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1. Introduction

City2Coast Federation is committed to safeguarding the welfare of all pupils, staff, visitors and
contractors on site. This Lockdown Policy provides procedures to be followed when an internal or
external incident poses a threat to the safety of those within the school environment. The purpose
is to minimise risk, maintain calm, and ensure an effective response to any emergency situation.

A lockdown may be implemented where there is an actual or perceived threat such as:
e An intruder on site.
e A violent or aggressive individual.
e A weapon-related incident.
o Civil disturbance near the school.
o Dangerous animal on or near the premises.
e Hazardous chemical spill, gas leak or air pollution.
e Serious weather event.
e A suspicious package.
e A serious police incident in the local area.
. Any situation where remaining indoors is considered safer than evacuation.

2. Types of Lockdown

Used when there is a potential threat in the vicinity of the school but no immediate danger.
Actions include:

¢ All pupils and staff return indoors.

o External doors and windows are secured.

e Teaching continues where appropriate.

e Internal movement may continue under supervision.

o Staff remain vigilant and await further instructions.

Red Lockdown (Full Lockdown)
Used when there is an immediate or significant threat.
Actions include:
e All pupils, staff and visitors move immediately to secure locations.
e External and internal doors are secured.
e Individuals remain out of sight.
o Silence is maintained.
+ No movement occurs around the school unless directed by emergency services or senior
leaders.

3. Lockdown Alert System
The lockdown signal will be:

Details included relevant to each setting (eg three short bell rings at five-second intervals.)

Red Lockdown

Details included relevant to each setting (eg five short bell rings at five-second intervals.)

All Clear

The same signal will be repeated and confirmed by a member of the Senior Leadership Team in
person where possible.

If evacuation becomes necessary, the fire alarm will be used.
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4. Lockdown Procedures
The school follows the CLOSE principle:

C —Close
e Close all windows and doors immediately.
L — Lock

e Lock all available doors and secure entry points.
O — Out of Sight

e Move pupils and adults away from windows, doors and visibility lines.
S — Stay Silent

o Switch mobile phones to silent mode.

e Remain calm and quiet at all times.
E — Endure

¢ Remain in lockdown until instructed otherwise.

5. Staff Actions During Lockdown
Upon hearing the lockdown signal staff must:
1. Bring all pupils indoors immediately if safe to do so.
2. Secure classroom doors and windows.
3. Close blinds or curtains where available.
4. Turn off screens, interactive displays and unnecessary lights.
5. Ensure all pupils are seated out of sight.
6. Conduct a headcount or register when safe.
7. Notify the school office of any missing or additional pupils where possible.
8. Reassure pupils and maintain a calm atmosphere.
9. Do not permit pupils or adults to leave the room.
10. Remain in position until the all-clear is given

6. Pupils Outside the Building
Where pupils are outside during a lockdown:
e They should be moved immediately to the nearest safe indoor location.
e |If returning to the building presents greater risk, staff should move pupils to a
predetermined place of safety and await further instructions.
o Educational visits and off-site activities will be contacted by the school and advised
regarding whether it is safe to return.

7. Visitors and Contractors
Visitors, volunteers and contractors must:
o Follow staff instructions immediately.
e Move to the nearest secure room.
o Remain with staff and pupils until the lockdown ends.
. Not leave the site unless authorised by emergency services or the Headteacher.
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8. Roles and Responsibilities (appendix 2)
Headteacher/Head of School / Lockdown Manager
The Headteacher/Head of School or nominated senior leader will:
e Assess information received.
¢ Initiate lockdown procedures.
e Contact emergency services when required.
o Liaise with Norfolk County Council and other relevant agencies.
e Coordinate communication with staff and parents.
e Issue the all-clear.

Senior Leadership Team
The SLT will:
e Support implementation of lockdown procedures.
o Verify security measures are completed.
e Assist communication and welfare arrangements.
o Support recovery and debriefing following the incident.

Teaching Staff
Teaching staff will:
e Secure classrooms.
e Supervise pupils.
¢ Maintain calm.
e Take registers when appropriate.
¢ Report concerns to the school office.

Administrative Staff
Administrative staff will:

o Contact emergency services as directed.

e Secure reception and main entrances.

e Maintain communication systems where safe.
. Manage communication with parents.

9. Communication with Parents and Carers
In the event of a lockdown:
o Parents will be informed as soon as it is safe and practical to do so through the school's
communication system.
e Parents should not attend the school unless instructed.
o Parents should avoid calling the school unless absolutely necessary.
e Pupils will not be released during a lockdown.
e The school will provide updates when it is safe to do so.

Example communication:

[SCHOOL] is currently operating lockdown procedures. All pupils and staff are safe. Please do not
attend the school or telephone the office unless absolutely necessary. Further information will be
provided when it is safe to do so."
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10. Communication with Emergency Services and Norfolk County Council
The school will:
e Maintain communication with emergency services throughout the incident.
o Follow directions provided by police or other emergency agencies.
o Cooperate with any restrictions placed on access to the site.
e Support investigations and evidence preservation where required
e Notify NCC Critical Incident Team — 07623 912974

11. Recovery Following Lockdown
Following any lockdown incident:
e A debrief will be conducted.
e Support will be provided to pupils and staff.
e Parents will be informed of the circumstances where appropriate.
¢ The effectiveness of procedures will be reviewed.
¢ Any necessary improvements will be implemented.

12. Training and Drills (appendix 1)
To ensure preparedness:
o Lockdown drills will take place at least annually.
o New staff will receive lockdown training as part of induction.
e Procedures will be reviewed during safeguarding training.
e Governors will be informed of drill outcomes and any recommendations

13. Monitoring and Review
This policy will be reviewed annually or sooner if:
o National guidance changes.
e Alockdown incident occurs.
e Lessons learned from drills identify improvements.
e Changes to the school site require procedural updates.

Linked Policies
o Safeguarding and Child Protection Policy
e Health and Safety Policy
e Emergency Management Plan
o Visitor Management Policy
e Behaviour Policy
e Educational Visits Policy
e Critical Incident Plan
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APPENDIX 1 : Lockdown, Evacuation and Invacuation Drills

APPENDIX 1: Lockdown, Evacuation and Invacuation Drills
Purpose
Regular drills ensure that pupils, staff, volunteers and visitors understand their roles and
responsibilities during an emergency. Drills help identify improvements to procedures, increase
confidence and minimise risks during an actual incident.

Lockdown Drills

Lockdown drills will take place at least once each academic year and may be conducted more
frequently if deemed necessary by the Headteacher/Head of School or Governing Body.
Staff will normally be informed in advance of the exercise, although elements may be
unannounced to test readiness.

During a lockdown drill:
1. The agreed lockdown signal will be activated.
2. Staff will immediately implement the CLOSE procedure:
o Close doors and windows.
o Lock doors where possible.
o Move pupils out of sight.
o Maintain silence.
o Await further instructions. |
Pupils and staff will remain in their designated locations.
Registers or headcounts will be completed where practicable.
No movement around the school will take place.
Senior leaders will monitor compliance and record observations.
7. The all-clear signal will be given by the Headteacher or designated senior leader.
Following each drill, a debrief will take place with staff to identify strengths, concerns and any
improvements required.

oo bkw

Evacuation Procedures and Drills
An evacuation is required when remaining inside the building presents a greater risk than leaving
it, such as in the event of a fire, gas leak, structural damage or other significant hazard.
Evacuation Drill Process

1. The fire alarm or evacuation signal is activated.
Staff direct pupils to leave the building calmly and quickly using the nearest safe exit.
Pupils leave personal belongings behind unless instructed otherwise.
Staff check rooms where safe to do so and close doors behind them.
All persons proceed to the designated assembly point.
Registers are taken immediately.
Missing persons are reported to the Incident Controller or emergency services.

8. No person may re-enter the building until authorised.
Evacuation drills will be conducted at least termly in accordance with the school's Fire Safety
arrangements, with outcomes recorded and reviewed.

No obkowd
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APPENDIX 1 : Lockdown, Evacuation and Invacuation Drills

Invacuation Procedures and Drills
An invacuation is used when there is a threat or hazard outside the building and it is safer for
everyone to remain indoors. Examples may include:

o Dangerous individuals in the local area.

e Dangerous animals near the school.

e Severe weather.

e Air pollution or chemical incidents.

o Police activity nearby.

Invacuation Drill Process

The invacuation signal is activated.

Staff immediately bring all pupils, staff and visitors indoors.

External doors and windows are secured.

Registers or headcounts are completed.

Teaching and learning may continue if appropriate.

Staff remain vigilant and await further instructions from the Senior Leadership Team.
Once the threat has passed, the all-clear is given, and normal activities resume.

Nooabkowh=

Unlike a full lockdown, an invacuation does not normally require pupils to hide, remain silent or
move out of sight. It is primarily a precautionary measure to ensure everyone remains safely inside
the building.

Informing Pupils and Parents

Prior to drills, consideration will be given to the age, understanding and additional needs of pupils.
Parents and carers may be informed when significant lockdown or invacuation exercises are
planned, particularly where pupils with SEND or anxiety-related needs may require additional
preparation.

Recording and Review
A record of all lockdown, evacuation and invacuation drills will be maintained and will include:
« Date and time of the drill.
e Duration.
o Staff involved.
¢ Issues identified.
e Actions required.
o Date of review.
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APPENDIX 1 : Lockdown, Evacuation and Invacuation Drills

Adaptations for Pupils with SEND

City2Coast Federation recognises that some pupils with Special Educational Needs and
Disabilities (SEND) may require additional support to understand and participate safely in
lockdown, evacuation and invacuation procedures.

The school will make reasonable adjustments to ensure that all pupils can participate effectively in
emergency procedures whilst maintaining their dignity, safety and wellbeing.

Planning and Preparation
Where appropriate, individual needs will be considered through:
¢ Individual Risk Assessments.
e Personal Emergency Evacuation Plans (PEEPs).
o Education, Health and Care Plans (EHCPs).
o Medical Care Plans.
e Consultation with parents, carers and relevant professionals.

The SENDCo will work with class teachers and senior leaders to identify pupils who may require
additional support before, during or after an emergency drill.

Preparing Pupils
Some pupils may benefit from:
e Social stories explaining lockdown, evacuation and invacuation procedures.
e Visual timetables and cue cards.
e Photographs of safe spaces and assembly points.
e Pre-teaching of emergency vocabulary.
e Additional rehearsal or practice opportunities.
o Familiarisation visits to evacuation routes and assembly locations.

Staff will explain drills in an age-appropriate and reassuring manner to reduce anxiety.

During Lockdown Drills
Where appropriate:

o Designated adults may provide reassurance to individual pupils.

. Ear defenders or sensory aids may be available for pupils who are sensitive to alarm
sounds.

o Alternative communication methods may be used for non-verbal pupils.

. Pupils may be supported to use agreed calming strategies.

. Staff should remain alert to signs of distress and respond appropriately.

The requirement to remain safe and hidden will be balanced with the individual needs of pupils
who may find remaining silent, still or confined particularly challenging.
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APPENDIX 1 : Lockdown, Evacuation and Invacuation Drills

During Evacuation Drills
For pupils with mobility, sensory or medical needs:

. Designated members of staff will provide physical assistance where required.

. Alternative evacuation routes may be identified.

o Evacuation equipment will be used where appropriate.

. Staff will ensure necessary medication or medical equipment is available if required during

a prolonged evacuation.
Any pupil requiring specialist assistance will have this detailed within their individual PEEP.

During Invacuation Drills
Some pupils may require:

. Additional verbal prompts.

. Support from a familiar adult.

o Visual reminders of expectations.

. Access to sensory regulation tools.

Where possible, normal classroom routines will continue to minimise anxiety and disruption.

Following Drills
Following any lockdown, evacuation or invacuation drill:

. Staff will check on the wellbeing of SEND pupils.

o Additional reassurance and discussion opportunities will be provided where required.

. Parents/carers may be informed if a pupil has experienced significant anxiety or distress.
o Lessons learned will be used to improve future planning and support arrangements.

Staff Training
Staff involved in emergency procedures will receive training to understand:

. The needs of pupils with SEND during emergencies.

. Individual PEEPs and risk assessments.

. Communication strategies.

. De-escalation and emotional regulation techniques.

. Safe methods of providing assistance during evacuation.
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APPENDIX 2 : Responsible Persons

APPENDIX 2 - RESPONSIBLE PERSONS

RESPONSIBLE FOR:

NAME

POSITION

Making decision to lockdown*

*If the above person is off site,
who make the decision to
lockdown

Lead the overall response

Liaise with emergency
services

Support co-ordination across
site

Communicate instructions to
staff

Monitor safety of pupils & staff

Secure entrances & exits*

*If the above person is off site,
who would secure entrances
& exits

Locking down the site

Communicate with
parents/carers

Date of change | Paragraphs Summary of update
affected

2/7/2026 Whole New policy
document
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