
Lockdown Policy and Procedure 

 

Our aim:  

To ensure that in the event of an emergency incident, staff and parents fully 

understand their own role and procedures that will take place to keep themselves 

and children safe from significant risks, danger and harm. In some incidents it will be 

more appropriate for Fowlmere Playgroup to activate Playgroup’s “lockdown” 

procedures and remain at the setting instead of evacuating the premises. In the 

event of a lockdown we will ensure that the premises are secured to protect us from 

immediate threats on site or in the surrounding area. We have already put into place 

security measures such as a spy hole, additional bolts on the main entrance and 

ensuring no unauthorised visitors are allowed into the playgroup building, to 

enhance the safety of the children whilst in our care. 

 A lockdown may occur due to a range of situations however the most common are 

• Unauthorised person considered to be dangerous is on playgroup site or an 

Incident/ disturbance in local community has taken place that poses a threat 

to children’s safety 

• Risks from the outside environment such as poisonous fumes or hazardous spills 

• Proximity to a dangerous animal 

 

Lockdown procedure:  

In the event of a lockdown the manager will alert staff by blowing short 3 whistles 

followed by 1 long whistle and then we will use the CLOSE procedure.  

Close all windows and doors. Turn off lights and shut blinds.  

Lock all possible routes in and out of playgroup. 

Out of sight and minimise movement by remaining in our designated safe place. 

Stay silent and avoid drawing any attention. Switch phones onto silent mode. 

Endure. Be aware and prepared that you may be in lockdown for a long period of time.   

 

Our chosen safe place is the area next to the washbasins outside the toilets 

 

Staff Role:  

 

Once the lockdown procedure has been activated the staff will ensure they remain 

calm and secure the premises. The manager of the playgroup will notify the 

emergency services of the incident and then contact the chair person of playgroup 

so that the emergency playgroup pyramid system can commence to notify parents 

of the lock down that is in place.  

 

Before moving to the designated safe space, a staff member must ensure we have 

with us the first aid kit, playgroup telephone, register/details for the children and any 

other relevant medication (such as inhalers etc...) Once in safe place we will remain 



here until we have been given the “all clear” or further instructions by the 

emergency services. Staff will work together and cooperate with the emergency 

services to diffuse the incident and be evacuated as quickly as possible. Whilst 

waiting for this to happen staff will attempt to keep children quiet and calm until the 

incident has past.  

 

Staff are at no point to approach or attempt to physically restrain the potential 

threat/person that is on playgroup site.  

 

Parents Role:  

 

The playgroup pyramid system will notify parents of children attending playgroup on 

the day of the lock down before giving the following advice to ensure they do not 

endanger themselves or others 

 

• To stay away from playgroup and under no circumstances attempt to collect 

their child until the all clear has been given. 

• Do not ring Playgroup; we need to ensure that the telephone lines stay open 

to receive further instructions from the emergency services.  

 

We understand that on hearing this notification your first instinct will be to contact 

playgroup or collect your child, but you MUST refrain from doing this as this may 

cause the incident to escalate further and put staff, children and yourselves at 

significant risk.  

 

After a lockdown takes place:  

 

Once the danger has passed staff will ensure all parents receive a letter or email 

detailing the events of the lockdown and why it took place. Within 14 days staff must 

also notify Ofsted of the lockdown and be available to speak to the emergency 

services if required.  
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