
Woodruff Elementary Lockdown Procedures 
 
Initial Events 

 Lockdown is established by building administrator, office staff, or LCPD 

 Lockdown is announced via telephones, intercom, and walkie-talkies 

 
Teacher Responsibilities during Class Time Lockdown 

1. Gather any kids from the hallway into the classroom 

2. Lock the door 
3. Turn walkie-talkies on and to the correct channel, 11 

4. Do roll call and establish any missing or extra students in the classroom 
5. Slide fire drill red/green card under the door and on your window with the appropriate 

side facing up/out: red if there is a problem in your class OR green if your class is safe (if 

there is a dangerous situation in your room, and a card is not outside of your 
door/window, the police will treat it as though you have a red card) 

6. If your class is safe and accounted for send the secretary and principal an email to let 
them know.  Use the “subject” line on email.  (ex: -all safe and accounted for) 

7. If your class is not all safe or accounted for, call Liz to let her know 

8. Listen for further instructions via telephone, intercom or walkie-talkies 

 Procedures for adults running small groups such as study hall, 

refocus, ESL, resource, or speech will be the same as those listed 

above. 

 Procedures for specialists will be the same as those listed above. 

 Any adults not running groups with students should report their 

availability to help do internal sweeps, external sweeps, or help Liz 

with communication between classes. 

 

Procedure if Lockdown Occurs at Lunch 
1. Safeties will be alerted via walkie-talkie  

2. Safeties and other available supervisors will gather students near the baseball field 
3. Safeties will take a roll call and report via telephone or walkie-talkie to Liz, then wait for 

further instructions 

4. Teachers of students who are outside will remain indoors to help lockdown their own 
area or the cafeteria OR to help in other capacities until they are instructed to attend to 

their own students 
 
Office Responsibilities 

1. Announce lock down via intercom and telephones : “Please lockdown your rooms.” 
2. Call 911 to report the lockdown and details of the problem 

3. Lock office doors 
4. Check email for safe classes 
5. Call classes not heard from 

6. Wait for further instructions from LCPD 
 

Other Individual Responsibilities 
1. Internal sweep of hallways to check for students 
2. External sweep of building 


