
 

 

CHRIST’S HOSPITAL 

 

EVACUATION, INVACUATION AND LOCKDOWN PROCEDURES 

 

 

EVACUATION  

 

Fire and gas leak 

 

1. The most frequent reason to evacuate a building is in response to a fire alarm, fire or 

suspected gas leak. In very rare circumstances, it may be appropriate to evacuate due 

to a bomb threat made against a specific building. 

 

2. The following school procedures apply to these situations: 

 

• Fire Evacuation Procedure (Boarding Houses) 

• Fire Evacuation Procedure (Other Buildings) 

• Fire Evacuation Procedure (Theatre Public Audience) 

• Alarm Response Team Action Procedure 

• Fire Marshal Action Procedure 

• Fire Assembly Points Map 

• Personal Emergency Evacuation Plans for staff and students 

• Suspected Gas Leak Procedure (for boarding houses) (using the fire alarm) 

 

3. In the case of a suspected gas leak in buildings other than boarding houses, it may 

not be fire safe to use the fire alarm. Therefore, the procedure to do so only exists for 

boarding houses. In all other buildings, staff are to clear a building of occupants by: 

 

• Verbal alarm/instruction. 

• Moving from area to area, advising other building occupants to evacuate in a 

calm and controlled manner without using electrical devices, without the 

need to advise students of ‘gas’, to assemble at the fire assembly point. 
 

4. If the Alertus desk top emergency message system is used (see ‘Communication’ 
under ‘Invacuation and Lockdown’ section below), an example desktop emergency 

warning message may read as follows: 

 

Evacuate – 

Non-

Standard  

 

EVACUATE your building.  

There is an urgent need for everyone to leave the building quickly but calmly.  

DO NOT SET OFF THE FIRE ALARM.  

DO NOT USE ANYTHING ELECTRICAL; do not turn lights on or off. 

Do not use mobile phones or two-way radios.  

Everyone should go to XXX (= At least 200m away and an open area of space, 

such as sports pitches; possibly avoiding a particular route/location).  

Let other people not at a computer know. 

 

 

 

 



 

 

Intruder threat 

 

5. If an intruder has entered a building and appears to pose harm to occupants, staff 

will need to judge, very carefully, in the moment if they feel the instruction to 

building occupants should be to evacuate simultaneously in response to (setting off) 

the fire alarm, or whether it would be better for building occupants to take a 

‘lockdown’ approach and secure themselves within individual rooms. If moving from 
room to room to convey this verbally does not appear a safe thing to do, the best 

way to communicate the latter covertly (if needed) would be to contact those with 

the ability to raise an Alertus PC desktop message for that building, to do raise a 

message to take lockdown action. Such as: 

 

• Any member of SLT 

• School Office/Head and COO Offices 

• Security (who most staff would naturally think to call and should know the 

number of) 

 

Fire alarm during a lockdown situation 

 

6. If the fire alarm sounds during a lockdown situation, the school’s decision on the best 

course of action in response to this is to only act if fire and/or smoke can be 

seen/smelt. This is because a threat actor may have raised the alarm to get 

occupants to evacuate from their secure rooms/hiding places within a building. If the 

alarm is for actual fire, school buildings offer many and usually short fire escape 

routes, so if there has been a delay in evacuation while waiting to see/smell 

fire/smoke, there is likely to be sufficient time to evacuate successfully. 

 

7. It must be noted that a fire alarm will cause any electronic access control doors 

(securing a building or specific parts/rooms within a building) will drop out, allowing 

unrestricted movement of a threat actor. In such circumstances rooms secured by 

way of a key or other manual locks, or by placing objects behind doors to act as an 

obstructive barrier, will provide the necessary security. 

 

 

INVACUATION AND LOCKDOWN  

 

Introduction 

 

8. This procedure applies when anyone on site needs to remain within or get inside a 

school building for their own safety, because of an external risk to safety. Essentially 

individuals should remain inside the building they are already in or move into the 

nearest building (offering a degree of security) if they are outside when an 

invacuation or lockdown state is initiated. Inside, members of staff present should 

ensure that this procedure is applied. 

 

9. However, some individuals may be a significant distance away from school buildings 

and unable to take quick advantage of their structural protection, such as out on the 

playing fields. In these circumstances, it is likely safer for these people to stay away 



 

 

and move further away, perhaps leaving the site altogether. This will need to be 

judged on a case-by-case basis. 

 

10. In the event of a major incident, any responsive action that appears to be necessary, 

sensible and safest in the circumstances should be taken, even if it is not prescribed 

in this document.   

 

11. Police guidance in response to a weapons attack is to RUN away from the area. 

However, if running in the open will expose you to danger, guidance is that it is 

better to HIDE, and a state of lockdown will be implemented. 

 

12. These procedures are set out in a quick reference flow diagram form at the end of 

this document; see Annex A. 

 

Definitions 

 

13. INVACUATION requires individuals to enter and/or remain inside a building. Doors 

and windows may need to be closed but not necessarily secured against intruder 

entry. Where practicable, activity within the building should continue as normal. 

Invacuation may be necessary (for example) if there is a civil disturbance or an 

environmental hazard (animals, toxic fume/smoke, weather etc.) on site (or heading 

towards the site) that appears to pose a potential danger, or it is desirable to have 

everyone inside to register them as present, communicate a sitewide message or 

protect people from witnessing something distressing. 

 

14. LOCKDOWN requires individuals to enter and/or remain inside a building and to 

secure the building (doors and windows) from intruder entry where possible. This 

event is an extreme situation, when there is threat actor on site with a clear and 

evident intent to cause significant harm, such as displaying a weapon, who will likely 

move around the site seeking to encounter people and/or infiltrate buildings to 

achieve their objective. An extreme situation calls for an extreme response; all normal 

activity within a building should immediately cease and once a building is secured as 

best as it can be, all individuals should take immediate action to hide away and 

secure themselves further within the building. 

 

Prevention 

 

15. In an attempt to prevent a terrorist attack before it happens, staff in the following 

roles are required to complete Counter Terrorism Awareness training and See, Check 

and Notify (SCaN) training: 

 

16. Roles in receipt of incoming post and/or general telephone calls: 

 

• All members of the School Office team 

• All members of the stores team (including porters) 

• Regular reception staff 

 

17. Roles that have a responsibility for, or have a key part to play in, site security: 

 



 

 

• All members of the security team 

• All members of the grounds team 

• Director of Operations 

• Regular reception staff 

 

18. Roles that organise/manage, or have a key part to play, in large public events: 

 

• Deputy Head (Staff)  

• Deputy Heads PA 

• Project Officer & EA 

• Commercial and Community Access Manager 

• CHEL Manager 

• Theatre Manager 

• Theatre Technician 

• Box Office staff 

• Director of Admissions and Marketing 

• Director of Music 

• Band Director 

• Chaplain 

• School Marshal 

• Museum Curator 

• Director of Development 

• Alumni Manager 

• Partnership Manager 

• Development Administrative Assistant 

 

19. The Compliance Manager will monitor completion of training by these individuals. 

 

20. Additional staff may also be required to undertake the above training for a specific 

event; for example, for the 2024 whole-school St Matthew’s Day parade in London, 
houseparents and all members of SLT taking part in the parade were required to 

complete this training. 

 

21. Another measure taken by the school is that the full site map is not published on the 

internet. It is only available as a handout on site or as a reference map displayed 

within staff buildings. Where departments such as CHOBA, CHEL, sports and Box 

Office need to issue a site map, they issue a reduced version applicable to their 

needs. The Compliance Manager makes an annual check on the internet for the 

presence of the full site map and asks for it to be taken down where it is found. Often 

it has been placed onto the internet by a third party legitimately in receipt of the map 

but inadvertently making it available to an audience wider than was intended, e.g. 

summer school operators making it available to their clients. 

 

Be prepared – community awareness 

 

22. Occupants of school buildings will be made aware of these procedures in quick 

reference form by way of ‘Emergency Action’ signage, to be displayed on the inside 
of all doors to main school rooms; see Annex B. 

 



 

 

23. Drill and exercise activities will reinforce awareness of these procedures for school 

staff and students. See ‘Drill exercises’ section below. 
 

Be prepared - drill exercises 

 

24. It is important that these procedures are communicated to all staff and students, so 

that there is an awareness and understanding of them. One way that this will be 

achieved is by conducting drill exercises.  

 

25. An extensive invacuation or lockdown drill may be carried out as a major incident 

management exercise, which we plan to conduct once per academic year. Routine, 

(non-fire) evacuation, invacuation or lockdown drills are conducted termly. 

 

26. Routine fire alarm evacuation drills are conducted in the following ways: 

 

• Termly boarding house drills 

• Annual whole school Chapel drill 

• Annual whole site drill or individual building annual drills 

• Annual exercise in collaboration with WSF&R 

 

Be prepared – communication with emergency services 

 

27. In a lockdown situation, it is necessary to be quiet. It is possible to communicate with 

emergency services by text. To do so you need to pre-register your mobile phone 

with the emergency services by doing the following: 

 

➢ Send the word ‘register’ in a text message to 999 

➢ You will receive an acknowledgement reply.  

➢ Confirm your intention by replying ‘yes’.  
➢ You will receive a message confirming your registration. 

 

28. All staff should pre-register with the emergency services and via house briefings, 

houseparents should encourage students to do the same. Staff and students are 

advised/reminded by way of occasional Deputy Head and/or Assistant Head 

communications. 

 

Building security 

 

29. Whilst the majority of main entry/exit doors to school educational buildings are freely 

accessible during the school day, most classrooms and offices within buildings are 

lockable and usual room occupants have keys. Boarding houses, require electronic 

key card access and electronic access control is (currently) being extended to several 

other key site buildings. 

 

30. Where doors cannot be secured from outside entry by an electronic or 

key/bolt/sneck mechanism, where reasonably practical, other methods to secure 

doors may be necessary, such as a pole through double door handles or a chair 

wedged under a door handle, a wedge to the base of a door or a large heavy object 

placed behind the door.  



 

 

 

31. However, any such obstruction to a fire exit door must be easy to remove, or other 

obstruction free fire exits must be available, in case it becomes necessary to escape 

from fire. 

 

Communication  

 

32. In an invacuation or lockdown situation, the school will communicate using the 

following methods: 

 

• Mobile phones 

• Two-way radios 

• Face-to-face 

• Alertus desktop notifications 

 

33. Refer to the Major Incident Management Plan for more details on these methods of 

communication and on communications in general during a major incident situation. 

 

Initiation and alarm 

 

Inform the emergency services 

 

34. In the first instance, where an emergency situation becomes evident to any member 

of staff, the emergency services (999) must be called and Security (01403 24) 7551 

advised.  

 

Raise the alarm - inform the school community and inform the SLT 

 

35. The emergency nature of the situation will dictate whether a person raising the alarm 

needs to warn the school community first and then inform SLT, or there is time to 

inform the SLT and let SLT inform the school community. 

 

36. When expediency matters and the need to warn the school community and initiate 

evacuation, invacuation or lockdown appears to be life critical, the details of the 

emergency need to be conveyed to the most appropriate member/team of staff 

available, who will not necessarily be a senior member of staff, for example, the 

School Office or security teams. This is to ensure that any communication warning 

the school community is issued as soon as reasonably practicable.  

 

37. Informing the school community of a major emergency must take place in parallel 

with informing the SLT. If the nature of the emergency allows, the Head or, in their 

absence a Deputy Head, or out-of-hours the duty SLT member, will make the 

decision (perhaps in consultation with the police) for the school to enter an 

evacuation, invacuation or lockdown state.  

 

38. This will be in conjunction with a potential decision to initiate the Major Incident 

Management Plan. However, the requirement to evacuate, invacuate or lockdown 

takes precedence over staff moving around the site to form a Major Incident 

Management Team in a designated Major Incident Control Centre location. 



 

 

 

Inform the school community 

 

39. Refer to the ‘Communication’ section above. 
 

40. Ultimately, the extent of communication necessary, the method of communication, 

the speed at which communication needs to happen, the content of communications 

and who is in a position to issue communications will depend entirely on the nature 

of the incident. 

 

Armed police response 

 

41. If armed police attend site, be prepared for how they will act. They may: 

 

• Point a gun at you 

• Blind you with light 

• Shout at you 

• Treat you firmly 

• Question you 

• Be suspicious of you 

 

42. Respond to armed police in the following way: 

 

• Remain calm 

• Answer their questions 

• Follow their instructions 

• Do not try to leave an area until they tell you to 

• Avoid sudden movements 

• Keep your hands in view 

 

INVACUATION PROCEDURE 

 

43. An Alertus desktop example emergency warning message may read as follows: 

 

Invacuation 

– no need 

to secure 

the 

building 

There is an EXTERNAL RISK to safety.  

STAY INSIDE in your current location.  

Call to people outside to come inside.  

(If the risk is airborne) CLOSE DOORS AND WINDOWS and shut down or block 

air intakes where possible. 

Continue to work normally. 

Remain calm and wait for further instructions.  

Let other people not at a computer know. 

 

44. By its nature, the emergency message cannot be extensive. In addition to this 

instruction, staff should carry out the following where possible:                               

 

• Ensure students understand the nature and gravity of the situation and 

convey a calm, orderly and positive approach. 



 

 

• Where possible (where there are sufficient staff to do so) post individuals on 

main entrance/exit doors to usher people inside, explaining the need to 

remain inside, as well as advising people aiming to leave a building that they 

should not do so. 

• Prohibit anyone from making social media posts about the situation. This may 

mean taking phones from students. 

• Inside teaching buildings, move everyone into classrooms rather than 

allowing them to remain in corridors and communal areas. Essentially 

continue with lessons as far as practically possible and extend these lessons if 

necessary. Monitor a school computer for further information updates. It will 

be necessary for sports and broader curriculum staff to communicate the 

emergency message to staff not at a computer. 

• Inside boarding houses, gather any students together in a communal area and 

encourage them to socialise or watch TV or similar calmly and quietly. 

Monitor a school computer for further information updates. 

• Inside offices and support services buildings, continue with work activities as 

normal as much as practically possible. Monitor a school computer for further 

updates. It will be necessary for support services staff to communicate the 

emergency message to staff not at a computer. 

• If there is any kind of public event taking place on site, once event hosts are 

made aware of the need to be inside, they will need to take steps to ensure 

that their visitors move inside and remain there, whilst maintaining their own 

safety. 

• Taking their own safety into account, security staff should take reasonable 

steps to prevent anyone from coming onto the site. Visitors or contractors in 

vehicles should be turned away for their own safety. Visitors or contractors 

arriving on foot at Reception should be invited inside and remain there until 

the “all clear” is announced. 
• Anyone expecting a visitor to attend site should delay or cancel their 

attendance; consider visiting sports teams and contractors. 

• The Major Incident Management Team may need to liaise with Security to 

track a site hazard using CCTV, liaise with external agencies or listen to/watch 

media reports to track an approaching hazard. 

 

LOCKDOWN PROCEDURE 

 

45. The Alertus desktop emergency warning message will read as follows: 

 

Lockdown A PERSON ON SITE POSES A RISK TO SAFETY. The police have been called. 

Let other people not at a computer know.  

Call to people outside that appear to be safe to come inside.   

CLOSE AND SECURE outside facing doors and windows where possible.  

Close curtains, blinds and shutters. Turn off lights.  

WITHDRAW to the interior of the building. Go to higher floors.  

HIDE in rooms that you can lock or barricade yourself in to. Hide within the room.  

Be calm and BE QUIET. Put mobile phones on silent.  

DO NOT LEAVE the room until you see the 'all clear' message displayed, hear a 

voice you know or see police ID. 

 



 

 

46. By its nature, the emergency message cannot be extensive. In addition to this 

instruction, staff should carry out the following where possible:   

 

• Ensure students understand the nature and gravity of the situation and 

convey a calm, orderly and positive approach. 

• When hiding in a room, remain out of view, i.e. under a window, behind an 

overturned table, under a table. Hide low down. 

• When hiding in a room, ideally stay behind something solid, like a brick 

wall, or behind furniture. 

• Turn any elevator off or lock it out. Call the elevator to the highest floor 

and keep it there by wedging the doors open (lay a chair in-between).  

Relevant to the Museum, LARC and F&N. 

• Quietly tell the emergency services by text where you are and that you are 

hiding. Text ‘register’ to 999 and follow the instructions. Share with the 

emergency services any useful information you have, such as who you are 

hiding with and what you know about the threat on site. 

• Taking their own safety into account, Security staff should take reasonable 

steps to prevent anyone from coming onto the site. Visitors or contractors 

in vehicles should be turned away for their own safety. Visitors or 

contractors arriving on foot at Reception should be invited inside and 

remain there until the “all clear” is announced. 
 

GENERAL 

 

Close down and follow-on 

 

47. Refer to the Major Incident Management Plan for details of the actions to take to 

close down any major incident when a (non-fire) alarm/alert has been raised. 

 

48. Refer to the major Incident Management Plan for details of follow-on actions to take 

after any major incident, such as communicating with parents, liaising with the media 

and meeting staff/student welfare needs. 

 

Exam interruption  

 

49. If exams are underway at the time of an evacuation or lockdown event, this will cause 

disruption to the exam process. In the case of an invacuation event, it may be 

possible to continue with the exam(s) uninterrupted, with departure prohibited. An 

evacuation or lockdown situation will however require the exam process to come to 

an abrupt end.  

 

50. Formal exam disruption procedures are in place and will be applied by examinations 

staff within the constraints of the situation. This will include making an application for 

an interruption dispensation to examination bodies after the event. Personal safety 

must not be compromised by any attempt to secure the integrity of exam process.  

The safety of staff and students must take priority. 

 

 

 



 

 

Review 

 

51. Following a drill, exercise or actual event, the effectiveness of these procedures will 

be reviewed and any necessary changes made. Otherwise, this document will be 

reviewed every two years, or whenever a significant operational change dictates; 

whichever is sooner. 

 

Author:  AXP 

Date of last review:   February 2026 

Date of next review:  February 2028 

 

Annex A: Invacuation and Lockdown Procedures Flow Diagram 

Annex B: Emergency Action Notice



 

 

Invacuation                                                                                                                          ANNEX A                                                ANNEX A                                     

and 

 

Lockdown 

 

Flow 

Diagram 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

‘LOCKDOWN’ emergency message is 

conveyed verbally or displayed on PCs 

‘INVACUATION’ emergency message is 

conveyed verbally or displayed on PCs  

LEAVE THE SITE. GO TO: 

-Bax Castle pub (south) (via 

the Downs Link if on foot) 

-CH train station (north) 

Leave the site ONLY if 

reaching a suitable building 

poses an obvious threat 

REMAIN within or ENTER a suitable building 

CALL OUT to bring others inside 

BARRICADE where necessary and HIDEAWAY 

If on the site 

periphery or 

in a vehicle 

CONTINUE to operate normally as 

much as practically possible 
COMMUNICATE your 

refuge location to a key 

school person and to police 

DO NOT LEAVE your 

refuge until you receive 

the ‘ALL-CLEAR’ from a 

recognised school source 

or the police 

SECURE the building from intruders 

DO NOT LEAVE your hiding place 

until you see the ‘ALL-CLEAR’ 
message displayed on PCs, or hear 

the ‘ALL-CLEAR’ from a voice you 

know or are shown police ID 

Receive SLT notification of CLOSE DOWN 

ATTEND ROLL CALL  
Possibly ATTEND ROLL CALL (as 

directed) 

DO NOT LEAVE the building until 

you get an ‘ALL-CLEAR’ emergency 

message conveyed verbally or 

displayed on PCs 

Apply LOCKDOWN procedures Apply INVACUATION procedures  



 

 

ANNEX B 

 

 


