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Lockdown Procedures 
 
Thornaby Academy is committed to safeguarding students and staff.  These lockdown 
plans are a sensible and proportionate response to any external or internal incident that 
has the potential to pose a threat to the safety of staff and students in the Academy. 
They aim to minimise disruption to the learning environment whilst ensuring the safety of 
all students, staff and visitors. Lockdown procedures may be activated 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 staff and students in the Academy) 
• An intruder on the Academy site (with the potential to pose a risk to staff and 

students) 
• 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. 
• The close proximity of an animal roaming loose. 
 
The Emergency Plan should be read in conjunction with this policy. 
 
 
Basic Principles: 
 

o Staff are alerted to the activation of the plan by a recognised announcement, 
audible throughout the Academy. 

o Students will be moved to a safe location in or outside of the building depending on 
the risk. 

o Visitors will stay with the member of staff they are linked to unless it is unsafe are 
not appropriate to do so, in which case they will be escorted to a safe area. 

o All external doors and, as necessary, windows are locked (depending on the 
circumstances). 

o Once in lockdown mode, staff should notify the office staff immediately of any 
students not accounted for (and instigate an immediate search for any missing). 

o Staff should encourage students to keep calm. 
o As appropriate, the Academy will establish communication with the Emergency 

Services. The local authority will be notified.  
 
One type of emergency that the Academy may face is a threat posed by an intruder or 
an emergency situation outside the Academy that prevents the evacuation of students 
from the building. In these situations, the Academy will take steps to isolate students and 
staff from danger by instituting an Academy lockdown. 
 
A lockdown can serve several functions during an emergency, including the following: 
 
• Removing students and staff from the threat; 
• Isolating the dangerous situation from much of the Academy; 
• Allowing for an accurate accounting of students within each room; and 
• Depending on the situation, facilitating an organised evacuation away from the 

dangerous area. 
 



In general, there are two main lockdown situations: 
 
1. Partial Lockdown: The threat is outside the Academy building.  

2. Full Lockdown: The threat or intruder is inside the Academy building.  

 
1.  Partial Lockdown  

 
In the event of a threat from outside the Academy building, the following procedures will 
be followed: 
• Premises Team or SLT will announce “partial lockdown” (if appropriate)..   
• All outside activity will cease immediately, students and staff will return to the 

Academy building if safe to do so. 
• If the threat is inside the building, any activity will remain outside and assemble at 

Thornaby Church of England Primary School and/or St Patrick’s Catholic College. 
• Premises Team/caretakers will lock all external doors. 
• SLT will clear corridors, toilets, the street and other rooms that cannot be secured.  
• Teachers will close classroom windows and be responsible for moving all students 

and staff away from the windows.   
• Movement may be permitted within the Academy building dependent upon the 

circumstances. 
• Teachers will log on to SIMS and take registers. 
• If classes outside the Academy building are not able to safely access the Academy 

then they will be taken to either St Patrick’s School or Thornaby Church of England 
Primary School (whichever is deemed the safer option depending on the risk). 

• Teachers will control all movement, and move on announcement only. 
• Once all staff and students are safely inside, SLT will conduct an on-going and 

dynamic risk assessment based on advice from the Emergency Services. This will 
then be communicated to staff and students via email or text. 

• During the lockdown, staff will remain logged on to their Academy email accounts 
for further information and updates but will not make unnecessary calls to the office 
as this could delay more important communication. 

• In the event of an air pollution issue, air vents should be closed (where possible) 
and air con and air handling units switched off as an additional precaution. 
Emergency Services will advise as to the best course of action in respect of the 
prevailing threat. 

• Once the threat has subsided, the Premises Team/SLT will inform staff of the “all 
clear.” 

 
 
 

2. Full Lockdown 
 

In the event of an escalation to a full lockdown or of a threat or intruder from inside the 
Academy the following procedures will be followed: 
 
 Premises Team or SLT will order and announce “full lockdown” using the signal.  

 



• All students return to their classrooms or nearest place of safety. If it is break time 
students should go to their next lesson. At lunch time, students should go to their 
tutor rooms. 

• All external doors will be locked by caretakers unless there is an intruder inside the 
building. Teachers will close classroom doors. Windows will be shut, blinds drawn 
and lights switched off.  Students will sit quietly, out of sight (e.g. under desks or 
around a corner) 

• Registers will be taken and logged on SIMS. 
• Staff and students remain in lock down until it has been lifted by SLT / emergency 

services. At any point during the lockdown, the fire alarm may sound which is a cue 
to evacuate the building. In which case external doors would be unlocked where 
appropriate and safe to do so. 

• During the lockdown, staff will remain logged on to their Academy email accounts for 
further information and updates but should not make unnecessary calls to the office 
as this could delay more important communication. 

• Classes that are outside of the building will not enter the Academy building unless it 
is safe to do so. 

• Outside classes will be taken to St Patrick’s School or Thornaby Church of England 
Primary School (whichever is deemed the safer option depending on the risk). 

• Teachers will not respond to anyone at the door (other than SLT) until the “all clear” 
is announced. 

• All staff and students will keep out of sight. 
• When or if students are moved out of the classroom, teachers will assist them in 

moving as quietly and quickly as possible. 
• When the threat is over/the intruder has left the building, the Premises Team/SLT will 

announce the “all clear.” 
 
Alternative potential scenarios: 
 
Lockdown Prior to the Academy day – Procedures 
 
• Staff gather all students from the corridors into their classrooms or other rooms. 
• SLT and site staff will check the corridors and exterior of the building. 
• SLT will post an individual at the vehicle entrance, alerting parents and students and 

taxi/bus drivers. 
• Staff take a register of the students in their room. They keep the list and provide it to 

SLT when requested. 
• At the “all clear,” students report to their timetabled lesson for registration. 
 
Lockdown between lessons  - Procedures 
 
• Staff gather all students into their classrooms or other rooms. 
• SLT and site staff check the hallways and exterior of the building. 
• Staff take a register of students in their room. They keep the list and provide it to SLT 

when requested. 
• At the “all clear,” students report to next lesson in order to check attendance. 
 
 
 
 



Lockdown after Academy hours – Procedures 
 
• Intervention and enrichment staff gather students and take register. 
• SLT and site staff check the corridors and other rooms. 
• At the “all clear,” staff and students report to the bleachers in the street area for 

further instructions. 
 
 
In the event of a specific threat such as a confirmed fire or intruder within a particular 
classroom, lockdown procedures may be overridden to ensure the safety of staff and 
students out of proximity to the threat. A lockdown may be initiated in non-threatening 
circumstances to keep people away from areas where there may be a medical 
emergency or other disturbance. 
 
 
Communication with Parents 
 
Academy lockdown procedures, especially arrangements for communicating with 
parents, will be routinely shared with parents either by newsletter or via the Academy 
website. In the event of an actual lockdown, any incident or development will be 
communicated to parents as soon as is practicable. Parents will be concerned but 
regular communication of accurate information will help to alleviate undue anxiety. 
 
Parents will be given sufficient information about what will happen so that they: 
• are reassured that the Academy understands their concern for their child’s welfare, 
• and that it is doing everything possible to ensure his/her safety. 
• do not need to contact the Academy. Calling the Academy could tie up telephone 

lines that are needed for contacting emergency providers. 
• do not come to the Academy. They could interfere with emergency provider’s access 

to the school and may even put themselves and others in danger 
• wait for the Academy to contact them about when it is safe for them to come get their 

children, and where this will be from. 
 

Parents will be advised that during a lockdown, the switchboard and entrances will be 
unmanned, external doors locked and no one will be allowed in or out of the Academy 
building. 
 
 
 
 


