
TYPE PROCEDURE THREAT / HAZARD 

LOCKDOWN • If possible, gather students from hallways and 
common areas nearby into classroom. 

• Lock the door. 

• Turn off lights (note: this varies by jurisdiction). 

• Move to area of classroom out of sight of door 
or hallway. 

• Maintain silence. 

• Take attendance. 

• Do not respond or communicate (by phone, or 
to an announcement, fire alarm, or door 
knock). 

• Remain in place until released by law 
enforcement. 
 

Used for incidents that 
pose an 
immediate threat of 
violence in the school 
(e.g., an armed assailant, 
a dangerous animal, an act 
of violence in school). 

SECURE 
(Lockout, 
Reverse 
Evacuation) 

• Enter or remain inside a secured school 
building 

• Lock all outside doors and windows. 

• Take attendance. 

• Do not allow visitors, students, or staff to enter 
or leave the building after it is secured 
 

Used for incidents that 
pose an immediate risk 
outside the school (e.g., a 
fugitive from law). 

EVACUATE • Exit the classroom and close the door. 

• Use a pre-identified route (or secondary route, 
if needed) to lead students to a designated 
assembly area. 

• Take attendance. 

Used when there is a 
hazard inside the building 
and it is safer to evacuate 
than to remain in the 
building (e.g., a fire, an 
indoor chemical spill, a 
bomb threat). 

 

HOLD (Hold 
in place) 

• Remain in assigned classroom. 

• For students and staff in hallways, return to 
assigned classroom if possible. 

• Take attendance. 

Used in short-term 
emergencies to limit the 
movement of staff and 
students (e.g., a medical 
emergency). 
 

SHELTER in 
place 

• Move to a predetermined safe area (e.g., 
lowest floor level; interior room or hallway 
away from exterior doors and windows). 

• Close doors and windows. 

• Turn off fans and classroom ventilation 
(designated staff turn off main shut-off valves 
for HVAC). 

• Use barrier materials (e.g., duct tape, plastic 
sheeting) to seal gaps in windows and doors if 
instructed to do so. 
 

Used for severe 
weather or hazardous 
materials release when it is 
safer to secure or shelter 
in the building. 

 



 
 

                                       


