
 

 
 
 
 
 
 

Security Policy 
 

Introduction 

 
Policy Statement 

 
The governors of St. Dominic’s Priory School recognise and accept their 
responsibilities to provide a safe and secure environment for children, 
employees and visitors to the school. The school security procedures will 
operate within the framework described in this policy. 
 
Where appropriate, the governors will seek any necessary expert advice to 
determine the security risks and precautions required to deal with them. 
 
The governing body will provide staff with enough resources, information, and 
training to implement the security procedures. 
 
The governing body will, where appropriate, be informed of breaches and failures 
of policy to enable them to take any corrective action as is necessary to ensure 
the safety of members of the school community. 
 
Responsibility for security at St. Dominic’s Priory School is held by Jamie Wilkes 
who is the Facilities manager. 
 
 
Aims & Objectives 
 
Our policy requirements will be achieved by: 
 

• Ensuring children and all those who work at or visit our school feel safe 

and secure; 

• Ensuring focus is strongly on personal awareness and responsibility; 

• That the latest recommendations of the Department for Education 

(DfE) Government guidelines and the advice of SCC Children’s 

Services are adhered to; 

• Identifying and minimising the risk as far as is reasonable, practicable 

and sensible; 

• Controlling access to and movement within the school and its grounds 

by people and vehicles; 

• Responding effectively and in good time to identified security issues. 



 

 
 
 
 
 
 
Scope 
 
This policy covers the following areas: 
 

• Site access, on-site traffic control, general building security, 

movement around and outside of the premises; 

• Lock-up and unlock procedures 

• Assault, injury, theft, burglary, criminal damage, vandalism, trespass 

and nuisance 

• Offensive weapons; 

• Identified threats to the safety and well-being of the premise’s 

community from those with criminal intent; 

• Emergency procedures; 

• Visitors, contractors, helpers, volunteers or other persons involved 

with children; 

• Computer data handling; 

• Cash handling. 

 
 
 
Roles & Responsibilities  
 

Governors will: 

• Ensure that the school has a security policy that has been implemented; 

• Governors will periodically review the school security policy and delegate 

the day- to-day implementation of the policy to the Head Teacher. 

• Monitor the performance of the site security measures. 

 

This will be achieved by: 

• Monitoring performance on visits via Rebecca Harrison, the Head Teacher; 

• All Governors observing its implementation when they visit the school. 

 



 

 

 

 

The Head Teacher will: 
 

• Implement the security policy approved by the Governors. 

• Ensure that staff receive information, instruction and training in the security 

policy and procedures. 

• Establish a system for the reporting, recording and investigation of 

breaches of the policy ad take reasonable steps to prevent a re-

occurrence. 

• Ensure that all staff, visitors and contractors adhere to the security 

policy. 

• Consider particular risk situations e.g., lone working etc.; 

• Monitor and review the implementation of the policy and security 

arrangements. 

 

All staff will: 

• Comply with this policy and the arrangements made by the Head Teacher, 

Rebecca Harrison to ensure the safety of children, employees and others 

on the site; 

• Report any shortcomings to the Head Teacher, Rebecca Harrison. 

 

Children will: 

• Be encouraged to exercise personal responsibility for the security of 

themselves and, to co-operate with the arrangements made for the 

security of the school. 

 

 

Children, Parents & Carers, Community Users and Visitors will: 

• Be expected to respect the measures taken by the school to improve and 

ensure security; 

• Be encouraged to report ideas and problems to the staff or Governors or 

both. 

 



 

 
 

 
 
 
 
 
 
Arrangements 
 
Controlled access & egress during the school day 

 
Controlled access is a combination of measures to ensure that the risk to children, 
staff and visitors from unauthorised visitors is minimised. 
 
The extent of physical controls, such as electronically controlled doors, coded 
locks and steel fencing have been decided taking into account the risk presented 
by visitors, general public and contractors. 
 
The security measures put into practice at St. Dominic’s Priory School have 
taken into account the need to balance these controls to remain a welcoming 
environment, whilst ensuring the safety of all our children, staff and visitors. 
 
 
 
Door Security 
 
All outside doors on all buildings are fitted with either electronic card reader or 
manual code. 
 
Electronic fobs for the building that have electronic card readers are issued to all 
staff at their point of induction to the school. It is an expectation that these are 
kept on themselves whilst in attendance for operational purposes. 
 
Access fobs will be issued to all permanent and semi-permanent staff only. 
Casual and supply staff should enter and leave the building via the school’s main 
entrance, unless the assignment is for a longer period than casual, to ensure that 
they have signed-in and have read and understood the school’s health and safety 
procedures on display in this area. 
 
Access to the school via the main reception gate can be granted by school admin 
staff using a release button in the reception area or by other staff members with an 
access fob.  
 
Key staff have access to the key code to allow access into the school without the use 
of an access fob, and these are currently the Head Teacher, Deputy Head Teacher, 
Caretaker and Facilities Manager.  
 
 
 
 
 



 

 
 
 
 
 
 
An inventory of issued access fobs is held by the Facilities manager, and staff 
who leave employment at St. Dominic’s Priory School will be asked to return their 
tag and controller for deactivation purposes. 
 
Any access fobs that are lost must be reported to the Facilities manager as soon 
as known for deactivation purposes. 
 
 
 
Buildings & Grounds 
 
St. Dominic’s Priory School will take all reasonable efforts to control access to 
the building and grounds to prevent unauthorised access to children and ensure 
the personal safety of staff. 
 
The access control procedures for the building/s are: 
 

• The Main Gate Has a Coded and a Fob access control where Staff and 
students will enter and also authorised visitors. The main reception gate is 
staffed from 08:15 till 08:40 and from 15:15 till 15:40. 

• The main Reception building has a Coded access and controls Main 

reception gate only.  

• The Croft Building Has 3 entrances controlled by Coded Access  

• Senior Build Has 3 Entrance’s Controlled by a fob system the doors are 

unlocked from 08:20 till 16:15pm for student access. 

• Sports Hall Entrance is Controlled by a fob system the doors are unlocked 

from 08:20 till 16:15pm for student access. 

• Priory Hall Entrance is Controlled by a fob system the doors are unlocked 

from 08:20 till 16:15pm for student access. 

• Prep ICT has a Coded access control. 

• DT Main door is locked with a key when no Staff in present. 

• School house has a coded lock on front door and a Fob Access control at 

the rear. 

 

Unauthorised visitors will be challenged by all staff; 

The school operates an efficient attendance and registration system which 

monitors absenteeism– first day response is activated by admin staff email the 

parent or carer of all children unaccounted for after morning registration. 

 



 

 

 

 

 

The school operates a signing out system whereby a member of staff signs out 

each child as they leave the premises.  Any child arriving late for registration in the 

morning must enter the school via the main office where they will be signed in by the 

school admin team. 

Caretaking, Facilities manager and admin staff closely monitor the movement 

of vehicles whilst present on the premises and are responsible for contractors 

on site. 

Contractors are to comply fully with site procedures at all times; 

 
Control of Visitors 
 
The control of visitors is a fundamental part of site security policy for the 
safeguarding of both people and property. 
 
Our policy is that: 
 

• Visitors must report to the main office on arrival; 

• Visitors are required to sign-in using the visitor’s book, and made aware 

of for their own safety, the schools safety procedures located at this 

desk; 

• Visitors are to be issued with a school visitor badge to be worn at all times. 

This includes parents, careers, helpers, contractors and any other persons 

who are not school staff; 

• Visitors will be accompanied by a member of staff to their destination and 

will be returned to reception by a member of staff to sign-out; 

• Any person on site without a visitor’s badge will be asked to accompany a 

member of staff to the reception desk or asked to leave the site. Any 

refusal will be immediately reported to the Head Teacher or duty member 

of SLT. 

• All acts of violence or aggression will be reported to the police; 

• Visitors will not remove any items of school property without the express 

permission of the Facilities manager. 

• Casual access to the buildings by visitors including parents and careers 

via other entrances is strongly discouraged, with all staff directing visitors 

to the main entrance. If this proves to be difficult, visitors need to be 

escorted to their destination by staff within the school. 

 
 



 

 
 
 
 
 
 
Locations where supervision is part of our safeguarding procedures – 
 
Playgrounds – children are always supervised when on the playground. 

 
Times of the day when supervision is part of our safeguarding procedures – 
 
Start of the school day –Staff are deployed in designated areas from 8.15am, 

Mon – Fri, term time only. 

Break and lunchtime – all areas of the site are supervised by duty staff; 

End of the school day – Member of staff are deployed to main gate. 

 
Co-operation with Third Parties, Extended Services & Lettings 
 
Our site security arrangements take into account third parties who may use the 
buildings or grounds. In most circumstances the arrangements will be equally 
applicable for the third parties involved. 
 
Below are the additional security measures that apply to the groups listed: 
 
Lettings/extended school activities – Lettings may use the facilities at St. 

Dominic’s Priory School during term time at agreed times or after school hours, as 

well as during holiday periods, subject to arrangements made with the Facilities 

Manager. 

Supervision of Contractors 
 
Contractors and maintenance personnel will not always have been DBS checked, 
therefore they should not have unsupervised access to children, and will be 
supervised as follows: 
 
Contractors will be expected to sign-in at reception and will be issued with an ID 

badge, which should be clearly displayed whilst on site.  

Contractors will park in authorised  parking areas only; 

Contractors will only carry out work agreed at the beginning of the contract 

and during the times agreed; 

Contractors will be supervised by school staff; 

 

Physical Security Measures 
 
The Governors will consider the need to use physical measures to ensure the 
safety of all staff and children. The Governors will review the provision of 
physical security measures on a regular basis in the form of a security risk 
assessment. 



 

 
 
 
 
 
 
The risk assessment will take into account: 
 
The location and layout of the school; 

Past incidents related to security; 

The performance of other security measures already in place or that could be 

implemented. 

 

Security of the Building 

Security lights are on timers whilst the premises are unoccupied after dark; 

It is the responsibility of all class teachers and non-classed based staff to ensure 

that their classroom/work area is secure, that windows and doors are closed 

during break times and at other times during the day when their classroom//work 

area is left unattended, and that all equipment is switched off and/or logged off 

when leaving the premises. 

It is the responsibility of admin staff and other staff who work with protected data 
and other secure documentation to ensure that at the end of their working day, all 
work areas are cleared and files are returned to designated secured lockable 
areas.  
 
 
Unlocking & Locking Arrangements 
 
The responsibility for unlocking the site daily is Facilities manager the person 
acting-up due to absence would be The Caretakers. Staff will be updated of 
opening and closing times during school holidays.   
 
The daily locking-up of the building entry doors will be performed by the 
supervisor Cleaner or school Caretakers. School House would be secured by the 
school cleaners or Members of staff in that building 
 
The normal hours for public access to the building will be between 8.30am and 
6 pm during term time. 

 
 
Emergency Call-outs 
 
The primary key-holders are our caretakers. If responding to a "person present" call-
out, they should first contact the Facilities Manager. 
 
 
 



 

 
 
 
 
 
 
Jamie Wilkes Our Facilities Manager should be kept updated of all actions and 
findings by Paul or Alan. 
 
 
Cash Handling 
 

Staff should avoid keeping cash on the premises whenever possible, safes should 
be used and kept locked at all times and accessed by designated staff only. 

The school will not take responsibility for any income ‘mis-laid’ if accepted and 
retained by staff. 

A 4-digit code and Key is used to access the cash safe and is known by the Finance 
Manager, Finance assistance. 

St. Dominic’s priory school is moving towards being a cashless school, however, a 
receipt is issued for any income received and accepted at St. Dominic’s Priory 
School and is kept in the school safe and banked regularly.  
 
Amounts of income vary, but no more than £2500 will ever be kept on the 
premises, in-line with insurance recommendations. If income exceeds this 
amount, it will be banked as soon as possible. 
 
Once income has been banked, a transaction will be raised and entered on the 
school’s financial system, by Finance Assistant for St Dominic’s Priory School.  
 
 
Valuable Equipment 
 
Items of value, including portable equipment with a value above £300 will not be 
left unattended in rooms where there is public access. In such locations, the 
room will be locked when it is vacated. Wherever possible, valuable items will not 
be left where visible from outside. 
 
 
Vehicle Movement 
 
The car park is accessible for staff, parents, Visitor’s and Neighbours. 
 
Neighbours will have access between the hours of 6pm-7:30am. 
  
Use of the car park is at the owner’s own risk, the school cannot be held 
responsible for loss or damage. 
 
Staff vehicles that require access to School parking should pay close attention to 
the speed restriction and also be aware of the presence of children at all times.  
Movement of vehicles during break times and lunchtimes is discouraged. 



 

 
 
 
 
 
 
The parent’s area is used for drop off and collection, deliveries and emergency 
vehicles only. 
 
Any delivery vehicles with deliveries for the kitchen must be accompanied school 
Kitchen by a member of the kitchen team. 
 
 
Outside Storage & Working Areas 
 
There are currently 4 outside areas that are used for storage at St. Dominic’s 
Priory school, which are the Early Years Shed x 2 and Outside shed at the side 
of the priory hall x 2 
 
These areas are physically secured using Bolt or coded padlocks, that staff 
working within these areas have access to.  
 
Personal Property 
 
Personal property will remain the responsibility of its owner. This includes both 
staff and children’s property. Both should be discouraged from bringing any 
valuable personal property to school. 
 
The school will endeavour at all times to ensure that all children’s property is sent 
home with them at the end of half and end of term, and this will include their 
Games kits, water bottles and coats etc. 
 
It is expected that children’s property is named and labelled, to ensure that any 
items that become ‘mislaid’ can be given back to them.  
 
Risk Assessment & Review 
 
A security risk assessment will be completed and reviewed annually, or sooner 
if deemed necessary. The findings will be used in the review of this security 
policy and shared with staff and governors. 
 
 
 
Signed: J Wilkes (Facilities Manager)  
 
 
Date February 2025 
 
 
Review Date: February 2026  
 
 

 
 


