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Purpose 

 

An invacuation or lockdown occurs when circumstances dictate that the safety of learners and staff 

is better ensured by them being kept inside the building with the doors and windows locked and the 

blinds/shutters closed.  Learners should be moved away from the windows and doors for prime 

safety. The reasons for invacuation/lockdown could be as a result of a chemical spillage/weapons 

crisis/air pollution/nearby fire/criminal activity/weapons crisis/dangerous dog etc. 

 

Redwood recognises that it is impossible to legislate for every possible danger or scenario. 

 

Procedure 

 

• Remain calm 

• Move slowly 

• Obey instructions 

• Do not provoke an incident 

• Office staff to lock external door from office (@Middleton - AHT) 

• Follow the Emergency Crisis Plan 

 

 

1. If there are learners outside, the headteacher, or designated person will inform all staff via 

two-way radio (@Middleton - AHT) of the situation and ensure that the learners enter the 

school as calmly as possible and return to their own base class. Teachers and staff should 

return to their base class. 

 

2. The office staff will contact the police on 999 if necessary. Learners located upstairs who 

require use of the lift are to go to the nearest classroom with space and the class teacher 

should email office staff of the learner’s location.  

 

3. If the learners are in the building, the Headteacher or designated persons will indicate to 

staff that situation by asking Paul Evans to go to the Rainbow Room over the tannoy 

(@Middleton - AHT).  

 

4. Visitors are to where possible remain with the persons they are visiting, staff are to email the 

office (repro@redwood-school.com) with the visitors location.  

 

 

5. Depending on the circumstances, staff should ensure learners remain in the classroom with 

locked doors (where possible) and windows and switch off any lights. Staff should close any 

blinds, move all the learners to their designated area and sit down quietly. 

 

6. SLT to communicate by – email/two-way radio. 

 

 

mailto:repro@redwood-school.com
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7. Communication with staff will be by email or tannoy. If necessary learners may need to be 

evacuated, in a quiet and orderly manner, away from the situation into a safer area defined 

by staff or police. 

 

8. Staff should account for all learners immediately and inform the office of anyone 

missing. This can be done via email – to the office and the headteacher (@Middleton - 

AHT) so that staff do not need to wander school. 

 

9. Staff should try to keep the learners calm and quiet. 

 

10. If necessary, parents/carers should be notified as soon as practicable to do so via Arbor 

messaging service that there is a lockdown situation. Any communication must state that the 

parent/carers must not contact the school and must not come to school to collect their child 

they should be given enough information about what will happen so that they are reassured 

that everything possible is being done to ensure their child’s safety: 

 

• They must not contact the school as this will tie up the phone lines; 

• They must not attend school as this could interfere with the emergency services 

access to school and they may put themselves in danger; 

• They should wait for the school to contact them about when it is safe to collect their 

children. 

 

11. Learners will not be released to parents during lockdown 

 

12.  If it is found to be necessary to evacuate the building, the fire alarm will be sounded.  

 

 

13. School should stay in contact with Emergency Services at all times and follow their 

instructions detailing  

• Type: The nature of the incident, including how many vehicles, buildings and so on are 

involved. 

• Hazards: Both present and potential  

• Access: Best route for emergency services to access the site, or obstructions and 

bottlenecks to avoid  

• Numbers: number of casualties and uninjured on scene  

• Emergency Services: which services are already on scene, and which others are 

required.  

 

14. SLT should also notify classes out not to return until safe, notify Oulder Hill, Oulder Hill 

Leisure Centre and notify the LA of the situation. (@Middleton – inform Middleton Tech) 

 

 

15. A lockdown drill should be undertaken at least annually. 
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16. Parents should know that there is a Lockdown Plan and that a copy is on the website. 

 

17. Lockdown information should be displayed in every classroom/area. 

 

 As soon as the signal is given …………. 

Classrooms/ 

Performing Arts, 

Bistro, Sports Hall  

Close windows/blinds/doors 

Lock/obstruct class door way 

Where possible sit on the floor, under tables or against a solid wall 

Keep out of sight 

Turn off the lights 

Offices Ensure all doors are locked and blinds are closed where possible  

Break/Lunchtime Ensure learners are brought inside quickly. 

Hydro Learners and Staff to vacate the pool 

Obstruct door way 

Keep out of sight 

Turn off the lights 

Muga Ensure learners are brought inside quickly. 

 

 

When the lockdown is over, a senior member of staff will come around and notify everyone or 

give the agreed signal to indicate that the lockdown has finished – ‘Paul Evans is now at the 

Rainbow Room’ over the tannoy and radio. All learners should be accounted for and a welfare 

check completed by class teachers. 

 


