
Weapons 
 

Critical Information 
Student access to weapons creates significant risk within a school environment. Early 
intervention may reduce or eliminate escalation of the incident.    
 
If you are aware of a weapon on school property: 
Staff 

• Notify building administration immediately and provide the following 
information: 

o Location, identity and description of the individual 
o Description and location of weapon(s) 
o Whether the individual has threatened him or herself or anyone 

else 
• Limit information to staff and students on a need to know basis 

• Stay calm and do not call attention to the weapon 
Building Administration 

• Call 911 to report that a weapon is in school 
o Provide location, identity and description of the individual 
o Provide description and location of weapons 

• Develop an action plan for response 
o If the weapon is located on an individual, isolate the individual 
o If the weapon is in a locker or in a backpack, prevent access to that 

area 
• Determine whether to initiate Lockdown, Evacuation or other procedures 

• Notify district administration  
• Conduct weapon search, if needed 

• DO NOT approach the individual alone. Consider these factors: 
o Need for assistance from law enforcement 
o Best time and location to approach individual 
o Description, location and accessibility of weapon(s) 
o Safety of persons in the area 
o State of mind of the individual 

• If the individual displays or threatens with the weapon(s): 
o DO NOT try to disarm him or her 



o Avoid sudden moves or gestures 
o Use a calm, clear voice 
o Instruct the individual to place the weapon down 
o Use the individual’s name while talking to them 
o Allow for escape routes. Back away with your hands up 

• If the individual is a student, notify parent or guardian 

• Document all actions taken by staff  
• File report according to district policy 

 
Staff members should be familiar with definitions of weapons within their school district’s 
policies. 
 


