LOCKDOWN - UPDATED
1. Determine the type of “Lockdown” to initiate in the building:
Three (3) ways to secure your building:
· Lock-IN – used when there is an emergency in the building i.e., group/major fight

· Lock-OUT – used when there is a danger in the surrounding community, i.e. police searching for a criminal suspect in the area

· Lock-DOWN – used when there is a direct threat to the school, i.e. active shooter

2. Communicate the need to “Lock-IN, Lock-OUT, or Lock-DOWN” the building via the public address (PA) system
· Class in Session (no lunches in progress)

“Attention, attention, this is a lockdown. Attention, attention, this is a lockdown.  At this time secure students in your classrooms and take roll, students must report directly to the nearest room with a staff member. Disregard any fire alarms.” 

· Class Change in Progress

“Attention, attention, this is a lockdown. Attention, attention, this is a lockdown.  At this time secure students in your classroom and take roll, students must report directly to the nearest room with staff a member. Disregard any fire alarms.”
· During lunch periods

“Attention, attention, this is a lockdown. Attention, attention, this is a lockdown.  “Students in the cafeteria are to remain in the cafeteria. Students outside of the cafeteria will report directly to the nearest room with a staff member.” 

3. Follow “Incident Notification” procedures
4. Lock ALL doors 

5. Activate the School Safety Team
6. Notify the responding authorities (Fire, Police and/or Office of School Safety) of the accountability results
7. Communicate with the staff from the Assistant Superintendent’s Office 

8. Follow instructions from the Office of School Safety (OSS) and law enforcement until the lockdown is lifted.

9. After the “ALL CLEAR” is given, communicate the return to normal operations via the public address (PA) system

ROLES & RESPONSIBILITIES
Secretary/Designee

· Call 911 and/or School Safety Dispatch

· Point of contact for assisting and cooperating with District, if appropriate 

Building Engineer

· Help secure the building

· Report to Principal to provide additional support, if necessary

Teachers/Staff

· Clear all students, staff and visitors from hallways into classrooms

· Students requiring assistance will be assisted by designated staff.
· Direct students to an area of the room, unobservable from outside and potential lines of fire

· Turn lights off and close and lock all doors and windows (stay away from all doors and windows)

· Report any serious injuries or vital information to the front office

· Account for everyone in the classroom and notify Principal/Designee
· DO NOT OPEN THE DOOR until the “ALL CLEAR” is given by law enforcement personnel or the lockdown has been lifted by an announcement via the public address (PA) system

School Safety Officer

· Check classrooms, restrooms, and all other areas for students and staff

· Report to Principal when all areas are clear

· Assist responding emergency personnel with securing the building

· Prepare Serious Incident Report, if necessary
