

SAFETY & SECURITY OF SCHOOL BUILDINGS AND GROUNDS CHECKLIST
	SUBJECT


	PROBLEM
	SHORT TERM 

ACTION
	COORDINATOR
	DUE

 DATE
	LONG TERM 

ACTION
	COORDINATOR
	DUE

 DATE

	Exterior doors  numbered
	Exterior doors not numbered, which would be helpful for emergency responders and tactical team
	Place 3 inch reflective numbers on the outside and inside of all exterior doors 

	
	
	Number exterior doors by using the main entry as door number 1 and number doors clockwise 2, 3, etc.  
	
	

	Security of exterior door locks


	Lack of accountability of keys issued to staff
	Limit keys issued and document names of staff receiving specific keys 
	
	
	Key pad, proximity keyless entry or security access cards system
	
	

	Entry access monitored


	Lack of direct contact with people entering school
	Post motion sensor at main entry point with mirror or video camera 

(use rope or webbing material to guide visitors to main office)
	
	
	Position reception desk within view of main entry to school
	
	

	Entries to building are controlled & supervised


	Students open exit doors and allow others to enter.  Doors are propped open 
	Establish Policy for securing building and make sure students and staff understand it
	
	
	Establish unannounced spot checks and discipline violators
	
	

	Covering windows and glass in doors 
	Lack of blinds for the windows and glass within the doors
	Use precut paper or cardboard to cover  windows and glass within the doors

(use Velcro at the edges of the cardboard)
	
	
	Purchase blinds for all windows and glass within doors 
	
	

	Door locks
	Not all doors have locks
	Install door locks for high risk classrooms and other critical areas  
	
	
	Install door locks for all classrooms and other critical areas so they can be locked from the inside of the room, but comply with fire code
	
	

	Exit doors properly Identified by fire codes
	
	
	
	
	
	
	

	Establish lock down area after school day
	Adults and students have free run of school after normal school hours
	Post signs indicating limited access 


	
	
	Install doors limiting access after school to non essential areas 

(make sure they comply with fire code)
	
	

	Properly Control High Risk areas


	Maintenance room not always locked
	Post sign on door to remind last user to lock door
	
	
	Establish policy requiring doors locked when not in use
	
	

	Secured area for Hazardous Material

 
	
	
	
	
	
	
	

	Intercom System


	Limited reception
	Establish protocol for message to be delivered to effected area
	
	
	Install speakers in all areas needed
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	Visitors required to sign in


	1- Problem retrieving ID badges

2-Staff not requiring visitors to register
	1-Use color coded badges

2-Educate and encourage staff to direct visitors lacking ID’s to the registration  desk (use digital clock instead of regular clock to speed up signing in)
	
	
	1-Use Temporary dissolvable passes

2-Establish policy requiring staff to direct visitors lacking ID’s to report to the registration desk
	
	

	Staff Photo ID
	Not all staff have Photo ID, especially part-timers
	Use temporary I.D.
	
	
	Have policy that all staff, full and part-time are required to have photo I.D.

Have backup pictures of staff at Central Office
	
	

	Student ID


	
	
	
	
	
	
	

	Two-way communication  between classrooms and Main Office


	Lack of funding to purchase expensive radios
	Buy inexpensive portable radios
	
	
	Invest in quality portable radios with appropriate range to cover evacuation and other critical areas
	
	

	Bathroom Supervised by Staff


	Lack of time for staff members to do so
	Establish rotating schedule
	
	
	
	
	

	After School Activities


	Lack of supervision
	Post written instructions for use of building with copies given to organizers of activities
	
	
	Establish written regulations regarding use of building and hold organizer accountable 
	
	

	School Equipment permanently marked with ID 


	No one keeping track of all major pieces of equipment
	Place ID number on most valuable items
	
	
	Establish policy on marking and maintaining inventory of equipment
	
	

	Larcenies & Vandalism


	Lack of record keeping as to the locations and amount taking place
	Assign person (s) to maintain records on the larcenies & vandalism taking place
	
	
	Establish committee including law enforcement representative to focus on the problems and ways to resolve them
	
	

	Graffiti 


	Lack ways to discourage or minimize graffiti 
	Establish committee made up of students and staff members to deal with the graffiti problem
	
	
	Identify the most common locations of graffiti and utilize graffiti proof sealer on the areas effected
	
	

	Playground
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