Lockdown Procedure
	The Windmill Pre School 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 pupils in the Pre-School)

· An intruder on the Pre-School site (with the potential to pose a risk to staff and pupils)

· A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud etc.)

· A major fire in the vicinity of the Pre-School

· The close proximity of a dangerous dog roaming loose

It is of vital importance that the Pre-School’s lockdown procedures are familiar to ALL members of staff. To achieve this, a lockdown drill will be undertaken at least once a year.

1 Partial Lockdown

Alert to staff: ‘Partial lockdown’ verbal instructions will be given by the person in charge, admin staff.

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.

· All staff and pupils remain in building and external doors locked, windows closed, blinds drawn
· Free movement may permitted within the building dependent upon circumstances
(All situations are different, once all staff and pupils are safely inside, the person in charge will conduct an ongoing and dynamic risk assessment)

 ‘Partial lockdown’ is a precautionary measure but puts the Pre-School in a state of readiness (whilst retaining a degree of normality) should the situation escalate. Emergency Services will be contacted for advice as to the best course of action in respect of the prevailing threat.
2. Full Lockdown

Alert to staff: ‘Full lockdown’ verbal instructions will be given by the person in charge, admin staff.

This signifies an immediate threat to the Pre-School and may be an escalation of a partial lockdown.

· Immediate action:

· All pupils return to base (classroom) 
· External doors locked, windows closed, blinds drawn, pupils sit quietly out of sight (eg under table or around a corner)

· Register taken 

· Staff and pupils remain in lock down until it has been lifted by a senior member of staff / emergency services. Discreet communication channels will be kept open 
· Ensure communication between classrooms through interior door

Outside activity

If the students and staff are outside of the building, the member of staff in charge will assess if it is safe to return to the school or seek refuge at another location.  The person in charge will remain in contact with the Pre School via telephone.

Brill School

Windmill Pre School will maintain contact with Brill School during a lockdown, to ensure the safety of students and staff in both settings.

Communication with parents.

Pre School lockdown procedures, especially arrangements for communicating with parents, will be routinely shared with parents either by newsletter or via the Pre-School website.

In the event of an actual lockdown, any incident or development will be communicated to parents as soon as is practicable. 
Parents will be encouraged not to contact the Pre-School. Calling the Pre-School could tie up telephone lines that are needed for contacting emergency providers

Parents will not be allowed access to the Pre-School buildings for the duration of the lockdown. This could interfere with emergency provider’s access to the Pre-School and may even put themselves and others in danger

Parents will be contacted when it is safe to come and collect their children, and given information about where this will be from.
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