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  Safeguarding: 
At Longford Park Primary School, safeguarding and child protection is paramount and we are fully committed to ensuring the welfare and safety of all our children. We believe that safeguarding is the responsibility of all the adults in the school community. We believe that pupils have a right to learn in a supportive, caring and safe environment which includes the right to protection from all types of abuse including bullying. All school staff are vigilant for signs of any pupil in distress and are confident about applying the processes to avert and alleviate any such problems. If any behaviour is a concern in relation to safeguarding Longford Park Primary School procedures and processes will be followed at all times in accordance with the Child Protection Policy. Any concerns will be referred to the Designated Safeguarding team, these people are identified on the noticeboard in the staffroom and on the website.

Aim: 

Longford Park Primary School is committed to providing a safe and secure working, teaching and learning environment for all staff, pupils, governors, contractors and visitors whilst on site. It aims to develop, promote, communicate, and encourage a positive culture within the school, which recognises the importance and relevance of Risk Management and Security strategies.

Responsibilities:
The responsibility for school security is shared between the LA, Governing Body, Headteacher, Site Services Officer and School Business Manager.  

The Role of the LA - The main role of the LA is to maintain an overall policy for security within its schools and to support and monitor its implementation by the school and to ensure site integrity.

The Role of the Governing Body - The Governing Body is responsible for formulating the Security Procedures and monitoring its implementation.

The Role of the Headteacher - The Headteacher will be responsible for implementing the Security Policy agreed by the Governing Body.
The Headteacher will ensure:

· All staff appreciate the importance of security and understand the school’s policy and their responsibilities. 

· Staff training needs are kept under review and training implemented as required.

· Parents realise the importance of the security of the school site and everyone within it.

· Risk assessments are carried out by the Headteacher along with the Site Services Officer and School Business Manager 

· In addition, routine security checks are carried out on an on-going basis by the Site Service Manager and School Business Manager

· Termly reports are made to the Governing Body and, where necessary, to the LA.
· All crimes are reported to the Police.
· Practice evacuations are carried out termly.

· If the school has to closed, notification is placed on the school website, Coventry City Council website, local radio and the school’s own learning platform and MIS Provider Bromcom using the parent app (My Child at School).

The Role of the SSO
· The SSO should check the perimeter of the grounds every day for foreign bodies.

· The SSO should ensure that the alarm system is tested weekly and undergoes maintenance annually. These checks must be recorded.

· To ensure that all windows and doors are locked and secure and the alarm set before leaving each evening.

· In the event of ice and snow the SSO should make an entrance route safe before staff, children or parents arrive. SSO to liaise with Headteacher to discuss the conditions and risk assess the site prior to the start of the school day. 
· To respond in a timely manner to reports of faults/incidents – SSO to liaise with HT and SBM. 
Security of Pupils, Staff and Visitors
Pupils

· All staff should be aware of security procedures and know how to protect pupils from harm, guard against assault and how to contact emergency services.
· If parents wish to take their children out of school during the school day (e.g. for a medical appointment), they should inform the class teacher and office staff.  Parents must report to the main school office and office staff will collect their child from the classroom.  Children will not be allowed to leave school during school hours alone.

· If another adult, who the class teacher does not know, needs to collect a pupil, the school must be informed in advance, the class teacher must be told their name and given a ‘password’ given which has both been shared with both the school and the person collecting. The person collecting the child should show proof of their identity and/or say the ‘password’ and be added to the authorised list on MIS provider, BROMCOM.
· Only children arriving late for school (after 8:50am) should enter through the main entrance.

· Children will be supervised at all times when on the playground during the school day – by teachers and support staff at break times and by lunchtime supervisory assistants at lunchtime.  During Breakfast Club the children will always be supervised by a member of school staff.  
· If a pupil needs regular medication the parent / carer must complete a permission form and the medication will be securely stored in the school office.  Inhalers are labeled and kept in the classrooms 

· If a pupil has an accident in school, they should be treated by an appointed First Aider who will record the accident in the accident log and send a letter home to parents.  If the injury requires medical attention parents will be called to take the pupil to GP or hospital or if necessary, an ambulance will be called. When a child is taken straight to a hospital from school a RIDDOR report is filed.

Staff 

· All staff should take shared responsibility to ensure the security procedures are implemented.  New staff should be informed of the procedures on taking up their post and this policy is in the school policy folder located outside the Headteacher’s office and on the school’s P drive.
· All staff must have DBS clearance.  

· Staff based in school are the only staff to know the combination of the door locks

· Staff sign in and out electronically whenever they enter/leave the school site
· All staff must ensure that all entry to the school is via the main pedestrian entrance. Visitors should not gain entry through the car park gate or delivery entrance without a member of school staff knowing. 

· All staff must challenge visitors who are not wearing a visitor’s badge or official pass.
Visitors
· All visitors, including contractors, to come to main office entrance, report to Admin staff, sign in electronically and wear a visitor’s badge with red lanyard or their official pass. 
· If the visitor doesn’t have a red visitor lanyard and is being escorted they should be wearing a DBS pre-checked visitor badge. 
· If visitors from agencies, contractors or volunteers have not had DBS clearance, they will be escorted around the school by a member of school staff.  

· Parents should not enter classrooms during teaching time, they should make an appointment to meet with a member of staff.  They must follow the same procedure as above.
Trespass

· Longford School is not a public site to which members of the public have access.  Anyone who enters the site without a valid reason is trespassing and will be asked to leave or the police called.
· If a parent/carer is causing a disturbance by behaving inappropriately verbally or physically on the school site, permission for them to be on the site will be temporarily suspended or permanently withdrawn. This will be reported to the LA so that a formal letter confirming that they are not welcome on school site will be produced.  Formal notification is important as their human rights are being affected.  A five-day period must be allowed in which they can make representation.  If the person refuses to leave willingly after such notification the police will be called.
Internet and e-Safety

While the Internet serves as a wonderful educational tool, teachers and pupils should be aware of the dangers of using the Internet. Caution needs to be exercised to ensure that

· children do not access unsuitable material on the Internet.

· Internet material to be used for schoolwork is previewed.

· computers are placed in public areas and the screen content is visible to everyone.

· children are taught how to use the Internet safely and warned of the

potential dangers of unsuitable sites and chatrooms

· children are advised never to give out personal details on the Internet.

· clear penalties are in place for misuse of the Internet.

· children’s time spent on-line is monitored. 
· Coventry City Council’s IT systems:
Smoothwall - Web filtering
Impero - Safeguarding
Safe Data Storage – Data Cloud Backups
Fortinet – Firewall
· E-safety lessons are delivered across the school.
Hardware
· The main gate and delivery gates are operated electronically via release buttons in the school office

· Push button combination locks operate the playground gate.
· All external doors to be kept closed, (doors can be opened internally but not externally)

· All cupboards and filing cabinets containing confidential data, valuable equipment and equipment that may pose a risk to be locked when not in use – the cleaner’s cupboard must be kept locked at all times as it contains chemicals 
Keys
· There will be only a very limited number of keys both to the school building and the grounds/gates.  A list of these key holders will be kept in the office.

Electronic Gates

· The staff car park is closed at all times. Staff open the car park gates through fob  

· Arrivals at the delivery entrance are admitted by the office staff through video-link and intercom.

· The main pedestrian entrance, on the main road, is opened at 7.45am, in preparation for children arriving at breakfast club and will be closed at 8:50am.
· The delivery gate is opened manually at 8:40am and remains open until all parents/carers are off site. This is to support a one –way system being operated during drop off and collection of children at the start and end of the school day.  
· The school gate, by the main reception area, will be opened at 8:45am by a member of staff and closed/re-padlocked at 8:50am.
· There will be a lunchtime supervisor stationed at the pedestrian gate and delivery entrance when the children are playing on the front field at lunchtime.

· Gates are opened at 3.20pm and closed again at 3.30pm. At all other times access through the pedestrian gate is accessed by video-link and intercom (including parents collecting children from after school clubs or Nursery). 
There will be times when children move outside of our secure school site, e.g. into Longford Park, or to walk to the Ricoh Arena. At these times, children will always be under the direct supervision of adults (ratio according to age)
Releasing children at end of the day.

This is the most vulnerable time for our children. Children should not be released to any adult unless the teacher knows them as a parent or guardian by sight. If we have received a phone call to establish a different set of arrangements from normal, then the identity of the collecting adult should be checked and their name added to the school’s MIS system, BROMCOM, should parents request it. The adult collecting the child will be asked for a personalised password which has been previously agreed by the parents and school. The adult collecting must state the password at the door in order for the child(ren) to be released safely. 
Where we have supply teachers in school they should have the leaving routine explained to them and be supported by a member of staff i.e. TA.
Main Building

Whilst the children are in the main school building, the school office have a duty to remain vigilant at all times on the main entrance doors. They should keep an overview of children entering and leaving the main building. If they see a child leave unattended they should follow the child, whilst a colleague, informs the Headteacher/ Deputy Headteacher. 

When a class/group or individual child need to move between buildings e.g. from the main building to the Reception class/Community lounge building for a club/lesson, they must be escorted by a member of school staff.  Staff must be vigilant and walk/escort the children in small sections. 

At the end of the school day, a member of staff will stand on the classroom door threshold and will only allow the children to leave the classroom when parents are present. It is the responsibility of the member of staff dismissing the children, to ensure that the child walks to their parent/ carer. 

End of the Day

Even when all procedures have been properly observed, emergencies can still arise. Therefore, at the end of the day, a member of the school staff team will be positioned on the pedestrian and delivery gate. School staff will be aware of which children in Year 6 have permission to walk home and will aim to stop any other child from leaving the school gate if they are not accompanied by an adult or older sibling. Staff members will have walkie talkies so that any concerns/issues can be communicated quickly. 

Reception Class

Whilst the children are in the Reception Class, the Reception staff have a duty to remain vigilant at all times. The external door must be kept locked (ID activated) at all times. When the class/groups of children are moving from one building to another, they must be escorted by a member of school staff.  Staff must be vigilant and walk/escort the children in small sections.

Collection Procedure: 

Children will be dismissed from the main front door of the Reception classroom. 

Location of Staff

1 x staff member positioned at main front door.  

1 x staff member positioned inside internal door. Internal door stays closed. Curtain pulled back.

1 x staff member positioned in the main body of class. 

Adult stood at the main front door identifies up to 3 adults waiting to collect their child. 

Adult closes the front door and speaks to adult at internal door who calls children.  As children

get up, adult to check correct that the correct children have stood up and come to the door.

The next steps is to allow the 3 children through internal door to meet the adult at the front

door.  Adult located at the main door opens front door and hands children to parent. 

Conversations with parents at the end of the school day- Prior to the end of the school day,

an adult will send a message on the school’s learning platform (seesaw)  to inform that an

adult from school needs to speak to the parent. As part of the message, the adult will clearly

explain that the conversation will take place when all children have been released. If parents

are unable to wait, an alternative time will be arranged.

Children at risk of removal.

There may be times when we have been alerted to the risk that an estranged parent or other adult may seek to remove the child from school at the end of the day. When this is the case all the key staff in an area will be informed of this possibility. At the end of the day, the child at no point should be left unattended and if appropriate should be brought to the offices away from the normal end of day procedures.

If any unauthorised adult comes into school the office should be telephoned and a senior member of staff alerted. 

Fire Drills.

Fire Drills will be undertaken every term and the results will be considered by the Governors Resources sub-committee meeting. If there are any issues which arise from these reviews they will be tabled at Senior Leadership meetings and addressed by the SSO and SBM.
Contractors

Appropriate Risk Assessments to be written as needed. All contractors must comply with this guidance. Particular notice should be made where contractors need access to secure areas. Pupils should always be under the supervision of staff if contractors are working in the school.
Panic Alarm

When Senior staff hear the panic alarm they should ensure that their class (if necessary) is appropriately supervised and then make their way as quickly as possible to the offices to offer any assistance. Any other available staff should check to see if their help is needed.
Security of Equipment  
Inside School Building
· All expensive, portable equipment to be marked as belonging to the School using the Smartwater system.
· All expensive, portable equipment to be stored securely away where able to do so.
· The infra-red intruder alarm system to be in operation when the school is closed. 

· Staff to be responsible for making sure that windows are closed and equipment switched off.
· All cash collected should be recorded on a cash collection sheet or safe record book and locked in the safe

· Pupils should not bring valuable items into school. Mobile phones from Year 6 will be collected at the start of the school day and kept in the school office until the end of the day. 
Outside School Building
· Security fencing to the front and side of the school to prevent intrusion
· External lighting to deter trespassers

· CCTV active 24 hours a day.

Administrational Safety

· Confidential records of staff and pupils are locked in a secure place.
· Confidential paper work is put away when the office is unattended.
· If the office is unattended, money must be locked away in the safe.
· Only the Headteacher, School Business Manager hold safe keys and the safe is only used by the Headteacher, School Business Manager and Clerical Officer
· Money received in school e.g. through PTA events, should be banked regularly.
· The office and curriculum servers are backed up daily and the most recent backup is retained in the ‘Virtual Cloud’. If the back up for the Admin network fails, it should be reported to ICT Service Desk (024 76786620) as soon as possible for the problem to be resolved. 
· Logging in passwords should be kept confidential and are updated on a regular basis as the system prompts users to do this
· Anti-virus software has been installed and is updated annually.
