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Invacuation Policy
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Woodhall Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Definition:

An invacuation or ‘lockdown’ occurs when circumstances dictate the safety of the pupils and staff is better ensured with doors and windows locked, blinds and curtains drawn. Pupils would be moved away from windows and doors for prime safety. 

Procedure:

Management of the incident will depend on the circumstances presented and at all times staff must: 

· Remain calm and keep the children calm
· Move slowly
· Follow instructions
· DO NOT PROVOKE AN INCIDENT
1. Staff will be alerted to the activation via Microsoft Teams with the message LOCKDOWN – Teams will be used to communicate with you during lockdown procedures.
2. Once it has been established, this is not a false alarm; the emergency services will be contacted by the school office or SLT.
3. If safe to do so, pupils and staff who are outside the building will be brought in as quickly as possible through the nearest available entrance and classroom (Communication through Walkie Talkie or Microsoft Teams).
4. All external doors and windows are locked (Internal doors are fobbed – doors must be closed at all times during the school day and lock system not switched off). 
5. All pupils and staff/visitors must remain in class and take cover away from doors and windows until told otherwise on Teams.  Any pupils/staff/visitors out of class must make their way to the nearest room, i.e. classroom/staff room/PPA room immediately.  SLT will take charge and give further instructions.
6. Once in ‘lockdown’ mode, where practical, registers or a head count must be taken and staff inform the Headteacher or (designated appointed person) on Teams. The Designated person (SLT) will be in charge of any pupils not accounted for, and a safe search will be instigated IF IT SAFE TO DO SO.
7. Parents should be notified (using the Arbor system), at an appropriate stage after having assessed the impact of this and after consultation with partner agencies. The headteacher/SLT will make this decision.
             Parent communication during an invacuation/lockdown should give enough information so that 
             they:
· Are reassured that the school understands their concerns for their child’s safety and that it is doing everything possible to ensure his/her safety
· DO NOT contact the school. Telephone lines must be kept open for the school to contact emergency providers
·  DO NOT come to the school. Emergency Service access is paramount, and they may put themselves and others at danger 
· Wait for the school to contact them with information about when and where it will be safe to collect children
8. Pupils will not be released during a ‘lockdown’.



Children should be encouraged to treat any emergency with the utmost calm and follow the guidelines with common sense. They need to be taught how to respond through practice as well as through talk.

Invacuation procedures /Lockdown Drills:

· Will be undertaken with a record kept of the drill.


The policy applies at all times of the day and must therefore be shared with every member of staff.

Date: September 2026 






Invacuation Policy – Appendix A

All exterior doors must be locked when not supervised including during lesson time.  The Hawthorn door needs to remain unlocked for children who need to enter school (i.e. toilet) who cannot get in via other entrances.  

This applies in particular to the exterior doors in the KS2 corridor, Arc and outside the hub (Apples and Pears). 

If a child is being taught outside the building and needs to enter the school for any reason, s/he must enter via Hawthorn. Children should be reminded to visit the toilet before going outside.

Class teachers to lock external door outside of their classroom.

Year 3 member of staff should lock external door outside Maple classroom.
Year 4 member of staff should lock external door outside Larch classroom.
Year 2 member of staff should lock external door in the Arc. 
Year 1 member of staff should lock external door in Hawthorn. 

In the event of an invacuation the following will apply if safe and practicable:
· Any children in the Forest School Area should go to the dance studio. 
· Any children not in class should be taken with the adult to the nearest lockable room that they are going to.
· Lunchtimes in the dining hall: all children should go to their classrooms.
· Lunchtimes outside: all children should go to their classrooms.
· Children having PE outside should go into the Hall. 
· SLT on duty to lock the external Hawthorn door. 

Communication will be on Teams.

Please note – there may be times when the above cannot be strictly adhered to.  In such a case, we must apply ‘reasonably practicable’ steps to ensure the safety of the children and adults in school 

‘Reasonably practicable’ This means balancing the level of risk against the measures needed to control the real risk in terms of safety.
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