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Policy Statement 
 
This policy sets out the arrangements in place to prepare for, respond to, and recover from 
the unlikely event of a terrorist-related incident. The safety and wellbeing of learners, staff, 
and visitors is the primary concern of HTP Apprenticeship College. While the risk of such 
an event is low, the consequences could be severe, and preparedness is essential. 
 
This policy applies to all staff, learners (aged 16–18), contractors, and visitors across all 
sites. 

 

Aims 

• To ensure awareness of potential risks related to terrorist threats 
• To provide clear protective measures and procedures to minimise harm 
• To ensure an effective response and evacuation (or invacuation) in the event of an 

incident 
• To safeguard learners under our duty of care obligations, including Prevent 

responsibilities 
• To support a safe and calm recovery following an incident 
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Risk Assessment and Preventive Measures 

• Site Security 
o Controlled entry points and visitor sign-in procedures 
o ID badges for staff and learners 
o External doors locked or monitored during delivery hours 
o CCTV (where available) monitored and maintained 

• Awareness and Training 
o All staff receive annual training on Prevent, safeguarding, and emergency 

procedures 
o Learners are briefed each term on evacuation and invacuation procedures. 
o Posters and digital resources are displayed to promote vigilance (“Run, Hide, Tell” 

guidance) 
• Monitoring and Reporting 

o Staff encouraged to report suspicious activity immediately to the Designated 
Safeguarding Lead (DSL) or senior manager 

o Concerns related to radicalisation managed under the Safeguarding and Prevent 
Policy 

 

Emergency Procedures 
 

Evacuation 

• In case of an external threat (e.g., bomb threat, attack outside building), staff to lead 
learners calmly to the designated assembly point away from buildings and public roads 

• Roll call conducted by tutors using registers 
• Await further instructions from emergency services 
 

Invacuation / Lockdown 

• In case of an immediate internal or nearby threat (e.g., armed attack), staff to direct 
learners to the nearest secure room 

• Doors locked, blinds/curtains closed, lights off where possible 
• Learners remain silent, away from doors and windows 
• Staff to maintain calm until “all clear” is given by police or senior leadership 
 

Communication 

• Emergency contact list maintained and regularly updated 
• Parents/carers informed as soon as practicable via phone, SMS, or email 
• Only designated senior staff liaise with emergency services and media 
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Roles and Responsibilities 

• CEO and Incident Lead: Ensure policy implementation, lead emergency response, 
liaise with authorities 

• Designated Safeguarding Lead (DSL): Lead on Prevent duties, safeguarding issues, 
and post-incident support 

• Staff: Follow procedures, ensure learner safety, maintain calm 
• Learners: Follow staff instructions during any drill or incident 
 

Drills and Testing 

• Lockdown and evacuation drills to be practised at least once per academic year 
• Records of drills maintained, with lessons learned logged and acted upon 
 

Post Incident Support 

• Immediate access to safeguarding and wellbeing support for learners and staff. 
• Debrief conducted to review response effectiveness 
• Counselling offered via internal or external services 
• Incident reviewed by SLT/Governors and safeguarding team to update procedures if 

necessary 

Policy Review 

This policy will be reviewed annually or sooner following an incident, significant change in 
guidance, or material alteration to risk levels. 

This policy ensures compliance with Prevent Duty Guidance, Health & Safety legislation, 
and HTP Apprenticeship College safeguarding responsibilities. 
 

Related Policies 

The policies listed below relate to sections of this document and provide additional guidance 
and requirements. Please refer to them as needed to ensure compliance with the requirements 
outlined in each section. 

• HTP Health and Safety Policy 
• HTP IT and Data Protection Policy 
• HTP Preventing Extremism and Radicalisation Policy 
• HTP Respecting Difference Policy 
• HTP Safer Recruitment Policy 

 

 
 


