Glendale Primary School


 School Security Arrangements 

Creating a safe and secure environment for staff and pupils

These arrangements apply to all members of staff and it is very important that everyone knows what the arrangements are and follows them carefully. The children in the school must also have a clear idea of the safety procedures so that they too know what to do in difficult situations.  Just like the Fire Drill arrangements teachers should explain regularly in simple and non-frightening terms the safety arrangements.  

A copy of the Health and Safety Master files is kept in the Head Teacher’s office and is available to all.

Entry to the school

By and large the risk can be minimised. Although we have a number of entrances to the school we can ensure that only one door is used by all visitors to the school if the following points are followed.  However it is important that we stick to these guidelines and do not become complacent or careless in following them.

1. The front door of the school is the main door to be used by all adults visiting the school.

2. Only children should enter by the back door, or by the fire exits.  Once the children are in school the back door should be closed, but it need not be bolted, as it cannot be opened from the outside.  This would mean that anyone having to exit by the back door in an emergency could do so with just one movement but no-one could enter that way.  After the school is in all doors must be kept closed.  This would include the kitchen door.

3. All visitors will be issued with a security badge at the office. 

     All visitors means just that: visiting teachers, parents, workmen, 

               University/secondary school students.
4. All members of staff should make sure that any visitor to the school who is not wearing a badge is stopped and asked to report to the office.

5. Children must know to report to their teacher if they see a visitor in the school who is wearing a badge.

6. In a difficult situation, perhaps when an adult appears to be angry and troublesome all members of staff must take action:
· take all children in from the open area and close classroom doors

· inform HT or DHT

· if necessary dial 999
· be alert so that if the situation becomes more difficult then children could be taken out of the class or even the school.
Security in the playground
Our school grounds are clearly defined by the fencing.  However the height of the fence means that anyone can enter the school grounds that way if they so wish.  However we can minimise the risk by taking a number of steps.  Again it is important that we stick to these guidelines and do not become complacent or careless in following them.

1. The janitor’s duties include supervision of pupils before, during and after the school day.

At all of these times it is important that he/she is on duty.  If any class takes an interval at a different from the normal the teacher must ensure all children are supervised.

2. The janitor is responsible for locking and unlocking the small pupil gate and after the school is in he/she will also shut the vehicle gates.

3. He/She should ask any intruders to leave the grounds and all visitors who come into the playground to report to the school office.

4. When teachers take classes out to the playground they should be security conscious.  The class should go out by the back door, closing it behind them and returning by the front door. Registers must be with the class at all times.
5. If a serious incident occurs, e.g. an intruder in the playground, then the teacher must take steps to try to

· alert another member of staff to the situation

· remove themselves and the children to safety

· if necessary dial 999
Supervision of playgrounds

An adult presence is provided in playgrounds at break times in terms of the School (Safety and Provision of Pupils (Scotland) Regulations 1990.) Our school janitor and Pupil Support Assistants fill this roll. The playground is divided into zones for the purpose of supervision and each playground staff member is allocated a zone. This ensures all children are under adult supervision no matter where they play in the playground. In the case of staff absence HT/DHT/PT will cover relevant areas to ensure pupil safety is not compromised. 
Wet Weather Provision 
During wet weather pupils are kept in class. Support staff and the janitor supervise classes. As above, in the case of staff absence HT/DHT/PT will cover relevant areas to ensure pupil safety is not compromised. 

Organisation of Outings 
Outings may take place throughout the school for a variety of reasons. They must first be discussed with HT and then arrangements made with Helen Connolly in the school office for booking buses etc. The following outlines organisation of outings.
1.
An overall leader for all outings should be agreed.  This is likely to be the class teacher, but there will be circumstances when a support teacher would be more appropriate (eg if the class teacher is temporary). The outing leader is responsible for completing the risk assessment paperwork for the outing.
2.
The Head Teacher will organise the adults who will go on the outing.  This will allow for, if necessary, alterations to be made to teachers’ timetables or to PSA breaks/ lunch. All staff members should wear school polo shirt/jacket on the outing.
3.
All outings require a permission slip.  Permission slips must be issued and then gathered well in advance. The day before an outing the head teacher should be notified of anyone who has not returned their slip so that a phone call or visit can be arranged.  The same steps should be taken for local outings where a child says permission has not been given.

4.
The day before an outing the form outlining details of the outing and the risk assessment should be handed in to the head teacher for signing.

5.
On the morning of the outing the emergency contact details, a first aid kit and any required pupil medication should be collected from the school office/medical room.
6.
     At all times teachers are responsible for the children on an outing.  Children who may present a behaviour problem should never be put in the group of a parent or a non teaching member of staff.

7.  In the case of difficulties during the outing, of a serious behaviour or medical need, the HT should be contacted by the outing leader.

