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	INVACUATION
                           POLICY



1. Purpose
Invacuation means moving children, staff and visitors to a safe location inside a building when leaving the premises may expose them to greater danger.
This policy explains how EDSTART will protect children, staff and visitors during an external or internal threat at a school-based activity or holiday club. It must be followed alongside:
the host school's emergency, lockdown and fire procedures;
EDSTART safeguarding, health and safety, first-aid and missing-child policies; and
the site-specific risk assessment and emergency plan.
Key Distinction: Evacuation is used when it is safer to leave the building. Invacuation or lockdown is used when it is safer to remain inside.

2. Circumstances requiring invacuation
Invacuation may be required because of:
a dangerous person, weapon or security threat nearby;
violence or a serious disturbance outside the premises;
a hazardous substance, smoke or gas outside;
a dangerous animal on or near the site;
severe weather or another environmental hazard;
a police or emergency-service instruction;
a missing child, where securing the premises is necessary; or
any other situation in which leaving the building would create additional danger.

A fire alarm or evidence of fire will normally require evacuation unless the emergency services give different instructions.

3. Responsibilities
Holiday Club Manager or Session Lead

The Holiday Club Manager or Session Lead is the EDSTART Incident Lead and will:
decide whether to begin invacuation when it is safe and reasonable to do so;
contact the emergency services;
coordinate with the school’s nominated premises contact;
ensure attendance registers and emergency information are available;
account for children, staff and visitors;
provide updates and instructions; and
record and report the incident.

If the Incident Lead is unavailable, the most senior EDSTART member of staff present will assume the role.

All EDSTART Staff
know the site-specific invacuation signal and safe rooms;
carry out instructions promptly and calmly;
supervise children continuously;
take the register, club phone and emergency information when safe;
report missing or additional people immediately; and
avoid putting themselves or children at further risk.

4. Site-specific arrangements
Before operating at a school, the Club Manager must agree and record:
the school's alarm or invacuation signal;
the primary and alternative safe rooms;
how internal and external doors are secured;
whether windows, blinds, ventilation or utilities should be closed;
accessible arrangements for children and adults with additional needs;
communication arrangements with the school and emergency services;
the location of first-aid supplies and the emergency grab bag;
arrangements for toilets, medication, drinking water and prolonged shelter;
a separate off-site evacuation point; and
who has authority to end an invacuation.

Safe rooms must be selected through the site risk assessment. Where possible, they should be lockable or securable, away from external windows and capable of accommodating the group safely.

5. Raising the alarm
Any person who becomes aware of an immediate danger must inform the Incident Lead or call 999 where delay would place someone at risk.
The Incident Lead will activate the agreed signal. Staff must understand whether the instruction means:
Invacuation: bring everyone indoors and move to designated safe rooms.
Lockdown: secure rooms, minimise visibility and remain silent.
Evacuation: leave by the safest available route.

Staff must not rely solely on mobile phones because reception, power or network access may be unavailable.

6. Invacuation procedure
On hearing the invacuation instruction, staff must:
Stop the activity and gather the children without delay.
Bring children who are outdoors into the nearest safe building, provided the route is safe.
Move calmly to the designated safe room using the safest available route.
Take the attendance register, visitor record, club phone, medication and emergency grab bag when these are immediately accessible.
Check nearby toilets, changing rooms and activity areas only when it is safe to do so.
Close and secure doors and windows as required by the site plan.
Switch off lights, silence phones and move away from doors and windows if the incident requires lockdown.
Take a register and account separately for children, staff and visitors.
Report any missing, additional or injured person to the Incident Lead immediately.
Keep children calm, quiet and appropriately occupied.
Remain in the safe room until an authorised person gives a verified all-clear or directs the group to relocate.

Do not leave a protected area to search for a missing person when doing so would expose others to danger. Give the emergency services the person’s name, description and last known location.

7. Supporting children
Staff will explain the situation using calm, age-appropriate language without causing unnecessary fear. Reasonable adjustments must be planned for children who:
have mobility, sensory or communication needs;
require regular medication or medical equipment;
may not recognise or respond to an alarm;
become distressed by noise, darkness, confined spaces or changes in routine; or
need individual adult support.\

A personal emergency plan should be agreed in advance where a child may require specific assistance. Staff must maintain appropriate safeguarding practice throughout the incident. Where practicable, no member of staff should be left alone with a child out of sight of others.

8. Communication
The Incident Lead, or a person delegated by them, will contact 999 and provide:
the school's name and full address;
the nature and location of the danger;
the number and approximate ages of children;
details of injuries, missing people or additional needs;
the safe room or assembly location; and
a contact telephone number.

Only the Incident Lead or EDSTART authorised senior manager may communicate with parents, the media or the wider public. Parents and carers must not be asked to travel to the premises while a danger remains. When safe, they will receive clear information about collection or reunification arrangements. Staff must not post information, photographs or commentary about the incident on social media.

9. Ending invacuation
The invacuation will end only when the all-clear has been verified as coming from:
the police, fire and rescue service or another relevant emergency service;
the authorised school representative, following emergency-service advice; or
the Incident Lead, where the original concern has been positively resolved.

An unfamiliar voice, telephone call or message must not be accepted without verification. After the all-clear, staff will take another register, assess first-aid and welfare needs and follow the agreed collection or relocation arrangements.

10. Parent and carer reunification
Children will only be released:
when the Incident Lead confirms that it is safe;
from the agreed collection or reunification point;
to an authorised adult whose identity has been checked; and
after the child's departure has been recorded.
Normal collection passwords and safeguarding arrangements will continue to apply unless emergency services direct otherwise.

11. Drills and training
Staff must receive an induction covering the host school's fire, evacuation, invacuation and lockdown arrangements before working independently at the site. EDSTART will conduct or participate in proportionate practice drills. Drills involving children must be planned sensitively, explained in advance and adapted to their ages and needs.
The Club Manager will record:
the date and type of drill;
the number of participants;
the time taken to account for everyone;
any difficulties or accessibility issues; and
actions required and who is responsible for completing them.
12. After an incident
Following a real invacuation, EDSTART will:
check the physical and emotional welfare of children and staff;
provide appropriate information to parents and carers;
notify the school and relevant EDSTART senior manager;
complete accident, incident and safeguarding records;
preserve relevant evidence and maintain confidentiality;
make any legally or contractually required notifications;
cooperate with the emergency services and other agencies;
offer appropriate support or signposting; and
review the risk assessment, site plan and this policy.
Any safeguarding concern arising from the incident must be reported immediately under EDSTART safeguarding procedure.

13. Emergency grab bag
Where suitable for the premises, the grab bag should contain or provide secure access to:
current child, staff and visitor registers;
emergency contacts and relevant medical information;
a charged mobile phone or radio and power bank;
first-aid supplies;
essential medication kept in accordance with the medication policy;
a torch;
high-visibility clothing;
emergency water and basic welfare supplies; and
copies of the site emergency plan and key contact numbers.

Sensitive personal information must remain secure and only be accessible to authorised staff.

14. Site-specific record
	Required information
	Site entry

	School / Venue
	[Insert]

	Full address
	[Insert]

	School emergency contact
	[Insert]

	EDSTART Incident Lead
	[Insert]

	Deputy Incident Lead
	[Insert]

	Invacuation signal
	[Insert]

	Primary safe room
	[Insert]

	Alternative safe room
	[Insert]

	Off-site evacuation point
	[Insert]

	Location of registers / grab bag
	[Insert]

	Children requiring individual assistance (or confidential plan reference)
	[Insert]

	Date arrangements agreed with school
	[Insert]

	Date of last drill
	[Insert]



15. Related guidance
This policy should be read with the current versions of:
Department for Education: Out-of-School settings safeguarding guidance for providers.
Home Office: Fire safety risk assessment - educational premises.
Department for Education: Holiday activities and food programme guidance, including holiday clubs in school settings.

The site-specific plan and host school procedures take precedence where they provide more detailed local instructions, provided they do not conflict with emergency-service directions or legal duties
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