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St. Francis’ College 
 

Lockdown Policy and Procedure 

 
Introduction  
 
The ‘College’ refers to all the staff and pupils of the Prep Department and Senior School which 
includes Early Years Foundation Stage (EYFS), Pre-Prep (Key Stage 1), Prep (Key Stage 2), and Senior 
School (Key Stages 3-5). 
 
Procedure  
 
This procedure has been formulated following advice from both local police and crime prevention 
officers, as well as from the Cambridge, Hertfordshire and Bedfordshire armed response unit.  
 
Lockdown procedures should be seen as 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 pupils in the school. 
Procedures should aim to minimise disruption to the learning environment whilst ensuring the safety 
of all pupils and staff. Lockdown procedures may be activated in response to any number of 
situations, but some of the more typical might be:  
 

• An intruder on the school site (with the potential to pose a risk to staff and pupils)  
• A warning being received regarding a risk locally, of air pollution (smoke plume, gas-cloud 

etc.)  
• The close proximity of a dangerous animal roaming loose  
• A reported incident / civil disturbance in the local community (with the potential to pose a 

risk to staff and pupils in the school)  
 
Initiation of Lockdown  
 
Any member of staff who becomes aware of an incident that could potentially trigger a lockdown 
should immediately gain access to the College radio network via one of the following:  
 

• Contacting Prep or Senior Reception.  
• Contacting The Estates Manager or any member of the Site Services Team.  
• Accessing the radio available in the Senior Staff Room.  

 
The radio in Prep Reception and The Senior Staff room are set to the dedicated emergency channel, 
which should then be used to signal the potential danger across the radio network.  
 
On receipt of the message, the Bursar will make a decision on whether to signal a College wide 
lockdown or whether some other action would be more appropriate. Should the Bursar not be 
available, Reception staff should immediately contact the Head or most senior available member of 
SLT, who will then decide whether to engage lockdown.  
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Only in circumstances where danger is clear and present, and no delay can be tolerated (such as an 
obviously armed and dangerous intruder), should a member of staff who is not part of the SLT 
cause the lockdown alarm to be sounded.  
 
The Lockdown Alarm  
 
The Lockdown Alarm can be triggered by pressing the centre of the yellow call point box located next 
to the main fire alarm panel in Broadway opposite BG20, Main Reception Office and outside the 
Senior Staff Room MG38 in Middle School.    

There is also a Lockdown Access Point located in the Upper Prep foyer. The unit is next to the fire 
panel and labelled "Lockdown".  The panel flips down and the alarm is instigated by pressing the ‘7’ 
and ‘9’ buttons simultaneously.  
 
The Lockdown Alarm is similar to the fire alarm but distinct, as it will have short defined pauses in 
between rings.  The lockdown alarm would normally be triggered by Prep Reception, Main Reception 
Staff or the Estates team following an instruction over the radio from SLT. 
 
On Hearing the Lockdown Alarm  
 
On hearing the Lockdown Alarm, staff and pupils should stay in their classrooms or offices and lock or 
barricade the doors where possible and close blinds, if appropriate. Police research shows that 
intruders tend to move on through the building when faced with a locked or obstructed door. 
Children should be asked to sit on the floor and to stay away from doors and windows. Staff should 
stay low and focus on keeping pupils as calm as possible. Staff and children who are outside should 
move inside immediately to the nearest available secure space or if is safer to move away from the 
College to the nearest Police Station. They should not attempt to return to specific form or teaching 
rooms.  
 
Contacting the Emergency Services  
 
The member of SLT who ordered the lockdown should phone the relevant emergency services and 
do what is necessary to co-ordinate the response. If, due to the nature of the event, it is not clear 
whether the emergency services have been contacted or not, all staff should feel free to dial 999. 
However, calls to the emergency services should obviously be kept to a minimum.  
 
Internal Communication  
 
Communication around the site presents some difficulties as not all areas contain telephones. 
Dependent upon the nature and length of the event, communication may take place via email, 
phone, radio and mobile phones in an attempt to reach staff in all areas. In the event of no 
communication, staff and pupils should stay in lockdown until the end of the lockdown is signalled.  
 
External Communication  
 
During a lockdown there will be a significant temptation to contact family and friends both for staff 
and pupils. This is discouraged as, should an emergency response be required, any civilians 
attempting to travel to or enter the site could impede the emergency services.  
 
End of Lockdown  
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The end of the alarm will signify the end of the lockdown.  Once the alarm ceases to sound, staff and 
pupils will be free to leave lockdown areas. 
 
 
Lockdown Practice  
 
As with fire drills, it is important that the lockdown procedure be practised in order that both staff 
and pupils are made familiar with the process, and any problems with the procedure can be 
identified. The lockdown procedure will be practised annually in the Autumn Term. New staff will be 
briefed on the lockdown procedure as part of their induction process. 
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Addendum to Lockdown Policy and Procedure 
 
Annex A 
 
Out of Hours Procedures in the Boarding House 
 
Introduction 
 
During the evenings and at weekends, it is not possible to lockdown the Boarding House in the same 
way that classrooms and offices can be locked down during the school day.  It is not possible to 
sound the alarm and the Boarders may be scattered in various locations in the Boarding House or 
offsite, visiting Letchworth or on organised trips.  It is therefore necessary to provide a separate 
procedure for the Boarding House for these times. 
 
Procedure 
 
The out-of-hours procedure aims to ensure the safety and wellbeing of the Boarders, Boarding Staff 
and other Staff on site. 
 
Initiation of Lockdown Situation 
 
If the Boarding Staff are notified of an incident that could potentially trigger lockdown procedures, 
they should immediately inform the following by the Boarding mobile: 
 

• Head of Boarding (HoB) or Deputy Head of Boarding (DHoB), depending who is on site. 
• Duty Caretaker, who should inform the Estates Manager and the Bursar. 
• Deputy Head (or Head, if the Deputy Head is not available). 

 
The Boarding Staff should immediately: 
 

• Lock the code doors throughout the Boarding House. 
• Check the whereabouts of all Boarders through Reach. 
• Register all Boarders in the House and make them aware that they must stay in their rooms 

or Common Rooms. 
• Contact by mobile phone the Boarders who are on site, but not in the Boarding House, e.g. in 

the Library or Chapel. 
• Contact by mobile phone the Boarders who are off-site or text alert via Reach.  If they are in 

Letchworth Garden City, they should be advised not to return to College, until they have the 
all-clear from the Boarding Staff.  If Boarders are on a trip, the trip leader should be 
contacted and appraised of the situation.  The trip leader should be advised to delay the 
return to College until they have the all-clear from the Head of Boarding and/or Deputy Head 
of Boarding. 

 
Internal Communication 
 
Boarding Staff can contact each other via the Boarding WhatsApp group and Boarders by their 
mobile phones.  The Caretaker can also be contacted by mobile phone. 
 
Contacting the Emergency Services 
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The Head of Boarding or Deputy Head of Boarding should phone the relevant emergency services 
and do what is necessary to co-ordinate the response. 
 
External Communication 
 
There will be a significant temptation to contact family and friends both for Boarders and Boarding 
Staff.  This is discouraged as, should an emergency response be required, any civilians attempting to 
travel to or enter the site could impede the emergency services. External communication may take 
place once the situation has been resolved. 
 
End of Lockdown 
 
Once notified that the lockdown situation is resolved, the Boarding Staff will unlock the Boarding 
House doors, and Boarders and Staff move freely on site. 
 
Lockdown Practice 
 
As with fire drills, the out of hours lockdown procedure can be practised in order that Boarding Staff 
and Boarders are made familiar with the process and any problems with the procedure can be 
identified.  The lockdown procedure will be practised annually.  New staff will be briefed on the 
lockdown procedure as part of their induction process. 
 
 


