[image: logo_final_no_words]



Wood Lane Primary School
‘Be the best version of yourself’
2026–2028
Wood Lane Primary School Lockdown Policy and Procedures

1. Purpose and Scope
Purpose of the Policy The purpose of this Lockdown Policy is to establish clear protocols and procedures to safeguard the welfare of all students, staff, and visitors by providing an effective response in cases where a lockdown is necessary due to a threat or emergency. Lockdown procedures are a sensible and proportionate response to any internal or external incident posing a threat. Procedures aim to minimise disruption to learning while ensuring safety. On rare occasions, the school may need to be fully sealed off.
Scope of the Policy applies to all staff, pupils, and visitors. 
Covers full and partial lockdowns caused by chemical spills, dangerous animals, severe weather, or unauthorised access.

1. Definitions
Full Lockdown: Immediate threat (intruder, criminal activity). All doors/windows locked, movement minimised, silence maintained. Partial Lockdown: Less immediate threat (dangerous animal, civil disturbance). Movement may be restricted, teaching may continue, external doors locked.

1. Roles and Responsibilities
	Staff Member
	Responsibilities
	Emergency Contact

	Headteacher
	Decide/initiate lockdown, communicate with emergency services, inform staff, pupils, parents, record actions
	

	Senior Leader
	Escort visitors, communicate with parents
	

	Lockdown Coordinator
	Assist Headteacher, ensure staff awareness, monitor procedures
	

	Teachers & Support Staff
	Bring pupils to safe areas, take registers, maintain calm
	

	Site Manager
	Secure access points
	

	Pupils
	Follow instructions, remain quiet, away from doors/windows
	

	Parents/Carers
	Follow instructions, do not contact/visit
	



1. Lockdown Procedures
Initiation: By Headteacher/Leader. 
Triggered by intruder, dangerous animal, chemical hazard, civil disturbance. Communication: Internal via phones/email/PA; External via Headteacher/Coordinator to parents. 
Access Control: Lock all external doors, internal doors where possible, draw blinds/curtains.
 Safety Measures: Direct pupils/staff to designated safe areas, turn off lights/fans/AC, minimal movement, maintain silence. 
Special Considerations: Support pupils/staff with disabilities, verbal alerts for hearing-impaired.

1. Full Lockdown
Alert: ‘Lockdown’ message, whistle blasts. 
Immediate Actions: 
1. Call emergency services 
2. Pupils/staff stay in safe areas 
3. Lock doors/windows 
4. Close classroom doors, draw blinds, cover glass 
5. Sit quietly, out of sight 
6. Lights/off, laptops hidden but powered 
7. Phones silent
8. Await further instructions 
9. Do not release pupils to parents 
10. Move to alternate safe area if necessary
Fire Alarm During Lockdown: Investigate carefully, evacuate only if fire risk exceeds lockdown risk.

1. Partial Lockdown
Alert: ‘Partial Lockdown’ message, whistle blasts. 
Immediate Actions: 
1. Cease outdoor activity, pupils return to building 
2. Pupils remain in classrooms; staff take registers 
3. Lock external doors/windows 
4. Movement inside allowed unless restricted
5. Await instructions from Headteacher/emergency services 
6. Pupils not released to parents 
7. Office communicates to parents if needed

1. Communication With Parents
· Updates via text/email/Seesaw
· Reassure parents, instruct not to call/visit
· Instructions for collection if lockdown extends beyond school hours

1. Training and Drills
· Staff training at induction and regularly
· Pupils informed during assemblies
· Lockdown drills at least once per term

1. Post-Lockdown Procedures
· Debrief for staff and pupils
· Counselling available
Review and update policy annually or post-incident

Designated Safe Place: 
Name: Audley Community Centre next door to the school building 
Contact: 
Use: Evacuation during gas leak, extended lockdown, or other emergencies
Notes: - Before/After School Clubs follow same procedures 
- Contractors follow their own company procedures outside school hours
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1. Appendices
Lockdown Drill Checklist: 
	Step
	Time
	Signed

	Sound alarm/signal and begin lockdown procedure
	
	

	Dial 999 and alert emergency services
	
	

	Direct all children, staff, parents/carers and visitors to the nearest safe place (this may be dependent on what and where the risk is)
	
	

	Account for pupils, staff and visitors using registers
	
	

	Secure rooms by locking doors and windows, and take action to increase protection as set out in the plan
	
	

	Close blinds and curtains
	
	

	Turn off the lights, fans and/or mobile air conditioning units
	
	

	Direct all children, staff, parents/carers and visitors to hide, including under desks and away from windows
	
	

	Stay as silent as possible – put any mobile phones on silent 
	
	

	Make sure everyone is aware of an exit point in case an intruder gains access
	
	

	If possible, check and search for missing or injured pupils, staff or visitors
	
	

	Keep doors and windows locked shut and remain inside until the all clear has been given, or until you’re told to evacuate by the emergency services
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