Llanedeyrn Lock Down Policy and Procedures
Primary School

On very rare occasions it may be necessary to seal off or ‘lockdown’ the
School so that it is not able to be entered from the outside. A lockdown may
be implemented when there is a serious security risk 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.

Notification of Lockdown

Staff will be notified lockdown procedures are to immediately take place by verbal
communication - Please Initiate Lockdown. The Headteacher or Deputy Headteacher will
alert staff members in Nursery and Reception, and the Office. The Office will alert SRBs,
Years 1-6 including Intervention Rooms.

Procedures

1. The Announcement via telephone or by staff member in person will activate a
process of pupils being ushered into the School building if on the grounds as
quickly as possible and the locking of the School’s offices, connecting doors and all
outside doors/ shutters where it is possible to remain safe.

2. At the given signal, the pupils remain in the room they are in and the staff will
ensure the windows and doors are secured where possible, and pupils are
positioned away from possible sightlines from external windows/doors. Lights,
Smartboards and computer monitors are to be turned off.

3. Pupils or staff not in class for any reason will proceed to the nearest occupied
classroom. They will remain with that class and class teacher, for example, pupils
using toilets when the alarm is raised. The School Hall may be best placed to
accommodate pupils and staff if lock down takes place at lunch/ break times.

4. Aregister should be taken and, if practicable, staff should notify the
administrating staff that they have entered Lockdown and the names of those

pupils not accounted for. This can be done with the internal telephone system — or
in person if in the Hall.

5. NO ONE SHOULD MOVE ABOUT THE SCHOOL.

6. Staff to support pupils in keeping calm and quiet.




7. Staff to remain in lockdown positions until informed by key staff: Headteacher,
Deputy Headteacher or a member of the Senior Leadership Team, Chair of
Governors or Administration staff, in person, that there is an all clear.

Staff Roles
1. Headteacher or Deputy Headteacher makes announcement via telephone system.

2. Administration staff ensures that their office is locked and appropriate emergency
service and LA Silver Officer called. Designated staff member to secure the rear
door onto the play yard, via thumb turn.

FOR POLICE DIAL: 999
FOR SILVER OFFICER DIAL: 02920 872 997

3. Headteacher, Deputy Headteacher or administrative staff member locks the
School’s front doors and entrances. Keys are held by the Headteacher, Deputy
Headteacher and Estates Manager.

4. Main School gates remain closed. Locking gates may obstruct or delay
Emergency Services. Staff with access to keys must be available.

5. Individual staff to close and lock, where possible, the classroom door and
windows. For classrooms with external exit doors, staff must secure the external
door by turning the thumb turn. Where doors are push bar to open, theses doors
remain secured, until opened from the inside.

Communication with Parents and Carers

= |f necessary, and when possible, parents and carers will be notified as soon as it is
practical to do so via the School’s established communication network - Teachers
to Parents;

= Depending on the type and severity of the incident, parents and carers 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 and carers during a lockdown;

= Parents and carers will be asked not to call School as this may tie up emergency
lines;

= |f the end of the day is extended due to the lockdown, parents and carers 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 and carers will be sent home at the earliest opportunity
following any serious incident to inform parents and carers of the context of the
lockdown and to encourage parents and carers to reinforce with their children the
importance of following procedures in these very rare circumstances.




Partial Lockdown

Partial lockdown is a precautionary measure but puts the School into a state of readiness
whilst retaining a degree of normality should the situation escalate.

In some situations, only a partial lockdown will be required. This may be as a result of a
reported incident or disturbance in the local community with the potential to pose a risk
to staff and pupils in the School. It may also be a result of a warning being received
regarding the risk of air pollution, etc. In this instance, the same signal —an
announcement via the internal telephone system and verbal communication - will be
made, for example, keep all windows closed, pupils are to remain within the building.

Perimeter Lockdown

If the School receives information about a potential external threat, the Headteacher or
Deputy Headteacher may decide to initiate the perimeter lockdown.

Initiation of the Lockdown:
= An announcement is made via the School’s phone tannoy system, and/or other
communication channels, such as email, to inform all staff and pupils of the
lockdown.

Securing the Perimeter:

= All exterior doors and windows are immediately locked to prevent unauthorised
entry;

= Staff members assigned to security roles monitor entry points and patrol the
perimeter of the School. This will be Senior Staff and the Estates Manager if on
site;

= Signs may be posted on doors and windows to inform visitors that the School is in
lockdown and no one can enter or exit. However, this will only take place if there
is no imminent threat to staff near the gates.

Internal Communication and Activities:

= Teachers and Learning Support Assistants are instructed to keep pupils inside
classrooms or the School’s buildings, and continue with normal activities as much
as possible to maintain a calm environment;

= Qutdoor classroom doors are locked, and teachers take attendance registers to
ensure all pupils are accounted for;

= Staff members not supervising pupils may assist in monitoring playgrounds and
outside areas and ensuring that all doors and windows remain secured.

Monitoring and Assessment:
= The School administration remains in constant contact with local law enforcement
and other relevant authorities to receive updates on the external threat;
= Security cameras and other monitoring systems are checked regularly to ensure
there are no breaches of the perimeter;
= The situation is continually assessed to determine if further action is needed, such
as escalating to a full lockdown.




Communication with Parents and Carers:

» Parents and carers are notified of the lockdown via texts and / or emails, providing
them with information about the situation and reassurance that their children are
safe;

= Instructions may be given regarding pupils’ pickup procedures if the lockdown
extends to the end of the school day or if there is a need for early dismissal.

Lifting the Lockdown:
= Once law enforcement and school officials determine that the threat has been
neutralised or is no longer present, the decision to lift the lockdown is made;
= An announcement is made to inform staff and pupils that the lockdown is over,
and normal activities can resume;
= Exterior doors and windows are unlocked, and normal entry and exit procedures
are reinstated.

Post-Lockdown Debriefing and Evaluation:
= A debriefing session is conducted with staff to review the lockdown process,
discuss what went well, and identify any areas for improvement;
= Feedback is gathered from pupils, parents and carers, and law enforcement to
enhance future lockdown procedures;
= Necessary adjustments to the School’s Emergency Response Plan are made based
on the evaluation.

Internal Lockdown — 1

Threat Identification:
= Monitor potential threats through a combination of internal reports from staff,
pupils, etc. and external alerts from law enforcement or community notifications;
= Establish clear criteria for what constitutes a threat requiring a lockdown e.g.,
active shooter, armed intruder, violent incident nearby.

Announcing the Lockdown:
= Aclear, concise announcement script that includes the lockdown code/phrase,
instructions to remain calm, and actions to take is given to administrative staff and
SLT;
= administrators and key staff to use communication devices — phone tannoy
system, for rapid dissemination of the lockdown alert.

Securing the Building:
= Locking Down Classrooms and Offices

o Staff immediately lock classroom doors, turn off lights, close
blinds/curtains, and instruct pupils to move to a designated safe area;

o Use door barricades or additional locking devices if available to enhance
security;

o Display a pre-arranged sign on the door to indicate the room is secure e.g.,
a color-coded card system.

= Hallways and Common Areas:
o Staff in hallways escort pupils and individuals in common areas to the
nearest secure room;




o Designated staff members to check and secure toilets, the Halls, and other
common spaces;
o Implement a buddy system for staff to ensure no area is overlooked.

Communication and Coordination

Internal Communication:

Use a predefined emergency communication network (intercom, radios, secure
messaging apps) to keep staff updated.

Assign specific roles: one person to monitor external communications, one to coordinate
with law enforcement, and others to maintain internal order.

External Communication:

Establish a direct line of communication with local law enforcement to receive real-time
updates and instructions.

Notify parents and carers promptly using automated messaging systems (phone calls,
texts, emails), including clear instructions on what to do and not to do (e.g., not rushing to
the school).

Maintaining the Lockdown

Staying in Place:

Emphasise the importance of remaining silent and calm; teachers should engage pupils
quietly (e.g., reading quietly, playing silent games).

Prohibit mobile phone use to prevent the spread of misinformation and maintain silence.

Monitoring the Situation:

Crisis response team continuously communicates with law enforcement and monitors
school security systems (cameras, alarms).

Assign a staff member to monitor social media and news outlets for information that
might impact the lockdown.

Lifting the Lockdown

Clearance from Authorities:

Await explicit clearance from law enforcement before considering lifting the lockdown.
Confirm the all-clear signal through multiple channels - direct communication with law
enforcement, emergency notifications.

Returning to Normal Activities:

Make a calm, clear announcement that the lockdown is lifted, instructing staff to account
for all pupils.

Conduct a headcount to ensure all pupils and staff are safe and accounted for.

Gradually resume normal activities, providing additional support where needed.

Post-Lockdown Procedures
Debriefing and Support:

Schedule an immediate debriefing session with the crisis response team and law
enforcement to review the lockdown’s execution.




Offer counselling and psychological support services for pupils and staff affected by the
lockdown.

Evaluation and Improvement:

Collect feedback through surveys and meetings with pupils, staff, parents and carers, and
law enforcement.

Analyse the feedback to identify strengths and areas for improvement in the lockdown
plan.

Update the lockdown procedures based on lessons learned and new safety protocols.
Share revised procedures with all stakeholders and incorporate changes into future
training and drills.

By providing detailed steps and ensuring thorough preparation, training, communication,
and post-event analysis, schools can effectively implement a whole school lockdown plan
that maximises safety and

Lockdown Drills

Lock down practices will take place a minimum of once a year to ensure everyone knows
exactly what to do in such a situation. Monitoring of practices will take place and
debriefed to staff so improvements can be made.

Parents and Carers will be informed prior to, and after, the Drill. A list of FAQs will be
circulated including pre and post questions and answers.

These shall be recorded on the Lockdown Drill form and submitted to the Health and
Safety Officer. See Appendix A.

Review

This Policy and its procedures will be reviewed annually.

Appendix A
Lockdown Drill

Drills should be conducted to simulate conditions where the School is required to ‘lock-
down’ the building and ensure all pupils, staff and visitors are safe and inside the building.
Lock down procedures are practised ensuring all staff are conversant with the premises
lockdown / in-evacuation procedures and take part in lockdown drills at least once per year.

The responsible person must establish and, where necessary, give effect to appropriate
procedures, including safety drills, to be followed in the event of serious and imminent
danger to relevant persons.

Lockdown drills and practice in-evacuations should not be used to embarrass staff, or
unduly inconvenience people. However, they are crucial in testing local procedures for in-
evacuation and highlighting problem areas which may need addressing — lessons learnt
approach.




Ideally, most people should be aware that a lock down drill is due to take place, in order to
minimise any adverse effects and provide staff with time to ensure they are familiar with
alternative access routes. It may not always be possible to pre-alert everyone.

Debriefs on the effectiveness of the drills should be carried out so that any in-evacuation
procedures can be changed if necessary. This can be achieved by asking staff if there
were any issues or concerns.

Person Responsible Number of Staff Time Taken To

for Drill Involved

Date and Time
In-Evacuate

SIMULATION

(i.e. during
recreational break
times, during lessons
etc.)

SCENARIO

(i.e., pose / practice
different scenarios or
threats, e.g.,
threatening dog on
playground, assailant
within school
reception area etc.)

COMMUNICATION
METHOD USED

[Did it work?]




ASSESS EFFECTIVESS
OF THE DRILL

RECOMMENDATIONS
/ FURTHER ACTIONS
REQUIRED

Question

Frequently Asked Questions (FAQs) — Parent and Carer Guide

Here are some questions that your child might ask you about a Lockdown Drill. By having
these answers ready at home, parents and carers can help children feel prepared and
supported before and after school lockdown drills.

FAQs Before a School Lockdown Drill

Answer

What is a lockdown drill?

A lockdown drill is a practice exercise at
school where pupils and staff in our School
learn how to stay safe in case there is an
emergency. It is like practising for a fire drill
but for a different kind of situation.

Why do we need to have a lockdown drill?

Just like we practise fire drills to know what
to do if there is a fire, lockdown drills help
everyone know what to do if there is
something unsafe near or in the School.
Practising helps keep us safe.

Will anything bad happen during the drill?

No, nothing bad will happen. It isonly a
practice to help you learn what to do, just
like playing a game where you follow rules
to stay safe.




What will | have to do during the drill?

You will listen to your teacher, stay quiet,
and follow instructions like moving to a safe
spot in the classroom. It is important to
stay calm and pay attention.

Can | ask questions during the drill?

Your teacher might ask you to stay quiet
during the drill, but you can always ask
guestions before or after to understand
better.

What if | feel scared during the drill?

Question

FAQs After a School Lockdown Drill

Remember, it is just a practice, and your
teachers and classmates are all working
together to keep safe. You can talk to an
adult afterwards if you feel worried.

Answer

Why do we practise lockdown drills if
nothing bad has happened?

We practise so that if something
unexpected ever happens, we already know
what to do to stay safe. It is like carrying an
umbrella even when it is sunny - you might
not need it, but if it starts raining, you will
be glad you have it!

| felt scared during the drill. Is that ok?

Yes, it is ok to feel nervous or scared
because we are practising something
serious. Talking to a teacher, parent or
carer, or another trusted adult can help you
feel better.

What if | don’t understand why we had to
do something during the drill?

You can ask your teacher or a parent or
carer to explain it to you. It is important to
understand why certain steps are taken so
you feel more comfortable.

What would happen if someone got in to
the School?

Schools work really hard to make sure that
everyone inside stays safe. If someone who
is not supposed to be there comes in, the
staff have special plans to keep everyone
protected. That is why we practise
lockdown drills - to know exactly what to
do to stay safe.

The most important thing is to listen to
your teacher and follow their instructions.
They know how to handle the situation and




will make sure you and your classmates are
taken care of. If you ever feel worried
about this, remember that there are lots of
grown-ups in the School who are there to
protect you. You can always talk to them or
a parent or carer about your feelings.

What would happen if someone got in to
my classroom?

Your teacher has a plan to keep you and
your classmates safe, even if someone
came into the classroom. They have
practised and know exactly what to do in
an emergency.

During a lockdown, the classroom doors are
locked, and everyone is in a safe place, so it
is very hard for someone to get in. But if
they did, your teacher would do everything
they can to protect you, and they might
also call for help.

It is okay to feel worried about this, but
remember: the grown-ups at your School
are trained to handle emergencies and to
keep you safe. You can always talk to your
teacher, a parent or carer, or another
trusted adult if you want to share your
feelings or ask more questions.

How can | stay calm next time?

Try taking deep breaths and reminding
yourself that it is just a practice. Remember
that your teacher is there to keep everyone
safe.

Will we have lockdown drills often?

Schools usually have a few drills each year
to make sure everyone remembers what to
do. Your teacher will let you know when a
drill is coming.

What should | do if | still feel worried about
lockdown drills?

Talk to someone you trust, like your parent
or carer, a teacher, or your friend. They can
answer your questions and help you feel
more confident.




