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Dear Parents/Guardians 
 
As an Academy with responsibility for the health, safety and welfare of young people in our care, we 
constantly need to renew our policies, test our procedures and communicate plans to our Forge family. 
 
You will be familiar with lockdown procedures in primary schools and in the workplace, we are no different 
and we have an obligation to test our plan in a similar way to the way we test our fire alarms. 
 
Lockdown will help us to deal with issues such as: 
 
• A reported incident or civil disturbance in the local community which potentially poses a risk to the Academy 
community. 
• A dangerous individual in the locality. 
• An intruder on the Academy site with the potential to pose a risk to students, staff and visitors. 
• A warning being received regarding a local risk of air pollution (for example smoke plume, gas cloud). 
• A major fire in the vicinity of the Academy. 
• Serious accident on-site requiring good access for emergency services. 
 
What is lockdown? It is similar to fire alarm/drill. However, students stay inside the building. 
When would it be used? When the Academy is alerted to an external incident which means we have to stay 
inside. 
How will students know lockdown has started? A horn will sound. 
 
What should students do? Staff will provide guidance: 
 
* Stop working immediately. 
* Calmly sit beneath desks/on the floor/out of sight. 
* Stay silent and still. 
* Switch phones off. 
* Stay like this until staff give you further instruction. 
 
How will students know lockdown is over? A horn will sound. 
 
Please do not be alarmed. These things do not normally happen but we do need to be prepared for such 
eventualities. We will be discussing this with students and we will be practising locking down our site. 
 
Please do not hesitate to contact me if you have any questions or concerns. 
 
Yours faithfully 

 
Dr L Mason 
Head of Academy 


