Berkswell Reading Room - Information to support users when they are developing an Emergency Plan- July 2026 (JD) 

In the event of an emergency situation please 
dial 999 immediately for the emergency services
This document has been developed by Berkswell Reading Room Voluntary Management Committee to raise awareness and support regular users of Berkswell Reading Room when they are considering emergency plans, evacuation and invacuation in the event of an emergency (including an intruder). Other documents are available to help in this process. 
Every emergency is different. The aim of an emergency plan is to help plan for and respond effectively to an emergency. Your plan should explain how you would respond if you needed to take any actions in the event of an emergency.
Consider wellbeing impacts when planning emergency actions. Safeguarding and promoting the welfare of children and vulnerable adults remains of paramount importance. Continue to follow any statutory safeguarding guidance that applies to you and your setting.
This information does not cover every aspect of what should be considered in relation to an emergency plan. You must comply with your legal responsibilities, including under health and safety law. Consider legal advice as needed.
Your emergency plans should be generic enough to cover a range of potential incidents. 
A good plan should cover:
· roles and responsibilities
· when and how to get advice if you need it
· details on the types of steps you might take in the event of an emergency and the actions you’d take to enact them quickly
· a list of key contacts
· how you would communicate any changes to appropriate people
· how you would respond if your advice were not accepted






RUN HIDE TELL 
All staff need to be able to make informed choices when faced with an emergency  incident. 
Understanding and remembering the RUN HIDE TELL principles, combined with good knowledge of your site, its capabilities and your emergency procedures will help people respond dynamically to each unique incident. 
Knowledgeable staff should guide less knowledgeable people, such as learners, volunteers, visitors, any contractors, and any members of the public. 
For people with special needs it may be difficult to embed RUN HIDE TELL principles. Adjust the generic plan to consider the impact of disability. Plan holding areas if necessary and make alternative arrangements if possible. 

RUN 
• if you can, locate the threat using sight and hearing 
• if there is a safe route, run 
• insist others go with you, but don’t let their hesitation slow you down 
• don’t waste time filming videos or collecting belongings 
• running to safety is your best option. 

HIDE 
• if you are unable to run, you should hide 
• if possible, lock yourself in a room with solid walls, barricade yourself in and move away from the door 
• find cover that can withstand threats such as a knife attack 
• you may need to use any hiding place that puts you out of sight of the attacker 
• be very quiet and still, silence your phone and turn it off vibrate. Avoid any noise or movement that will attract the attacker 
• stay hidden until you are rescued by identifiable police emergency responders. 
The principles of HIDE are the same as what you would need to do in a lockdown. 
HIDE is an individual response to a threat, whereas lockdown is an overall site response strategy, decided by the incident leader.

 
TELL 
• call 999 only when you are completely safe to do so 
• listen carefully to the operator and give as much information as you can 
• if it is safe to do so, stop other people going towards the danger 
• can you also alert other staff in the building to the threat?

Invacuation 
Invacuation is moving people inside a building to a place of relative safety. 
Protected spaces are locations within your building(s) that have previously been identified as places of relative safety, where people can hide or shelter from threats. 
To protect from bomb attacks, protected spaces typically have substantial walls and offer low risk from flying glass from windows. 
It should be possible to lock or barricade the entrances/exits to the protected space. 
In planning protected spaces, you need to consider how many people could safely be accommodated within each identified protected space. 

Evacuation 
Evacuations are about moving people outside the building to protect from a threat in the building. 
Consider how to refer to different parts of the buildings to make navigation more straightforward. Evacuation will need to be to a safe location at a safe distance away from the threat. 

Lockdown 
A lockdown is about locking or barricading a room’s doors and windows to delay or deter someone intending to cause harm from getting into an area. 
Consider in advance to what extent you might be able to lock or barricade spaces during an incident, and whether additional door jamming, or lockdown devices are needed. 
If a barricade cannot entirely prevent entry to a room, you may also need to identify spaces within that room where people could hide from someone intending to cause harm. 


Turn off lights and close any blinds to prevent them seeing into the room. 
Keeping people calm and quiet during a lockdown should reduce the risk of drawing attention. 
Ear defenders may assist some to remain quiet. 
The principles of what to do in a lockdown are the HIDE part of RUN HIDE TELL. 
HIDE is part of an individual response to a threat. Lockdown is an incident response strategy for a site, decided by the incident lead. 

Emergency alerts
· The government’s emergency alerts system will send alerts to all compatible 4G and 5G devices in England if there’s a danger to life nearby. You’ll be able to check an alert is genuine.
· Find out how emergency alerts work and the reasons why people may get an alert.



In 2026, Berkwell Reading Room was fitted with security cameras outside the building and a monitoring system inside. This system enables users to preview people at the door and around the building. If necessary, appropriate action can be taken if the users suspect a potential intruder is on site. 

Some regular users have introduced a 1 door policy to support them in monitoring and restricting people entering the building without permission. This means that only 1 door is used for entering and exciting the building and all windows are closed during classes. 
Useful links: 
When considering your plan, you may find it useful to read guidance on:
· https://www.gov.uk/government/publications/emergency-planning-and-response-for-education-childcare-and-childrens-social-care-settings
· keeping children safe in out-of-school settings: code of practice
· Responding to emergencies | www.eyalliance.org.uk
· After-school clubs, community activities, and tuition – Safeguarding guidance for providers
For further information from The Reading Room Voluntary Management Committee please contact   Jayne Draper on 07877865393 

