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EMERGENCY LOCKDOWN PROCEDURE POLICY

Introduction
This policy outlines the procedures to be followed during an emergency lockdown to ensure the safety and security of children, staff, and visitors in the event of a threat inside or near the preschool premises. The purpose of a lockdown is to keep individuals safe by minimizing movement and securing the building from potential harm.
Scope
This policy applies to all staff, children, visitors, and any other individuals present on the premises during a lockdown.
Types of Lockdowns
· Full Lockdown: Used when there is an immediate threat inside or directly around the preschool. All individuals remain in secure locations.
· Partial Lockdown: Used when a threat is outside the building but may potentially escalate. Staff secure the preschool but may continue internal movement with caution.
Situations Requiring Lockdown
· Unauthorised individuals attempting entry.
· Violent incidents nearby (e.g., criminal activity, police operation).
· Dangerous animals or hazardous materials near the premises.
· Any other immediate threat deemed necessary for a lockdown.
Roles and Responsibilities
· Staff:
· Upon hearing the lockdown signal, staff must immediately gather all children in their care and proceed to the designated safe areas.
· Ensure windows and doors are closed and locked, curtains/blinds are drawn if possible.
· Ensure children remain calm and quiet.
· Take attendance and ensure all children are accounted for.
· Await further instructions from the Pre-school manager or emergency services.

· Pre-school Manager:

· Initiate lockdown procedures by sounding the lockdown signal (specific bell, whistle, or coded message).
· Ensure all external doors are locked and no one leaves or enters the building.
· Contact emergency services and follow their instructions.
· Communicate with staff using a safe communication method.


· Parents/Carers:

· In the event of a lockdown, parents/carers will be informed as soon as it is safe to do so.
· During a lockdown, parents should not attempt to collect their children as this could endanger them and others.
Lockdown Procedure

The pre-school manager will signal to staff that we are implementing our lockdown procedures.


· Immediate Action:
· Staff will gather all children and take them to the nearest secure area.
· Close and lock all doors and windows.
· Turn off lights and close blinds/curtains where possible.
· Keep children calm and quiet.
· Communication:
· Staff will use pre-determined safe methods of communication (e.g., mobile phones or radios) to stay in contact with the Pre-school manager.
· External communication with parents/carers will be managed by the Pre-school manager or appointed staff member once it is safe.
Evacuation During Lockdown
If the threat requires an evacuation (e.g., fire, gas leak), the standard evacuation procedure will take precedence. The pre-school manager or emergency services will direct whether it is safe to evacuate.
End of Lockdown
· The Pre-school manager, in consultation with emergency services, will signal the end of the lockdown.
· Staff will conduct a roll call to ensure all children are accounted for and notify the Pre-school manager of any concerns.
· Parents/carers will be notified of the lockdown, and appropriate communication will be shared post-incident.
Training and Drills
· Regular lockdown drills will be conducted at least twice a year to ensure all staff and children are familiar with the procedures.
· New staff will be trained as part of their induction process.
· After each drill, the procedures will be reviewed, and necessary adjustments will be made.
Review and Monitoring
· This policy will be reviewed annually or after any lockdown incident to ensure its effectiveness.
· Feedback from staff, parents, and emergency services will be considered during the review process.






This policy was adopted at a meeting of the Pre School held on 29th January 2014, reviewed in September 2024 and September 2025

Signed on behalf of Potton Pre-school_______________________________________________________
Date Signed__________________________________________________________________________
Date to be reviewed____________________________________________________________________
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