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Lockdown Policy 2026-27 
 

Implemented: June 2026 
Next Review: May 2027 
 
1. Introduction  
The objective of this policy is to provide guidelines to all staff regarding the GEMS protocols for a school 
lockdown. A lockdown is an emergency protocol that is followed to protect people inside a facility from any 
dangerous events (external or internal). Examples of dangerous events are: 
• Terrorist attacks 
• School shootings/intruder’s attack 
• A reported incident/civil disturbance 
• Major natural disasters 

There are two types of lockdowns: 
 
Partial lockdown 
A response to a reported incident/civil disturbance in the local community. Examples might be a nearby 
criminal presence, civil unrest, communal riots, any law enforcement agencies’ operations in the area, an 
incident of fire, or flooding in any block/building of the school.  
Full lockdown 
A response to an intruder or any immediate threat on the premises. Examples might be an active shooter 
presence on the school premises. 
 
2. Response Protocols 
In a full lockdown: 
• People must stay where they are in the building 
• They must not exit and enter the classroom or any closed spaces within the building 
• If people are in hallways, they must go to the nearest classroom or take a position of safety 

GCS will apply the GEMS ‘ALICE’ technique. 
 
2.1 Alert  

When the trigger event occurs, the Principal, or Vice Principal, or Manager School Operations (MSO), will 
use the public announcement system (PA) to announce and alert the people on the premises. The code for 
GCS is, “XXXX.” When it is announced it will be repeated three times. The code is confidential but shared 
with staff at the beginning of every academic year will be repeated three times.  
 
2.2 Lockdown 

The following lockdown procedures will then begin: 
 

a) Classroom teachers are to: 
• Quickly glance outside the room to direct any students or staff members into your room immediately 
• Remain calm at all times 
• Lock your door from inside  
• If there is no provision for locking from inside, block the door with heavy furniture such as desks 
• If the room has them, close all of the blinds 
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• Place students against the wall, so that the intruder cannot see them when looking in the door  
• Look for the ‘Safe Corner’ 
• Turn out lights and computer monitors 
• Turn all mobile phones onto silent 
• No mobile phone use unless necessary to communicate regarding the incident 
• Keep students quiet and sat or laying on the floor 
• PE classes should move to their indicated safe zone 

o Primary Playground, please take your students to the back of the innovation lab and wait quietly, 
crouched down in this area 

o Basketball court, please ask your students to crouch quietly by the equipment store at the front of 
the court 

o Astro Turf and Muga Court, please ask your students to crouch quietly in the corner of the court 
(nearest the exit to the back of the school) 

• Any students in the cafeterias or corridors should move to the nearest classrooms 
• If students and teachers are outside the school building, they should stop, drop, and remain still 
• If teachers and students are in the bathrooms, they should move to a stall, lock it and stand on the 

toilet so that they are not seen from half doors 
• Anyone in the hallway should move into the closest classroom immediately 
• Nurses/cafeteria workers/support staff should stay in the area they are in, secure the doors, and turn 

out the lights 
• Students and staff in either library should remain in the library. Librarians should lock the doors, turn 

out the lights, and locate a safe area 
 

b) Admin staff are to: 
• If in the vicinity of classrooms, enter the nearest classroom and follow the above guidelines, or find an 

empty room/office, and lock the door 
• If in the central admin area, stay in your office and lock the door, or if in an open area move quickly to 

the Conference Room and follow the instructions above and treat the room as ‘the safe place’ 
 

2.3 Inform 

If you are the witness of the incident, you must report the details to the MSO. The report of the information 
should include: 
• Attacker or intruder specific information 
• Number of suspects 
• Their race and gender 
• Clothing colour and style 
• Physical features 
• Type of weapons they have 
• Whether you recognise the shooters 
• Their names if you do recognise them 

 
2.4 Consolidate 

Once people are in their safe place they should: 



  

  3 
 

• Stay in safe areas until directed by the Manager of School Operations (MSO), Principal or Vice Principal, 
to move or evacuate. 

• Never open doors during a lockdown, even in the event of a fire alarm. For further directives, 
administrators will have keys to open the doors, or announcements will be made over the intercom, 
public address system or by school officers walking the corridors. 

 
2.5 Evacuate 

Evacuation will occur only once the “all clear” announcement has been made with the special code. An 
administrator will signal to all personnel when the lockdown has been lifted. The GCS command will be, 
“YYYYY”. This confidential code is shared with staff at the beginning of every year. This will be repeated 
three times. During the evacuation, teachers will account for the students, administrators will account for 
all support staff, and receptionists will account for all visitors. The following evacuation will commence: 
• Unlock doors and open the blinds 
• Follow the directions to reach the designated assembly point in a safe area. 
• Administrators will divide and keep in communication with radios or cell phones. 
• You will be directed to where to relocate by the MSO, School Principal, Vice Principal, or Administration 

Officer depending on the situation. 
• Once evacuated from the building, teachers should take roll to account for all students present in class.  
• As soon as is practical, the School Principal, Vice Principal, or MSO will report what has caused the lock 

down to be called to GEMS Corporate Office (GEMS Corporate Security Advisor and Director of School 
Operations). 

 
3. Responsibility 
School Principal, Vice Principal, MSO and/or members of the Executive Leadership Team. 
 
This policy will be reviewed at any time on request, from members of the leadership team, or at least 
annually. 
 

 
 

 
Signed:  
Date: June 2026 


