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Security/critical incident lockdown procedure
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Staff responsibilities

	sTAFF MEMBER
	Responsibilities
	Emergency contact number

	Headteacher
	Decide on the type of response needed, co-ordinate the response, follow the plan and record actions taken, maintain contact with the emergency services.
	07760 996612

	Deputy headteacher
	Escort visitors to agreed safe place (hall or staff room)
Communicate with parents via Dojo 
	07786534556

	Teachers and support staff
	Bring class pupils to classroom or other place of safety. Take register and stay with pupils.
	N/A

	School Business Manager
	Make sure all access points are secured. DfE guidance says that a named person should be responsible for this.
	07768 160261


Security lockdown signals
	Alarm or signal for lockdown
	Signal for all clear

	· Dedicated ‘lockdown’ school bell
· Internal message system via walkie talkie
· “Lockdown procedure” shared verbally


	· Dedicated ‘lockdown’ school bell

· Internal message system via walkie talkie

· “Lockdown procedure ended” shared verbally




Security lockdown plan
	Our safe assembly points
	All pupils into classrooms unless specified otherwise
Windows closed, blinds down and door locked where appropriate

	Secure entrance and exit point

	Staff close windows and class doors
School Business Manager lock external doors and gates

	Bring pupils inside
	School bell and “lockdown procedure” verbally – pupils move quickly and quietly straight indoors

Staff take registers and communicate via walkie talkie if any pupils unaccounted for (Deputy Head to action)

	Steps to increase protection
	Lock doors

Position children away from sightlines from external doors and windows – for example, under a desk

Turn off lights and monitors

Make sure mobiles phones and electronic devices are on silent, or turned off
Turn off fans or mobile air conditioning units (this will reduce noise and the risk of exposure to any chemical or pollution)
Over windows and air vents (if the risk is pollution or a gas cloud)

	Internal communication during a lockdown
	Text message or Whats app

Walkie talkies where available if appropriate

Wherever possible, use silent communications and keep noise to a minimum, especially if intruders are close by.

	Communication with parents during a lockdown
	School Business manager to send emergency email
Deputy Head to send message via Dojo

“We are currently completing our school lockdown procedure. Please do not call the school or come to school as this will tie up lines that would be used to contact emergency services. We will keep you updated via Dojo.”

	Arrangements for pupils or staff with additional needs
	Ear defenders, ipads on silent and PEEPs to be followed


	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 be putting people in more danger than if they had remained within the building.

	Name: St Michaels
Type of venue: Community centre 
Contact name and number: 01722 328031
96 Saint Michael's Road, Salisbury SP2 9LE

	Security lockdown drills
	Whole school assembly on procedure and rationale
Procedure shared with parents September

Practice drill Term 1 each year


Lockdown drill action check list
	Step
	Time
	Signed

	Sound alarm/signal and begin lockdown procedure
	
	

	Dial 999 and alert emergency services
	
	

	Direct all children, staff, parents 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 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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	Get the knowledge you need to act at thekeysupport.com/leaders
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