Facility Lockdown Checklist


	Initial
	GENERAL EMPLOYEE DUTIES

	
	Upon recognition of an active shooter or when directed by supervision or  a facility lockdown announcement is made, perform the following:

	
	Stop all normal work activities.

	
	If safe to do so and avoiding the areas mentioned in the announcement evacuate the building using the nearest exit.

	
	If evacuation cannot be done safely, quickly and quietly proceed to the nearest room. Provide guidance to all facility visitors and assistance to those with special needs.

	
	Lock the doors and barricade the doors using furniture.

	
	Turn off all lights.

	
	Close all blinds for doors and windows.

	
	Place cell phones and pagers in silent mode.

	
	Turn off all electronic devices such as computers, copiers

	
	Personnel should be dispersed in the room rather than huddled together.

	 
	Personnel should take cover behind furniture (desks, tables, filing cabinets…)

	 
	If safe to do so, call 911 and report status and factual details known.

	
	Remain calm, quiet and obtain whatever equipment (scissors, stapler, books, etc.) available in the room to use as weapons if needed as a last resort.

	 
	Stay tuned to further announcements and the all clear signal.

	
	Upon arrival of law enforcement, put your hands up with your fingers apart to let LE personnel know you are non threatening. Provide as much factual information as you know to LE.  

	 
	Write down all of your observations and provide them to Supervision.


Facility Lockdown Checklist

