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Security Policy
Introduction

We believe it is essential to have in place exceptional school security systems to protect pupils, school personnel and equipment which will establish an environment where everyone feels safe and secure.

We believe that school security is everybody’s responsibility.

Aims

· To protect children, staff, visitors, buildings, grounds and equipment from damage, arson and theft.

· To provide a secure environment for children, staff and visitors to the school.

Consultation

Policy written by Katie Cresswell, School Business Manager in consultation with Alfreton Nursery School SMT and staff team.
Procedure & Practice

Role of the Local Authority

To support the Governors and Head Teacher through the provision of guidance, information, specialist advice, training and funding.

Role of Senior Cleaner 
· To act as key holder number 1 and respond to intruder alarms.

Role of the Governing Body

The Governing Body has:-

· Responsibility for the effective implementation, monitoring and evaluation of this policy in line with the Health and Safety and Safeguarding Policy.

· Appointed a Senior Cleaner to adhere to school security measures.

· Responsibility for regularly reviewing security at Governor meetings in line with the Health and Safety and Safeguarding Policy.

· Responsibility to determine action plans and spending on security measures as determined by the Resources Management Committee and Head Teacher.

· Delegated powers and responsibilities to the Head Teacher to oversee all school security measures.

· Responsibility to ensure that procedures are in place to report incidents to the Local Authority.

· To draw up any recommendations from the annual Health and Safety Inspection.

· To monitor the School Central Record to ensure that all staff are checked in line with Criminal Records Bureau
Role of the Head Teacher

· To ensure that security measures are in place and are effective

· To ensure that all school personnel are aware of procedures

· To review and monitor staff security training needs

· To ensure parents/carers are informed of the security policy and engage their support.

· To monitor and evaluate the effectiveness of this policy

· To liaise with and report any crimes to the police.

· Periodic surveys and risk assessments of security are carried out in line with the Health and Safety Policy.

· To secure the school site in the absence of the Senior Cleaner, to include setting the alarm.

· To act as a key holder to the school.

Role of the Senior Cleaner
· To be responsible for day to day security measures – locking security outer gates so the school site is secure.

· To report any Health & Safety/security issues to the Head Teacher/School Business Manager
· To report crime and loses to the Head Teacher/School Business Manager.

· To secure the school site at the end of the day.

· To act as a key holder to the school.

Role of the School Business Manager
· To support with the annual Health and Safety Inspection.

· To report crime and loses to the police.

· To support the preparation of insurance claims & liaise with DCC’s Insurance Department.
· To monitor contractors on site in line with the Health and Safety Policy. 

· To security mark all resources.

· To act as a key holder to the school.

· To ensure all new purchases are added to the Inventory and that items for disposal are removed.

· To ensure that all school monies are held in the school safe until they can be banked.

· To ensure that all visitors sign in using the electronic Visitor Management System, wear a visitor badge and are given a ‘Safeguarding and Health & Safety Procedures’ leaflet.

· To ensure that visitors working with children have been DBS checked in line with the school Safeguarding Policy.

· To keep the Single Central Record up-to-date and ensure that all staff are DBS checked.

· To ensure the office filing cabinets are locked when the office is left unattended and the office is covered during any periods of absence by office staff.

Role of School Personnel

· To be aware of and abide by this policy.

· To undertake appropriate training in security procedures if required.

· To be security conscious by challenging anyone not wearing a visitors’ badge and to help develop security conscious children.

· To safeguard property; to include checking windows and doors are closed and locked, keeping laptops and other equipment secure, all electrical supplies are turned off, lights are turned off and blinds are drawn.

· To secure personal possessions by carrying on the person or by securing in a locked area.
· To liaise with Head Teacher, School Business Manager, Chair of Governors to help improve security.

· To challenge any unauthorised personnel on the school site.
· IT information to be secure in line with the E-Safety Policy.
· To ensure the school gates/doors are secured after use (ie top locks on doors)
· To inform the Head Teacher/School Business Manager of any external lights not working.
Role of Children
· Children must be made aware of and abide by all security measures that are in place.

· Children to be made aware of the school E-safety policy

· Children to be made aware to notify an appropriate adult if they notice any security related incidents.

· Children to be made aware of their responsibilities in line with school’s RRSA accreditation.

Reporting Incidents

All incidents of crime and all losses will be reported to the police by the Head Teacher/School Business Manager.
All incidents involving assault will be recorded.

All incidents leading to injury to a member of school staff caused by physical violence will be reported to the Health and Safety Executive.
Approaching an Unauthorised Visitor

· When possible do so with a colleague

· Be polite and assertive but avoid aggression

· Find out if they have legitimate business on site.  If they have, direct them to the main School Office.  If they have not, ask them to leave the site.

· Try to make a mental note of any abusive or threatening behaviour and report as soon as possible after the event.

· Notify the School Office/School Business Manager/Head Teacher immediately who will take appropriate action.

Remember; your aim is to secure the safety of pupils and staff without endangering yourself.

Security of property and the building is always secondary to the safety of people.

Appointments with Parents/Carers
Contact with parents is a vital part of the education process and staff are encouraged to contact and meet with parents/carers whenever possible.  However, to ensure that such meetings are conducted in a safe and proper manner our policy is:-

· Being available for a few minutes before and after school for informal chats.

· Whenever possible a more formal appointment should be made in advance

· Staff should not normally arrange to meet parents after 4pm unless they make special arrangements to do so (a member of the SMT will offer advice/and team leader should be informed)

· If you feel that the interview is likely to be acrimonious, make sure another member of staff or witness is present and that minutes of meetings are taken.

Equal opportunities:

The School’s Security Policy has been written in line with the school’s Rights Respecting School status where everybody is treated fairly and equally.

Health and safety:

Health and Safety and the Safeguarding of children remains the school’s highest priority.  

New electric vehicle access installed Spring 2017 to improve security by restricting access to the school car park and new Visitor Management System installed Autumn 2018.
Monitoring and review:

This Security Policy will be reviewed every 3 years in line with the school’s Policy Review system.
