
Policy no:  56 

 

 

Lockdown Policy 

 

Policy Statement  

At Cricklade Pre-School Playgroup we take the safety of every child and adult seriously.   

We have an emergency lock down procedure as on very rare occasions it may be necessary to seal 

off the Pre-School.   

Procedures 

Lockdown procedures may be activated in response to any number of situations, some of these  

might be:  

1. A reported incident or disturbance in the local community (with the potential to pose a risk to 

children and adults in the setting)  

2. An intruder onsite (with the potential to pose a risk to children and adults in the setting)  

3. A warning being received regarding an environmental risk locally, of air pollution (smoke plume, 

gas cloud etc)  

4. A major fire in the vicinity of the setting  

5. The close proximity of a dangerous animal  

1) Partial lockdown  

PARENTS:  

• SHOULD NOT CONTACT THE SETTING DURING LOCKDOWN AS THIS COULD BLOCK 

TELEPHONE LINES THAT ARE NEEDED FOR CONTACTING EMERGENCY SERVICES  

• SHOULD NOT COME TO THE SETTING DURING LOCKDOWN AS THIS MAY PLACE 

THEMSELVES AND OTHERS IN DANGER  

• SHOULD WAIT FOR THE SETTING TO CONTACT THEM ABOUT WHEN IT IS SAFE FOR 

THEM TO COME AND COLLECT THEIR CHILD  

A MEMBER OF COMMITTEE (THE CHAIR WHERE POSSIBLE) WILL BE CONTACTED AND 

INFORMED OF THE SITUATION. 

A partial lockdown is a precaution aimed to keep children and staff safe while remaining indoors.  

This may be as a result of a reported incident/civil disturbance in the local community with the 

potential to pose a risk to children and staff in the setting. It may also be as a result of a warning 

being received regarding the risk of air pollution, etc. In a partial lockdown staff and children should 

remain in the building and all doors leading outside should be locked. No-one will be allowed to 

enter or leave the building; however the setting will continue as usual.  
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What usually happens during partial lockdown?  

• All outside activity will cease immediately, children and staff will return to the building.  

All staff and children should then remain in the building and external doors and windows should  

be locked where possible.  

• Free movement will be permitted within the building dependent upon circumstances. 

• In the event of an air pollution or chemical, biological or radiological contaminants issue, air vents, 

fans and heating will be closed or turned off.  

• All the cracks around doors and any vents into the room will be sealed up to minimise possible 

access points of pollutants. 

2) Full lockdown  

This signifies an immediate threat to the setting and may be an escalation of a partial lockdown 

Immediate action:  

• All children and staff should return to/stay in the building  

• External doors will be locked  

• Blinds and curtains will be drawn 

• The staff and children will sit quietly out of sight and where possible in a location that will protect 

them from harm.  This may be behind the counter or in the office area 

• We will turn off lights and computer monitors  

• We will turn off mobile phones (or at the least turn onto silent)  

• A register will be taken and headcount completed of all staff and children at the setting  

• The children will not be released to parents during a lockdown and staff will not leave the premises 

unless instructed to do so. 

Cricklade Pre-School Playgroup Procedure for full lockdown  

PARENTS SHOULD NOT:  

• CONTACT THE SETTING DURING LOCKDOWN AS THIS COULD BLOCK TELEPHONE 

LINES THAT ARE NEEDED FOR CONTACTING EMERGENCY SERVICES  

• SHOULD NOT COME TO THE SETTING DURING LOCKDOWN AS THIS MAY PLACE 

THEMSELVES AND OTHERS IN DANGER  

• SHOULD WAIT FOR THE SETTING TO CONTACT THEM ABOUT WHEN IT IS SAFE FOR 

THEM TO COME AND COLLECT THEIR CHILD 

 All staff have been told to be vigilant and if they see something which is likely to cause harm to 

immediately shout “GET SAFE, GET SAFE” so that everyone can hear, alerting staff outside by 

opening the door and shouting the alarm call. The children will be counted as they come inside, 

checking the total with the register. The garden will be checked immediately if any children are  

found to be missing.  
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 On hearing the alarm call all staff will bring the children and any visitors/students etc to the kitchen 

area. Checking the room is empty as they go, locking external doors and windows and turning off 

lights.  

Then…  

 One member of staff will immediately count the children/ staff against totals in the register. If a child 

or staff member is missing the manager (or senior staff member in her absence) will search in the 

building and bring them to the kitchen area as quickly and quietly as possible.  

Remaining staff will sit with the children to help keep them as calm and quiet as possible.  

 The lights will be turned off and children kept as quiet as possible. 

 The mobile phone is in the office (along with the contact list of parents)  

 A member of staff will bring the telephone (volume turned down) and turn mobile phones to silent.  

 A senior member of staff to ring 999 to report the incident and follow their instructions  

 If a group are on an outing when the incident occurs, a staff member to telephone them to tell them 

NOT to return to the Pre-School until the all clear has been given. If it is safe to do, the group should 

stay where they are e.g. in the library/church. If they are on their way back to the Pre-School, to stop 

and go back to the venue and stay there until advised otherwise (this group will have a mobile with 

them). On being told to do so by police, the staff will contact the parents and notify them of the 

incident. If safe to do so, we will suggest to parents to collect their children from the venue. If not,  

they will remain there until it is safe to leave and return to Pre-School. 

 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 let the children continue to play. 

  We will remain within the Pre-School (not venturing into either of the gardens) until the all clear  

has been given by the authorities.  

 On being told to do so by the police, we will email parents to notify them of the incident.  

The Pre-School telephone will be manned to receive incoming calls.  

To reduce the risk of someone entering the building to cause harm, procedures include:  

• We have a locked main front door at all times. 

• We have a padlock on the gate to the garden. 

• Parents sign the safety policy before their child joins the setting. 

• We have a password and ask for a description of anyone collecting a child who we haven’t 

seen before. 

• Parents are told to inform us if anyone other than themselves are collecting/dropping off.  

• We have outside lights so we can see when it gets dark  
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After lockdown has taken place:  

A letter to parents will be sent home as soon as possible following any serious incident to inform 

parents of context of lockdown.  

Following the need for lockdown, the setting management will create a full record of the event. 

Policies and procedures will be reviewed as soon as possible to identify any areas for potential 

development.  

A notification of significant incident will be made to Ofsted within 14 days (preferably as soon as 

possible after the incident).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agreed by the committee of Cricklade Pre-School Playgroup  


