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SECURITY/INTRUDER POLICY AND PROCEDURE

AIM
It is our aim at St Giles & St John Preschool to maintain the highest possible security of our premises to ensure that each of our children is always cared for safely. The Preschool main door will be always supervised on the children’s entry and departure from the setting. Anyone entering the setting during the session will have to ring the doorbell and identification will be checked before entry is permitted.

POLICY

Children’s personal safety

· We ensure all our staff, students; volunteers have been checked for criminal records by an enhanced disclosure from the DBS
· All children are always supervised by adults.
· Our Preschool is designed so that no member of staff is out of visual contact from another member of staff at any time.
· We aim to always have at least four members of staff on the premises whenever children are present
· We carry out risk assessments to ensure children are not made vulnerable within any part of our Preschool or when taking part in activities.
· Staff are not allowed to carry mobile phones on them during sessions.
SECURITY MEASURES IN PLACE

· We have systems in place for the safe arrival and departure of children

· The times of the children’s arrival and departure are recorded

· The arrival and departure times of all adults is recorded

· Photographs of staff are displayed in the foyer and hall

· All visitors are asked for identification before being allowed into the setting and must sign in the visitors book and sign out when they leave

· The doors to the garden can only be opened from the inside allowing children access to the secure outdoors.

· Children are only allowed to go home with the named person on their registration form unless prior notification is given from the parent and the person collecting must know the password.
· If staff cannot identify a person coming to collect a child, the child’s parents will be contacted for clarification.
· Staff are aware of the security code word in place should we have an intruder

· Our systems prevent children within our care from leaving our premises unnoticed.

· Personal possessions of staff are stored safely during sessions

PROCEDURES FOR:

Intruders posing a safety hazard

· Politely greet intruder, identify yourself and ask the purpose of their visit. Having a member of staff close by to secure the door and for support if needed.
· Explain that all visitors must sign in

· If the intruder becomes agitated and refuses to leave the building peacefully, endeavour to calm the person whilst trying to gain the attention of your staff member to call the police

· If the caller persists, the children and staff will assemble together in the garden away from the doors and will be distracted by staff, register and telephone will be taken with them, and they will stay there until the police arrive.
· If the person leaves before the police arrive do not attempt to detain them

· If the person does not leave before the police arrive. Explain to the officers what has happened, so they can deal with the intruder and find a cause for arrest.

· Remember to log the incident and review security measures

PROCEDURES IF:

If intruder is armed
· All staff will be alerted, and the police contacted immediately.
· Try to remain calm diverting the intruder as far away from the children as possible.
· The children and staff will assemble in the garden away from doors and will be distracted by staff, register and telephone will be taken with them, and they will stay there until the police arrive.
· If the intruder shows a weapon try to remain calm do not try to disarm them, reassure them that it is not necessary for them to use it.

· Once the police arrive, make them aware of whether the intruder is and any weapon you may have seen describing the intruder and reporting anything relevant the intruder may have said
· All staff and children should remain where they are unless directed otherwise by the police

· Incidents should be recorded, and security procedures reviewed and updated.
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