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Rationale ZE7H

As part of our Health and Safety policies and procedures the school has a lock down policy.

On very rare occasions it may be necessary to seal off the school so that it is not able to be
entered from the outside. This will ensure that pupils, staff and visitors are safe in situations
where there is a hazard in the school grounds or outside the school in the near vicinity.

A lockdown is implemented when there is a serious security risk of the premises due to, for
example, nearby chemical spillage, proximity of dangerous dogs, serious weather conditions or
attempted access by unauthorised person’s intent in causing harm / damage.
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Notification of Lockdown 'K 22X A KA

2018/19 onwards — Staff and students to immediately follow lockdown procedures on hearing the
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words “Please return to your homerooms” over the school PA system
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Procedures Jiife

1. These signals will activate a process of the children being ushered into the school building
if on the grounds, as quickly as possible and the locking of the doors and windows with any
blinds pulled down where ever possible. The auditorium and gym doors will be fitted with
keypads so PE staff will have quick access to these rooms, which can then be locked.
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2. Atthe given signal the children remain in the room they are in and staff will ensure the
windows and doors are closed /locked and screened where possible and children are
positioned away from possible sightlines from external windows / doors, if the door does
not lock block it with heavy items if possible. Lights, smart boards and computer monitors
to be turned off and all electronic devices should be silenced.
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3. Children and staff not in class for any reason will proceed to the nearest occupied
classroom and remain with that class and class teacher. Cleaners are to move to the
nearest classroom or water storage rooms. Canteen staff should lock canteen doors and
report to Mrs. Zhou via landline or mobile as would the cleaners. Teachers should sweep
in the line of vision (closest bathroom, corridor) but should remain to be able to lock the
doors. All class must have school telephone directory list located near the class telephone.
Telephone handsets should have a short 6 person directory on the handset for quick
extensions access.

EREy il P R ea R DS TR e o2 e e B2 A WVAVARIBE PN S & s UM = mNiIE 21
=, JFEI PR IN AR k. ORI BRI e BEIL B QB E BUK S .
BEN NSRRI, MRS 4, I8 YT AR 2T
NAEALE T LYE A AT N R & (B P EA B ol i) DAER) . #E) , IR EEAE
T BTN E . YRR SR Bl PR LI AL B AR NOZBCH -E 7 HLR, PRI B
RISCH — ATl % 6 NIERARE, TiEREER LT 5.



If it is safe to do so, two teachers in the primary classrooms closest to the toilet are to
check for students inside the toilet (gender specific). Return to the classroom with any
“toilet children.” If this is not safe to do, then remain in the toilet with door locked.
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. Staff to support children in keeping calm and quiet. They should not be in the line of sight
of the intruder. During a lock down, students should lay low, go under the desks or sit
against one of the window walls in the classroom.
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. Staff to remain in lockdown positions until informed by Helen Swan or Alessa that it is ‘all

clear’ by loud hailer or PA system.
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. After lockdown has been cleared “ All Clear #Rf#E® ” by Helen or Alessa. All staff and
children to return to their base classroom & secondary homerooms and conduct a full
register and inform immediately of any pupils not accounted for.
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Floor Sweepers must check all rooms on their floor after the ‘All Clear’ has been announced,
including bathrooms, classrooms, corridors and residential rooms:

Floor sweepers should be non-teaching or auxiliary staff so that teaching staff can focus on
the students. There should be a leading and a reserve sweeper for each floor.
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Basement lead ¥ F = Roger Luo %'l
15t Floor Lead —#%: Nurse and Christiana Chang 15 [75 Fll & 1.
2" Floor Lead —#4: Carl Li and Alex Wang Z2 @4 FIVE
3" Floor Lead —=#%: Susan Huang & 2=
4% Floor lead Pu#%: Emma Fang 77 5
th
5% Floor Lead fit%: Jessie Chen [
Staff Roles: IR T {8

1. Front office staff ensures that their office (s) are locked, windows screened and

members of the SLT, Ms Nancy, Ms lvy or the guards are to call the police.
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. Guard to lock the front gate and entrance to the school and will do a perimeter

check if it’s safe to do so.
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Individual Teachers / TPs close their respective classroom door(s), close windows
and pull down the window and door blinds.
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Communication with parents F1ZX KKV EEE R

If necessary, parents will be notified as soon as it is practical to do so via the school’s
established communication network.( GOS WeChat by Christina and SMS, email by Roger
after SLT approval ( Helen or Alessa will tell them what to say to parents- e.g. NOT TO
COME TO SCHOOL)
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e Depending on the type and severity of the incident, parents may be asked NOT to collect
their children from school as it may put them and their child at risk.
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e Pupils will not be released to parents during a lockdown.
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e Parents will be asked NOT to call school as this may tie up emergency lines.
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e [f the end of the day is extended due to a lockdown, parents will be notified when and
where to collect their children.
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o Aletter will be released to parents from the school after the event, explaining the reason
for the lockdown procedure, also asking parents to reinforce with their children the
importance of following procedures in these very rare circumstances.
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Lockdown drills 212 PHIE S

Lockdown practices will take place twice a year to ensure everyone knows exactly what to do in

such a situation. Monitoring of practices will take place and debriefed to staff so improvements
can be made.
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Review E %

This policy and procedures will be reviewed annually as a part of serious incidents policy and H+S
procedures.
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