
 

LOCK-IN 
POLICY 

 
 

 

Rationale: 
Central to the safety of all staff and students who work in a Catholic and Marist school, is the planning for 
emergency situations which require extraordinary responses.  Because of the risk to security arrangements 
in schools and organisations characterised by large numbers of people in a confined space, lock-in 
procedures are necessary and need to be tested with appropriate frequency. 
 
Aim: 
To ensure that proper emergency procedures are in place in times of emergency to safeguard students 
and staff. 
 
Implementation: 

 At all times, the safety and welfare of students and staff are paramount. 

 Adequate mechanisms must exist to identify and respond to lock-in procedures as they are required. 

 Efficiency and orderly movement will prevail and good communication will ensure the effective 
facilitation and coordination of lock-in procedures. 

 In the event of lock-in procedures, adequate follow-up will be undertaken by the school to ensure that 
all members of the community are de-briefed and cared for. 

 
During Lesson Time 
In the event of the need to harbour safety onsite, the following procedure will apply: 
 
1. Upon notification of a situation via the siren/public address system, appropriate authorities (eg Police, 

Fire-Brigade, Ambulance, etc) are to be immediately contacted by the Principal or Chief Warden. 
PA announcement: “There is a lock in emergency on Campus and students and staff are to move 
inside or remain inside buildings.” If required, “move carefully and immediately please”. 

2. All staff with students are to move immediately or remain in class groups, avoiding outside routes 
where possible. 

3. Staff not involved with class groups to move immediately or remain indoors. 
4. All doors and windows to buildings are to be secured. 
5. All blinds are to be drawn in classrooms and facilities. 
6. Students are staff inside buildings are to take appropriate cover, away from windows and lines of 

sight. 
7. Where possible staff are to pair up.  Ideally, no individual staff member is to be alone. 
8. Students are to remain quiet and orderly. 
9. Following risk assessment by the Executive and/or Leadership Teams and appropriate authorities, 

instructions regarding lock-in will be managed via the public address system. 
10. No movement will occur until a clearance is given by the public address system which will 

foreshadow clearance. 
 
Outside Lesson Time 
In the event of an emergency arising outside normal school hours, such as recess and lunch times, that 
requires all persons on campus to seek shelter for their personal safety, the following actions should be 
taken: 
 
1. Siren/Announcement over the public address system authorised by the Principal or Chief Warden. 

PA announcement: “There is a lock in emergency on campus.  Students, staff and visitors outside are 
to move quickly and safely to the nearest safe area.  Those inside buildings are to remain there. 
Please move immediately”. 

2. Upon notification of a situation via the public address system, appropriate authorities (eg Police, Fire-
Brigade, Ambulance, etc) are to be immediately contacted by the Principal or delegate. 

3. All students, staff and visitors outside are to move immediately to the nearest designated safe areas  



 
4. Students in a safe areas remain in that area. Staff present in other secure areas should encourage 

students to use them. 
5. Staff on yard duty are to direct the movement of students to their appropriate areas. 
6. Staff must secure their areas by closing windows, drawing blinds and locking all doors with external 

access to buildings. 
7. Students and staff inside buildings are to take appropriate cover, away from windows and lines of 

sight. 
8. Where possible staff are to pair up. Ideally, no individual staff member is to be alone. 
9. Students are to remain quiet and orderly. 
10. Following risk assessment by the Executive and/or Leadership Teams and appropriate authorities, 

instructions regarding lock-in will be managed via the public address system. 
11. No movement will occur until a clearance is given by the public address system. 
 
Evaluation: 
   

This policy was last ratified by the Sacred Heart College Advisory Council in...  March 2016 
   

 
This policy is due for review in..   March 2019 


