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KORORO PUBLIC SCHOOL

LOCK DOWN POLICY

Lockdown Alarm

                     -ALERT PULSE-
DEFINITIONS

LOCKDOWN: Is a procedure used when there is an immediate threat to the school. Lockdown minimises access to the school and secures staff and students in rooms.
LOCKOUT: Is a procedure which prevents unauthorised persons from entering the school and is commonly used when the threat is general or the incident is occurring out of the school. The procedure allows the school to continue as normal during the outside disruption.
PURPOSE:

The aim of emergency planning is to ensure that the safety of students and staff is maintained as far as possible, during an emergency or disaster. Planning for emergencies provides a sense of predictability to the school community about how it will respond if they occur. – ‘Emergency planning for Principals’ – Emergency Management Australia.

The purpose of the safety plan is to outline procedures for staff and students to follow in the event that it becomes necessary for the school to be ‘locked down’. Situations such as the sighting in the area of armed persons or the presence of a dangerous animal in the school grounds may necessitate students stay inside the buildings in order to maintain their personal safety. In such situations pre arranged procedures will facilitate safety and result in clam, confident responses from staff and students.
PROCEDURES:
Lockout: Due to the fact that the school does not have a perimeter fence to secure our site in the event of Lockout, Lockdown procedures will be used in the first instance to ensure student and staff safety. The principal or designated officer will make a decision as to whether areas of the school can continue as normal or whether alternate arrangements need to be put into place.
Lockdown: Any person noticing or being informed of, potential dangers in / or around the school should immediately notify the office. The staff and students will be alerted to follow Emergency lockdown procedures by the sounding of the lock down alarm.

Procedure during breaks – on hearing the alarm (an alert pulse):

· Students move immediately to their classrooms and line up outside the door.

· Teachers go directly to their classrooms and instruct students to enter the room and sit on the floor in area as far is possible out of the sight of windows.

· Classroom doors and windows to be locked.

· Teachers check class roll and advise the office immediately when classrooms have been successfully lock downed and the number of students in attendance. All notifications should be via phone – either school or mobile.
Procedures during class time – on hearing the alarm:
· Students move immediately to an area as far as possible out of the sight of windows.

· Classroom doors and windows locked.

· Teachers advise the office immediately when classrooms have been successfully lock downed and the number of students in attendance. 

· Students who are not in the room at the time of lockdown are to go directly to the nearest classroom. Teachers are to inform the office if they have a student missing or if they have a student from another class in their safety.
Note:

· Classes that are in operation in the computer room, library etc are to remain where they are and to follow lock down procedures as for classrooms.

· Classes in the hall move immediately to the stage area of the hall and follow lock down procedures.

· Classes involved in outdoor activities should follow the same procedures as for recess and lunch breaks unless the danger is between them and the buildings. In this instance students will directed to the nearest classroom and follow normal lockdown procedures. If this is not possible, students will be directed to the nearest safe crossroad at teacher discretion and direction. This Contact with the primary school will be made to verify safety as soon as is possible.


The Principal or their delegate, on hearing the alarm, will go straight to the office and await reports from teachers. 
Teachers are to use Sentral as the first point of contact to notify that the class is safely in lockdown. Please place a general broadcast notice. Keep Sentral open to receive updates on the emergency situation, including the ALL CLEAR ADVICE.

If Sentral is not available – text the following numbers:      
Principal 

0412827615
Administration 
0403375010
Please do not use the main school phone line.  An alternative line for use in an emergency is 66537825
In the event that the Lockdown situation originates in the administration building, all persons in the building at the time will immediately move to the principal’s office. The office will be locked and lockdown managed from there. Those in the principal’s office will use the classroom phones to contact AP’s and a message will go out on Sentral. At the earliest safe opportunity the pulse alarm will be sounded.
All locked down procedures will be managed from the office. The Principal will give the all clear for the lock down situation to be lifted.

The Police will be notified as soon as possible after the potential dangers have been identified and school lock down procedures initiated.

Designated Responsibilities:

· The Senior Office Manger is to ensure that the police have been advised of the school lock down.
· The School Response Unit and DET Area Office will be contacted. 

· All support staff are to remain where they are when the alarm is sounded and assist with the monitoring and implementation of the lock down procedures.

· Should any students be reported as missing from class roll, please call/notify the office using the procedures outlined above to ascertain their whereabouts, as long as this procedure does not put any person at risk.
· In the event that the lock down lasts an extended period of time or extends beyond normal school hours, the Principal or executive should notify parents via the DET media channels with the assistance of the police.

Should the potential danger initiate in the office area, staff should immediately contact an Executive Staff member who will decide upon the course of action. The lock down alarm should be utilised as soon as possible and police contacted as a matter of urgency.


Telephone Numbers:
Emergency Services including the Police 



000

Coffs Harbour Police direct:





6652 0299

School Response Unit






1300 880 021
Malicious damage, Break and Enter, Fire, Security
Breaches Violence, Weapons, Illegal Drugs, Criminal Activity 

1300 363 778
DET Coffs Harbour Area Office:





66 566666
No students or teachers are to leave rooms for any reason until the all clear is given that the perceived danger has been brought under control.





Teachers have as their priority, the maintenance of their own and their students’ personal safety. Classes must not be left unattended.
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