
Shooting 
 

Critical Information 
School policies should address who has the authority to initiate lockdown procedures in 
all schools and buildings. 
 
If a person displays a firearm, begins shooting or shots are heard: 
Staff 

• Seek immediate shelter for staff and students 
• Initiate Lockdown with Intruder procedures 

• Notify building administration 
• Provide location of the shooting, if known 
• Take attendance and notify the building administrator of missing students or staff 

as soon as the threat is removed 
Building Administration 

• Initiate Lockdown with Intruder procedures 

• Call 911 and notify emergency responders  
• Provide the following information, if known:  

o Location of shooter(s) 
o Description, identity and number of shooters 
o Description of weapon(s)    
o Number of shots fired 
o Is shooting continuing? 
o Number of injuries 

• Notify district administration 
• Document all actions taken by staff 

• Implement Media procedures 
• Implement Recovery procedures 

 
 
Work with local law enforcement to identify their response methods and capabilities. Provide law 
enforcement updated building diagrams at the beginning of each school year. 
 


