
  Shavington Academy Lockdown Procedure 

 

The aim of a ‘lockdown’ procedure is to minimise the disruption to the learning environment 

whilst ensuring the safety of all pupils and staff in the event of an external or internal incident. It 

should be seen as a sensible and proportionate response and judged to be the most appropriate 

action in the circumstances. 

Lockdown will operate in the event of any number of situations, but some of the more likely are: - 

 An intruder on the school site who poses a potential safety risk to pupils and staff. 

 A warning being received regarding a risk locally or air pollution (e.g. gas cloud, smoke or 

chemical pollution). 

 A major fire in the vicinity of the school. 

 A reported incident/civil disturbance in the local community that could pose a potential 

risk to staff and pupils. 

 The report of a dangerous animal in the vicinity of the school (e.g. dog). 

Staff will be alerted to the lockdown procedure by the sounding of the ‘lockdown’ bell, which is 

situated in the administrative office. This will be used at the discretion of a member of the Senior 

Leadership Team. If the emergency services need to be notified, the Senior Leadership Team will 

take advice from them regarding the best course of action with regard to the prevailing threat. 

Staff and pupils will be aware of the differing sounds of ‘Lockdown’ and ‘Evacuation’ through 

regular drills. 

Partial lockdown should be seen as a precautionary measure which puts the school in a state of 

readiness should the situation escalate but that retains a degree of normality. It will be notified by 

a double sounding of the lockdown bell.  

This may be used for situations such as: a risk of air pollution in the vicinity; a reported local 

incidence or civil disturbance which may pose a risk to the safety of pupils and staff in the school. 

 Staff are alerted by the recognised signal, audible throughout the school. 

 All outside activity will be curtailed, with staff moving any pupils involved into the main 

building.  

 Free movement may be permitted within the building dependent upon the specific 

circumstances. 

 Staff should notify the reception or main office of any missing pupils or staff that they 

know of by using e-mail if possible. Phone lines should only be used as a last resort to avoid 

blocking emergency calls to outside agencies. 

 Staff should encourage pupils to stay calm. 

 As appropriate the school should contact the emergency services as soon as possible. 

 If necessary the school should contact the Local Authority using the ‘school emergency’ 

number. 

 Staff should endeavour to keep e-mail contact open and await further instructions.  



 Pupils will not be released to until the ‘lockdown’ bell re-sounds, with one long ring or 

advised by a member of SLT. 

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

Full lockdown may be used when a situation has escalated or for example where the following 

may have occurred: an intruder on the school site with the potential to pose a threat to pupils or 

staff; a dangerous dog loose on the premises. It will be notified by five rings of the lockdown bell. 

 Staff are alerted by the recognised signal, audible throughout the school. 

 Pupils outside the building should be brought into the nearest entrance to the building as 

soon as possible.  

 Those inside the school building should remain in their classrooms, away from windows 

and doors, which should if possible be locked. All windows and blinds should be closed. 

 Staff should notify the reception or the main office of any missing pupils or staff that they 

know of by using e-mail if possible. Phone lines should only be used as a last resort to avoid 

blocking emergency calls to outside agencies. 

 Staff should encourage pupils to stay calm. 

 As appropriate the school should contact the emergency services as soon as possible. 

 If necessary the school should contact the Local Authority using the ‘school emergency’ 

number. 

 Staff should endeavour to keep e-mail contact open and await further instructions.  

 Pupils will not be released to until the ‘lockdown’ bell re-sounds with one long ring or 

advised by a member of SLT. 

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

The Senior Leadership Team will decide when and how to inform parents. No child will be released 

to parents during a lockdown alarm. 
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