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9th November 2017 

 
 
Dear Parents and Carers, 
 

St Bede’s Emergency Lock-Down Procedure 
 

Lockdown procedures are important and would be used in response to an internal or external 
incident which could be a threat to the safety of children and staff in the Academy. 
Lockdown procedures may be activated in response to any number of situations, these may 
be for example: 
 
1. A reported incident or disturbance in the local community. 
2. An intruder on the site. 
3. A major fire in the vicinity of the Academy. 
4. The close proximity of a dangerous dog. 
 
Our procedure aims to minimise disruption to the learning environment whilst ensuring the 
safety of all pupils and staff.  It is good practise, in our view, to have a plan for a lockdown 
procedure as part of our commitment to keeping all of our children and staff safe within the 
Academy.  We will be having regular practices for a lockdown in the near future so that we 
can put our procedures into operation as we do on a regular basis for fire drills. 
In order to warn of these dangers we raise the alarm as follows: 
 
An alarm, different to that of the fire alarm will sound. 
 
At that point, the building is locked down by staff and children remain in their lessons or the 
classroom nearest to them.  Children outside will come back in to the Academy.  The front 
doors are automatically locked, all windows closed and blinds pulled down.  All classroom 
doors are also locked and other external doors will be secured. 
  
Senior staff will give the all clear when the threat no longer exists to the children and staff. 
In the event of an actual lock-down parents and carers will not be able to gain access to 
the school during the lockdown as this could put the children and staff at further risk, 
however all parents and carers will be informed as soon as possible and at the end of the 
day via a letter. 
 
In the event of a fire all children will hear the fire alarm and will evacuate the premises as 
usual through the agreed routes, School fire marshals will monitor this.  We practise 
evacuation procedures regularly. 
Yours sincerely 
 
 
 
Bernadette Rizzi-Allan 
Head teacher.  
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