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Management and initiation of ‘lockdown’.
• The people with authority to manage and initiate a ‘lockdown’ scenario are the: 
Headteacher or Assistant Headteacher. 
In the absence of both of the above the Day Care Manager and Senior Administrator will have authority to initiate full or partial ‘lockdown’.
  • ‘lockdown’ will be applied as follows (for specific procedures see below). 
1) Level 1 – Community Threat. Perimeter of site locked. All transition inside the school building. Learning continues in classes. 
2) Level 2 – Partial Lockdown. All transition inside the school building. Movement stops. Front doors locked. Door wedges put in place. Learning and play can continue.
3) Level 3 – Full Lockdown. Immediate threat inside the building. 

Identification of threat:
1. Any individual who sees, or hears of, anything suspicious must contact the senior member of staff via the administrative office immediately, either by room telephone or in person.
2. The administrative staff will then locate the most senior member of staff on the premises
3.  The senior member of staff will liaise with the initiating member of staff and make a decision on the most appropriate form of action
4.  If a telephone or other form of threat comes directly to the administrative staff then steps 2 and 3 above will be followed.
Notification to staff of ‘lockdown’:
1. Each room will be contacted by the room telephone / walkie talkie with the words “Initiate level 1 / 2/ 3 lockdown’’
2. If any of the following services are in the building, they will be informed by the nursery school’s administrative staff: 
· Early Years Communication and Language Support Team 
· Early Years Southwest Stronger Practice Hub
3. If any groups from either school are off site, or at Plym Bridge, are on TBH campus at Nature Explorers / in the Sound House, their group leader will be contacted by the Administrative staff via mobile phone / walkie talkie. They will be informed of the situation and directed as to what action to take in accordance with a briefing from the senior member of staff
4. The Emergency Services will be contacted by the Administrative staff and informed of the situation in accordance with a briefing from the senior member of staff 
Action to be taken:
Level 1
· Move to Safety: Quickly and silently move to the nearest classroom or office.
· If on the Tor Bridge Partnership site, stay there and enter nearest room / office. Use walkie talkies / mobile phone to communicate with nursery.
If outdoors, go inside immediately. If off site, remain where you are with the children or head to external evacuation assembly point
· HD- Mayflower / Lark Children’s centre
· PB- Tor Bridge High / Community Hall or Christ Church by Asda
· Walkie talkies: Switch to Channel 1. (Consider turning off radios if necessary to remain silent at Level 3.)
· Email Access: Staff should try to access a PC, laptop, or iPad to check email updates.
· Fire Alarm: If the fire alarm sounds, stay put. Evacuate only if you see or smell smoke.

In addition, at Level 2
· Secure the Room:
· Shut all doors and windows.
· Put wedge in place and barricade doors with furniture.
· Close ventilation windows and vents.
· Blinds: Close all blinds fully.
· Movement: Seeing others moving does not mean lockdown is over.
· Communication: Keep communication to an absolute minimum.

In addition, at Level 3
· Hide: Stay out of sight and silent.
· Electrics: Turn off lights, monitors, air conditioning, and fans.
· Tidy Up: Secure or hide any objects that could be used as weapons.
· Devices: Set mobile phones and other devices to silent or power off.
· Pupil Register: Take register. Mark offsite pupils as present to confirm they’re safe. Once this has been established
· Staff / Visitor Register: Use the Sign In App to check.
· Silence: Remain silent. Use only silent communication methods if needed.

Plan sharing and testing:
This plan will be shared with all staff annually, after any amendments and subsequently any new staff will be informed as part of their induction. The plan will be tested annually by the Headteacher in an unannounced scenario. Following such a test the plan will be reviewed with senior leaders in the light of any issues that are raised.
Debriefing in the event of a real ‘lockdown’ situation:
Staff will be spoken to concerning the events, reassured of the success of the plan and offered access to the Schools Counselling Service should they need it if they feel they are suffering from any sign of Post-Traumatic Stress Disorder.
Original plan reviewed and shared with staff: 6th January 2020
Subsequent review and sharing of plan with staff: 13th January 2025
                                                             Week beginning 6th October 2025
		   Week beginning 13th July 2026

	Date
	Area of Setting/ Staff present
	Any actions

	06.01.20
	INSET – all staff (see register)
	

	Week beginning 13.01.25
	Shared to all staff (13.01.25) via Monday update email and discussed at staff meetings for each provision of the nursery schools.
	

	Week beginning 06.10.25
	Shared to all staff (06.10.25) via Monday update email and discussed at staff meetings for each provision in the schools.
	

	Week beginning 13.07.26
	Discussed at staff meetings for each provision in the schools. 
Additionally, shared to all staff (20.07.26) via Monday update email.
	

	
	
	

	
	
	



‘Lockdown’ procedures test/ initiated:









Appendix 1 – poster displayed throughout school as one page guide for staff:
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