Lockdown Procedure
Initiating Lockdown
If the setting receives notification that a lockdown is necessary, the manager or deputy manager will immediately sound the lockdown whistle to alert all staff.
Gathering and Securing Children
All staff members will promptly gather the children together in the main room. The room senior will conduct a thorough head count to ensure that every child is accounted for. Once this is complete, the room senior will lead the children and staff to the ATC classroom, where the lockdown bag is stored.
Securing the Premises
During this time, the manager and deputy will undertake the following actions:
· Lock all external doors.
· Close all windows.
· Collect any necessary medication, the laptop, the phone, and the mobile phone.
· Lock all internal doors.
· Proceed to the ATC classroom and ensure the door is locked from the inside.
Room Preparation
Staff will:
· Close the blinds.
· Switch off the lights.
· Place a folding table on top of a stack of chairs in front of the window as an additional barrier.
· Lean one table against the internal door for added security.
· Set up all remaining folding tables against the wall to provide shelter for the children to sit under.
Communication with Parents
An email will be sent to all parents to confirm that a lockdown is in effect and to inform them of any necessary actions they need to take.
Supporting Children During Lockdown
To help keep the children calm and quiet, each child will be given a stick of rock to suck and a fidget ball. In addition, a member of staff will read a story or play a child-friendly video on the iPad or laptop.
Monitoring the Situation
The manager or deputy will monitor the local news and media on their phone for any updates regarding the situation.
Ending the Lockdown
The lockdown will remain in place until the police provide further instructions or confirm that it is safe to end the procedure.
Message to Parents
Following advice from the emergency services, we have taken the necessary step of securing the premises due to an ongoing incident. All staff and children will remain inside until we receive confirmation that it is safe to end the lockdown.
We ask parents and carers not to attempt to collect their children at this time. Please wait for further communication from us, we will provide updates as soon as we are able and let you know when collection will be possible.
Please also refrain from phoning the setting. It is important that we keep our phone lines open for essential communication and updates regarding the situation. 
Thank you 
 
