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William Austin Junior School 

 

Policy for Lockdown 
 

All schools should consider the need for robust and tested school lockdown procedures. 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 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. Lockdown procedures may be activated in 

response to any number of situations, but some of the more typical might be: 

 

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

 A reported incident/civil disturbance in the local community (with the potential to pose a risk to staff and pupils 

in the school) 

 A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud etc.)  

 A major fire in the vicinity of the school 

 The close proximity of a dangerous dog roaming loose 

 An aggressive or threatening adult 

 

There are two types of lockdown: partial and full.  

 

 

Partial Lockdown 
 

A partial lockdown is where the threat is outside the school perimeter/main building. 

 

A ‘partial lockdown’ may also be activated as a precautionary measure, but retains a degree of normality whilst 

putting the school in a state of readiness should the situation escalate. 

 

The Partial Lockdown will only be instigated by a member of the Senior Management 

Team 
 

Alert to staff: This will come through verbal communications from the Senior Management Team. 

 

Procedures: 

 Premises staff to check that all gates are locked (as normal) 

 All outside activity to cease immediately; staff and pupils should return to the main building (lessons in the 

huts will stop and pupils will be returned to their original classrooms) 

 Staff are to remain within their classrooms/other teaching areas 

 Staff to conduct a head count and report any missing pupils to the office 

 Children are to remain in their classrooms or teaching areas and should not be allowed to leave (to go to the 

toilet) without adult supervision 

 Children may not be allowed to leave the building, through their normal exit points (e.g. home time, home 

dinners unless partial lockdown is over) 

 Lessons will carry on as normal (music & PE to be taught in classrooms) 

 Lunch will be as normal, but no outside play 

 At any point during the lockdown, the fire alarm may sound which is a cue to evacuate the building 

 Staff may not leave site whilst a partial lockdown is in progress 

 Staff who are off site with pupils will be contacted by mobile phone and told to stay off site until lockdown 

has ended 
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Staff Roles: 

 The Headteacher, or a member of the Senior Management Team will be called to assess and then solve the 

issue at hand 

 If required, further decisions may be made; 

o Emergency services are called 

o Full lockdown is activated  

o Bomb/fire procedures are activated  

 

Full Lockdown  

A full lockdown will be activated when the threat or intruder is inside of the school building/perimeter or where 

there is an escalation of a partial lockdown.  

 

The aim of a full lockdown is for the school and its rooms to appear empty. 

 

Alert to staff: This will come through the sounding of an alarm which is a long pulse sound (different from the fire 

alarm which is like a fire engine sound). 

 

This signifies an immediate threat to the school.  

 

The Lockdown can only be instigated by a member of the Senior Management Team 
 

Procedures: 

1. Premises staff will ensure that all outside gates are UNLOCKED 

2. Office staff will remain in the office and lockdown, closing blinds and locking internal doors. They will phone 

999 

3. Pupils should remain in the room they are in and the staff will ensure the windows and fire doors are closed 

and the blinds lowered. Staff should lock the classroom door with the lockdown key - KEYS TO BE LEFT IN 

DOORS  

4. Pupils must be positioned away from possible sightlines from external/internal windows and doors and are 

under their desks 

5. Lights, Smart boards and computer monitors should be turned off 

6. Pupils or staff not in class will proceed to the nearest occupied classroom and remain with that class e.g. 

pupils using toilets when siren goes 

7. Staff to support pupils in keeping calm and quiet 

8. Staff to remain in lockdown positions until informed by the Headteacher, Deputy Headteacher, or Assistant 

Headteachers using a phrase/password 

9. If the fire alarm sounds during a full lockdown it is to be ignored unless smoke or flames are directly visible 

and pose an immediate threat to your location 

10. As soon as the lockdown has ended, all staff are to return to their base classrooms and conduct a head count 

and notify the office immediately of any pupils not accounted for 

 

Teach pupils and use the CLOSE procedure:  

 

 Close all windows and doors 

 Lock up 

 Out of sight and minimise movement 

 Stay silent and avoid drawing any attention 

 Endure. Be aware that you may be in Lockdown for some time 

 

No one other than the Headteacher, Deputy Headteacher, Assistant Headteachers and 

Premises staff should move around the school – if it is safe to do so 
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Staff Roles: 

 Staff on PPA in the staffroom to move to Mars’ classroom 

 Staff who are on lunch in the staffroom should go into the hall and help pupils go back to their own 

classroom 

 The class in the Sports Hall or main Hall should move into the Lower and/or Upper Workroom 

 The class on the field/ playground should move into any hut and lockdown 

 Classes in the huts should stay inside and lockdown 

 Catering Staff to lock the back door to the kitchen, close the shutters and turn off the lights 

 

 The Headteacher will ensure lockdown is completed in the Y3 classes - if safe to do so 

 The Deputy Headteacher will ensure lockdown is completed in Y6 classes- if safe to do so 

 The Assistant Headteacher will ensure lockdown is completed in the Y5 classes - if safe to do so 

 The Assistant Headteacher will ensure lockdown is completed in the Y4 classes - if safe to do so 

 On completion SMT will inform each other via their walkie-talkie using the phrase- Lockdown Complete and 

then ending with their area. They will then lock down in the nearest, most appropriate place 

 The Headteacher should notify the following people:  

 Service Director for Education Support Challenge and Intervention 548007/07825 552920 

 Corporate Health and Safety Advisor 548042/07826891425 

 Council First Responder on Duty  546072 

 

The Headteacher will make the decision when the lockdown is complete  
 

Communication between parents and the school: 

School lockdown procedures, especially arrangements for communicating with parents, will be routinely shared with 

parents either by newsletter, via the school website or parent mail. 

 

In the event of an actual lockdown, any development is communicated to parents as soon as is practicable. It is 

obvious that parents will be concerned but regular communication of accurate information will help to alleviate 

undue anxiety. 

 

Parents will 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 

 Do not need to contact the school. Calling the school could tie up telephone lines that are needed for 

contacting emergency providers 

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

 Wait for the school to contact them about when it is safe for them to come and collect their children, and 

where this will be from 

 

The communication with parents/carers, as part of the plan, needs to reassure parents that the school understands 

their concern for their children’s welfare and that everything that can possibly be done to ensure children’s safety will 
be done. However, it may also be prudent to reinforce the message: 

‘The school is in a full lockdown situation. During this period the switchboard and entrances will be un-manned, 

external doors locked and nobody allowed in or out.’ 
 

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 – website/ email / telephone/ text message 

 Depending on the type and severity of the incident, parents may be asked NOT to collect their children from 

school as it may put them and their child at risk 

 Pupils will not be released to parents during a lockdown 

 Parents will be asked not to call school as this may tie up emergency lines 

 If the end of the day is extended due to the lockdown, parents will be notified and will receive information 

about the time and place pupils can be picked up  
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 A letter to parents will be sent home following any serious incident to inform parents of context of lockdown 

and to encourage parent to reinforce with their children the importance of following procedures in these 

very rare circumstances. This will be completed as soon as possible 

 

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! 

 

Procedures: 

 On receipt of a “bomb threat” – alert a member of the Senior Management Team who will then immediately 

dial 999 and police will respond 

 You should always consider their advice before a decision is taken to close or evacuate 

 If the site requires full evacuation, staff and children from William Austin Junior School will promptly leave 

the building and go to the furthest point of the school field, or closest school 

 All staff and children will wait until they are either allowed back into the school building or be dismissed to 

parents 

 

All staff will follow the same procedures for a fire alarm: 

 

 All staff will marshal the pupils out of the building to their muster points on the Upper and Lower 

Playgrounds 

 Fire Wardens will check their areas and report to the Head teacher on the Upper Playground 

 Office Staff will ensure that all visitors have been accounted for, they will hand paper registers to class 

teachers on both playgrounds 

 The Headteacher will receive cards from the Fire Marshalls, note which areas have not been checked (if 

any), be responsible for the pupils on the Upper Playground and check that all pupils have been accounted 

for 

 The Deputy Headteacher will be responsible for the pupils on the Lower playground and check that all pupils 

have been accounted for 

 On completion they will inform others via their walkie-talkie using the phrase- ‘Evacuation Complete’  
 

This policy will be monitored and reviewed by the Governors on an annual basis. 

Policy updated:   March 2020 

  

Staff responsible: Headteacher 

 

This policy was ratified by the Governing body/Local Authority on:  

 

 

Signed on behalf of the Governing Body/Local Authority: __________________________________(signature) 

 

 

      __________________________________(printed) 

        

 

 
 

 


