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1. Notify that Emergency Lockdown is required

The lock down message will relayed over the walkie talkies (Lockdown) fo inform
staff that the emergency lockdown procedures must be implemented
immediately. A hand held airhorn will also be sounded outside.

The office staff/ headteacher will share the message using the walkie talkies/
internal phone or verbally inform the adults within the school that there is a
'FULL/PARTIAL EMERGENCY LOCKDOWN, and a message will be shared on the
staff WhatsApp.

2.Managing an Emergency Lockdown Situation

The Headteacher, (Senior Leadership Team) will manage the situation, and all
the staff should remain in the Lockdown in an Emergency position until the
Headteacher/ SLT informs them otherwise.

3. Individual Staff Roles:

e The main office staff should ensure that the main door is not opened,
they should call the police immediately if needed and inform the
Headteacher.

e The message will be relayed, by the headteacher, or other key person
about the lockdown - over the walkie talkie (each class o respond if
asked). The air horn will be sounded also.



The Headteacher, (Senior Leadership Team) and office staff will ensure
all external doors are locked.

Staff in the classrooms should close/ lock the doors and windows, draw
the blinds and turn off the lights.

Kitchen staff to lock every door to the kitchen and switch off all the
lights.

Head teacher/ office staff will contact Ysgol Borras to inform them of
the lockdown and advise whether it is partial or full to allow them to
implement their own lockdown procedures.

Office - contact each class (Internal phone/ walkie talkie or whats app) in
turn to check register has been taken.

4. Lockdown in an emergency procedure

4.1 PARTIAL LOCKDOWN
Message shared with the staff: 'PARTIAL LOCKDOWN IN AN
EMERGENCY .’

This could be a result of an event/ civil unrest in the local community, which has
the potential to pose a risk to pupils and staff in the school. It could also be a
result of receiving a warning about air pollution.

Immediate Response:

Every outdoor activity will be stopped immediately, and pupils and staff
will return to the building;

All staff and pupils to remain in the building and lock the external doors
and windows;

Depending on the circumstances; if possible, free movement may continue
within the building. Each situation is different. When all the pupils and
staff are safe within the building, the headteacher will complete a Risk
Assessment based on advice received by the emergency services. This
can be conveyed to the pupils and staff.

'Partial lockdown' is a precautionary measure that puts the school in a
situation to be ready to react (whilst maintaining some degree of
normality) in case the situation escalates.

If it is a problem with air pollution, if applicable, air vents should be
closed as an additional precaution. The emergency services will offer
advice on the best way to proceed in relation to the existing threat.



4.2 FULL LOCKDOWN IN AN EMERGENCY
Message given to the staff: 'FULL LOCKDOWN IN AN EMERGECNY'

This means that there is a direct threat to the school, it could be the next step
following a Partial Lockdown in an Emergency.

Immediate response:

e Every pupil must return to their class.

e External doors locked. Classroom doors locked.

e Lock the windows, blinds closed, pupils to sit quietly out of sight of the
windows/ doors (e.g. under a table or round the corner).

e Lights, interactive whiteboards and computer screens to be switched off.
The register will be taken. The office should contact every class in turn
to check attendance.

e Any pupil or members of staff who are not in the class for any reason
when the emergency began (e.g. because they were in the toilet) should
go to the nearest classroom and wait there.

e All pupils and staff should remain in the classroom until they hear
otherwise from the headteacher/ SLT or emergency services.

e If the fire alarm sounds during the lockdown, staff and pupils should
evacuate the building following fire drill procedures.

e Ifitispractical, staff should inform the office if any pupils haven't
arrived in class.

e During the lockdown period, staff should communicate through messages
on mobile phones.

e NO ONE SHOULD MOVE AROUND THE SCHOOL

e Staff to support pupils to remain still and quiet.

e Assoonas it is possible for the Lockdown in an Emergency to come to an
end, pupils and staff should return to their usual registration classes
(unless they are there already to allow the register to be taken. The
office should be informed about any pupils that have not been accounted
for).

5.Emergency services
Communication with the Emergency Services is very important as it is
them who are in the best position to offer advice as the situation
develops. Depending on the nature of the situation, the Emergency
Services may need to surround the school fo prevent anyone from



accessing the school. They will support the Headteacher's decision about
the timing of contacting the parents. If the situation continues, or
becomes more serious, the Local Authority can provide support by setting
up a centre for parents and friends which is away from the area that has
been closed off.

6.Parents

If a Lockdown in an Emergency situation arises, parents should be informed
about any incident or development as quickly as is practically possible to do so.
Parents will obviously be concerned, but sharing regular and accurate
information with them could help ease some of their concerns. Enough
information should be given to the parents about what is happening, so:

e they can be reassured that the school understands their concerns
about the wellbeing of their child, and will do everything to secure
their safety:;

e they don't try to contact the school. Phoning the school could block
the lines that need to be kept open to contact the Emergency
services.

e Don't come to the school. This could interfere with the Emergency
Services access to the school and could put themselves and others
in danger.

e Wait for the school to contact them in regards to when it is safe
for them to come to the school to collect their child, and also from
where. The school understands that parents will be concerned
about the wellbeing of their child, and everything possible will be
done to ensure the safety of the pupils. However, parents must
understand that if the school is in a Lockdown in an Emergency, it
will not be possible to answer the phone, and that the external
doors will be locked and nobody will be allowed in or out of the
school.

7. Practice Emergency Lockdown Procedures

Emergency lockdown procedure practices will happen at least once every year to
ensure that everyone is aware of procedures and fo see if any procedures need
adapting.

8. Evacuation Procedures
Follow fire evacuation plans. Await further instructions regarding whether we
should move from the yard fo the field.



