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Rationale  

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. On very rare occasions it may be necessary to seal off the school so that it cannot be 

entered from the outside. This will ensure that pupils, staff and visitors are safe in situations where there 

is a hazard in the school grounds or outside the school in the near vicinity.   

A lockdown is implemented when there are serious security risks for the premises due to, for example, 

near-by chemical spillage, proximity of dangerous dogs, serious weather conditions or attempted access 

by unauthorised persons’ intent in causing harm/damage.   

 

Notification of Full Lockdown 

Staff will be notified that lock down procedures are to take place immediately on hearing   
x3 1 second bursts of the school Fire Bell. 

 

Procedures 

Follow the CLOSE procedure: 

Close all windows and doors 

Lock up 

Everyone to assemble in the main hall  

Stay silent and avoid drawing attention 

Endure. Be aware you may be in lock down for some time 

 

Staff Roles 

Headteacher, Deputy Headteacher or Assistant Headteacher will be nominated as the lockdown 
managers to initiate, manage and conclude the lockdown. To call the Police Local Authority if 
necessary (LA phone number on display in Bursar’s Office). 

School Bursar to ensure that her office is locked and police called if necessary. 

Head or site supervisors lock the school’s front doors and entrances, whoever is the nearest person.  

Individual teachers/TAs lock/close classroom door(s) and windows. Nearest adult to check exit 
doors. 

If a class is out of school eg swimming, church or a trip, Office staff will call the Class Teacher and 
warn them that school is in lockdown. Advice will be given as to when it is safe to return to school. 

 

During classroom sessions 

 

 Adults to ensure that windows and doors are secured in the area in which they are working 

 Nominated staff to check children/staff toilets, ICT, music, cook it and staff room 

 All classes to assemble in the main hall (with children’s medication), register to check that all are 

present; staff to raise hand when all present 

 Hall doors to be locked, curtains closed and person to cover the door glass panels; police to be 

phoned if necessary  

 Headteacher, Deputy Headteacher and/or Bursar to take mobile phones in the hall 

 All relevant staff to be responsible for visitors; lock Finance, Inclusion and Headteacher’s offices and 

then proceed to the Hall 



 Inclusion Leader and Parent Support Advisor responsible for any visitors attending their meetings 

 SLT to inform Heather Greenwood via mobile phone and a verbal risk assessment to be undertaken 

to review where it is best for her to lockdown with the children in her care 

During Breaktimes and Lunchtimes 

 Staff on duty to line the children up at their classroom entrance door 

 All staff and children to return to their classrooms to collect and ensure that classroom emergency 

doors are closed and then all to make their way to the Main Hall and register to check that all are 

present  

 Rest of procedures as above 

 

Partial Lockdown 

 

This may be as a result of a reported incident/civil disturbance in the local community with the potential 

to pose a risk to staff and children in the school. It may also be as a result of a warning being received 

regarding the risk of air pollution, etc.  

Considerations need to be made regarding the level of threat (something intentionally done to cause 

harm) and the hazard (something accidental or natural that may cause harm) drives the risk assessment. 

 

Notification of Partial Lockdown 

Alert to staff: ‘Partial Lockdown’ 
All outside activity to cease immediately, children and staff return to building 

All staff and children remain in building and external doors and windows locked 

 

Movement may be permitted within the building dependent upon circumstances but this must be 

supervised by a member of staff.  

 

All situations are different; once all staff and children are safely inside, senior staff will conduct an on-

going and dynamic risk assessment based on advice from the appropriate body e.g., Emergency 

Services, Local Authority. This can then be communicated to staff and pupils. 

 

‘Partial lockdown’ is a precautionary measure but puts the school in a state of readiness (whilst retaining 

a degree of normality) should the situation escalate.  

 

Monitoring and Review 
School cannot currently practice the Lockdown Procedure due to the restrictions of large groups 
collecting together.  If however, there is a necessity to initiate Lockdown Procedures, this would override 
the restriction guidance.  
 
The Governing Body reviews this policy every year. The Governors may, however, review the policy 
earlier than this, if the government introduces new regulations, or if the governing body receives 
recommendations on how the policy might be improved. This policy will be reviewed in October 2021.   
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