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Out of the Shadows
INVACUATION AND LOCKDOWN POLICY

Invacuation and Lockdown
An invacuation occurs when circumstances dictate that the safety of attendees and staff is better ensured inside the building in which rehearsals are taking place, with doors and windows locked and curtains/blinds drawn where applicable. If full lockdown is required, attendees and staff would be moved away from windows and doors. It may also be necessary to take cover under tables, worktops or in a cupboard, depending on the nature of the threat.
Invacuation may occur as a result of a chemical spill, weapons crisis or criminal activity. It may be necessary to evacuate the building in the event or an external threat, such as an armed attack, and this policy contains guidance for staff as how best to respond in such a situation. 
Procedure
Management of the situation will depend on the circumstances of the situation, but the following should always be applied:
· Remain calm
· Move slowly
· Obey instructions
· Do not provoke an incident

1. Contact police on 999.
2. Inform all staff present of the situation.
3. If possible, inform Victoria Calver (07882 450571) or Lauren Mawdsley (07983 597719) of the situation, so that they can send for help as required.
4. Ensure that all attendees and staff are present in the room before locking all doors and windows. This should take place as soon as possible.
5. Depending on the circumstances, staff should ensure that all attendees remain in a room with locked doors and windows, curtains or blinds drawn, and await instruction from the Police or building manager if applicable.
6. Depending on the circumstances, it may be safer to evacuate. If running a youth session, staff should direct and guide the attendees out of the safest exit away from the threat, ensuring there is always one adult at the front of the group, and one at the rear.
7. The incident will be reported to parents or emergency contacts as soon as it is safe to do so.
8. The incident should be reported to the local authorities by the session leader, with guidance from Victoria Calver (Founder).

This policy acts as guidance for unexpected incidents. It is impossible to anticipate every eventuality, and staff are requested to use their knowledge and experience to make decisions based on the situation at hand. This policy will be evaluated after any such incident occurs.

We are committed to reviewing our policies annually. 
This policy was last reviewed on 8th March 2026.
Signed:
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