
 

 
 
 
 

Emergency Lockdown 
Procedure 

 
Dulverton Primary School is committed to achieving the UNICEF Rights Respecting 
School Award. 

 
This Policy relates to Articles 3 & 19 of the UN Convention of the Rights of the Child 
which states: 
 
Article 3:The best interests of the child must be a top priority in all decisions and actions 
that affect children.  
 
Article 19: Governments must do all they can to ensure that children are protected from all 
forms of violence, abuse, neglect and bad treatment by their parents or anyone else who 
looks after them. 
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1.Statement of intent 
 
The Lockdown of a building or group of buildings is an emergency procedure intended to  
secure and protect occupants who are in the proximity of an immediate threat. This  
procedure is used when it may be more dangerous to evacuate a building than stay inside. 
By controlling entry and exit, emergency services personnel are better able to contain and 
handle any threats. These procedures have been written to provide information on what 
should happen if the school receives a serious threat to its wellbeing and needs to take swift 
safety precautions to protect pupils, staff and others. 
 
Lockdown may be instigated in the following instances: 
 

●​ A reported incident/civil disturbance in the local community   
●​ An unauthorised person/intruder is on school premises  
●​ A warning regarding a risk locally of air pollution (e.g. smoke, gas, chemical spillage)  
●​ A major fire in the vicinity of the school 
●​ Domestic breakdowns – attempted abduction of children by estranged parties. 

Instances where a person becomes a threat to the wellbeing of others which can  
include persons known to the school  

●​ An extreme weather event 
●​ The close proximity of a dangerous animal roaming loose  
●​ Any event with the potential to pose a risk to pupils, staff and others within the school 

 
 
2. Response to threat 
 
Should a threat be made to the school, the Head Teacher or a member of the senior 
leadership team (SLT) in her absence will be contacted immediately. If it is decided that the 
Lockdown is the appropriate action, the Lockdown alarm will be activated. The Head 
Teacher or SLT will instruct a member of the school office to contact the police and other 
emergency services as required.  Management of the situation will depend on the 
circumstances presented and will be under guidance from the emergency services. 
 
Blue Lockdown alarm call points are situated in the staff room, downstairs Jubilee Building, 
school office and Outdoor Learning Centre.     
 
 
3. Actions on hearing the Lockdown alarm  
 
Staff will:  

●​ Escort pupils into the nearest classroom or room, if they are in the main hall, 
corridors or outside the building  

●​ Remain in their classroom and ensure that all pupils are accounted for.  Staff will 
ensure that any pupils in the nearby toilet return to the nearest classroom 

●​ Lock their classroom doors and shut windows 
●​ Close window blinds 
●​ Sit low (on the floor if possible) and quietly with pupils, away from windows and doors 
●​ Make pupils and adults aware of exit points in case of the refuge area becoming 

unsafe 
●​ Set their walkie talkies and mobile phones to silent mode and check for updates 
●​ Turn off lights 
●​ Await instructions via internal communication systems 
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Please note that if all children are assembled together in the hall, SLT will decide on the 
appropriate action.  Staff who are with pupils in the Jubilee Building, Outdoor Learning 
Centre or mobile unit should ‘lockdown’ there and contact the class teacher to confirm who is 
present. 
 
The ‘all clear’ will be given by the Head Teacher or SLT via internal communication systems.  
Pupils will not be moved until the refuge area becomes unsafe or ‘all clear’ is given. 
 
Kitchen staff will lock all entry doors and assemble in the kitchen office. 
 
Office staff will close all blinds, lock the door and remain in the school office, sitting low and 
away from windows.  
 
Premises staff will lock all possible external doors and go to the nearest room. 
 
 
4. Communication 
 
In the event of a Lockdown, parents and carers will be notified as soon as it is reasonably 
practical to do so, via email or text.  
 
Parents and carers should not attempt to call or come to the school, as this may hinder the 
school’s effort to contact and work with the emergency services. Parents and carers should 
not discuss the event on social media, as this may spread false information and create 
panic.  
 
Parents and carers should wait for the school to contact them with details on when it is safe 
to collect pupils and where to collect them. 
 
 
5.Monitoring and review 
 
The Site Manager is responsible for monitoring these procedures and amending them 
accordingly, following incidents or concerns.  
 
The procedures will be reviewed annually.  
 
Due regard is given to the following policies:  

●​ Staff Code of Conduct  
●​ Emergency Plan & Critical Incidents  
●​ Health & Safety   
●​ Safeguarding & Child Protection  
●​ Safer Recruitment   
●​ Whistleblowing  
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6. Letter to parents/carers 
 
Dear Parent or Carer, 
 
Re: Emergency Lockdown Procedure 
 
We take safeguarding and safety very seriously at Dulverton. 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 our Emergency Lockdown Procedure.  I am 
writing to inform you that our initial practice of this procedure is on Monday 9th December at  
11.20 am. 
 
What is an Emergency Lockdown and when would we carry it out? 
 
A Lockdown Procedure is a standard health and safety procedure, similar to a fire drill.  
Our Lockdown Procedure would be used when there is a threat to the safety of pupils, staff 
and others in the school, and when it is safer for everyone to remain in school than 
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 terrorism  

 
Our Procedure 
 
Our Lockdown Procedure is as follows:  
 
A notification to all staff to ‘Lockdown’ will be in the form of the activation of the lockdown 
alarm.  The Head Teacher or member of senior leadership in her absence will instruct a 
member of the school office to contact the police and other emergency services as required. 
 
Staff will escort pupils to the nearest classroom or room, if they are in the main hall, corridors 
or outside the building.  If they are in a classroom, room or office, staff and pupils will remain 
there.  Staff will ensure that all pupils are accounted for. 
 
Staff will lock classroom doors, shut windows and close blinds.  They will instruct pupils to sit 
low and quietly, away from doors and windows. 
 
Instructions for parents and carers 
 
In the event of a Lockdown, parents and carers will be notified as soon as it is reasonably 
practicable to do so, via text or email.  
 
Parents should not attempt to call or come to the school, as this may hinder the school’s 
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effort to contact and work with the emergency services. Parents and carers should not 
discuss the event on social media, as this may spread false information and create panic.  
 
Parents and carers should wait for the school to contact them with details on when it is safe 
to collect pupils and where to collect them. 
 
Prior to our drill, staff will take time to talk to pupils about lockdown procedures and explain 
why they are important. They will reassure pupils after the drill that they are safe, and will 
emphasise that practising procedures like this will make sure the school remains a safe 
place to learn. 
 
We must stress again that this is simply a practice, so that in the unlikely event of such a 
situation, our pupils and staff are fully prepared. 
 
If you or your child have any further concerns or questions, please do not hesitate to contact 
Mrs Herbert or Miss Beale via the school office. 
 
Yours faithfully, 
 
 
Mrs Herbert 
 
Head Teacher 
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