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Lockdown Policy

1. Policy Statement
The Tutorial Foundation is committed to safeguarding the wellbeing of all pupils, staff, visitors, and contractors. This Lockdown Policy outlines how we respond to any incident, internal or external, that threatens safety. Lockdown procedures secure and protect everyone on site, ensuring a rapid, coordinated, and safe response.

2. Purpose and Scope
This policy ensures an immediate response to incidents such as:
· Intruder on or near the site
· Major disturbance in the local community
· Dangerous animals near the school
· Civil disorder or violent incident
· Pollution, fire, smoke, or chemical spillage
· Bomb threats or terrorism
Lockdown procedures apply during lessons and breaks. All staff must be familiar with both partial and full lockdown scenarios.

3. Bomb Threats and Counter-Terrorism
Following NaCTSO (National Counter Terrorism Security Office) guidance:
· Treat all bomb threats as genuine until proven otherwise.
· Staff must remain calm and immediately alert the Headteacher or DSL.
· Police must be called via 999 as soon as possible.
· Evacuation or lockdown will be determined in consultation with emergency services.
· Out-of-hours threats: Follow the RUN – HIDE – TELL protocol.

4. Staff Roles in a Lockdown
· SLT/Admin Office: Secure main entrance, notify police, trigger lockdown.
· Teaching Staff: Secure classroom doors/windows; calm and guide pupils.
· Support Staff: Check corridors or supervise as safe.
· Kitchen Staff: Remain in place, lock internal doors, await instruction.
· All Staff:
· Maintain internal communication (phone/email)
· Account for all pupils if possible
· Avoid drawing attention during full lockdown

5. Partial Lockdown
Used when: Threat is external but not immediate (e.g. local incident, pollution).
Procedures:
· All pupils and staff return inside immediately.
· All external doors and windows are locked.
· Internal doors remain open; normal activity continues indoors only.
· Staff stay vigilant with phones at hand.
· Admin communicates updates via email/internal phone.
· Remain in partial lockdown until ‘all clear’ is given.

6. Full Lockdown
Used when: A direct and immediate threat is present inside or near the school.
Alert: Manual bell rung continuously signals FULL LOCKDOWN.
Procedures:
· Outdoor activities stop immediately; pupils are brought in via nearest safe entrance.
· All external and internal doors are locked.
· Lights, monitors, and projectors are switched off. Blinds closed if possible.
· Pupils and staff stay in rooms or nearest secure space.
· Everyone sits silently away from doors and windows.
· No movement until SLT gives the all-clear in person.
· Teachers contact the office by phone/email to report missing pupils or concerns if safe.

7. Communication with Parents/Carers
· Parents are informed once pupils are safe and the situation is under control.
· During lockdown, the school uses text/email systems.
· Parents must not come to school or call the office during a lockdown.
· Pupils will not be released until authorised by emergency services or SLT.
· A follow-up letter will summarise the event and any next steps.
· Collection instructions are sent if the school day is extended or altered.

8. Practice and Training
· Lockdown procedures are included in annual safeguarding and H&S training.
· At least one lockdown drill is held each year.
· Visitors are briefed on lockdown procedures when signing in.
· Staff are encouraged to provide feedback after drills to improve response.

9. Post-Incident Support and Review
· After any real lockdown or drill, staff and pupils can debrief.
· SLT evaluates the response and updates policy/procedures as needed.
· Counselling or emotional support is arranged if necessary.

10. Policy Monitoring and Review
· Reviewed annually by the Headteacher and Health and Safety Lead.
· Updated in response to new threats or advice from police/local authority.
· Shared with all staff and available to parents on request.
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