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Appendix 2: Emergency Lockdown Procedure  

INTRODUCTION 

In the event of an unforeseen disaster which threatens the safety of staff and students posed by an outside 

threat (e.g. dangerous intruder or hostage threat etc) we need to be able to move all people on site into 

rooms and lock them in. The first person who becomes aware of a dangerous situation and is in a position to 

do so, notifies the Principal and the Administration. They will contact the Police, Ambulance, Fire Brigade and 

Parish Priest. Factors to be aware of in providing information: 

 Exact location of offenders 

 Number of offenders 

 Any notable characteristics of offenders (height, sex, age, colouring & clothing) 

 Presence of weapons 

 Mood of offenders 

 Event which triggered invasion 

 

PROCEDURE—A: 

If the disaster occurs at lunch or play time, an Alert Alarm will be activated (Yellow button in office) 

OVAL: The teacher on duty is to guide the students/visitors calmly but quickly into the nearest building and 

get onto the floor as near as possible to the windows but out of view from the windows.  

Lock the doors and windows. 

STAFF ROOM: Staff/visitors are asked to stay in the Staff Room. Lock the doors and windows. 

JUNIORS: Teacher on duty to guide students/staff/visitors into a junior room and have them lie on the 

floor as near as possible to the windows but out of view from the windows.  

Lock the doors and windows. 

LIBRARY: Lock doors and windows.  Staff are to ensure that any students in the library get onto the floor as 

near as possible to the windows but out of view from the windows. 

OFFICE STAFF: Ring 000 - police; if possible check toilets and bring any children/staff/visitors from there 

into the office.  

Lock the doors and windows.  

When possible the Principal is to use the P/A system to advise all present as to the nature and extent of the 

danger and what action, if any, should be taken. 
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PROCEDURE—B: 

If the event occurs during class time, the office staff will activate the Alert Alarm. 

 All students/visitors are to remain in the class or room they are in.  

 Any classes or children outside will go to the closest and safest room for protection. 

 Staff to lock the doors and windows.  

 Office staff to call 000 - police and check toilets. 

 

TOILETS 

Anyone who is in the toilet at the time the lockdown siren sounds, are to remain in the toilet and lock the 

cubicle door until a staff member comes to assist them. 

 

A P/A announcement will alert all that lockdown has ceased 

Debrief children after the full clearance is given and praise them for their sensible cooperation throughout the 

threat. 

 


