
 

 

 

HARESTOCK PRIMARY SCHOOL 

 

SCHOOL POLICY 

 

LOCK DOWN   
 

Updated: March 2018 

Changes from previous version: April 2016: updated in line with Hampshire County Council guidance issued 
January 2016 and the removal of Disperse urgently section (to become a separate policy and procedures). 
 
March 2018: Point 3. Include during school time; Procedure included for if Shelter in Place happens before 
8.45am and after 3.15pm.  

 
Date: Spring term 2018                                                  
 
Review Date:  Spring term 2021 
 
 
To be ‘owned’ by Resources as an H&S Policy 
 
 
Whilst events that require a ‘lockdown’ incident are rare, Harestock Primary School takes the Health, Safety 
and the welfare of its staff, pupils and visitors seriously and believes that such contingency plans should be 
in place. 
 
 
The Headteacher shall ensure that written arrangements are in place and communicated effectively to all 
staff that detail the actions to be taken where it becomes necessary of all users of the whole school to 
‘shelter in place’ within the whole school site. 

 
 
The Headteacher (other most senior person on site in their absence) shall be responsible for holding drills 
with staff and/or children to ensure that correct procedure is known and implemented. It may not be 
practical to test all aspects of the arrangements with children. 

 
 

When relevant the Admin Officer (or Admin assistant in their absence) will contact the Police immediately 
(and Hampshire County Council) with details and await further information / support.  
 
 
The details of the arrangements (‘The Lockdown Procedure’) will be presented to the Governing Body and 
reviewed whenever the Headteacher believes it necessary for them to be revised, but in all cases at least 
as regularly as this policy is reviewed. 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

HARESTOCK PRIMARY SCHOOL 

 

LOCK DOWN PROCEDURES 

 

 
These arrangements should be read in conjunction with the Lockdown Policy. 
 
Shelter in Place 
 
The two air horns are located in the Finance office. Any two people can sound the alarm to start ‘shelter in 
place’.  
 

1. Signalled by an air horn sound, lasting two seconds in each location: 
Air horn 1 

1st outside the back of the staff room  
2nd if applicable, out of the school front doors  
3rd in the Infant area outside the disabled toilet 

      Air horn 2 
4th in the courtyard area 
5th in the IT suite 

 
2. The principle here is for everyone to gather inside and the school’s external doors locked.  

 
3. Upon hearing the sound, during school time, a member of the Early Years team will shout ‘Shelter 

inside’ through the external doors on the balcony and wait to lock them after the children have 
entered the building.  

 If possible staff and pupils in corridors or cloakrooms should join their usual classroom by the most 
direct route through the school. 

 If possible blinds should be closed and lights turned off and Interactive Whiteboard on no show. 

 Staff should keep children quiet during a ‘shelter in place’ incident 

 Classes using the playground or field should return inside to their usual classroom. 

 Staff and pupils in the Hall should move to the library. 

 Staff and pupils in the IT suite stay in the room and carry on in silence 

 If Shelter in place happens before /after school, all children on site will gather in the library.  
 

4. In these exceptional circumstances staff should not immediately evacuate if the fire alarm sounds; 
instead be ready to do so if smoke is seen. 

 
5. Once the procedure has been initiated, the person sounding air horn 1 will visit the Infant classes 

and the person sounding air horn 2 will visit the Junior classes for a roll call check. The class 
teacher has responsibility to ensure all children in their class present that day are accounted for.  
The Breakfast club/ After School club leader (or nominee) will register all children if the drill happens 
before 8:35am/ after 3.15pm with the club leaders taking charge for their children.  

 
6. The end of a Shelter in Place incident is signaled by personal communication by a member of SLT 

and a debrief, informing them that Shelter in Place has ended. 
 

7. The Headteacher is responsible for agreeing how the cause of the incident should be 
communicated immediately following its end to all staff, parents, the chair of governors and 
Hampshire County Council. 

 
8. The admin team will give out a pre-prepared letter to parents about the incident.  

 
9. The procedure will be reviewed by SLT, and updated if necessary, after each occurrence. 


