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	Section 1 – General Policy Statement


The school will ensure, so far, as is reasonably practicable, that employees, pupils and other non-employees are protected from risks to their Health and Safety.

Measures will be adopted to aid personal safety within school as well as helping to reduce the potential for arson, theft and vandalism.

Management responsibility for school security is shared between the LEA, the governing body and the Headteacher.

The school has drawn up the following arrangements to enable this responsibility to be effectively discharged.  The identified person for day-to-day responsibility is the Headteacher.

A summary of the School Security arrangements will be included in the School Prospectus and Annual Report.

Signed __J.Lowe_______________________________(Chairperson)
Date _____Nov 08_______________________________

	Section 2 – Organisation


The following employees have responsibilities for ensuring the security of the school building: 
	SECURITY ISSUES
	NAME
	SPECIFIC DUTIES

	Perimeter fencing, access routes
	Mr Slater
	 Walk and check every day.

	Securing school entrance/exits
	Mr Slater
	Secure all entrances and exits every day

	Control of visitors
	Mrs Haigh
	Ensure all visitors sign in and are escorted to the appropriate area

	Control of contractors
	Mr Slater
	Escort to the approp area and give emergency procedures to contractors.

	Security of money etc
	Mrs Haigh/Mrs Turton
	Ensure all money is deposited at bank or locked away in safe.

	Emergency procedures

(fire, first aid, accidents)
	Mrs Kirkman
	Ensure all staff are aware of designated officers and reporting system.

	Building security risk assessment
	Mrs Kirkman
	As above, and carry out assessments regularly.

	Intruder Alarms
	Mr Slater
	Alarm is monitored by a private company and the police are informed.S.Slater and C.Kirkman respond.


	Section 3 – Consultation


The school will discuss building security regularly as follows – termly – at Governors meetings, termly – at SLT meetings,once per month at staff meetings.
	Section 4 – Arrangements


The school has implemented the following arrangements to ensure the safety and security of staff, pupils and other persons using the school premises.

	4.1


	Information and Communication 



	
	All staff must be aware of the school’s security procedures. Good communication should be ensured with persons having a particular role, for security and knowing their duties. Security procedures will be disseminated to staff in the following ways. –

All staff are aware of the reporting procedure for safety issues.

A weekly timetable of events within the school is located in the school staff room and outside the Secretary’s office. This is updated on Friday.

Pupils are made aware of issues through daily assemblies.

All staff and pupils are made aware of the need to report immediately incidents/ persons on school premises.

The incidents should be reported to the Headteacher, Deputy Headteacher, a member of the SLT team, as quickly as possible.


	4.2
	Supervision



	
	Children are brought into class in KS1 at the start of the day. At KS2 .they come in when the whistle is blown. At break times non-teaching staff are on the playground prior to pupils leaving class to ensure they are supervised at all times. Teachers take their classes out  on the playground. After play T.A’s return to the classroom. Teachers collect their classes from the yard. At lunchtimes teachers dismiss their children from the classroom .SMSA’s escort the children to wash their hands and proceed to the dining hall. At after school clubs children should be collected from their classroom or the room where the activity has taken place. 


	4.3
	Visitors



	
	Visitors arrive at reception. They sign in , giving details of who they are and where they are from. They are then issued with a visitors badge and escorted to the appropriate room to meet a member of staff.



	4.4
	Access and Egress



	
	All visitors enter the building  via the main entrance  door. Staff enter by the main door or the staff room door. Staff and parents for the breakfast and after school club enter via the staff room door, using a coded lock. All pupils enter by the appropriate door for their classroom as agreed. All pupils taking part in a club before school enter via their classroom door or the main entrance as agreed with the adult taking the activity. Pupils arriving late enter via the main entrance. Once the school day has begun all external doors are closed only allowing access via the main entrance. After school groups also leave the building by the main entrance.

	4.5
	Site Security



	
	The site is checked daily by our school caretaker and all gates are locked after 9.30, thus ensuring that all visitors report to the main entrance. Checks of the site are also made in holidays.

Vulnerable areas are the main entrance on George street, because it is an open site. The public no longer use the playground as a walkway because of padlocked gates and increased fencing at the Wellgate entrance. Youths have trespassed in the Nursery entrance over the hawthorne hedge boundary. The caretaker’s house is next to this site and he usually sees intruders .Bushes have been cut back to improve the caretaker’s view. A security light will be fitted on the back entrance of the school to illuminate this area.



	4.6
	Cash Handling



	
	All cash is sent to the main office asap and handled by the admin officer ,Mrs Turton. Dinner money is deposited in the school,s cashless system by parents or older children.This is collected regularly. Money for trips is collected each morning and deposited in a tray which is sent to the office. The money is counted and deposited in the school safe and in the Royal Bank of Scotland as soon as it can be. 


	4.7
	Fire Detection Systems



	
	The school is fitted by a fire system by the LEA. The system is checked on a weekly basis and logged appropriately. Once a term a fire drill is held to ensure that all staff, visitors and pupils are aware of the fire procedure.In June 2004 a Fire Risk Assessment was carried out by Fretwell Cooper on behalf of the LEA and new plans drawn up recommending the areas that should have fire fighting equipment and the type of  equipment required. Any problems are reported to the Head teacher or caretaker who will then report repairs to the LEA.



	4.8
	Intruder Alarms



	
	The school is covered by an alarm system linked to Swift. In the event of the alarm being activated Swift will contact:

Mr Slater – The caretaker- Key Holder

Mrs Kirkman – The Headteacher – Key Holder.

A key holder will then attend school and check for a break – in etc and secure the site contacting the police if necessary.

All keyholders are aware that under no circumstances must they pursue any potential thieves in the building.




	4.9
	Out of Hours Access



	
	Arrangements have to be made via the Headteacher and the caretaker for out of hours access. Once the information is received arrangements are made for a caretaker to open the site/building and close at the appropriate time .This is for groups using the school out of hours. No lone working occurs.

	4.10
	Contractors



	
	All contractors visiting the site must sign in at reception. They will then be shown to the appropriate area of work. Arrangements have to be made via the caretaker for access by contactors out of hours. The caretaker will then arrange with the contractors a suitable time for everyone to enable access.

	4.11
	Valuable Equipment



	
	All electrical equipment is engraved and recorded on the inventory.

All computers are marked with Smartwater.



	4.12
	Personal Property



	
	Staff and visitors are made very clear that personal: property is their responsibility and should be kept with them at all times.


	4.13
	Emergency Arrangements



	
	The most efficient way to evacuate the building is to follow the fire drill. The classes on the left of the building line up on the field. The classes on the right of the building line up on the top playground. In a possible bomb scare the whole school would walk to Mapplewell school. If there were an intruder, judgements would be made in the specific situation, after the police had been phoned.



	Section 5 – Risk Assessment


As required by the Management of Health and Safety at Work Regulations 1999 an assessment of risks posed by security has been carried out.

The risk assessment will be reviewed annually by the Headteacher.

SCHOOLS TEMPLATE RISK ASSESSMENT FORM

	School
	Wellgate Primary School   

	Activity or Situation
	Building Security 

	Date completed
	Nov 08

	Assessors Name (Print)

Signature
	Carol Kirkman




	SECTION 1
Identification of Hazards


In this section you should identify the hazards.  A hazard is something with the potential to cause harm.

	· Open sites with a long perimeter

· Multiple entrances

· Badly lit car park

· ICT suite in the open throroughfare with lots of windows.

· A hawthorne hedge which can be transversed.




	SECTION 2
Determination of Risks (harm) arising 


from hazards identified in Section 1 


Having now identified the hazards you must look at each of the hazards and determine what the risk is and what is the chance  (high or low) that someone could be harmed by the hazard.

You must identify a risk for each hazard.  It is acceptable to have the same risk for more than one hazard.

	1. Burglary and/or damage to the building – low

2. Intruders. Children being snatched. – low

3. Intruders – low

4. Equipment damaged or stolen. Disruption to learning – low

5. Damage to Nursery – graffiti. The school looks bad. – low

6. Children wandering out of Nursery


	SECTION 3
Persons who might be harmed 


You should detail all the persons that may become exposed to the risks from the hazards identified in section 1.

Please tick as appropriate (
	Employees
	x
	Trainees
	

	Visitors
	
	Contractors
	

	Public
	
	Parents
	

	Pupils
	X
	Others (please specific)


	


	SECTION 4
Existing Control Measures


In this section you should detail all the measures that you have in place in school to eliminate or reduce the level of risk (harm) to a person.

	Fencing and gates                                 

Entrances clearly defined and kept shut when in session by all persons.                   

Well organised reception   . Two coded locks on the main entrances.                    

Valuable equipment marked with Smartwater

Intruder alarms

Secure cash handling procedures

Waste management procedures


	SECTION 5
Additional Control Measures


You need to consider whether you need to do more to reduce the level of risk.  You need to consider how likely each hazard could cause harm and whether the risk remaining after controls have been taken is high or low.

	Improve lighting in Wellgate carpark.

Allow the  hawthorne hedge to grow thicker.

Close the main gate at Wellgate, during school session.

Change ICT suite so computers can not be seen as overtly.

Ensure that all children meet and leave by the same classroom after a club.


	SECTION 6
Headteachers Action Plan


You need to detail the action that needs to be undertaken to implement the risk assessment and the additional safety measures in Section 5.  You may want to prioritise your actions.

	Action Required
	Persons Assigned
	Completion Date

	Improve lighting in Wellgate car park

Reinforce closing all outside doors to all staff in school

Reinforce locking the gate at 9.30 near Wellgate
	 Mr Slater   Mrs Kirkman

Mr Slater, Mrs Kirkman

Mr Slater
	Jan 09

Immediately

Immediately




	SECTION 7
Acceptance and Review


	I accept the details of the assessment and will ensure that the controls identified in section 4 and in section 5 and the action plan in section 6 is acted upon.

Signed: ....C.Kirkman... (Headteacher)........................................................................

Date:
...Nov 08....................................................................................

Review

This risk assessment will be reviewed one year from the date of 

completion...............Nov 09.................................................................
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