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Lockdown procedures may be implemented in situations involving dangerous intruders or other incidents that may result in harm to persons inside the facility. Local police input should be sought before finalizing the procedures recommended below.

Any staff member can issue a lockdown notification by announcing a warning over the public-address system, by sending a messenger to each room, or by sounding a bell or other pre-arranged signal. The Primary Commander should then immediately call 911 for assistance. 

In an active shooter situation (or if one is suspected), staff should immediately follow this lockdown procedure even if an announcement has not been officially made. 
Procedure once a lockdown notification has been given

1. Everyone is to stay where they are. (NOTE that fleeing from the building may be an option if the shooter is not close and a safe route and destination is identified). 
2. Teachers are to:
· Quickly glance outside the room to direct any students or staff members in the hall into your room immediately.
· Lock the door.
· Barricade the room with desks and chairs to prevent entry.
· Place students against the wall or in the “safe corner”, so that the intruder cannot see them if he / she looks in the door.
· Turn out lights and computer monitors.
· [bookmark: _GoBack]Keep students quiet.
· DO NOT open the hallway door for anyone once locked down.
3. Students and staff in the gym should move into a locker room, lock all doors, and find a safe area.
4. Any students in the cafeteria or in a hallway should move to the nearest pre-designated classrooms. 
5. If students and staff are outside the school building, they should relocate to a pre-designated safe location off-campus. If this is not possible, they should stop, drop, and remain still until further notice is given.
6. If staff and students are in the bathrooms, they should move to a stall, lock it, and stand on the toilet.
7. Students and staff in the library should remain in the library unless evacuation is a safe alternative. A teacher should lock the doors, turn out the lights and have students relocate to a safe area.
8. Never open doors during a lockdown, even in the event of a fire alarm unless you see smoke. A fire alarm may be a ploy to harm more people.
9. Stay in safe areas until directed to move or evacuate and escorted by law enforcement officers or the primary commander. 
10. Defending your students is a last option if you and your students are in imminent danger of harm. (The Program Director in conjunction with local law enforcement personnel should define specific defense strategies that are permissible).
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