Lock-Down Procedure: Severe Storm, Natural Disaster or Threatening Individual
What is a Lock-Down? 

A lock down occurs when there is a severe natural disaster, storm or threatening individual at the premises, all of the children and staff congregate indoors in their individual play rooms in a secure place as far away from all of the windows and doors as possible. All curtains are drawn, windows and doors locked. Group activities take place until designee / Director states otherwise. 

Emergency Lock-Down Procedure 

1. Don't Panic - Sound whistle / alarm 

2. Notify Director / Designee to call appropriate emergency services 

3. Bring all children indoors immediately 

4. Commence lock down 

5. Director/ delegate staff member will lock all doors and windows – make sure any see through areas are covered (windows, panes on door(s), mail slots, etc) 

6. Teacher(s) will gather daily attendance log from own room 

7. Teacher(s) will gather all children in a secure area of the room which has been previously designated by the Director 
8. Director / Designee will commence a head count of all children staff and students- alert Director / Designee if anyone is not present 

9. Teacher(s) of each room will commence a roll call using the sign in/out sheets (Director / Designee to collect all sign in/out sheets and distribute to all rooms) 

10. Teacher(s) will begin activities with all children to keep them calm 

11. Director / Designee will communicate with the staff once it is safe and appropriate to resume normal play

12. Director / Designee will collect all sign in sheets (rooms and staff) and family’s details list
