Health and Safety Procedures Hataitai School
Security
School Keys/Locking Up
	Purpose of procedures
	Legislation reference
	Guidelines to be followed


	Delegations

	To balance the rights to an education of children with a blood-borne infection with the need to protect other children and staff 


	
	Readiness 

· All teaching staff will have a copy of the main key which allows access to the main front door and the side staffroom door and all lockable classroom doors.
· A key register will be kept as part of the staff administration database.

· A printed version of the keys currently issued will be updated each tem and kept in the locked personnel cupboard in the principals’ office.

· All staff are responsible for locking any entrances to their block if they leave school after 4.30pm.

· The main front door will be locked every day by cleaning or administration staff at 4.30pm unless there is a school event on.

· Staff in outlying classrooms- particularly 9,11,12 are encouraged to lock them while attending after school meetings.

· If curtains are available in classrooms they should be pulled at the end of the day.

· These procedures will be documented in the teaching staff handbook.
	Staff Training- Principal
Principal/Associate Principal/s
Principal/Associate Principal/s-


	Appendix 1 Key Register
	Appendix 2 Locking procedures

	- to be located in personnel cupboard locked in Principal’s office. Copy off site with Principal and Deputy Principal
	-Staff administration handbook page




