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POPPY PRE-SCHOOL &           OUT OF SCHOOL CLUB

        OFSTED REG: 2574429
Maintaining children’s safety and security on premises (INCLUDING LOCKDOWN PROCEDURE)
Policy statement

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us.

Procedures for Children's personal safety
We ensure all employed staff have been checked for criminal records via an enhanced disclosure with children’s barred list check through the Disclosure and Barring Service.
· Adults do not normally supervise children on their own.

· All children are supervised by adults at all times.

· Whenever children are on the premises at least two adults are present.

· We carry out risk assessments to ensure children are not made vulnerable within any part of our premises, nor by any activity.
Security

· Systems are in place for the safe arrival and departure of children, (the doors are locked at the beginning of the session).
· The times of the children's arrivals and departures are recorded.
· The arrival and departure times of adults – staff, volunteers and visitors - are recorded. 
·  Our systems prevent unauthorised access to our premises.
· Our systems prevent children from leaving our premises unnoticed. 
· Our staff check the identity of any person who is not known before they enter the premises.
· We/ keep front doors and gates locked shut at all times. Back doors are kept locked shut at all times where they may lead to a public or unsupervised area.
· The personal possessions of staff and volunteers are securely stored in their lockers in the kitchen area during sessions.
· Minimal petty cash is kept on the premises.
LOCKDOWN PROCEDURE

‘IF A TRESPASSER THREATENS THE PREMISES AND ANYONE WITHIN THEM THE SITE ‘LOCKDOWN’ PROCEDURE SHOULD BE ACTIVATED’

BEFOREHAND MANAGER/PERSON IN CHARGE TO

· ensure there is a clear unambiguous signal which will alert all staff to a ‘lockdown’, THIS WILL BE A SAFEWORD WHICH IS: RED FOLDER, while at the same time not necessarily agitating the trespasser, if that is the nature of the alert.

· Ensure that the ‘Lockdown’ procedure is posted on the ‘notice board‘ in the kitchen and other key locations. 
· Allocate key roles and ensure deputies for those staff in case of absence.  Ensure that ‘Lockdown’ procedure is rehearsed frequently that reflects local risk assessment, but a minimum of twice per year AND WILL BE REVIEWED AT REGULAR STAFF MEETINGS.
· Update staff with information on disputes with parents/carers, custody cases, court orders etc and any changes to procedures
· Make the ‘Lockdown’ procedure available to parents/carers in case of an incident
· In Out of School Club, all children are to be moved into the pre-school room if signal is activated, with the Supervisor/person in charge, taking the register with them to check all children are present.
LOCKDOWN – ROLES AND RESPONSIBILITES

On hearing the lockdown signal;                                                 

STAFF OUTSIDE THE BULDING (ie, garden area), without panic but with due urgency;

· usher all children into the main room

· check that there are none who miss the signal as they are in ‘hidden’ areas etc
· close and lock doors, and close all windows and other potential access points
STAFF INSIDE THE BUILDING

· remain by external doors until they are locked and supervised

· move away from windows and close all blinds on windows and door areas

· take on allocated duties or proceed to supervise the children

· if smoke, or noxious fumes etc, outside, turn off air conditioning unit

· obtain calm

· conduct a headcount (to be carried out by the Deputy)
· Manager/person in charge to call for help, dial 999 for emergency services

· embark on normal activity

· await further instructions or confirmation that the incident has concluded
DURING LOCKDOWN – ROLES AND RESPONSIBILITES

MANAGER/PERSON TEMPORARILY IN CHARGE;

· Agree activation of an appropriate response to anxious telephone calls with responding staff to include;

‘please do not come to the site, you may put yourself and those here at risk.  We will keep all our door, windows etc firmly shut and occupants safe.  If you insist on coming to the site we will not let you in’

NB:  it will be necessary to have a contingency plan for those who ignore and challenge these instructions.  The safety of yourself and the majority must be your prime concern.  However, you may have to ‘release’ individuals in a manner that does not let potentially contaminated people or contamination in e.g. quickly allowing exit through controlled exit doors if safe to do so.

Liaise with the Police and emergency officers.

· take command and control and ascertain cause of alert

· ensure Emergency Services are contacted

· ensure that procedures have been activated and completed

· receive headcount and situation reports

· ensure occupants are moved away potential hazards eg, from the side of the building facing fire or potential explosion and in storms away from windows.

AFTER LOCKDOWN;

MANGER/PERSON IN CHARGE;

· liaise with Emergency Services regarding any necessary on-going support and actions

LATER;

· review lessons learnt from incident with appropriate parties.

END OF DAY BUILDING SECURITY PROCEDURE

1. All windows are to be closed and doors / fire doors checked.

2.
All heating/cooling system to be turned off.

3. All electrical items are to be switched off at the mains.

4. All lights to be switched off.

5. All taps to be turned off.

6. Room to be vacuumed/swept and toilets and kitchen area to be left in a clean condition.

7. Front door to be locked and alarm set it you the last person out of the building.

8. Last adult off the premises to secure the gate on the way out.

OUR POLICIES & PROCEDURES ARE REVIEWED ANNUALLY

