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COLPAI Lockdown Policy and Procedure  
COLPAI recognises the potentially serious risk to children, staff and visitors in emergency 
and harmful situations. 
 
Lockdown may take place where there is a perceived risk of threat to the school, its staff, 
visitors or property. 
 
COLPAI will act to ensure the safety of all personnel in the setting. Typical lockdown 
situations may include: 

 An unauthorised person(s) considered dangerous, in the school or school grounds 

 Instances including domestic breakdowns where estranged parties are attempting to 
abduct children 

 Emergency situations within the environs of the school where there is potential risk 
form spills or poisonous fumes. 

 

Decision to initiate Lockdown 
Where the lockdown is in response to a planned event or from intelligence received from 
the Islington police, the Emergency Planning officer will co-ordinate any lockdown.  
 
Where the lockdown is due to an immediate external or internal threat then The Head 
Teacher, or in her absence The Deputy Head Teacher will make the decision to initiate 
lockdown.  
 
A lockdown will be signalled by a tannoy announcement made by The Senior Office 
Administrator (DP) OR Ms Charlotte Rous SBM: “Could Ms Clapham and Ms Robey report 
immediately to the school office, please?” 
 

Practices and procedure 
The COLPAI School Emergency Planning Team (SEP Team) is comprised of:  

 The Head Teacher and DHT 

 The Office Manager and Administration Assistant 

 TAs Mary Murphy, Chloe Godleman, Aaron Spencer, and Edgar Perez 
 
COLPAI will follow the Close procedure 
Close classroom windows and doors 
Lock up 
Out of Site and minimise movement 
Stay Silent and avoid drawing attention 
Endure. Be aware that you may be in in lockdown for some time 
 
On hearing the lockdown signal, these steps will be followed at COLPAI: 
 

1. The Teachers and TAs will return to their classroom with their pupils, if any pupils 
are out on the playgrounds, dining hall, sky garden, bring them in to return to the 
‘home’ classroom. Any class in the hall will return to their classroom.  
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2. Authorised visitors will remain with their allocated member of staff. 

 
3. The TAs/ support staff will check that all outside areas, the toilets, corridors and the 

hall located on their floor to ensure they have been cleared and children have 
returned to their classrooms. 
 

a. Mary Murphy and or Diane Charles  – all ground floor areas 
b. Denitsa Petkova Floor 1 
c. Aaron Spencer Floor 2 
d. Fay Maleady 3 Sky Garden  

 
4. The Office Manager will get the grab bag. 

 
5. The Office Manager will bring the registers to the classrooms. 

 
6. Staff will instruct children to sit on the floor and encourage the children to stay calm. 

 
7. Staff will secure all classroom windows and doors, close blinds and turn off lights. 

 
8. Teachers will do a head count immediately and alert the SEP team to any child or 

adult not accounted for.  
 

9. Class teachers will register the children immediately the register arrives and report 
any missing child/ adult to the SEP team. Communication should be via the internal 
telephone system. The SEP team will carry out an immediate search for any missing 
children/ adults.  

 
10. Staff should refrain from using their mobile phones. 

 
11. Be prepared to barricade door if the situation escalates. 

 
12. The SEP team will remain in communication with class teachers via email and or 

mobile phone.  
 

13. The Head Teacher will communicate with the emergency services to establish the 
facts/ information and remain in contact. The Head Teacher will notify the COLAT of 
the situation. 

 
14. Teachers and TAs will supervise, ensuring everyone remains out of site and is sitting 

quietly. Keep supporting and reassuring the children and each other. 
 

15. No one should be allowed out of the room during a lockdown procedure.  
 

16. Pupils will not be released to parents during a lockdown. 
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17. Remain in lockdown until the all-clear has been given and the normal situation 
resumes. This decision will be taken by the Head Teacher as advised by the 
authorities and conveyed to COLPAI. The all clear message will be announced to 
COLPAI staff verbally in person by the Head Teacher, Office Manager, HLTA and TAs. 

 
18. Depending on the circumstances, the Head Teacher may initiate a full lockdown. In 

this situation, COLPAI pupils will walk calmly and in line, down staircase 01 or 02 
(whichever is closest), holding onto the hand rail, all the way to the hall on the 
ground floor, which is where the entire school will congregate.  

 
19. It is important to keep lines of communication open with the Emergency Services as they 

are best placed to offer advice as a situation unfolds. The school site may or may not be 
cordoned off by Emergency Services depending on the severity of the incident that has 
triggered the Lockdown. 

 
20. Emergency Services will support the HT of COLPAI regarding the timing of 

communication to parents. 
 

21. Debriefing: Speak to staff and obtain any relevant information which may assist in an 
investigation. Advise staff of the Employee Assistance Program if they require 
additional support.  

 
22. Ensure actions and notes of the incident are provided to senior managers, 

emergency planning officer or police as required. 
 

23. Provide immediate and ongoing counselling/ support to staff and pupils as required.  
 

24. Review procedures, evaluate how they worked – what needs to be changed. Ask for 
feedback from staff about what worked well and what did not. Update procedures 
as required, re-distribute and ensure all staff and others trained in new procedures. 
Practice again with new procedures. 

Go In, stay In, Tune In 
In the event of a lockdown due to a local industrial accident, e.g. fire with hazardous fumes. 
Lock all windows and doors. The premises manager will turn off extractor fans. The 
emergency authorities will take control, advise and give the all clear. Information may be 
broadcast on local radio or television. 

Evacuation 
In certain situations, it may be appropriate to evacuate the building or designated area 
including fire, bomb threats, gas or chemical leaks, explosions or substantial damage to the 
building. The fire alarm/ evacuation signal is one continuous ring.  
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Buddy Schools 
Arrangements have been made with CLSG to take staff and pupils to their site as an 
emergency place of safety should the school need to an evacuation. 
 
Lockdown procedures will be discussed annually so that staff are familiar with them. 
Lockdown procedures form part of our induction with new staff. 
 
 
 
 
 


