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Church Lane Primary School & Nursery
Emergency Response Policy including Invacuation & Lockdown 


Introduction

Church Lane Primary School is committed to ensuring the safety and security of all children, staff and visitors. This Lockdown/Invacuation/Evacuation Policy provides clear procedures to secure the premises internally or move children safely during incidents such as suspicious persons, violent incidents, terrorist threats, chemical hazards or other serious events. The policy is written in the spirit of protective security and preparedness guidance and Martyn’s Law principles to reduce risk and enable effective response.

Purpose

• To protect children, staff and visitors from internal and external threats by securing the premises quickly and effectively.
• To minimise risk and harm during incidents requiring lockdown, invacuation or evacuation.
• To ensure all staff, children and visitors understand roles, actions and communication responsibilities.
• To provide additional, specific guidance for children accessing our two SEND Hubs.

Scope

This policy applies to all staff, children, governors, visitors and contractors on the school premises and to wraparound care sessions.

Definitions

• Lockdown: A procedure to secure the school internally, restricting movement and access to prevent harm from an external or internal threat.
• Invacuation: Directed movement of children and staff to a pre‑identified safe internal location inside the building because the external environment is unsafe.
• Evacuation: Rapid and orderly movement of all persons off the school site to a safe external assembly point because remaining in the building is unsafe (e.g., fire, gas leak).
• All‑clear: Positive confirmation from Headteacher or emergency services that normal activity may resume


Triggers for Lockdown, Invacuation and Evacuation

• Lockdown: Reports or signs of an armed intruder, violent incident in the vicinity, suspicious vehicle/person approaching site, or police request for lockdown.
• Invacuation: External hazard making the outdoor environment unsafe (e.g., nearby chemical spill, dangerous person outside, serious incident on adjacent roads).
• Evacuation: Fire in the building, confirmed gas leak, structural failure, or other threat where remaining inside is more dangerous than moving to designated external assembly point.
• Any other incident assessed by SLT or emergency services as requiring immediate action.

Roles and Responsibilities

• Headteacher (Callum Clay): Overall responsibility for implementation, review and liaison with local authority and emergency services. Authorises all‑clear (unless delegated to emergency services). In his absence, this fall to the next employee in line.
• Senior Leadership Team (SLT): Lead the procedure, coordinate staff, account for children, communicate with emergency services and governors.
• SBM / Deputy Headteacher: Activate alert systems (PA, whistles), contact emergency services (999) if not already done, manage on‑site coordination and grab bag in office.
• Office Staff: Maintain communications with emergency services and parents when advised by Headteacher/SLT, hold visitor/late register and mobile contact list.
• Class Teachers / Teaching Assistants: Implement procedures in classroom, move children to designated safe areas, complete registers, support SEND children.
• Wraparound Care Staff: Follow same procedures; initiate actions during their session and immediately inform SLT.
• All Staff: Follow instructions, maintain calm, safeguard children and report concerns without delay.
• Children: Follow staff instructions promptly and calmly.

Alert and Activation

a) Alert Signal
• Primary signal: megaphone Lockdown, lockdown, lockdown” (changed to invacuation, dependening on incident.).
b) Immediate Actions on Hearing Alert (see separate Lockdown, Invacuation and Evacuation sections below)
• Staff must act immediately on the alert; do not wait for full details.
• Children remain with staff; do not escort visitors or parents unless it is safe to collect them and SLT instructs so.
Lockdown — procedure (internal securing; external threat)
	 Immediate actions

· Secure all external doors and windows where possible. If maglocks are in use, be aware that fire alarm activation may release maglocks; ensure awareness of this risk and use physical blockades as required.
· Close blinds/curtains to remove sightlines from outside; turn off lights.
· Move children away from windows and doors to a place of concealment; keep children low and out of sight.
· Use central areas of building,away from exits and windows as secure areas to locate.
· Create door blockades using furniture/equipment; ensure blockades do not obstruct emergency escape routes or breach fire regulations.
· Maintain silence. Staff to take register and record any children or staff not present.
· Keep communication devices on silent vibrate only; avoid unnecessary calls that may reveal location. Use one nominated staff member to maintain contact with SLT.
· Do not open doors to anyone unless escorted by a named SLT member or emergency services.
· SLT / SBM contacts emergency services (999) if not already alerted and provides details (location, nature of threat, number of people, any injuries).
· Await all‑clear from Headteacher or emergency services before resuming normal activity.
 Practical notes

 Do not use locking methods that prevent emergency responders from accessing rooms (avoid padlocks that cannot be opened).

 If possible, have a mobile phone and class list with you; keep register updated for reunification.

 If fire alarm sounds during lockdown, follow instructions from SLT — do not assume automatic evacuation unless told. 

Invacuation — procedure (move to a safe internal location)
When used

When outside environment is unsafe (e.g., suspicious vehicle, external police incident, chemical release) and children must be brought indoors.
 Immediate actions
· SLT/Office announces “Invacuation, invacuation”  using the megaphone.
·  Staff move all children immediately inside to nearest suitable internal safe area (classroom, internal hallways away from windows, sensory room).
· Close and lock external doors behind you where safe; follow above steps of closing blinds, turning off lights and creating blockades if appropriate.
· Take register and notify SLT of any missing children via email or verbally..
· Follow Lockdown guidance on silence and concealment if threat is of violent nature; otherwise follow usual behaviour expectations while maintaining child calm.
· Headteacher/Deputy Headteacher/SBM contacts emergency services and follows their guidance about staying put, moving to a different internal location or preparing to evacuate externally.


Evacuation — procedure (move to external assembly point
When used

When remaining inside is unsafe (e.g., internal fire, confirmed gas leak, structural risk) or on instruction from emergency services.

Immediate actions

· SLT announces “Evacuate, evacuate, evacuate” and instructs staff to leave by the nearest safe exit and proceed to advised assembly point.
· Staff take register and children’s medication boxes; adult first aid kits and class med boxes where safe.
· Office / SBM brings the grab bag, mobile to access evacuation log/register from Sign In app.
· Keep children together, account for everyone, report missing persons to SLT/emergency services immediately.
· Do not allow re‑entry until emergency services have given permission.


Designated Safe Areas (Internal)

• Classrooms with internal doors (staff to identify secondary safe area in each room for eg store cupboard, kitchen area).
• Hallways centrally away from external windows and doors.
• Sensory room (when safe and appropriate).
• The Learning Lodge

SLT will confirm safe internal routes and pre‑brief staff in termly drills.

SEND Hubs — additional arrangements

Church Lane Primary has two SEND Hubs serving children with additional needs including autism, ADHD, non‑verbal learners and other complex needs. To ensure safety with dignity and minimal distress:
Preparedness

• Each Hub has a designated primary safe space and a secondary fallback safe space; these are clearly signposted on the Hub’s emergency wall plan.
• Each Hub maintains a small, Hub‑specific invacuation box containing sensory supports (e.g., weighted lap pad, calm sensory items), visual aids (Now/Next board), spare communication aids (PECS cards or symbol cards), extra PPE, spare medication supplies as authorised, and Hub register.
• Hub staff have up‑to‑date individual care plans and evacuation/lockdown profiles for each child (including how best to support with reduced verbal cues, known triggers, and calming strategies).
 During Lockdown/Invacuation

• Hub staff instruct children using familiar, simple language and visual prompts; where appropriate, use pre‑agreed calming routines rather than moving children if movement would escalate distress.
• If a child requires physical support to move, only trained staff should assist and the reason must be logged after the incident.
• If a child becomes distressed, staff use the child’s agreed de‑escalation strategy from their care plan; SLT should be informed immediately of any unmet needs or missing essential equipment.
During Evacuation

• Hub staff prioritise safety and continuity of care: take Hub invacuation box, medication, visual aids and registers.
• Where a child is non‑ambulant, follow individualised manual handling plan and request immediate assistance from colleagues if needed.


Run — Hide — Tell (Counter Terrorism advice)

In the event of a marauding firearms or weapons attack, adopt the nationally recommended principles: Run, Hide, Tell.
• Run: If there is a safe route, run to a place of safety. Leave belongings behind. Encourage children to leave quickly.
• Hide: If you cannot run to safety, hide. Lock and blockade doors if possible, turn off lights, silence phones, stay out of sight and keep quiet.
• Tell: When safe to do so, call 999. Give the operator as much information as you can: location, number and description of attackers, weapons seen, number of people injured.
Staff will be familiar with and teach age‑appropriate elements of these principles during safety education, while ensuring content is not alarming to younger children. (Based on Counter Terrorism Policing / ProtectUK guidance.)

Communication — internal and external

Internal communication

• The SLT maintains a clear chain of command. One nominated SLT member coordinates communications with staff and emergency services.
• Use the agreed internal channels ( megaphone, runner system, WhatsApp for SLT only, email) — avoid broadcasting uncertain information to all staff which may cause panic.
Communication with parents/carers

• Only SLT will authorise messages to parents. Parents will be informed when it is safe to do so. 
• Message content will be limited (what has happened in broad terms, reassurance, safeguarding steps taken, practical arrangements for collection if relevant) and will be approved by Headteacher or emergency services where appropriate.

• Parents will be asked not to come to site unless instructed (to avoid obstructing emergency services) and to avoid contacting the school by phone so lines remain free.
Media and governor communications

Only the Headteacher  will speak to media. All media enquiries should be referred to the Headteacher. Governors will be informed as soon as practical.
Recording

• Keep a contemporaneous log of actions and communications during the incident (who did what, times, messages sent, emergency services calls). This log will support debrief and any statutory reporting. The log templates will be placed in the grab bag located in the main office area.
Grab bag, registers and first aid (resources and location)

• Office Grab Bag: A ready grab bag is held in the main office area in line with DfE Protective Security guidance. It contains: paper registers, torches,  basic first aid supplies, high‑vis vests, a PA megaphone backup, laminated evacuation/lockdown plans, incident log sheets, pens and a small supply of bottled water. 
• Classroom provision: Every classroom has a basic first aid kit and a child’s med box for children in that room (clearly labelled with child’s name; med box contains only the child’s prescribed medication and administration records).
• Hub invacuation box/grab bag: each SEND Hub holds an additional, Hub‑specific grab bag/ unvacuation box.
• Staff should ensure registers are current. The Administartor will be responsible for updating these as and when a child joins or leaves the school.


Training, Drills and Staff Briefing

• Termly lockdown / invacuation / evacuation drills will be undertaken. Drills will include all staff, children and wraparound staff.
• Staff will receive annual training on recognising threats, using the alert system, creating safe blockades, the Run‑Hide‑Tell sequence, and supporting SEND children during incidents.

Supporting Children and Staff (Post‑incident welfare)

After any incident or drill, staff will provide immediate emotional support and reassurance to children, using age‑appropriate language and calm routines.

Pastoral Coordinator (or named senior lead) will offer longer‑term support, signpost to external specialists and coordinate contact with families as needed.

Post‑incident welfare checklist (used by Pastoral Coordinator / SLT):
· Immediate medical needs met and logged.
· Registrations and reunification records completed.
· Children and staff given immediate reassurance and age‑appropriate debrief.
· Parents/carers informed with agreed message and advice.
· Referrals to external mental health services or CAMHS where required.
· Individual follow‑up meetings with any child or staff who showed significant distress.
· Review of practical needs (uniform, transport) for affected families.
· Internal debrief with staff within 48 hours and written incident report.
· Formal review meeting to identify lessons learned and update plans/policy within 10 school days.
• All support and referrals must comply with safeguarding procedures and be recorded.

Post‑incident review and learning

• An immediate debrief with emergency services (where present) and internal debrief will follow an incident.
• A formal internal review will be completed and the policy updated as required. Any change will be recorded and shared with staff and governors.
• Learning will inform training, site adjustments, signage and communications.

Special considerations and safety reminders

• Never compromise fire safety: blockades must not prevent safe emergency egress.
• Do not attempt to physically confront an intruder; focus on protecting children and yourself.
• Follow guidance from emergency responders at all times.
• Ensure the needs of SEND children are central to planning and training; avoid assumptions about their responses.

Wraparound Care (outside normal hours)

• Wraparound care staff are responsible for initiating and managing lockdown/invacuation/evacuation during their sessions.
• They must be familiar with this policy, have access to the office grab bag and Hub grab bags where relevant, and contact emergency services (999) and SLT immediately.
• Communication with parents will be managed by SLT once the site is safe.


Training, review and governance
• This policy will be reviewed annually or after any incident. The Headteacher is responsible for ensuring training and checks are completed.
• Governors will receive an annual report on emergency preparedness and any incidents.

Sources
• Counter Terrorism Policing / ProtectUK — Run Hide Tell guidance: counterterrorism.police.uk/runhidetell; protectuk.police.uk advice pages. (counterterrorism.police.uk)
• Department for Education — Protective security and preparedness for education settings (DfE guidance and grab bag recommendation). (gov.uk)
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