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School Lockdown Procedure Policy

The Green Room School is committed to safeguarding and promoting the welfare 
of children and young people and expects all staff and volunteers to share this 

commitment.
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Scope
Procedures cover each school premises (including the grounds)

Purpose of procedures
1. Lockdown procedures should be seen as a sensible and proportionate response to 

ensure the safety and well being of all staff, pupils, volunteers and other persons who 
are in the property if an external or internal incident which has the potential to pose a 
threat to the safety of staff and pupils in the school. 

2. Procedures should aim to minimise disruption to the learning environment whilst 
ensuring the safety of all pupils and staff.

3. Lockdown procedures may be activated in response to any number of situations, but 
some of the more typical might be:

• A reported incident/civil disturbance in the local community (with the potential to pose a 
risk to staff and pupils in the school)
•An intruder on the school site (with the potential to pose a risk to staff and pupils).
•Act of terrorism or weapons attack
•A warning being received regarding a risk locally, of air pollution (smoke plume, gas 
cloud etc) or chemical, biological or radiological contaminants.
• A major fire in the vicinity of the school.
•Assault on staff or pupils

Each person’s primary responsibility in the event of a lockdown alarm being sounded is to 
their own safety. No person should deliberately or recklessly endanger themselves in an 
attempt to follow these procedures or save the lives of others.       
       
Types of Lockdown
The Green Room School has two types of lockdown; ‘partial’ and ‘full’.

1. Partial Lockdown Alert to staff: ‘Partial lockdown’
In a partial lockdown staff and pupils should remain in the school building and all doors 
leading outside should be locked. No one should be allowed to enter or leave the building; 
however teaching and work can continue as usual. This may be as a result of a reported 
incident / disturbance in the local community with the potential to pose a risk to staff and 
pupils in the school. It may also be as a result of a warning being received regarding the 
risk of air pollution, etc.
     
Immediate action

•All outside activity to cease immediately, pupils and staff return to building. Staff  
communicate the alert to rest of school via Green Room Whatsapp and stay in contact 
throughout. 
•All staff and pupils remain in building and external doors and windows locked.
•Free movement may be permitted within the building dependent upon circumstances.
•In the event of an air pollution or chemical, biological or radiological contaminants issue, 
air vents, fans, heating and air conditioning systems should be closed or turned off. Use 
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anything to hand to seal up all the cracks around doors and any vents into the room.
• Staff should await further instructions from the Head of School

A ‘partial lockdown’ may be a precautionary measure, but puts the school in a state of 
readiness (whilst retaining a degree of normality) should the situation escalate.
Emergency Services will advise as to the best course of action in respect of the prevailing 
threat.

2. Full Lockdown Alert to staff: ‘Full lockdown’

This signifies an immediate threat to the school and may be an escalation of a partial 
lockdown. The aim of a full lockdown is for the school and its rooms to appear empty.

Immediate action - Run, Hide, Tell as advised by Counter Terrorism Policing Guidance.
If safe to do so, and depending on the reason for the lockdown, the best option is to run to 
a place of safety. If this is not possible:

•All pupils/staff stay in their classroom or move to the nearest classroom.
•Office staff should remain in their office.
•External doors locked. Classroom doors locked where possible
•Windows locked, blinds drawn, internal door windows covered (so an intruder cannot
see in).
•Pupils/staff sit quietly out of sight and where possible in a location that would protect
them from gunfire (bullets go through glass, brick, wood and metal. Consider locations
behind substantial brickwork or heavy reinforced walls).
• Lights, chromebooks, iPads and computers turned off.
• Mobile phones turned off onto silent so they cannot give away your position but still be
used to call for help or communicate with staff/ emergency services..
• A register to be taken of all pupils/staff in each classroom/office and communicated via
Greenroom Whatsapp
•Staff should await further instructions from Head of School

Staff and pupils remain in lock down until it has been lifted by The Head of School or 
emergency services. At any point during the lockdown, the fire alarm may sound which is a 
cue to evacuate the building.

During the lockdown, staff will keep agreed lines of communication open (Green Room 
Whatsapp)  

School Lockdown Plan
Lockdown Manager: GRW - Richard Allen, GRK - Danielle Haxby
When running is not an option or the correct response, the lockdown manager (plus 
deputies in their absence) will initiate, manage and conclude the lockdown. They will also 
communicate with emergency services.  
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•Staff are alerted to the activation of the plan by a recognised signal, audible throughout
the school - One long blast on the fire horn
•AT GRK - The use of the fire alarm (three short blasts) should be avoided to reduce the
incorrect response to an incident.
•Pupils/staff/visitors/ volunteers who are outside of the school buildings should be brought
inside as quickly as possible.
•Those inside the school should remain in their classrooms or proceed directly to the
nearest classroom.
•All external doors and, as necessary, windows are locked (depending on the
circumstances, internal classroom doors may also need to be locked).
•Blinds/curtains drawn and windows on internal doors covered.
•Once in lockdown mode, staff should notify the office immediately of any pupils/staff
or visitors not accounted for and any additional pupils/staff in their classroom via Green
Room WhatsApp.
•Staff should encourage the pupils to keep calm.
•As appropriate, the Head of School should establish communication with the Emergency
Services as soon as possible
•If necessary, parents should be notified as soon as it is practicable to do so via the
school mobile.
•Pupils must not be released to parents during a lockdown.
•If it is necessary to evacuate the building, the fire alarm will sound. ( three short blast on
fire horn - See Emergency Fire Evacuation Policy)
•For People With Special Needs - Mobility Visual or Hearing Impairment: A responsible
member of staff will be escort those who need assistance to a place of safety, to
evacuate the building or to the assembly point.

Staff’s understanding is regularly checked with training refreshers during inset training. A 
lockdown drill is undertaken at least once a year and thoroughly debriefed to monitor the 
effectiveness of our arrangements. (Please see Lockdown Drill Form and Training Register 
in the Fire Folder. Parents are notified of our lockdown policy as it is available on our 
website.

Communication between parents and the school
In the event of an actual lockdown, any incident or development is communicated 
to parents as soon as is practicable. Parents concerns will be aleviated by regular 
communication of accurate information.

Parents will be given enough information about what is happening 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 required for contacting emergency support providers.
•Do not come to the school. They could interfere with emergency support provider’s
access to the school and may even put themselves and others in danger.
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•Wait for the school to contact them about when it is safe to collect their children, and 
where this will be from.
•Are aware of what will happen if the lockdown continues beyond school hours.
•Should parents present at the school during a lockdown under no circumstances should 
members of staff leave the building to communicate directly with them.

Emergency Services
Lines of communication will be kept open with Emergency Services as they are best 
placed to offer advice as a situation unfolds. The school site may or may not be cordoned 
off by Emergency Services depending on the severity of the incident that has triggered 
the lockdown. Emergency Services will support the decision of the Head of School with 
regarding the timing of communication to parents.
       
In the event of a prolonged lockdown or more severe scenario, emergency services, 
local authorities and voluntary sector organisations will work together to co-ordinate 
practical and emotional support to those affected by any emergency, also referred to as 
humanitarian assistance. A reception centre for friends and family could be set-up outside 
of the cordoned area. 
      
          
   
  
This policy is approved by the Head of The Green Room School 

Date

Head of School




