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Introduction 

Carlton VC Church of England Primary School has devised a lockdown procedure that we regularly practise. This guide is created and informed by our experience, but also incorporates good practise from other establishments.  It will be updated annually. 

Why do we need a Lockdown Procedure?

Lockdown procedures should be seen as a sensible and proportionate response to any external or internal incident which has the potential to pose a threat to the safety of staff and pupils in the school. 

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 (with the potential to pose a risk to staff and pupils in the school) 
· An intruder on the school site (with the potential to pose a risk to staff and pupils) 
· A warning being received regarding a local risk of air pollution (smoke plume, gas cloud etc) 
· A major fire in the vicinity of the school 
· The close proximity of a dangerous dog roaming loose  

Considerations

It is of vital importance that the school’s lockdown procedures are familiar to members of the senior management team, school administrators, teaching staff and non-teaching staff.
To achieve this, a lockdown drill should be undertaken at least once a term. 
Pupils are to be made aware of the plan, with regular practises to increase their familiarity.
In order to support the parents/carers understanding of procedure, a copy can be found on the school’s website. Parents/carers will also be informed after any Lockdown practice. 




Type of Lockdown and Procedures

Partial lockdown Mode
This is a precautionary measure that puts the school in a state of readiness (whilst retaining a degree of normality, lessons to continue inside with external doors and windows locked) should the situation escalate.

Procedures to follow for all staff and children:
· Commencement:   Staff and students are alerted to the activation of the plan by a pre-agreed recognised signal.  This is provided by the Headteacher or the office staff who are familiar with the lockdown arrangements. Office Manager to take phones, Emergency Grab Bag  and registers into Woodpeckers Class. (Appendix A, B and C)
· Pupils and staff that are outside of the school buildings are brought inside and must return to their classroom to carry on activities.   (Users of the Sports Field to enter through ICT suite, Forest School users must enter through Hedgehogs).  Visitors will be told to stay in the classroom they are in.
· All external doors and windows are locked. 
· Headteacher and/or office staff to ensure that all external doors are locked.   They will then check the hall is free and that anybody in the staff room returns to the main building. 
· Kitchen staff to secure their windows and doors then go to the library. 
· All external doors and both doors to the hall are locked.
· Woodpeckers teacher/ta to secure ICT suite door after all in from field. 
· Owls teacher to secure her classroom door.  
· Registers of each class taken (using class list near teacher’s desk). 
· Keep children calm by explaining this is a partial lockdown and that we will continue as normal.
· Headteacher to set up base in computing suite with office staff, phones and laptop. 
· If the situation continues into Full Lockdown Mode.  An email will be sent to all class teachers immediately with the pre-agreed format. If this is not possible the headteacher will visit each area alerting teachers with a pre-agreed signal.
· End of Partial Lockdown – Headteacher and office staff will alert each teacher accordingly using the pre-agreed signal.  

Full Lockdown Mode

Full lockdown will be activated if there is a serious threat to the school, staff or pupils.   The procedure for all staff, pupils and visitors will be:

1. Commencement:   Staff and students are alerted to the activation of the plan by a pre-agreed recognised signal.  This is provided by the Headteacher or the office staff who are familiar with the lockdown arrangements. Office Manager to take phones, Emergency Grab Bag and registers into Woodpeckers Class. (Appendix B)
2. Pupils and staff that are outside of the school buildings are brought inside and must return to their classroom if safe to do so.   (Users of the Sports Field to enter through ICT suite, Forest School users must enter through Hedgehogs).  Visitors will be told to stay in the classroom they are in.
3. All external doors and windows are locked/secured. 
4. Headteacher and/or office staff to ensure that all external doors are locked.   They will then check the hall is free and that anybody in the staff room returns to the main building. 
5. Kitchen staff to secure their windows and doors then go to the library. 
6. All external doors and both doors to the hall are locked.
7. Woodpeckers teacher/TA to secure ICT suite door after all in from field. 
8. A TA in squirrels to be directed to History Corridor door to await Owls class.  Owls teacher, if it is safe to do so as indicated in an email from Headteacher is to move her class quickly and quietly into the main building, re-lock the door and proceed to the library.   TA in Squirrels to return to Squirrels class and make sure door is secured.  
9. Teachers/TAs to make sure all blinds are drawn and inside doors secured/locked if possible. 
10. Registers of each class taken (using class list near teacher’s desk). 
11. Keep children calm explain that the school needs to go into lockdown mode.   Children in each class will secure themselves under the tables or sit in the safest part of the classroom. 
12. Headteacher to base herself in computing suite with phones and laptop. 
13. If the lockdown makes any of the designated routes unsafe, the teacher will act accordingly to advice given by the headteacher and take the children to an area within the school that is safe – once in the area suggested and the class is secure the headteacher will be alerted by text/email.
14. End of Lockdown – Headteacher and office staff will alert each teacher accordingly using the pre-agreed signal.  

During a live Lockdown (either partial or full)
· Teachers should encourage the pupils to keep calm and use mindfulness activities to achieve this.
· As appropriate, the school should establish communication with the Emergency Services as soon as possible. Usually the school office will do this, but it may be a member of the SLT. 
· Bedford Borough Council should be notified via the ‘School Emergency’ phone number. 
· If necessary, parents/carers should be notified as soon as it is practicable to do so via the school’s established communications systems. (Parentmail, Dojo and Website. 
· Pupils will not be released to parents/carers whilst a lockdown is in progress
· Staff should await further instructions and not end lockdown until they are signalled to do so using a method known to all. 
· If it is necessary to evacuate the building, and email will be sent and the fire alarm will be sounded and the fire drill commenced.  If it is just the fire alarm – teachers will remain with the children in the classrooms. 

Mobile Phones If Available
Personal mobile phones may also be appropriately used, but only in so far as receiving information and contacting other staff in the building, not to make unauthorised calls outside the premises or to post on social media as this may cause unnecessary alarm. No information is to leave the school other than via the headteacher. 

Communication between parents/carers and the school 
Communicating with parents/carers will be by Email, Class Dojo or the School Website. 
In the event of an actual lockdown, The School endeavours to communicate with parents/carers if necessary and as soon as is practicable. We understand that parents/carers will be very concerned. With regular communication of accurate information we aim to alleviate undue anxiety.
Please note that during an event the office phones and entrances will be un-manned, external doors locked and nobody allowed in or out. 

· The purpose of information sent is to reassure parents/carers that the school understands the concern for their child’s welfare, and that we doing everything possible to ensure his/her safety. 
· Parents/carers/relatives, are asked not to contact the school. Calling the school could tie up telephone lines that are needed for contacting emergency providers. 
· Parents/carers/relatives are asked not to come to the school. This could interfere with emergency provider’s access to the school and may even put yourselves and others in danger. 
· Please wait for the school to contact you. We will notify you about when it is safe to come and get your children. Information will include where from and how to complete this safely to an approved adult. 




Appendix A:		Partial Lockdown Plan
Teacher Information Sheet

	Start
	Headteacher will use partial lockdown commencement signal through Walkie-Talkie to all staff either in classroom, on the field or forest school.
Field – to enter school through ICT suite.  Forest School to enter school through Hedgehogs.   

	1
	Secretary/Office Manager to take:
· grab bag (keys to outside gates, school mobile, medical supplies) plus items below
· visitors book
· outside telephones
· walkie talkie into ICT suite through Woodpeckers Classroom and remain there. 

	2
	Office Manager to take hall keys and check hall, kitchen and staffroom. All staff in these rooms to return to their own classroom (if safe to do so) if not - Woodpeckers Classroom.  

	3.
	Hall doors to be locked by Office Manager.  Then to return to ICT suite through Woodpeckers Classroom. 

	4.
	All Teachers to Keep children calm by explaining this is a partial lockdown and that we will continue as normal.

	5.
	Close and lock if possible all doors and windows into your classroom. 

	6.
	Keep your Phone/Walkie Talkie/Computer on.  This will be used to communicate with you.

	7.
	Await further instruction.





Appendix B:		Full Lockdown Plan
Teacher Information Sheet
	start
	Headteacher will use partial lockdown commencement signal through Walkie-Talkie to all staff either in classroom, on the field or forest school.
Field – to enter school through ICT suite.  Forest School to enter school through Hedgehogs.   

	1
	Secretary/Office Manager to take:
· grab bag (keys to outside gates, school mobile, medical supplies) plus items below
· visitors book
· outside telephones
· walkie talkie into ICT suite through Woodpeckers Classroom and remain there. 

	2
	Office Manager to take hall keys and check hall, kitchen and staffroom. All staff in these rooms to return to their own classroom (if safe to do so) if not - Woodpeckers Classroom.  

	3.
	Hall doors to be locked by Office Manager.  Then to return to ICT suite through Woodpeckers Classroom. 

	4.
	All Teachers to Keep children calm by explaining this is a Full lockdown children are to get under tables or into the ‘safe’ place in the classroom. 

	5.
	Close and lock, if possible, all doors and windows into your classroom and close blinds. 

	6.
	Register Taken – use class list on your wall.

	7. Owls
	On instruction from the headteacher Owls Class will either remain in their locked classroom or make their way quickly and safely to the main building to a safe spot and let headteacher know you are now in the library. 
The door to the main building must be locked behind you.

	8. Squirrels
	Once children accounted for 1 TA is to go to the History Corridor Door to let Owls children safely inside building. 
Then return to Squirrels Classroom. 

	9. Hedgehogs
	Teacher/TA to wait by door to make sure all in from Forest School. Lock door and make sure blinds are closed. 

	10.
	All teachers - Keep your Phone/Walkie Talkie/Computer on.  This will be used to communicate with you.

	11.
	Await further instruction.

	12
	Headteacher/Office Staff will signal End of Lockdown. 





Appendix C:		Full/Partial Lockdown Plan
       Office Staff - Information Sheet

	Start
	Headteacher will use partial lockdown commencement signal through Walkie-Talkie to all staff either in classroom, on the field or forest school.
Field – to enter school through ICT suite.  Forest School to enter school through Hedgehogs.   

	1
	Secretary/Office Manager to ensure all windows and doors are secure and take the following into Woodpeckers Classroom. 
· grab bag (keys to outside gates, school mobile, medical supplies, keys to hall and woodpeckers classroom) plus items below
· visitors book
· outside telephones
· walkie talkie into ICT suite through Woodpeckers Classroom and remain their.

	2
	Office Manager to take hall keys and check hall, kitchen and staffroom. All staff in these rooms to secure the area and then go to their allocated safe place (classroom if safe to do so) if not - Woodpeckers Classroom.  

	3.
	Hall doors to be locked by Office Manager.  Then to return to ICT suite through Woodpeckers Classroom. Locking doors.

	4.
	Keep your Phone/Walkie Talkie/Computer on.  This will be used to communicate with you.

	5.
	Await further instruction.



image1.png






