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      Policy for Site Security 
Aiming high, achieving together 

 
Date of issue November 2025 

Review Date November 2028 

Signature of Headteachers L.J.James 

Signature of Chair of Governors G. Dove 

 
At Merton Infant, Pre-School and Junior Schools, we strive to create and maintain a secure and safe environment 
for all children and adults in school. Parents need to be confident that procedures are in place to provide this 
environment.  Both children and staff should feel that their working environment is a safe place in which to work but 
it is important that visitors continue to feel welcomed. 
 
Our aims are: 

• To help make the children and all those who work in the school feel safe and secure. 

• To focus strongly on personal awareness and responsibility. 

• To meet the latest DfE Government guidelines and the advice of the LA.       

• To identify and minimise risk as far as is practical and sensible. 

• To control access to and movement within the school and its grounds by people and vehicles. 

• To respond effectively and in good time to identified security issues. 

• To review our policy on a bi-annual basis or more often if events dictate. 
 
Scope 
This policy covers the following areas: 

• Site access, general building security, movement around and outside of the school. 

• Assault, injury, theft, burglary, criminal damage, vandalism, trespass and nuisance. 

• Offensive weapons. 

• Identified threats to the safety and well-being of the school community from those with                                           
criminal intent, including drug dealers.  

• Visitors, contractors, helpers or other persons involved with the children. 

• Computer data security. 
 
Health & Safety is the subject of a separate policy document. 
 
Fire procedures are laid out in the Fire Management Plan. 
 
Roles and Responsibilities 
All staff should: 

• Support the Headteacher in implementing this policy. 

• Report any shortcomings to management. 
 
The Headteacher shall: 

• Implement the security policy and any action plan approved by the Governors. 

• Ensure staff have a clear understanding of their particular responsibilities. 

• Take day to day operational decisions. 

• Consider particular risk situations (e.g. home visits, lone working). 

• Consult with local professionals as appropriate (e.g. police, road safety workers, etc.). 

• Provide appropriate information to pupils, parents and visitors. 

• Monitor and review security measures. 

• Review the policy and update the governing body as needed. 
 
The governing body shall: 

• Review and approve the policy and any action plan for the school. 

• Ensure arrangements exist for measures to be monitored and reviewed. 

• Determine expenditure priorities. 
 
Pupils, parents, community users and visitors will be: 

• Expected to respect the measures taken by the school to improve and ensure security. 

• Encouraged to report ideas and problems to the staff or Governors or both. 
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Active Security Measures 
Physical Measures 
 
Merton Infant, Pre-School and Junior School is on a shared site. There is one main entrance to the school site and 
opens onto Romsey Close. There are 3 side gates. All gates are used extensively by both parents and pupils and 
give access to and from the local housing areas. 
 
The school uses the following physical security measures: 

• Sign-posted entry to ensure all visitors report to the school offices. 

• All visitors are required to sign in and out at each school office. Leaflets for visitors and contractors covering 
Health & Safety issues are provided.  

• Identification badges for visitors and helpers. 

• All door and window locks comply with LA and H & S standards and are reviewed regularly. 

• Doors leading into the school offices from the outside have keypad-controlled access. Other external doors 
have locks. No member of staff should admit an unknown person unless proof of identity has been obtained. 

• Outside normal hours the school has an electronic security alarm activated. 
 
Security of the Building 
An effective intruder alarm is in operation. This is always set when the school is not in use which is monitored by 
The Alarming Company. 
 
The local community safety patrol officers patrol the local area during the evenings, at weekends and during school 
holidays. 
 
Security lights are on whilst the premises is occupied after dark. 
      
Appendix 1 lists the key holders who are responsible for the security of the building. 
 
It is the responsibility of the class teacher to make sure that their classroom is secure, windows closed and 
equipment switched off before leaving the premises. 
 
The last keyholder to leave the premises is responsible for securing the building if they leave after the cleaners. 
 
Alarm Call-Outs 
Merton Infant School employs the services of PMS Services if the alarm goes off out of school hours.  If a 
keyholder is contacted as a result of a ‘Person Present’, they will wait in the outside car park until the police arrive. 
If necessary, additional keyholders should be contacted for support. 
 
Car Parking and Vehicle Movement 
Vehicles are not allowed to enter or leave the main car park when pupils are arriving at the beginning or end of the 
school day. The only exception to this is where prior arrangements have been made for disabled parents or 
visitors. The main gates are closed between 8.30 – 9.00 and 3:00 and 3:30pm. All pedestrians are encouraged to 
use the designated pathways.  Hatched crossings have been marked to reduce risks to pedestrians. 
 
See separate Car Parking Policy  
 
People Management 
The school acknowledges the concerns of all parents for the welfare of their children and its duty of care to ensure 
their safety. Critical to this is the selection, monitoring and control of all adults who come into contact with the 
children, and the Governing Body and the teaching staff take this aspect of the management of the school 
extremely seriously. The following rules apply to all individuals who come into contact with children and follow the 
HCC Guidance: 
 

• All staff are fully vetted before joining the school team. This includes the taking up of references and 
checks with the Disclosure and Barring Service (DBS) on criminal records for any offence. A Single Central 
Register is maintained by the School Business Manager. 

• All regular parent helpers are required to complete an application form and checked with the DBS before 
working unsupervised with children.  In exceptional circumstances, the Headteacher may authorise helpers 
to work with children under constant supervision. 

• Visitors at the school are obliged to wear identification badges. Children are instructed on what to do when 
they encounter an unidentified stranger. 

 
Caretaker 
It is the responsibility of the caretaker / cleaners to check daily that:-                                                                                                                                                                                    
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• all locks and catches are in working order 

• the security system is working properly 
 
and before leaving the premises, to check:- 

• all the windows and blinds are closed 

• the doors are locked and secure 

• the security alarm is set 

• all gates are shut 
 
Headteacher 
It is the responsibility of the Headteacher to ensure the performance of the above functions in the absence of the 
Caretaker / cleaners.  In addition, the Headteacher or in their absence, a member of the SLT is responsible for the 
security of the premises during the school day. 
 
Lone Working 
Ideally, staff should not work alone at school as there are risks involved, such as assault, accident or sudden 
illness. Indeed, staff should carefully consider if they really need to be on site at all outside of reasonable hours as 
it is important to preserve a ‘work – life balance’.  
 
Any teacher or learning support assistant wishing to work outside of normal school hours should try to ensure that 
at least one other colleague is also on site – ideally within ‘hailing distance’, or with both parties having mobile 
phones programmed with each other’s numbers. If a member of staff arrives at school outside of normal school 
hours and finds another colleague is already in the building, they should let them know that they are on site. If a 
member of staff is about to leave the building, and just one or two other colleagues are remaining on site, they 
should let them know they are going. 
 
However, if a member of staff chooses to work alone on site they should take these precautions: 
• Do not work at heights on a ladder or steps. 
• Do not go into lofts or any other space in which you might become trapped. 
• Do not do any tasks involving hazardous tools or materials. 
• Avoid working outside of the main building. 
• Lock the doors and close the windows to prevent intruders. 
• Know the location of the nearest fire exit and how to open it in an emergency. 
• Know the location of the nearest first aid kit. 
• Carry a mobile phone or take a school phone from the office. 
• Cars should be parked close to the entrance. 
• When leaving, limit the amount you are carrying to have one hand free. 
• Ensure someone knows where you are and when you intend to leave the school. Arrange to telephone them 
when you are leaving.  
• If you arrive at school and find any sign of intruders, do not enter the building. Instead, call the police. 
• If you become aware of intruders or vandals, do not challenge them. Instead, call the police. 
• Do not work alone if you know you have a medical condition that might cause you to become incapacitated or 
unconscious. 
• When working alone, do not attempt any tasks which have been identified as medium or high risk, or which 
common sense tells you are potentially hazardous given your own level of expertise and the nature of the task. 
 
Pupil Supervision 
 
Arrivals 
Children should not arrive on site until 8:45a.m. when doors are opened unless they are attending a supervised 
activity e.g. Breakfast Club starts at 8.00am.  Pupils should enter school through the appropriate entrance and then 
go to their respective classrooms where they will be supervised by members of staff. All children who arrive after 
9.00am must report to the School Office.      
 
Supervision on School Grounds 
During the school day all children are supervised when in the playground. This is by teachers and learning support 
assistants at morning break and by lunchtime supervisors at lunchtime. 
 
Leaving School at the End of the Day 
The side and top gates are opened by 3.15p.m. Parents are permitted to wait outside the classroom external doors. 
Children are released to the adults collecting them from their classrooms via their external classroom doors.  If after 
10 minutes, no-one has arrived a member of staff will telephone the parents/carers. The child remains in the office 
area until an adult arrives to collect them.  
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Leaving School during the Day 
No child is allowed out of school during the day for an appointment unless a known adult arrives to collect them 
from the school office. The departure and return of the pupil is logged by office staff. 
 
Trespass and Nuisance 
In the first instance, members of the SLT should consider the level of risk and may approach an unauthorised 
member of the public. If pupils are outside, it might be necessary for the ‘Coming In’ or ‘Lock down’ procedures to 
be followed. However, in any case where such measures fail to resolve the situation, recourse to the law will be 
considered. This extends to unlawful presence on site, individuals creating a nuisance or disturbance, verbal abuse 
of pupils or staff as well as violence to any individual. Any such situation will be contained as appropriate at the 
time but as this is a criminal offence the school will always refer to the police. 
 
Serious Incidents or Threats 
In the event of any serious incident staff should:  

• Stay calm. 

• Minimise the risk to yourself, the children or others. 

• Seek help as soon as possible 
 
The general policy is: 

• The welfare, security and protection of the children, staff and visitors will take precedence over any other action 
required to contain the situation. 

• The Headteacher or member of the SLT must be informed. This person will then decide what action to take, 
which may involve contacting parents or the police. 

• After any such event, a detailed report will be prepared by a nominated individual for presentation to the 
governing body. If required an emergency meeting will be held by the governing body to review, make 
recommendations and take appropriate action. Statutory bodies such as the Police, LA, etc. will be informed 
and consulted as required. 

• The school will seek to follow best practice guidelines in its response and handling of threats and incidents, 
according to the “Critical Incidents: Guidance for Schools” publication. 

 
Offensive Weapons 
The Headteacher has discretion to determine what an offensive weapon is or what may cause harm if worn or 
brought to school, and to ban it. Any appeal against the Headteacher’s decision will be considered by the 
governing body. 
 
Theft and Burglary 
Schools are not immune from burglary or from theft of belongings, monies and personal items of pupils. The school 
takes an active stance on this with items of high value “security marked” and the banking of all monies such that 
large sums are seldom left on the school premises. There is a safe for storing valuables left on school premises. 
Suitable locks are used on doors and windows. 
 
The school actively encourages personal security awareness. Pupils and staff are discouraged from bringing in 
items of value. Any incident of theft is investigated. Mobile phones should not be brought into school. The school 
will not take responsibility for loss or damage to phones. 
 
Curriculum Activities 
Children will be made aware of security issues at the appropriate level through a series of school based activities. 
They will be:  

• Encouraged to be security conscious e.g. never open external doors to adults other than staff. 

• Encouraged not to approach any adult they don’t know but to tell a safe adult. 

• Taught how to take care of themselves and others. 
 
All the above issues are covered in the non-statutory Personal Social and Health Education (PSHE) curriculum 
guidelines. The school takes advantage of any opportunity to heighten children’s awareness.  Children will be 
listened to and their fears and concerns respected. 
 
Security of Equipment 
All items of equipment in the school are the property of the school and as such must be kept well maintained and 
secure at all times. The school asset tags valuable pieces of equipment over the value of £250. Teachers are 
permitted to take their class laptop out of the building but they are required to sign a form accepting responsibility.  
If a member of staff wishes to borrow other pieces of equipment full details must be recorded in the logbook which 
is kept in the office.  If an item is damaged whilst it is in the possession of a member of staff, repairs will be the 
responsibility of the staff member. All equipment of significant value is recorded in an inventory. 
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Computer Data Security 
It is important that computer data used in administration is secured, as far as is practical and reasonable, from 
accidental or malicious damage or loss. To this end: 

• Computers used in the school will be equipped with up-to-date anti-virus software. 

• Frequent backups will be taken of important data, to minimise the time needed to return to normal, and 
kept in a fire resistant safe in the school office. 

• All staff are given a USB stick which is password protected. 
 
Appendix 1 
Key Holders 
 

Role Infant School Junior School 

Headteacher Larissa James Kayleigh Reading 

SLT Laura Relf – Deputy Headteacher 
Paula Bennett – School Business 
Manager 

Ellie Young 
Jill Dyer 

Caretaker Phil Morris Jim McGillivray 

 
Merton Infant Site Security Survey and Risk Assessment 
 

Date of assessment: 04.11.2025    Carried out by: Larissa James 

 

 
Low risk 0 1 2 3 4 5 

 

High risk Points 

Part 1: Incidence of crime in last twelve months 

1 Trespass  
 No cases of trespass in 

school grounds 
x      

 

Trespassers commonly in 
school grounds 

0 
 

 

2 Vandalism  
 No cases of vandalism 

reported 
x      

 

Frequent and costly 
vandalism of school 
buildings 

0 
 

 

3 Theft/burglary  
 No cases of theft or 

burglary 
x      

 

Frequent theft or  
burglary 

0 
 

 

4 Fire  
 No arson attacks in the 

locality 
x      

 

Schools in the locality 
have suffered from arson 
attacks 

0 
 

 

5 Safety — attacks on staff or pupils  
 No attacks or threats 

reported 
x      

 

Attacks inside school or 
vicinity of school 

0 
 

 

6 Drug/solvent abuse  
 No problems reported x      

 

School or locality problem 
with drug/solvent abuse 

0 
 

 

 

Part 2: Environment and buildings 

1 Incidence of crime in surrounding area  
 Locality has a low crime 

rate 
 x     

 

Locality has a high crime 
rate as reported to police 

1 
 

 

2 School overlooked from roads and/or housing  
 Grounds clearly visible 

to public 
     x 

 

Unobserved grounds 6 
 

 

3 Boundaries, fences and gates  
 Boundaries well defined 

with fences and gates to 
grounds preventing all 
but determined intruders 

 x     
 

No fences or gates 
preventing unauthorised 
access 

1 
 

 

4 Clearly defined entrances  
 Clear entrances with 

signs directing visitors 
 x     

 

No clear entrances or 
multiple entrances 

1 
 

 

5 Well organised reception area and visitor control  
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 pass system in 
operation with badges 
issued to all visitors 

x      
 

No system of recording 
visitors 

0 
 

 

6 Car parking  
 Car parks well lit and 

overlooked 
 x     

 

No safe place to park, car 
parks unlit and not 
overlooked or surrounded 
by trees 

1 
 

 

7 Condition and appearance of buildings  
 Buildings well kept and 

in good repair with no 
graffiti and not 
vandalised 

x      
 

Buildings badly kept and 
in state of disrepair, 
graffiti-covered and 
vandalised 

0 
 

 

8 Detached and temporary buildings  
 No buildings detached 

from main block 
x      

 

Many detached buildings, 
including temporary huts 

0 
 

 

9 Recesses and internal courtyards  
 No places for intruders 

to hide and break in 
unobserved 

    x  
 

Numerous places for 
intruders to hide and 
break in unobserved 

5 
 

 

10 Secure exit doors  
 Doors secure against all 

but most determined 
intruders 

 x     
 

Fire exit doors easily 
forced, inadequate locks 

1 
 

 

11 Secure windows and roof lights  
 Windows and roof lights 

protected against 
burglars 

 x     
 

Windows and roof lights 
provide easy access 

1 
 

 

12 Valuable equipment that is easily stolen and disposed of  
 Few computers, TVs 

and video cassette 
recorders 

    x  
 

Many computers, 
keyboards, faxes, 
camcorders, etc. 

5 
 

 

13 Fire precautions  
 Buildings have adequate 

fire compartmentation, 
fire/smoke barriers and 
fire doors 

 x     
 

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

1 
 

 

14 Community ethos and support for school  
 Strong community and 

parent support benefits 
security, e.g. active PTA 

 x     
 

Insignificant parent or 
community involvement or 
negative attitudes 

1 
 

 

15 Out of hours use of school facilities  
 No reported problems 

and/or security benefit 
from out of hours use 

x      
 

Many security problems 
due to out of hours use, 
special risks e.g. bars, 
social clubs 

0 
 

 

Part 3: Security measures 

1 Schoolwatch scheme  
 Efficient system for 

reporting suspicious 
incidents, e.g. hantsnet 

x      
 

No scheme in 
operation 

0 
 

 

2 Pupil involvement  
 Successful involvement 

of pupils 
 x     

 

No involvement in 
security 

1 
 

 

3 Waste bins  
 Waste and recycling 

bins locked up every 
night 

x      
 

Unlocked mobile bins 
left around school 

0 
 

 

4 Security lighting  
 Lighting of all entrances, 

footpaths and building 
facades 

 x     
 

No lighting 1 
 

 

5 Surveillance  
 Efficient surveillance, x      

 

No system 0 
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e.g. CCTV covering 
perimeter or security 
patrols 

 

6 Intruder alarms  
 System using passive 

infrared detectors in all 
ground floor perimeter 
and other vulnerable 
rooms 

x      
 

No system 0 
 

 

7 Fire protection/sprinkler systems  
 Automatic system linked 

to fire brigade 
x      

 

No automatic system 0 
 

 

8 Property marking  
 All valuable property 

marked and kept in 
secure store or secured 
locally 

 x     
 

No markings on 
property 

1 
 

 

9 Cash handling procedures  
 Secure methods in 

operation 
 x     

 

Procedures lacking 1 
 

 

 
Security risk assessment score summary 

Part 1 — Crime 0 (0 - 30) 

Part 2 — Environment and Buildings 24 (0 - 45) 

Part 3 — Security measures 4 (0 - 75) 

Grand total 28 (0 - 150 points) 

 

Type of school (level of risk) Possible security 

Low risk schools (Risk 
assessment score 0-49) 

Visitors' access control, limited number of entrances. Clearly defined 
boundaries and signs. 
Secure doors and windows. 
Out of hours access procedures.  
A basic fire alarm system. Additional fire compartmentation. 
Cash handling procedures.  
Buildings clear of materials that can be used for arson or vandalism.  
Control of contractors works.  
Pupil involvement.  
Parent and community involvement.  
Property marking.  
Security of computers.  
Intruder alarms in sensitive areas (e.g. head teacher's office, IT room). 

Medium risk schools (Risk 
assessment score 50- 100) 

Comprehensive intruder alarm system.  
Automatic fire detection.  
Security lighting.  
Precautions against damage to glazing.  
Secure storage areas and IT rooms.  
Securing the building envelope.  
Security fencing.  
Car parking and vehicle security. 

High risk schools (Risk 
assessment score 101 - 150) 

Personal attack alarms. CCTV.  
Shutters or grilles on windows and doors.  
Security guards or patrols.  
Sprinkler system to limit fire damage. 

 

Merton Infant School is therefore a low risk School. 

 


