Policy and procedure for extra time reviewed July 2025

LOCKDOWN Guidance for extra time out of school
club

The purpose of lockdown or ‘invacuation’ is to prevent an intruder from causing harm to
children / adults and staff. Entrances to the school / club must be secured in an effort to
prevent the intruder from entering the premises and staff and children must find a suitable
place to protect themselves.

A lockdown may be deemed the most appropriate course of action if an emergency situation
occurs outside the club / school grounds and which renders an evacuation unsafe. Staff and
children would be expected to stay in a safe area inside until advised otherwise by the
emergency services.

Lockdown arrangements depend heavily on the size and layout of the club. In our club, we
are situated in the hall and, the doors leading the outdoor area is a fire door and not
accessible from outside, but there is no way to cover the windows of these 2 external doors.
There are also 2 sets of double doors accessible from the corridor which we can lock from
this inside, but there are no blinds to cover the windows of those doors, but there is the PE
cupboard / kitchen area we could congregate in, if we need to be out of sight of any body,

The signal for a lockdown should be clearly distinguishable to that of an evacuation. Any
confusion may result in children and staff congregating at an assembly point, thus potentially
making them more vulnerable to an intruder. (see our signals on the next page)

If children / adults are outside when the signal for a lockdown is sounded, staff could consider
taking children / adults to the nearest possible building / room that can be secured. Children /
adults could also be asked to hide or disperse if this will aid their safety.

During a lockdown staff may find it difficult to obtain a clear overview of the situation. We have
considered how communication could be maintained between employees, , We would use
walky talky system,

Any procedures you establish must be realistic; in an incident staff and pupils might not have
much time to seek an appropriate place to hide and there is likely to be widespread confusion
or panic.

Our club will use the following template as a basis for their procedure. When communicating
this procedure to staff, this should be done in a sensitive manner, stressing that It is very
unlikely that your school will ever need to implement a real lockdown but it is important to
have arrangements in place to deal with such a situation. If ‘drills’ are undertaken these must
be conducted in controlled and proportionate manner which does not cause undue stress
and/or panic.
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LOCKDOWN PROCEDURE (Extra Time Out Of School Club)

Signal for lockdown walky talky saying code red, code red, code
red

Signal for all-clear walky talky saying code GREEN, code green,
code green

Lockdown

Rooms most suitable for
lockdown

Entrance points (e.g. doors,
windows) which should be
secured/ blinds pulled down

Communication arrangements

Notes

Hall — lock the doors and stay away from
the windows.

PE cupboard / store cupboard and
kitchen behind doors

Fire doors from outside — not accessible
from outside.

“ sets of double doors — lockable from
inside

= Two-way radios
= Classroom telephones

= Mobile phones

If staff and children are enjoying outdoor
play, staff to use their initiative, to get the
children to the safety of a building, it
maybe that they have to hide in trees,
until give the all clear, or advice from
police

Upon hearing the lockdown signal, take the action below. If someone is taken hostage on the
premises, the club staff/ school staff should seek to evacuate the rest of the site.

Initial response - lockdown

Ensure all children / adults are inside the school building. Alternatively, ask
children / adults to hide or disperse if this will improve their safety.

Lock / secure entrance points (e.g. doors, windows) to prevent the intruder

entering the building.

Dial 999. Dial once for each emergency service that you require.

N
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Ensure people take action to increase protection from attack:

= Block access points (e.g. move furniture to obstruct doorways)
= Sit on the floor, under tables or against a wall

= Keep out of sight

= Draw curtains / blinds

= Turn off lights

= Stay away from windows and doors.

= Put mobile phones on silent.

= If outside, staff to ensure that they get themselves and children to a place

of safety, a nearby building, staying out of sight of windows of the school
building.

Ensure that children / adults, staff and visitors are aware of an exit point in
case the intruder does manage to gain access.

If possible, check for missing / injured children / adults, staff and visitors.

Remain inside until an all-clear has been given, or unless told to evacuate by
the emergency services.

Staff signatures: to say they have had an input on the details in this document and
they will adhere to it if ever needed to use it

A. Grosse - Date:
N.Walton - Date:
H. Bailey - Date:
T. Quinn - Date:
M. Wright - Date:
K.McGinty - Date:
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