
        Crisis Response Sheet 
 

Media & Community Inquiries 

USD 402 EMPLOYEES ARE DIRECTED NOT TO SPEAK TO MEDIA. 

All media & community inquiries should be referred to the superintendent at 316.775.5484. 
 

 
 

Announcement: An emergency situation exists. Go to TOTAL LOCKDOWN immediately. Students and staff are to 
go to the NEAREST classroom or office immediately. Teachers, lock doors and keep students inside the room, 
out of sight, and quiet until further notice. Ignore all bells & alarms, and do not open the door for any reason. 
 
Based on the information you have, take any or all of the following steps: 
RUN (Evacuate) if the intruder is not in your immediate area or if your area cannot be secured. 

1. RUN using exits or even ground floor windows. 

2. Evacuate to an area that can be secured or far away from the building to provide safety. 

HIDE (Barricade) if the intruder is in your immediate area.  
1. Block access to your room – lock doors and windows, turn off lights, close window shades. 

2. Silence your cell phones and everyone is to be quiet. 

3. Stay out of sight – sit against an interior wall or area that provides protection.  

4. DO NOT respond to anyone at the door; ignore bells and alarms, until further instructed. 

5. Be prepared to RUN or FIGHT, if intruder gains entry. 

FIGHT (Last resort) if the intruder poses serious danger to the safety of you or others and you cannot run or hide. 
1. Attempt to incapacitate the violent intruder. 

2. Lead others to assist. 

3. Act with aggression. 

4. Use improvised weapons. 

5. Commit to your actions. 

    Do not release students. All students should be released according to the reunification plan. 

 

 
 

Announcement: A security situation exists in the vicinity. Go to EXTERIOR LOCKDOWN immediately. Secure all 
exterior doors and windows. Continue normal indoor classroom activities. No one will be allowed to enter or exit 
the building. Do not evacuate building unless directed to do so by official announcement. 

 

1. Close and lock windows. Close window shades. 
2. Maintain normal interior classroom activities unless otherwise directed. 
3. All exterior classroom activity, recess, PE, etc., are immediately stopped. For those already outside, adult must 

evaluate situation and decide whether to return to building or relocate off-campus. 
4. NO ONE is allowed to leave the building or to travel between buildings. 
5. Account for all students/adults. Communicate names of any missing or additional persons to administration. 
6. All persons remain inside the building until notified by administration or emergency responders. 

 

 
 

Announcement: CLEAR ALL HALLWAYS immediately. Students, return to your assigned classroom and stay 
there until further notice. Disregard all alarms & bells. 

 

1. Staff should gather any students/adults from hallway into their room. 
2. Keep all students in the classroom, close doors, and continue working/teaching. 
3. Teachers with students not in classrooms (gym, lunchroom, media center, etc.) should seek the closest available 

classroom or other available room. If outside, remain outside until further instructed. 
4. Stay out of hallways and commons areas. 
5. Account for all students/adults. Communicate names of any missing or additional persons to administration. 
6. Ignore all bells and alarms unless otherwise instructed. 

 
 

TOTAL LOCKDOWN 

EXTERIOR LOCKDOWN 

CLEAR THE HALLS 

Immediate threat of violence on school property 

Exterior threat in the general vicinity 

Clear hallways & confine students and staff to rooms 



 
 
 

 
 

Announcement: We need to EVACUATE the building. Teachers are to take their class roster and take a 
headcount once outside. (NOTE: In inclement weather, depending on circumstances, consideration should be made for students to get their 

outside apparel prior to evacuating the building. Announce accordingly.). 

1. Evacuate the building using designated routes and report to the designated assembly area. 
2. Close door and turn off lights. Teacher is last person out of room. 
3. If the exit route is blocked, follow an alternate exit route. 
4. Bring class roster, phone lists, and classroom “crisis” bags. 
5. Take attendance, noting any students in other activities. Display RED status card to indicate emergency (missing 

or additional persons, injury or other health concern, etc.). 
6. Do not release students. All students should be released according to the reunification plan. 

 

 
 

Announcement: For safety reasons, we are EVACUATING OFF-SITE to   . 
(NOTE: In inclement weather, depending on circumstances, consideration should be made for students to get their outside apparel prior to evacuating 
the building. Announce accordingly.). 

 

1. Take class roster, phone list, Classroom GO Kit, keys, purse. 
2. Once outside building, take attendance. Report any missing or additional persons to school administration. 

Display RED status card to indicate emergency (missing or additional persons, injury or other health concern, 
etc.). 

3. Guide your students to the designated staging area to load buses, or walk with your students to the alternate 
site if directed to walk there. 

4. Ensure assistance to special needs students and staff. Request help if needed. 
5. Once at alternate site, account for all persons and report any missing or additional persons to 

designated official. 
6. Do not release students. All students should be released according to the reunification plan. 
7. Continue to supervise your students and keep them together in a group. Follow directions of on-site 

commander at alternative site, and be prepared to assist with FAMILY REUNIFICATION if that plan is 
implemented. 

 

 
 

Announcement: Implement SHELTER-IN-PLACE procedures immediately. Move to the designated interior shelter 
area. All staff and students outside should immediately move inside to the designated interior shelter area. 

 

1. Move students into designated shelter locations, or follow any specific sheltering instructions. 
2. Close classroom doors and windows when leaving. Take class roster and phone lists. 
3. Gather any students/adults from the hallway to the closest designated shelter location. 
4. If outside, move into building and go to designated interior shelter area. 
5. Account for all persons. Communicate names of any missing or additional persons to administration. 
6. Do not release students. All students should be released according to the reunification plan. 
7. All persons remain in shelter until notified by administration or emergency responders. 
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EVACUATION 

OFF-SITE EVACUATION 

SHELTER IN PLACE 

Emergency inside building requires everyone to exit building. 

Relocate to safer site 

Emergency outside requires everyone to stay inside building 


