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Lockdown Policy 

 

Policy Statement 

Prepared using the National Counter Terrorism Security Office publications 

 Developing dynamic lockdown procedures,   

 Protecting crowded places from terrorism  

 Also with reference to our disaster policy. 

 

Procedures 

There may be occasions when it will be necessary to keep all children and staff inside the building for their own safety 

such as 

 Armed adult roaming around outside  

 Bomb threat 

 Armed intruders 

 Sheltering from fumes from a gas leak or hazardous material spilt on the street or car park. 

 

Depending on the incident parents may be asked to stay away from the area until the incident is made safe. If this is the 

case parents will be contacted by a member of staff by telephone to inform them in line with emergency services 

instructions. 

 

If there is an armed intruder 

 

All staff must give three strong rings on the hand bell when the intruder is in the building or on the grounds 

 

Firstly, all staff must practice the “stay safe principles” which are Run, Hide, Tell. 

 

RUN 

 Escape if you can and consider the safest route 

 Can you get there without exposing yourself to greater danger 

 Insist others leave with you and leave belongings other than a mobile phone if easily accessible 

 Is there a safe route? RUN if not, HIDE 

 

 HIDE 

 If you can’t RUN, then you must Hide 

 Find cover from gunfire; remember if you can see the attacker, then they may be able to see you. 

 Cover isn’t always safe, bullets can go through glass, brick, wood and metal, if you do find cover, use 

substantial brickwork or heavy walls. 

 Be aware of all your exits and try not to get trapped in, try and barricade yourself if you can 

 Be quiet, ensure all the children with you are quiet and stay away from doors 
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TELL 

 call 999 immediately, try and relay  

 Location-where you and the attackers are, where did you last see them 

 Descriptions of the attackers, how many are there, what are they wearing 

 Descriptions of casualties and other people in the building 

 entries and exits 

 

The first instance should be removing yourself from the situation, ensuring the children and yourself are safe.  

 

If an intruder is noted in the grounds, the person noting must alert another staff member to tell the teachers to go into 

lockdown procedures. Whilst they are doing that, the initial member must contact the police whilst making themselves 

safe. 

 

Safe areas we would suggest  

 

It is impossible to ensure an area is safe as this can depend on the direction of the attackers, however, remember, the 

school has two main entries, these are on a key code unknown to pupils and parents. The kindergarten has two code 

locks before the area can be reached and both rooms have two code locks to get through before entry can be gained. 

 

There should be safe indoor areas to which the attacker cannot enter.  The important thing to consider is positioning of 

windows in relation to the attacker. 

 

In the main school 

 

1) Moving children to the hall, particularly the stages as these are not easily seen and have no window areas 

2) Barricading in the top changing room could be a solution. 

3) If the intruders have not been able to get past the land security fencing, quickly moving the school up to the top tennis 

courts would be a good solution. 

4) If the room is not fully occupied, the room store cupboards may be able to accommodate pupils to hide. 

5) If an attacker appears in the playground then all the children must be taken quickly to the hall area. This has no easily 

accessible windows. One door can be locked on key code, the other entry is on a key code so cannot be accessed. 

 

Safe areas in the kindergarten 

 

A good place to hide would be the store area between the two rooms, Kindergarten is largely made of windows, so bear 

this in mind as to the position of the intruder. 

 

For the big room, again, congregate in the toilets or the kitchen. These are safest with no easily accessible windows. 

 

Whilst there will be no mobile phones in the Kindergarten, there are landlines, ensure the police are rung immediately. It 

is better to ring too many times rather than to hope someone else has done so. 
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If there is a hazardous spillage/leak on Sneinton Dale 

 

 Windows will be closed and the children moved to the office away from the front of the building. 

 Emergency services to be called. Ring 999. 

 All children and staff to follow advice from the emergency services first and foremost. 

 If an evacuation is necessary then an agreement is in place that all staff and children can leave via the back fire 

escape and onto the top car park for shelter, if access to the road is denied. 

 The receptionist and Kindergarten manager will be responsible for their registers and a telephone which must 

be taken during evacuation.  

 

If there is a hazardous spillage/leak in the car park 

 

 Windows will be closed. 

 Emergency services to be called. Ring 999. 

 All children and staff to follow advice from the emergency services first and foremost. 

 If an evacuation is necessary then the emergency evacuation procedure will be followed. 

 The receptionist and Kindergarten manager will be responsible for their registers and a telephone which must 

be taken during evacuation.  

 

Bomb Threat 

 

3. Dealing with suspect packages: 

 

A suspect package can be left anywhere by anyone, and can have any appearance. It should not be handled, moved or 

tampered with in any way.  If you are in any doubt about a package, leave it alone and report it immediately to the police 

by calling 999 immediately. 

 

Possible indication of a suspect package may include: 

 

• Protruding wires 

• Noise or smoke from the package 

• Grease marks on the wrapping 

• A letter that is unusually thick (over 5mm), excessively heavy, lop sided or stiffened. 

• An inner envelope which is tightly taped or bound. 

 

If a suspect package is found, the area around it must be kept clear of other people until the package has been made 

safe by the relevant authorities. 

 

Telephone Threats or Warnings   

        

Some terrorist or protest groups may make a telephone threats to their targets. If this should occur, the receptionist (or 

whoever answers the phone) should contact the police immediately. Make sure any code words are noted as these can 

give the emergency services vital leads as to who has made the call and possibly planted a device. 
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Evacuation after Bomb threat 

 

The children must be evacuated off site as soon as possible. If this is an emergency trigger the first alarm by smashing 

of glass. 

 

However, in the case of a bomb threat, ensure that one fire Marshall is made aware that the meeting point will be at the 

front of the site on the grass outside the Bakersfield community centre, they must direct people to this point. 

 

 

 

Issue date 

This policy takes effect from February 2018 

Review date 

This policy will be reviewed (and if necessary revised with the approval of the School Management Team) on an annual 
basis. 

Review date 

This policy will be reviewed and revised by the school manager on an annual basis. 

Endorsement 

Full endorsement to this policy is given by:   

Name: Mr Martin Taylor 

Position: Iona School Trustee 

Signed:  

 

Date: 18th November 2020 

 
Related policies 
Disaster and crisis management 
Bomb threat 
 


