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INTRODUCTION 

PURPOSE OF THIS MANUAL 

While this is the first broadly distributed, explicitly designed security policy manual, it is, primarily, a codification of 

existing practices at St. Al’s. As such, the key goal of the manual is to be the one place to go to for policies and 

procedures for ensuring the security of school facilities and, most critically, our children.  

WHO OVERSEES SCHOOL SAFETY AND SECURITY?  

The pastor, principal and school commission are the primary parties responsible for the safety and security of the 

school and oversee the implementation of the policies in the manual.  

WHO MAINTAINS THE MANUAL? 

The Safety and Security Subcommittee is a parent volunteer subcommittee of the school commission and works at 

the service of the pastor, principal and school commission to give advice on policies and physical implementations, 

and to revise and edit this manual as policies are approved by the administration.  
1
  

WHO SHOULD USE THE MANUAL? 

Pastor, principal, faculty
2
, staff (including office staff as well as building maintenance personnel), and parents and 

volunteers working during the school day and extended care hours are to be trained on the policies and 

procedures in this manual.  

WHOM DO YOU CONTACT IF YOU HAVE QUESTIONS, CONCERNS OR SUGGESTIONS?   

Initially, bring your questions and concerns to the school principal, Bob Rutledge (206-782-4363, 

rutledge51@hotmail.com), Mary Johnson (faculty liaison to the safety and security subcommittee), and Sophia 

Stead (206-650-7674).  The principal is aware of the day-to-day operations of the school and needs to be aware of 

any concerns or problems that occur.  He may also be able to answer your questions more efficiently than parent 

volunteers.  

In addition, please contact one of the parent volunteers of the Safety and Security Subcommittee (see chart below) 

who can assist in presenting your concerns or suggestions to the pastor and principal.  

 

                                                                 

1
 Manual last revised on April 1

st
, 2008.  

2
 Faculty includes SOLT sisters and substitute teachers 

mailto:rutledge51@hotmail.com
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For quick reference, the table below shows the names and phone numbers of the key personnel involved with 

various operations of the school: 

Contact Phone 

School Office:  Principal and Assistant 

 (Bob Rutledge & Charleen Sweet) 

(206) 782 4363 

Extended Care  (206) 782 7324 

Parish Office (Karen Lasko) (206) 784 6464 

Facilities Director (206) 453 9432 

Faculty Liaison to Safety and Security 

Subcommittee (Mary Johnson) 

(206) 782 4363 

Seattle Police (North Precinct) (206) 684 0850  

Safety and Security Subcommittee (Sophia Stead) (206) 650-7674 

Safety and Security Subcommittee (Peter Kelly ) (425) 891-1190 

In case of emergency, always call 911. 
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INTRODUCTION TO POLICIES AND PROCEDURES 

“If men were angels, no government would be necessary…. but experience has taught mankind the necessity of 

auxiliary precautions” (from Federalist Paper #51). Because we as a school exist in society, we need “auxiliary 

precautions” as we manage the day-to-day operations of our school.  

Certainly we need to take basic precautions to prevent our children from harming themselves – walking into the 

street and the like. We also need to take auxiliary precautions to protect our children, both from their own 

inexperience and from people of ill-will. 

GUIDING PRINCIPLES OF HOW WE DEFINE OUR POLICIES AND PROCEDURES 

In the process of refining and codifying existing policies and defining new ones, the Safety and Security 

Subcommittee kept in mind certain guiding principles. Policies and procedures need to be: 

 Reasonable, feasible, and affordable. We can’t have a 100-foot wall around the school, for example (not 

that we would want to). 

 Conducive to the students’ sense of innocence. Metal detectors, for example, though perhaps 

“reasonable, feasible, and affordable,” are probably not a great idea.  

CATEGORIES OF POLICIES AND PROCEDURES 

Policies and procedures are presented in these categories: 

 Preventing Trespassing and Loitering  

 Keeping the School Building Secure  

 Keeping the Gym Secure  

 Keeping the Lunchroom and Playground Secure at All Times 

 Playground Rules   
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PREVENTING TRESPASSING AND LOITERING ON CAMPUS 

St. Al’s is in the city. As a result, it is engaged in the dynamic life of the city. This includes the fact that people of all 

sorts cross its path, use its facilities, attend Mass, and maybe seek refuge and a place to sleep at night.  

The school embraces the wonderful opportunities that being in the city brings to its students, but it also (and even 

more emphatically) must set very clear rules about how school facilities are used in order to ensure the security of 

students. This means that the school must control access to buildings and properties at all hours. This includes: 

 Access to the school building 

 Access to the bathrooms in the school building as well as the gymnasium by any unauthorized people 

 Access to the grounds at all times (especially the evenings) by transients 

 Access to the playground during school and extended care hours (M-F, 8AM-6PM) 

Many of the policies and procedures in the subsequent sections of this manual are concerned with specific ways to 

control access to school facilities. Because it is such a pervasive theme, it has its own section here. To be clear, the 

objective is not to create a sense of fear or disdain for the homeless or anyone else who might want to use the 

bathroom or just take a shortcut through the playground. Rather, the objective is to simply assert that all school 

facilities are private property and are not to be used by ANYONE without permission of the school or parish.  

KEY OBJECTIVES REGARDING TRESPASSING AND LOITERING 

 Prevent loitering on campus (day and night) 

 Prevent usage of bathrooms by anyone not associated with the school 

 Project a consistent and firm message that school facilities are for school use only 

POLICIES AND PROCEDURES 

 

Policy/Procedure Party Responsible 

Call the police (911) when anyone suspicious is loitering on campus AND 

notify parish office, (206) 784 6464. 

This applies to the areas behind the gym, by the parish/school buildings, and 

inside the playgrounds. The Seattle Police department recommends we call 

them, and they have the authority to enforce the ÐÁÒÉÓÈ ÁÎÄ ÓÃÈÏÏÌȭÓ private 

property rights. 

Whoever sees it: 

Parents 

Faculty 

Staff 

In general, look for items described in subsequent sections, even when not 

your responsibility. If you see something out of place, use common sense, 

and report it to the school office or the parish office. It is imperative that 

we all work together.   

- All - 

Faculty, Staff, Parents 

 Parishioners  
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KEEPING THE SCHOOL BUILDING SECURE 

KEY OBJECTIVES REGARDING KEEPING THE SCHOOL BUILDING SECURE 

 Prevent unauthorized usage of school building facilities (see Preventing Trespassing and Loitering) 

 Prevent doors from being left ajar or unlocked  

 Prevent any child from becoming isolated in an unattended room, especially the bathrooms and other 

secluded parts of the building 

 Ensure that all doors and locking mechanisms are working properly. “Working properly” means: if you 

open a door, then let go, it must close and lock on its own. 

POLICIES AND PROCEDURES 

 

Policy/Procedure Party Responsible  

Principal assigns an individual to check the NW, NE and SE doors at regular 

intervals every day (BEFORE extended care in the morning, at noon and at 

4:00PM) to ensure they are closed properly.  

 

The bathrooms should be checked at the same times to ensure they are 

clear and free of any inappropriate materials. 

Principal Assigns 

Students may not leave the campus without parental permission, such as 

on a fieldtrip.    (Note that this policy applies to the entire campus) 

Principal, Faculty, Staff, 
Parents, Visitors 

Children in grades K-1 use the 1st floor bathrooms IN PAIRS (at a 

minimum). 

Faculty, Staff, 
Lunch Volunteers 

During school Mass, the following guidelines are to be used: 

 Students use the bathroom only in emergencies 

 Students in 4th grade and under need to be accompanied by a 

teacher-approved companion, such as a parent or a middle-school 

buddy 

 Students in 5th grade and higher may go with or without a 

ÃÏÍÐÁÎÉÏÎȟ ÁÔ ÔÈÅ ÔÅÁÃÈÅÒȭÓ ÄÉÓÃÒÅÔÉÏÎ 

Principal Assigns 

Pre-K-8 Faculty  

All visitors (including parents) must check in at main office and get visitor 

passes.  

Parents, Visitors, 

Main Office Staff  

Anyone who notices a door left ajar or not locking properly, notify the 

school office and fill out a maintenance form (available in the office).  

Faculty 

Staff 

Parents  
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KEEPING THE GYM SECURE 

KEY OBJECTIVES REGARDING KEEPING THE GYM SECURE 

 Prevent unauthorized usage of Family Center facilities, including grounds behind the Family Center (see 

Preventing Trespassing and Loitering section) 

 Prevent doors from being left open 

POLICIES AND PROCEDURES 

 

Policy/Procedure Party Responsible 

An individual assigned by the principal patrols and cleans up the area 

behind the gym daily.  

Principal assigns 

The main gym door remains locked throughout the school day.   

Gym teachers make sure the doors are locked during gym class. Necessary 

teachers have key to open the door. 

Gym Teachers 

Pre-K-8 Teachers  

Sisters 

 

Staff assigned by principal check the gym bathrooms before gym class.  Principal Assigns Faculty 

 

Children use the gym bathroom only in emergencies. Note that the gym 

teacher will keep the inner door closed during gym class.  

Gym Teachers  

 

Staff person assigned by principal checks the entrances before school 

starts to ensure they are locked.   

Principal assigns 

Fonziȭs members use the secondary main entrance to the gym.  Fonzi’s members 

Person doing final lock-up checks the bathrooms before final lockup. As Assigned 

 Fonzi’s Members  

Basketball Coaches 

Gym Monitor 
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KEEPING THE PLAYGROUND AND LUNCHROOM SECURE AND SAFE AT ALL TIMES   

KEY OBJECTIVES REGARDING KEEPING THE LUNCHROOM AND PLAYGROUND SAFE AND 

SECURE 

 Monitor the use of the bathrooms by students  

 Ensure students do not go outside for recess before they are dismissed 

 Eliminate pedestrian traffic through playground during recess times 

 Decrease inappropriate material left on playground  

 Minimize the risk of children wandering off unnoticed from the playground 

 Establish clearly defined rules for student behavior and ensure that all students, faculty, staff and 

volunteers are aware of them 

 

POLICIES AND PROCEDURES 

 

The following policies are divided into three sections:  

 

1. Policies and procedures in effect throughout the day 

2. Policies and procedures specifically for parent volunteers during recess 

3. Rules for Student Behavior  

 

Policy/Procedure in Effect Throughout the Day Party Responsible 

Person assigned by principal checks the playground in the AM for 

inappropriate or dangerous material. 

As Assigned 

Person assigned by principal closes south (57th) driveway gate and locks the 

small gate on 58th Street. This is to be done at first recess. 

Principal 

Faculty 

If small gate on 58th Street is unlocked, notify School Office. All 

Watch for people loitering or using the playground  and do the following: 

 If someone is clearly just passing through, allow them 

 If someone is loitering, approach them and inform them of the 

signage explaining public access to the playground 

 If they refuse to leave, notify the School Office 

Faculty 

 Volunteers 

Parents 
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Policy/Procedure Specifically for Staff and Parent Volunteers 

During  Lunch and Recess 

Party Responsible 

Principal ensures that playground volunteers review the safety manual, 

and specifically playground rules.  

Principal  

Parent Volunteers  

K-4 students must ask to leave the lunchroom during lunch. This includes 

using the bathroom and the drinking fountain in the hall.   K-1 students 

travelling to and from the playground must do so in pairs. 

Parent Volunteers  

Sign in for lunch and recess duty in the front office:  

1. Check handbook of students with health concerns  

2. Check to make sure playground bag includes cell phone and health 

binder 

Parent Volunteers  

 

One parent volunteer goes to the playground 5 minutes before students are 

dismissed from lunch to:  

1. Close the sliding driveway gates on 57th and 58th Street 

2. Check to make sure the door on the corner of 58th Street is locked, 

and notify office if it is unlocked  

3. Check the perimeter of the playground for inappropriate material 

1
st

 Parent Volunteer on 

Playground  

Wear designated vests on playground All  Parent Volunteers 

Spread around the playground, on east and west end All Staff and Parent 

Volunteers  

Ensure that students ask to use the bathroom, take a buddy and a 

bathroom pass 

Pre-K-4 Students, 

Volunteers, Teachers, 

Staff   

If you cannot  make your recess duty, please call the office and try to find a 

replacement from the list of volunteers 

All Volunteers  
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Rules for All  Student Behavior During Lunch and Recess  

(From Staff Handbook) 

Do not swear or use inappropriate language. All swearing will be reported.  

Do not bully other students.  Any type of bullying will not be allowed and will be reported.  

Do not fight.  Any type of fighting will not be allowed and will be reported. 

Do not eat or drink on playground.  Food and drink are allowed on cement square by garbage can.  

Do not push the swings when there is not a student in the swing. 

Do not throw rocks.  

Do treat one another charitably.  

Do stop playing when the bell rings.  

Do obey all supervisors.  

Do keep hands and feet to yourselves.  

Do feel free to ask supervisors or Mr. Rutledge for help.   

 

Rules for Pre-K-4  Student Behavior During Lunch and Recess  

(From Staff Handbook) 

Pre-K-4 students stay seated while eating and raise their hands if they need help. 

Pre-K-4 students need to ask an adult to use the drinking fountains during lunch. 

Pre-K-4 students do not leave the playground for any reason (e.g. to retrieve a ball) without 

permission 

Pre-K-4 students only use the entrances by the play structures on the playground. 

Pre-K-4 students must take a buddy to the bathroom and use bathroom pass. 

Pre-K-4 students are not allowed on the steps by the gate at the NW corner of the playground. 

Pre-K-4 students are not allowed on the sidewalk or steps between play structures. 


