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St Teresa’s Catholic Primary School
Invacuation Policy (Including Martyn’s Law Requirements)
December 2025-December 2026
Introduction
This policy outlines the invacuation procedures for St Teresa’s Catholic Primary School should the school receive warning of a threat to our community.
The safety of children, staff members and visitors on the premises is paramount, and St Teresa’s has a duty to protect the wellbeing and welfare of all who attend the site. Our main priority is to prevent emergencies from occurring; however, this is not always within our control. In an emergency, staff members will take all reasonable actions to ensure the safety of children.
The procedures in this policy aim to minimise disruption to learning while ensuring the safety of all pupils, staff and visitors.
This policy incorporates the expectations of Martyn’s Law, including proportionate preparedness, clear roles and responsibilities, and rehearsed protective security procedures.

Definitions
Invacuation refers to the process of making staff aware of an emergency and moving children, staff and visitors to the safest internal areas of the school building. This procedure is used if going outside would increase the risk of harm, e.g. due to a security threat or hazardous fumes.
Evacuation is the orderly removal of pupils, staff and visitors from the buildings, such as during a fire. All evacuations follow the school’s Fire and Emergency Policy.
From 2026, St Teresa’s will conduct an annual staff training to ensure understanding of the procedures in this document.

Types of Situations Requiring Invacuation
Invacuation procedures may be activated in response to:
● A reported incident or disturbance in the local community
● An intruder on or near the school grounds
● A serious injury or death on the school site
● A warning of local air pollution (smoke plume, gas leak)
● A major fire in the vicinity
● An animal roaming loose near the playground

Roles & Responsibilities
All staff will act in accordance with this policy at all times.
Headteacher 
· Ensures effective and emergency procedures are in place.
· Ensures all staff understand the invacuation procedures.
· Raises the emergency alarm, or delegates this to a designated member of staff (likely SLT or DDSL).
· Oversees communication with emergency services.
Designated Safeguarding Leads / Deputy DSL
· Supports decision-making in emergencies.
· Ensures new staff receive training on invacuation procedures.
Deputy Headteacher
· Supports the Headteacher in managing the response, supervising communication, and coordinating staff deployment.
Site Manager
· Secures the site when instructed.
· Assists SLT with internal safety measures.
All Staff
· Ensure the safety of children, colleagues and visitors.
· Take an immediate register when instructed and report missing pupils to SLT.
· Maintain calm and support pupils during any emergency.

St Teresa’s Invacuation Process
Alerting Staff: Three Fire Alarm Blasts
As St Teresa’s does not have a tannoy system, the official method of alerting staff to an invacuation is:
➤ Three short blasts of the fire alarm
This signal means: Do NOT evacuate. Initiate Invacuation Procedure immediately.
Visual confirmation (if safe to do so) will also be sent by SLT runners/or verbal communication via school phones.

Actions When a Threat Is Identified
The staff member discovering or informed of a threat must:
1. Immediately inform the Headteacher or a member of SLT in person.
2. SLT will contact emergency services if there is any risk to life.
3. SLT will implement invacuation by activating the three-blast alarm signal.

Invacuation Levels 

Level 1 – Low-Level Response
(Community incident with no direct threat to the school site.)
Staff and pupils must:
· Stay indoors; no one leaves the building.
· Continue lessons as normal but remain inside.
· Close external doors and ensure internal movement is supervised.
· Close blinds.
· Take registers and report missing pupils immediately.
Pupils outside (breaktime, PE):
· Staff escort them indoors promptly to their classrooms.
Notification method:
· Three blasts of the fire alarm.
SLT runners deliver clear verbal instructions to each room/phone system used 
If this occurs near home time, parents will be notified by text/email.

Level 2 – Medium-Level Response
(A potential violent individual or risk on or very near the school grounds.)
Staff and pupils must:
· Remain in classrooms or move to the nearest safe supervised space.
· Lock or secure classroom doors and close windows.
· Close blinds.
· Keep pupils calm and away from sight-lines where possible.
· Take a register and report any missing pupils immediately.
Notification method:
· Three blasts of the fire alarm.
· SLT runners deliver clear verbal instructions to each room/phone system used.

Level 3 – High-Level Response
(Immediate and serious threat on the school site, including an intruder intending harm.)
Staff and pupils must:
· Stay in the room they are in; do NOT leave for any reason.
· Lock the door. If the door does not lock, block it with furniture.
· Turn off lights where possible.
· Keep pupils out of sight (against interior walls, under tables).
· Remain silent.
Pupils in open spaces:
· Staff must direct them to the nearest lockable classroom.
Notification method:
· Three blasts of the fire alarm
· SLT will not move around the building unless safe. If safe to do so, verbal instructions to each room delivered via phone system.

Ending Invacuation
The Headteacher, in consultation with emergency services, will decide when the invacuation can end.
SLT will:
· Move around the school to inform staff in person 
· Send a follow-up message via email and text to parents.
Afterwards:
· Debriefs for staff and children will take place.
· Support will be offered to anyone distressed.
· The procedure will be reviewed and improved where necessary.
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