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ADMINISTRATIVE PROCEDURES 
 

Title: Guidelines for Developing and Maintaining Lockdown 
Procedures in Elementary Schools  

 
Preamble: 
 
This administrative procedure provides direction for emergency situations when a school cannot 
be safely evacuated. The procedure includes specific plans to keep students, staff members and 
others safe in the event of a violent incident or act of terrorism.  
 
The level of preparedness to deal with such an incident by school staff members, students and 
police will have a major impact on the final outcome.  
 
Publicly funded schools in Ontario are committed to providing and maintaining a safe school 
environment. 
 
Staff, students and visitors in Ontario’s schools, have the right to learn, work and be present in 
a safe and secure environment. However, the possibility of a major incident of violence is a 
reality which cannot be overlooked. Everyone who spends any amount of time in an Ontario 
school on a regular basis, needs to know how to protect themselves and how to protect our 
children, in the event of a major incident or threat of school violence. 
 
The Ministry of Education, School Boards and Police from across the province continue to work 
in partnership to create safe school environments, and to prepare in the event of a major 
incident of school violence. 
 

*Please see Appendix B for Lockdown Procedures in Schools during COVID-19 Pandemic 
for special COVID-specific lockdown drill instructions 

 
Procedure: 
 
Definition 
 
Lockdown:  A lockdown is a response to an emergency situation which may prevent school 
occupants from exiting the building safely. A lockdown isolates students, the staff and others 
from danger by requiring everyone to remain inside the building in secure locations. All staff 
members within the school are responsible for ensuring that no one leaves the safe area.  
 
 
 

 
Section 

 
Number 

F 0 2 
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Purpose 
 
The following guidelines are provided to help elementary and secondary schools ensure their 
lockdown plans meet basic requirements, and to ensure a degree of consistency across the 
district and the province.  
 
Although infrequent, the possibility of a major violent incident in one of our schools is a reality. 
The level of preparedness to deal with such an incident by school staff, students and police will 
have a major impact on the outcome of the incident. 
 
While certain portions of the plan are tailored for each school based on individual needs, the 
overall plan is designed to have common application for all schools and police services across 
the District.  It is vital that all schools and police agencies follow the plan as printed, and do not 
modify or change the plan, with the exception of customizing for local situations (i.e. School 
floor plans) or any updates to the Guidelines for Developing and Maintaining Lockdown 
Procedures for Elementary and Secondary Schools in Ontario.  
 
 
1. Mandatory Requirements 
 

All schools must have a Lockdown Procedures Manual that is reviewed/updated 
annually.  All staff must be aware of and familiar with the manual.   
  
A minimum of three lockdown drills must occur each school year.* In 
developing lockdown plans, each school should consider the following guidelines: 

 
2. When to Lockdown / Terminology to be used 
 

Terminology is very important. Plans should clearly identify when “Lockdown”  versus 
other terminology is to be utilized. Terminology used to order a lockdown, should be 
plain language, clear and leave no misunderstanding as to what is expected. No secret 
passwords should to be used. 

 
 “Lockdown” should only be used when there is a major incident or threat of school 

violence within the school, or in relation to the school (e.g., someone with a weapon is 
in or approaching the school). All people in the building remain silent, out of sight, lights 
off, and doors locked.  Once the imminent threat is over, Secure School may be put into 
place, if appropriate. 

 
 “Secure School” should be used when it is desirable to secure the school due to an 

ongoing situation inside or outside of the school (e.g., someone with a weapon is 
spotted in the area, but is not on or near school property; or there is an 
environmental/health hazard in a hallway like blood or vomit). In this situation, the 
school continues to function, with students inside classrooms, and exterior doors and 
windows are closed and locked until such time as the situation is resolved. 
Students/staff should not be in hallways or bathrooms unless/until the office gives 
clearance to do so. 

 
 “Shelter in Place” should be used for an environmental or weather related situation, 

where it is necessary to keep all occupants within the school to protect them from an 
external situation. Examples may include chemical spills, blackouts, explosions or 
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extreme weather conditions.  The school functions as usual inside the building.  Classes 
outside will be brought inside the school or sent to a safe location nearby. 

 
All schools must use the above terminology.  

 
3. Roles and Responsibilities 
 

Clearly defined roles, responsibilities and expectations are critical in emergency 
situations.  At a minimum, plans should include expectations of staff, students, parents 
and police. The lockdown policy should address issues such as accessibility and 
communications for students with special education needs. 

 
Principal - The principal is accountable for over-all planning concerning the lockdown 
procedure.  The principal is entitled to delegate responsibility within the school to ensure 
the lockdown procedure is followed but it is important to note that the principal 
maintains accountability when it comes to the delegate. The final content of the plan 
should include; scheduling of drills, inviting police, fire and Emergency Medical Services 
(EMS) to participate in and be aware of planning and drills, training of students and for 
the overall safety of staff and students.  In an actual incident (not a drill), the police are 
responsible for the management of the threat and subsequent criminal investigation, 
however the principal shall provide full cooperation with police.   
 
Staff – School staff and, in particular, administrators, have the overall responsibility for 
the training, safety and well being of students. During a violent incident, administrators 
have additional responsibilities in terms of working closely with the police. 

 
Students – Students have a responsibility to be familiar with the plan and to respond 
quickly to the direction of staff during a crisis situation. Any student with information or 
prior knowledge of an individual or a potential situation which may result in a violent 
incident must come forward with that information as soon as possible. This is also the 
case during an incident. 

 
Police – Police are responsible to respond to and investigate violent incidents. During a 
violent incident, police will assume command and control of the response and 
investigation but will liaise and work closely with school administration and other 
emergency services, throughout the process. 

 
Parents/Guardians – Parents and guardians must be informed of the existence of this 
plan and should reinforce, with their children, that it is the student’s responsibility to 
follow directions during a crisis and disclose any information they may have prior to or 
during a crisis situation. 

 
School Councils – Members of School Councils must support the local plan and assist 
the school administration in promoting awareness of the plan throughout the broader 
school community. 

 
 
4.    Lockdown Drills and Training * 

 
Drills – Each school is required to have three Lockdown Drills each school year.  The 
responsibility for these drills including scheduling lies with the school principal. Police 
and other local emergency services should be in attendance to monitor and participate 
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in a debriefing following the drill.  

 
Schools should conduct one drill with the fire alarm ringing at the time of the drill. In the 
event that a fire alarm is pulled once a lockdown has been called, staff and students will 
not respond as they normally would to a fire alarm, but shall remain locked down, if it is 
safe to do so.  

 
Each school is required to keep record of the date of three Lockdown Drills each year 
(Form D-00-03).  

 
Training - Implementation of the lockdown plan is the school’s responsibility. Although 
police may assist with training and drills, the police are unlikely to be in the school at the 
outset of an incident. The entire staff must be prepared to implement the school plan 
quickly and effectively. The extent of the impact of the incident will be dependent on the 
ability of the school to respond as quickly as possible.   
 
Orientation for new teachers should include mandatory lockdown training. Schools 
should establish a method to conduct lockdown review training for all staff, during each 
school year.  
 
Schools should consider assemblies to train secondary students on lockdown 
procedures. Due to the young age of some elementary students, it is suggested that  
classroom teachers be responsible for training students at the elementary level.  
 
Where possible, it is advantageous to have police partners present during training, and 
to assist with the training of staff and students.  
 
Information for parents may include newsletters, school or board websites or an 
invitation to an evening session on lockdown plans. Fire and EMS should be invited to 
training sessions. 

 
 
5. Floor Plans 
 

Accurate floor plans are a key component of lockdown plans and are important both 
from a planning and response standpoint. 
 

 Floor Plans should be colour coded using three colours: red, green, and blue. Red 
indicates danger areas of the school which can not be locked down safely, with green 
identifying areas where staff and students are to proceed to safely lock down. Blue 
areas identify Command Post locations which will be utilized by police depending on the 
nature of the incident. 

 
 Normally, the main office will be a command post location with another area within the 

school identified as an alternate command post location. A third off-site command post 
location should be identified and formulate part of the individual school plan, in the 
event neither on-site command post location is available. 

 
 Off-site evacuation locations should also be identified and included with copies of 

the floor plans. 
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 Floor plans should be posted through-out the school and, at least, in every classroom 
and at every entry point to the school. In multi-level buildings, it is suggested that only 
the floor plans relevant to a specific level be posted on each level. 

 
 Hard copies of floor plans and electronic copies, if possible, should be provided to the 

police. 
 
6. Identification of Buildings, Exterior Doors, Classrooms 
 

To assist police in responding to a major incident or threat of violence, buildings, 
entrances and all rooms within buildings need to be clearly identified. 

 
 In the situations where more than one building exists on school grounds, each building 

should be clearly identified on all sides of the building, with a building identifier such as 
a number. All portables shall be clearly identified as well. All exterior doors shall be 
clearly identified such as doors A, B, C, etc. All rooms within the building should be 
clearly marked with room numbers. 

 Police and schools should plan in advance how police will gain access to the school in 
the event of a lockdown. Floor plans and facility master keys should be up to date and 
available for emergency services responders who may be involved in any type of search 
of the premises. It is particularly important that those elementary schools that have 
opted to lock their doors during the school day have a plan for making keys available to 
the emergency services personnel.  

 
7. Initiating Lockdown 

 
Plans should emphasize the importance of locking down as quickly as possible. At the 
first indication of a major incident of school violence, notification must go to the office 
and the Lockdown commenced immediately. 

 
 All staff, especially those working in the main office, should be trained that when 

information is received in the office of a situation requiring a lockdown, whoever 
receives that information will immediately activate the school’s Public Address (PA) 
system, inside and outside, announcing the lockdown. There should be no hesitation in 
announcing the lockdown and the decision to call the lockdown should be made 
immediately by whoever receives the call to the office. It should not be delayed for the 
purpose of checking with Administration before announcing a lockdown. Schools should 
consider both auditory (PA) and visual notification systems inside and outside the school 
to announce a lockdown.  

 
 For the safety of hearing impaired individuals and in situations where noise levels in 

open areas such as cafeterias and outside the school may prevent staff and students 
from hearing a PA announcement, consideration should be given to the use of strobe 
lights or other visual indicators in addition to the PA system. 

 
 It is recommended that the actual wording for announcing a lockdown be affixed on or 

near the microphone, so that it is clearly visible and can be read by the person 
announcing the lockdown. 
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8. Common Plan with Site Modifications  

 
While recognizing that each school and potential crisis will vary, this administrative 
procedure provides a recommended plan of action for use in all schools of The 
Northwest Catholic District School Board. It is vital that all schools and police agencies 
follow this administrative procedure as printed, and do not change the plan, except to 
customize it for local situations.  
 
These procedures must be modified, for example, in light of the unique layout of a 
school building or for special needs in a particular site. Schools shall prepare floor plans 
outlining safe areas that can be locked and unsafe zones in the school and will 
familiarize students, the staff and the police with these areas. It is essential to involve 
the school custodian in the development of the school plan because of the custodian’s 
detailed knowledge of the building.  

 
The police will be involved in developing the school lockdown plan and will be advised of 
any modifications to the plan once the plans are on file.  

 
Site specific needs include mechanisms to communicate messages to those who may not 
adequately hear verbal communications and those who may not be readily mobile 
without assistance.  

 
If a school has a child care centre, other tenants, or community groups using school 
premises, it is important that principals ensure that staff members from those 
organizations are familiar with the details of the lockdown procedures.  

 
9. Communicating the Plan  
 

Each school must develop a simple and concise school plan outlining the procedures to 
be followed. All permanent and occasional staff members and regular volunteers must 
be made aware of the school plan and be provided with a brief checklist version of the 
plan. Visitors must wear visitor name tags at all times and understand that they will be 
expected to respond quickly to the direction of the principal or designate in an 
emergency situation.  

 
Students must be familiar with the plan and aware of their responsibility to respond 
quickly and quietly to the direction of the staff during a crisis. Students must be 
informed that, in the event of a lockdown, all students must report to the nearest safe 
area as identified in the school’s plan. If they are outside at the time of the lockdown, 
they must not enter the building.  

 
Parents and guardians need to be aware of the lockdown plan and must reinforce with 
their children the responsibilities of students to follow directions during an emergency. 
Parents and guardians should encourage their children to disclose any information they 
may have that could pose a threat to school safety. 

 
Members of school councils need to support the school plan and assist school  
 
administrators in promoting awareness of lockdown procedures throughout the school 
community.  
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Parents and community members must understand that they are not to call the school 
during a lockdown procedure and that they will not be permitted access to the building 
or to students until it is determined that it is safe for them to do so.  

 
Emergency plans are of little value in a crisis situation if the plan is not exercised on a 
regular basis. School administrators are required to review this administrative 
procedure and the school lockdown plan with the staff at least twice during 
each school year.*  

 
10. Communication with Parents/Guardians/Community 
 

Communication with parents, guardians and the community in general, is important so 
as to ensure a good understanding of lockdown procedures, without instilling fear. 

 
A newsletter will be sent to each home at the beginning of the school year to inform 
parents of lockdown procedures and to encourage parents to reinforce with their 
children, the importance of understanding the procedures and following staff direction. 
Parents need to be informed of where they should proceed in the event of an actual 
incident involving a lockdown.  

 
Communication with parents around the importance of lockdowns is vital. Parents 
should be informed of what is expected should they arrive at school during a drill, or if 
they are present within the school when a lockdown is called. 

 
In all incidents of a lockdown which is not a drill, it is recommended that a 
communication to parents be sent home with each student at the conclusion of the 
school day or as soon as possible. Parents should be encouraged to ensure contact 
information is kept up to date so they can easily be reached by staff in the event of an 
emergency. 

 
Parents need to see lockdown drills as essential elements to prevent injury and good 
communication is required to eliminate fears and concerns. Parents play a key role in 
ensuring students cooperation and participation in drills. 

 
11. Prevention  
 

Teachers must be proactive in identifying students who may be at risk of involvement in 
a violent incident so that action can be taken before a crisis develops. Any indication of 
a threat affecting the school must be investigated. The OPP can assist local police with 
threat assessments for a person of concern.  
 
Staff members must encourage students to confide in a trusted adult. Students can use 
the “Crime Stoppers” program if they want to make an anonymous report. Any student 
with information or knowledge prior to or during a crisis situation must come forward 
with the information immediately.  

 
12. Confirmation of a Violent Incident  

VIOLENT INCIDENT 

 
For the purposes of this plan, a violent incident is defined as a situation involving an 
armed individual posing immediate threat to life (i.e. has a gun, knife, explosives, etc.). 
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When a Violent Incident Occurs 

 
Although every effort is made to ensure a safe school environment, staff and students 
need to be aware of the possibility that a violent incident can occur at any time or in any 
location within a school. 

 
If you observe a violent incident, DO NOT CONFRONT THE SUSPECT. 

 
It is critical to notify the office immediately.  As well, if it is safe to do so without danger 
to yourself or others, obtain the following details for your report to the office: 

 
 location and number of suspects; 
 suspect moving or stationary; 
 identity; 
 description of physical appearance (clothing, build, etc.); 

 description of weapons; 
 possible motive or threats made; and 
 any known injuries and location of casualties. 

 
Note:  Bomb threats are not covered under these procedures. 

 
When Office Staff are Notified of Violent Incident 

 
 
When a violent incident is reported, staff in the office needs to keep the flow of information 
going, obtaining as much detail about the incident as possible from the initial observer.  A 
priority at this point is to confirm a violent incident is occurring.  After confirming that a 
violent incident has occurred, immediately implement the Violent Incident Emergency 
Response Plan below.   

 
ANNOUNCING LOCKDOWN 
 

When notified of a violent incident, activating Lockdown, calling 911 and notifying the 
Principal or designate should happen as closely together as possible.  Responding personnel 
will have to use individual judgment as to what they can and should do first, keeping in 
mind that their primary role is taking care of students and staff at risk. 
 

13. Announcing the Lockdown  
 

The staff member receiving the report shall activate Lockdown, call 911, and notify 
the principal or designate, as quickly as possible, by assigning tasks to different office 
staff members, if possible.  
  
If there is only one person available in the office, Lockdown shall be initiated before 
calling 911.  
 
The person receiving the report of a violent incident initiates the LOCKDOWN 
procedure as follows:  
  
(a) activates all public address (PA) systems inside and outside the building by sounding 
the bell/alarm; and  
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(b) announces clearly and calmly on the public address system:  
 
“Emergency - LOCKDOWN, LOCKDOWN, LOCKDOWN - Initiate Lockdown”  
 
Upon hearing the LOCKDOWN announcement, the staff will immediately initiate 
lockdown procedures. The staff must take into consideration those within a site that 
may require alternate forms of communication.  
 
The principal or designate will contact the Director of Education or designate who will 
inform the Superintendent of Business. 

 
All occupants of the building will disregard the fire alarm system and school bells unless 
otherwise directed to do so.  

 
Lockdown is in effect until cancelled by the principal/designate, in consultation with the 
Director of Education, or the police.  

 
14. The 911 Call  
 

A call to 911 will initiate assistance from police services, as well as fire and ambulance 
services, if required.  

 
The person calling 911 will provide the following information:  
 
(a) the caller’s name, the school name and full address;  
(b) a description of the situation;  
(c) whether anyone is injured and the severity of the injuries; and  
(d) a safe route to the building and a safe entrance for police, where police 
      will be met by the principal, if it is safe to do so.  

 
 
The caller from the school will stay on the line and continue to provide information as 
requested by the emergency operator. It is essential to keep that line of communication 
open.  

 
The person making the call will begin to document times and events relating to the 
incident. This information will greatly assist police services during and following the 
violent incident.  

 
15. Lockdown Procedures in Classrooms and Portables  
 

Staff members will direct students out of hallways to the closest secure classroom or 
other area which has been predetermined to be a safe location, and remain with the 
students in this locked location. If the door does not lock, other systems may be used 
such as a bar to prevent entry. If there is no system to prevent entry, the location would 
not be designated as a safe area.  
 
Staff members will assess whether anyone is injured and the severity of the injuries and 
take appropriate measures to assist the injured without jeopardizing their own safety or 
that of others.  
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Curtains or blinds will be pulled and the lights turned off. Students are to move away 
from doors and windows. In consideration of sight lines into the room, students are 
usually safest when sitting along the length of the inside wall of the classroom. Students 
must remain quiet and follow staff or police instructions. The classroom should look and 
sound empty. Staff members must prepare students for staying in a lockdown situation 
for an extensive period of time. If gunshots are heard, everyone should lie on the floor.  
 
In portables, because walls are often thin, desks should be placed on their side in a 
circle with desk tops facing out and students on the inside of the circle.  

 
Individuals are to contact the office ONLY with vital information regarding the incident; 
for example: “I see the intruder in the southwest hallway”.  

 
Cell phones are NOT to be used by the staff or students unless communicating 
vital emergency information. A ringing cell phone may alert an intruder to a 
particular location. Also, excessive cell phone use in other violent incidents 
has shut down access to vital communication lines.  

 
If possible, teachers will take attendance in class and complete an attendance report, 
noting students who are in the room.  

 
Students will not be allowed to use washrooms. No one will be released, except by  
 
direction of the principal, the principal’s designate or police when an “all clear”  message 
is given.  

 
As some washrooms do not have doors that lock, students should be directed to move 
to the closest designated safe location as soon as it is safe to. Teachers in safe locations 
near washrooms would need to be mindful of this. In elementary schools, the closest 
classroom teacher should be assigned to check the washroom only when it is safe to do 
so.  

 
16. Lockdown Procedures in Open Areas  
 

In cases where the lunchroom is a safe area, the procedures can be similar as in a class. 
If the lunchroom is not a safe area, school plans should have contingency plans for 
getting students and staff to a safe area.   

 
If/When safe to do so, the head custodian will report to the main command post to 
assist the police with questions about the layout of the school. 

 
Depending on the individual school plan and the locations and actions of the intruder, 
consideration must be given to the controlled evacuation of students from the library, 
gymnasium and other open areas of the school to secure areas, especially if there are 
doors leading directly to the exterior. Open areas are the most vulnerable during a 
violent incident. The school must have a contingency plan for a lockdown during a lunch 
period when many students may be in open areas of the school.  

 
 
17. Child Care and Other Facility Occupants  
 



The Northwest Catholic District School Board  Page 11 of 18 

Procedure F-02, Guidelines for Developing and Maintaining Lockdown Procedures 

As many schools have licensed child care centres and/or other tenants and community 
groups using school premises, sometimes outside of regular school hours, those 
organizations or individuals must be taken into consideration at all stages, including 
planning, training and drills, and they must be informed of the need to follow lockdown 
procedures.  A copy of the lockdown procedure should be shared with all tenants of the 
school. 
 
It is important that principals make best efforts to ensure that the appropriate staff from 
organizations sharing school facilities are included in the development and 
implementation of lockdown procedures and that these organizations participate in 
relevant aspects of planning, training and drills, whenever possible.  

 
Due to proximity issues, the need to be prepared is as important for other occupants as 
it is for staff and students of schools. Planning should take into consideration all after-
school programs, night school, sports programs, and so on.  
 

18. Lockdown Procedures Outside the Building  
 

Staff members will direct students, in outdoor areas, to immediately take cover. 
Students must be aware of a pre-planned designated location a safe distance from the 
school.  

 
Students SHALL NOT ENTER the school.  Staff members, who are with the 
students, whether conducting an outdoor class, or supervising at recess or the lunch 
break, shall endeavor to have students remain in the identified area and take 
attendance.  

 
It is also important to have a pre-determined location for parents and the media away 
from the school building.  

 
When it is safe to do so, students may be released to parents, and the staff will attempt 
to monitor student departures. A police officer will be assigned to the designated outside 
area(s) to communicate information to staff members, students, families and the media.  

 
19. Fire Alarms  
 

In the event that a fire alarm is pulled once a lockdown has been called, staff and 
students shall not respond as they normally would to a fire alarm, but shall remain 
locked down, if it is safe to do so. Staff and students must always be aware of other 
dangers such as fire and be prepared to respond accordingly in order to ensure their 
own safety. 
 
There is a desire not to create a situation where staff and students run into danger 
when responding to a fire alarm. At the same time, staff and students should not ignore 
the fact that fire may occur intentionally or otherwise during a lockdown and that there 
is a need to respond to the most immediate threat.  
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20. Controlled Evacuation 
 

In the event of a prolonged situation, or a situation where the threat has been contained 
(barricaded individual), plans should include provisions for a controlled evacuation of the 
areas of the school, not in the vicinity of the contained area. 

 
 Police will make the decision as to whether a controlled evacuation of a school under 

lockdown, is a viable option, and will direct the evacuation process. This will normally be 
done on a room by room basis, with evacuees being escorted by police to the 
evacuation location. 

 
Off-site Evacuation Location 

 
The principal or designate assigns staff to supervise students and take attendance. 
Students may be released to parents/guardians.  Student departures must be 
documented by staff.  A police officer will be assigned to this area to communicate 
information to staff, students and families. 

 
21. The Role of the Police  

 
The police are responsible for responding and investigating violent incidents. During a 
violent incident, the police will assume command and control of the response and 
investigation but will liaise and work closely with school administrators throughout the 
process.  

 
Police services are trained and experienced in responding to lockdown procedures. 
Police will be met by the principal or designate at the entrance recommended during the 
911 call and have immediate access to the school plan, including a floor plan of the 
school. All outside entrances should be clearly marked on the exterior of the building 
and on the floor plans. Door “A,” “B,” “C,” etc. is the recommended entrance 
identification system. It is also recommended that all stairwells be identified as Stairwell 
1, Stairwell 2, etc.  

 
Police will implement the immediate rapid deployment method to stop the threat. This 
means that police officers will enter the building immediately unless there is a hostage 
situation. In a hostage situation, the police will set up containment and wait for 
specialized resources.  
 
COMMAND POST 

 
A Command Post is the focal point for command and control of the situation.  This is 
where the police will direct the overall response to the incident and where the principal 
will work closely with the police providing required support. 

 
School administration should identify a minimum of three locations, two within the 
school and one location off-site. 

 
In determining command post locations, consider the following points: 

 

 Safety; 

 Security; 

 access to good communication links (public address (PA) system, phone, fax); and 
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 washrooms. 
 

The following supplies are recommended for your main command post location: 
 

 school floor plans; 

 contact lists; 

 violent Incident Emergency Response Quick Reference; 

 student and staff lists, bus lists; 

 flip charts; 

 markers, pens, paper; 

 megaphone; 

 first aid kit; 

 caution tape; 

 portable  stretcher (if possible); 

 telephone directory; 

 current year book; and 
 

 access to student and staff timetables. 
 

Staff members, students and other occupants of the building need to be aware that any 
site may contain crime scene evidence. They should avoid tampering with or disturbing 
evidence. All objects, to the greatest extent possible, should be left exactly as they are 
found, to assist with law enforcement investigations.  
 
Media Response 

 
Police set up a media relations centre outside incident area. 

 

 Police representatives handle media relations regarding the incident and police 
response. 

 Board representatives handle media relations regarding Board related  
 concerns. 

 
It is strongly advisable that media personnel from police and school boards share media 
releases prior to the release being sent to the media, so that both police and school 
officials are aware of what the other agency is saying.  A spirit of cooperation is highly 
recommended in terms of police and school officials working closely on media issues.  
Coordinated and consistent messaging from all partners is essential in maintaining public 
confidence.  

 
The police will set up a media relations centre in the designated area outside the 
incident site. The police will handle media relations regarding the incident and police 
response. The Director of Education or designate will handle media relations regarding 
issues dealing with the students and school.  

 
22. Follow-Up to the Violent Incident  
 

Actions taken following violent incidents can have a major impact on the well-being of 
the staff, students and the school community.  

 
  Follow-up procedures may include the following:  
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(a) involving a Crisis Response Team to provide counselling for the staff 
     and students;  
(b) providing appropriate information to parents, the staff, students and the  
     school community regarding the incident;  
(c) debriefing by police of school administrators present at the time of the  
      incident;  
(d) coordinating police and school district news releases;  
(e) evaluating the adequacy of the Violent Incident Emergency Response  
     Plan and making modifications as necessary;  
 (f) identifying lessons learned and developing further preventative  
     measures;  
(g) maintaining close contact with any injured victims and families;  
(h) maintaining close cooperation with police services to facilitate  
     completion of  investigations; and  
(i)  completing all necessary legal, insurance and administrative forms and  
     documents as required.  

 
Each school plan, as well as the Board plan, shall be thoroughly reviewed 
annually. 
 
Effective Practices 

 
A page shall be included within the plan that allows for documentation of when and who 
reviewed the plan, along with a signature area to record when drills have been 
completed, (Appendix A). 
 

23. Training  
 
Orientation for new staff should include mandatory lockdown training. Schools should 
establish a method to conduct lockdown review training for all staff during each school 
year, as early in the school year as possible. 

 
Due to the young age of some elementary students, it is suggested that classroom 
teachers be responsible for training students at the elementary level. Any training 
provided to students with special education needs should be consistent with the 
expectations and accommodations outlined in their Individual Education Plans.  

 
Best efforts should be made to include all staff, including part-time itinerant, or 
occasional staff, in this training. When conducting training, schools should consider how 
best to include all stakeholders in the school, including community groups, any 
municipal services that have space in the school, bus drivers, parents and child care 
staff.  
 
Where possible, it is advantageous to have police partners present during training to 
assist with the training of staff and students. Fire department and EMS personnel should 
be invited to training sessions.  
 

 
SCHOOL RECOVERY FOLLOWING A LOCKDOWN 

 
A debriefing should occur in all situations following a lockdown.  The nature and severity 
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of the incident, will dictate who should be included in the debriefing.   
 

In serious situation where injuries or loss of life occurs, the Board’s trauma response 
plan will normally be initiated.   

 
In all cases, communication with parents is vital. 
 
PLAN REVIEW 

 
Each school plan, as well as the Board plan, shall be thoroughly reviewed annually.   
 

*Please see Appendix B for Lockdown Procedures in Schools during COVID-19 Pandemic 
for special COVID-specific lockdown drill instructions 

 
 
 

 
 

Cross Reference to 
Administrative 

Procedures/Governance 
Policies 

 
Date of Implementation 

October 2009 

 
Legal/Ministry of Education 
Reference 

 
Section 

 
Number 

 Education Act R.S.O. 1990, s. 264, 265 :  

Form  D-00-03  
Date of Last Review 

 

Ministry of Education Emergency and 

Crisis Response Memo, September 18, 
2020 

F 01  
October 20, 2020 

Ontario Regulation 298 - s.23  

   
 

EDU Memo June 25/09 Guidelines for 
Developing and Maintaining Lockdown  

Procedures for Schools in Ontario 

   Police and School Board Response 

Protocol  2018 
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Appendix A: The Northwest Catholic District School Board 
 

Annual Plan Review/Lockdown and Fire Drill Log 
 
 

SCHOOL:   ___________________________________ 
 
 

 
Per Board Procedure F01 and F02, please note: 
 
1.  Each Principal shall hold emergency fire drills at least three times between the 

first day of the school year and December 31st, and at least three times between 
January 1st and the last day of the school year. 

 
2. Each Principal shall hold emergency lockdown drills at least three times in the 

school year between the first day of the school year and the last day of the 
school year. 

 
3. Each Principal shall keep a record of emergency drills completed and save to the 

Shared Facilities Drive (Form D-00-03). 
 
4.  Each Principal shall review the Lockdown Procedures for their school annually. 
 
Summary of Drills  

 
Date of annual review of Lockdown Procedures Plan: 
_________________________________ 
 
Principal Signature: _____________________________________ 

Date of 
Drill 

Type of Drill Comments Signature 
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Appendix B 

Emergency and Crisis Response 
Guidelines for Maintaining Emergency Procedures for Elementary and Secondary 
Schools in Ontario for the 2020-21 School Year, while respecting public health 

advice related to the COVID-19 pandemic. 
 

Introduction: 
 

• Based on emergency procedures that have already been established in Ontario 

schools, the following guidelines are being provided to help elementary and 

secondary schools ensure their emergency plans meet requirements, and to 

promote consistency across the province. 
 
BACKGROUND 
 

• The Provincial Model for a Local Police/School Board Protocol (the “Protocol”) 
provides policy direction for how police and schools interact. It outlines common 

principles and key elements upon which all local protocols between police services 

and school boards must be based. 
 

• While the Protocol sets provincial expectations for local protocols, it also allows 

police services and school boards the flexibility to address service-delivery 

arrangements and unique factors and/or considerations that may affect individual 
jurisdictions. 
 

• The Protocol includes a requirement that all elementary and secondary schools in 

Ontario work with their local police service to develop and implement lockdown and 

bomb threat procedures. The Protocol includes a requirement for schools to 

conduct two lockdown drills each school year. 
 

• It is critical that when planning for the 2020-2021 school year, procedures for 
conducting emergency planning drills (e.g., lockdown, secure and hold, shelter in 

place drills) be aligned with current public health advice and measures. 
 

WHAT THIS MEANS FOR SCHOOLS 
 

The Ministry of Education encourages school boards to review and make amendments, 
as required, to the Emergency and Crisis Response Plans to allow for compliance with 

public health advice measures related to COVID-19, such as physical distancing and 

masking requirements. 
 

A minimum of two lockdown drills must still occur each school year, however, the way 

they are conducted may be modified for the 2020-21 school year. 
Boards should ensure floor plans are updated to reflect identification of buildings, 
exterior doors, classrooms and restricted or closed areas as a result of COVID-19, and 

are posted and communicated accordingly. 
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Conducting Emergency and Crisis Response Drills: 
 

• A discussion, visual demonstration or combination of both could be used to provide 

an overview of the Emergency and Crisis Response Plans, including: 
 

     Identifying an emergency; 
 

     Procedures; and 
 

     Roles and responsibilities. 
 

• Drills are conducted while maintaining physical distancing and wearing a face mask 

(as required). 
 

• While a response to bomb threats may have historically been practiced through 

evacuation of the school, the requirement to ensure that boards’ staff, students, and 

other stakeholders are aware of their obligations/responsibilities within individual 
school plans, can be accomplished through discussion and/or visual demonstration. 
 

• Teachers are encouraged to do drills within classroom cohorts. 
 
Note: 
 

• All emergency and crisis response drills (e.g., lockdown, secure and hold, shelter in 

place drills) or plans, must include instructions aligned with public health advice and 

measures regarding physical distancing, face mask protocol and promoting hand 

hygiene as appropriate. 
 

• Schools should notify local emergency services in advance of scheduled drills and 

of changes to any floor plans. 
 

• Other programs operating within the school (e.g., child care and early years 

programs) should be notified of changes to the Emergency and Crisis Response 

Plans. 
 

 


