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POLICY: 

In case there is ever a dangerous event (external or internal), Le’Chris will take all 

necessary precautions to protect the staff, visitors and persons served by initiating a 

lockdown of the facility in question.     

Definition:  A "Lockdown" is the temporary sheltering technique, e.g. 30 minutes to several 

hours, utilized to limit exposure to any dangerous event.  If and when alerted, all doors and 

windows of the building in question will be locked to disallow entry or exit to anyone until 

the “all clear” signal has been sounded.  

PROCEDURE: 

Red and green cards are to be used in case of a lockdown.  Cards shall be stored in easily 

accessible locations known to all staff in the facility.  Lockdown procedure is in effect 

following an intercom announcement of “Code Silver.”  Hearing this announcement, the 

following steps shall be followed:  

 Get everyone into pre-designated area away from windows and doors.  This may 

include visitors.  Clients who are outside shall be prompted to come inside as time 

allows. 

 When everyone is inside, lock all doors and windows and close the blinds -- Exit from 

the buildings will still be possible by staff with keys.  Although, no one should exit 

the building during lock down unless the situation in the building requires escape. 

 Insofar as possible, get clients seated on the floor away from windows and doors 

 If no assistance is needed, place one GREEN card on an exterior window and one 

under the door to be visible from the outside.  Keep everyone calm and quiet and 

wait for further instructions.  

 If assistance is needed (i.e. not everyone is accounted for, or someone is ill or hurt), 

place one RED card on an exterior window and one under the door of the room to be 

visible from the outside.  If a cell phone is available, use it to contact authorities 

 If no card is displayed in a particular room, this is an indication of (a) room is empty 

or (b) person(s) in charge of the room are prevented somehow from displaying the 

cards.   

 Until notification that the lockdown is over, no one – staff or clients – should leave 

the room  

 

Responsibility of Director or Coordinator   

 Participation and documentation of all staff in appropriate training upon hire 

 Participation in drills and give positive feedback on improving system.   

 Implementing their building specific plan;  
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 Notify QM Director of any changes that may need to be made to improve the health 

and safety of staff and clients.  

 Take lead if a Lockdown occurs by Declaring the "Lockdown"  

 Calling  911  

 Identifying location that is secure   

 Make sure that everyone is accounted for 

 Staying in contact with Police during lockdown of any pertinent information that 

would assist with the apprehension of the suspect or the safety of the people in the 

building.  

 Notification to Supervisor and incident reporting after area has been secured.  

Staff or Police officers posted at the entrance of the facility shall screen all individuals as 

they enter by having them:  

 Stop at the entrance  and identify themselves;  

 Leave all parcels, briefcases, backpacks and gym bags outside at a minimum 

distance  

 of 20-30 feet from the structure; and  

 The person seeking shelter will then open all outer garments for a visual inspection 

before being allowed to enter the shelter. 

 


