
 
 
 
 

Aimee’s Dance Academy 
Safety and Lockdown Procedures 

 
School lockdown procedures are becoming increasingly common in educational 
facilities across the UK. While the risk of attacks on schools is rare, it is crucial to have 
these procedures in place to protect children from harm, especially in urban areas 
where the risk may be higher. 
 
🔒 What Is an ADA Lockdown? 
 
ADA Lockdowns are enforced when children and staff need to be secured inside 
Aimee’s Dance Academy buildings for their safety. This may be necessary during 
emergencies such as hostile intruders, terrorist attacks, environmental hazards, 
chemical spills, gas leaks, or dangerous animals on the property. 
 
If there is a threat inside the ADA, such as a fire, then ADA will be evacuated as per our 
fire evacuation policy. However, if the threat is outside, lockdown procedures will be 
initiated to keep everyone safe. 
 
🛑 Types of ADA Lockdown 
 
There are two types of lockdowns that Aimee’s Dance Academy may need to enforce: 
 
Partial Lockdown: If a threat is identified outside the school, initiate a partial 
lockdown. We will ensure all ADA staff and students are inside the building and lock 
external gates and doors to prevent anyone from entering or leaving. A register will be 
completed to account for all students and contact emergency services if any students 
or staff are missing. 
 
Full Lockdown: If a threat gains entry to the school buildings, a full lockdown will be 
initiated. Leave external gates and doors open to avoid risking safety to students and 
staff. ADA Staff and students should stay in studios or offices, locking doors from the 
inside, and remain out of sight, studio internal doors closed. External shutters to be 
closed. Conduct a register and inform emergency services if anyone is missing. No one 
should leave their secure location during a full lockdown. 
 
 
 
 
 
 



📋 Best Practices for Lockdowns 
 

• 🔔 Alerting Staff: Staff Informed via Walkie Talkies. Codeword initiated. 
• 🚸 Collecting and Escorting: Ensure all ADA students and staff outside are 

brought inside the studios without delay. 
• 🚪 Staying in Place: Students and staff inside should stay in their studios and 

not leave. 
• 🔐 Locking Doors and Windows: Keep external doors and windows locked. 

Internal doors may also need to be locked depending on the emergency. 
• 📒 Taking a Register: Account for all pupils and alert staff if anyone is missing. 

Search for missing persons immediately. 
• 🧘 Maintaining Calm: Keep students calm to prevent behavioural escalation. 
• 📞 Contacting Emergency Services: Do this as soon as it is safe. 
• 📢 Notifying Parents/Guardians: Inform them of the lockdown using the ADA 

Whatsapp groups and Class Manager communication system. 
• 🚫 Preventing Exit: Do not allow pupils to leave the building, even if requested 

by a parent or guardian. 
• 🚨 Evacuating if Necessary: Use the fire alarm system to alert everyone if an 

evacuation is required. 
 
🚨 Aimee’s Dance Academy’s Safety Measures 
 

• All staff to always have walkie talkies to allow clear communication 
• Lockdown Codeword created 
• All studios, waiting areas and external areas covered by recorded CCTV 
• All visitors must be signed in and always wear an ADA Lanyard.  
• Studio Doors will always be manned during children’s classes. 
• Class registers to be completed on entry to ADA. 
• Students to only attend ADA 10mins before class time and never be left 

unattended in waiting areas. 
• Lockdown procedures created and ADA staff trained 
• All ADA staff and class assistants to complete Safeguarding in Sport certification  

 
 
 
 
 
 
 
 
 



 ADA Lockdown Arrangements 
 

 
Signals 

Alarm or signal for lockdown shelter Walkie Talkie codeword to all teachers 

Signal for stand down / all-clear Safe word communicated on walkie talkies 
 

Incident Control Officers & Response Team 
Role Name Emergency Contact Number 

Incident Control Officer Aimee Irish 07828789147 
Deputies Caroline Gollop 07969384773 
     
Communications Officer Rachel Giles 07860500981 

 

 
 

Rooms most suitable for lockdown 
1 Main ADA Studios 
2 ADA Staff areas that have lockable safety doors 
3 Dance Boutique Kitchen area 
 

 

 
 

Communication arrangements 
Wherever possible use silent communications and keep noise to a minimum especially if the intruders are close 

by. Make sure any communications devices are secure and cannot be intercepted. 
Two-way radios 
Staff Mobiles telephones 
Instant messaging / email 
Other (TV’s / Whiteboards / etc) 
 

 
 

 

There are important differences between the lockdown and shelter arrangements. Lockdown is 
necessary when children and staff need to be locked within buildings for their own safety i.e. in an 

emergency situation such as a hostile intruder, terrorist attack or other criminal activity. 
 

It is important to remember that it is very much the exception to evacuate a building in the event 
of a hostile intruder.  Unless the location of the intruders is known, a "blind" evacuation may be 
putting people in more danger (e.g. from an intruder or device at one of the entrances/exits) than if 
they had remained within the building. 

 

It is important to make sure that items that could be used as weapons (kitchen implements, sports 
equipment, tools, cleaning products) are securely locked away when not in use.  



Other useful contacts: 

Name Emergency Contact Number 
Kristel Nother-Bunce 07702272225 
Chloe Widdicombe 07523362843 
Dan Irish 07590037937 
  

 
 

Action Plan Completed by (sign 
and time) 

Sound Alert - Activate lock-down procedures immediately   
Dial 999   
Direct all children, staff, parents and signed in visitors to the nearest safe place 
(this may be dependent on what and where the risk is)   
Secure rooms and take action to increase protection from attack - Lock and 
barricade doors and windows   
Close windows and shutters   
Turn off the lights, fans or mobile air conditioning units (this will reduce noise and 
the risk of exposure to any chemical/biological attack)   
Hide, sit on the floor under desks, and away from windows   
Stay as silent as possible - put any mobile devises to silent (consider writing / 
displaying instructions on whiteboards / TV's etc as long as it can’t be seen by the 
intruder)   
Ensure that students, staff and visitors are aware of an exit point in case the 
intruder does manage to gain access   
If possible, check for missing / injured students, staff and visitors   
Keep doors and windows locked shut and remain inside until an all-clear has been 
given, or unless told to evacuate by the emergency services   

 
 


