
EMERGENCY ACTION LOCKDOWN 
 

LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis on 
campus and movement within the school might put students and staff in jeopardy.  LOCKDOWN is 
used to prevent intruders from entering occupied areas of the building. The concept of LOCKDOWN 
is no one in, no one out.  All exterior doors are locked, and students and staff must remain in the 
classrooms or designated locations at all times. Teachers and other school staff are responsible for 
accounting for students and ensuring that no one leaves the safe area.  LOCKDOWN is not normally 
preceded with an announcement. This ACTION is considered appropriate for, but is not limited to, 
the following types of emergencies:  

 •   Gunfire         •   Rabid animal at large         •  Extreme violence outside the classroom 
 
ANNOUNCEMENT: 

1. Make an announcement in person directly or over the public address system and/or sound 
the special lockdown alarm tone: 

Example:  "Attention please.  (Pause) LOCKDOWN.  (Pause) LOCKDOWN. 
 (Pause) LOCKDOWN.  (Pause)  

 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Make the announcement.  Teachers and staff are to immediately lock doors and remain 
in the classroom or secured area until further instructions are provided. 

 1) Call 911, 2) Call North Bay Security (415) 235-2340 or (415) 572-4196, and 3) call the 
District Office/Superintendent (415) 492-3233.  Provide location, status of campus, all 
available details of situation. 

 When a school official or authorized official unlocks the door from the outside, it is safe to 
leave the room. 

 If appropriate, send home with students a brief written description of the emergency, 
how it was handled and what steps are being taken in its aftermath, or do an “All call” 
notification via text, phone call or mass e-mail. 

STAFF ACTIONS: 

 If it is safe to clear the hallways, bathrooms and open areas, direct students to the 
closest safe classroom. 

 Immediately lock doors and instruct students to sit or lie down on the floor.   

 Turn off lights, close any shades and/or blinds if it appears safe to do so.  

 Remain quiet and calm in the classroom or secured area until further instructions are 
provided by the principal or law enforcement. 

STUDENT ACTIONS: 

 Move quickly and quietly to the closest safe classroom. 

If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office 
area, library. Lock the door or move furniture or trash can to bar access to the room.  Remain 
quiet until further instructions are provided by the principal or police. 


