Queen's Croft High School Lockdown Procedure
What is a Lockdown?

A lockdown is an emergency procedure used to protect pupils, staff, and visitors when there
is a threat outside or near the school.

Rationale

As part of our Health and Safety policies and procedures, the school has a Lockdown Policy.
On very rare occasions, it may be necessary to seal off the school to ensure the safety of pupils,
staff, and visitors from hazards within the school grounds or nearby.

Why May a Lockdown Occur?

A lockdown may occur if there is a real or credible threat to staff or children within the school.
It is implemented when there are serious security risks due to:

¢ A motor vehicle on fire on the road outside creating a danger of burns and fumes.
e A dangerous animal on the loose in the surrounding area.
e A hold-up being committed at a nearby business.
e A person trying to get into the school, threatening to harm a pupil, staff member, or
visitor.
e Bomb threat.
e Serious weather conditions.
In all these scenarios, it would be safer to keep pupils, staff, and visitors inside the school.

Communication with Parents/Carers

Parents/carers will be informed via text message about the lockdown status. They will be
asked not to come to the school or call, as this may increase risk and disrupt critical
communication. Updates will be provided as the situation evolves, including notification when
the lockdown ends.

Notification of Lockdown
Staff will be notified of lockdown procedures by hearing either the signal “AMBER”, or
“PURPLE” (partial lockdown — AMBER, full lockdown — PURPLE”) repeated 3 times on the
radio system. SLT will also blow 3 whistles in the corridor.

The internal phone system will also be used by office staff to inform adults with access to
phones.

A computer notification message “pop up” will be sent to staff, and messages will be passed
over the radio with the message "ATTENTION — AMBER/PURPLE code”

General Lockdown Actions

Secure Entry Points:

e Class Teams: Lock classroom doors and windows.
e SLT/Admin: Lock external doors and communal areas.




e Contact Emergency Services: Dial 999 for police, fire, or ambulance services as
required.

e Maintain Communication: Use two-way radios, telephones, mobile phones, or
email for updates. Only Co-headteachers or designated SLT members will
communicate key messages. This includes messages / texts to parents and carers.

e Safety Measures for Everyone: Stay quiet and out of sight. Follow SLT instructions
and directives from emergency services.

Signals

Lockdown Signals:

e Partial Lockdown: Code “AMBER” communicated via radio, classroom
screens, or whistle.
e Full Lockdown: Code “PURPLE” communicated via the same channels.
All-Clear Signal: One long blast of a whistle and/or a clear message from SLT or emergency
services: “All Clear.”

Types of Lockdown

Partial Lockdown: AMBER

Used when the threat is external but not immediate (e.g., an incident near the school or a
dangerous animal in the area). The code for this lockdown is AMBER.

e Pupils and staff remain inside with minimal disruption to routines.
e External doors and windows are locked, and movement between areas is restricted.

Key Actions:

e Ensure all pupils and staff are indoors.

e Secure all external doors and windows.

e Pupils may continue learning within classrooms but must not leave the classroom.

e Movement between rooms/buildings requires SLT approval.

e Continue monitoring the situation and maintain communication.

e Staff should support children in keeping calm and quiet and remain in lockdown
positions until informed by SLT staff or police that there is an all-clear.

After the lockdown, all staff return to their base classrooms, conduct a roll call, and notify
the office immediately of any unaccounted pupils/staff.

Full Lockdown: PURPLE.

Used when there is an immediate and severe threat to safety (e.g., an intruder on school
grounds or a violent incident). The code for this lockdown is PURPLE.

e All staff and pupils must secure themselves in the nearest safe location.
e No movement is allowed until the all-clear is given by emergency services or SLT.




Key Actions:

e Move everyone inside immediately.
e Secure internal and external doors and windows.
e All radios will be turned to CHANNEL 7 and kept for emergency use only.

Follow safety measures:

e Turn off lights.

e Block access points with furniture.

e Draw curtains/blinds and cover viewing windows.

e Keep everyone out of sight, low to the ground, and silent.

e Silence all mobile phones and devices.

e |dentify a safe exit route in case evacuation becomes necessary.

e Remain in lockdown until the all-clear signal is given or directed otherwise by
emergency services.

e Staff should support children in keeping calm and quiet and remain in lockdown
positions until informed by key staff or police that there is an all-clear.

After the lockdown, all staff return to their base classrooms, conduct a roll call, and notify
the office immediately of any unaccounted pupils/staff.

Bomb Threat Response

A threat may be communicated in various ways, including:

e Phone call

e Recorded message
e Written form

e Face-to-face

e Email

e Social media

e Third party

All bomb threat communications are crimes and should be reported to the police by dialling
999, regardless of how implausible the threat may seem. If the threat is made by phone or in
person, try to keep the speaker talking to gather more evidence, such as when they say it will
go off or their motives. Take in as much information as possible. If possible, dial 999
immediately or gain the attention of a colleague to call. Escalate to the Co-Headteachers and
site supervisor ASAP. Record and retain all evidence and make it available to the police.

Procedures

At the given signal “PUPRLE”, children must remain in the room they are in, and staff will
ensure windows and doors are closed/locked.



Children will be positioned away from possible sightlines from external windows/doors.
Lights, Smart boards, and computer monitors will be turned off.

All radios will be turned to channel 7 and kept for emergency use only.

Children or staff not in class will proceed to the nearest occupied classroom and remain with
that class and teacher.

If a class is in the hall, playground or any other open space they should go to the nearest
classroom.

Staff should usher children into the school building if they are on playgrounds/fields or forest
school areas.

Staff should support children in keeping calm and quiet and remain in lockdown positions until
informed by key staff or police that there is an all-clear.

After the lockdown, all staff return to their base classrooms, conduct a roll call, and notify the
office immediately of any unaccounted pupils/staff.

Staff Roles
¢ Front Office Staff: Ensure offices are locked and call police if necessary.

e Co-Heads or Office Staff Member: Lock the school's front doors and entrances. Co-
ordinate with emergency services.

¢ Individual Teachers/HLTAs/TAs: Lock/close classroom doors and windows. Nearest
adult to check exit doors in KS3/KS4/KS5 and outdoor classroom doors are locked.
Senior staff to ensure all external doors are locked.

o Staff on PPA: Lock down in the staff room.
e Catering Staff: Lock back door to kitchen and turn off lights.

Individual staff cannot sign out or leave the premises during lockdown without prior
agreement from the Co-Headteachers.

Communication with Parents

Parents will be notified as soon as practical via Edulink by a member of SLT. Depending on the
incident's type and severity, parents may be asked not to collect their children from school as
it may put them and their child at risk.

Pupils will not be released to parents during a lockdown. Parents will be asked not to call the
school as this may tie up emergency lines. If the end of the day is extended due to lockdown,
parents will be notified about the time and place pupils can be picked up. All LA transport will
be notified by the front office staff.

A letter/email will be sent home following any serious incident to inform parents of the
lockdown context and reinforce the importance of following procedures.

Lockdown Training

All staff will have annual training on lockdown drills and procedures, including their roles and
responsibilities in an emergency, familiarity with this policy, and providing extra support to



SEND or vulnerable students. This training will take place as part of the Statutory updates in
September each year.

Lockdown Drills

Lockdown practices will occur at least once a year to ensure everyone knows what to do in
such a situation. Monitoring of practices will take place, and staff will be debriefed to make
improvements. Lockdown drills will occur in stages.

Building up to a drill in stages

One further education college took a staged approach to gradually build up to a full
lockdown drill. This also built learners’ knowledge and confidence of the process.

Stage 1: Programme of awareness - raising awareness on campus to inform and
educate learners about counter terrorism preparedness.

Stage 2: First lockdown drill - provide warning of the drill by informing learners and
staff of the date and time of the drill. At the drill, event marshals should overtly
observe.

Stage 3: Second lockdown drill — this drill should have less detailed warning, with
the exceptions of certain learners who may have suffered post-traumatic stress.

Stage 4: Third lockdown drill - surprise lockdown drill with no warning, with the
exceptions of learners who may have suffered post-traumatic stress.

Prevent Statement

At Queen’s Croft High school, we aim to prepare our students to become good citizens of the
future. Through our curriculum, we teach pupils British values and how to celebrate diversity.
We aim to raise their awareness of radicalisation and extremist views, whatever the source.
We have adopted the principles and advice found in 'Keeping Children Safe in Education 2024'
and the 'Prevent Strategy,' incorporated into our school policy on tackling extremism.
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