
South Cumberland Elementary
Lockdown Procedures

Principal announces
Lockdown & 
location of incident 

Notify outside class
via walkie talkies

Administrator or designee to call 911 & Director of Schools

Disable fire alarm & bells

Crisis Team meet:
Letter home to parents

Set up
Command
Post Areas

Lock all doors of building

Students/Staff
in classrooms?

Check hallways, lock 
doors, take roll & make 
a list of those in room

Move to nearest classroom.
 If outside, go to safe area

Turn off lights, cover inner window to hallway with green or red paper facing hallway 
(green meaning everyone is safe, accounted for, and in the room with you) (red meaning 
someone is missing or that you need help as soon as possible) & sit or lie on floor

Do not open door --police  or administrator will unlock when safe 

Can normal
activity be resumed

with
intervention?

Staff/ student debriefing 
by trained personnel

Yes

Yes

No

No

* This diagram must be 
post in each classroom

* Also,  each teacher  needs to make 
sure that all students know this 
procedure and a copy of this is to 
be placed in the substitue teacher 
folder


