
 

13 September 2019 

 

Dear Parents 

 

Lock Down Procedure and Practices 

 

I am writing to inform you of a new drill we will be starting this year as part of our duty to safeguard all of our 

children on a daily basis at school.  

 

A requirement of the National Security Guidance for Schools is that we have a lock down procedure in place in 

case there are any potential dangers outside the building from which we need to protect our children. We 

hope that we will never need to use this but it is important that we have a clear and practiced procedure, that 

everyone knows, so that we can get everyone safely inside the building quickly should the need arise. 

 

I am alerting you to this procedure prior to our first drill with the children in case you wanted to talk to them 

about it in advance. We will be talking this through with the children first, of course, so as not to cause them 

alarm. It will be a calm, matter of fact practice and we will tell them about scenarios when we may one day 

need to use this, such as a stray dog or wild animal being loose on school grounds or a threat of a nearby 

chemical leakage.  

 

The procedure is as follows: 

 The lock down alarm will sound (a repeating beep-beep tone which is different to the continuous fire 

alarm) 

 Wherever children are in the building, they will be quickly and calmly escorted back to their classroom. 

If children are outside they will enter the building by the nearest available entrance and make their way 

calmly back to their classroom where they will be met by their class teacher.  

 Staff will lock the external and internal doors and close the blinds.  

 The teacher will register the children to ensure that all are present and correct.  

 The leadership and admin team will visit each class and ensure that all are accounted for.   

 Staff will read a story or carry out a similar activity until they get the all clear that they may resume 

normal duties.  

 

If you have any queries about this procedure, please do not hesitate to speak to your class teacher.  

 

Yours sincerely 

 

Anna Willcox  

Headteacher 

 

 

 

  

 

 Requirement of National Security Guidance for schools 

 Opposite to fire drill – bring everyone in to school quickly and safely. Must be a clear process 

 This will be no different for the children to a fire drill – no fear element! 
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