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SECURITY  POLICY  





INTRODUCTION





The security of all persons using the school premises and of their property, along with that of the premises themselves, is a top priority for the Board of Governors.  Stringent efforts are made to ensure that proper security measures are in place and observed while still recognising the need for appropriate access to all users, including visitors.





A security risk assessment is carried out regularly by the security committee, (at least annually) and appropriate measures are recommended to the Senior Management Team (S.M.T.) and thereafter to the Board of Governors.





BUILDINGS AND PREMISES





The Local Government Act of 1982 makes it a criminal offence for a person to be on educational premises without lawful authority and to cause a nuisance to persons who lawfully use the premises (whether present at the time or not).  In view of this all visitors are directed to the main school entrance and reception area, where access is monitored, and a record of visitors is kept.  Visitors’ badges, including evacuation procedures in the event of emergency, are issued at the office for visitors accessing any part of the buildings other than the main reception and Careers Suite, which comprises interview rooms, Principal’s Office, etc.  Visitors are required to sign Visitors’ book on arrival and on leaving.





Provided there is no perceived risk, staff are encouraged to challenge any unescorted person(s)     not wearing visitor’s badge(s) by asking, “May I help you?”  The presence of any unauthorised ‘visitors’ who give cause for concern, whether in buildings or in the grounds, should be reported immediately to the Principal or a member of S.M.T., or after hours, if deemed necessary, to the police.  The local police hold a list of nominated keyholders and their contact numbers.





The boundary walls and perimeter fence are maintained so as to define the premises.  After hours the exit road and gate are closed, restricting entry and exit to a single point.





The buildings are opened each morning at 8.30 a.m. and secured at 6.00 p.m.  Access outside these times is restricted to key holders or occasional authorised activities/visitors.  Staff must record in advance ‘after hours’ use of the premises, using the ‘after hours’ book which is kept in the school office.  This applies to groups using the buildings or grounds and those who may be returning after hours from trips, visits, matches etc., but not to individual staff use ‘after hours’.  ‘After hours’ refers to after 6.00 p.m. and/or weekends, aside from normal Saturday morning fixtures.


 


Keys are issued only to those who require access, viz. teaching staff, office staff, technical staff, maintenance staff, groundsman, kitchen supervisor.  A list of keyholders is updated annually.





Anyone else needing access to the premises should approach one of the keyholders, who will normally accompany that person when in the secure area.





Safe keys are available to office staff during office hours on request from the Bursar or Principal.  Safes are kept locked when not in use.





Lost/stolen keys should be reported to the school Bursar immediately.





A caretaker ensures that all doors are locked and windows secured at the end of the school day.  It is the responsibility of staff  who use premises after hours to ensure that they leave the premises properly secured.


�


The secure store is accessible only to Principal, Vice-Principals, the school Examinations Officer, the official NI CCEA Examinations Invigilator, and the Headmaster’s Secretary.





A fire alarm system is in operation.





PERSONS AND PROPERTY





The Offensive Weapons Act (1996)  makes it an offence to carry an offensive weapon, including a knife, on school premises.  Suspicion of possession or discovery of such a weapon should be reported immediately to the Principal, or to a member of S.M.T.





Personal property of staff and pupils is vulnerable.  Pupils are discouraged from bringing valuable items to school, and when it is necessary to do this the item(s) must be left at the school office for safe keeping.  Each pupil is assigned a locker, and lockers are also available for staff use.





Staff must not keep sums of money in drawers, cupboards, etc., but should deposit them in the school office to be put in the safe overnight.  Cash is banked regularly so that large sums are not kept on the premises.  Procedures for the handling of money by staff are set out in the Staff Handbook.  Staff paying in money to the school office are required to complete and sign a paying-in slip.





An equipment register is kept, and items may be removed from the premises only with the permission of HOD, Vice-Principal or Principal.  All computer equipment has the school postcode engraved on the casing.  Staff are responsible for ensuring that, where possible, valuable equipment is locked in a secure store room or cupboard.





Although vigilance is exercised throughout the school day, cars are parked on the school premises at the owners’ own risk.  A register of staff and pupil vehicles is kept in the school office.  A proforma is provided on which staff should notify any change of vehicle registration.








This policy will be kept under review.











