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INTRODUCTION 
 
 
The Governing Body recognises and accepts their responsibility to provide a safe and secure 
environment for students, employees and visitors to the school. The school’s security 
procedures will operate within the framework described in this policy. 
 
Measures will be adopted to aid the safety and security of staff, students, visitors and 
unauthorised visitors to the school as well as helping to reduce the potential for arson, theft 
and vandalism. Building security procedures will include arrangements to ensure, as far as is 
reasonably practicable, that unauthorised visitors are prevented from entering the school 
premises and that, should these systems fail, procedures are in place to deal with 
unauthorised visitors should they gain access. Furthermore, the school will review security 
controls to prevent a reoccurrence of the unauthorised entry. 
 
Where appropriate, the Headteacher will seek any necessary expert advice to determine the 
security risks and precautions required to deal with them. Staff will be provided with enough 
resources, information and training to implement the security procedures. 
 
The Governing Body will, where appropriate, be informed of breaches and failures of the 
policy to enable them to take any corrective action as is necessary to ensure the safety of 
members of the school community. 
 
POLICY 
 
The Governing Body of St Bede’s Catholic School and Sixth Form College recognises the 
importance of health and safety for the whole school community.  Therefore, the Governing 
Body is committed to the following principles: 
 

• Providing a secure, safe and stable environment for the education of our students, 
staff and all other stakeholders. 

• Minimising the risk of trespass, theft, criminal damage and arson. 

• Reducing losses in financial terms of buildings, sites and contents. 

• Ensuring continuity of education. 
 
The above principles will be carried out by the Governing Body in partnership with the 
Diocese, the LA and other relevant organisations such as: 
 

• The Police 

• The Fire Service 

• Insurance Companies 
 
Governors will monitor the performance of the school security measures. This will be 
achieved: 
 

• By the health & safety governor monitoring performance on their special interest visits. 

• Via the Headteacher’s reports to governors. 

• By all governors observing its implementation when they visit the school. 
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In its role as employer, the Governing Body has the responsibility for ensuring, as far as is 
practical, the health and safety of staff and students in schools. It will undertake these 
responsibilities in accordance with the Health and Safety at Work Act 1974. 
 
As part of the implementation of this policy the Governing Body, in partnership with the 
Local Authority Health and Safety team, will provide appropriate personnel with support and 
training in the following areas: 
 

• Risk assessment training for security in schools. 

• Health and safety training and procedures. 

• Health and safety information, guidance and policy updates. 
 
Most incidents involving the theft of equipment or property are also accompanied by 
criminal damage.  The cost of this damage frequently exceeds the value of the equipment or 
property stolen and besides being expensive to repair it can be very disruptive to the normal 
functioning of the school and may result in the temporary closure of part or all of the school. 
 
RESPONSIBILITIES 
 
The implementation and management of this policy is the responsibility of the Governing 
Body and the Headteacher/Headteacher’s representative. 
 
In accepting the main principles of the overarching strategy the Governing Body is 
committed to ensuring that: 
 

• this building security policy is implemented;  

• there are arrangements for consulting and informing staff about security;  

• there are arrangements for adequate financial resources to implement the policy;  

• there are arrangements for monitoring and reviewing the policy. 
 
The Governing Body will co-operate and consult with the Diocese, the LA and with other 
bodies (e.g. Police, Fire Service). 
 
THE HEADTEACHER 
 
The Headteacher is responsible for implementing the security policy agreed by the 
governing body and will organise arrangements that comply with the security policy agreed 
by Governors. He will also establish a system for the reporting, recording and investigation 
of breaches of the policy and take reasonable steps to prevent reoccurrence. 
 
The Headteacher is responsible for:  
 

• Setting up arrangements in school that comply with the security policy agreed by 
governors; 

• ensuring that all staff within the school receive information, instruction and training 
in the security policy and procedures; 

• establishing a system for the reporting, recording and investigation of breaches of 
the policy and take reasonable steps to prevent reoccurrence; 

• ensuring that all visitors, contractors and agency staff adhere to the security policy; 

• monitoring the implementation of the policy and security arrangements; 
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• determining which tasks and functions are delegated to which members of staff;  

• providing information to employees on the importance of building security and 
understanding of the school’s policy and their own individual responsibilities;  

• implementing training to those employees for whom it is appropriate;  

• ensuring that the Security Policy is available on our website;  

• ensuring that incidents are reported and recorded to the necessary authority e.g. LA, 
HSE, RPA;  

• producing regular reports to the Health and Safety Committee and Governing Body 
on building security as part of monitoring health and safety;  

• obtaining advice and guidance from the Local Authority, Police and Fire Brigade;  

• ensuring that all breaches of building security are reported to the police where 
relevant;  

• ensuring that a risk assessment is undertaken on the school’s building security and 
reviewed annually; 

• ensuring that a procedure for regular routine building security checks is put in place.  

• ensuring that risks posed to specific staff members are assessed in line with the 
school’s Lone Working Policy. 
 

EMPLOYEES 
 

All staff will comply with this policy and the arrangements made by the Headteacher to 
ensure the safety of children, employees and others on the school site. 
 
All staff members need to be aware of their role in ensuring building security measures are 
maintained. These include:  
 

• reporting potential hazards to the School Manager or a member of the premises 
team;  

• being aware of the procedures required to maintain building security;  

• implementing the schools’ emergency procedures. 
 
Staff and students are encouraged to offer ideas on good practice.  Every suggestion should 
be considered and if any proposals are not taken up then the reasons for their rejection 
must be explained to the proposers. Co-operation comes from personal involvement and 
this is a powerful means of encouraging individuals to share in the task. The School Council 
and Staff Voice have a vital role in this regard. 
 
SPECIFIC DUTY HOLDERS 
 
The following employees know and accept their responsibilities for ensuring the security of 
the school building:  
 

SECURITY ISSUES NAME  SPECIFIC DUTIES 

Agreeing and reviewing the 
school security policy 

Finance Committee Agree policy 
Review every 12 months 

Day to day implementation 
and management of policy 

Headteacher / School 
Manager / Premises Team 

Inform staff 
Monitor performance 
Review arrangements 

Securing school 
entrance/exits as detailed in 

Premises Team Checked daily. 
Sept 19 – Lock gates during 
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this policy school hours. 

Checking the condition and 
maintaining the safe 
operation of physical and 
electrical security devices 
(locks, gates, key pads, 
fences). 

Premises Team Part of normal duties to 
check physical integrity of 
security devices. 

Perimeter fencing Premises Team Checked fortnightly. 

Control of visitors Admin staff Check all visitors to the 
school and record arrival and 
departure using the 
electronic signing in system. 
Ensure that DBS checks are 
valid where appropriate. 

Control of contractors School Manager, Admin 
staff, Premises Team and 
Headteacher 

Check all contractors to the 
school and record arrival and 
departure using the 
electronic signing in system. 
Ensure that DBS checks are 
valid where appropriate. 

Security of money etc. Admin and Finance staff 
mainly but could apply to all 
employees 

All monies locked up 
securely. External security 
company contracted to pick 
up any money in school. 
School Manager follows H&S 
guidelines when depositing 
or collecting monies from 
the bank, when necessary. 
The school stays within the 
insurance limits. 

Emergency procedures (fire, 
first aid, accidents) 

All staff Staff are aware of and up to 
date with current emergency 
procedures. 

Building security risk 
assessment 

Headteacher, School 
Manager and Premises Team 

Regular review of 
procedures and 
effectiveness in the light of 
guidance and relevant issues. 

Intruder alarms Premises Team Checked weekly and 
annually serviced by external 
contractor. 

Completion of Premises Fire 
Log Book including Fire Risk 
Assessment 

School Manager and 
Premises Team 

Is completed and updated 
when necessary. 

CCTV Director of ICT Checked weekly. 

Fire Alarm Premises Team Checked weekly and 
annually serviced by external 
contractor. 
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STUDENTS 
 

• Students will be encouraged to exercise personal responsibility for the security of 
themselves and others.  

• Students will cooperate with the arrangements made for the security of the school. 
Breaches of the school security arrangements are a breach of the school’s Behaviour 
Policy. 

 
STAFF INDUCTION 
 
All members of staff whether permanent or temporary will be briefed on the school’s 
security and emergency arrangements and any significant hazards present as part of their 
induction and thereafter on a regular basis. The contents of this security policy will be 
brought to their attention. 
 
ARRANGEMENTS 
 
The school has agreed the following arrangements to ensure the safety and security of staff, 
students and other persons using the school premises. 
 
Information and Communication 
 
All staff must be aware of the school’s security procedures, especially staff that have been 
given a specific role to play.  
 
All staff inductions will include the school’s security policy and will be recorded on the 
employees training profiles. Records of which are kept in the school’s Risk Register. 
 
These arrangements will be communicated to all third parties that use the premises and 
grounds. All will be expected to comply with the school’s security arrangements as a 
condition of shared use of the building. 
 
Parents will be informed about the school security arrangements and what is expected of 
them, e.g. when visiting the school or at handover times. 
 
IMPLEMENTATION 
 
Risk assessments will be undertaken to identify any hazards and the appropriate control 
measures required. These assessments will be reviewed at least once a year or upon 
significant change of circumstances. To further aid the identification of security risks, a risk 
management security analysis will be undertaken on an annual basis. 
 
At St Bede’s Catholic School and Sixth Form College, we will review this policy in order to 
ensure that: 
 

• We have a periodically reviewed written risk management policy and associated 
procedures with which all staff are familiar. 

• We have identified the nature and level of risk at the school.  Information relating to 
location, nature of the site, building construction, day-to-day management, records 
of previous incidents and the value of the buildings and contents considered as part 
of the review. 
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• We have developed a strategy for risk management aimed at reducing the likelihood 
of loss or damage to the school or injury to staff, students/students and visitors. 

• We actively encourage a positive attitude and commitment towards security in 
everyone associated with the school. 

• We consult and co-operate with other agencies such as the Police and Fire Service 
when considering the introduction of counter-measures. 

• We monitor the nature and level of risk and the effectiveness of counter-measures. 

• We provide appropriate training in order to assist staff in discharging their risk 
management responsibilities. 

 
CONCLUSION 
 
The Governing Body has instilled a risk management strategy, which meets the security 
needs of the school. The strategy conforms to the standards set by the Local Authority and 
to any legal requirements.  
 
WHAT IS RISK MANAGEMENT? 
 
Risk management is taking steps to reduce the likelihood of loss or damage to the school or 
injury to staff and students. It begins with good housekeeping. It does not happen by itself 
or by the goodwill of a few members of staff. It is not the responsibility of the Police, the LA 
or the Fire Service. They will do all that they can to help and assist. 
 
This means we will have a clearly stated strategy backed up by commitment, determination 
and persistence and that staff, students and parents contribute and support our initiatives. 
 
It is vital we have a professional approach to risk management.  A positive attitude will not 
only limit loss but the morale of staff and students will rise as the disruption to lessons 
declines. 
 
Governors play a crucial role.  They set and maintain high standards, define roles and clarify 
responsibilities. Senior members of staff have special responsibility for the day-to-day task of 
seeing that the school's security strategy is carried out.   
 
COUNTING THE RISK 
 
Before developing a strategy for the school we identified the level and nature of the risk.  
Risk is defined as the probability of injury, damage or loss. It is more than a catalogue of 
actual crimes or incidents. Consideration was given to the following: 
 

• location; 

• the nature of the site; 

• the building construction and design; 

• the day-to-day management of the building; 

• the type of school; 

• the details of past incidents; 

• the value of the building and its contents. 
 
Risk varies. It is higher at some times of the day than others. Most arson attacks, for 
example, occur in the late evening and early hours of the morning. It will change if we have 
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extensive alterations or additions to the building or bring in significant quantities of valuable 
equipment. Good risk management tries to anticipate these variations, be proactive as 
opposed to reactive. 
 
DAY-TO-DAY MANAGEMENT OF THE BUILDING AND AUDIT OF CURRENT PRACTICE 
 
The main school building’s high risk areas are security alarmed via an approved security 
alarm company. The alarm system is extended when adaptations to and refurbishment of 
the building takes place. The alarm system is a sequential system fully compliant to current 
standards. The alarm system has an interface with the fire alarm panel; at weekends, holiday 
periods and from dusk till dawn, this interface allows ADT to contact the Fire/Police Services 
and our Premises Team. 
 
Members of the Premises Team are on sequential call outs. Senior members of staff are also 
back up to this and have been appropriately trained as key holders. 
 
In addition:  
 

• Extensive floodlighting covers entrance and exit doors adjacent to car parks, which 
were updated in 2019.  

• A new security fence was installed in February 2019 to the perimeter of the school 
building. Complete lockdown of the access points to be initiated in September 2019.  

• A security entrance door operates at the School Reception and on the most 
vulnerable doors. The pass code is changed regularly to avoid compromise. 

• Blinds are fitted to all classroom windows. 

• Broken windows are replaced with British Standard toughened glass. 

• The school has close links with local police and the Community Police Officer. Police 
will patrol the school on request. 

• The school operates an efficient attendance/registration system allowing us to 
monitor absenteeism and truancy – first day response for both main school and 
Sixth Form. 

• The school operates an electronic signing in/signing out system for all parents and 
visitors to the school. All visitors are given a yellow lanyard to identify them, which 
they must wear at all times. The Visitors’ Policy is clearly displayed. 

• Student Support and Sixth Form operate a student signing in and out system for 
students who are late or leaving early. Students out of lesson take their planner with 
them, duly authorised by their class teacher.  

• Main school students who wish to leave the site during the school day must have 
written and agreed permission, sighted by appropriate staff.  

• Extensive investment in external signage to direct visitors to the Main Reception. 

• CCTV on vulnerable external doors required for student and staff circulation.  

• Senior management and premises staff to closely monitor the movement of vehicles 
on the school premises and are responsible for contractors on site. 

• Contractors comply fully with school procedures at all times and the Contractors 
Charter. 

• Waste disposal vehicles and most contractor vehicles have restricted access to the 
site to avoid times when students and staff are moving around our site. 

• The Health and Safety Committee meet regularly and often security matters are 
discussed. 
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• The school has a Health and Safety SLA with Durham County Council. An audit of 
security measures forms part of the SLA. 

• A large duty team of teaching and support staff is deployed pre-school, morning 
break, lunch time and after school to supervise the safety of students. Staff wear hi-
vis waistcoats to ensure that they are clearly identifiable to students and visitors. 

• All staff and Sixth Form students wear bespoke lanyards. All main school students 
wear a coloured badge to identify which year group they are in. 

 
INSURANCE 
 
The school is insured through the Risk Pooling Arrangement with the ESFA, covering: 
 

• Public Liability  

• Governors’ Liability 

• Employers’ Liability 

• Contents 

• Buildings 

• Oversees Educational Visits 

• Works of Art 
 
Zurich Municipal covers: 
 

• Engineering Inspection and Reports 
 
CRIME PREVENTION – POLICE/SCHOOL LIAISON 
 
Durham Police operate a Police/School liaison service where officers regularly visit our 
school. 
 
HEALTH AND SAFETY COMMITTEE 
 
This policy and risk assessments are discussed at our Health & Safety Committee meetings, 
where all aspects of security-related risks affecting the premises/sites are reviewed and 
monitored. 
 
SECURITY RISK ARRANGEMENTS 
 
Building Structure, Plant and Equipment  
 
The school consists of 4 blocks (Main School, Sixth Form, Y Block and the Tech Block) and a 
demountable classroom. The original part of the school (existing Tech Block) was 
constructed in 1965 with traditional brick walls. There have been additional buildings built 
since and the most recent edition is the Sixth Form College, which was built in 2009. The 
main school building consists of 3 floors, the Sixth Form College, 2 floors and the rest of the 
school is single storey. Some of the buildings have an unconventional roof design, due to the 
fact that they have been extended. Many of the roofs have been re-laid in Autumn 2015, in 
addition, many of the windows in the main school block have been replaced with aluminium 
double glazing. All classroom and corridor floors are concrete and internal walls are plaster 
and brick. The main hall, boys’ gym and fitness suite have wooden floors, the girls’ gym has 
specialist rubber matting.  
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The external waste bins and skips are kept away from the building secured to a wall bracket 
8 metres away from the building. 
 
The premises team conduct a weekly walk around, inspecting the school and its perimeter to 
remove materials such as loose bricks and flag stones, which may be used to break into the 
building.  
 
Contractors may introduce new security risks to the school such as scaffolding, site plant and 
vehicles, hazardous substances and flammables and skips containing easily ignitable waste 
materials. All of these issues are discussed and addressed at pre-contract meetings and 
control measures/site rules agreed by both parties.  
 
Clearly Defined Boundaries  
 
It is important that members of the public know the extent of the Academy grounds. This 
does not always mean that the grounds are fenced, but where practical some form of 
boundary is necessary to mark the perimeter and to act as a visual indicator of trespass. At 
the same time care needs to be taken that landscaping does not act as a screen for potential 
intruders. The Academy has one main reception entrance for all visitors which operates via a 
security access. There are separate gated entrances at the front of the school for students 
before and after school. These gates will be locked at 9.00am until 3.15pm from September 
2019. Any late students will enter through the main reception and be directed to sign in at 
Student Support. To increase security, members of staff are placed on duty to prevent 
unauthorised access, pre-school and after school. 
 
Security Fencing 
 
For a school as large as St Bede’s, it is difficult to fence the entire site. Where possible, 
fencing has been supplemented by dense thorny hedgerows around the playing fields. 
In February 2019, we installed security fences around the perimeter of the buildings to 
enhance the safety of students, staff and visitors. 

 
Supervision of entrances 
 
Controlled access is a combination of measures to ensure that unauthorised visitors do not 
present an unacceptable risk to students or staff. 
 
The extent of physical controls, such as fences, has been decided by a robust risk assessment 
of the likelihood of visitors presenting a risk and the reasonableness of the control measures 
needed to reduce this risk. St Bede’s has, through risk assessment, balanced the need to 
remain a welcoming environment to the community and safeguarding pupils. 
 
There are a number of entrances to the school for students. The main entrance is situated at 
the front of school, set back from the main road. Improved signage directs all visitors to the 
main entrance. The signage has reduced risk of visitors accidently going to the wrong 
entrance.  
 
Access to the open entrances will be restricted from September 2019, as the gated access 
will be locked from September 2019. Most entrances around school are covered by CCTV. 
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CCTV 
 
The CCTV system is part of our security procedures. The system has the ability to record 
incidents to enable evidence to be presented to the appropriate authorities. Signage 
throughout school informs people of this. 
 
Lighting 
 
External lighting has been provided to:  
 
• illuminate pathways and external car parking areas;  
• deny intruders the cover of darkness by illuminating their access routes.  
 
External security lighting is activated on a ‘dusk to dawn’ setting. All lighting units and 
associated wiring wherever possible have been located and installed in such a manner as to 
reduce the risk of deliberate damage. Security lighting is regularly checked to ensure it is 
working properly and was upgraded in 2019.  
 
Security lighting has been installed in key locations and is regularly checked by a 
competent electrician.  
 
Secure Doors and Windows  
 
Site security is the responsibility of all staff. At the end of the school day, each member of 
staff should ensure that all windows in their classroom or office are securely fastened 
shut. The Premises Team check that the premises are secure at the end of each day. This 
includes verifying that external doors are secure and that windows are properly fastened, 
the cleaners help to ensure that windows and doors are closed in their cleaning areas. If any 
window or door is found to be open or unsecure, then they: 
 
 (a) make it secure; 
 (b) initiate the repair procedure at the earliest opportunity the next day – if a 

repair is required. 
 
Other security features include: 
 

• Window opening restrictors applied to each window in the school.  

• Fire doors are checked on a frequent basis for wear and tear or damage. 

• The strict control of keys with key storage boxes in alarmed areas. Keys are not to be 
given to anyone other than a designated key holder. 

• Some doors have been fitted with push button combination locks systems to give 
additional security of entry to the school building.  

• Science classrooms and cleaners’ cupboards have internal access control systems 
such as digilocks so that students are unable to access them without a member of 
staff. 

• Gates on school fields have digilock padlocks so that staff / students can access the 
fields during PE lessons, break and lunch. Staff must ensure that the gates are locked 
after use. 

 
Since part of the cost of a break in can be attributed to door locks being smashed or doors 
broken through, it is advisable to leave classroom doors unlocked but closed. 
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Regular checks are made to ensure that any such rules are being followed.  
 
Doors with access controls to them should not be wedged open and staff should not allow 
anyone to pass through any such doors unless they can be identified as a legitimate visitor.  
 
Internal doors 
 
Locking ordinary classroom doors at night does not deter a burglar. Only internal doors 
designated as “secure” will be locked at night. Making sure that these secure doors are 
locked is the responsibility of the Premises Team. Other doors will be closed but not locked.  
This does not mean classroom doors cannot be locked during the day when the classroom is 
empty. 
 
No doors other than those agreed with the School Manager or Premises Team are to be 
locked. 
 
Valuable equipment and belongings should not be kept in areas of high risk, i.e. areas that 
cannot be secured. 
 
Post box  

 
The academy has an external metal post box, which does not provide direct entry 
into the building. 
 
Trespass 
 
Trespassing is a civil offence. Schools can take civil action through the courts to stop 
persistent trespass. Schools may write to advise persistent trespassers of the potential 
offence. 
A school may consider that aggressive, abusive or insulting behaviour, or language from a 
parent/visitor presents a risk to staff or students. It is enough for a member of staff or a 
student to feel threatened. In such a circumstance, schools have a power in common law to 
bar the parent from the premises. 
 
Intruder alarms  
 
Only designated persons who have been correctly trained operate the alarm system. The 
system is overseen by ADT, through a SLA with the LA. ADT conduct regular maintenance 
and service checks to ensure that the system is in working order. 
 
The Health and Safety Committee monitor and review our systems to ensure that the 
following procedures are being fully carried out by appropriate members of staff: 
 

• Before leaving the premises, doors and windows are checked to ensure that they are 
physically secured and that all personnel have left the building. 

• Detection devices are checked to ensure that they are not obstructed. 

• Entry/exit procedure are followed as agreed with the alarm company. 

• Keys are only ever given to authorised members of staff. 
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• All keys necessary to enter the premises are readily available and that code numbers 
are known before entry. 

• Wiring and detection devices can be accidentally damaged or moved. Should this 
occur the alarm company (ADT) are contacted immediately. In particular, report any 
vandalism. 

• After a false alarm, check the system carefully and note the cause of activation. 

• Inform the alarm company (ADT) engineer of the believed cause of the activation 
immediately on their arrival. Ensure that the log book for the alarm system is 
updated with the cause of the activation and the zone number updated with the 
cause of the corrective action taken. 

• Staff who attend the activation are not to enter to building if multiple sensors are 
activated. They are to await the arrival of the police. 

• If a member of staff believes that there has been a break in. They are to immediately 
contact the police and await assistance. Under no circumstances are they to tackle 
any intruders. 

 
The alarm company are informed of any alterations to our premises, which may affect our 
alarm system. 

 
Key security  
 
Designated key holders are kept to a minimum. Not every key holder will require access to 
all parts of the school and consideration has been given to suiting locks and restricting key 
holders to those areas where they require entry. 
 
All keys should be issued against a signature, which are recorded in a "key book".  This 
especially applies to keys to secure stores and areas. 
 
The making of duplicate keys should be discouraged. All new or replacement locks are of a 
type covered by patent using restricted key sections. A registered locksmith on receipt of 
authorisation from the School Manager/Director of Academy Services can only supply these 
keys. 

 
Storage  
 
Any valuable equipment should be placed in a secure storeroom after use. Equipment that 
has to be left in-situ should be protected by being secured in position or being placed within 
a room that has increased security measures added to it such as security doors. Access to 
any secure store or room should be for designated people only. Such rooms should be kept 
locked at all times.  
 
The academy has a number of computer systems. Which includes both stand-alone and 
networked computers. The data stored is an important asset that is included in the school 
security strategy. It may include administration records and coursework which is vital to the 
running of the school. Back up procedures for the data are well defined and conscientiously 
followed. The method used is kept under review as advances in technology continue to 
make the process quicker and easier. Paper copies of some work will also need to be stored. 
There is storage of data and programs off site to allow recovery of systems even after total 
system loss due to fire, theft, and accident. 
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Readily combustible materials such as paper are stored in designated areas where they will 
be secure against unauthorised entry. These areas should be free of sources of ignition. 
Flammable liquids are kept in purpose-built stores or cupboards. Staff handling these 
materials are aware of the dangers and access is restricted. 
 
Valuable equipment/ICT 
 
There is a need to consider what 'valuable' equipment is in the school (i.e. both in terms of 
financial value and operational value). ICT equipment is recorded on our asset register. 
 
All valuable items should be securely stored when the school is not in use. They should be in 
secure cabinets or specially protected areas, whenever possible. Inventories/stock books 
must be regularly updated with all such equipment including the model number and type. 
 
Cash handling 
 
Cash is the single most attractive item for thieves. Cash should only be kept in the safe and 
not be kept in a secure store, filing cabinet or desk drawer. All cash must be handed in to the 
main reception for banking immediately. The school insurance policy is very restrictive as to 
the limit of cash that can be held in the safe. Cash must be banked immediately. The school 
has a contract with G4S for the secure handling of cash to the bank. 
 
Personal Property 
 
Personal property is a personal responsibility.  The school will not accept any responsibility 
for any loss or damage to the personal property of members of staff, students or visitors. 
 
Students are discouraged from bringing valuable items to school. Additionally, students and 
parents should be aware that should valuables be brought to school, the school will accept 
no liability for the loss, damage or theft of personal items. It is recommended that items are 
returned to the student/parent at the earliest opportunity. Lockers are available for students 
in the main school and Sixth Form to store their personal property, which can discourage 
theft from unattended bags.  Lockers are available for staff in the staff block. 
 
Handbags or briefcases should never be left unattended, unless they are in a locked 
cupboard or store and should never be left in the school overnight. 
 
Staff are responsible for the security of their own vehicles. Valuables should not be on 
display or removed from parked cars. 
 
Personal safety  
 
There is a need to maintain and support a pro-active approach to the protection of students, 
staff and visitors against violence.  The strategy has been developed from an assessment of 
risk, which should take into account: 
 

• the individuality of the school; 

• the likelihood of an incident occurring; 

• the identification of reasonable and practical counter-measures; 

• the awareness of all occupants of the risk and what to do in the event of an incident. 
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Staff should always risk assess a situation and not put themselves in danger by confronting 
an intruder. They should immediately report any persons on site that are not identified by 
a lanyard or visitors pass, to the main reception or a member of the Premises / Leadership 
Team. 
 
Visitors 
 
Procedure to adopt/enhance: 
 

• There are notices displayed at entrance doors asking visitors to report to the Main 
Reception. All visitors, without exception, are given a visitors pass/lanyard and must 
wear it, where it may be easily seen throughout their stay. LA or universal services to 
display their ID pass at all times. 
 

• If a member of staff sees anyone who they do not recognise and who is not wearing a 
lanyard / visitor pass, then they will politely*: 

 
o ask the purpose of his/her visit; 
o ask if they have reported to the office; 
o escort the visitor to the office for a visitors pass / lanyard, if the visit is 

legitimate or off the premises if no reason for the visit is given. 
 
*Staff must never argue with a visitor and if you think that there is any risk of physical 
attack they must immediately seek the assistance of other members of staff.  If necessary, 
the assistance of the Police will be sought. If such an incident occurs, whether or not the 
Police are informed, the Headteacher will be told as soon as possible. 
 

• If a student sees a stranger in school without appropriate ID, they have been 
informed to immediately tell a member of staff. It is the responsibility of that 
member of staff to investigate or to report it to another member of senior staff. 

 
Staff 
 
All staff including Supply Agency staff to be provided with a bespoke visitor’s badge that is to 
be worn at all times. Staff not wearing a named lanyard badge are to request a temporary 
badge, as and when necessary until theirs is replaced. 
 
Students 
 
The school operates an efficient attendance/registration system (SIMS) for students which 
allows us to monitor absenteeism and truancy lesson by lesson – first day response well 
established. Student Support operates a system for students to sign in or out who are 
late/leaving early. Students out of lessons take their planner with them, duly authorised by 
their class teacher. Staff are to challenge students and those without their planner or good 
reason to be out of class are to be reported to the Welfare and Development Manager. 
Students who wish to leave the site during the school day must have written permission, 
sighted by appropriate staff.  
 
Colour coded enamel badges are worn by all main school students to enable easy 
identification of students’ year group. Sixth Form students are required to wear their own 
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bespoke identifiable lanyards, which they must wear at all times when on the academy 
grounds. 
There is an electronic signing in/signing out system for all parents and visitors at the main 
office. 
 
All staff and students are to be informed of this procedure and all personnel visiting the 
school will comply with this procedure. 
 
Evening use / Lettings 
 
When members of the public use the building they should be confined to as small an area as 
possible, to avoid compromising the security of the entire building. Care should be taken to 
ensure that this does not jeopardise fire escape routes. Event organisers are to be vigilant to 
ensure that students and visitors are not accessing any unauthorised areas of the school 
during evening events.  
 
Our school security arrangements have taken into account any other third parties that use 
the school building or grounds. In most circumstances the arrangements for the school in 
general will be equally applicable for the third parties involved. Any lettings by community 
groups is authorised by the School Manager and Premises Team. All prospective lettings are 
to sign the Lettings Agreement, which details the Health, Safety and Welfare arrangements. 
All lettings are to ensure that the people involved stay in the agreed areas of the school. 
They must enter and leave by agreed entrances and exits. Anyone who hires the school for a 
letting must hold the appropriate public liability insurance and have an enhanced DBS, which 
is sighted by the Office Manager and noted on the school’s central record. 
 
Contractors  
 
Building contractors can bring many additional sources of ignition onto the premises 
including tar boilers, blowlamps, welding equipment and LPG bottles.  All contractors must 
be made aware of the fire prevention procedures in force and instructed to follow them. All 
contractors must follow the procedures of the school as agreed at site meetings and as 
prescribed in the ‘Contractors Charter’ document, they will be confined to pre-determined 
areas of the school and will comply with school procedures. All contractors must wear 
appropriate identification. It is the responsibility of the Director of Academy Services/School 
Manager and Premises Team to ensure that contractors on site follow our procedures. 
 
Contractors will: 
 

• All will be given school badges and be expected to wear them. 

• They will only park where authorised to do so. 

• Will only carry out work agreed at the start of the contract and at the times agreed. 
 
Contractors are not to engage with any students while on site. Staff are to ensure that 
students are not trying to seek the attention of contractors while they are on-site. 
 
At the end of each working day they will check to ensure that no building materials are left 
unsecured outside of the school, which can be used to start a fire. 
 
Lone Workers 
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Our school has a bespoke Lone Working Risk Assessment and Policy for staff. To be read in 
conjunction with this policy. 
 
Housekeeping 
 
It is a fact that well-kept schools respected by everyone suffer less crime. Neglect 
encourages theft, vandalism and arson. Unchecked vandalism can lead to total destruction 
of property. 
 
It is important that the school and grounds are always well maintained and that we maintain 
a friendly, caring atmosphere.  The use of pot plants, the quick removal of graffiti and fast 
repair of broken windows all help to create and maintain this atmosphere. 
 
We have employed a day cleaner to ensure that the school is cleaned throughout the day 
and that any issues can be dealt with immediately. 
 
School Grounds – landscaping, the use of low level plants and shrubbery, close to the 
building, to deny intruders cover and make surveillance easy. Access for emergency is kept 
clear at all times. 
 
We try to ensure that all litter is picked up as soon as possible. 
 
Using the school grounds as an educational resource helps students develop a caring 
attitude and sense of ownership over the school grounds. The School Council take an active 
lead in this regard. 
 
Rubbish – Waste and refuse is taken out of the building at the end of each day and placed in 
waste containers with lids, situated at the back of the school, away from the school 
buildings. The moveable bins are chained together to stop them from being pushed towards 
the school. 
 
Fire Precautions 
 
Fires are destructive, disruptive and costly. They are often caused or made far worse by 
carelessness, failure to take account of obvious hazards or ignoring basic fire precautions. 
Fire risk assessments are carried out and reviewed. Cross reference the Fire Evacuation 
Policy and risk assessment. 
 
Fire Evacuation plans are displayed in every classroom. 
 
Fire Drills 
 
Every member of staff must ensure that they are familiar with the procedures for evacuating 
the school (in and out of school hours) and, in particular, their role in these procedures. A 
fire drill may be an interruption to a lesson but it must be taken seriously. Staff and students 
have been made aware of our procedures and regular fire drills are conducted and recorded.  
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Fire Doors  
 
Fire Doors protect escape routes from the effects of fire to allow the occupants to escape 
and protect the building by limiting the spread of fire. Fire Doors must not be propped open 
by staff. All new Fire Doors fitted conform to British Standards. 

 
Fire Alarm System 
 
The fire alarm is tested at least once a week using a different call point on each occasion.  
Any fault is reported immediately.  Details of the tests are kept in a log book. 
 
Fire Fighting Equipment  
 
The Premises Team have a complete list of all fire extinguishers, fire hydrants and fire 
blankets and check them once a month. They note the results of these inspections in their 
H&S file.  All equipment is checked and repaired annually, as part of a SLA from an external 
company. 
 
Flammable Liquids 
 
There are regulations on the amount of flammable liquids, which can be kept in school, and 
how they should be stored. All flammable liquids are kept in the appropriate quantities, in 
the correct containers, securely stored in accordance with the guidance given by the Local 
Authority's Health and Safety Adviser. 
 
It is the responsibility of each Subject Leader to make themselves familiar with these limits 
and to ensure that: 
 

• these limits are not exceeded; 

• all flammable liquids in his/her department are correctly and securely stored at the 
end of each working day.  

 
Smoking 
 
The Academy is a no smoking school. Please cross reference with the No Smoking Policy. 
 
Medicines 
 
There are occasions when students may be prescribed treatment, where medicines are 
needed during school time. Parents must provide written confirmation of such medicines 
and in suitable and labelled containers. These containers will be locked in the school’s 
medicine cabinet in the MI Room. The key is available from the MI Room or the Student 
Support Reception but only authorised staff are allowed to dispense medication to students. 
Arrangements for the administration of medicines are detailed in the Medication in School 
Policy. 
 
PROCEDURAL SECURITY MEASURES  
 
Supervision 
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Staff are on duty to supervise the students before and after school and during break and 
lunchtime. Staff who are supervising in more remote areas, for example on the school fields 
are given walk talkies so that they can contact other members of staff if they need to, for 
support. Staff are aware of the fact that all staff, visitors or contactors must wear a lanyard 
and know the agreed procedures for challenging unauthorised persons on the premises.  
  
Access to the academy is monitored by staff and CCTV and restricted where possible by 
digilocks to certain areas of the school. From September 2019, the gated entrances will be 
locked during school hours, which will help to restrict access to the school. Staff and 
students are aware of how important it is that they are vigilant and report any persons 
onsite without a lanyard to a senior/member of staff. 
 
Visitor Control Systems 
 
There is clear signage around the school directing all visitors to the main reception, where 
they are asked to sign in and state the reason for their visit. All visitors and contractors are 
given a yellow lanyard to identify them and show that they are authorised to enter the 
premises. Members of the reception staff are designated to deal with visitors, ensuring that 
they are given adequate health, safety and welfare instructions proportionate to the length 
and nature of their visit such as fire procedures, location of welfare facilities including first 
aid, limitations of access, signing out procedures, access provisions for the disabled, site 
rules, etc. Contractors are also to sign in at reception and are given the same information, if 
they are going to be onsite for long periods of time then further H&S, welfare and 
safeguarding arrangements are discussed and they are given the Contractors Charter to read 
and sign. 
 
Any person on-site without a badge will be asked to accompany a member of staff to the 
reception desk to sign in and be given a lanyard after they have indicated their reason for 
the visit. Students are informed in assemblies that they are to report any visitors without a 
lanyard to a member of staff. 
 
Wherever possible, visitors and contractors should be accompanied for the duration of their 
visit. The Academy may determine that regular visitors with DBS checks can be 
unaccompanied, if they are familiar with the school. 
 
In order to access the reception area, visitors have to be granted entry through a digilock 
system, in which they are asked the nature of their visit before they are allowed in. The pin 
coded entry for staff is changed on a regular basis for extra security or after a suspected 
breach.  
 
Information is provided to staff, particularly those at reception areas, about any person who 
has been barred from entering the premises or who has a court injunction/order against 
them preventing them from accessing any child at the school.  
 
Visitors must not remove any items of school property without the express permission of 
the School Manager. 
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Out of Hours Security 
 
Staff, students and contractors may require access to the Academy during holidays, 
weekends and out of normal hours. This is to be arranged and agreed with the Headteacher, 
School Manager and a member of the Premises Team at least two weeks in advance. 
Staff, students or contractors must not give access to unauthorised persons to the site at any 
time. All visitors are directed to the main reception. 
 
Holiday arrangements for staff  
 
During holiday periods the school is open from 0800 hrs till 1600 hrs; all staff, contractors 
and visitors who enter the building must sign in and out. Doors are only unlocked when 
necessary. 
 
Cooperation with third parties and community groups 
 
Our school security arrangements have taken into account any other third parties that use 
the school building or grounds. In most circumstances the arrangements for the school in 
general will be equally applicable for the third parties involved. Any lettings by community 
groups is authorised by the School Manager and Premises Team. All prospective lettings are 
to sign the Lettings Agreement, which details the Health, Safety and Welfare arrangements. 
All lettings are to ensure that the people involved stay in the agreed areas of the school. 
They must enter and leave by agreed entrances and exits. Anyone who hires the school for a 
letting must hold the appropriate public liability insurance and have an enhanced DBS, which 
is sighted by the Office Manager and noted on the school’s central record. 
 
ACTION IN THE EVENT OF A CRIME 
 
If you disturb someone who has broken in or entered the premises by unauthorised means 
DO NOT CONFRONT the intruders. Your task is not to challenge or confront criminals.  
Contact the Police immediately and await assistance. 
 
COMMUNITY RESPONSIBILITY 
 
We continue to nurture good relations with the neighbouring community and they should 
be encouraged to use a set procedure for reporting intruders and trespassers when the 
school is unoccupied. Awareness will be raised via: 
 

• Involvement of parents - they have a vested interest in the well-being of the school 
and can play an important role in combatting crime. 

• Regular newsletter to parents - a useful way of drawing attention to our concern for 
the safety of staff and students and the protection of property. 

 
Seeking the co-operation of parents and the community costs very little and brings 
substantial returns, by continuing to work together we can create a deterrent to the 
criminal. 
 
ACCIDENT AND INCIDENT REPORTING AND RECORDING 
 
The school has systems for reporting and recording accidents and injuries. All staff and 
students have been informed via student planners, PSHE lessons, and staff handbook of 
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these procedures. Accidents, injuries and dangerous occurrences are recorded in an accident 
file located in the School Manager’s office and an accident form is completed as soon as 
practically possible. In cases where medical or hospital treatment is required, following an 
accident or injury, then parents or emergency contact persons are always contacted 
immediately and an electronic accident report form is submitted to the Health and Safety 
Team at Durham County Council. A review of the accident along with a risk assessment and 
remedial action is carried out. 
IT IS IMPORTANT THAT THESE GUIDANCE PROCEDURES ARE KNOWN AND UNDERSTOOD 

BY ALL MEMBERS OF STAFF.  


