
 

 

Lockdown Policy 

1. Introduction and context  

This policy is intended to ensure that students and staff are safe in situations where there is 
a threat in the school grounds or outside the school that requires students and staff to be 
locked within buildings for their own safety. This policy must be adapted to the local school 
sites and it is expected that a ‘lock down’ drill will be carried out and recorded at least 
annually.  

2. Scope  

This policy applies to employees, volunteers, parents/carers, students, and people visiting 
the school site. It covers the procedures and personnel responsible when the site is required 
to go into lockdown.  

3. Guidelines  

3.1. Lockdown Guidelines  

This Lockdown Policy applies when students and staff need to be locked within buildings for 
their own safety.  

Lockdown procedures may be activated in response to any number of situations; some of 
the more typical ones are:  

• A reported incident or civil disturbance in the local community which potentially poses 
a risk to the school community.  

• A dangerous individual in the locality.  

• An intruder on the school site with the potential to harm students, staff and visitors.  

• A warning being received regarding a local risk of air pollution (e.g. smoke plume, 
gas cloud).  

• A major fire in the vicinity of the school.  

• The close proximity of a dangerous dog roaming loose.  

• Serious accident on-site requiring good access for emergency services.  

Copies of this policy will be disseminated via school email. Hard copies are available in the 
policies folder in the school offices. 

3.2. Testing of the policy  

The School Principal will schedule at least one practice lock-down drill per term and will be 
responsible to ensure all staff members are clear about the procedure before the practice 
drill takes place.  



3.3. Communicating with Head Office, the media and external stakeholders  

As soon as a lockdown or partial lockdown is declared the School Leader should report this 
directly to the School Principal  and one member of the CEO. 

Any media interest should be logged and reported into the CEO. The CEO and School 
Principal will then support you with any media handling, to enable the school to stay focused 
on supporting students and staff on the ground. The CEO and School Principal can also 
support to draft correspondence to parents and local stakeholders as appropriate.  

4. Lockdown procedure  

In the event of an emergency, the School Leader or in their absence Senior Teacher will 
make the decision, in consultation with the police when deemed necessary, with regard to 
whether the school needs to be partially locked down or fully locked down.  

In the event of any lockdown being implemented the designated person in charge will ensure 
that once the emergency services have been made aware, the CEO and the local authority 
are immediately informed of the situation.  

5. Partial lockdown  

Partial lockdown should be seen as a precautionary measure which puts the school in a 
state of readiness should a situation escalate, whilst retaining a degree of normality.  

5.1. Alert 
Alert to all staff: “Partial lockdown”  

This may be as a result of a reported incident or civil disturbance in the local community with 
the potential to pose a risk to students, staff and visitors in the school. It may also be as a 
result of a warning being received regarding the risk of air pollution, etc.  

5.2. Immediate action  

▪ All outdoor activity to cease immediately with students and staff returning indoors. (NB. 
There will need to be a means of communicating the alert to duty staff at break times.)  

▪ All students and staff to remain indoors and external doors and windows locked. 
▪ Free movement may be permitted within the building, dependent upon the circumstances.  

All situations are different; once all students and staff are safely indoors, senior staff will 
conduct an ongoing assessment based on advice from the Emergency Services. This 
assessment will then be communicated to staff, who can inform students. 

In the event of an air pollution issue, air vents can be closed where this is possible, as an 
additional precaution. Emergency Services will advise as to the best course of action in 
respect of the prevailing threat.  

6. Full lockdown  

This signifies an immediate threat to the school and may be an escalation of a partial 
lockdown (for example when an intruder is within the school grounds).  



6.1. Alert 
Alert to staff: “Full lockdown.” School Leader walks around the school with a laminated sign 
of the words ‘Lockdown’ to all areas. 

6.2. Immediate action  

All students return to base (classroom– in the case of an intruder this may need to be the 
nearest room).  

External doors locked.  

Classroom doors locked, where a member of staff with key is present.  

Windows locked and blinds drawn, and shutters down as appropriate.  

Students sit quietly out of sight (e.g. under desk or around a corner).  

Register taken – the school office will contact each class in turn for an attendance report if 
this is possible. 

Staff and students remain in lockdown until it has been lifted by a member of the senior 
member of staff or the Emergency Services. At any point during the lockdown the situation 
may change and escalate resulting in the need for emergency evacuation procedures to be 
implemented. The move to an evacuation will be communicated by the School Leader or the 
DSL who will walk around the school with a laminated sign of the words ‘Get Out Now’ to all 
areas. 

During the lockdown, staff will keep agreed lines of communication open but not make 
unnecessary calls to senior management or the school office as this could delay more 
important communication.  

6.3. Communication channels  

Examples of discreet communication channels might be:  

▪ Where staff have access to an internal email 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.  
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