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Emergency Lockdown Procedure  
The lock down procedures could be triggered by a number of situations including: 

• An incident in the local community  

• An unauthorised person on site 

• A decision is taken that Lock Down is safer than evacuation  

 

If one of these instances occurs it is prudent to ask staff and children to stay in the room where they are until 

a senior member of staff can ascertain the level of risk, if any. As such, we will action the lock down procedures 

below. 

Remain as calm as possible to ensure the children are emotionally supported. 

Alert Sound: The below prompts will indicate the lock down procedures should be actioned immediately. 

• A senior member of staff will activate the Lock Down Alarm sounding once continuously for 15 

seconds 

 

Action: The action below must be implemented once the Lock-Down alert has been activated. 

• Invigilators are to ask candidates to put their pens down and close all booklets 

• Make a note of the time / keep candidates’ calm 

• The Exams Manager / Senior Leader will get to the hall as soon as possible 

• The exams manager / SLT will check the attendance 

• All lights are to be switched off and doors locked 

• The Exams Manager will telephone Music Room 2 & Pupil Services to check all okay. 

End of Incident: 

• Once the situation is resolved, the lock down alarm will sound again to signal that lock down has 

ended 

• Debrief: SLT to debrief all staff on the incident and inform all parents what had occurred and provide 

reassurance for the safety of all children and staff. OFSTED to be informed of the incident. Security 

risk assessment to be reviewed. 

 

 
 

 

 


