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Overview 
Lockdown procedures should be initiated when a situation arises that requires the isolation (rather than evacuation) of staff and pupils from an identified threat.  These procedures should aim to minimise disruption to the learning environment whilst ensuring the safety of all pupils and staff. Lockdown procedures may be activated in response to any number of situations, but some of the more typical might be: 
 
· A reported incident / civil disturbance in the local community that could pose a risk to pupils and staff in school 
· An intruder on the school site that has potential to pose risk to the occupants 
· A warning being received regarding a risk locally, of air pollution 
· A major fire within the vicinity of the school  
· The close proximity of a dog roaming loose 
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	Plan

	Staff responsibilities

	Headteacher
	Contact emergency services and ELT

	Other staff members:

Natalie Nicholson
Robert Wilson
All staff
	· Headteacher/Deputy headteacher: communicate with staff and Executive Leaders (CEO or Vice-CEO)
· (Office Manager) to communicate with parents via email and/ or text and inform CoGs
· Robert Wilson (Site manager) to ensure all access points are secured 
· Teachers and support staff: stay with pupils


	Signals

	Lockdown signal(s)
	· Dedicated ‘lockdown’ alarm tone will be a loud continuous bell in contrast to the fire bell (evacuation alarm), which is a continuous siren (nee naw)
· Internal message systems will be used: Teams, email, or text where appropriate
· Word of mouth via leaders and premises manager only
· Partial and full lockdowns, will have the same signals for each

	All clear signal
	· Word of mouth via leaders and site manager – They will knock the door and inform you that the lockdown is over. Staff will not open door until they have heard leader/ site manager
· Internal message systems where appropriate

	Evacuation signal
	Evacuation and lockdown signals are different - Dedicated ‘lockdown’ alarm tone will be a loud continuous bell in contrast to the fire bell (evacuation alarm), which is a continuous siren (nee naw)

	Lockdown

	Assembly points
	Stay in individual classes until after the all clear signal has been given by the lead person – They will knock the door and identify themself. 
Pupils and staff in the hall should go into the staffroom and lock the door. 
Pupils and staff outside, should go to the nearest classroom. 

	Entrance and exit points
	These will be secured within 1 minute of the signal for a lockdown. This will include doors and gates, windows. 
All staff will ensure that they go back to their classes. Classroom doors have keys inside so that these can be locked. 

	Bringing pupils inside
	Any pupils on the playground will immediately be directed to their classroom or nearest classroom (for example if outside for PE). This will take place as soon as the signal is given to alert a lockdown. The bell will be used as a means of communicating a lockdown alert to staff at break times or while outside for lessons.
Staff in classes will track pupils entering the building from the class doors assisted where possible in pairs. A written log of pupils will be taken and compared to the Integris register of the day where appropriate. 
Class teachers will be responsible for tracking this unless they are on training/ PPA in which case the attending adult in the class will undertake the tracking.

	Steps to increase protection from danger
	Will include:
· Lock and screen doors (all classroom doors have blinds)
· Position children away from sightlines from external doors and windows, for example under a desk or a table
· Turn off lights and monitors
· Ensure mobile phones and electronic devices are on silent
· If there is a partial lockdown procedure, these may not be necessary, and staff will be required to adjust the support as required.
Staff can refer to Appendix 1: Lockdown checklist for classrooms

	Internal communication
	Where possible staff will be expected to keep open communication channels for staff to communicate with each other. For example, text message. In Teams, staff have a defined user group, which could be used to communicate with them in an emergency e.g., Wider Staff / SLT

	Communication with parents
	A combination of text and email will be shared with parents and carers, using more than one channel to communicate with them.
 (Office Manager) will ask parents not to call the school, as this will tie up lines that would be used to contact emergency services, and not to come to the school.

	Additional notes
	Any staff or pupils with additional needs will be alerted with specific arrangements, if possible, i.e. that there will be an alarm sounding.
OPOJ will be required to follow the same procedure as they are in the same building
Where able, staff will collect medication e.g. EpiPens or inhalers but only if able to access within safe distance.
A member of the ELT will contact other schools to ensure that they do not communicate with the school during lockdowns.


 




Appendix 1

LOCKDOWN CHECKLIST FOR CLASSROOMS

Upon hearing the lockdown warning alarm sound - Dedicated ‘lockdown’ alarm tone will be a long continuous bell (in contrast to the fire bell, which sounds like a siren ‘nee naw’)

· Lock your door (and pull-down door blind)

· Shut and lock windows

· Close window blinds

· Ensure children remain calm

· Listen out for instructions from lead person to indicate all clear
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