
  

  
 

Dear Parent / Carer, 

Re: Enhancing safety in our school 

At Madeley School, we take safeguarding and safety very seriously. It is important that we continue to 
review all our procedures, taking into account even those events that are very unlikely to occur. As 
part of this process, we have introduced a new procedure called “lockdown”. 

I am writing to inform you that we will be practising this procedure on Thursday 25th October at 
2.30pm. 

What is a lockdown and when would we carry it out? 

A lockdown procedure is a standard health and safety procedure, similar to a fire drill.  

Our lockdown procedure would be used when there is a threat to the safety of pupils, staff and others 
in the school, and when it is safer for everyone to remain in school than evacuate. The aim is to keep 
people safe by confining them to a secure place of safety.  

Situations where our lockdown procedure may be used include:  

 A potentially dangerous person or animal on the school site  

 In instances where personnel, students, volunteers or staff become a threat to the well-being 
of others 

 A disturbance or dangerous situation in the local community that could affect the school  

 If an extreme weather event causes the students to be at risk. 

 A nearby chemical incident or other risk of air pollution  

 An incident related to terrorism  

Our procedure 

Our lockdown procedure is as follows:  

 An intermittent siren will sound to alert the school community that we need to lockdown 

 The emergency services will be contacted 

 If the alert happens during lesson time then all students should remain in their classrooms, or 
go into the nearest classroom if outside of the lesson, e.g. going to the toilet. 

 Students on the school site but outside the buildings, e.g. a PE lesson, should be brought in 
immediately and go to the Changing rooms.   

 Once students are inside the building classroom doors will be locked with windows secured 
and blinds drawn.  Students and staff will sit quietly out of site (eg under a desk).  Staff will 
encourage students to remain calm with all phones turned off/silent. 

 Staff will take attendance of students in each classroom and prepare a list of extra or missing 
students. 

 Staff will then await further instruction and avoid making calls to Senior Management or 
Reception. 

 Senior staff will conduct an ongoing and dynamic risk assessment based on advice from the 
emergency services 

 Lockdown will remain until lifted by a senior member of staff or the emergency services.   
5 rings of the bell will indicate safety and the end of lockdown 
 

 If it becomes necessary to evacuate the fire alarm will sound. 

 



  

  

 

 

 

Instructions for parents in the event of a lockdown 

 

 If lockdown occurs parents will be notified as soon as it is practical to do so via text and 
email. 

 Parents should not attempt to call or come to the school, as this may hinder the school’s 
effort to contact and work with the emergency services  

 Parents are requested not to come to the school, as students will not be released during 
lockdown. 

 Parents should not expect your child to call you, nor should you call your child’s mobile, 
as the lockdown procedure requires silence in order not alert an intruder to the presence 
of students and staff in the classrooms 

 Parents should not discuss the event on social media, as this may spread false 
information and create panic  

 Should the lockdown go beyond normal school hours then parents will be asked to wait 
at the nearby Madeley Centre until the all clear is given.  The Madeley Centre will also 
be used as a safe place should any staff or students evacuate at the outset e.g. from the 
school playing fields. 

Prior to our drill, staff will take time to talk to pupils about lockdown procedures and explain why 
they are important. They will reassure pupils after the drill that they are safe, and will emphasise 
that practising procedures like this will make sure the school remains a safe place to learn. 

I must stress again this is simply a practice, so that in the unlikely event of such a situation, our 
pupils and staff are fully prepared.  Please be assured in the event of a lockdown that the 
schools overriding consideration is the safety and well-being of your child, school personnel and 
visitors. 

If you or your child have any further concerns or questions, please do not hesitate to contact me 
at the school 

Yours sincerely,  

 

 
Mr L Nixon  
Principal 

 


