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Lock Down Policy and Procedures
Aim:

This policy has links to the Health and Safety policy and Safeguarding Policy.  

On a very rare occasion it may be necessary to secure the school so that it cannot be entered from the outside. This will ensure that pupils, staff and visitors are safe in situations where there is a hazard in the school grounds or outside the school in the near vicinity. 

A lock down is implemented when there is serious security risk to the premises due to, for example, a near-by chemical spillage, proximity of dangerous dogs, serious weather conditions or attempted access by unauthorised persons intent on causing damage/ harm. 

Notification of Lock Down

Staff will be notified that lock down procedures are to take place by the sounding of an air horn (air horns distributed around school). 
Procedures:

1. The sounding of the air horn will activate the lock down process. 
2. All children will be ushered into the school building as quickly and calmly as possible.

3. All doors will be locked and windows closed. 
4. Children will sit against the wall in classrooms (see plan for individual rooms below). 
5. If safe to do so, teachers will close all security shutters and then place tables across classroom doors. 
6. The Office Manager will close security shutters in the office and the main entrance using the fob provided and then proceed to the Head of School’s office.
7. The Office Manager will contact the police if necessary and maintain contact with them in the Head of School’s office.

8. Staff will support children in keeping calm and quiet.
9. No one should move around school. 

10. Once it is safe to do so the staff member responsible for the pupils at that given time will take a register and contact a member of SLT via the telephones to inform them that the children and staff are accounted for and are in the classroom safe. 

11. Ensure all pupils and staff are aware of an exit point in case an intruder manages to gain access or the room becomes unsafe.
12. Staff will remain in lock down until a member of SLT informs them of the ‘all clear’ by using the password ‘Phoenix’. 
Information for Parents:
1. Parents will be alerted to this procedure with a letter.
2. On the very rare occasion a lock down is called, all staff will endeavour to follow the policy set out above.

3. If a lock down does occur parents will be notified as soon as it is safe to do so via the text messaging service. 

4. They will be told - please do not come to the school during a lock down as children will not be released and you will not be able to enter the school.
5. Please do not telephone the school as you will block calls coming from the emergency services. 

6. In an extreme situation the lock down may continue after the school day has ended, parents will be contacted via the text messaging service as soon as it is safe to do so and told to come and collect children from school. 

7. Please be assured in the event of a lock down the safety and wellbeing of children and staff is a priority. 

8. A letter will be sent home on the nearest possible day following any serious incident to inform parents of the context of the lock down. 

9. Parents will also receive a text message alerting them when the school will complete a lock down practice (this will usually occur once a year). 
10. Please reassure children and reinforce the importance of following procedures in these very rare circumstances. 

Lock Down Drills

Lock Down drills will occur once a year. Monitoring will take place and staff debriefed so improvements can be made. 

This policy will be reviewed annually. 
Lock Down Plan

	Management and Control

	Nominated Person 
	Responsibility 

	Office Manager
	Initial contact with emergency services/ Prepare and send text message to parents 

	Head of school
	Pupil and staff welfare

	Staff
	Pupil safety 

	

	Signals

	Signal for lock down 
	Air horn sounded by staff member identifying risk and triggering lockdown procedure 

	Signal for all clear 
	A member of SLT will use the password ‘Phoenix’ 

	

	Lock Down

	Specified assembly points 
	EYFS – Library (all staff and pupils to be seated in the corner of the library not to be seen by anyone approaching the door). 
Year 3/4 – Classroom (sit against the wall with the wardrobes so nobody is visible through the door).
Year 5/6 – Classroom (sit in the corner alongside the window and against the wardrobes so nobody is visible through the door). 

 Year 1/2– Classroom (sit under the window towards the back of the classroom by the wardrobe so nobody is visible through the door).

Kitchen staff to go to Norton class

Breakfast club – (sit alongside the wall under the whiteboard towards the kitchen area so nobody is visible through the door).

	Entrance Points
	The main school entrance 

	Communication arrangements 
	External phone to contact emergency services
Email SLT
Text messaging service to parents 


	Step
	Initial Response
	Check
	Time
	Signed

	1
	Ensure all pupils are inside
	
	
	

	2
	Secure all entrance points to the school
	
	
	

	3
	Dial 999 for each emergency service required 
	
	
	

	4
	Ensure all staff members take action to increase protection from further danger

· Close doors, windows, shutters

· Block access points with tables

· Sit on the floor against the wall

· If possible access a mobile phone to report the whereabouts of the intruder to the Principal. The phone must be kept on silent.   

· Stay away from windows and doors

· Keep children as quiet as possible 
	
	
	

	5
	Ensure all pupils and staff are aware of an exit point in case an intruder manages to gain access or the room becomes unsafe
	
	
	

	6
	Check for missing or injured pupils/ staff members via email communication 
	
	
	

	7
	Remain in the classroom until the all clear signal has been given by a member of SLT using the password ‘Phoenix’ or you are told by the emergency services. 
	
	
	


