
 

St Paschal Baylon Catholic Primary School Lockdown Procedure. 

What? 

A Lockdown procedure is a method of keeping children and staff as safe as possible from a 

potential threat from the outside. It requires all children and staff to be moved as quickly 

and safely as possible to the safest areas inside the school building and remaining there until 

the threat is removed or emergency services give instructions to vacate the building. 

When? 

A lockdown may be activated in response to a threatening situation such as: 

 An incident or civil disturbance that poses a significant risk to the school. 

 An intruder on the school site who has the potential to pose a risk of harm to the 

children and staff. 

 Local risk of dangerous air pollution such as a smoke plume or gas cloud. 

 A major fire in the vicinity of the school. 

 A dangerous dog/fox roaming loose on the school grounds. 

Basic Principles of an Effective Lockdown procedure 

An effective Lockdown procedure should: 

 Alert staff to the activation of a lockdown plan by a recognised signal, audible 

throughout the school. 

 Bring pupils and staff from outside into the school building as quickly and safely as 

possible. 

 Lock all external doors and windows. 

 Have arrangements for staff to notify the school office/ SLT of any pupils not 

accounted for. 

 

 

 

 

 



Lockdown Procedure 

 Any member of staff who perceives there to be a threat of serious harm to the 

children and staff from the outside can trigger the lockdown alarm by calling/going 

to the office staff and saying the phrase ‘lockdown alarm needed.’ 

 Once the alarm is triggered, the caller needs to relay the detail of the threat so that 

the head teacher can call the relevant emergency services. 

 Upon hearing the lockdown alarm, any children who are outside must line up quickly 

and quietly in the designated places (as for end of play/ fire drill) 

 Any staff who are outside with the children must ensure this happens quickly and 

quietly. 

 Class teachers collect their class as quickly as possible from outside and lead them into 

their classrooms, ensuring children are as silent as possible. 

 Staff must close all doors and windows and sit the children down on the floor – 

hidden by furniture if possible and away from windows and doors. (EYFS: close metal 

shutters to prevent any unauthorised access via barn area) 

 TAs to attend their usual classroom to support in ensuring safety of children. 

 Head teacher / Deputy head to close all external doors – hall, kitchen, staff room, 

main entrance and to check all toilets, corridors and cloakrooms for pupils. 

 Class teachers should take registers immediately and quickly (as in a fire drill) 

 Class teachers to report by phoning the office if any child or staff member is 

unaccounted for. All staff: keep low and hidden from view. 

 Any lunch time staff /Site manager/ out of class staff/ external professionals to 

report directly to office to register via signing in book and remain there in lockdown. 

 Remain in lockdown, keeping children as quiet and calm as possible until informed 

that the threat has gone or given evacuation instructions by emergency services. 

If you hear the Lockdown alarm whilst you are indoors with your class: 

 Keep the children calm and quiet and ask them to sit down on the floor, hidden from 

view. 

 Close all external doors and windows. 

 Take the register quickly and calmly. 

 Phone the office to inform if any pupil is unaccounted for. 

 Remain in lockdown, keeping children as quiet and calm as possible until informed 

that the threat has gone or given evacuation instructions by emergency services. 

 

 


