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Directional Policy Alignment:

This Administrative Procedure aligns with the Safe and Accepting Schools Directional
Policy - 900 by ensuring our schools are welcoming, safe, respectful, equitable,
inclusive and accepting learning and teaching environments, rooted in the teachings of
the Gospel.

Alignment with Multi-Year Strategic Plan:

The Lockdown Administrative Procedure supports the Board’s Mission to educate
students in faith-filled, loving, safe, inclusive schools to develop the God-given abilities
of each person. This Administrative Procedure aligns with the Board’s Multi-Year
Strategic Plan to Value Relationships, Nurture Mental Health and Well-Being, Ensure
Equity and Maximize Resources. Moreover, this Administrative Procedure supports the
development of welcoming and engaging school environments that respect the dignity
of all students and foster the conditions for members of the school community to
become caring and responsible citizens.

PVNCCDSB Board Vision, Mission and Strategic Priorities


https://www.pvnccdsb.on.ca/our-board/vision-mission-and-strategic-priorities/

Page 2 of 8 AP-904

Purpose / Action Required:

The Peterborough Victoria Northumberland and Clarington Catholic District School
Board is committed to providing a safe learning and working environment for all
students and staff.

The Ministry of Education mandates that:

1. all publicly funded school boards in Ontario must establish a lockdown policy to
ensure the development and implementation of individual school plans; and

2. a minimum of two lockdown and/or hold and secure drills must occur annually at
each school and the board office.

Responsibilities:
The Board of Trustees is responsible for:

e Ensuring alignment of this administrative procedure with the Safe and Accepting
Schools Directional Policy;

e Reviewing the Lockdown Administrative Procedure as part of its regular policy
and procedure review cycle.

The Director of Education is responsible for:

e Providing leadership and designating resources to ensure the implementation of
and compliance with this administrative procedure;

e Informing the Chair of the Board, then the trustee or trustees responsible for the
school affected, then all of the other trustees of any lockdown, which is not a drill.

Superintendents of Schools and System Portfolios are responsible for:

e Supporting Principals and other employees for whom they have supervisory
responsibility with the implementation and compliance with the procedures and
requirements under this administrative procedure;

e Collecting and reviewing, annually, the Emergency Response plans, which will
include a Lockdown Plan for every school location and the board office;

e Ensuring updated floor plans exist for every school location and board office,
using consistent colour coding, and are provided to the administrator at each site;

e Ensuring the clear identification of each building/portable, on all sides of the
building, with a building identifier, such as a number. All exterior doors shall be
clearly identified, such as doors A, B, C, etc.;

e Ensuring all rooms within the building are clearly marked with room numbers;

e Ensuring that all doors in classrooms and portables have the ability to be locked
and that each facility is provided with keys for each lock;

e Ensuring all schools and the board office have adequate PA systems capable of
being activated outside;
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Ensuring schools submit plans for practicing two lockdown drills each school year
through the submission of the Emergency Response Planning - Lockdown and
Bomb Threat plan;

Ensuring any communication/policies or administrative procedures relating to
lockdowns, including lockdown plans, include the consistent use of terminology
(See definitions).

Principals and Vice-Principals are responsible for:

Implementing this administrative procedure in accordance with the parameters
outlined;

Providing leadership and support for staff in their knowledge, understanding, and
implementation of this administrative procedure;

Developing a site specific Lockdown Plan;

Ensuring the school conducts two lockdown drills each school year;

Ensuring the school buildings exterior and interior doors are clearly marked and
are in alignment with floor plans;

Ensuring that all doors in classrooms and portables have the ability to be locked;
Ensuring all lockdown information is complete and that the plan is attached to the
Emergency Response Manual Renewal/Update Report (E.R.1);

Ensuring staff, students and other members of the school community receive
lockdown procedures training;

The safety and well-being of staff and students during a lockdown; and

Working closely, and cooperatively, with police*.

*In an actual incident (not a drill), the police are responsible for management of the
threat and subsequent criminal investigation.

Medically Fragile and/or Students with Special Needs and/or Other Considerations

Sharing detailed emergency plans with emergency personnel that prioritize the
evacuation of students and staff who are medically fragile, have special needs
and/or other considerations.

Floor Plans

Collaborating with the Board Facilities Department to ensure floor plans exist for
the school, using consistent colour coding;

Providing hard copies of floor plans, and electronic copies, if possible, to police;
Identifying command post locations (normally main office), including alternate
command post, and a third off-site command post (in the event that neither the
main or alternate post locations are available);

Identifying off-site evacuation locations, and include with copies of the floor
plans;

Posting floor plans throughout the facility, at least in every classroom and at
every entry point to the facility. In multi-level buildings, it is suggested that only
the floor plans relevant to a specific level be posted on that level.
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Identification of Buildings, Exterior Doors, Classrooms
e Planning with Police, in advance, how Police will gain access to the facility in the
event of a lockdown;
e Providing up to date floor plans and facility master keys for emergency services
responders who may be involved in any type of search of the premises.

Initiating Lockdown
e Affixing the specific lockdown wording to be used, near the PA system, so that it
is clearly visible and can be read by the staff member announcing the lockdown;
e Ensuring all staff (especially those working in the main office) are aware of their
responsibility in initiating a lockdown in the event of a threat to safety.

Classroom/Other Secure Areas — Procedures during Lockdown

e Ensuring that all staff, including occasional staff have the ability to lock their
doors;

e Developing strategies for ways in which staff are to assist students in coping with
an extended “lockdown” or "Hold and Secure". For example, staff members must
be aware and have access to student “plans of care” and have access to
emergency medications for prevalent medical conditions such as anaphylaxis,
diabetes, asthma, and epilepsy.

Portables
e Devising an alternate, safe plan, for staff and students that, due to the thin wall
construction of the structure, may require an additional barrier, such as an
upturned desk, during a lockdown.

Washrooms: Procedures During Lockdown
e Designating adults, for elementary schools, who normally work in close proximity
to student washrooms, to check the washroom(s) prior to locking down, if it is
safe to do so;
e Training staff or students trapped in a washroom, that, as a last resort, they are
to somehow secure the bathroom door, enter a stall, lock the door, and climb on
top of the toilet.

Open Areas Inside the Building - Procedures during Lockdown
e Considering possible options should staff and students be in an open area at the
time a lockdown is called.

Child Care and Other Facility Occupants
e Ensuring the appropriate staff from organizations sharing facilities are included in
the development and implementation of lockdown procedures;
e Including these organizations in relevant aspects of planning, training, and drills,
whenever possible.

Outside of Buildings - Procedures When a Lockdown or Hold and Secure Is
Called
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e Determining where staff and students who are outside the building(s) should go
in the event a lockdown occurs during recess or during arrival or dismissal times;

e Providing instructions for bus drivers and parents/guardians who might arrive at
the school during a lockdown;

e Taking attendance at the off-site evacuation location(s).

Controlled Evacuation
e Ensuring staff (and students) follow the direction of the police.

Fire Alarms
e Ensuring that staff are aware that, in the event of a fire alarm during a lockdown,
students and staff are not to respond as they normally would. If a fire occurs
during a lockdown and staff and students are located in the area of the fire, staff
and students will respond to the most immediate threat.

Procedures to End a Lockdown
e Developing the procedures to end a lockdown, including those at off-site
evacuation locations. In all cases where police have responded, plans should
clearly indicate that the decision to end a lockdown shall be made only after
approval of the on-scene police incident commander.

Training
e Training all staff, including occasional staff;
e Ensuring the lockdown procedures are shared with occasional staff - including
providing a copy of the lockdown procedures used in the school.

Drills

e Setting the dates and conducting a minimum of two lockdown and/or hold and
secure drills during each school year;

e Making police, fire, and emergency medical services (EMS) aware of planning
and drills and inviting them to participate;

e Overseeing the drill with police support/assistance;

e Notifying the Family of Schools Superintendent and the Manager of
Communications of the impending drill;

e Providing staff, students, and parents with some warning of the impending
lockdown drill.

Communication with Parents/Guardians/Community
e Communicating lockdown procedures at the beginning of the school year;
e Providing information (on website, newsletter, social media and/or information
sessions) to ensure full cooperation in any lockdown situation;
e Ensuring written communication is sent to all parents/guardians, the same day or
the following day, in all instances of a school lockdown that was not a drill.
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School Recovery Following a Lockdown
e Organizing a debriefing session with police services and staff;
e Updating the lockdown plan, if necessary.

Plan Review
e Reviewing annually and as required throughout the school year;
e Tracking the review of the plan.

Staff are responsible for:

e Ensuring they are knowledgeable about the requirements and parameters

outlined in this administrative procedure;

e Supporting the implementation of this administrative procedure, including
collaborating with other staff in fostering a safe, welcoming, inclusive, accepting
learning environment;

Supporting student training;

The safety and well-being of the students during a lockdown;

Posting the colour coded floor plan in their classrooms;

Reviewing the lockdown procedures with students specific to that location;

Providing information to students about procedures to follow should a lockdown

be announced while they are in the washroom or outside of the school building;

e Sharing with students how to respond when a fire alarm sounds during a
lockdown and what to do in the event of an actual fire during a lockdown;

e Providing students with ways to communicate information they may have
regarding a violent incident or of any incident that may negatively impact the
safety of members of the school community;

e Initiating a lockdown by immediately activating the facility’s public address (PA)
system, inside and outside, when they witness, or are advised of, a threat to
safety;

e (Calling 911 to inform the police that a lockdown has been announced at the
school with the details of the report leading to the request for the announcement;

e In elementary schools, checking the washroom(s) prior to locking down, if it is
safe to do so;

e In secondary schools, training students that they are responsible for getting out
of the washrooms immediately upon hearing a lockdown announced, and getting
to the nearest classroom or other area that is identified as a safe (green) area;

e Accessing all emergency medications, for those students requiring it;

e Gathering everyone in the immediate vicinity into their classroom or other secure
area, before locking a door but only if it is safe to do so. Once inside a secure
area, staff and students should:

stay away from doors and windows;

o turn off lights;

o close blinds;

o be aware of sight lines;

©)
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if the classroom door has a window, consider covering the window;

take cover if available (behind something solid);

remain absolutely quiet;

take attendance;

o do not use cell phones unless it is necessary to communicate regarding the
incident. Phones being used for this purpose should be put on vibrate and all
others should be turned off;

o consider barricading doors where possible, in addition to locking them.
Following the direction of the principal (or designate) and police during an
incident at the school.

O O O O

Manager of Communications is responsible for:

Working with police services to develop a plan which includes how to
communicate with media, parents and the community during a crisis;
Cooperating with police services;

Communicating with media;

Preparing communication for parents/guardians in collaboration with the
Principal.

Students are responsible for:

Being familiar with lockdown procedures;

Responding quickly to direction during a crisis situation;

Reporting to school staff any information regarding a violent incident or of any
incident that may negatively impact the safety of members of the school
community;

Participating and engaging in programs and activities which promote a safe,
inclusive and accepting school environment.

Parents/Guardians are responsible for:

Being generally aware of the Lockdown Procedures at their child’s school;
Reinforcing with their children their responsibility to follow directions during a
crisis and disclosing any information they may have prior to or during a crisis
situation;

Ensuring contact information is kept up to date so they can easily be reached by
staff in the event of an emergency;

Following direction as outlined by the school Principal and Police Service;
Reporting to school staff any information regarding a violent incident or of any
incident that may negatively impact the safety of members of the school
community;

Collaborating with and supporting the efforts of school staff in maintaining a safe,
inclusive and accepting learning environment.
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Progress Indicators:

e All schools and the board office have lockdown plans included in their
Emergency Response Plans, which reflect this Administrative Procedure, as per
Ministry mandate;

e Consistent lockdown practices and procedures will be in place in all schools and
the board office in the event of an emergency or a threat to safety.

Definitions:

LOCKDOWN “Lockdown” is the term used for the resulting school safety response
when a major incident or threat of school violence within the school, or in relation to the
school has occurred. Interior doors are locked. Exterior doors remain locked or
unlocked in accordance with normal practice.

HOLD AND SECURE “Hold and Secure” is the term used for the resulting school safety
response when there is an ongoing threat to safety or emergency outside and not
related to the school. Exterior doors are locked. Interior doors remain locked or
unlocked in accordance with normal practice.

SHELTER IN PLACE “Shelter in Place” is the term used for the resulting school safety
response when there is an environmental or weather related situation where it is
necessary to keep all the occupants within the school to protect them from external
harm. Exterior and interior doors remain locked or unlocked in accordance with normal
practice.

References:
e Police School Board Protocol; (2016)
e Provincial Model for a Local Police/School Board Protocol, 2015
e Emergency Response Planning - Lockdown and Bomb Threat



https://www.pvnccdsb.on.ca/wp-content/uploads/2018/07/903-POL-Police-School-Board-Protocol.pdf
https://www.ontario.ca/page/provincial-model-local-police-or-school-board-protocol

