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	Name of Policy / Procedure

	Lockdown Policy

	Issue date

	March 2023 / March 2024 / June 2025 / May 2026

	Review date

	My 2027

	GB committee responsible for the policy / procedure
	Curriculum 

	Staff member responsible for writing, reviewing and updating the policy / procedure
	Headteacher

	Person responsible for monitoring implementation of the policy / procedure
	Governing Body

	Workload impact assessment (see below)
	High



Teacher Workload Impact Assessment
High impact:    	Policy implemented by teachers on a daily / weekly basis
Medium impact:	Policy implemented by teachers on a monthly / termly basis
Low impact:		Policy implemented by teachers on an annual basis
n/a			Policy is not implemented by teachers.
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Elfed High School Lockdown Procedures and Guidance 
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 students in Elfed High School. Procedures 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 students in the school). 
 An intruder on the school site (with the potential to pose a risk to staff and students). 
 A warning being received regarding a risk locally of air pollution (smoke plume, gas cloud etc.) or chemical, biological or radiological contaminants. 
 A major fire in the vicinity of the school. 
 The close proximity of a dangerous dog or other animal roaming loose.
TYPES OF LOCKDOWN
Partial 
Lockdown
Full Lockdown
EMERGENCY LOCKDOWN PROCEDURE
During lesson times       
Any member of staff may initiate a lockdown by letting the school office know.  The office will initiate the lockdown.
The sound of the bell ringing 5 times indicates the school is in lockdown.  The bell should always be taken seriously.
[bookmark: _Hlk109358754]On hearing the bell ringing 5 times during lesson times, all staff are to:
· Keep students calm and silent in the classroom
· Ensure all windows and doors are locked
· Ensure all blinds are closed and the window on the door is covered
· Ensure that all students have turned off mobile phones
· Ensure that no one leaves or enters the room
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Communication
· [bookmark: _Hlk109358611]All staff will be sent an email from a member of SLT with the subject title ‘we are in lockdown’
· All staff must reply to the email without delay, naming students and staff in the room that are missing and or additional staff/students in the room. (send direct not reply all)
· If needed a further email will be sent indicating a full lockdown requiring all students and staff to try and seek refuge under tables.
· External doors will be checked and secured. (see below)

· PE, Dining room and Leisure Centre doors checked and secured 
· New toilets end of English checked 
· Science checked 
· Technology secured 
· Advise canteen we are in lockdown
· In the event of an exam, SLT to ensure exam spaces are secure

Headteacher / Deputy Headteacher:
· Go to the Control Room (Headteachers Office) and follow lockdown procedures.
· Ensure that all staff and students are safe and emergency services are called.

Assistant Headteachers / Learning Directors (not teaching staff)
· Keep in touch with Control room via radios
· Check corridors are free if safe to do so
· Go to the Control Room (Headteachers Office) and follow lockdown procedures
· Deputise for the Headteacher / Deputy Headteacher if required
· Check the location of missing students, making sure that they have access to a safe place (library)
· Inform all teachers when lockdown is over if appropriate

Business Manager / ICT Systems Manager
· Change door access system to lock (if applicable / on the advice of the Deputy Heads / Assistant Head) and monitor CCTV keeping contact with the control room
· Keep Headteacher informed of the situation (via ‘radio’)

Visitors, Pastoral Staff and non teachers
· Use email information from teachers to identify any missing staff and / or students and inform SLT via radio
· Support staff /visitors/ to go to library and supervise any students who have been located by SLT on check

ALN Administrator:- Go to Hafan

Teaching Assistants
· Stay in lesson if bell sounds during lesson times
· If claxon / bell is during unstructured time, Teaching Assistants to go where they normally would go during tutor time

Caretakers
Assist with securing the building and the main gates if safe to do so, then go to their office

Pastoral Team
· To go to the library and supervise students
· Send a message to the control room with the names of students they are supervising

End of Lockdown
· Staff will be informed verbally and by email that lockdown is over by a member of SLT

Before School 
If the claxon / bell sounds, all staff direct students to their form rooms. Tutors go to form room.
After School 
If the claxon / bell sounds, all staff direct students on the corridors to Theatr Elfed before going to this location themselves to await further advice.
Unstructured time
The caretakers will sound the claxon during unstructured time to indicate lockdown. Students and tutors to go to their form rooms. Staff without a form should go straight to the library.
PE STAFF
If PE staff do not reply to the initial email the SLT will contact them via mobile phones.
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Lockdown Arrangements Additional Guidance
1. Partial Lockdown 
Alert to staff: ‘Partial lockdown’
In a partial lockdown staff and students should remain in the school building and all doors leading outside should be secured. No one should be allowed to enter or leave the building; however, teaching and work can continue as usual. This may be as a result of a reported incident / civil disturbance in the local community with the potential to pose a risk to staff and pupils in the school. It may also be as a result of a warning being received regarding the risk of air pollution etc. Immediate action 
 All outside activity to cease immediately, pupils and staff return to building and all staff and students to go to inside. At break time senior staff will direct duty staff on instructions. 
 All staff and students remain in building and external doors and windows locked. 
 Free movement may be permitted within the building dependent upon circumstances. 
 In the event of an air pollution or chemical, biological or radiological contaminants issue, air vents, fans, heating and air conditioning systems should be closed or turned off. 
 Use anything to hand to seal up all the cracks around doors and any vents into the room – you aim to minimise possible ingress of pollutants. 
 Staff should await further instructions. All situations are different. Once all staff and pupils are safely inside, senior staff will conduct an ongoing and dynamic risk assessment based on advice from the Emergency Services. A ‘partial lockdown’ may also be a precautionary measure, but puts the school in a state of readiness (whilst retaining a degree of normality) should the situation escalate. Emergency Services will advise as to the best course of action in respect of the prevailing threat.

2. Lockdown
Alert staff to lockdown
This may be down to an intruder or animal in the building. In lockdown staff and students should remain in their classroom with the doors and windows locked. All glass on the doors should be covered and blinds shut.
Teaching can continue as usual. Students will not leave the classroom until lockdown is over even if the lesson time ends. Staff should await further instructions.




3. Full Lockdown 
Alert to staff: ‘Full lockdown’ 
This signifies an immediate threat to the school and may be an escalation of a partial lockdown. The aim of a full lockdown is for the school and its rooms to appear empty. Immediate action 
 All students / staff stay in their classroom. 
 Office staff should remain in their office. 
 External doors locked. Classroom doors locked (where a member of staff with key is present). 
 Windows locked, blinds drawn, internal door windows covered (so an intruder cannot see in). 
 Students / staff sit quietly out of sight and where possible in a location that would protect them from gunfire (bullets go through glass, brick, wood and metal. Consider locations behind substantial brickwork or heavy reinforced walls).  Lights, smartboards and computer monitors turned off. 
 Mobile phones turned off (or at the least turned onto silent so they cannot give away your position). 
 A register to be taken of all students / staff in each classroom / office. 
 Missing students / staff will be reported via the email sent.
 Staff should await further instructions. Staff and pupils remain in lock down until it has been lifted by a senior member of staff / emergency services. At any point during the lockdown, the fire alarm may sound which isn’t necessarily a cue to evacuate the building. During the lockdown, staff will keep agreed lines of communication open but not make unnecessary calls to the central office as this could delay more important communication. 
 Any member of staff can initiate Lockdown
 A member of staff is nominated as lockdown manager – manage and conclude the lockdown. They should make the Headteacher or Deputy Headteacher aware. They will also communicate with emergency services. 
 Staff are alerted to the activation of the plan by a recognised signal, audible throughout the school.  The bell ringing 5 times for 3 second intervals, during lesson times.
 All external doors and, as necessary, windows are locked (depending on the circumstances, internal classroom doors may also need to be locked). 
 Blinds / curtains drawn and windows on internal doors covered.
 Once in lockdown mode, staff should report immediately any students not accounted for and any additional pupils / staff in their classroom via email.
 Staff should encourage the pupils to keep calm. 
 ALNCO to have made specific arrangements for pupils with different needs (i.e. hearing / visual impairment or mobility needs).



 If a group are on an outing when the incident occurs, a member of SLT will telephone them to tell them NOT to return to the setting until the all clear has been given. 
 In the event of the Fire Alarm sounding, staff and students should not evacuate the building until told to. In the event a school is in lockdown and the fire alarm sounds, the school will contact the emergency services as in normal fire alarm activation and explain the current circumstances. Dependant on the threat and if safe to do so; a nominated member of staff who has a means of remote communication (e.g. a walkie-talkie) should go to the fire alarm panel to establish what zone has been activated. Once the zone has been identified, the alarm should be silenced and another person sent to the area to investigate, again if safe to do so. They will need to approach with caution as there may be a fire or an intruder may have activated the alarm. If a fire is discovered this information should be communicated back. The caretakers, who would re-sound the alarm, update the emergency services and evacuate the school. Due to the fast moving nature of incidents that require lockdown it is important that all staff members are able to act quickly and effectively. 

Parents
Parents should know that the school has a lockdown plan and that it will be regularly tested. 
1. Conduct a number of table top exercises with the senior leadership team to test the procedures against various scenarios. 
2. Rehearse lockdown arrangements with all staff and pupils. 
3. Display lockdown drill information in every classroom alongside information relating to fire drills. 
4. Parents will be informed the school is in lockdown if it is appropriate to do so. They will be asked to not attend the premises and not to call the school directly.

 Are reassured that the school understands their concern for their child’s welfare, and that it is doing everything possible to ensure his / her safety. 
 Do not need to contact the school. Calling the school could tie up telephone lines that are required for contacting emergency support providers. 
 Students must not be released to parents during a lockdown. 
 Do not come to the school. They could interfere with emergency support provider’s access to the school and may even put themselves and others in danger 
 Wait for the school to contact them about when it is safe to collect their children, and where this will be from. 
 Are aware of what will happen if the lockdown continues beyond school hours. The ‘communication with parents’ section of the school lockdown plan needs to reassure parents that the school understands their concern for their children’s welfare and that everything that can possibly be done to ensure children’s safety will be done. However, it may also be prudent to reinforce the message that ‘the school is in a full lockdown situation. During this period the switchboard and entrances will be un-manned, external doors locked and nobody is allowed in or out…’ Should parents present at the school during a lockdown under no circumstances should members of staff leave the building to communicate directly with them. Emergency Services will support the decision of the Head Teacher with regarding the timing of communication to parents. In the event of a prolonged lockdown or more severe scenario, emergency services, local authorities and voluntary sector organisations will work together to co-ordinate practical and emotional support to those affected by any emergency. 
Useful Links
https://www.gov.uk/government/publications/developing-dynamic-lockdownprocedures
https://www.gov.uk/government/collections/crowded-places
http://www.npcc.police.uk/CounterTerrorism/ACTforYouth.aspx
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