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Introduction
SISQ is committed to safeguarding all students, staff, and visitors. This policy outlines the 
procedures for Lockdown and shelter-in-place responses.

•	Lockdown is activated in the event of a direct threat to the school campus (e.g., hostile 
intruder, attack on the school, dangerous situation).

•	Shelter-in-place is activated when a major incident in the surrounding area or an 
environmental hazard makes it safer for students and staff to remain indoors, but the 
threat is not directly targeting the school (e.g., sandstorm, pollution cloud, nearby 
unrest, chemical spill)

General Principles
•	Prompt, calm, and decisive action is vital.
•	All staff, students, and parents are informed of the policy and understand their 

responsibilities.
•	Training and drills are conducted annually.

Procedures
Activation

•	The Head of School (or delegated LT member) raises the alarm:
	» “Lockdown, Lockdown” – direct threat to the school.
	» “Shelter-in-place, shelter-in-place” – external hazard or incident nearby.

•	Divisional Principals and LT assist with announcements.
•	Emergency services are contacted immediately (999).

Shelter-in-place Procedures
Shelter-in-place is enacted for incidents outside but near the school or environmental 
hazards.
Examples:

•	Severe weather (dust or sand storm, flooding).
•	Pollution or chemical clouds.
•	Security incident in the vicinity of the school.
•	Dangerous animal within school grounds.
•	Staff who are not working with students should assist other staff to help alleviate any 

anxiety.

Actions:
•	Pupils remain in their current classrooms or designated safe areas.
•	Duty staff ensure students outdoors return to the nearest secure indoor space calmly 

and without running.
•	Security staff lock the main gates and sweep the campus
•	Windows and external doors are closed and secured.
•	Blinds/curtains drawn, AC adjusted if required.
•	Teachers reassure students and continue with lessons where possible.
•	All remain indoors until the All Clear is announced.
•	Students will be re-registered 
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•	Parents will be informed by SMS/email/official channels that the situation has ended 
and advised about collection arrangements.

Lockdown Procedures
Lockdown is enacted when there is a direct threat on or targeting the school.
Examples:

•	An unauthorised or aggressive individual on campus
•	A nearby criminal activity that may pose a risk
•	A possible weapon-related threat

Actions:
•	Staff and students move to the nearest lockable room.
•	Doors locked, windows closed, blinds drawn, lights and electronic screens turned off.
•	Students remain out of sight, silent, and seated away from windows and doors.
•	Security staff lock the main gates and and sweep the campus
•	Staff take silent registers where possible.
•	No communication with parents during the lockdown beyond official school 

announcements.
•	All staff and students remain in position until the All Clear is given by the Head of 

School in consultation with emergency services.
•	Students will be re-registered 
•	Parents will be informed by SMS/email/official channels that the situation has ended 

and advised about collection arrangements.

Responsibilities
Head of School / Divisional Principals

•	Initiate and end Lockdown/shelter-in-place.
•	Contact emergency services.
•	Communicate with staff, parents, and the Board.

Teachers & Support Staff
•	Secure classrooms and supervise students.
•	Keep calm and reassure students.
•	Report unaccounted pupils to LT.
•	Staff who are not working with pupils should lock themselves in the nearest available 

room

Security Staff
•	Lock external gates and secure entrances.
•	Move to safety once the perimeter is secured.

Admin Staff
•	Report to the Head of Finance and Operation’s Office for coordination.
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Communication
•	Parents are informed via official school channels (SMS/email).
•	Parents are asked not to come to the school or call during an incident.
•	Staff use silent communication channels (WhatsApp, Email).
•	Only the Head of School shall speak to the media.

Follow-Up
•	A debrief will take place with staff and students after any real Lockdown or shelter-in-

place.
•	Support (counsellors, pastoral teams) will be available.
•	Parents will be updated with a summary of the situation and next steps.
•	An incident review will be conducted, and the policy amended if required.


