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VALUES AND PRINCIPLES
Sir Bobby Robson School (SBRS) is part of the Unity Schools Partnership (USP) multi-school trust. The values and principles of both the partnership and the school underpin all our actions.  
 
Our SBRS Values are Independence, Respect, Kindness, Participation, Honesty, Resilience and Unity.  
 
Our USP values are Ethical leadership, Inclusion, Excellent communication, Endless ambition, Strong relationships and Belief in success for all. 

1. [bookmark: _Toc158965177]STATEMENT OF INTENT - AIMS
a. Lockdown procedures should be seen as a sensible and proportionate response to any external incident which has the potential to pose a threat to the safety of children and adults in the setting. 
b. Lockdown procedures may be activated in response to any number of situations, but some of the more typical might be: 
· A reported incident or disturbance in the local community (with the potential to pose a risk to children and adults in the setting) 
· An intruder onsite (with the potential to pose a risk to children and adults in the setting) 
· A warning being received regarding an environmental risk locally, of air pollution (smoke plume, gas cloud etc) 
· A major fire in the vicinity of the setting 
· The close proximity of a dangerous animal
2. [bookmark: _Toc158965178]ROLES AND RESPONSIBILITIES
a. The Local Governing Body is responsible for checking the policy and ensuring the drills have been completed in accordance with the policy.
b. The Senior Leadership is responsible for ensuring all staff are aware of the policy and understand the procedures. 
c. Teachers and support staff are responsible for carrying out the procedures and ensuring the pupils know what to do in the event of a partial or full lockdown. This must include the specific needs of the pupils they support.
d. Pupils are responsible for complying with the procedures, following instructions, and ensuring they take drills and practice lockdowns seriously.
3. [bookmark: _Toc158965179]What is a PARTIAL LOCKDOWN?
a. This signifies a potential threat to the setting and may escalate to a full lockdown – it will be signalled using a specific code using the radios and/or an alarm. 
b. Parents should not contact the setting during lockdown as this could block telephone lines that are needed for contacting emergency services
c. Parents should not come to the setting during lockdown as this may place themselves and others in danger
d. Parents should wait for the setting to contact them about when it is safe for them to come and collect their child
e. A partial lockdown is a precaution aimed to keep children and staff safe while remaining indoors. This may be because of a reported incident/civil disturbance in the local community with the potential to pose a risk to children and staff in the setting.
f. It may also be because of a warning being received regarding the risk of air pollution, etc.
g. In a partial lockdown staff and children should remain in the building and all doors leading outside should be locked. No-one should be allowed to enter or leave the building; however, the setting can continue as usual.
h. All outside activity to cease immediately, children and staff return to building. (This will be alerted by the agreed radio message).
i. All staff and children should remain in the building and external doors and windows should be locked.
j. Free movement may be permitted within the building dependent upon circumstances – staff will be informed of this by radio in the first instance or by a member of the senior leadership team coming to the classrooms.
k. In the event of an air pollution or chemical, biological, or radiological contaminants issue, air vents, fans, heating, and air conditioning systems should be closed or turned off. Seal up all the cracks around doors and any vents into the room – aim to minimise access points of pollutants.

4. [bookmark: _Toc158965180]What is a FULL LOCKDOWN?
a. This signifies an immediate threat to the setting and may be an escalation of a partial lockdown - it will be signalled using a specific code using the radios and/or an alarm. This will be different from that of a partial lockdown.
b. Much of the process for a partial lockdown applies with a full lockdown but with some notable exceptions.
c. As with a partial lockdown, all children and staff should return to/stay in the building and all external doors should be locked
d. All internal doors should be locked (via the Salto system) meaning the doors can only be opened from the inside or with a digital access key/card/wristband.
e. The adult should aim to lock windows, draw blinds and curtains, cover internal door windows (so an intruder cannot see in).
f. Staff and children to sit quietly out of sight and where possible in a location that would protect them from harm such as gunfire (bullets go through glass, brick, wood and metal). Consider locations behind substantial brickwork or heavy reinforced walls. Under tables and not in sight of the door or windows wherever possible.
g. Turn off all lights, computer monitors, digital whiteboards and laptops.
h. Turn all mobile phones onto silent so they cannot give away your position but keep them to hand.
i. Keep your radio to hand but on the lowest volume – you may be instructed to turn these to silent if necessary.
j. A visual register should be taken, and a visual headcount completed of all staff and children at the setting or within the classrooms.
k. Children should not be released to parents during a lockdown and staff should not leave the premises unless instructed to do so

5. [bookmark: _Toc158965181]THE LOCKDOWN PROCEDURE at Sir Bobby Robson School
a. All staff have been told to be vigilant and if they see something which is likely to cause harm to immediately contact the office to start Lockdown procedures.
b. Office Staff will confirm a partial lockdown by calling across the radios system “Code Blue” so that everyone can hear. This will be repeated several times to ensure everyone is aware.
c. Office Staff will confirm a full lockdown by calling across the radios and the Tanoy system “Code Red” so that everyone can hear and will be repeated several times to ensure everyone is aware.
If pupils are outside staff outside should open the nearest accessible door and shout either “Code Blue” or “Code Red” depending on whether it is a partial or full lockdown.
d. The adult in charge will count the children as they come inside, checking the total with the register. Also check all Staff are present.
If/when pupils are inside, on hearing this alarm, all staff are to return to their classrooms. Checking each area is empty as they go, locking external doors and windows, turning off lights and closing internal fire doors.
e. One member of staff immediately counts the children/ staff and check against totals in the register (headcount). 
f. If a child or staff member is missing the Headteacher (or senior staff member in the Head’s absence) must be informed via radio or internal telephones and they will search the building and bring them back to the class as quickly and quietly as possible. If this is not possible, the senior member of staff will stay with the pupil in a safe place and will inform the class teacher and office manager via radio stating where they are and that they are safe.
g. If safe to do so, designated fire wardens will sweep their designated corridors to ensure pupils and staff are in rooms and the doors are closed, with door blinds and windows closed where possible.
h. If safe to do so, office staff will move to the conference room and close windows and blinds. They will secure the door when inside.
i. Staff will sit with the children, reassuring them and helping to keep them as calm and quiet as possible.
j. The Office Manager will send an email message via Arbor to all parents/carers alerting them of the lockdown and to inform them that they MUST NOT contact the school or come to the school site until the lockdown is over. They will be notified of this. 
k. The Headteacher/Senior Leader will also send a similar message via Class Dojo.
l. All staff will turn mobiles to silent and turn radio’s down to volume ‘1’. This may become a total silence and you will be informed if/when this is necessary. Radios only to be used to alert of missing children and to receive messages from HT/SLT/Office staff.
m. Staff to silence school telephones if they have one in the room they are in and turn all mobile phones to silent.
n. A senior leader (HT/DHT/AHT) will call 999 to report the incident and follow their instructions.
o. All staff and pupils will remain in the classrooms/offices until told otherwise by the authorities, supporting the children and each other, for as long as necessary.
p. If the incident is being dealt with by the authorities, and we are not directly affected and have been told to do so by the police, we will return to normal school running keeping the children inside until told otherwise.
q. We will remain within the school building, not venturing onto any outside spaces, until the ‘all codes clear’ has been given by the authorities/the school office via radios.

6. THE LOCKDOWN PROCEDURE when Offsite
If a group are on an educational visit or offsite provision when the incident occurs back at school, the EVC (or Office Manager) will telephone them to tell them NOT to return to school until the ‘all clear’ has been given. If a lockdown is signalled at a venue being visited, the staff and pupils will follow the venue’s own procedures.  
a. If a lockdown is taking place at SBRS, and it is safe to do so, the group should stay where they are. They should not return.
b. If they are on their way back to the school, they should stop and go back to the venue and stay there until advised otherwise. 
c. The offsite staff will ring the police on 999 for advice – they should not contact the school. 
d. On being told to do so by the police, the staff will contact the parents (via mobile phone or Class Dojo) and notify them of the incident. 
e. If safe to do so, staff will recommend that parents/carers collect their children from the venue. If this is not possible, staff and pupils will remain at the venue/safe place until it was declared safe to leave and return to school.
f. On being told to do so by the police, the school will notify parents of the incident via email/Class Dojo (see above). 
g. The school telephone will be manned ready to receive incoming calls after the ‘all clear’ has been given. 


7. Reducing the risk of an intruder
a. SALTO entry system and lockable windows.
b. Various staff, including all pastoral team members and available senior leaders, are in the corridors during busy drop-off and collection times.
c. The front door is lockable at any time and parents/visitors must sign-in, following the safeguarding check-in process, before being allowed to enter the building through the main door. This will always be with an accompanying member of staff.
d. All external gates and doors are locked.
e. Parents are told to inform us if anyone other than themselves or the usual school transport are collecting/dropping off and provide a password where necessary.
f. Outside lights automatically come on in poor light.
After a lockdown has ended: 
a. Lockdowns will end with the signal “All Codes Clear” but a full lockdown may become a partial lockdown in which case “Code Blue” will be announced.
b. A letter to parents will be sent home as soon as possible following any serious incident to inform parents of context of lockdown. 
c. Following the need for lockdown, the setting management will create a full record of the event. 
d. Policies and procedures will be reviewed as soon as possible to identify any areas for potential development. 
e. A notification of significant incident will be made to Ofsted within 14 days (preferably as soon as possible after the incident). 
NOTE - Staff will practise this during the school year. Caution will be taken when practising with the children, however, as we feel this could cause undue stress.
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