	
	
	


