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Plan

	Staff responsibilities

	Headteacher
	Make contact with the emergency services by dialling 999

	Other staff members
	For example:
· School Business Manager:  make contact with parents via e mail
· Teachers and support staff: stay with pupils
· Head Teacher: ensure all access points are secured 

	Signals

	Lockdown signal(s)
	For example:
· Intermittent sounding of the horn
· Txtround message to staff and parents
· Use of walkie talkies ( Channel 7) amongst staff
· Word of mouth

	All clear signal
	For example:
· Txtround message to staff and parents
· Use of walkie talkies amongst staff
· Internal message systems

	Evacuation signal
	Sounding of the horn

	Lockdown

	Assembly points
	If incidents were in school e.g. in the entrance hall/ hall, the classrooms would remain the safest place with doors shut
If a threat was made to the school the safest place would be the end of the playground

	Entrance and exit points
	The door to the corridor would be activated to lock it.  All external doors are locked and activated only with a pass. The external gates would be locked or released depending upon where the lockdown was needed.

	Bringing pupils inside
	Staff contactable by walkie talkie at all times, communicate via these if there is a lockdown alert. 
Registers will be used to check all the pupils are inside.  These registers will be on Integris.
The Head teacher will check everyone is safe inside. 

	Steps to increase protection from danger
	The outside doors are always locked and accessed only by a pass.  The outside gates are kept locked and visitors can only get in via the side gate but they cannot get into school.  There is also a locked gate outside of Class 1 which is locked as soon as all the children are in school.
Classroom blinds would be lowered.
If required, the children will be told to come away from windows and to position themselves under desks and tables.
Lights will be turned off in the classrooms and if required classroom doors will be barricaded by furniture.


	Internal communication
	Texts from Integris would contact the staff members in each room.

	Communication with parents
	Parents would be asked to contact the school via e mail and will be kept informed via a text.  They will be discouraged from using the phone to free up lines to call the emergency services.

	Additional notes
	Children who have mobility issues will be accompanied by their teaching assistants to safety.  Any children with SEN needs will be assisted by members of staff.

 Personal Emergency Evacuation Plans (PEEP)
· This is an individual plan for means of escape from fire/emergency for adults/children with a disability

· These will be put in place after consultation with staff involved either directly with a disability or with a child’s support worker and class teacher
	





	Checklist

	Step
	Check
	Time
	Signed

	Use signal to initiate lockdown
	
	
	

	Ensure pupils are inside
	
	
	

	Secure entrance points
	
	
	

	Contact emergency services
	
	
	

	Ensure staff take action to increase protection from danger 
· Close blinds
· Staff to turn off lights
· If necessary, staff to barricade door
· Children and staff to go under tables
	
	
	

	Make sure pupils and staff are aware of exit points
	
	
	

	If safe, check for missing pupils or staff
	
	
	

	Remain inside until all clear has been given or told to evacuate
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