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Audit Ref. Audit Date

Review Date

Page 1

Audit Title

Compieted By Job Title

Site Location

Selected sections : A,B,C,D.E

AUDIT RESPONSES

RESPONSE

A POLICY & COMMUNICATION
I Does the school have it's own School Security Policy?
2 Is there a named and responsible person to update the Policy?
3 Are Staff aware of the School Security Policy?
4 Is School Security regularly discussed in staff meetings?

5 Is School Security a regular item on Governor's meeting agendas?

B VISITORS
1 Are access points adequately controlled?
2 Are Visitors/Contractors, etc., required to sign a Visitors Book?
3 Are all Visifors, etc., monitored whilst on school premises?
4  Areall Visitors given a Visitor's Badge/Identification?
5 | Is the main Reception area clearly signed?

6  Isthe Reception area well organised and safe?

C BUILDING SECURITY
1 Is the school protected by security fencing?
2 Is the school protected by CCTV?
3 Have areas where lone work is carried out been identified?
4 Is there adequate protection for lone workers?
5 Areintruder alarms fitted in sensitive areas?
Is there a comprehensive intruder alarm system operating within the school?
Are personal attack alarms/panic buttons available to staff?
8  Are vulnerable windows and doors protected by shutters or grilles?
9 Is the school checked regularly by security patrols?
10 - Are all doors secured during and after school?
11 Are adequate security arrangements in place for after school use of the building?

12 Are Exits, Car Parks, adequately lit?

[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [bom know]
[Yes] [No] [N/A] [Don't know}

" [Yes] [Noj [N/A] [Don't know]

[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know] -
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]

[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes) [No] [N/A] [Don't know]
[Yes) [No} [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know}
[Yes] [No] [N/A] [Dont know]
[Yes] [No). [N/A] [Don't know]
[Yes) [No] [N/A] [Don't know}
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
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AUDIT RESPONSES

* Audit form for SCHOOL SECURITY (continued)

Page 2

RESPONSE

D PROPERTY SECURITY

1 Is cash handling kept to a minimum?

2 Iscash and other valuables locked in a safe?

3. Isportable kequipment security marked?

4 Are all items over £750 identified and logged with the L.E.A.?

5 Are secure lockers available for staff?

6 . Are secure lockers available for pupils?

7 Do staff have facilities for securing pupil’s persohal items?
E ASSESSMENT

1  Does the school involve pupils in security arréﬁgements?

2 Are pupils instructed to alert staff of strangers in the school?
'3 Is the Security Policy regularly reviewed?

4 IsaRisk Assessment carried out for areas of high risk?

* End of form *

[Yes] [No] [N/A] [Don't know]

[Yes) [No} [N/A] [Dont know)
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]

. [Yes] [No] [N/A] [Don't know]

[Yes} [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]

[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]
[Yes] [No] [N/A] [Don't know]

 [Yes] [No] [N/A] [Don't know)
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1. STATEMENT

This 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 protect persons in lone working; from intruders; visitors and general security arrangements.

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.

2. ORGANISATION

The following personnel have responsibilities for ensuring the security of the school building:

SECURITY ISSUES


NAME

      SPECIFIC DUTIES

Perimeter fencing, access routes





Securing school entrance/exits





Control of visitors





Control of contractors





Security of money etc





Emergency procedures

(fire, first aid, accidents)





Security risk Assessment





NB This is not exhaustive.

The school/department will discuss security regularly at the following forums (enter staff meetings, departmental meetings, governors meeting, at which Security will be discussed, also indicate frequency).

3. ARRANGEMENTS

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

3.1 INFORMATION AND COMMUNICATION

All staff must be aware of the school/department’s security procedures.  Good communication should be ensured with persons having a particular role, for security and knowing their duties.  Indicate in this policy methods used for disseminating information.

3.2 SUPERVISION

Adequate supervision of pupils must be ensured whilst in school, particularly when visitors and contractors are on site.  The school should include details of any special supervision arrangements required i.e. normal school day, open evenings, after school clubs etc.

3.3 VISITORS

All visitors should be asked to report to the main reception.  A logging-in book should be kept indicating time of arrival, departure, name of visitor/contractor, nature of visit, vehicle registration, area of school to be to be visited.  All visitors should be asked to wear an identification badge.

Emergency procedures will be explained to the visitor on arrival.  Visitors should not be allowed to remove items of property unless they have identification and authority to do so.

3.4 CONTROLLED ACCESS AND EGRESS

Schools should indicate what existing measures exist for controlled access.  Controlled access should be achieved wherever possible.  Primary schools should have no major difficulties in achieving this however, Secondary schools may have more difficulty, arrangements should be clearly identified in the policy.  Signs, directing visitors to the main reception should be prominent.

Doors should be secure at all times persons are in the building, however doors should be able to be used in case of fire etc without the use of a key.

3.5
PHYSICAL SECURITY MEASURES 

The school/department should identify vulnerable areas with the ultimate aim of obtaining fencing or other Security protection.  Past occurrences such as vandalism, unauthorised access should be taken into account.  Casual access, as far as possible within the limits of safety, be prevented by physical means.

3.6
CASH HANDLING

Schools should avoid keeping cash on the premises wherever possible.  Safes should be used and kept locked.  Avoid handling cash in visible areas, any money requiring banking should be done at irregular times, particularly where substantial sums are involved.

3.7
VALUABLE EQUIPMENT

All items over £4000 are recorded and notified to the Facilities Management Insurance Section (666 5611).

The school/department will make arrangements for all valuable equipment to be security marked.

All valuable equipment will be removed from sight at the end of the school day, wherever possible.

3.8
PERSONAL PROPERTY

The school/department will dissuade staff and pupils of bringing valuable personal property into school.

Schools/departments should indicate information given to staff and parents on this issue.

Indicate what security systems are offered to staff and pupils from personal belongings i.e. lockers.

3.9
LONE WORKERS

Schools/departments should identify areas or staff where lone working is foreseeable.  Panic alarms/buttons or other communications should be considered for vulnerable areas/staff.  Procedures must be drawn up where a risk exists i.e. remote classrooms, mobiles etc.

4.0 RISK ASSESSMENT

As required by the Management of Health and Safety at Work Regulations 1999 a suitable assessment of risk posed by security must be carried out.

A risk assessment has been carried out by the school and will be continually monitored.

Indicate responsible person and date of assessment and re-assessment date.

A copy of sample risk assessment form is attached to this framework policy.

5.0 RECOMMENDED READING

Guide 4 ‘Improving Security in Schools’ DFEE ISBN 0-11-270916-8 tel. order: 0171 873 9090 free publication for schools.

Building Security by Management and Design Available from:

North East Risk Management Group

c/o West Denton High School

West Denton Way

Newcastle-upon-Tyne
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[image: image5.png]{3) What controls exist to reduce risk? (4) What action can be taken to further

(1) Hazard Risk (2) Who might be harmed-
and how? : reduce risk?
RISK RATING _
a SEVERITY ¢ FINAL SCORE RATING: WHAT NEEDS TO BE DONE

5. Dying or being permanently disabled
4 Serious injury/long-term illness

3 Temporary disability/3 days off sick
2 Will need medical attention

1 Minor injury eg bruise, graze

ACTION PLAN

b LIKELIHOOD

5 Will almost certainly héppen
4 Highly likely to happen

3 Not so likely

2 Even less likely
1 Unlikely to happen at all

So: axb=c

16—25 ' Stop! Do not start activity again until risk is controlled
10-15 High risk level, High priority. Take action straight away

6-9
3-5

1-2

fo control the risk _

Medium risk level. Tighten up controls and make a
plan to do something about risk ‘

Fairly low risk level. Low priorily but keep possible
action in mind. :

Low or trivial risk. No further action required.

Action Required

Responsible Person

Date for Completion

M34






Children and Young 

People’s Department
         RISK ASSESSMENT

         RECORDING FORM


M34






When completed a copy of this form must be sent to your Line Manager



Location or Address:
Date assessment undertaken:
Assessment undertaken by:

Activity or Situation: 
Review Date:
Signature:

(1)
Hazard
Risk

(2)
Who might be harmed and how?

(3)
What controls exist to reduce risk?

(4)
What action can be taken to further reduce risk?













































































































(1)
Hazard
Risk

(2)
Who might be harmed and how?

(3)
What controls exist to reduce risk?

(4)
What action can be taken to further reduce risk?






.
























































































































RISK RATING

a  SEVERITY                                                                b  LIKELIHOOD                                              c  FINAL SCORE RATING:  WHAT NEEDS











                                TO BE DONE

5  Dying or being permanently disabled


5  Will almost certainly happen


16–25
Stop! Do not start activity again until risk is controlled





            4  Highly likely to happen



10-15
High risk level, High priority.

4  Serious injury/long-term illness



3  Not so likely


                                   Take action straight away  

3  Temporary disability/3 days off sick


2  Even less likely




to control the risk

2  Will need medical attention



             1  Unlikely to happen at all



6-9
Medium risk level.  Tighten up controls and make a  













plan to do something about risk

1  Minor injury eg bruise, graze










3-5
Fairly low risk level.  Low priority but
















keep possible action in mind

















1-2
Low or trivial risk.  No further action.

ACTION PLAN                       So:  a x b = c

Action Required
Responsible Person
Date for Completion





APPENDIX 2








2002-2003


Community Legal Services


2003-2004


Transforming Secondary Education


Child and Adolescent Mental Health Services


2006-2007


Positive Youth Engagement





Children and Young People’s Department
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