
 

Security Policy 

 

Great Bardfield Primary 
School  

 

 

 

Approved by: Alison Kerrell (Headteacher) Date:  October 2019 

Last reviewed: October 2019 

Next review due 
by: 

October 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Great Bardfield Primary School Security Policy 

General Statement of Policy 

This policy is part of, and should be read in conjunction with, the school Health and Safety 
Policy. The main aim is to ensure that quality learning and teaching takes places in a safe 
and secure environment. The allocation of duties for safety matters and the particular 
arrangements which we will make to implement the policy are set out below. The policy will 
be kept up to date, to ensure this, the policy and the way in which it has operated will be 
reviewed every two years by the school governors. 

 

2. Organisation 
 
2.1 Governors 
The school governors are responsible for: 

(a) ensuring that they are organised to exercise their responsibilities. This duty has been 
delegated to the Resources Committee; 
(b) arranging to consult and inform all staff about security; 
(c) resource allocation and approving training for security in consultation with the 
Headteacher; 
(d) arranging to monitor and review the policy, including the frequency and nature of reports 
from the Headteacher; 
(e) identifying their own training needs to enable them to understand their responsibility for 
managing security. 

 

2.2 Headteacher 
The Headteacher is responsible for: 
(a) ensuring that this policy works, is understood by all staff and is reviewed every two   years; 
(b) ensuring that this policy is monitored as required by the Governing Body; 
(c) identifying training needs and arranging for training (see 3.3 below); 
(d) ensuring that regular routine security checks and annual/periodic survey/risk 
assessments take place; 
(e) raising awareness of pupils to security and personal safety issues (see 2.5 below); 
(f) developing and encouraging close links with others (see 2.4 below). 
 
2.3 Delegation of Responsibility 
(a) Senior Teacher 
In the absence of the Headteacher responsibility may be delegated by the Headteacher to : 
Elizabeth Crow  Deputy Headteacher 

 
In addition the responsible person(s) will: 

• familiarise themselves with the necessary rules, advice and literature to ensure that they 
are able to perform the above duties; 
• ensure that advice, support and information is obtained from the Local Authority’s Health 
and Safety Team; 

 

(b) Individual Staff Members 

All staff members have a responsibility for ensuring 
• the safety of the pupils in their care by not exposing them to unacceptable risks, protecting 
them from hazards, guarding them against assaults; 
• that property is safeguarded; 
• that they know when to contact the police; 
• how to implement the school's emergency plan; 
• their own actions do not expose themselves or colleagues to unacceptable risks 

 
2.3 Involvement of Other Groups 
The Headteacher is responsible for the development of strategies for ensuring that parents, 
police and the community are fully involved and consulted about security issues; and as 
appropriate receive a copy of this policy. 

 



2.4 Pupils 
The Headteacher is responsible for ensuring the raising of pupils' awareness in relation to: 

• their own personal safety and welfare and the safety of others in and out of school (eg 
swimming, personal survival programmes, cycling/proficiency training, first aid courses, drug 
and health programme); 
• the safe use of the accommodation  
• the appropriate parts of this policy and the expectations the school has for the pupils to 
take responsibility and action. 

 

2.5 Information 
The Headteacher will ensure that the following key documents are available to all staff; 
• A copy of this policy 

• Improving Security in Schools, Guide four in the Managing School Facilities services from 
the DfES 1996. ISBN 0-11-270916-8. 
• The school policy on Health and Safety. 
• A legal toolkit for schools DfES 2002 ISBN 1.84 185 7726 
• Dealing with Troublemakers 1997 – DFEE and Home Office PP47D14/31050/1297/54 

• Education Service Advisory Committee 'Violence to staff in the Education Sector HSC 
ISBN 0-11-88558-1. 

 

3. Arrangements 
 
3.1 Risk Assessment 
The Headteacher will ensure that a formal security risk assessment takes place annually 
(and at any time a significant change occurs)-Appendix A. The outcome of the assessment 
should be presented to the School Governors at the Resources Meeting.  

 
3.2 Incident Reporting 
All security incidents should be reported to the Headteacher. A copy of this form should be 
sent to the Local Authority and reported to the Governing Body. All staff should ensure that 
the security incidents to be recorded include trespass, vandalism, theft and burglary, fire, 
attacks on staff or pupils, and drug and solvent abuse. 
In addition the Headteacher will ensure that the appropriate accident report form is 
completed. Particular attention should be given to the completion of a Report of Violent, 
Aggressive or Threatening Behaviour form. Appendix B 
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3.3 Training 
As part of his/her responsibility for training the Headteacher will ensure that opportunities will be provided 
for: 
(a) specific training on security issues  
(b) training of new staff including supply and temporary staff. This is a restatement of the 
commitment contained within the school's Health and Safety Policy. 
 
3.4 Personal Security 

The Headteacher and governors will review measures for combating violence to staff and pupils. 
They will include: 
(i) ensuring priority is given to personal security training; 
(ii) fully co-operate and notify all assaults to the police, including full cooperation with the police in 
the exercise of their legal powers Appendix B, ( C) ; 
(iii) ensuring appropriate legal advice is obtained from the Local Authority Solicitor following 
incidents in which the police will not prosecute; 
(iv) sending formal letters to people making threats or verbally abusing staff as appropriate; 
(v) fully supporting staff who have been assaulted or suffered verbal abuse; and facilitate access to 
the Local Authority Counselling Service; 
(vi) ensuring appropriate investigation of all incidents of violence that take place. 

 

4. General 

No security policy will attain its desired end unless those whom it concerns are themselves committed to 
the need for positive care in their own work and instil into pupils and students a similar sense of 
responsibility for their own safety and that of others. 

 

5. Local Security Practice 

5.1 Registers to be marked at the beginning of the morning and afternoon session, as laid down by 
the Local Authority and sent down to the office; 
5.2 Visitors to school (including helpers in classrooms, temporary mealtime assistants, contractors) to 
enter via the main reception, to sign visitors book and wear visitors badges; 
5.3 Any people on the premises not wearing badges to be challenged; 

5.4 All external gates and doors to be secured outside of normal drop-off and pick-up times. It is 
important that we all maintain the levels of security at school: it is not one person’s responsibility, but 
everyone’s. With tragic happenings in mind, please be on the look-out for anything out of the ordinary. 
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Appendix A 

 
 

 

 

 
 

 
 

 

 

SECURITY SURVEY AND RISK ASSESSMENT 
 

A security survey gives a rounded picture of the risks that your school faces and the 
security measures in existence. Without this information it is difficult to assess: 

● the type and scale of risk; 

● any trends or patterns in the incidents occurring at the school; 

● the selection of security measures; 

● the efficiency of the chosen security measures. 

Checklist 
 

To help you conduct a survey and risk assessment a checklist which you can 
photocopy is provided. It is divided into three parts: 

Part 1 Incidence of crime 
 

This section assesses the type, scale, patterns and trends of incidents which 
have actually happened in the last 12 months. 

 

This part of the risk assessment can be based on an analysis of the reported 
incidents. However, if your school does not yet have an incident reporting 
procedure a more subjective assessment will have to be made, possibly based 
on discussion with the local police crime prevention officer. 

 

Part 2 Environment and buildings 
 

This section of the survey assesses the environmental and building factors 
which contribute to school security. 

Part 3 Security measures 
 

This section assesses the degree and effectiveness of the security measures employed. 
 

Parts 2 and 3 are based on a security survey conducted by walking through the 
school. 

 

Each element of the checklist is graded from 0 to 5 points. The scoring ranges 
from 0 for low security risk to 5 for high security risk. 
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Trespass 

 

No cases of 

trespassers 

SECURITY RISK ASSESSMENT FORM 
 

Example 

 

 
Trespassers commonly 

on school grounds present on school grounds   0  
 

In the above example, if your school has had no case of trespass reported in the previous  
12 months then the risk would be perceived as low and a zero rating would be inserted. 

 

If, however, your school has no fence or a fence whose integrity is incomplete resulting 
in for example children playing and people frequently walking their dogs in the school 
grounds then the score could be 3 or higher. 

 

 
 

0 1 2 3 4 5 

Low Risk High Risk 

Points 

 

 
  3  

0      

 

   3   
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PART 1: INCIDENCE OF CRIME IN LAST 12 MONTHS 

 

 
1. Trespass 

 
 

Points 

 

No cases of 
trespassers on 
school grounds 

2. Vandalism 
 

No offences of 
vandalism of school 
buildings/ property 

 

3. Theft/burglary 
 

No cases of theft 
or burglary 

 

4. Fire 
 

No arson attacks in 
the locality 

5. Safety - attacks on staff or 
pupils 

 

No attacks or 
threats reported 

6. Drug/solvent abuse 
 

No problems reported 

Trespassers commonly 

present on school grounds    

 

 
Frequent and costly 
vandalism of school 
buildings 

 

 

 
Frequent theft or burglary 

 

 

 
School in locality has 

suffered from arson attacks    

 

 
Attacks inside school 

or in vicinity of school    

 

 
School or locality problem 
concerning drug or solvent 

abuse    

Sub Total    
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PART 2: ENVIRONMENT AND BUILDINGS 

 

 
1. Incidence of crime in surrounding area 

 

Locality has a low crime Locality has high crime 

rate 

 
 

Points 

rate as reported to police    

2. School overlooked from roads and/or housing 
 

Grounds overlooked by Unobserved 
grounds busy roads or housing 

 

3. Boundaries, fences and gates 
 

Boundaries well defined No fences or gates 

with fences and gates to preventing unauthorised 
grounds preventing all
 acce
ss but determined intruders 

 

4. Clearly defined entrances 
 

Clear entrances with No clear entrances or 

signs directing visitors multiple entrances    

5. Well organised reception area and visitors’ control 
 

Pass system in operation No system of recording 
with badges issued to
 visitor
s all visitors 

6. Car Parking 
 

Car parks well lit and No safe place to park, car 

overlooked parks unlit and not over 

looked eg surrounded by trees     

7. Condition and appearance of buildings 
 

Buildings well kept and       Buildings badly kept and 
in 

 

in good repair with       state of disrepair, graffiti 

no graffiti and not       covered and vandalised    
vandalised         

 

8. Detached and temporary buildings 
 

No detached buildings       Many detached 
buildings 

 

apart from main block       including temporary  

       classrooms    
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9. Recesses and internal 
courtyards 

 

No places for 
intruders to hide and 
break in unobserved 

 

10. Secure exit doors 
 

Doors secure against 
all but most 
determined intruders 

 

11. Secure windows and 
rooflights 

 

Windows and rooflights 
protected against 
burglars 

 
 

Numerous places for 
intruders to hide and break 

in unobserved    

 

 
Fire exit doors easily 
forced, inadequate locks 

 

 

 
Windows and rooflights 

provide easy access    

 

12. Valuable equipment that is easily stolen and disposed of 
 

Few computers, TVs 
and video cassette 
recorders 

 

13. Fire precautions 
 

Buildings have adequate 
fire 
compartmentalisation 
and fire/smoke barriers 
and doors 

Many 
computers, 
keyboards, 
faxes, 

camcorders, etc    

 

 
Over-large compartments 
and lack of fire/smoke barriers 
and doors 

 

 

14. Community ethos and support for school 
 

Strong community and Insignificant parent 
parent support for the or community involvement 
security eg Active PTA 
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15. Out of hours use of schools 

facilities 

 

No reported 
problems and/or 
security benefit 
from out of hours 
use 

Many security 
problems due to out 
of hours use, special 
risks (eg evening 
classes, libraries, sports 
clubs, community use etc) 

 
 

 
   

 
Sub Total    

 

      

 



 

PART 3: SECURITY MEASURES 

 

 
1. Schoolwatch scheme 

 
 

Points 

 

Efficient system of 
reporting 
suspicious 
incidents 

 

2. Pupil involvement 
 

Pupils diligent in 
reporting strangers 
on school premises 

 

3. Waste bins 
 

Waste and recycling bins 
locked up every night 

4. Security lighting 
 

Lighting of all entrances, 
footpaths and building 
façades 

 

5. Surveillance 
 

Efficient 
surveillance eg 
CCTV covering 
perimeter or 
security patrols 

 

6. Intruder Alarms 
 

System using intruder 
detectors on all ground 
floor perimeter and other 
vulnerable rooms 

 

7. Fire detection 
system 

 

Automated and linked 
to central control room 

8. Property marking 
 

All valuable property 
marked and kept in a 

No scheme 
in operation 

 

 

 
No involvement 
in security 

 

 

 
Unlocked mobile bins 

left around school    

 

 
No lighting 

 
 

 

 
No system 

 
 
 

 

 
No system 

 
 
 

 

 
No system 

 

 

 
No markings on property 

secure store or secured locally    
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9. Cash handling procedures 
 

Secure methods in       Procedures lacking    

operation        

Sub Total 
 

   

 

Security Risk Assessment Score Summary 
 

Part 1 - Crime   (0-30) 
    

Part 2 - Environment & 

Buildings 

  (0-75) 

    

Part 3 - Security Measures   (0-45) 
    

Grand Total   (0-150 points) 
 

 

 
 

 

 

 

 

 

 

What physical measures do you feel your school requires in order to 

improve personal safety and security? Please list these in order of 

priority. 

      

 



 

 

Appendix B 

 

GREAT BARDFIELD PRIMARY SCHOOL 
 

 

POLICY ON MANAGING AGGRESSIVE BEHAVIOUR FROM 
PARENTS AND VISITORS TO OUR SCHOOL 

 
Statement of principles 

The governing body of Great Bardfield Primary School encourages close links with parents and the 
community. It believes that pupils benefit when the relationship between home and school is 
a positive one. 

 
The vast majority of parents, carers and others visiting our school are keen to work with us and are 
supportive of the school. However, on the rare occasions when a negative attitude towards the 
school is expressed, this can result in aggression, verbal and or physical abuse towards members 
of school staff or the wider school community. 

 

The governing body expects and requires its members of staff to behave professionally in these 
difficult situations and attempt to defuse the situation where possible, seeking the involvement as 
appropriate of other colleagues. However, all members of staff have the right to work without fear of 
violence and abuse, and the right, in an extreme case, of appropriate self-defence. 

 
We expect parents and other visitors to behave in a reasonable way towards members of school 
staff. This policy outlines the steps that will be taken where behaviour is unacceptable. 

 

Types of behaviour that are considered serious and unacceptable and will not be tolerated: 
 

• shouting at members of the school staff, either in person or over the telephone; 
• physically intimidating a member of staff, e.g. standing very close to her/him; 
• the use of aggressive hand gestures; 

• threatening behaviour; 
• shaking or holding a fist towards another person; 
• swearing; 
• pushing; 

• hitting, e.g., slapping, punching and kicking; 

• spitting; 

• breaching the school’s security procedures. 
 

This is not an exhaustive list but seeks to provide illustrations of such behaviour. 
 

Unacceptable behaviour may result in the local authority and the police being informed of the incident. 
 
 
Procedure to be followed 
 

If a parent/carer behaves in an unacceptable way towards a member of the school community, the 
head teacher or appropriate senior staff will seek to resolve the situation through discussion and 
mediation. If necessary, the school will complete an incident report  Appendix 1: Managing Violent 
and Abusive Visitors to Schools. Where all procedures have been exhausted, and aggression or 
intimidation continue, or where there is an extreme act of violence, a parent or carer may be banned 
by the head teacher from the school premises for a period of time, subject to review. 



 

 

 

In imposing a ban the following steps will be taken: 
 

1. The parent/carer will be informed, in writing, that she/he is banned from the premises, 
subject to review, and what will happen if the ban is breached, e.g. that police involvement or 
an injunction application may follow. 

 
2. Where an assault has led to a ban, a statement indicating that the matter 

has been reported to the local authority and the police will be included. 
 

3. The chair of governors/LA will be informed of the ban. 
 

4. Where appropriate, arrangements for pupils being delivered to, and collected 
from the school gate will be clarified. 

 
Conclusion 
 

The local authority itself may take action where behaviour is unacceptable or there are serious 
breaches of our home-school code of conduct or health and safety legislation. 

 
In implementing this policy, the school will, as appropriate, seek advice from the Local Authority’s 
education, health and safety and legal departments, to ensure fairness and consistency. 

 
 
 
 
 
 
 
 
 
 
 
 
 

This Policy will be reviewed annually. 
 
 

Signed .................................................................................................... 
Headteacher 

 
Date September 2019 

 
 
 

App 1 Incident Report Form 



 

APPENDIX 1 (C ) 
 

MANAGING AGGRESSIVE 
BEHAVIOUR FROM PARENTS AND 

VISITORS TO OUR SCHOOL 

INCIDENT REPORT FORM 

Relevant incidents include trespass, nuisance or disturbance on school premises, verbal 
abuse, sexual or racial abuse, threats, aggression, physical violence and intentional 
damage to property. 

Where possible, the form should be completed before any discussion between 
witnesses is possible, as this might lead to allegations of collusion. This form should 
be completed as fully as possible, using a continuation sheet if necessary. 

For any incident involving or witnessed by a pupil or parent/carer/visitor, a member 
of staff should complete the form on their behalf. The completed form should be 
passed to the Headteacher for appropriate action and recording. 
 

Date of Incident  Time of incident  

Name of person reporting the incident: 

Date incident reported:  

Member of staff recording incident:  

Date incident recorded:  
 

Name(s) of person(s) causing incident: 
Where name/s are unknown, provide other details which may allow their identification. 

Status of person(s) causing incident: (Parents/carers/visitors/trespassers.)  

Full description of incident: (e.g., names of persons involved; location, nature of any injuries; 
attendance of emergency services). 

Names of any witnesses: Status of witness: 

Initial action/outcome: 
(e.g., informal conciliation; police intervention; warning or banning letter issued). 

Summary of subsequent actions taken by the school, including risk assessments. 



 

Linked Incidents (If any) 

     POLICY ON MANAGING AGGRESSIVE BEHAVIOUR FROM PARENTS AND VISITORS TO OUR SCHOOL 

INCIDENT REPORT FORM (Appendix 1) 

 


