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21st November 2025 
 
 
 
Dear Parents/Carers, 
 

THIS IS NOT AN EMERGENCY SITUATION 
 
As part of our Trust wide Emergency & Lockdown procedure and the legislation/requirements set out by the 
Department for Education (DfE), we are required to have a parent/carer communication pack ready to deploy in an 
emergency situation.  We have worked with all schools in our Trust to create a pack that would cover the essential 
information to be shared in an emergency. 
 
To support our students with our procedures we hold special assemblies and hold regular drills so they are 
familiar of our arrangements in school during an emergency situation. Our next assemblies and drills for Year 7 will 
take place next week. Please find attached below an example of the letters we would issue in the event of an 
emergency/lockdown in our school.  You will note in the examples, we have some generic information in highlights 
that would be updated prior to sending. These letters would be shared from the Trust office with parents and carers 
via your child’s school Arbor communication system.  Please ensure your child's school has up to date contact 
information (email and mobile phone) for all contacts.  
 
We are sharing this with you now, so that you would be prepared and recognise the need to follow the advice in the 
letter as it is received.  Please DO NOT attend the school, if that is the instruction in the letter, as this may delay the 
emergency services in their response. 
 
After we are updated by the emergency services we would then contact you again and this may require you to 
collect your child, but clear instructions would be shared with you. 
 
We truly hope that we never have to issue any of these comms to our families and be assured our staff do the very 
best they can to keep our children safe in school on a daily basis. 
 
 
Yours sincerely, 

 
 
 
 

Ms S Cox 
Headteacher  
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