Appendix 1


Security Policy Statement 

The Governors of Spen Valley Sports College are committed to protecting the security, safety, welfare, image, reputation and assets of its pupils, staff and third parties working on or visiting the premises.

To meet this commitment, the school will comply with the Kirklees LA’s Security Policy (issued 22nd December 1997).

THE ROLE OF THE GOVERNING BODY

· To observe the policy of the LA.

· To determine and produce a written policy that reflects the particular security needs of the school.

· To deposit a copy of the policy with the LA.

· To determine a lettings policy and other use of the school commensurate with the security policy.

· To determine how the governor’s responsibilities will be exercised.

· To ensure that building access control procedures for the school are adopted, maintained and reviewed so that unauthorised access is preventable at all times so far as is reasonably practicable.

· To consult and inform all staff (parents and pupils as appropriate) about security.

· To ensure that the security policy recognises that other staff, not directly employed with the teaching process, will have to work in or on the school premises and that they and their Managers should be aware of, and accept the policy.

· To include for security in the school’s Development Plan.

· To consider security recommendations and advice from the LA.

· To allocate resources for security and training initiatives.

· To report annually to parents on security.

· To report annually to the LA.

· To receive reports from the Headteacher.

· To monitor and review the policy annually in the light of experience and known risks.

· To monitor and review the school’s security measures and procedures at least termly.

· To ensure that the school has an established and recognisable system for logging all risk management incidents(arson – attempted or actual, vandalism, violence, theft, graffiti, etc).

· To consider the safety of, and to have safe systems of work for, staff working off-site or outside the main school building, and for those responding to out-of-hours emergency call-out.

THE ROLE OF THE HEADTEACHER

· To implement and observe the security policy agreed by the governing body.

· To ensure that all staff appreciate the importance of security.

· To ensure that all staff are aware of, understand and observe the school’s security policy.

· To ensure that all staff are aware of, and understand their own responsibilities.

· To inform parents(and pupils as appropriate) of the school’s security policy.

· To review staff training needs and to arrange training as required.

· To report to the governing body on school security.

· To co-ordinate and report all incidents of crime to the police and to the LA.

· To undertake routine security checks.

· To arrange periodic risk assessment surveys.

· To ensure that a daily attendance log is maintained for staff, pupils and visitors.

ROLE OF STAFF

· Familiarise themselves and comply with the LA’s security policy and the school’s security policy.

· Ensure that security rules and procedures are followed by themselves and pupils in their care.

· Report any defects in the school security systems to the Headteacher.

· Maintain confidentiality about security measures within the school.

· Where appropriate to take responsibility for aspects relevant to their job (e.g. Caretaker, Business Manager, Head of the Department).

 ROLE OF MANAGERS OF OTHER STAFF EMPLOYED AT THE SCHOOL

· To recognise that security of the school and the safety of its occupants is a prime consideration at all times.
· To ensure that staff under their control are aware of, appreciate the need for, and observe the school’s security policy.
· To ensure that their activities and those of their staff do nothing to compromise the school’s security policy or the safety and security of the school and its occupants.
· To ensure that they and their staff maintain confidentiality about the school’s security measures.
· To ensure that any obvious defects in the school’s security are reported directly to the Headteacher.
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ARRANGEMENTS SECTION

Access Control

An open door policy can put staff and students at risk.  The school will therefore operate a single, workable access control system.

· Consider everyone who is not a member of staff or student as an intruder until they have gone through the visitor reception procedure.

· Provide visitors with a waiting area until they can be dealt with.

· Identify legitimate visitors and monitor:-

i)
their arrival and reason for their visit by enquiring them to SIGN IN

ii)
movement around the school and:-

iii)
departure time

· All visitors will be given a badge, which they will wear as long as they are on site

· Students should not approach any stranger who is not wearing a badge but report all strangers immediately to the nearest member of staff

· All access control locking mechanisms should be in place whenever the school is being used

· All fire exit doors should be used in emergencies only

Cash Handling

Cash should be kept to a minimum overnight and stored in a safe.

· The safe key should be removed from the premises overnight or kept on the person at all times.  See (The Kirklees Finance Handbook for Schools – Financial Regulation 12.2)

· Cash should be kept out of sight of all unauthorised personnel.

· Cash should never be left unattended.

· Authorised personnel should carry out banking only.

· The time and route taken to the bank should be varied.

· (Mention should be made of personnel involved by position only).

· Insurers recommended minimum standard.

· Up to £2500

One person carrying plus mobile phone

· £2599 - £5000
Two persons carrying with a dye discharge bag or three people 




carrying plus mobile phone

· £5000 - £7500
Three people carrying with dye discharge cases plus mobile 
Phone and alarm.

· £7500 - £10000
Three people carrying with dye discharge cases and a transalarm 



and/or radio/mobile phone and alarm.

· £10000 +

Security company

Protection of Valuable Equipment

(Valuable equipment would include computers, musical instruments and audio visual aids.)

· Equipment should be kept in a locked secure store when not in use.

· Equipment should be kept in an alarm-protected area.

· All equipment should be clearly marked with the name of the school.
· Equipment should be kept away from windows and doors as smash and grab attacks are Common.
· Where possible equipment should be securely anchored if it is to be left in situe in a classroom.

· All equipment should be detailed in the schools inventory.
· Consideration should be given to taking valuable equipment off-site during holiday periods (e.g. let teachers take computers home).
· Back-up tapes/discs should be removed off-site on a regular basis.
Safeguarding Personal Property

· The staff room should be kept secure at all times

· Personal possessions should not be left unattended

· Valuable possessions should not be brought into school by staff or pupils unless absolutely necessary

· If lockers are provided then staff and pupils should use them

· Bicycles and vehicles brought onto site should be secured

· No valuables should be visibly left in a vehicle

Students are to be discouraged from bringing valuable items to school and in the event that they do so the school accepts no liability.  If this is unavoidable on some occasion then special arrangements should be made in advance with the Headteacher for temporary safe-keeping.

Key Control

· Keys must be logged in the key register

· Keys must not be left unattended at any time

· Important keys must be kept on the person

· Lost keys must be reported to the Headteacher/Business Manager
· Keys must not be copied unless authorisation is given

· Refer to The Kirklees Finance Handbook for Schools – Financial Regulation 12.2

Intruder Alarm Management

Responsible personnel details for activation and deactivation:-

Caretaker and Assistant Caretaker

Key-holders in case of an alarm activation:-

Caretaker, Assistant Caretaker, Senior Management Team and Business Manager
· Key-holders should not attend the site alone but wait for police assistance

· Areas not in use should be alarmed by utilising the zone facility

· Detectors should not be covered or obstructed

· Mobiles or paper likely to set off detectors should not be used

· False alarm activations should be logged

Incident Investigation/Reporting Investigation

Trespass

· Trespass may give rise to a criminal offence under section 547 of the Education Act 1996

· Trespass is most common where the grounds provide a convenient short cut

This school has determined an authorised list of categories of persons, sanctioned by Governors and so minuted

· The school is a private place.  Any person who is not included in the following categories, and enters without permission, is a trespasser and may be asked to leave

a)
Members of staff – unless suspended for health or disciplinary reasons

b)
Registered students – unless excluded for disciplinary reasons

c)
Parents or guardians responsible for a student at the school - unless prevented for legal reasons

d)
Others – Governors, suppliers, contractors and authorised users of the premises for `out of hours activities’.

Offences not involving Assault

· Section 5 of the Public Order Act 1986 makes it an offence to use threatening, abusive or insulting words or behaviour or disorderly behaviour, within the hearing or sight of a person to whom it is likely to cause harassment, alarm or distress, even when no intent is involved.

· The school may decide that incidents in or around school, which might technically amount to committing the offences listed above, are best dealt with internally without involving the police.

· The school is aware of, and will act on where appropriate the criminal offences contained in the Protection from Harassment Act 1997.

Assault and Battery

In the event of any person assaulting or battering another person:-

· The school may restrain the assailant with reasonable force to protect the victim.

· In all but minor cases the school will refer to the police any assaults which appear to involve bodily harm.  The school will also report to the police incidents which take place in a public place off school premises, but in circumstances where the school has responsibility for any of those involved whether they be members of staff or students.

· Where possible those involved should make an immediate note of witnesses or others in a position to provide evidence of the assault.

· The school will be ready to provide a substantive account of what led up to the incident.

Offensive Weapons

It is now an offence under section 139A of the Criminal Justice Act 1988 (as inserted by Section 4 of the Offensive Weapon Act 1996) for anyone to carry an offensive weapon or knife on the school premises.  (A folding pocket knife with a cutting edge of no more than three inches is excluded from the definition of an Offensive Weapon).

· When it is reasonable to believe that a student is carrying an offensive weapon it may be appropriate for a member of staff to search the student if the student agrees to co-operate.  In such an event there should be a witness present.

· When a student declines to co-operate the parents or guardians must be summoned after the matter has been referred to the Headteacher, followed if necessary by referral to the police.

· Under any other circumstances a search for offensive weapons should not be undertaken by anyone other than the police.

Reporting and Recording Incidents

The school will maintain an Incident Register.  This will contain simple but accurate details of all event, which, while quite minor in nature, could become significant if they recurred and became persistent.  All staff are expected to record on an Incident form, example of which is annexed hereto,

Matters such as:-

· Trespass

· Aggressive behaviour by persons other than students around the school campus

· Matters reported by students

· Any other incidents giving cause for concern

The member of staff responsible for security, usually the Business Manager, will retain these completed forms in the Incident Register.

· The Headteacher and Business Manager will check the Incident Register regularly to see if any patterns are developing and to consider the need for any consequent action.

Security of Premises and Property

The school will endeavour to meet the standards by taking up as many of the recommendations as are practical outlined in the DFEE publication.  Improving Security in Schools ISBN  011 2709168.

· All staff are responsible for security of buildings and property.  Vigilance is an essential attribute – security is an attitude of mind, not just a series of tools.  

· At the end of the school day each member of staff should ensure that all windows etc are securely fastened and any blinds/curtains should be closed.

· Keep buildings clear of all material that can be used for Arson or Vandalism.

· Revisit Risk Assessment on a regular basis, particularly in light of Incident Register entries.

· Mark property clearly and permanently.  Publicise the fact that property is security marked.

· Alarms must be set.

Vehicle Security

All persons parking their vehicles on the school site must clearly understand that they are responsible for the security of their vehicle and its contents and that the vehicles are parked on site entirely at the owners risk.

· A register of authorised vehicle registration numbers should be maintained in the reception office

· Visitors bringing vehicles onto the site are required to denote their registration number when they sign the Visitors’ Book.

Theft, Petty Vandalism, Minor Criminal Damage and Burglary

Vandalism is usually found in areas like recesses and doorways, which offer concealment or which are not under regular surveillance.  Such areas may also be target for arson attacks.

· Criminal incidents of this sort are likely to require reporting to the Police, but are unlikely to require an emergency response unless an intruder is still on the premises

· When an intruder is thought to be present on the premises police help must be sought immediately

· When incidents do not require an emergency response the normal disciplinary procedures of the school must apply (see School Policy on Discipline)

Reviews

Regular reviews will be carried out on a termly basis and the results will be communicated at staff and governors meetings.

Arson

· Waste bins should be stored internally or secured away from the building when the school is closed

· All skips, wheeled bins, etc.  should where possible be kept at least 8 metres away from any building, preferably within a separate locked compound, and be made from non-combustible materials.

· Any wheeled bins or those that are easily moveable should be padlocked and chained to a stake fixed into the ground or other securely fixed object.

· Good housekeeping is essential.  If smoking is allowed, only allow it in designated areas and provide a non-combustible bin with a metal lid for waste.  Remember to have waste removed during the holidays if staff have returned to school to clear walls etc.

· Combustibles should be kept to a minimum in the school as large quantities increase the fire load considerably.

Lighting

· Lighting should be kept in a good state of repair and all defects reported to the Business Manager.

Police Response

False alarms on the intruder alarm system must be kept to a minimum as police response can be removed if there are too many activations.  It is therefore necessary to ensure that user error does not occur and all preventative measures are taken.

Lone Working

Staff may work alone at night or in detached or isolated areas of the school.  This practice may put them at increased risk and security at the end of the day must therefore be carefully assessed, as this is a vulnerable time.

Holiday Security

· All equipment should be stored in a secure store during the holidays

· Cash should not be kept on the premises during the holidays

· Vehicle gates should be closed and secured

· All external waste bins should be empty

· Staff utilising the school should activate the access control system

Contractors

Contractors on the school site are required to observe the School’s Security policy.

· Contractors should be signed in at reception and be issued with a visitor’s badge

· Building material must not be left lying around that could be used as ammunition to smash windows or as fuel for an arson attack

· Ensure thieves are not attracted to the site by the presence of contractors equipment

· When not in use scaffolding should not give access to previously secure upper floor areas

· Alarm systems must not be disrupted

· As far as possible ensure workmen are screened in the same way as school staff

Security Policy

