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18th November 2025 

 

Dear Parents/Guardians, 

 

As part of maintaining and ensuring general safety of students and staff in the school, all schools are 

expected to carry out a lockdown practice, as we do the fire drill. We have previously carried out a 

lockdown practice with staff and students during registration time, and we now need to ensure that all 

students are familiar with the procedures during lesson time. 

 

The lockdown will take place on Thursday 20th November at 1.40pm.  This means that all students will be 

in their lessons, and some students may be in PE lessons outside. It is important that we practice what 

happens if a lockdown should be necessary when students are outside the school buildings. 

 

The lockdown is indicated by 5 short bursts of the school bell and through the school tannoy system.  The 

school tannoy system has been extended and is now in operation outside of the school as well as inside 

the building. On hearing the lockdown announcement, staff and students are expected to do the 

following: 

• Lock the door and put tables/furniture in front of the door to try to stop entry from the corridor 

• Close the blinds and cover the glass in the door 

• Hide under the tables, silently 

• Wait in silence until the lockdown is ended 

• End of lockdown will be indicated through the tannoy and through an email to members of staff 

Tutors will have shown students a presentation this morning which explains the procedures to them, and 

they will discuss this with the students over the next week. It is very important that all students take this 

practice seriously so that we can test and review our procedures, and we ask for your co-operation in 

talking this through with your child. 

 

We also understand that this can cause worry for some students.  Please reassure your child and 

encourage them to talk to their tutor, Head of Year or other members of staff that they may feel 

comfortable discussing with.  Should you have any questions or concerns about this, please email 

admin@penglais.org.uk in the first instance. 

 

Thank you for your co-operation. 

 

Yours sincerely, 

 

 

 

Ms M Hughes   

Pennaeth/Headteacher       
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