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SITE SECURITY POLICY 
 
 
St Cedd’s School is committed to providing a friendly environment where pupils, staff and authorised 

visitors feel safe and secure. The purpose of this policy is to outline the procedures taken to ensure 

security on school premises in order to retain a safe environment for all who learn, work or otherwise 

attend the school. Risk Assessments and Codes of Practice for areas of the school grounds, facilities 

and activities are updated regularly to ensure that procedures and the premises provide a safe and 

secure environment for all the children. The staff at the school take appropriate health, safety and 

safeguarding measures and are vigilant in guarding the pupils from risk. This document should be read 

in conjunction with the following policies:  

 

 Supervision and the Safety of Pupils Policy 

 Health and Safety Document 

 Fire Safety Prevention Policy 

 E-Safety Policy 

 Code of Conduct for Staff 

 Safeguarding and Welfare Policy 

 Risk Assessment Policy 

 Educational Visits Policy 

 Recruitment Policy 

 Visiting Speakers Procedures 

 Visitors’ Booklet 

 Vetting Policy for Outside Agencies and Visitors 

 

The school has a range of procedures and equipment in place to ensure that only persons permitted 

and expected by the school are able to enter. Ongoing monitoring systems support the efficiency of 

those procedures and there are robust protocols in place for the careful scrutiny and identification of 

all visitors to the school site. Safety and security includes the protection against violent behaviour. St 

Cedd’s School has a right to bar troublesome adults from the school premises. It is an offence under 

section 547 of the Education Act 1996 to cause a disturbance on educational premises. 
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Premises 

The School is securely fenced on all boundaries and all fencing is checked regularly. There are three 

gates to the premises which are locked during the school day. When open at the beginning and end 

of the school day to allow pupil access, there is always a member of staff on duty who checks the 

visual identity of the pupils and parents/carers of St Cedd’s School as they enter and leave via the 

school gates. At other times, all visitors enter through the Front Office and are requested to follow the 

school’s security measures. Delivery vans may enter via the back gate by arrangement and after the 

Front Office staff have completed identity checks.  If a member of staff sees a stranger in the school, 

or someone who is not wearing a visitor’s badge, they challenge those people. If they are in doubt or 

afraid to challenge a visitor they immediately contact the Head or other member of the Senior 

Leadership Team for assistance. 

 

Communication and Training 

All staff receive a briefing on security and workplace safety within their first week at the school as part 

of their formal induction process, with further support from their school mentor. The induction, in 

addition to other protocols, includes reference to: 

 

 fire precautions and safety procedures 

 first aid and accident reporting arrangements 

 general information on health and safety and a copy of this Health and Safety 

Policy 

 known hazards in the workplace and the control measures in place 

 specific topics relating to that person's role and their place of work, including 

departmental policies and risk assessments 

 arrangements for late and lone working 

 the procedure for booking in visitors and escorting them 

 the value of being curious about strangers, and of reporting concerns 

 the regime of login and password protection for electronic equipment 

 access and explanation of school policies 

 

All employees have access to, and receive copies of, all regulatory and non-regulatory policies and risk 

assessments, and are requested to sign that they have read and understood the contents of the 

regulatory policies.  

 

Management of Site Security 

The overall responsibility for site security at St Cedd’s School lies with the Council of Governors with 

the day-to-day management delegated to the Head. The Head and Health and Safety Governor ensure 

school security is reported to the Council of Governors as part of their overall health and safety 

updates to governors. 

The Head works in consultation with the Bursar and the Site Manager with respect to liaison with the 

police, fire services, equipment providers (e.g. CCTV and access control) and maintenance contractors 

as well as consultants (e.g. for health and safety and risk assessments) on matters dealing with site 

security. Shipmans Security and Quadrant Security is on call 24 hours a day, 7 days a week, and 365 
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days a year including public holidays. The Site Manager lives on site and oversees the physical security 

of the buildings, for locking and unlocking external buildings and windows at the start and close of 

every day, and carries out regular checks of the site (both when it is occupied and unoccupied). There 

are five key holders including the Site Manager, who are members of the Senior Leadership Team. St 

Cedd’s School ensures, as far as is reasonably practical, that staff members, pupils and other non-

employees are protected from risks to their health and safety. In return, the school expects that all 

staff and pupils will pay high regard to the security of the school site and report any breaches or 

potential problems with security to the Head. This policy augments the School’s health and safety 

strategy and in addition addresses ways of helping to reduce the possibility of arson, theft and 

vandalism. The school is sympathetic to the needs of the local community when deciding out of hours 

lettings use. The School regulates usage by hire agreements that cover practical matters such as hours 

of usage, insurance and security. The Site Manager is always on site when outside groups are present. 

The principal key holder is the Site Manager. Contact details for the Site Manager are displayed at the 

main entrance to the school.  

 

Lone working 

Lone working on site is strongly discouraged. However it is recognised that under exceptional 

circumstances it may be that the completion of a task necessitates a staff member remaining behind 

after others have left. Lone working should never continue beyond one hour and the lone worker must 

be able to access telephone communication at all times. Only in exceptional circumstances will staff 

members seek access to the school out of normal opening hours. Such access will be negotiated with 

the Bursar who will liaise with the Site Manager.  

 

The school is rarely used at the weekend. Exceptions to this are: 

 

 When office staff come in to work 

 When it is used for music exams 

 When contractors need to be on site to carry out work which cannot be carried out 

during normal school hours 

 

On these occasions, the resident Site Manager (or the Bursar) is informed and he makes the necessary 

arrangements for the doors to be unlocked, for the signing in procedures to be complied with and to 

secure the buildings, if necessary, after people have left.  

 

Personal property 

While everything possible is done to ensure the school is secure, the school does not accept 

responsibility for the personal property of staff and pupils.  

 

Lockdown 

On very rare occasions it may be necessary to seal off the school premises. This will ensure that pupils, 

staff and visitors are as safe as possible in situations where there is a hazard in the school grounds or 

outside the school in the near vicinity. 
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A lockdown may be implemented where there is a concern about the safety of the pupils due to, for 

example, nearby chemical spillage, serious weather conditions or attempted access by unauthorised 

persons intent on causing harm or damage. 

 

If a decision is taken to activate a lockdown arrangement, the Lockdown Procedure will be followed.  

 

Pupils who are outside the School buildings will, if it is safe to do so, be brought inside into the nearest 

building as quickly as possible. If it is not safe to do so, the member of staff in charge will take them 

to what is, in their opinion, the nearest possible place of safety (whether on site or off). 

 

Parents/carers will be notified about the lockdown as soon as it is practicable to do so, and when the 

Head considers it appropriate, via ClarionCall. Pupils will not be released to parents during a lockdown. 

 

Any contact from school will provide sufficient information so that parents/carers: 

 

 are reassured that the School understands their concern for their child’s welfare 

 know that the school is doing everything possible to ensure his/her safety 

 do not need to contact the school. Calling the School could tie up telephone lines that are 

needed for contacting emergency providers  

 do not come to school. They could interfere with emergency provider’s access to the school 

and may put themselves and others in danger 

 wait for the School to contact them about when it is safe to come and get their children, and 

from which location 

 

Any communication may reinforce the message by stating: 

 

The school is in full lockdown and the emergency services have been contacted. 

For security reasons, during this period the phone and entrances will be 

unmanned, external doors locked and no-one allowed in or out. The school will 

contact you again once we have been given the all clear.  

 

Weapons and banned substances 

St Cedd’s School educates 3-11 year-olds and in the unlikely event that a pupil is suspected of carrying 

an offensive weapon or banned substance on school premises, the Senior Leadership Team has the 

right to search the pupil without consent (under legislation in the Education Act 2011). 

 

Monitoring and evaluation 

Parents and pupils are involved in matters of safety through the teaching of PSHEE and school policies. 

 

Reviewing 

The delegation of responsibilities for ensuring the security of the school building will be reviewed on 

an annual basis, and earlier should there be changes to personnel or incidents demanding that 

procedures need to be altered. 

 


