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All schools should consider the need for robust and tested school lock down procedures. Lock down
procedures should be seen as a sensible and proportionate response to any external or internal
incident which has the potential to pose a threat to the safety of staff and pupils in the school.
Procedures should aim to minimise disruption to the learning environment whilst ensuring the safety
of all pupils and staff. Lock down procedures may be activated in response to any number of situations,
but some of the more typical might be:

1. A reported incident/civil disturbance in the local community (with the potential to pose a
risk to staff and pupils in the school);

2. Anintruder on the school site (with the potential to pose a risk to staff and pupils);

3. A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud
etc);

4. A major fire in the vicinity of the school;

5. The close proximity of a dangerous dog roaming loose.

The school will need to consider:

o Staff roles during a lockdown;

o Access to the school bell controls to raise an alarm in an emergency;

o Means of internal and external communications - messenger, two-way radios, mobile
phone, internal e-mail, texts etc;

o School site plan e.g. the layout of buildings and their proximity to one another.

o Its own bespoke lockdown procedure

Communication in the school during lockdown

During the lock down, staff will keep agreed lines of communication open but not make unnecessary
calls to the central office as this could delay more important communication. Examples of discreet
communication channels might be:

e Headteacher must immediately notify Emergency Services (999) and a Senior Manager in
Education Service. In an emergency, it is possible to press the emergency alarm connecting
directly to the Police Service, located in the Headteacher's Office, the Additional Learning
Needs Coordinator's Office, the Staff Room, the School Office, Ystafell Llaingoch and Ystafell
Millbank.

o Where staff have access to TEAMS system then they could access their account and await
further instruction. In practical terms, staff would need to be familiar with accessing their
account through a variety of means e.g. laptop, smartphone or tablet;

e Groupcall - staff to be put into a defined user group. This to be used to communicate
instructions via TEAMS CHAT in an emergency.

Communication between parents and the school

School lock down procedures, especially arrangements for communicating with parents, will be
routinely shared with parents either by newsletter or via the school website.

In the event of an actual lock down, development is communicated to parents as soon as is
practicable. It is obvious that parents will be concerned but regular communication of accurate
information will help to alleviate undue anxiety.

If necessary parents will be notified as soon as it is practical to do so via the school’s established
communication network — website/ email / telephone



Pupils will not be released to parents during a lock down.

Parents will be given enough information about what will happen so that they:

e Are reassured that the school understands their concern for their child’s welfare, and that it
is doing everything possible to ensure his/her safety. However, it may also be prudent to
reinforce the message “...The school is in a full lockdown situation. During this period the
switchboard and entrances will be un-manned, external doors locked and nobody allowed
in or out”;

e Do not need to contact the school as this may tie up emergency lines.

e Do not come to the school to collect their children from school as it may put them and their
child at risk, and possibly interfere with emergency provider’s access to the school;

e Wait for the school to contact them about when it is safe for them to come and collect their
children, and where this will be from.

If the end of the day is extended due to the lock down, parents will be notified and will receive
information about the time and place pupils can be picked up from office staff or emergency services.

A letter to parents will be sent home as the nearest possible day following any serious incident to
inform parents of context of lockdown and to encourage parent to reinforce with their children the
importance of following procedures in these very rare circumstances.

Further guidance and information

Further guidance is available in the Welsh Government and WECTU booklet entitled Protecting
schools: An integrated security approach: Toolbox for headteachers (2017).

Emergency planning and response guidance for education and childcare settings (Welsh
Government)

More information is also available from UK Government on Emergency planning and response



https://schoolbeat.cymru/fileadmin/teachers/other/wectu-guide/eng/WECTU_Schools_Security_Guide.pdf
https://schoolbeat.cymru/fileadmin/teachers/other/wectu-guide/eng/WECTU_Schools_Security_Guide.pdf
https://www.gov.wales/emergency-planning-and-response-guidance-education-and-childcare-settings-html
https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings

LOCKDOWN PROCEDURE

The school's lockdown plan is as follows:

Signal for lockdown

Three short air horn blasts in the form of sound-gap-sound-
gap-sound and over CHAT TEAMS. 6 members of staff will be
responsible for blowing air horns in specific locations around
the school.

RH/OLR: Outside D7, D8, D9, Foyer

DDJ (KD): Outside D10, D11, D12

LG (CE): Outside D13, D15, D17

CD (HE): Outside D24, D20, D18

ER (NJ): D6, outside Llaingoch Room, between D4+D5
DJ (LM): Outside D3, between D3 and D2, D2

Signal for all clear Digitally via CHAT TEAMS and/or by walking from

around the rooms to inform staff.

Rooms most suitable All classes to remain in own classrooms for lockdown

Entrance points (e.g. doors, | External doors, Fire Doors, Internal doors, All windows

windows) which should be secured

Communication arrangements CHAT TEAMS

Lockdown Drill

Staff will be alerted to the activation of the lockdown drill in advance. When the three start-stop-
start-stop bell rings on the fire alarm system are activated (currently three air horn blasts), staff
must take the following action:

Pupils who are outside of the school buildings are brought inside as quickly as possible

and return to their classroom.

Pupils or staff not in class for any reason (including break, PPA....) will return to their class
if deemed to be safe to do so, or to proceed to the nearest classroom is considered safer.
They must notify the office and/or any other appropriate staff members as soon as
possible using CHAT TEAMS — STAFF GYFAN if they are not in their usual classroom.

For the purpose of this drill, the HAFAN and the NYTH are considered classes. The staff
members of the mainstream class of pupils who attend the NYTH/HAFAN will be aware that
these pupils are absent from their classes and that they are under the supervision of the
NYTH/HAFAN staff. The staff responsible for the NYTH/HAFAN classes will follow the guide
like all other classes.

Those inside the school should remain in their classrooms and check corridors and toilets
for pupils or staff;

All external doors and, as necessary, windows to be closed and locked.

All internal doors to be closed;

Blinds should be drawn and pupils sit quietly, positioned away from possible sightlines from
external windows/doors;

Once in lockdown mode, staff should call the class register and notify the office immediately
of any pupils not accounted for and/or any visitors to the classroom using CHAT TEAMS —
STAFF GYFAN. A clear understanding of the adults to be involved in a search for missing
pupils must be instigated immediately.




Staff should encourage the pupils to keep calm and to continue with any quiet classroom
activity.

The school office staff will move to the Headteachers Office, closing doors and blinds.
Headteacher, Deputy Headteacher and ALN Co-ordinator will remain in their offices closing
doors and blinds. If practically possible these members of staff will access CHAT TEAMS —
STAFF GYFAN to maintain effective communication with members of staff.

As appropriate, the school office will establish communication with the Emergency Services
and/or press the emergency alarm.

Any teaching staff and/or visitors using the Millbank Room should remain in that room
quietly and close the blinds. If possible, the Office should be contacted using CHAT TEAMS
— STAFF GYFAN.

Any support staff (e.g. kitchen staff, lunch supervisors etc...) and/or visitors who are in the
Kitchen area should remain in this area quietly, ensure that the external door is locked and
the blinds closed. If possible, the Office should be contacted using CHAT TEAMS — STAFF
GYFAN.

If it is necessary to evacuate the building, the fire alarm will be sounded and the usual fire
drill procedure will then take place;

Parents will be notified as soon as it is practicable via SchoolComms and the website (only
when appropriate via guidance from Emergency Services). The teaching staff of the
Language Unit and the Cylch Meithrin will communicate with parents using the same
messages used by the school.

NO ONE SHOULD MOVE ABOUT THE SCHOOL

INDIVIDUAL STAFF OR VISITORS CANNOT SIGN OUT OR LEAVE THE PREMISES DURING
LOCK DOWN WITHOUT PRIOR AGREEMENT OF THE HEADTEACHER BEFORE LEAVING.

If safe, the individuals in the table below will ensure that external doors are closed and
locked, check the evacuation of toilets and common areas -

Staff Check Closing and Locking of Check the evacuation of
External Doors the areas and close
personal doors

RhG/OLR From doors of Under 5 Dept to Main Toilets D7-D9
Entrance Book cupboard
Hallway Toilets
Ystafell Mynydd
Corridor

DDJ (KD) From doors of Service entrance to Main Toilets outside the hall,
Entrance (incl. Kitchen and School Hall) School Hall,

Godly Play Room,

PPA Room,

The Kitchen Area
Corridor

LG (CE) Balcony Doors Disabled toilets outside D13,
Older pupils' toilets,

PPA Room,

Corridor

CD (HE) Toilets outside D24 x 3,
Room 25,

Sensory Room,

Room 22,

Corridor

ER (NJ) From boiler room to doors of D4. Small staff room,
D6 and the toilets,
D5 and the toilets,




Corridors,

Ystafell Llaingoch,
Ystafell Parc

DJ (LM) From D4 to D1. Class 4 and the toilets,
Class 3 and the toilets,
Cylch Office Area,

Area between D2 and D3,
ChD (CK) Staff Room External Doors Staff Room

ALN Coordinator Office
Toilets

Deputy Headteacher Office
Headteacher Office

Main Office

Corridor

Chill out room

Pupils will not be released to parents during a lockdown.

It is of vital importance that the school's lockdown procedures are familiar to all members of the
school staff. To achieve this, a lockdown drill should be undertaken at least once a year.

All situations are different, once all staff and pupils are safely inside, senior staff will conduct an on-
going risk assessment based on advice from the Emergency Services. This can then be
communicated to staff and pupils. Emergency Services will advise as to the best course of action in
respect of the prevailing threat.

Lockdown Drill — All-clear

Once the incident has been assessed as safe all classrooms will be either visited by a senior member
of staff or via TEAMS CHAT and told the situation is under control and the class can resume activities
as normal. Teachers should return to their base classrooms and conduct a roll call and notify the
office immediately of any pupils not accounted for.

Communication between parents and the school

In the event of an actual lockdown, any incident or development will be communicated to parents
as soon as is practicable.

Emergency Services

It is important to keep lines of communication open with Emergency Services as they are best
placed to offer advice as a situation unfolds. The school site may or may not be cordoned off by
Emergency Services depending on the severity of the incident that has triggered the Lockdown.

Emergency Services will support the decision of the Headteacher with regarding the timing of
communication to parents.

Staff will ALWAYS have advance notice of a Lockdown drill, therefore if the signal occurs without
warning staff must assume it is NOT A DRILL.

DRILL

SLT/Site Manager to sound 3 short blasts on the fire alarms in both buildings:

Infant building: person who rings the bell will time from start to clearance of hall and
corridors/toilets — They will note the time that it takes for all classes to be contained and in full
Lockdown.




Junior Building: person who rings the bell will time from start to clearance of hall and
corridors/toilets — They will note the time that it takes for all classes to be contained and in full
Lockdown.

Duties/Check List

Headteacher/Deputy Headteacher must ensure the following procedures take place:

Jobs Checked

A member of the Office Staff should be ready to receive CHAT TEAMS messages
from classrooms regarding the recording of missing persons.

Individuals must be designated ready to sound the air horn RhG/OLR,
CD(HE), LG (CE),
DDJ (KD), ER (NJ),
DJ (LM)

Verbally and/or by TEAMS CHAT, inform all staff members that Lockdown is
over.

Pupils will not be released to parents during a lockdown.

It is of vital importance that the school’s lockdown procedures are familiar to all members of the
school staff. To achieve this, a lockdown drill should be undertaken at least once a year.

All situations are different, one all staff and pupils are safely inside, senior staff will conduct an on
— going risk assessment based on advice from the Emergency Services. This can then be
communicated to staff and pupils. Emergency Services will advise as to the best course of action in
respect of the prevailing threat.

Lockdown Drill — All clear

Once the incident has been assessed as safe all classrooms will be either visited by a senior member
of staff or via TEAMS CHAT and told the situation is under control and the class can resume activities
as normal

Communication between parents and the school

In the event of an actual lockdown, any incident or development will be communicated to parents
as soon as practicable.

Emergency Services

It is important to keep lines of communication open with Emergency Services as they are best
placed to offer advice as a situation unfolds. The school site may or may not be cordoned off by
Emergency Services depending on the severity of the incident that has triggered the Lockdown.

Emergency Services will support the decision of the Head teacher regarding the timing of
communication to parents.

Staff will always have advance notice of a Lockdown Drill, therefor it the signal occurs without
warning staff must assume it is NOT A DRILL.




Trefniadau Cloi — CRYNODEB POLISI | DDIBEN HYFFORDDIANT

Mae’r polisi cyflawn ar gael i chi ar wefan Ysgol Cybi — mae’n bwysig eich bod yn ymgyfarwyddo gyda fo.

Crynodeb Polisi yn unig

Mae’r weithdrefn cloi yma yn ei le fel ymateb synhwyrol a chymesur i unrhyw ddigwyddiad o fygythiad tu allan
sydd &’r potensial i fod yn fygythiad i ddiogelwch staff ac/neu ddisgyblion yr ysgol. Mae’r weithdrefn yn anelu
at leihau aflonyddwch yn cynnwys unrhyw swn ac/neu symud.

Yn ystod cloi, bydd staff yn cadw llinellau cyfathrebu cytunedig yn agored (CHAT TEAMS — STAFF GYFAN) ond
yn peidio a gwneud galwadau diangenrhaid i’r swyddfa ganolog rhag oedi cyfathrebu pwysicach.

Os ydych chi’n ystyried yn briodol, mewn sefyllfa o argyfwng mae botymau pwrpasol yn cysylltu yn
uniongyrchol gyda Swyddfa’r Heddlu yn Swyddfa’r Pennaeth, Swyddfa’r Cydlynydd Anghenion Dysgu
Ychwanegol, Ystafell Staff, Swyddfa’r Ysgol, Ystafell Llaingoch. Ystafell Millbank.

Mewn achos o gloi gwirioneddol, bydd rhieni'r disgyblion sydd ar y safle yn derbyn gwybodaeth cyn gynted ag
y bydd yn ymarferol gwneud hynny, yn defnyddio rhwydweithiau cyfathrebu arferol yr ysgol, Uned laith a’r
Cylch Meithrin.

Ni fydd disgyblion yn cael eu rhyddhau i rieni yn ystod cyfnod cloi gwirioneddol.

Y SIGNAL:
(i) Tri chwyth corn aer byr.

Bydd 6 aelod o staff yn gyfrifol am chwythu’r corn aer ac hynny o leoliadau penodol o amgylch yr adeilad yn
symud ar hyd y corridor gan adael bwich oddeutu 3 eiliaid rhwng pob sain.

RhG/OLR Tu allani D7, D8, D9, Cyntedd

DDJ (KD) Tu allani D10, D11, D12

LG (CE) Tu allani D13, D15, D17

CD (HE) Tu allan i D24, D20, D19

ER (NJ) D6, tu allan i Ystafell Llaingoch, rhwng D4+D5
DJ (LM) Tu allani D3, rhwng D3 a D2, D2

Yn ystod amseroedd chwarae ac/neu cinio pan mae disgyblion yn debygol o fod ar yr iard, os ystyrir yn ddiogel
mae RhG/OLR ac DDJ(KD) yn gyfrifol am wirio bod disgyblion a staff dysgu tu allan wedi clywed y corn aer ac yn
dychwelyd i'w dosbarthiadau. Gellir ail chwythu’r corn aer mewn ardal sydd yn agosach at y ddwy iard pe bai
hynny’n angenrheidiol.

AC/NEU



(ii) Neges dros CHAT -TEAMS — STAFF GYFAN (gan OLR/RhG)

SIGNAL FOD POPETH YN IAWN

(i) Neges dros CHAT — TEAMS — STAFF GYFAN
AC/NEU

(ii) Cerdded o amgyich yr ystafelloedd i hysbysu

GWEITHREDU
Bydd staff yn cael rhybudd o flaen llaw os oes ymarfer cloi wedi’i gynllunio.

Mae’n bwysig i staff drafod gyda’r disgyblion o flaen llaw bod ysgolion yn cynnal driliau cloi er mwyn gwirio ein
bod yn medru cadw pawb yn ddiogel ac yn hapus yn yr adeilad. Mae’n rhaid bod yn ofalus iawn i bwyso a
mesur oedran, anghenion a natur y disgyblion yn eich gofal wrth gynnal y sgwrs yma. Fodd bynnag, os ydych
chi’'n ystyried yn briodol, gellir ychwanegu bod sefyllfaoedd prin iawn ble mae ysgolion wedi gorfod cloi i
warchod pawb oddi wrth gi rhydd, tan mawr yn achosi mwg, neu ddigwyddiad arall lleol allai fod yn ein poeni
ni. Gweler y Pwerbwynt ysgol sydd wedi’i baratoi.

O fod yn clywed y signal dylai staff gymryd y camau canlynol -

¢ Dylid hebrwng unrhyw ddisgyblion sydd y tu allan i adeiladau'r ysgol i mewn cyn gynted & phosibl a'u
dychwelyd i'w hystafell ddosbarth.

e Disgyblion a staff sydd heb fod yn eu dosbarth am unrhyw reswm (yn cynnwys ar doriad, CPA....) i
ddychwelyd i'w dosbarth pe ystyrir hynny’n ddiogel, neu i fynd i’r dosbarth gwag agosaf petaent yn ystyried
hynny’n fwy diogel. Os yn mynd i ystafell wahanol i’r arfer, rhaid hysbysu’r swyddfa ac unrhyw un arall
perthnasol yn defnyddio CHAT TEAMS — STAFF GYFAN cyn gynted a phosib.

¢ | bwrpas y weithdrefn yma, ystyrir yr HAFAN a’r NYTH yn ddosbarthiadau. Bydd aelodau staff dosbarth prif lif
disgyblion sy’n mynychu’r NYTH/HAFAN yn ymwybodol bod y disgyblion hyn yn absennol o’i dosbarthiadau a’u
bod o dan orychwyliaeth staff y NYTH/HAFAN. Bydd y staff sy’n gyfrifol am y dosbarthiadau NYTH /HAFAN yn
dilyn y canllaw fel pob dosbarth arall.

¢ Dylai'r rheini sydd y tu mewn i'r ysgol aros yn eu hystafelloedd dosbarth a sicrhau nad oes unrhyw
ddisgyblion nac aelodau o staff yn y coridorau na'r toiledau;

¢ Dylid cau a chloi pob drws allanol a, lle y bo angen, y ffenestri.
¢ Rhaid hefyd gau drysau mewnol ystafelloedd dosbarth a’r Pod;

¢ Dylid cau’r bleinds a dylai'r disgyblion eistedd yn dawel; wedi'i lleoli i ffwrdd o linellau gwelededd posibl y
ffenestri/drysau allanol;

¢ Unwaith bydd y disgyblion a'r staff wedi'u cloi yn yr ysgol, dylai staff alw’r gofrestr a rhoi gwybod i'r swyddfa
ar unwaith am unrhyw ddisgyblion na wyddys eu lleoliad, neu unrhyw un gwahanol i’r arfer sydd yn eu
dosbarth (e.e. aelod o staff, disgybl, ymwelydd i’r safle....), yn defnyddio CHAT TEAMS — STAFF GYFAN. Rhaid
sicrhau dealltwriaeth gadarn o’r oedolion sydd i ddechrau chwilio am unrhyw un sydd ar goll;

¢ Dylai staff annog y disgyblion i beidio a chynhyrfu ac i barhau gydag unrhyw weithgarwch dosbarth tawel os
yw hynny’n debygol o gadw lefelau sain yn is.



¢ Bydd staff gweinyddol yr ysgol yn symud i Swyddfa’r Pennaeth, yn cau’r drws a’r bleinds. Bydd y Pennaeth,
Dirprwy Bennaeth a’r Cydlynydd ADY yn aros yn eu Swyddfeydd ac yn cau’r drws a’r bleinds. Os yn ymarferol
bosibl, bydd y staff yma’n defnyddio CHAT TEAMS — STAFF GYFAN er mwyn cyfathrebu gyda staff mewnol.

¢ Bydd swyddfa'r ysgol yn cysylltu &'r Gwasanaethau Brys ac/neu wthio’r botwm brys, fel ystyrir yn briodol.

e Dylai unrhyw staff dysgu ac/neu ymwelwyr sydd yn defnyddio Ystafell Millbank aros yn yr ystafell honno yn
dawel a chau’r bleinds. Os oes modd, dylid gysylltu gyda’r Swyddfa yn defnyddio CHAT TEAMS — STAFF GYFAN.

e Os ystyrir yn ddiogel, dylai unrhyw ymwelwyr sydd yn ardal y Dderbynfa ddod i fewn i’r ysgol ac aros yn
Swyddfa’r Pennaeth.

* Dylai unrhyw staff ategol (e.e. staff cegin, goruchwylwyr cinio act ati...) ac/neu ymwelwyr sydd yn ardal Y
Gegin aros yn yr ardal yma yn dawel, sicrhau bod y drws allanol wedi gloi a chau’r bleinds. Os oes modd, dylid
gysylltu gyda’r Swyddfa yn defnyddio CHAT TEAMS — STAFF GYFAN.

¢ Os bydd angen gwacau'r adeilad, caiff y larwm tan ei seinio a chynhelir y weithdrefn arferol ymarfer tan.

e Caiff rhieni eu hysbysu cyn gynted ag y bydd yn ymarferol drwy SchoolComms (dim ond pan fydd hynny'n
briodol yn dilyn arweiniad gan y Gwasanaethau Brys). Bydd staff dysgu yr Uned laith a’r Cylch Meithrin yn
cyfathrebu gyda’i rhieni yn defnyddio’r un negeseuon ddefnyddiwyd gan yr ysgol.

* NI DDYLAI UNRHYW UN SYMUD O GWMPAS YR YSGOL.

* NI CHANIATEIR | STAFF NAC YMWELWYR UNIGOL | ARWYDDO ALLAN NA GADAEL YR ADEILAD YN YSTOD CLOI
HEB GYTUNDEB GAN Y PENNAETH O FLAEN LLAW CYN GADAEL.

¢ Os yn ddiogel, bydd yr unigolion yn y tabl isod yn sicrhau fod drysau allanol wedi’i cau a’u cloi, yn gwirio
gwacad toiledau ac ardaloedd cyffredin -

Aelodau Staff Gwirio Cau a Cloi Drysau Allanol Gwirio gwacad yr ardaloedd a
cau drysau menwol
RhG/OLR O ddrysau Adran Dan 5 hyd at y Prif Fynedfa Toiledau D7-D9

Storfa Lyfrau
Toiledau Cyntedd
Ystafell Y Mynydd

Coridor
DDJ (KD) O ddrysau i'r Fynedfa Gwasanaethau hyd aty Toiledau tu allan i’'r neuadd,
Prif Fynedfa (yn cynnwys ardal y Neuadd a’r Neuadd,
Gegin) Ystafell Godly Play,
Ystafell CPA,
Ardal Y Gegin
Coridor
LG (CE) Drysau balconi Toiledau anabl tu allan i D13,

Toiledau disgyblion hyn,
Ystafell CPA,
Coridor

CD (HE) Toiledau tu allan i D24 x 3,
Ystafell 25,

Ystafell Synhwyraidd,
Ystafell 22,

Coridor

ER (NJ) O’r ystafell bwylar hyd at ddrysau Dosbarth 4. | Ystafell staff fach,
D6 a’r toiledau,
D5 a’r toiledau,
Coridorau,
Ystafell Llaingoch,
Ystafell Y Parc




DJ (LM) O Dosbarth 4 hyd at Dosbarth 1. Dosbarth 4 a’r toiledau,
Dosbarth 3 a’r toiledau,
Ardal Swyddfa Cylch,
Ardal rhwng D2 a 3,
ChD (CK) Drysau Allanol Ystafell Athrawon Ystafell Athrawon

Swyddfa Cydlynydd ADY
Toiledau

Swyddfa Dirprwy Bennaeth
Swyddfa Pennaeth

Prif Swyddfa

Coridor

Ardal ymdawelu




