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1.0 Introduction of policy Final Agreed by governors May 2020 

     

 
 
INTRODUCTION AND AIMS OF THE POLICY 
 
As part of our proactive approach to safeguarding, St Michaels has a Lock Down Policy.  
On very rare occasions, it may be necessary to restrict access to 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 on the school grounds or outside the school in the near vicinity.  
 
Lockdown 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 pupils, staff and visitors in 
the school. Procedures should aim to minimise disruption to the learning environment whilst ensuring 
the safety of all pupils, staff and visitors.  
 
Lockdown procedures may be activated in response to any number of situations, but some of the 
more typical situations might be:  
 
• A reported incident / civil disturbance in the local community (with the potential to pose a risk to 

pupils, staff and visitors in the school);  

• An intruder on the school site (with the potential to pose a risk to pupils, staff and visitors);  

• A warning being received regarding a risk locally, of air pollution (for example, smoke plume, gas 

cloud);  

• A major fire in the vicinity of the school;  

• The close proximity of a dangerous animal roaming loose. 

 
Governors shall be tasked with reviewing and revising, where necessary, the policy and procedures to 
meet with continuing requirements, as necessary. 
 
This policy document should be read in conjunction with the school’s Health and Safety Policy. 
 
PROCEDURE  
 

• Pupils, staff and visitors are alerted to the activation of the lockdown procedure plan by a 
recognised signal of an extended whistle, audible throughout the school; 

• Pupils, staff and visitors who are outside of the school buildings are brought inside as quickly as 
possible and moved to the safe locations; 

• Those inside the school should remain in their classrooms or offices;  

• All external doors and, as necessary, windows are locked/shut (depending on the circumstances, 
internal classroom doors may also need to be secured, where possible). 

• The HT or SBM will communicate with staff in the sports hall via mobile phone and ask them to 
remain in the building locked and out of site. 

 
NOTIFICATION OF LOCKDOWN 
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• Once in lockdown mode, staff should encourage the pupils to keep calm;  

• As appropriate, the school should establish communication with the Emergency Services as soon 
as possible;  

• Durham County Council and BWCET should be notified asap;  

• If necessary, parents should be notified, as soon as it is practicable to do, so via the school’s 
established communications system; 

• Pupils will not be released to parents during a lockdown;  

• If it is necessary to evacuate the building, the fire alarm will be sounded;  

• Staff should await further instructions. 
 
 
 
 
LOCKDOWN ARRANGEMENTS 
 
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 pupils in the school. It may also be as a result of a warning being 
received regarding the risk of air pollution, etc. 
 
Immediate action: 
 
• All outside activity to cease immediately, pupils and staff return to the building and go to the 

nearest safe location;  
• All pupils, staff and visitors remain in the building and external doors locked, windows secured 

(where possible) and shut; 
• 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 pupils, staff and visitors are safely inside, the Senior Leadership 
Team (SLT) will conduct an on-going and dynamic risk assessment based on advice from the 
Emergency Services. This can then be communicated to pupils, staff and visitors. 
 
‘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.  
 
In the event of an air pollution issue, windows should be closed Emergency Services will advise as to 
the best course of action in respect of the prevailing threat. 
 
FULL LOCKDOWN 
 
This signifies an immediate threat to the school and may be an escalation of a partial lockdown. 
 
Immediate action:  
 

• The lockdown alarm will sound (a whistle). Upon activation of the alarm, pupils, staff and visitors 
who are outside will be ushered into the school building, as quickly as possible, and the external 
doors to the school will be locked to remain safe; 

• All pupils return to base (classroom, or safe locations e.g. loft area; chapel; chapel corridor);  

• If pupils, staff and visitors are out on the school field area, they are to enter the school building at 
the small yard entrance and move into the safe location.            

• If pupils, staff and visitors are in the playground, they are to return to the school building via the 
main entrance and move to the safe location. 

• At the given signal, everyone will remain in the room they are in and the staff will ensure: 
o the windows and doors are closed/secured; 
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o blinds are closed and any other windows screened where possible; 
o pupils are positioned away from possible lines of sight from external windows/doors 

(e.g. under desk or around a corner); 
o lights are to be turned off; 
o mobile phones are only to be used in emergency by staff to communicate with office 

staff/emergency services. They should be placed on silent when in lock down; 
o computers should be kept on but muted so email notifications are not heard; 
o wherever possible, we will communicate with staff via text messages that can be sent to 

staff mobile phones in the ‘important group chat’ 

• Pupils, staff and visitors, not in class for any reason, e.g. pupils using toilets when lockdown 
procedure is engaged, will proceed to the nearest occupied classroom and remain with that class 
and class teacher. If a student who is not in your class, enters your room please keep them with 
you until the lockdown has been lifted. Staff should communicate that they have an additional 
pupil to the class teacher/HT/office staff via text message or  email. 

 
NO ONE SHOULD MOVE ABOUT THE SCHOOL 

 

• Staff to support pupils in keeping calm and quiet. 

• Pupils, staff and visitors remain in lock down until it has been lifted by a senior member of staff / 
emergency services. Do not leave your classroom until you are informed via email/phone 
message that it is safe to do so.  We understand in such an exceptional, serious situation access 
to personal phone is permitted but only to communicate with others in school.  No other 
communication is permitted. This will include a code word so that you know this is genuine which 
indicates there is no further concern. 
 

 
If lock down is needed during break or lunch, wherever possible pupils are to return to their 
classrooms.  If this is not possible, then pupils will be moved into the school and held in the safe 
locations allocated.  Staff should send email to all colleagues if they have different pupils in their care 
during a lock down situation. 
 
MOVE TO EVACUATION 
 
At any point during the lockdown, the fire alarm may sound, this may be a ploy by the intruder to get 
pupils, staff and visitors to evacuate the building. Before you evacuate try to check with SLT/office 
staff whether it is a genuine fire alarm via mobile or the computer system.  
 
Pupils, staff and visitors should continue to be vigilant with regards original communications around 
why the school entered a lockdown. 
 
STAFF ROLES: 
 
1. The head teacher, aided by SLT make the decision to move to lockdown (full/partial). Lockdown 

alarm activated instructions given from nearest safe location. 
2. The headteacher, aided by the business manager/office staff, will assume responsibility for 

managing the lockdown situation. This will include allocating specific roles and responsibilities in 
response to the particular incident. In the absence of the head teacher, the deputy head teacher 
or most senior member of staff on site will assume this responsibility. 

3. The head teacher assumes responsibility for liaison with relevant emergency services. In her 
absence nominated staff will assume this responsibility. 

4. Mrs Parker or Mrs Blakey to take responsibility for instigating parental contact via email; In her 
absence, designated member of staff to assume this responsibility. 

5. If on site, the caretaker (or in his absence), the H/T and business manager to check the school’s 
external doors and entrances are closed. H/T to take responsibility for liaising with premises staff. 
In their absence, nominated staff to assume this responsibility. 

6. Members of SLT to conduct their roles as allocated by the headteacher dependent on availability. 



5 

 

7. Individual teachers/support staff lock/close/barricade classroom door(s) and windows and take 
responsibility for pupils in their care 

 
 
COMMUNICATION WITH PARENTS 
 
If necessary, parents will be notified, as soon as it is practical to do so via the school’s established 
communication network - email: 
 
Parents will be told: 
 
‘The school is in a (full/partial) lockdown situation. During this period the telephone and entrances 
will be un-manned, external doors locked and nobody allowed in or out. The school will give an 
update as soon as it is practicable.’ 
 
Depending on the type and severity of the incident, parents may be asked NOT to collect their 
children from the school as it may put them and their child at risk. Pupils will not be released to 
parents during a lock down.  
 
Parents should:  
 

• Be reassured that the school understands their concerns for their child’s welfare, and that it is 
doing everything to ensure their safety.  

• Not contact the school. Calling the school could tie up telephone lines that are needed for 
contacting the emergency providers.  

• Not come to the school. They could interfere with the emergency provider’s access to the school 
and could put themselves in danger.  

• Wait for the school to contact them about when it is safe to come and get their children, and 
where from. 

A letter to parents will be sent home on the nearest possible day following any serious incident to 
inform parents of the context of the lockdown and to encourage parents to reinforce with their 
children the importance of following procedures in these very rare circumstances.  
 
LOCKDOWN OUTSIDE OF SCHOOL HOURS 
 
If we need to initiate the lock down alarm outside of school hours, there may still be pupils, staff or 
visitors onsite. We will use a continuous whistle method of communication with staff. All staff, pupils 
and visitors are to secure themselves in a room or office and shelter in place until they hear further 
instructions, either from members of staff or the emergency services. Mobiles can be used to 
communicate but they must be placed on silent. 
The HT or SBM will contact the sports hall and ask the staff to keep the children in there out of sight 
and doors locked until further notice. A member of SLT will join the staff and children in the sports 
hall if safe to do so. 
Please remain sheltering in place until the lock down bell is sounded again to signal that the lock 
down has been lifted. 
 
POST INCIDENT ACTION 
 

• Discuss and review actions taken via debrief at SLT. 

• Receive feedback from staff body around incident. 

• If appropriate, contact Durham County Council and BWCET who will provide details of any 
available support, e.g. psychology welfare & support, media & communications etc. 

• Update procedure, if applicable. 

• Thank people for their co-operation. 
 
LOCKDOWN DRILLS 
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Lockdown practices will take place at least once a year to ensure everyone knows exactly what to do 
in such a situation. Monitoring of practices will take place and staff debriefed for positive 
reinforcement or to identify required improvements. Pupils should also be aware of the need for a 
lockdown procedure and so will be briefed at least annually on the process 
APPENDIX 1: LOCKDOWN PLAN 
 

Management and Control 

Nominated Person Responsibility 

Headteacher Manage lockdown, assign roles.  
Initial contact with emergency services. 

Deputy Headteacher Parental contact. 

SLT Members Conduct assigned roles. 

Business Manager/Admin staff Liaison with Premises staff & lock all external 
doors. Premises Staff 

Teachers and Support staff Student control. 

 
 
LOCKDOWN PLAN 
 

Step Initial response Check Time Signed 

1. Ensure all pupils and staff are inside.    

2. Secure all entrance points to the school    

3.  Contact the sports hall and ask the staff to keep the 
children there until further notice 

   

3. Dial 999 for each emergency service that the 
incident requires as a priority. 
 
The above steps will happen simultaneously. 

   

4. Ensure that staff members take action to increase 
protection for pupils from further danger: 
 

• Block access points, doors and windows 
secured. 

• Pupils to sit out of sight, under tables or 
against the wall, draw blinds to avoid 
detection. 

• Put mobile phones on silent  

• Turn off lights. 

• Computers must remain on. 

• Stay away from the windows and doors. 

   

5. Communicate with staff via mobile phones    

6. Ensure that all pupils and staff are aware of an exit 
point in case an intruder manages to gain access or 
the room becomes unsafe. 

   

7. Check for missing or injured staff members and 
pupils if it is safe to do so. 

   

8. Remain inside the classroom until the all clear 
signal has been given or unless told to evacuate by 
the emergency services. 
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APPENDIX 2: EMERGENCY LOCKDOWN PROCEDURE 
 
What is a lockdown?  
A lockdown is implemented when there is 
serious security risk (e.g., violent or armed 
intruder) to building occupants. The initiating 
threat can be either internal or external to the 
building.  
 
How will I know a lockdown is occurring? 
You will be notified of a lockdown procedure 
through one or more of the following: 

• Lockdown alarm sounded – continuous 
whistle 

• Text message to registered mobile phones  

• In person notification by police or SLT.  
 
Lockdown Steps:  
1. Secure external doors;  
2. Communicate the threat to staff;  
3. Move immediately to the nearest room 

you feel is safe;  
4. Secure and barricade the door and close 

the blinds;  
5. Turn off the lights or maintain minimal 

lighting;  
6. Move away from windows and doors;  
7. Keep calm and quiet; and  
8. Stay in the room until police arrive or you 

are given the all clear message.  
 
Remember it may take some time before you 
can be safely evacuated.  
 
What if someone is injured?  
Follow these steps when safe to do so: Call 999 
from a hard wired line if possible.  
 
If using a mobile please switch it to silent mode 

 N.B: Do not expose yourself to additional 
danger in the process of helping others. 
 
Who to call?  
Call 999 or use the internal phone system to 
call reception.  
 
What to report?  
When contacting authorities, report the 
following:  
1. Your specific location;  
2. The number of people at your specific 
location;  
3. If there are injuries, the number and types 
of injuries; and  
4. If you have seen an assailant or identified a 
threat:  
• location and number of suspects;  
• direction of travel;  
• their clothing and description;  
• their identity if known;  
• any weapons or accessories (e.g., backpack); 
and  
• any unusual or threatening sounds (e.g., 
gunfire or explosion)  
 
What if the fire alarm sounds?  
• DO NOT respond normally as a fire alarm 
during a lockdown may be a ploy by an 
intruder.  
• Remain calm in your lockdown secure area, 
if safe to do so, and attempt to verify fire 
alarm activation with ELMT or emergency 
services.  
• If fire is verified, follow Fire/Evacuation 
procedures.  
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APPENDIX 3: LOCKDOWN LETTER FOR PARENTS 
 

Date 

Dear Parents/Carers, 

At St. Michaels Catholic Primary School, we take safeguarding and the safety of our students 
and staff very seriously. It is important that we continue to review all our procedures, taking 
into account even those events that are very unlikely to occur. As part of this process, we 
have reviewed one of our protocols called “lockdown”. This is also a recommendation of 
good practice for schools from the Department for Education. 

 
What is a lockdown and when would we carry it out?  
 
A lockdown procedure is a standard health and safety precaution, similar to a fire drill.  
 
Our lockdown procedure would be used if there was a threat or potential threat to the 
safety of students, staff and others within the School and when it is deemed to be safer for 
everyone to remain on site than to evacuate. The aim is to keep people safe by confining 
them to a secure place of safety.  
 
Situations where our lockdown procedure may be used include:  
 

• A potentially dangerous person or animal on the school site;  

• A disturbance or dangerous situation in the local community that could affect the 

school;  

• A nearby chemical incident or other risk of air pollution;  

• An incident related to trespass/intruder on the site.  

 
Our procedure aims to minimise disruption to the learning environment whilst ensuring the 

safety of all pupils and staff. 

The School has two types of lockdown: “Partial Lockdown” and “Full Lockdown”.  
 
Partial Lockdown will be used as a precautionary measure that puts the school in a state of 
readiness (whilst retaining a degree of normality). Staff and students will be notified that the 
School is in Partial Lockdown via the sounding of a continuous whistle, which will be 
sounded both internally and externally within the School.  
 
Full Lockdown will be used when the school receives an immediate threat and we feel that 
the students and staff are in immediate danger. Again, an intermittent bell will sound inside 
and outside the school to inform all that full lockdown is in operation. The aim of a full 
lockdown is for the school to appear empty.  
 
For further details, please refer to the Lockdown Policy on our website. 
 
It is important that parents do not call or attend the school when either lockdown is in 
operation as this may hinder the School’s effort to contact and work with the emergency 
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services. We also ask that parents do not discuss the event on social media as this may 
spread false information and create panic within the community.  
 
It is good practice, in our view, to have a plan for a lockdown procedure as part of our 

commitment to keeping all of our children and staff safe within the School. Staff and 

students will be participating in a lock down drill, in the near future, so that we can put our 

procedures into operation.  

Prior to our drill, staff will take time to talk to pupils about lockdown procedures and explain 
why they are important. However, I can assure you that the message will be conveyed to 
young people in a way that is sensitive and age appropriate so that students will be made to 
feel safe.  
 
If you or your child have any further concerns or questions, please do not hesitate to contact 
the school office. 
 
 
Yours sincerely 
 
Mrs J Bruton 
Headteacher 

 


