CAMPUS LOCKDOWN

On-Campus Dorms

In the event that a lockdown to the dorm should be necessary, please follow the procedure described below.

Teacher Information
1.
When the alarm sounds, LOCKDOWN in your classrooms until provided additional instructions!  Close all windows and lock all doors.  TAKE ATTENDANCE!  Additional instructions will be provided to you via BULLHORNS or over the INTERCOM system after the initial alarm has been silenced.  We will release students according to building in the following order:  B-building, A-building (and Library), D-building (and Dorm Annex), F-building, and staff maids and families.  Proceed in a QUIET and ORDERLY fashion to the main dorm entrance.  Teachers should remain with their students throughout the entire crisis.  Maids and On-Campus Spouses should be advised to lock down until given further instructions.
2.
As you exit the classrooms, please close and lock your own door and close any open doors you may pass!
3.
Please bring your grade book, Fire Drill and Lockdown Drill folder, and the Emergency Action Plan 


document.
4.
Please have students bring their BACKPACKS and WATER BOTTLES!

5.
All ELEMENTARY students, MIDDLE SCHOOL students, OFF-DUTY staff, and ADMINISTRATION should report to the upstairs dorm using the safest and shortest route possible.  Please see map on reverse side for your exact location.  Off-duty teachers should check in with the dorm staff to provide any assistance possible.  
6.
All HIGH school students, LIBRARY (including students), and NATIONAL STAFF (including house help) should report to the downstairs dorm using the safest and shortest route possible.  Please note the map for your exact location.  

7.
Upon arrival, teachers should file their classrooms into the hallways (utilizing both walls) and facing each other so that your particular class is condensed. 

8.
Once all CLASSROOMS have entered the dorm, a dorm parent will lock all exterior and interior doors.  At this point, full LOCKDOWN protocols are in effect including the use of a PASSWORD.  A dorm parent will monitor the door.  DA administration and maintenance will have keys to the dorm doors.

9.
Teachers should then RE-TAKE attendance using your original attendance document to ensure that no students were lost during transition to the dorm.  Please provide the information to a dorm parent which will then deliver the data to the counselor.  Please record any absent or missing students and advise the dorm parent.  ALL TEACHERS must submit an attendance sheet even if you are off duty (so that we may account for the teacher and any TA’s).  The counselor will carry additional attendance sheets should you not have one with you.
10.
Students are to remain seated and QUIET according to their class period.  In the event of an extended 


lockdown, students will be permitted to “rearrange” their seating once positive attendance and identity have 


been established.  (ex:  siblings, friends, etc.)

11.
In the event of an actual lockdown, students are not permitted to leave the dorm unless accompanied by a 


parent after having been signed out.

12.
Movement/talking will be restricted until permission is given by an administrator or a dorm parent.  


Students are not to enter a RESTROOM or DORMROOM without permission of a Dorm Parent.

14.
The on-campus dorm parents authority is final when pertaining to dorm operations.

15.
In the event of a medical emergency, please notify Dan.

16.
We will remain in LOCKDOWN status indefinitely until released by an administrator.
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