
 
 

Chalfont Valley E-ACT Primary Academy 

Lockdown Policy 2019-20  

1. INTENT 

Chalfont Valley E-ACT Primary Academy is implementing this policy to ensure the safety of staff and pupils in 

response to any number of situations but some of the more typical might be: 

 A reported incident/civil disturbance in the local community (with the potential to pose a risk to adults 

and students in the Academy) 

 An intruder on the Academy site (with the potential to pose a risk to adults and students in the school) 

 A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud, etc.) 

 A major fire in the vicinity of the Academy 

 

2. SCOPE 

This policy applies to employees, volunteers, parents/carers, students and visitors to the Academy site. It 

covers the procedures and personnel responsibilities when the Academy is required to go into lockdown 

 

3. GUIDELINES 

The Chalfont Valley E-ACT Primary Academy Lockdown Policy applies when students and staff need to be 

locked within the Academy building for their own safety. This generally occurs if there is a dangerous 

intruder on the premises or Academy grounds, but can also occur in the event of a hazardous situation i.e. 

chemical spill or extreme weather event, which makes it dangerous for staff, students and visitors to be 

outside. Copies of this policy will be disseminated via the notice board in the staff room, and all staff must 

sign to acknowledge they have read through and understand the procedures. 

A member of staff - designated by the Headteacher- will be responsible of ensuring all staff members are 

clear about the procedure. A lock-down drill should take place once per term. 

 

4. PROCEDURE 

In the event of an emergency, the Headteacher will make the decision, in consultation with the school police 

Liaison officer when deemed necessary, with regard to whether the Academy needs to be locked-down. 

 

Lock-down procedures 

 

1. In the event of a building lock-down, staff and pupils will be notified via the alarm sounding for a continuous 

time (hint: if the alarm sounds, remember STAY ON STAY IN). 

2. All staff, visitors and pupils must remain inside the building/classroom/office they are in at the time. Anyone 

who is in the hallway must move into the nearest occupied classroom. 

3. Staff should check the hallways and toilets (in the immediate vicinity of the classroom they are in) for pupils 

and direct them to the nearest classroom or room with a lockable door (office, staff toilet, etc.) 

4. If the lockdown notification comes during break or lunchtime, pupils and staff should make their way to the 

closest classroom immediately. Staff and pupils who are in the playground at this time should make their way 

immediately indoors and to the nearest classroom. 

5. Senior leaders will lock external doors.  

6. If practicable, reception staff should close the window in reception and lock the office door, contacting the 

police immediately by telephone. 



 
7. Kitchen staff should lower the kitchen shutter and ensure the kitchen door is locked. 

8. All windows and blinds in the offices and classrooms should be closed and the door locked, if possible. 

9. Pupils and staff should be positioned against the door wall in the most non-visible corner, seated. If this is 

not possible, then they should move underneath desks / tables, so as to reduce visibility as much as possible. 

10. Pupils are not allowed to use any phones or electronic devices. 

11. Pupils and adults are to remain quiet at all times. 

12. Where practicable, staff should contact the school office( using the classroom telephones) to confirm which 

staff and pupils are present and stating which area of the school they are in. 

13. Pupils and adults must remain in this position until the “all clear” is given by a member of the Academy 

Leadership Team. 

14. Parents will be notified of the lockdown by text and parent-mail if possible. 

For Parents 

Usually a lock-down situation will be declared on the recommendation of the policy or emergency services. If this 

occurs, parents will be notified as soon as it is practical to do so. However, parents are requested not to come to 

the Academy as pupils will not be released to parents during lockdown. Parents are also asked not to call the 

Academy as this may tie up emergency phone lines that must remain open. If pupil’s stay at school is extended 

beyond the regular time, parents will receive information about the time and place they can pick up their child. 

 

Intruder procedures 

It is possible that staff may be confronted by an intruder in the Academy grounds, or may need to confront 

someone who has no permission or legitimate reason for being on the Academy site. In such a case, you should 

use the following procedure: 

1. If confronting an intruder, take a colleague with you. 

2. Ask a third member of staff to call the Police immediately. 

3. Determine who will initiate contact with the intruder and who will provide back up. If may also be helpful to 

include a third member of staff so that you can form a triangle around the intruder and make your defensive 

position stronger. 

4. Attempt to direct the intruder to the reception area if they are inside the building, towards the gate if they 

are in the car park, or away from the building if they are in the playground / on the field. Use casual 

conversation and body language to calmly direct the situation. 

5. If the intruder refuses to cooperate, do not escalate the situation. Inform them that the police will be alerted 

and monitor the situation from a safe distance 

6. Report the situation to the Headteacher. 

 

 

 


