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St. Malachy’s Primary School
HEALTH & SAFETY, SECURITY AND PERSONAL SAFETY POLICY

In St. Malachy’s Primary School we strive to create a secure and safe environment for all pupils, staff and visitors in the school.   
· Parents need to be confident that their children are safe and secure.    
· Children need to feel safe.   
· Staff should feel that their work place is a safe place to work.   
· Staff will also play their part in observing all Health and Safety regulations to the best of their ability. 
Ensuring the Security of Staff and Pupils
To prevent unauthorised or unknown visitors entering the school a buzzer system has been installed at the main entrance.  A sign is displayed at the front gate which instructs all visitors to report to reception (the front door of the main building).
At present three temporary classrooms are without controlled access.  

· It is expected that the classroom supervisor or class teacher in these classrooms accompany children into the main school building, when necessary, to ensure their safety.   
· It is recommended that as far as possible, that the children in P3/4/5/6/7 should leave the room in pairs.

· Toileting should be restricted, as far as possible to break and lunch times.   
· Pupils should not be sent alone to the toilet block outside.  
· The school gates shall be kept closed throughout the school day.

Visitors

· When visitors enter the school they should be escorted to their destination or asked to take a seat while the member of staff is contacted if an appointment has been made.

· Visitors are asked to sign the visitors’ book at reception on arrival.   

· All children and staff are alerted to unrecognised adults in the school. 
· Children are advised to report strangers to the nearest member of staff. 
· Staff may ask unknown persons the purpose of their visit to the school.

If, at any time, an unsatisfactory reason is given, or proof of identity cannot be given to an adult, then the member of staff concerned should ask for assistance from the nearest member of staff.  The unauthorised person will then be asked to leave and will be escorted from the building and site as they are committing to trespass.   If that person refuses, becomes aggressive or damages property, an attempt is to be made by staff to remove the intruder from the premises but the police should be called immediately.
Student teachers, new NVQ students and voluntary helpers will be introduced to the pupils and staff as members of the school staff and therefore may be trusted.
Volunteers/Students will be notified of the internet policy (eg) that they must not take / distribute photographs of pupils on personal devices.
Entering and leaving the school.

All pupils should be escorted to the school’s canteen in the mornings by parents.  They will be supervised here until the morning bell goes, when they will line up in the bottom yard, before proceeding to their own classrooms.
At break time all children shall be supervised in the yard by a supervisor.   Pupils will know who the supervisor is.   Children will always be introduced to any new members of staff.

Leaving the school at the end of the day

At 2.l5pm the children from Primary 1, 2 and 3 will be collected from their classrooms by their parents/guardians. If a child has not been collected, then he/she will wait with the teacher until collected.  Efforts will be made to contact the parent/carer by telephone (on the numbers made available to the school – as per the data collection sheet). The child will be kept in the school until he/she is collected.
Collecting pupils at the school gates and Escorting pupils to buses.

At 3.30 pm pupils from Primary 4 to Primary 7 will proceed to the collection point (at the front of the main building) where they will be supervised by a teacher until their parent/guardian/bus comes to collect them.   There will be a teacher / member of staff at the school gate to ensure the children’s safety.  Parents/carers should collect children from the school gate (as it is unsafe for teachers to leave the gate unsupervised to escort children to cars/buses). 
If a child has not been picked up, their teacher shall make every effort to contact by telephone the contact numbers available for that child. The class teacher must remain with the child until he/she is collected. If, on a rare and exceptional occasion, it is necessary for the pupil to be left home by the school, the principal or most senior teacher will bring the child home accompanied by another adult
Fire Drill Procedure - Fire drills will be carried out each term.

In the event of a fire on the premises, staff will be alerted by the fire alarm. 
· Teachers will get roll books and ask children to prepare to leave the room. 
· A member of staff will check the toilets in case a child is left behind.

· All staff and pupils will proceed to the chapel driveway for assembly.  
· P1/2/3/4 line up on the right hand side of the driveway.

· P5/6/7 line up on the left hand side of the driveway. 

· Principal will aim to determine the source of the alarm/fire.

· Emergency Service will be contacted immediately.

· Each teacher calls names register to ascertain the presence of each child.  
· Once everyone is safely out, no one may re-enter the school buildings 
· When it is safe to do so, staff and pupils may re-enter the school.
Security of Building

· An effective intruder alarm is in operation. 
· This will always be set by the Principal / Caretaker when the school is vacant.
· The key holders are responsible for the security of the building.
· Security lighting has been installed.
· It is the responsibility of the class teacher to make sure the classroom is secure, windows closed and equipment is switched off (eg). computers, laptops, other electrical devices before leaving the room.
· The double gates (in the bottom yard) should be locked with a padlock.
All staff members share the responsibility to report to the principal any failure of the following:

· All locks and catches are in working order

· All lighting is working

· The fire alarm has no faults

· The security system is working
Before leaving the premises, all staff should check:
· All windows are closed

· Doors are locked and secure

· The security system (alarm) is on

· The gates are closed.
· Computers / laptops / electrical devices are switched off
Parents – appointments and visits
Parents are welcome to enter by the main entrance if they need to call at the office or wish to make an appointment to see a teacher or the Principal.   
Leaving School during the Day

No child may leave school during the day.   If a child has an appointment, parents need to report to the class teacher by either telephone or note. Pupils will not leave the school unless an adult (known to the school) arrives to collect him or her. Parents will collect the child at the classroom door / school reception.
Other General Arrangements

If children are to leave the school for an Educational Visit or other off school activity, parental permission will be sought by means of a signed note at the beginning of the year.   

At the beginning of the year all parents will be contacted regarding each child’s medical condition and details of medication e.g. Asthma, diabetes. It is the responsibility of parents to ensure that their child has the correct medication with them to school, e.g. Inhaler; Epi-pen.
Administering Medication
The prime responsibility for a pupils’ health rests with the parent/guardian, however to enable pupils requiring medication to participate as fully as possible in school activities the school may agree to assist a child with medical needs.

Non Prescribed Medication

School staff will not give non prescribed medication to pupils (eg) pain killers etc.
Prescribed Medication

Some pupils may have medical conditions which will require regular administration of medication in order to maintain their access to education.  In such cases written consent from parents/guardians will be necessary. 
Children with allergies

Pupils with allergies should present the school with a care plan to assist teachers and staff with their medical needs.
Teachers will not administer medicine to pupils (unless a CarePlan) has been agreed between the parent, school nurse and the teacher. 

Parents/guardians are asked to provide for their children’s medical needs by visiting the school at break / lunch times.
Security of Personal Property

Children are asked not to bring anything of value into school.  Individual staff members are not responsible for any items brought into the school.  The Staff is responsible for any of their own property/valuable item(s) they bring into school.

Security of Cash and Equipment

Cash will be banked at least weekly.  Any monies left on the premises should be kept locked in a designated safe / locked cabinet.  Any monies collected by teachers should be locked in a drawer.  The keyholders (Mr Toner & Mrs O’ Connor will keep the key to the safe / locked cabinet on their person at all times).  These will not be left on the premises at all.
Staff who teach in the temporary classrooms are asked to lock their doors, to ensure the security of school equipment. 
All ipads / expensive digital devices are to be stored upstairs in the resource area (main building) and not in the mobile buildings.    
Car Parking and Vehicle Security

Everyone parking at the school does so at their own risk.

The Board of Governors, CCMS, do not take responsibility for cars or their contents.   Car parking is available at the front of the school, outside the school grounds.

ACCIDENT REPORTING

Recording Incidents  (details to include)
· Date

· Time

· Recorded by Staff/adult

· Name of child

· Nature of any injury

· Need for medical attention

· Action taken (if any)

· Reported to:

· Additional Information
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