


  POLICY:  SAFETY & SECURITY OF TEACHERS, LEARNERS & VISITORS



1) Introduction 
[bookmark: _GoBack]The policy aims to ensure a safe and secure school environment for learners, educators and all visitors to the school.  It also aims to identify possible hazards at school and to minimise the risk they pose.  The policy will only be effective if frequently communicated and if all members of the school community cooperate in its full implementation.  

2) Emergency Numbers (In your Area / Community) 

AMBULANCE	: 

POLICE     	: 10111	

FIRE 		:

WELFARE	: 

These numbers will be displayed at the following points in the school:-
Reception, Principals office, at the phone which is used for contact purposes, Each Classroom and will also be available from security / control point at main entrance gate to the school.  

SAFETY

3) Hazards on School Premises. 
3.1  The following hazards are identified on the school premises (e.g. potholes, staircases, science lab, gas, workshop, machinery etc.) The following action / regulations will minimise the risk and communicate the danger that they pose.  
· Long-drop toilets – teach learners the proper use of toilets and how to sit in avoiding an accident. 
· Very small learners in the foundation phase should be accompanied by an educator to make use of the long-drop.  
· Any visible dangerous  holes should be covered with stone or sand.  

3.2  Relevant warning signs will be put in places where they are clearly visible before nearing the danger or hazard zone.  The following signs will be positioned.
· Floors slippery when wet – Passages
· Fire Hazard – Science Lab
· Kids crossing the road – Main entrance to school. 

4) Hazards encountered when travelling to and from school
4.1  The following hazards are identified in the immediate school environment (e.g. river crossing, busy road, dump etc.) And the following action / regulations / procedures will be taken to minimise the risk and communicate the danger they pose. 
· River flooding when heavy rain (do not cross) 
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· Busy road – Road safety awareness to be discussed in classes
· Burning fires – Fire awareness lessons to be arranged with Fire Brigade (where possible) or explained to learners in class. 

4.2  The following measures will be taken to promote road safety for learners travelling to and from school (e.g. teaching young learners to cross the road, highway code for learners using bicycles etc.) 
· To be read and understood in conjunction with our bus transport policy. 
· Learners should be made aware of the dangers posed when travelling by bicycle.  Bright coloured clothes should be worn, one should drive at least one meter from the left of passing cars, bicycles should have a side mirror to be able to monitor section, road safety to be discussed on a regular basis with learners.  An emergency contact number of a relative should be carried by the learner in case of an accident the rear 

5) First Aid
5.1  The following steps will be taken in the event of injury on school premises.  
· If serious the ambulance should be contacted immediately.  The patient should be stabilised and made comfortable without putting his life or injuries in further immediate danger.  Local Authorities i.e. Ambulance services should be invited to the school on a regular basis and first aid precautionary measures should be discussed with all educators and learners.  
· An immediate relative should be contacted immediately and notified of the nature of the injury and if the patient is removed from the premises to which hospital / clinic he/ she was taken to.  
5.2  The school first aid kit will contain the following items: 
· Gloves for blood injuries. 
· Plasters
· Bandage 
· Sling
· Gauze for open wound. 
· Detol or similar antibacterial cleanser. 
· Sugar for sugar water treatment / shock.  
· Antibacterial Cream (e.g. Bactroban or Germolene) 
5.3  The First Aid Kit(s)  will be located as follows:
· Principals Office
· Reception 
· Main Gate
5.4  The following persons will be responsible for maintaining the first aid kit. 
· School Secretary and H.O.D. 
5.5  The following universal precautions will be followed when dealing with a blood letting injury. (e.g. use of surgical gloves, see also HIV / AIDS policy) 
· Surgical gloves should be first priority and be warn at all times when treating open wounds. Immediate relative is to be notified of serious open wound accidents and what measures were taken. 
· Ambulance service should be invited on a regular basis to give advice on how to treat open wounds. 
· Open wounds should only be stabilized, serious open wounds should be stabilized and the ambulance service should be contacted if very severe injuries are suspected.   

6) Fire
6.1  The following precautions will be taken to minimise the risk of fire in the school.  
· The school will be a non-smoking zone and no fire causing items will be allowed on the premises i.e. matches and lighters.  
· Regular invitations will be arranged with the Fire Brigade for awareness lessons.  
6.2  The following drill will be followed in the event of fire or other similar emergency warranting evacuation of the buildings (including assembly points and role call procedures) 
· The school bell will be rung continuously for a minimum of 3 minutes.  
· Everyone on the premises will take instructions from ONE person appointed to act as safety manager.  
· The safety manager must work out an escape route and it must be submitted to be kept together with this policy.  The plan must be drafted and accepted by the S.M.T. The plan should include escape routes, fire drills practices, assembly points, maintenance of fire fighting equipment and key person responsibilities in the event of a fire.  The Fire Brigade must be given a copy of this plan and advice should be given to see if it’s viable.  
· Role call will be taken at the furtherest point away from the fire at the opposite direction of the wind (if any).  Pupils/ Educators absent from this role call (after 3 minutes of stabilisation of the situation) must be reported to the safety manager and confirmed by the class teacher/ principal if the specific person indeed reported to school.  
· If the specific person did report to school, a relative should be contacted and confirmed if this person is not perhaps safely at home.          

6.3  The fire fighting equipment will be located as follows:
· In the principal’s office “not locked away” and visible to the public eye.  
· In the administration office “not locked away” and visible to the public eye. 
· With the safety manager / educator.  
6.4  The following persons will be responsible for maintaining the fire fighting equipment.   
· The appointed safety manager.
6.5  Assembly points will be as follows
· As drafted by the safety manager and plotted on the school map of the school, clearly displayed in all visible areas of the school. 
6.6  A register of learners will be taken at assembly points in the following manner. 
· Each class teacher is responsible for his / her learners role call.  If a class teacher is absent from school, the allocated reserve teacher should stand in for this purpose.  
6.7  Fire drills will be communicated and practiced in the following way. 
· As per the safety managers “fire and emergency document” 

Security 

7.  Access
	7.1  Upon entering the premises, all visitors are requested to follow this procedure: 
· An access control sheet is to be filled in at the main gate of the school which include, name & surname, person who is being visited, reason for visit, contact number and time entered.  
7.2 School premises shall be locked and unlocked at the following times. 
· 07h45 Locked and 13h45 unlocked. 
7.3 The following procedure will be followed if an unauthorised trespasser is found on the school property.  
· He / she should be accompanied to the admin office / principal’s office.  If the situation is uncomfortable or threatening, an accompanying known person should be asked to join you and the trespasser to the office.  Polite Help can also be offered to ascertain the reason for his/ her visit and this way one would be able to determine if the person is a trespasser of is merely on the premises to indeed conduct a visit or business.    

8.  Prohibition 
8.1 Learners are prohibited from carrying the following in the school premises as these are                                             regarded as hazards of safety to themselves and others 
· Dangerous weapons which include knifes, guns, toy guns, glass bottles etc. 
9.  Crime Prevention 
9.1 The school has developed the following strategy to prevent crime from spreading into the premises (e.g. Adopt a Cop) 
· Random bookcase / body searches of learners and educators. 
· Random vehicle searches
· Regular patrolling of school grounds during school hours by gate guard. 
9.2 The school will use the following procedures to engage the assistance of the surrounding   community in protecting school premises.  
· Surrounding neighbours, shops and community will be identified and it will be negotiated with them to notify the school of any suspicious persons or threats the school may face.  Specific Local businesses will be asked to notify the school of any items belonging to the school tried in being sold i.e. Pawn shops, computer shops and second-hand furniture shops.  
9.3 The following measures will be taken to ensure the security of learners when travelling to and from school. (e.g. measures to reduce exposure of female learners to sexual harassment)   
· Pedestrian female learners should at all times try to be accompanied by a trustworthy male friend / fellow learner, to and from school.    
·  Learners should never walk alone and should never take hidden short-cuts to and from school. 
· Bright coloured clothes should be worn i.e. track suit or neon bands.  

10.  Securing the premises
      10.1 The school shall secure the building in the following way e.g. Fencing
· The fence around our school shall be maintained and regularly checked for holes and weak points. Regular maintenance checks will be carried out to ensure the current fence is secure enough. 
· The main gates to the school will maintained regularly to ensure they can be properly locked as and when required.  
· All lockable doors within the school will be locked when not in use, and all doors will be locked after school.  	
11.  Disclaimer
11.1  The school will not take any responsibility for the safety of any person who enters the premises without due authorisation or permission from the relevant authorities.    
· Visitors should take care on the premises not to injure them self. 
· The school will accept no responsibility whatsoever for costs incurred due to personal injuries and we carry an “Enter at Own Risk Policy”  A notice to this effect will be displayed at the main entrance to the school.  

12. Map of the school. 
ATTACH HAND / COMPUTER DRAWN MAP OF YOUR SCHOOL AND INDICATE THE FOLLOWING: 
· Emergency exit routes
· Emergency assembly points 
· Location of Fire Fighting and first aid equipment.   
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