
Lockdown Drill Notification 

Dear Staff Members, 

As part of our ongoing commitment to safety, we will be conducting a lockdown drill on [Date] 

at [Time]. Please review the following details: 

Drill Details: 

• Objective: To prepare staff and students for an emergency situation. 

• Duration: Approximately [Duration]. 

• Location: All classrooms and common areas. 

• Procedure:  

o Lock all doors and windows. 

o Turn off lights and remain silent. 

o Follow the instructions of the drill coordinator. 

Please ensure that you familiarize yourself with the procedure and discuss it with your students 

prior to the drill. Your cooperation and participation are essential to the effectiveness of this 

exercise. 

If you have any questions or concerns, please reach out to [Coordinator's Name] at [Contact 

Information]. 

Thank you for your attention and commitment to keeping our school safe. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 


