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Legal Framework 

This policy has due regard to all relevant legislation and statutory guidance including, but not limited to: 

• Health and Safety at Work etc. Act 1974 

• The Management of Health and Safety at Work Regulations 1999 

• The Regulatory Reform (Fire Safety) Order 2005 

• The Terrorism (Protection of Premises) Act 2025 

• DfE (2014) Fire safety in new and existing school buildings 

• DfE (2023) School and college security 

• DfE (2022) Health and safety: responsibilities and duties for schools 

• DfE (2023) Emergency planning and response for education, childcare, and children’s social 
care settings 

• DfE (2025) Protective security and preparedness for education settings 

Definitions  

Invacuation 

The process of making staff aware of an emergency and moving pupils, staff and visitors to sheltered 
areas inside the building. Used when going outside would increase risk (e.g., toxic fumes, nearby 
hazards, intruders). 

Lockdown 

A procedure involving secure locking of external doors and windows and sheltering in a secure location. 
Used in response to security threats. 

Security Leadership and Staff Roles  

• A named Security Lead (Head of School) will be appointed to coordinate all security planning, 
training and emergency response. 

• All staff roles during invacuation, lockdown, evacuation, and post-incident procedures will be 
clearly defined and communicated. 

• The Security Lead will act as the primary liaison with emergency services. 

Staff Training  

• All staff will receive training at least annually, including: 

• SCaN (See, Check and Notify) for identifying suspicious behaviour. 

• HOT (Hidden, Obviously Suspicious, Typical) guidance for assessing suspicious items. 

• RUN HIDE TELL response for hostile intruder scenarios. 

• Scenario-based practice of invacuation, lockdown, evacuation and bomb-threat procedures. 

SEND and PEEPs  

All procedures will be inclusive of pupils with SEND and those with medical or accessibility needs. 
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Personal Emergency Evacuation Plans (PEEPs) will be created and reviewed termly. 

The Security Lead will ensure staff know who requires a PEEP and how support will be provided. 

Grab Kit  

A centrally located Grab Kit will be maintained and reviewed half-termly. It will include: 

• Up-to-date registers and attendance lists 

• Emergency contact details 

• First aid supplies 

• Hi-visibility vests 

• Site maps and floor plans 

• Torch and whistle 

• Visitor logs 

Risk Assessment and Local Risk Tailoring  

• The policy will be adapted annually to reflect local risks, environmental hazards, neighbouring 
premises, and intelligence from police or the local authority. 

• The DfE Security Self-Assessment Tool will be used for regular reviews. 

Communication Protocols 

During an Incident 

• Staff will use two-way radios, mobile phones and internal messaging systems. 

• The school office or Security Lead will maintain communication with emergency services. 

After an Incident 

• Parents/carers will be contacted through the school’s communication systems. 

• Staff and pupils will receive a debrief within 48 hours. 

• Stakeholders will be updated as appropriate. 

Invacuation Procedure 

1) The invacuation aims to keep people inside and away from external danger (e.g., chemical spill, 
external fire, air pollution). 

2) The announcement will be: “Hello, please can you continue your learning inside. Thank 
you.” (repeated twice). 

3) The headteacher or designated staff member will activate the invacuation. 

4) Staff will maintain communication using radios/phones. 

5) Pupils, staff and visitors outside will move immediately into the nearest safe entrance. 

6) Adjacent staff will signal outside groups to enter. 

7) Once inside, doors/windows will be secured and ventilation switched off if needed. 
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8) Registers will be taken to identify missing persons. 

9) Main site entrances may be locked. 

10) All classrooms and offices are classified as safe rooms. 

11) Staff will keep pupils away from windows/doors. 

12) The procedure will continue until the all-clear is given. 

13) Staff will support pupils' wellbeing and calmness. 

14) Normal timetable resumes once safe. 

15) The office will keep contact with emergency services. 

16) If the incident continues into dismissal time, advice will be sought from emergency services. 

17) After an invacuation: 

• A debrief will be held for staff and pupils. 

• Support will be offered (e.g., counselling). 

• Parents/stakeholders will receive communication. 

• The response will be reviewed and improved. 

Lockdown Procedure  

General Principles 

• Lockdown is a proportionate response to incidents posing a threat (e.g., intruder, violent event 
nearby, dangerous animal). 

• May be partial or full, depending on circumstances. 

• The decision is made by the headteacher based on available information. 

Activation 

• The signal: “Hello, please can you continue your learning securely inside. Thank you.” (repeated 
twice). 

• Staff communication via radios/mobile/email. 

• The office will notify emergency services immediately. 

Implementation 

• Pupils remain in classrooms or are moved to the nearest safe room. 

• Staff clear toilets, halls and playgrounds where safe. 

• Items that could be used as weapons must be securely locked away. 

• Outdoor individuals will be brought inside unless unsafe; otherwise they will move to a 
designated safe area. 

• Doors and windows locked. 

• Registers/headcounts conducted and missing persons reported. 

• A dynamic risk assessment carried out by SLT. 
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• Pupils shown nearest exit points in case of hostile access. 

• Evacuation may be ordered if safer. 

• Pupils may hide, disperse or take cover under tables as directed. 

• During partial lockdown, supervised movement may occur. 

• During full lockdown: 

o Access points may be obstructed with furniture. 

o Curtains/blinds closed. 

o Lights and screens switched off. 

o Pupils kept out of sight and silent. 

• Main gates secured to prevent unauthorised entry. 

All Clear 

• Personnel remain inside until an authorised coded all-clear message is given. 

• If a hostage situation occurs, evacuation of remaining areas will be considered under police 
direction. 

• Pupils will not be released to parents during lockdown. 

Evacuation 

• If evacuation is necessary, a continuous fire alarm ring will be sounded. 

• Staff will lead pupils to a designated place of safety. 

Post-Incident 

• The Business Continuity Plan will be activated. 

• Drills will be conducted once per term. 

Bomb Threats and Suspicious Items 

• Staff will follow recognised guidance when receiving a threat, recording all information and 
alerting police. 

• The HOT Protocol will be used to assess suspicious items. 

• Evacuation routes will avoid suspected items. 

• Emergency services will determine cordon distances and re-entry. 

Monitoring and Review 

• The Security Lead will oversee annual review of this policy. 

• Incident logs, drill evaluations and the DfE self-assessment tool will inform revisions. 
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Shelter (Invacuation) Template 
 

 

Signals 

Alarm or signal to seek shelter [insert]  

Signal for stand down / all-clear [insert] 
 

Incident Control Officers & Response Team 

Role Name Emergency Contact Number 

Incident Control Officer     

Deputies     

     

Communications Officer     
 

 
 

Action Plan 
Completed by  
(Sign and time stamp) 

Determine whether to evacuate or invacuate  

If invacuate, where will you instruct staff and students to go?  

Sound alert   

Ensure all students and staff are inside the school/college 
building   

If appropriate, move students away from the incident (e.g. to the 
other side of the building)   

Do you need the emergency services?   

If sheltering from an environmental hazard (e.g. a smoke or 
chemical spill) ensure all doors and windows are closed and 
ventilation / air circulation systems are switched off   

Complete roll call for students, staff and visitors. Are any missing 
or injured?   

Reassure students and keep them calm, if possible return to 
normal classroom based activities   

Notify parents / carers of the situation and provide advice, 
instruction and reassurance   

There are important differences between the lockdown and shelter arrangements.  
Shelter arrangements should only be used when it is not necessary to protect staff and 

students from intruders. Lockdown is necessary when children and staff need to be locked 
within buildings for their own safety i.e. in an emergency situation such as a hostile intruder, 

terrorist attack or other criminal activity. If the threat or incident is outside the venue it may be 
safest to go / stay inside, but the responsible person should consider evacuation.  

Depending on the nature of the incident it may be necessary to stay inside for a prolonged 
period of time, and in some extreme cases this could be overnight. It is therefore important to 

ensure that any medical needs are prepared for in advance.  
 


