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All schools should consider the need for robust and tested school lock down procedures. Lock down 
procedures should be seen as a sensible and proportionate response to any external or internal 
incident which has the potential to pose a threat to the safety of staff and pupils in the school. 
Procedures should aim to minimise disruption to the learning environment whilst ensuring the safety 
of all pupils and staff. Lock down procedures may be activated in response to any number of situations, 
but some of the more typical might be:     

1. A reported incident/civil disturbance in the local community (with the potential to pose a 
risk to staff and pupils in the school);  

2. An intruder on the school site (with the potential to pose a risk to staff and pupils);  
3. A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud 

etc); 
4. A major fire in the vicinity of the school; 
5. The close proximity of a dangerous dog roaming loose.  

The school will need to consider:  

o Staff roles during a lockdown; 
o Access to the school bell controls to raise an alarm in an emergency;  
o Means of internal and external communications - messenger, two-way radios, mobile 

phone, internal e-mail, texts etc;  
o School site plan e.g. the layout of buildings and their proximity to one another. 
o Its own bespoke lockdown procedure  

Communication in the school during lockdown 
 
During the lock down, staff will keep agreed lines of communication open but not make unnecessary 
calls to the central office as this could delay more important communication.  Examples of discreet 
communication channels might be:  

• Headteacher must immediately notify Emergency Services (999) and a Senior Manager in 
Education Service. In an emergency, it is possible to press the emergency alarm connecting 
directly to the Police Service, located in the Headteacher's Office, the Additional Learning 
Needs Coordinator's Office, the Staff Room, the School Office, Ystafell Llaingoch and Ystafell 
Millbank.  

• Where staff have access to TEAMS system then they could access their account and await 
further instruction. In practical terms, staff would need to be familiar with accessing their 
account through a variety of means e.g. laptop, smartphone or tablet;  

• Groupcall - staff to be put into a defined user group. This to be used to communicate 
instructions via TEAMS CHAT in an emergency. 

Communication between parents and the school  

School lock down procedures, especially arrangements for communicating with parents, will be 
routinely shared with parents either by newsletter or via the school website.  

In the event of an actual lock down, development is communicated to parents as soon as is 
practicable. It is obvious that parents will be concerned but regular communication of accurate 
information will help to alleviate undue anxiety. 

If necessary parents will be notified as soon as it is practical to do so via the school’s established 
communication network – website/ email / telephone  



 
Pupils will not be released to parents during a lock down.   
 
Parents will be given enough information about what will happen 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.  However, it may also be prudent to 
reinforce the message “...The school is in a full lockdown situation. During this period the 
switchboard and entrances will be un-manned, external doors locked and nobody allowed 
in or out”; 

• Do not need to contact the school as this may tie up emergency lines. 
• Do not come to the school to collect their children from school as it may put them and their 

child at risk, and possibly interfere with emergency provider’s access to the school; 
• Wait for the school to contact them about when it is safe for them to come and collect their 

children, and where this will be from. 

If the end of the day is extended due to the lock down, parents 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 will be sent home as the nearest possible day following any serious incident to 
inform parents of context of lockdown and to encourage parent to reinforce with their children the 
importance of following procedures in these very rare circumstances.   

Further guidance and information 

Further guidance is available in the Welsh Government and WECTU booklet entitled Protecting 
schools: An integrated security approach: Toolbox for headteachers (2017). 

Emergency planning and response guidance for education and childcare settings (Welsh 
Government) 

More information is also available from UK Government on Emergency planning and response 

  

https://schoolbeat.cymru/fileadmin/teachers/other/wectu-guide/eng/WECTU_Schools_Security_Guide.pdf
https://schoolbeat.cymru/fileadmin/teachers/other/wectu-guide/eng/WECTU_Schools_Security_Guide.pdf
https://www.gov.wales/emergency-planning-and-response-guidance-education-and-childcare-settings-html
https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings


LOCKDOWN PROCEDURE 
The school's lockdown plan is as follows: 
 
Signal for lockdown  

Three short air horn blasts in the form of sound-gap-sound-
gap-sound and over CHAT TEAMS. 6 members of staff will be 
responsible for blowing air horns in specific locations around 
the school.     
 
RH/OLR: Outside D7, D8, D9 
DDJ (KD): Outside D10, D11, D12 
JWG (BCh): Outside D13, D15, D17 
CJ (HE): Outside D24, D20, D18 
ER (NJ): D6, outside Llaingoch Room, between D4+D5 
LT (AH): Outside D3, between D3 and D2, D2 
 
 

Signal for all clear Digitally via CHAT TEAMS and/or by walking from 
around the rooms to inform staff.  
 

Rooms most suitable All classes to remain in own classrooms for lockdown 
 

Entrance points (e.g. doors, 
windows) which should be secured 

External doors, Fire Doors, Internal doors, All windows 

Communication arrangements CHAT TEAMS 
Lockdown Drill 
Staff will be alerted to the activation of the lockdown drill in advance. When the three start-stop-
start-stop bell rings on the fire alarm system are activated staff must take the following action: 

• Pupils who are outside of the school buildings are brought inside as quickly as possible 
and return to their classroom.  

• Pupils or staff not in class for any reason will return to their class if deemed to be safe to 
do so, or to proceed to the nearest classroom. They must notify the office and/or any 
other appropriate staff members if they are not in their usual classroom as soon as 
possible.  

• Those inside the school should remain in their classrooms and check corridors and toilets 
for pupils or staff; 

• All external doors and, as necessary, windows to be closed and locked.  
• All internal doors to be closed;  
• Blinds should be drawn and pupils sit quietly, positioned away from possible sightlines from 

external windows/doors; 
• Once in lockdown mode, staff should call the class register and notify the office immediately 

of any pupils not accounted for and/or any visitors to the classroom using TEAMS CHAT. A 
clear understanding of the adults to be involved in a search for missing pupils must be 
instigated immediately.  

• Staff should encourage the pupils to keep calm and to continue with any quiet classroom 
activity.  

• The school office staff will move to the Headteachers Office, closing doors and blinds. 
Headteacher, Deputy Headteacher and ALN Co-ordinator will remain in their offices closing 
doors and blinds. If practically possible these members of staff will access TEAMS CHAT to 
maintain effective communication with members of staff.   



• As appropriate, the school office will establish communication with the Emergency Services 
and/or press the emergency alarm.  

• Any teaching staff and/or visitors using the Millbank Room should remain in that room 
quietly and close the blinds. If possible, the Office should be contacted using TEAMS CHAT. 

• Any support staff (e.g. kitchen staff, lunch supervisors etc...) and/or visitors who are in the 
Kitchen area should remain in this area quietly, ensure that the external door is locked and 
the blinds closed. If possible, the Office should be contacted using CHAT TEAMS. 

• If it is necessary to evacuate the building, the fire alarm will be sounded and the usual fire 
drill procedure will then take place; 

• Parents will be notified as soon as it is practicable via SchoolComms and the website (only 
when appropriate via guidance from Emergency Services). 

• NO ONE SHOULD MOVE ABOUT THE SCHOOL  
• INDIVIDUAL STAFF OR VISITORS CANNOT SIGN OUT OR LEAVE THE PREMISES DURING 

LOCK DOWN WITHOUT PRIOR AGREEMENT OF THE HEADTEACHER BEFORE LEAVING.  
 
• If safe, the same individuals who are responsible for sounding the air horn will ensure that external 
doors are closed and locked, check the evacuation of toilets and common areas. In particular – 
 

Staff Check Closing and Locking of 
External Doors 

Check the evacuation of 
the areas and close 

personal doors 
RhG/OLR From doors of Under 5 Dept to Main 

Entrance  
Toilets D7-D9 
Bookstore 
Hallway Toilets 
Ystafell Mynydd 
Corridor 

DDJ (KD) From doors of Service entrance to Main 
Entrance (incl. Kitchen and School Hall)    

Toilets outside the hall,  
School Hall,  
Godly Play Room,  
Relaxation Room,  
The Kitchen Area 
Corridor 

JWG (BCh) Balcony Doors  Disabled toilets outside D13, 
Older pupils' toilets,  
PPA Room,  
Corridor 

CJ (HE)  Toilets outside D24 x 3,  
Room 25,  
Sensory Room,  
Room 22,  
Corridor 

ER (NJ) From boiler room to doors of D4. Small staff room,  
D6 and the toilets,  
D5 and the toilets,  
Corridors,  
Ystafell Llaingoch,  
Ystafell Parc 

LT (AH) From D4 to D1. Class 4 and the toilets,  
Class 3 and the toilets,  
Cylch Office Area,  
Area between D2 and D3,  

 



• In drill, either the Headteacher or the Deputy Headteacher will keep a record of the time taken to 
confirm the evacuation of the common areas - hall, corridors, toilets, yard* 
 
Pupils will not be released to parents during a lockdown. 

It is of vital importance that the school's lockdown procedures are familiar to all members of the 
school staff. To achieve this, a lockdown drill should be undertaken at least once a year. 

All situations are different, once all staff and pupils are safely inside, senior staff will conduct an on-
going risk assessment based on advice from the Emergency Services. This can then be 
communicated to staff and pupils. Emergency Services will advise as to the best course of action in 
respect of the prevailing threat. 
Lockdown Drill – All-clear 
Once the incident has been assessed as safe all classrooms will be either visited by a senior member 
of staff or via TEAMS CHAT and told the situation is under control and the class can resume activities 
as normal.  Teachers should return to their base classrooms and conduct a roll call and notify the 
office immediately of any pupils not accounted for.   
Communication between parents and the school 

In the event of an actual lockdown, any incident or development will be communicated to parents 
as soon as is practicable. 

Emergency Services 

It is important to keep lines of communication 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 Headteacher with regarding the timing of 
communication to parents. 

Staff will ALWAYS have advance notice of a Lockdown drill, therefore if the signal occurs without 
warning staff must assume it is NOT A DRILL. 

DRILL 

SLT/Site Manager to sound 3 short blasts on the fire alarms in both buildings: 

Infant building: person who rings the bell will time from start to clearance of hall and 
corridors/toilets – They will note the time that it takes for all classes to be contained and in full 
Lockdown. 

Junior Building: person who rings the bell will time from start to clearance of hall and 
corridors/toilets – They will note the time that it takes for all classes to be contained and in full 
Lockdown. 

Duties/Check List 

Headteacher/Deputy Headteacher must ensure the following procedures take place: 

Jobs Checked 
A member of the Office Staff should be ready to receive CHAT TEAMS messages 
from classrooms regarding the recording of missing persons. 

 

Individuals must be designated ready to sound the air horn  RhG/OLR, CJ (HE), 
JWG (BCh), DDJ 
(KD), ER (NJ), LT 
(AH) 



Verbally and/or by TEAMS CHAT, inform all staff members that Lockdown is 
over.   

 

Pupils will not be released to parents during a lockdown. 
It is of vital importance that the school’s lockdown procedures are familiar to all members of the 
school staff. To achieve this, a lockdown drill should be undertaken at least once a year. 

All situations are different, one all staff and pupils are safely inside, senior staff will conduct an on 
– going risk assessment based on advice from the Emergency Services. This can then be 
communicated to staff and pupils. Emergency Services will advise as to the best course of action in 
respect of the prevailing threat. 

Lockdown Drill – All clear 

Once the incident has been assessed as safe all classrooms will be either visited by a senior member 
of staff or via TEAMS CHAT and told the situation is under control and the class can resume activities 
as normal 

Communication between parents and the school 
In the event of an actual lockdown, any incident or development will be communicated to parents 
as soon as practicable. 

Emergency Services 

It is important to keep lines of communication 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 teacher regarding the timing of 
communication to parents. 

Staff will always have advance notice of a Lockdown Drill, therefor it the signal occurs without 
warning staff must assume it is NOT A DRILL. 

 


