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Authority
It is the duty of all schools to safeguard and promote the welfare of children, in association with other relevant agencies.  This policy complies with all legal requirements as well as taking full account of guidance from OFSTED and the Department for Education (DfE).  This policy puts into place all of the recommendations of ‘Safeguarding Children’ June 2006 Ref HMI 2467 and adopts the definition of safeguarding used in the Children Act 2004 which can be summarised as follows:
· Protecting children and young people from maltreatment
· Preventing impairment of children and young people’s health or development
· Ensuring that children & young people are growing up in circumstances consistent with the provision of safe and effective care
· Undertaking that role so as to enable those children and young people to have optimum life chances and to enter adulthood successfully.
Statement of Policy
Full lockdown and partial 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, pupils, parents or visitors to the school.  Procedures aim to ensure the safety of all pupils and staff whilst minimise disruption to the learning environment. This may also include where there is need to restrict the movements around the school environment.
The aims of Astmoor Primary School’s Lockdown Policy are as follows:
1. To make efficient arrangements that safeguard and protect the welfare of children, staff and visitors.
2. To provide staff with a broad set of good practice guidelines in dealing with an emergency or critical incident.


Lockdown procedures may be activated in response to any number of situations, but some more typical might be:
· A warning being received regarding a risk locally, for example air pollution, smoke plume, gas cloud etc.
· A serious or emergency accident or incident requiring the emergency services at school.
· A major fire in the vicinity of school.
· The close proximity of a dangerous dog roaming loose.
· A swarm of bees or wasps.
· Dense fog where pollution could cause breathing difficulties.
· A reported incident or civil disturbance in the local community with the potential to pose a risk to staff and pupils in the school e.g. drugs raid.
· A visitor to the school site who becomes abusive, making threats with the potential to pose a risk to pupils, staff or parents.
· An intruder on the school site with the potential to pose a risk to staff and pupils.
Responsibility
The Governors have the overall responsibility to ensure that all aspects of safeguarding policy and practice are undertaken correctly.
The Head Teacher is responsible for ensuring all aspects of this policy are delivered effectively, records are kept and all appropriate checks are made regularly.
The Business Manager and Site Manager are responsible for ensuring the delivery of specific aspects of the Lockdown Policy. 
All Staff must take all appropriate action to safeguard and protect the welfare of children, firstly by familiarising themselves with the guidelines, and secondly by following procedure swiftly in the event of an emergency or critical incident.


Full lockdown 
In the event that a member of staff needs to raise the alarm, a member of the SLT should be consulted in the first instance, if possible. 
Headteacher, Deputy Headteacher or School Business Manager (SBM) in their absence will be nominated as the Lockdown Manager to initiate, manage and conclude the lockdown.
Lockdown is signalled using the buttons located in the main school office (below the wall cabinet - marked in red) and in site managers room (to the left of the door to the main entrance – marked in red)
Alert to staff – Code red

The school’s full lockdown plan is as follows:
	Signal for full lockdown

	Signal for lockdown
	Continual electronic bell which will ring for 1 minute.
There is a distinctive difference between the fire alarm & the 
lock down signal. All staff should be aware of the difference.


	Signal for the all clear
	Verbal confirmation given directly from Senior Leaders or 
the emergency services in person.





	Full lockdown plan
	Code Red

	Rooms most suitable for lockdown
	Children and teaching staff to remain in their classrooms. 

Children, adults (e.g. volunteers, visitors.) or staff not in a
classroom for any reason will proceed to the nearest 
occupied classroom and remain with that class and class 
teacher e.g. children using toilets when lockdown 
procedure is engaged.

Children or adults working in the upstairs room for any 
Reason to proceed to the nearest classroom and remain with that class and class teacher. 

Classes of children in the hall should return to their
classrooms without delay, if it is assessed safe to do so.

Any staff in the staff room should remain in the staffroom.

Kitchen staff should remain in the kitchen area and move to the store cupboard.

HT/SBM/FSW/Site manager should remain in their offices.

All Visitors should remain in the classrooms/offices that
they are in. 

	Entrance points that should
be secured e.g. doors and 
windows
	Most external doors lock on closing. 

Staff to lock external classroom doors.

Internal doors should be closed and locked where possible. 

All windows to be closed and blinds pulled down. Any
shutters on windows to be closed.

	Bring pupils inside 
	On hearing the lockdown bell, children outside to be escorted without delay by supervising staff and brought inside the building via the nearest entrance and in to the nearest classroom. 

All children on the playground or field should be brought to the Base entrance and then into the Base classrooms without delay by supervising staff.

	Steps to increase protection



	· Block access points (e.g. move furniture to 
obstruct doorways, uses door block wedges to
 secure doors)
· Position children away from sightlines from doors and windows.
· Sit on the floor, under individual tables facing the front where possible or against the wall.
· Children to remain quiet.
· Keep out of sight, draw blinds / close shutters
· Turn off lights, projectors and monitors.
· Stay away from windows and doors.
· Cover windows and air vents (if the risk is pollution or a gas cloud)
· Turn off fans and heating systems in rooms, including the kitchen extraction fans (this will reduce noise and the risk of exposure to any chemical or pollution).

	Headcount/registers
	Staff to inform lockdown manager of headcount (children and adults) via internal communications, once staff have got classrooms locked down accordingly.

Lockdown manager to collate information on headcounts and and inform the emergency services of any missing people.


	Internal Communication
	School telephones to be kept free for the Lockdown Manager and SBM and to send messages.

Personal mobiles for all staff need to be switched on (silent) ready to receive or send text messages and instructions.

Full staff ’Lockdown’ Whatsapp Group will be used to keep staff updated throughout a lockdown. 

Email can also be used via laptops or mobile phones.

Staff will be alerted that it is a Code Red by the Lockdown Manager.


	Communication with parents
	Parents will be informed as soon as possible via email and the school Facebook page.

The following message will be sent:

ASTMOOR PRIMARY SCHOOL IS IN A FULL LOCKDOWN SITUATION.  DURING THIS PERIOD THE PHONES, OFFICES AND ENTRANCE WILL BE UN-MANNED, EXTERNAL DOORS LOCKED.  PLEASE WAIT FOR FURTHER INSTRUCTIONS AND INFORMATION.

Further information will be sent to parents stating that:

· Parents need to wait for the school to contact them about what happens next and when it’s safe for them to come and collect their children, and where this will be from (if this is deemed necessary).
· Parents will be informed when the all clear is given.
· Parents will be given enough information about what will happen / is happening / has happened so that they are reassured that the school understands their concerns for their child’s welfare, and that we are doing everything possible to ensure their safety.


	Arrangements for pupils or staff 
with additional needs.
	· Year 2 pupil with diabetes will need to be monitored closely by class teacher and lockdown manager informed via internal communication of any concerns regarding medical state.
· Base children with additional SEMH needs supported by internal team to remain as calm as possible using appropriate strategies.


	Lockdown duration
	The school should remain in a state of lockdown until a senior member of staff (Headteacher, deputy Headteacher, School Business Manager or Family Support Worker) or the emergency services confirm that it has been lifted.


	Evacuation plan, if needed
Remember that it is very much the exception to evacuate a building in the event of a hostile intruder. Unless the location of the intruder is known, a "blind" evacuation may put people in more danger than if they had remained within the building.

	In the exceptional event of an evacuation this will be communicated with staff through the Whatsapp message group and email. Instruction will be given as to when and how to evacuate to the Acorn Centre.
Evacuation venue:
Name: Acorn Centre
Type of venue: Private nursery and adult learning centre
Contact name and number: Stella Oglivie 0151 511 7788


	Security lockdown drills
	Lockdown drills will be carried out regularly. 

Pupils and parents will be informed of this in advance.

Pupils will be spoken to about lockdown procedures and practise in assemblies and class time to prepare them in age appropriate ways.

The school lockdown procedure will be published on the school website and routine practices communicated with parents by text, newsletter or via the website with information regarding the effectiveness of the procedure.



















 Partial Lockdown

Alert to staff Code Amber

This may be a result of a reported incident / civil disturbance in the local community with the potential to pose a risk to staff and pupils at the school.  This would be where pupils needed to stay in their classroom and not wander anywhere around the school. It may also be a result of a major incident occurring in the school where it may not be appropriate for pupils to witness, for example a first aid emergency, or may be a warning received regarding the risk of air pollution, etc.

	Partial Lockdown plan
	Code Amber

	Signal for partial lockdown
	Staff would be alerted to a partial lockdown verbally- Code Amber

	Bring pupils inside
	Outside activity to cease immediately, pupils and staff return to the building., if it is deemed necessary. 

	Rooms most suitable for partial lockdown
	All staff and pupils remain in the building in classrooms.
External windows and doors locked. 

A partial lockdown is less serious and pupils would not need to sit under tables with the doors locked and blinds drawn.  

It may be the case that movement within the school needs to be restricted.  Staff will be advised by SLT.

Account for all pupils, staff and visitors using headcount/registers. Staff to notify SLT of anyone missing as soon as possible.


	Entrance points that should be secured e.g. doors and windows
	External windows and doors locked, if it is deemed necessary.

Internal doors closed, if it is deemed necessary.


	Internal Communication
	During the partial lockdown staff will keep agreed lines of communication open via school phones, mobiles and email, but will not make unnecessary calls to the central office as this could delay more important communications.

All situations are different, once all staff and pupils are safely inside, senior staff will conduct an ongoing dynamic risk assessment based on the information available and advice given from the Emergency Services or other outside agencies.  This can then be communicated to staff and pupils.


	Emergency services 
	The emergency services should be called as soon as possible and informed if any pupils or staff remain missing.

In the event of an air pollution, emergency services will advise as to the best course of action in the respect of the prevailing threat.


	Partial lockdown duration
	Partial lockdown is a precautionary measure but puts the school in a state of readiness (whilst retaining a degree of normality) should the situation escalate and need to revert to a full lockdown.

Nobody should leave the building until it is confirmed that it is safe to do so. 


	After partial lockdown
	Action to be taken where possible to ensure that the incident does not re-occur.






Communication between parents and the school before and after a lockdown

· The school lockdown procedure will be published on the school website and routine practices communicated with parents by text, newsletter or via the website with information regarding the effectiveness of the procedure.
· In the event of an actual full lockdown or partial lockdown, any incident or development will be communicated to parents as soon as it is practicable.
· Parents will be given enough information about what will happen / is happening / has happened so that they are reassured that the school understands their concerns for their child’s welfare, and that we are doing everything possible to ensure their safety.
· Parents will be reassured that any measures needed to ensure the incident does not re-occur are put into place.

Emergency Services

· It is important to keep the line of communications open with outside agencies and the Emergency Services as they are best placed to offer advice as the situation unfolds.  The school site may or may not be cordoned off by Emergency Services depending on the severity of the incident that has triggered a lockdown.
· Emergency services will support the decision of the Headteacher with the timing of communication with parents.
· In the event of a prolonged lockdown or more severe scenario, Halton Borough Council has the capacity to provide humanitarian assistance by establishing a Reception Centre for friend and family outside of the cordoned area.


Governors
· Governors will be notified by email that the school has been on lockdown (whether it was full or partial) as soon as it is possible after the event.  






Lockdown action Check List
This checklist will be used to take actions and record them during a lockdown or a lockdown drill. In an emergency, using the actions listed will help to make sure nothing is missed. 

	Ref
	First Initial Response – Full Lockdown
	Tick / sign / time / comments

	1

	Sound lockdown alarm and begin lockdown procedure
	

	2
	Dial 999 and inform the emergency services.
	

	3
	All children, staff, parents/carers and visitors remain/go to the nearest safe place (this may be dependent on what and where the risk is)

Those inside the school should remain in their classrooms with the teacher or adult responsible for them. 

Pupils who are outside of the building are brought inside, unless this endangers them.

	

	4
	Account for all pupils, staff and visitors using headcount/registers. Staff to notify SLT of anyone missing using the Whatsapp group or email as soon as possible after securing the room and directing children to hide under tables. SLT will notify the emergency services if any pupils, staff or visitors are missing. 
	

	5
	Secure rooms by locking doors and windows, and take action to increase protection as set out in the plan.
	

	6
	Close any blinds or shutters at windows

	

	7
	Turn off the lights, light sources, fans and heating systems.
	

	8
	Direct all children, staff, parents/carers and visitors to hide, including under desks and away from windows. Staff to keep children calm.
	

	9
	Stay as silent as possible – put any mobile phones/laptops on silent.
	

	10
	Make sure everyone is aware of an exit point in case an intruder gains access and there is the need to evacuate.
	

	11
	If possible, check and search for missing or injured pupils, staff or visitors.
	

	12
	Notify parents/carers of the lockdown as soon as advised to by the emergency services, using the communication set out in the plan.
	

	13
	If appropriate, the SBM will establish communication with Halton Borough Council via the emergency number.
	

	14
	Keep doors and windows locked shut and remain inside until the all clear has been given, or until you’re told to evacuate by the emergency services
	

	15
	If appropriate, the school office staff will establish communication with Halton Borough Council via the emergency number.
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