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	(A) Policy
	Lock Down drills will occur at a minimum annually.   



	(B) Responsibility


	All Staff Members

	(C) Procedure


	Office Staff

· Announce:  “Franklin Building is now in lockdown”

· Call 911

· Forward Phones to “CFWD 1000”

Staff

   When a lock down drill is announced through a phone tree or 
    loudspeaker:
· Check hallways for students/adults.
· Immediately close and lock classroom/office doors.
· Move the students to the floor, away from windows and door.
· Take attendance. 
· If you are with children, engage them in a quiet activity so as not to panic them and to keep the room very quiet.
· A 100% accounting of students will be conducted as follows:
1. Email the “LOCKDOWN” distribution list and provide the following information:
· In Subject line: 

· Teacher Name;

· If all students/staff are present, type

                          “All Accounted For”

· If one or more students/staff are not accounted for, type: “Missing Student” or “Missing Staff”
· In body of email

· Type:  Name(s) and location (if known) of missing student or missing staff
· Type:  Names of additional students, staff, or adults that are in your room/office.
· Click “Urgent” and send.
· Refrain from any use of cell phones. 

· Your goal is to become invisible

· Remain in lockdown until notified by a district administrator by both name and title.
· Listen for further instructions.

· A lock down drill notice will be sent home with each child.

· The Executive Director will retain lock down drill records.
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