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Emergency Lockdown Procedure
Lockdown procedures should be seen as a sensible and proportionate response to any external or internal incident which poses a threat to the safety of pupils and staff. Procedures aim to minimise disruption while ensuring safety.
[bookmark: _GoBack]Lockdown arrangements will vary depending on the school’s layout and resources.

Types of Lockdown
There are two main lockdown situations:
1. Lockdown with Warning (Invacuation) – threat is outside the school
2. Full Lockdown (Intruder) – threat is inside the school
Invacuation Definition:
A controlled procedure used when a threat is outside the school, requiring all pupils and staff to remain safely inside the building.

Alarm Activation
A loud doorbell siren will be sounded in the Aviary, Sparrows Classroom, and Doves classroom.
· The Headteacher (or most senior staff member on site) activates the alarm using fobs located in the school office and classrooms.
· A clear verbal instruction of “LOCKDOWN” must be given (no codes).
· Staff must immediately alert adjacent rooms if safe to do so.



1. Lockdown with Warning (Invacuation)
In an invacuation, all pupils and staff remain inside the building. External doors are secured, and normal activities may continue where safe.
Immediate Actions
· Bring all pupils and staff inside immediately
· Lock all external doors
· Clear hallways, bathrooms, and unsecured spaces
· Secure windows and, where appropriate, cover them
· Move pupils away from windows
· Take a register
During Invacuation
· Continue teaching where appropriate
· No one enters or leaves the building
· Await further instructions
· Prepare a list of missing or additional pupils

External Areas During Invacuation
When an invacuation is initiated, all pupils and staff must return inside immediately where it is safe to do so.
· Playground:
Pupils return to the nearest safe entrance and re-enter the school building immediately.
· Field:
Pupils return to the school building via the nearest safe route under staff supervision.
· Church / Community Centre / Off-site:
Staff must:
· Return pupils to school if safe, OR
· Secure the building (lock doors, stay low and quiet) if returning is unsafe
· Contact the school office to confirm location and safety
· A register must be taken once inside or in the secured location.

All Clear (Invacuation)
· Given by SLT via internal phone system
· Office: 2001 | Headteacher: 2002 | Nest: 2003
· Do not act on unverified instructions

2. Full Lockdown (Intruder Inside School)
This procedure is used when a threat or intruder is inside the building.
Immediate Actions
· Alarm activated by Headteacher or most senior staff member
· Verbal instruction: “LOCKDOWN” repeated clearly
· Direct all pupils, staff, and visitors into the nearest secure room
Key Differences from Invacuation
· Classes outside MUST NOT enter the building
· They must move away to a pre-identified safe location
Inside the Building
· Lock classroom doors
· Move away from doors and windows
· Sit pupils on the floor, out of sight
· Turn off lights
· Ensure phones are on silent
· Take a register
· Prepare list of missing/extra pupils
· Do not open doors for anyone
Additional Guidance
· Be prepared to ignore fire alarms unless confirmed
· Follow PEEPs for pupils with additional needs
· Remain silent and hidden

All Clear (Full Lockdown)
· Given by SLT via internal communication
· Confirm via known phone numbers only

3. Lockdown of External Areas
This applies when pupils are already outside and cannot safely return inside.
⚠️ Staff must always use professional judgement depending on the location of the threat.

Playground
· Verbal instruction: “LOCKDOWN”
· Move pupils immediately to safest pre-identified area:
· If threat near building → move to far playground den/shelter
· If threat near gate → move to furthest point of playground
· If safe → re-enter building
· Pupils remain low, silent, and out of sight
· Phones on silent
· Staff contact 999 and school office if possible

Field
· Verbal instruction: “LOCKDOWN”
· Move pupils to:
· Church building (preferred safe location if accessible)
· If unsafe → use field hideout area
· Secure doors if inside
· Stay low, silent, and out of sight
· Contact 999 and school office

Church
· Doors must be locked when in use
· If threat approaches:
· Lock doors
· Pupils lie low and remain silent
· Senior staff contact 999 and school office


Community Centre
· Doors kept locked at all times
· Move pupils to changing rooms (no windows)
· Remain low and silent
· Contact 999 and school office

General External Lockdown Principles
· Stay low, quiet, and out of sight
· Phones on silent
· Do not move unless necessary or directed by SLT/emergency services
· Support pupils with SEND in line with PEEPs

Review and Training
· Procedures will be reviewed annually
· Lockdown drills will take place at least once per term
· All staff will receive training and updates
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