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Wednesday 3rd July 2019 
 
Dear Parents and Carers  

Re: Emergency Lockdown Procedure 
 
At Mark Hall Academy we take the Health & Safety of our staff and students very seriously, and as such, we 
have been reviewing our procedures. Therefore, in light of recent national incidents, we have developed an 
emergency Lockdown procedure.  
 
Lockdown procedures are extremely important and will only be used in response to an internal, or external 
incident, which could threaten the safety of staff and children at the academy. Lockdown procedures may be 
activated in response to any number of situations, these may be:  
 

1.  A reported incident, disturbance in the local community.  

2.  An intruder on the site.  

3.  A warning being received regarding a local risk of air pollution (smoke plume, gas cloud etc.).  

4.  A major fire in the vicinity of the school.  

 
Our procedure aims to minimise disruption to the learning environment, whilst ensuring the safety of all students 
and staff. In order to warn of these dangers, we will raise the alarm as follows: 
 
In the event of an emergency a signal will be given. This means that the school will carry out the lockdown 
procedure:  
 

1. Staff will ensure all pupils are inside the school buildings.  

2. If students are outside, staff will bring them back into their classrooms and lock any outside doors 
and close any windows and blinds that may be open.  

3. ALT will carry out a check to ensure that all students, visitors and staff are accounted for.  

4. Staff will ensure all external doors are locked. 

5. In the event of the need to call the emergency services reception will dial 999 and request the 
emergency service required.  

6. The ‘all clear’ signal will be given by a member of the Academy Leadership Team.   

7.  A text message/email/letter will then be sent to parents to inform them of the lockdown.   

 
We have been sharing this procedure with the students and explaining the importance of such procedures for 
their Health & Safety. Today we carried out an emergency lockdown procedure drill to ensure that everyone was 
clear on what they had to do in this unlikely event. We are pleased to say, that all students of the academy, 
acted in a mature manner throughout and this exemplified their Mark Hall ethos. 
 
Rest assured, that in the unlikely event that we have to put this process into action, we will endeavour to 
communicate this to you at the earliest opportunity.  
 
Thank you for your continual support with such important matters.  
 
Yours sincerely  
 
 
 
 
Mrs M Hazle and Ms V Butler 
Co-Principals (Acting) 

 


