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26th September 2018 
 
 Dear Parents,  
 
As you are aware, our school is committed to the safety and welfare of all of our children. You will be aware 
that we routinely practice our fire evacuation plan so that we can keep children safe in the very unlikely 
event of a fire in the school building during the school day. The children are very familiar with this and as a 
consequence we can safely and calmly evacuate the school building easily within 2 minutes as matter of 
course. 
 
Up until now, we have not yet practised our procedures to keep our children safe should a threat arise from 
outside the building. These procedures are commonly referred to as “lock down” and we are aware that 
many organisations, including schools, are now routinely practising these sorts of drills.  
 
Lock down 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 children in the school).  

 An intruder on the school site (with the potential to pose a risk to staff and children).  

 A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud etc) a 
major fire in the vicinity of the school.  

 The close proximity of a dangerous dog roaming loose.  
 
I am writing to inform you that next Monday (barring other issues) we will begin to practise our lockdown 
procedures at Portway Junior. As this is the first time we have spoken to our children about it, I wanted to 
make you aware of what we were doing should your child happen to talk to you about it at home. 
 
Our lockdown procedure will be signalled by an air horn rather than the fire siren used for fire drills. The 
main principle is for everyone to gather inside and the school’s external doors locked. Once we have tried 
the procedure we will make any changes needed and it will then become a regular drill, just like our fire 
evacuation plan. 
 
We are very aware that there may be sensitivities around this with our children when we are explaining 
things to them. We will be having an assembly all about it on Monday morning to avoid anyone worrying 
about it. Please rest assured that we will do our utmost to ensure that children do not become distressed in 
any way. It is anticipated that as our children become more familiar with practising these drills, they will look 
upon them much in the same way as they do with fire evacuation. 
 
Yours sincerely  
 

 
Tim Deery 
Headteacher 
 


