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Purpose:
Used when there is a threat of violence or serious incident that could jeopardize the safety of students/staff (i.e.  Intruder, shooting, hostage incident, gang fights, civil disturbance, etc.)

School Commander:

· The School Commander or designee will make the following announcement using the building Public Address system, 2-way radio, telephone, or megaphone:

“YOUR ATTENTION, PLEASE.  WE ARE EXPERIENCING AN EMERGENCY SITUATION AND NEED TO LOCKDOWN THE SCHOOL IMMEDIATELY.  TEACHERS LOCK YOUR DOORS AND KEEP STUDENTS INSIDE UNTIL FURTHER NOTICE.  STUDENTS OR STAFF ARE TO RETURN TO THE NEAREST CLASSROOM OR OFFICE.  IGNORE ALL ALARMS AND BELLS UNLESS ADVISED OTHERWISE.”

· Designate someone to Call 9-1-1.

· identify the name and address of the school,

· describe the nature of the emergency,

· state the school is locking down,
· provide intruder description and weapon(s) if known,

· identify the location of the school command post, and

· caller should remain on the line to provide updates, unless otherwise instructed.

· Notify staff and classes outside to immediately move to the off-campus assembly area(s), account for the students, and be prepared to evacuate off-campus to a relocation site if necessary 

· For individuals not in an area where there is a telephone or access to the Public Address system, someone will be dispatched by the School Commander to notify you of the lockdown and instruct you to seek cover and move away from the building.

· Direct staff to switch bells to manual mode and deactivate the fire alarm.

Office Staff:

· Stay by the phones to wait for additional procedures from the Incident Commander.

· Annex:
Extension 6608 will used to send and receive calls.


· Church Office:  
Extension 3068 will be used to send and receive calls.

· School Office: 
Extension 3137 will be used to send and receive calls.

· Remotely check status of classrooms via Public Address system, telephone, computer, or other methods.

· Annex:
Classrooms and offices will be contacted via the telephone set using the voice call feature.

· Church Office:  
Offices will be contacted via the telephone set using the voice call feature.

· Main Building:
Classrooms will be contacted via the Public Address system.


Offices will be contacted via the telephone set using the voice call feature.

· Assist the Administrator or Incident Commander in establishing the school command post.

Maintenance Staff / Custodians:

· Close and lock all delivery doors.
· Direct any contractors, delivery drivers, or vendor repairmen located inside the building into a safe area and lock the door. 
Teachers:

· Lock your doors, turn off your lights, and shut your blinds and windows.  When you close the door, make sure it latches.

· Move students and staff away from the doors and windows.

· Have all persons sit down against an interior wall.

· Everyone inside the classroom must remain quiet.  If a teacher needs to instruct a student, please do so as quietly as possible.  Noise of any kind from inside the classroom should not be heard in the hallway.

· Place a GREEN or RED status card in your window. (Green signifies everything is ok.  Red means emergency assistance is needed.)

· Main Building:
Place the Green or Red card on the lower half of the window that is next to the door.

· Annex: 
Place the Green or Red card on the window on the inside of the door.

· If a life-threatening situation exists, exit immediately to a place of safety.

· Ignore all bells and alarms unless otherwise instructed.

· Allow no one outside of the classroom until the Incident Commander gives the “All Clear” signal.

· Take attendance and be prepared to notify Incident Commander of missing students or additional students, staff, or guests sheltered in your classroom.

When the situation is under control, the Incident Commander will either contact your room via the PA system or via the voice call feature on the telephone.  Below is an example of the dialog that should occur.

IC:
“This is Mr. White.  I need the student status report.  Are you plus, minus, or even?” 

Teacher Responds:
“Plus #” – or – “Minus #” – or – “Even”


The “#” sign will be an actual number.

Example of Responses

	Preschool and Elementary
	Junior High and High School

	Example:  Plus #
· The day began with 25 students.

· At the time of the lockdown you gained two students who were in the hallway.

· You now have 27 students in your room.

· The teacher would respond to the IC: Plus 2.


	Example:  Plus #
· The class hour began with 25 students.

· At the time of the lockdown you gained two students who were in the hallway.

· You now have 27 students in your room.

· The teacher would respond to the IC: Plus 2.



	Example:  Minus #
· The day began with 25 students.

· At the time of the lockdown you had two students missing (i.e. one at music lesson, one in the nurse’s office).

· You now have 23 students in your room.

· The teacher would respond to the IC: Minus 2.


	Example:  Minus #
· The class hour began with 25 students.

· At the time of the lockdown you had two students missing (i.e. one at music lesson, one in the nurse’s office).

· You now have 23 students in your room.

· The teacher would respond to the IC: Minus 2.



	Example:  Even
· The day began with 25 students.

· At the time of the lockdown you had 25 students in your room.

· You now have 25 students in your room.

· The teacher would respond to the IC: Even.


	Example:  Even
· The class hour began with 25 students.

· At the time of the lockdown you had 25 students in your room.

· You now have 25 students in your room.

· The teacher would respond to the IC: Even.


· If classes are outside, the Incident Commander will identify a person to leave the lockdowned facility and notify the teachers that an emergency situation has occurred, and we are now in a lockdown.  The teachers will relocate the students as far away from the building as possible and wait for further instructions.  

· No one outside the facility will be allowed to come in once the lockdown has begun. 

Job Assignment
As Issued by the School Commander

Call 9-1-1
· identify the name and address of the school,

· describe the nature of the emergency,

· state the school is locking down

· provide intruder description and weapon(s) if known,

· identify the location of the school command post, and

· caller should remain on the line to provide updates, unless otherwise instructed.

Assigned to: ______________________________   ______________________________

(Print Name)

(Sign Name)
Time Begun: _____________________________
Job Assignment

As Issued by the School Commander

Bells / Fire Alarm
· Switch bells to manual mode

· Deactivate the fire alarm

Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Outside Notification – South Side
Notify staff and classes outside to immediately move to the off-campus assembly area(s), account for the students, and be prepared to evacuate off-campus to a relocation site if necessary 
No one outside the facility will be allowed to come in once the lockdown has begun. 

Person One - Areas to check:

· Gym Parking Lot

· Preschool Playground
(If the conflict inside appears to be on the south side of the building, have students move to the Annex parking lot across the street.)
· Look for any individuals exiting their vehicles who may attempt to walk into the building (i.e., parents, delivery trucks, etc.).  Ask them to stay in their vehicle.
Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Outside Notification – North Side
Notify staff and classes outside to immediately move to the off-campus assembly area(s), account for the students, and be prepared to evacuate off-campus to a relocation site if necessary 

No one outside the facility will be allowed to come in once the lockdown has begun. 

Person Two - Areas to check:

· Elementary Playground (north parking lot area)

· Look for any individuals exiting their vehicles who may attempt to walk into the building (i.e., parents, delivery trucks, etc.)

Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Inside Notification – South Side
For individuals not in an area where there is a telephone or access to the Public Address system, someone will be dispatched by the School Commander to notify you of the lockdown and to seek either seek cover or move away from the building.

Person One - Areas to check:

· Small Gym

· Chapel

· A-Frame

Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Inside Notification – North Side
For individuals not in an area where there is a telephone or access to the Public Address system, someone will be dispatched by the School Commander to notify you of the lockdown and to seek either seek cover or move away from the building.

Person Two - Areas to check:

· Auditorium

· Lobby

· Choir Room

· Prophet’s Chamber (notice either by telephone or in person)

Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Lockdown – Main Building Call Sheet
Classrooms 

According to Call Buttons on Public Address System

Row One
	Room
	Staff / Faculty
	Minus
	Even
	Plus

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Lockdown – Main Building Call Sheet

Classrooms
According to Call Buttons on Public Address System

Row Two
	Room
	Staff / Faculty
	Minus
	Even
	Plus

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Lockdown – Main Building Call Sheet
Offices 

Voice Call Via Telephone
School Side
	Area
	Staff / Faculty
	Extension
	Minus
	Even
	Plus

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Lockdown – Main Building Call Sheet
Offices

Voice Call Via Telephone
Church Side
	Area
	Staff / Faculty
	Ext
	Minus
	Even
	Plus

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Assigned to: ______________________________   ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________

Job Assignment

As Issued by the School Commander

Lockdown – Annex Call Sheet
Main Floor

	Room No.
	Staff / Faculty
	Extension
	Minus
	Even
	Plus

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Assigned to: ______________________________  ______________________________


(Print Name)

(Sign Name)

Time Begun: _____________________________
2/28/2007, 9:39 AM
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