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Introduction:

On very rare occasions, it may be necessary to fully close the access to the school so that it
cannot be entered from outside. This will ensure that all pupils, staff and visitors are safe in
situations where there has been an external incident that poses a threat to life or safety of
persons within the school setting. Procedures should ensure that a swift response is taken
and that there is minimum disruption to learning environment whilst ensuring the safety of
everyone within the building.

A Lockdown is the opposite of an evacuation - pupils and adults MUST remain inside the
building.

Lockdown is split into two possible phases “Partial Lockdown” and “Full Lockdown”. A full
lockdown should give the appearance of a school closure.

Circumstances that should require a full Lockdown - RED Alert

e A violent disturbance in the local community
e Police or emergency services advice and instruction of a local event
e Anintruder on the grounds that may pose a risk

Circumstances that should require a Partial Lockdown - Alert

e A dangerous dog roaming on site

e A fierce storm or gas cloud/smoke plume
e Major fire in the local area

e Threat of violence

Partial Lockdown

Pupils and adults come inside. Doors are all closed. Windows are closed. Entrances and exits
are closely monitored by staff and leaders. Activities continue as normal. Radio
communication is used to share information, but this is kept simple and to a minimum so
that pupils are not alarmed. Notification of a partial lockdown is given by senior leaders via
verbal and radio communication and simple screen messages.

Senior leaders will keep in communication with external services if required and notify Ad
Astra Trust if there is a potential threat. Communication to be sent to parents and carers if it
is a local situation or event that may cause some concerns.

The incident, actions and outcomes must be recorded in the Partial Lockdown log (Appendix
3)

Full Lockdown - immediate action needed

e The HT and Senior Leadership must communicate with Emergency Services as soon
as possible.
e The Trust must be informed of any potential threats or events as soon as possible.



e Lockdown sound system to be activated and alert sent on It messaging system.

e All external and internal doors and windows must be closed and secured by staff.

e Any outside activity must cease (staff must have radio communication when outside).
Return to the main building as quickly and as safe as possible. Staff undertake a pupil
headcount.

e All staff must support pupils in securing a safe place to remain, ensuring limited
visibility. Draw blinds where able. Minimal movement and noise.

e Turn off lights to reduce visibility.

e Block any access points where possible.

e Pupils will not be released to parents during Lockdown.

e Communication must be undertaken with parents/carers via, ParentPay and DOJO.

e Senior leaders to await instructions from emergency services.

e Transport may be prevented for entering the school gates via the barrier.

e The Headteacher’s office will be used as a central point for admin staff and leaders to
communicate with police, parents and community.

The incident, actions and outcomes must be recorded in the Full Lockdown log (Appendix 4)
Communication

Staff, pupils and visitors should be made aware of the Lockdown procedures and the reasons
for these. The policy will be available on the school’'s website. Parents and carers will also be
informed in advance of any Lockdown practices that occur over the academic year.

Staff should talk to pupils about the lockdown procedures at an age-appropriate level and the
process will also be explained in assembilies.

Staff must have annual training on lockdown procedures and will be included in the induction
process for staff and visitors/volunteers. There will be at least 2 lockdown drills within the
year. These arrangements must be recorded following a debrief and evaluation by the HT and
senior leadership team. The HT will include lockdown reporting as part of the HT report at
Local Governing Body meetings.

Lockdown procedures will be displayed around the school. (Appendix 1 & Appendix 2)

Communication during Full Lockdown

In the event of a full lockdown, any incident or developments must be communicated to
parents and carers as soon as it is practicable. It is obvious that parents and carers will be
anxious, so regular updates and accurate information sharing will help to alleviate any
concerns.

The HT will assess the situation and decide what public statements are made and the
information that will be disclosed. The HT may seek advice from emergency services or the
Chief Operating Officer for the Trust.

Parents/carers need to be given enough information so that they :



e Are reassured that the school understands their concern for their child’s welfare and
what school are doing to ensure his/her safety

e Do not need to come to school or contact the school. The main line may be down. The
office may not be in operation.

e Wait for school updates for when it is safe to collect.

It is important that during this period, a clear message is given via the school website and
social media outlets

“The school is in full lockdown. During this period the phone line and school
entrances will not be manned. Doors will be locked and there will be no access to the
building until it is safe to do so.”

Should parents/carers present at the school during a full lockdown under no circumstances
should members of the staff leave the building to communicate directly with them. Pupils will
not be released until a clear instruction has been given by the Headteacher.

Emergency services

It is important that lines of communication remain open with Emergency Services as they are
best placed to offer advice and instruction as the situation unfolds. The school site may be
fully restricted and closed off to the public. All gates closed and barrier down depending
upon the severity of the incident. The Headteacher will work together with the Emergency
Services in the timings of communication to both parents and the local community.

Suspicious Incidents

For contacting the police in a partial lockdown, the headteacher would call 181 and provide
information in regard to the incident and her concerns.

For full lockdown procedures the headteacher will call 999 and inform the Ad Astra central
team.

Responsibilities of the Local Governing Body

The headteacher is responsible for reporting to the Local Governing Body each term. Any
incidents or drills will be shared within the Headteacher’s report.

The headteacher may also inform the Local Governing Body if a full lockdown procedure as
had to be actioned a result of a serious incident.



Appendix 1 : Displayed around school

Full Lockdown Procedures (RED ALERT)

» Lockdown sound system to be activated by and alert sent
on IT messaging system. This will be a short sound.

= All external and internal doors and windows must be
closed and secured by staff.

= Any outside activity must cease (staff must have radio
communication when outside). Return to the main building
as quickly and as safe as possible. Staff undertake a pupil
headcount.

= All staff must support pupils in securing a safe place to
remain, ensuring limited visibility. Draw blinds where able.
Minimal movement and noise.

= Turn off lights to reduce visibility.

= Block any access points where possible.

= Pupils will not be released to parents during Lockdown.

» Transport may be prevented for entering the school gates
via the barrier.

= The Headteacher’s office will be used as a central point for
admin staff and leaders to communicate with police,
parents and community.

= Wait for the whistle to blow to cease all preventative
actions taken.

= Await further instructions from leadership team.



Appendix 2 : displayed around school

Partial Lockdown

e Pupils and adults come inside.

e Doors are all closed. Windows are closed.

e Entrances and exits are closely monitored by staff and
leaders. Activities continue as normal.

e Radio communication is used to share information, but
this is kept simple and to a minimum so that pupils are
not alarmed.

e Notification of a partial lockdown is given by senior
leaders via verbal and radio communication and simple
screen messages.

Senior leaders will keep in communication with external services if required and notify Ad
Astra Trust if there is a potential threat.

Communication to be sent to parents and carers if it is a local situation or event that may
cause some concerns.



Appendix 3

Full Lockdown record log - ( Every)

Planned
drill or
Actual

event

Date &
Time

Duration

Nature of incident

Actions Taken
Or comments

Name of
Leader
responsible




Appendix 4

record log (Every)

Planned
drill or
Actual
event

Date &
Time

Duration

Nature of incident

Actions Taken
Or comments

Name of
Leader
responsible




