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Kings Valley Charter School policy 

1.​  Procedure for Conducting a Lockdown.  
1.1.​ Objective:  
The objective of this policy is the following 

1.​ Define the process of conducting a lockdown.  
 

1.2.​ Procedure: 
Step Detail Description of the method. Who is 

accountable 
Who is 
responsible 

Who is 
informed 

Inform office of 
threat 

 If a threat is identified, notify the office 
to initiate a lockdown. 

All staff All Staff Office 

Inform teachers 
That there is 
going to be a 
lockdown 

 Over the intercom, the phone system, and 
the radio  the office/administrator will 
inform all of the classrooms that a 
lockdown is necessary saying, 
“Lockdown! Locks, lights, out of sight.” 

Principal Principal Teachers 

Teacher responds   Teachers Teachers Principal 
Inform Kitchen 
staff  

  Principal Principal Kitchen Staff 

Kitchen staff 
responds 

  Kitchen Staff 
Members 

Kitchen Staff 
Members 

Principal 

Inform Students 
who are outside 
(situation 
dependent) 

 The classroom teachers will call in 
students who are outside to go into the 
closest classroom. 

Teachers Teachers Students 

      
Communicate 
with students 

 Staff will immediately ask students to sit 
silently on the floor out of the line of 
sight from all windows and the door, and 
silence cell phones.  
 

Teachers Teachers Students 

Make the  Teachers will pull the lock block, making Teachers Teachers N/A 
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Step Detail Description of the method. Who is 

accountable 
Who is 
responsible 

Who is 
informed 

Classroom safe sure the classroom door is locked, and 
join students on the floor. 
*Staff are not to open doors. Authorized 
persons will use a key to enter.   

      
Inform teachers 
when the 
lockdown is over 

 Staff will stay in lockdown mode until an 
administrator or law enforcement enters 
the classroom and gives an official “All 
Clear” signal.  

Principal Principal Teachers 
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