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Old Moat Primary School
Security lockdown procedure
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	STAFF MEMBER
	RESPONSIBILITIES
	EMERGENCY CONTACT NUMBER

	Tania Evans 
Security lead

Sharon Dunworth
Deputy Security lead
	Determine and lead the initial response
Liaise with the police
Make fast, clear decisions to get people to safety
Help secure the building where safe to do so (e.g. lock doors and windows). 
Communicate with parents/carers   
	0161 445 4208
07969 867 764


	Oliver Kerr
Headteacher
	Help co-ordinate the response, managing and delegating actions as needed
Help secure the building where safe to do so (e.g. lock doors and windows)
Record actions taken
Communicate with parents/carers   
	0161 445 4208
07739 870 926

	Chris Keeley
Deputy headteacher
	Escort visitors to agreed safe place 
Help secure the building where safe to do so (e.g. lock doors and windows)
	0161 445 4208 
07973 873 112 

	Teachers and support staff
	Bring pupils to classroom or other place of safety as directed
Help secure the building where safe to do so (e.g. lock doors and windows)
Ensure everyone stays away from sightlines (e.g. doors and windows). Take register and stay with pupils
	

	Debbie Ellison
Site manager
	Make sure all access points are secured (DfE guidance says that a named person/persons should be responsible for this)
	07449 663 367
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	ALARM OR SIGNAL FOR LOCKDOWN
	SIGNAL FOR ALL CLEAR

	The school tanoy system will be used with the phrase,

 “ATTENTION, LOCKDOWN, ATTENTION LOCKDOWN”
	· The school tanoy sytem will be used with the phrase

“ATTENTION, LOCKDOWN OVER, ATTENTION LOCKDOWN OVER”. 

This will be followed by The Headteacher and Deputy Headteacher visiting each room to provide a physical thumbs up. 
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	LOCATION
	CAPACITY – NUMBER OF PEOPLE WHO CAN SAFELY INVACUATE THERE

	Y1 – Y6 Classrooms (thumb locks)
	Each classroom can safely accommodate up to 40 people

	EYFS Classrooms (thumb locks and mag locks)
	Each classroom can safely accommodate up to 70 people

	Woodland Classrooms (mag locks)
	Each classroom can safely accommodate up to 15 people 

	Main Hall (thumb lock and mag lock)
	The hall can safely accommodate up to 100 people during a lockdown. 

	Dining Hall (thumb locks on both doors)
	The dining hall can safely accommodate up to 70 people during a lockdown.

	Intervention Rooms 1 & 3 (thumb locks)
	Intervention rooms 1 & 3 can safely accommodate up to 6 people during a lockdown. 

	Intervention Room 2 (thumb lock and mag lock)
	Intervention room 2 can safely accommodate up to 10 people during a lockdown.

	Woodland Dining Hall (mag lock)
	The Woodland Dining Hall can safely accommodate up to 20 people during a lockdown. 

	ICT Suite (thumb lock and mag lock)
	The ICT suite can safely accommodate up to 40 people during a lockdown. 

	Staffroom (combination keypad lock)
	The staffroom can safely accommodate up to 30 people during a lockdown. 

	Headteacher’s Office (thumb lock)
	The Headteacher’s office can safely accommodate up to 10 people during a lockdown. 

	Deputy Headteacher and Inclusion Manager’s Office 
	These rooms can safely accommodate up to 2 people each during a lockdown. 

	Main School Office 
	The main office can safely accommodate up to 5 people during a lockdown. 

	Inclusion Room/Office
	The Inclusion room can safely accommodate up to 4 people during a lockdown. 
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	Bring pupils inside
	The Security Lead and Administrator in the main school office will ensure that all pupils outside are identified via CCTV. If they have not heard the lockdown signal over the tanoy, the internal phone system will be used to alert them. 

	Secure entrance and exit points
	All external doors will be locked, unless it is playtime or lunchtime. If it is playtime or lunchtime, colleagues will lock doors as they come through them. 
The staff in the main office will ensure that the front office hatch and shutters are locked and the front doors placed on the “moon”. 

	Steps to increase protection
	For example:
· Lock and screen doors
· Close window and door blinds
· Position children away from sightlines from doors and windows – for example, under a desk
· Turn off lights and monitors
· Make sure mobile phones and electronic devices are on silent, or turned off

	Internal communication during a lockdown
	Staff will use internal email and/or mobile phones to communicate with one another during a lockdown. This will keep the school landline clear for communication with the emergency services. 
Where possible, use silent communications and keep noise to a minimum, especially if intruders are close by.

	Communication with parents/carers during a lockdown
	Parents will be contacted via School Comms email and Class DOJO message at an appropriate time. 
Parents and Carers will be asked to stay away from the school site.

	Arrangements for pupils or staff with additional needs
	Any pupils or staff requiring special assistance will have a PEEPS plan which will cover any special arrangements. 


	Lockdown duration
	The school will remain in a state of lockdown until the Headteacher/Deputy Headteacher/Security Lead or the emergency services confirm that it has been lifted.

	Evacuation plan, if needed
Remember that it is very much the exception to evacuate a building in the event of a hostile intruder. Unless the location of the intruder is known, a "blind" evacuation may put people in more danger than if they had remained within the building.

	If an evacuation of the building is required, the phrase, “ATTENTION, EVACUATE, ATTENTION, EVACUATE” will be spoken over the tanoy. 
Staff and Pupils will assemble at the Children’s Centre on Old Moat Lane or at Hough End Leisure Centre on Princess Parkway.
Name: Old Moat Children’s Centre
Type of venue: Community building
Contact name and number: 0161 234 4711
Distance: 200 yards along Old Moat Lane to the left of the main school gates

Name: Hough End Leisure Centre
Type of venue: Community building
Contact name and number: 0161 641 6300
Distance: 600 yards along Whitchurch Rd to the right of the gates at the rear of the school. 

	Security lockdown drills
	A lockdown drill will take place on a termly basis.
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	STEP
	TIME
	SIGNED

	Sound alarm/signal and begin lockdown procedure
	
	

	Dial 999 and alert emergency services
	
	

	Direct all children, staff, parents/carers and visitors to the nearest safe place (this may be dependent on what and where the risk is)
	
	

	Account for pupils, staff and visitors using registers
	
	

	Secure rooms by locking doors and windows, and take action to increase protection as set out in the plan
	
	

	Close blinds and curtains
	
	

	Turn off the lights, fans and/or mobile air conditioning units
	
	

	Direct all children, staff, parents/carers and visitors to hide, including under desks and away from windows
	
	

	Stay as silent as possible – put any mobile phones on silent 
	
	

	Make sure everyone is aware of an exit point in case an intruder gains access
	
	

	If possible, check and search for missing or injured pupils, staff or visitors
	
	

	Keep doors and windows locked shut and remain inside until the all clear has been given, or until you’re told to evacuate by the emergency services
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