
 

 

 

 

 

 

 

 

06/03/23 

Dear Parent/ Carer, 

The Local Authority has instructed all schools to develop a Lockdown Policy & Procedure. This will work 
very similarly to a Fire Evacuation procedure but requires staff and pupils to come back into the school 
building.  

This is an important procedure for schools, even though the likelihood of such an event occurring is very 
low risk, it ensures all schools are properly prepared.  

There is a very low risk of intruders, stray animals etc entering the school and becoming a hazard for the 
school community. In the unlikely event of an incident occurring the following procedures are in place: 

 All staff wear a whistle on their lanyard and will blow the whistle if pupils, staff and visitors need to 
come back into the building from the outdoor area in an emergency situation. 

 All staff, pupils and visitors will then return to their classrooms, close the door and sit quietly in an 
area away from the door; in the junior building, pupils and staff will sit under tables. 

 The Headteacher and/ or school Clerk will contact emergency services and everyone will remain in 
their positions until the emergency services arrive and confirm it is safe to return to normal working 
routines. 

 The Headteacher will inform everyone verbally when it is safe to return to normal activities.  
 In a real situation, parents would be updated, as soon as it is possible by text. 

We will hold a drill in the next few weeks and staff and pupils will know when the drill is taking place, as 
instructed by the local authority. Teachers will take time to discuss this with pupils and explain what the 
drill will look like before it happens to avoid any unnecessary anxiety- this will be done in an age 
appropriate way.  We will also inform you when the drill is taking place so that you can discuss this with 
your children, if you would like to reassure them and talk it through with them in advance. The guidance 
advises us to carry out a drill once a year. 

It is important to remember that there is a very low likelihood of an incident like this occurring, but as 
instructed by our local authority it is something we have to have in place to further secure our premises 
and the pupils and staff. If you have any questions regarding this please telephone the school and we will 
be happy to answer them.  

Best wishes,    

S. Sharp 
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