Facility Lockdown Checklist

	Initial
	AREA COORDINATOR DUTIES

	
	Upon indication of an active shooter, when directed by supervision or upon hearing the facility lockdown announcement, perform the following:

	
	Based on the circumstances and your judgment, quickly direct all personnel to either evacuate the facility or to seek shelter in the nearest room and implement lockdown instructions.

	
	Ensure all personnel in restrooms and other spaces in your area have been combed to alert personnel that lockdown is being implemented.

	
	Provide assistance to personnel with special needs.



	
	Provide guidance to visitors unfamiliar with lockdown procedures.



	
	If safe to do so, contact security to inform them of the status of your area of responsibility.

	
	Obtain the visitor logbook and evacuate the building if safe to do so or seek the closest room for cover and concealment. Remain there until the all clear signal is given.
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