[image: image1.png]



(   SCHOOL LOCKDOWN DRILL ASSESSMENT CHECKLIST      (    
	            Procedure / Action                    ( Satisfactory         ( Need to Improve- How?
                                (                                                      (                                           (

	1. Parents were informed about the drill prior to its implementation.

	(
	

	2. Scenario was reviewed with staff prior to the event and advised of their responsibilities during a Lockdown Drill.

	(
	

	3. Janitorial, Maintenance, Transportation & Food Service personnel were included in the drill.


	(
	

	4. Police and school security officials were advised a Lockdown Drill would be occurring on the scheduled date/time.

	(
	

	5.  Students received preparedness instruction prior to the Lockdown Drill event 


	(
	

	6.  The Lockdown Alerting/Announcement procedure was clearly communicated and understood.


	(
	

	7. Students/staff were secured and followed procedures and protocols according to the preparedness plan: (doors & windows  closed and locked, shades/blinds drawn, seated on floor in corner,  lights off, keep quiet, etc.)

	(
	

	8.  Roll call/ attendance was taken for students     

     and school staff members.    

	(
	

	9.  Teachers/staff were able to initiate Green/Red  Card  system on classroom doors:
· RED: Emergency Assistance Needed

· GREEN: OK – No Medical Emergencies


	(
	

	10. Teachers/classrooms have a means / method to communicate with the main office.


	(
	

	11.  Hallways, bathrooms *and open areas were cleared, and students directed to closest safe classroom. 
   (*In a real lockdown situation if a threat is  present student/staff remain in bathroom)

	(
	

	12. Cafeteria & Gym were secured by staff  member (as appropriate )         

	(
	

	13.  Announcement was clearly made to signal the end of the Lockdown and indicate the drill/exercise was over.           

	(
	

	14. Police/security officials were advised the Lockdown Drill has been completed.

	(

	

	15.  A Debriefing session was conducted to discuss lessons learned and/or measures for improvement.


	(
	

	GENERAL NOTES:
( NEXT PAGE
CONSIDERATIONS FOR DRILLS:
Multiple Conditions
Lockdown situations may occur at other than routine classroom time. It is beneficial to conduct drills and have protocols in place for:

· Lunch period when cafeterias are occupied

· During class changes 
· Recess or gym classes

· Arrivals and dismissals/ school buses

· After school hours: dances, theater, athletic events
SIMPLE LANGUAGE LOCKDOWN ANNOUNCEMENTS
Use plain English to announce a Lockdown. FEMA (Federal Emergency Management Agency) discourages using codes and signals because it may confuse people*
· Use clear statement to indicate lockdown is being activated

· Make sure it can be heard/communicated everywhere on the school campus

· Have an “ALL Clear” procedure to terminate the Lockdown so everyone can recognize the emergency situation has been resolved
* If codes are used make sure Substitute Teachers are aware of them 
Communications:
· Strictly prohibit/monitor use of cell phones by staff/students. During an actual emergency they can lead to confusion or misinformation.  
· Use color coded card system to indicate room status. Cards can be posted on doors /windows: Green=Safe, No assistance needed  Red= Emergency, Help needed immediately
Shelter-in-Place
External threats may require school personnel to take necessary actions to secure the building depending on the nature of the danger, hazard or toxic threat. 

· Chemical or biological agents require sealing the premises for infiltration:
· Turning off HVAC systems and water supply lines

· Covering air intakes

· Sealing exterior doors and windows

· Police looking for a criminal suspect or escaped prisoner 

· No immediate threat to students and staff

· Perimeter/exterior doors secured. No one leaves building.
· Classrooms doors locked but instruction is provided. 
Carl Mittelhammer- Emergency Management Specialist / REMS Project Coordinator, Bergen County Technical Schools, Paramus, NJ 07652
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