
‘…those who hope in the LORD will renew their strength.  

They will soar on wings like eagles; they will run and not grow 

weary,  

they will walk and not be faint.’  Isaiah 40:31 
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As part of our Health and Safety policies and procedures the school has a Lockdown Policy. On 
very rare occasions it may be necessary to seal off the school so that it is not able to 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 is a serious security risk to 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. 
 
Lockdown procedures can also be known as ‘sheltering in place’, and this may be a more suitable 
term to use with pupils. 

1. Partial Lockdown  
 
Alert to staff: ‘Partial lockdown’  
In a partial lockdown staff and pupils should remain in the school building and all doors leading 
outside should be locked. No one should be allowed to enter or leave the building; however teaching 
and work can continue as usual. 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 building. This is for all 
staff.  

 All staff and pupils remain in building and external doors and windows locked.  

 Free movement may be permitted within the building dependent upon circumstances.  

 In the event of an air pollution or chemical, biological or radiological contaminants issue, air 
vents, fans, heating and air conditioning systems should be closed or turned off.  

 Use anything to hand to seal up all the cracks around doors and any vents into the room – 
you aim to minimise possible ingress of pollutants.  

 Staff should await further instructions.  

 

All situations are different. Once all staff and pupils are safely inside, senior staff will conduct an 
ongoing and dynamic risk assessment based on advice from the Emergency Services. A ‘partial 
lockdown’ may also be a precautionary measure, but puts the school in a state of readiness (whilst 
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retaining a degree of normality) should the situation escalate. Emergency Services will advise as to 
the best course of action in respect of the prevailing threat. 
 

2. Full Lockdown  
 
Alert to staff: ‘Full lockdown’ e.g. short bursts of air horn 
 
This signifies an immediate threat to the school and may be an escalation of a partial lockdown. 
The aim of a full lockdown is for the school and its rooms to appear empty.  
 
Immediate action  
These signals will activate a process of children being ushered into the school building if on the 
playgrounds as quickly as possible and the locking of the school’s offices, fob connecting doors and 
all outside doors where it is possible to remain safe. Office staff should remain in their office. Staff 
in PPA room to lock down in this room. Catering Staff to lock back door to kitchen and turn off lights. 

 At the given signal the children remain in the room they are in and the staff will ensure the 
windows and doors are closed/locked and screened where possible and children are 
positioned away from possible sightlines from external windows/doors. Any internal door 
windows covered. Lights, Smart boards and computer monitors to be turned off. 

 Children or staff not in class for any reason will proceed to the nearest occupied classroom 
and remain with that class and class teacher e.g. children using toilets when siren goes. If 
practicable staff should notify the front office by phone that they have entered lockdown and 
those children not accounted for. 

 A register to be taken of all pupils/staff in each classroom/office.  

 Staff should encourage the pupils to keep calm.  
 Pupils/staff sit quietly out of sight and where possible in a location that would protect them 

from gunfire (bullets go through glass, brick, wood and metal. Consider locations behind 
substantial brickwork or heavy reinforced walls).  

 Mobile phones turned off (or at the least turned onto silent so they cannot give away your 
position) 
 

NO ONE SHOULD MOVE ABOUT THE SCHOOL 
 Staff should await further instructions.  

 

Staff and pupils remain in lock down until it has been lifted by a senior member of staff/emergency 
services. As soon as possible after the lockdown teachers return to their base classrooms and 
conduct a roll call and notify the office immediately of any pupils not accounted for. 
 
If at any point during the lockdown the fire alarm sounds the member of staff who is aware of the 
fire must contact the office who will silence the alarm on the control panel unless notified by a staff 
member that there is a fire. On hearing the fire alarm restart the normal fire evacuation routines will 
be followed to evacuate the building.  
 
During the lockdown, staff will keep agreed lines of communication open but not make unnecessary 
calls to the central office as this could delay more important communication. Examples of discreet 
communication channels might be an internal e-mail system, they could access their account and 
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await further instruction. In practical terms, staff would need to be familiar with accessing their 
account through a variety of means eg laptop, smartphone or tablet.  
 
 
Communication with parents 
Parents should be given enough information about what will happen so that they:  

 Are reassured that the school understands their concern for their child’s welfare, and that it 
is doing everything possible to ensure his/her safety.  

 Know their child will not be released to them during a lock down, 

 Do not need to contact the school. Calling the school could tie up telephone lines that are 
required for contacting emergency support providers.  

 Do not come to the school. They could interfere with emergency support provider’s access 
to the school and may even put themselves and others in danger.  

 If the end of the day is extended due to the lock down, parents will be notified and will receive 
information about the time and place pupils can be picked up from office staff or emergency 
services. 

 A letter to parents will be sent home on the nearest possible day following any serious incident 
to inform parents of context of the  lockdown and to encourage parents to reinforce with their 
children the importance of following procedures in these very rare circumstances 

 
Further planning 
Ensure visitors/volunteers/peripatetic staff are included in your school lockdown plan. Staff’s 
understanding should be regularly checked with regular training refreshers. A lockdown drill should 
be undertaken at least once a year and thoroughly debriefed to monitor the effectiveness of your 
arrangements. Parents too should know that the school has a lockdown plan and that it will be 
regularly tested. However, it is not advisable to share the school’s full lockdown plan.  
 
It would also be good practice to:  

1. Conduct a number of table top exercises with the senior leadership team to test the 
procedures against various scenarios.  

2. Rehearse lockdown arrangements with all staff and pupils.  
3. Display lockdown drill information in every classroom alongside information relating to fire 

drills. 
 

Guidance 

NaCTSO (National Counter Terrorism Security Office) **Guidance** 
In January 2016, NaCTSO provided the following advice to leaders of schools and other Educational 
Establishments for Reviewing Protective Security. 
 
Bomb threats: Procedures for handling bomb threats: 
Most bomb threats are made over the phone and the overwhelming majority are hoaxes, made with 
the intent of causing alarm and disruption. Any hoax is a crime and, no matter how ridiculous or 
unconvincing, must be reported to the police. 
Be alert, but not alarmed! 
On receipt of a “bomb threat” - Dial 999 and police will respond. You should always consider their 
advice before a decision is taken to close or evacuate. 
 



‘…those who hope in the LORD will renew their strength.  

They will soar on wings like eagles; they will run and not grow 

weary,  

they will walk and not be faint.’  Isaiah 40:31 

   

connect | nurture | aspire | learn | excel | hope 

The Diocese of Canterbury Academies Trust   Diocesan House  Lady Wootton’s Green  Canterbury  CT1 1NQ 

Registered Company No. 9035788 

Additional information: 
 Guidance on receipt of a bomb threat 

http://www.cpni.gov.uk/security-planning/business-continuity-plan/bomb-threats/ 

 Bomb threat checklist 
http://www.cpni.gov.uk/documents/posters%20and%20checklists/bomb-threatchecklist. 
pdf?epslanguage=en-gb 

 

Appendix 1:  Overview Sheet for Staff 

 
 
Kennington CE Academy 
Emergency Procedures  
 
Fire Alarm  
In the event of the fire alarm sounding (which is specify school’s alarm) please leave the school 
buildings by the nearest fire escape route and assemble on the community field.  
 
‘Shelter in Buildings’ Alarm  
In the event of the in school close day, sound, stay indoors, in the room/classroom that you are in. 

If you are outside when this bell sounds, make your way to the community field. .  

Having had a staff only trial, please share with other new staff.  The email of expectations will be 
sent by the site manager annually.  
 

If you are with children it is important to: 

 remain calm  

 reassure them  

 remind them to follow your instructions  
 
 
 
 


