[image: image2.png]< u THE
J YELIL,OW
- HOUSE




[image: image3.png]




[image: image4.png]



Lockdown Policy and Procedure
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Although it is important to be prepared and have Lockdown procedures in place, it is vital that the children’s welfare is considered throughout. The procedure needs to consider which members of staff need to be informed, depending on the type of occurrence to ensure that key staff are informed without unnecessarily alarming students or other staff. 

Alarming/concerning students when unnecessary may cause them to become scared and trigger anxiety. 

Communication is a key aspect in these situations so make sure that all emergency numbers are close to hand (preferably inputted into mobile phones already). Note that any mobile phones containing staff personal contact details should be password protected to protect data in accordance with the GDPR. 

The office team will probably be the first to hear about an emergency and pupils may be sharing on social media before management know, which may raise other concerns. 

Areas to think about:

· Bomb threats

· Firearms and weapon attacks

· Hostage situations
· Pupil violence

· Environmental situations such as gas leak

· Terror threat
ALWAYS:

· Reassure staff, students and parents

· Review and implement proportionate protect and prepare security measures
Partial Lockdown – this is a precautionary measure but puts the school in a state of readiness (whilst retaining a degree of normality), should the situation escalate. 

May be as a result of:

· A reported incident / civil disturbance in the local community with the potential to pose a risk to staff and pupils in the school. 

· A threat received by the school, ECC, emergency services, media etc.
· A pupil who threatens another pupil or staff member.
· A warning being received regarding the risk of air pollution.
In the event of air pollution, air vents should be closed (where possible) as an additional precaution. Emergency Services will advise as to the best course of action in respect of the prevailing threat. 
A partial lockdown will be initiated by the sounding of the school bell which will ring in a 6 second burst.
Immediate action:
· Contact the Emergency Services, if necessary.
· All outside activity to cease immediately, pupils and staff return to building. Unless doing so puts them in danger.  If this is the case, constant communication via phone/WhatsApp is essential.
· All staff and pupils to remain in the building with external doors and windows locked.

· Depending on circumstances, free movement within the building may be permitted.
Once all staff and pupils are safely inside, senior staff will conduct an ongoing and dynamic risk assessment based on advice from the Emergency Services, which should then be communicated to staff and pupils.
The lockdown will end, when a member of the senior team go around the building and release each room at a time.  

Full Lockdown – this signifies an immediate threat to the school and may be an escalation of a partial lockdown.

A full lockdown will be initiated by the sounding of the school bell which will ring 3 times in 4 second bursts.
Immediate action: 

· Contact the Emergency Services if necessary.
· All pupils return to base (classroom, tutor room or other agreed location, e.g. sports/assembly/dining hall).
· External doors are locked, classroom doors locked (where a member of staff with a key is present), windows locked, blinds/curtains drawn, pupils sit quietly out of sight (e.g. under desk or around a corner) somewhere not visible to external people.

· Register taken – the office will contact each class in turn for an attendance report.

Staff and pupils remain in lock down until it has been lifted by a senior member of staff/emergency services. At any point during the lockdown, the fire alarm may sound which is a cue to evacuate the building.

During lockdown, staff will keep agreed lines of communication open but not make unnecessary calls to the office as this could delay more important communications. 

The lockdown will end, when a member of the senior team will go around the building and release each room at a time.  

Bomb Threat – upon receiving a message that a bomb has been planted in school.
Immediate action:

· Ask questions such as: where the bomb is located, when the bomb will go off, what materials are in the bomb, who is calling, why the caller is doing this

· Listen closely to caller’s voice and speech patterns and to noises in the background

· Notify the Headteacher/most senior member of staff

· Headteacher/most senior member of staff orders evacuation of all persons inside the building(s)

· Headteacher/most senior member of staff notifies police (call 999)

Evacuation procedures:

· Headteacher/most senior member of staff warns students and staff (do not mention “Bomb Threat”.  Use standard fire drill procedures:

Students and staff must be evacuated to a safe distance outside of school building(s)

Teachers take register after being evacuated

· No one may re-enter the building(s) until the entire building(s) is declared safe by fire or police service.
· Headteacher/most senior member of staff notifies students and staff of termination of emergency.

Where examinations are taking place (advice from JCQ – Joint Council for Qualifications):

Immediate action: 

· Evacuate the examination room in line with the instructions given by the appropriate authority.
· Make sure that the candidates are supervised as closely as possible while they are out of the examination room to make sure there is no discussion about the examination.
· Make a note of the time of the interruption and how long it lasted.
· Make a full report of the incident and of the action taken, and send to the relevant awarding body.
In the event that a threat occurs before school, the phone tree will be activated to prevent the pupils from attending the site.

Further Information

Further information is available from Gov.uk and includes the Stay Safe Film – ‘Run, Hide, Tell’’ and  Emergency Planning and Response.

The following pages are a quick summary for your information and use during a lockdown. 
	Plan

	Staff responsibilities

	Headteacher
	To make contact with emergency services.

	Other staff members
	· SMT: communicate with parents

· Teachers and support staff: stay with pupils

· Business/Office manager: ensure all access points are secured

	Signals

	Lockdown signal(s)
	· Full lockdown bell in 3 bursts lasting 4 seconds each
· Partial lockdown bell rung continuously for 6 seconds

· Staff WhatsApp message system

· Word of mouth

	All clear signal
	· Separate dedicated ‘lockdown’ alarm tone

· Word of mouth
· Staff WhatsApp message system

	Evacuation signal
	· Usual Fire Alarm signal

	Lockdown

	Assembly points
	· In classrooms away from doors and windows.  
· In common room

	Entrance and exit points
	These should be locked at all times as a matter or course.  Office Manager or SMT to ensure all doors/windows are secured.

	Bringing pupils inside
	Use phones to communicate a lockdown alert to staff on breaks or while outside for lessons. If possible, have pupils/staff return to building via a secured entrance. If this is not possible, remain in contact and find a secure location nearby.

	Steps to increase protection from danger
	· Lock and screen doors (this could be a barricade of desks)
· Position pupils away from sightlines from external doors and windows, for example under a desk
· Close blinds/curtains

· Turn off lights and monitors
· Ensure mobiles phones and electronic devices are on silent, or turned off
These may not all be necessary for a partial lockdown.

	Internal communication
	Use a mixture of word of mouth and the staff WhatsApp group to communicate during a lockdown

	Communication with parents
	Key workers should text their key children’s parents to inform them of a lockdown event.  The school will also send a letter after the event.
You could also 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 as this may not be safe.

	Additional notes
	Are there any pupils or staff with additional needs who need specific arrangements? Think about what you may need to do for these people.


	Checklist

	Step
	Check
	Time
	Signed

	Use signal to initiate lockdown
	
	
	

	Ensure pupils are inside
	
	
	

	Secure entrance points
	
	
	

	Contact emergency services
	
	
	

	Ensure staff take action to increase protection from danger 
	
	
	

	Make sure pupils and staff are aware of exit points
	
	
	

	If safe, check for missing pupils or staff
	
	
	

	Remain inside until all clear has been given or told to evacuate
	
	
	


Model letter to parents about a lockdown:

Dear parent/carer,

Re: Enhancing safety in our school

At [insert school name], we take safeguarding and safety very seriously. It is important that we continue to review all our procedures, taking into account even those events that are very unlikely to occur. As part of this process, we have introduced a new procedure called “lockdown”.

I am writing to inform you that we will be practicing this procedure on [insert date]. 

What is a lockdown and when would we carry it out?

A lockdown procedure is a standard health and safety procedure, similar to a fire drill. 

Our lockdown procedure would be used when there is a threat to the safety of pupils, staff and others in the school, and when it is safer for everyone to remain in school than evacuate. The aim is to keep people safe by confining them to a secure place of safety. 

Situations where our lockdown procedure may be used include: 

· A potentially dangerous person or animal on the school site 

· A disturbance or dangerous situation in the local community that could affect the school 

· A nearby chemical incident or other risk of air pollution 

· An incident related to terrorism 

Our procedure

Our lockdown procedure is as follows: 

Set out how your procedure will work in your school, including:

· How people in school will be notified that it is in lockdown e.g. a specific alarm

· What pupils will do e.g. will move immediately inside to their own, or the nearest classroom

· How the school will make sure all pupils are accounted for e.g. taking registers 

· How the school will make sure all pupils are safe and secure e.g. securing doors and windows, and drawing blinds 

· That the emergency services will be called

· The difference between a partial and full lockdown, if you have both procedures

Instructions for parents in the event of a lockdown

Explain:

· How parents will be informed that the school is in lockdown e.g. via the school’s website, or an electronic communication system

· That parents should not attempt to call or come to the school, as this may hinder the school’s effort to contact and work with the emergency services 

· That parents should not discuss the event on social media, as this may spread false information and create panic 

· That pupils will be instructed not to use mobile phones during a lockdown, so parents should not be alarmed if your child does not answer their phone 

· What will happen if the lockdown continues beyond school hours, and whether there are any changes to collection arrangements in this circumstance 

Prior to our drill, staff will take time to talk to pupils about lockdown procedures and explain why they are important. They will reassure pupils after the drill that they are safe, and will emphasise that practising procedures like this will make sure the school remains a safe place to learn. [Adapt this wording according to how much support your pupils need with understanding lockdown procedures – this will differ between school phases]
I must stress again this is simply a practice, so that in the unlikely event of such a situation, our pupils and staff are fully prepared.

If you or your child have any further concerns or questions, please do not hesitate to contact [insert name of relevant staff member, and contact details]. 

Yours sincerely,
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