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Frequently Asked Questions - Lockdowns 

 

1. What can I do to help prepare my staff and students for a lockdown? 

 

The Safe School Plan Volumes 1, 2, and 3 are the resource documents for preparedness. They are updated at 

the beginning of each school year by the School Safety Committee. You must make sure that the Safe School 

Plans are available to and understood by all staff. Provide copies of the Safe School Plan Quick Response 

Guide (available as a download from the Safe School Plan Creator online system) to all staff members. Refer 

to Volume 2 Emergency Procedures, Section 2.0, for implementing the Incident Command System at school.  

 

Review key provisions with staff, parents, and students throughout the year.  You can do a “read through” for 

students at an assembly of what would happen should the school go on lockdown. Once they are familiar with 

the key provisions, you will need to drill with everyone. These drills will be the basic steps to prepare your 

campus and will help everyone feel prepared and less anxious or nervous if the school faces a lockdown later. 

 

Encourage all administrators and staff to complete Safety Training for Emergency Preparedness at Schools 

(STEPS) on-line courses. STEPS 203 “What to Do if There is a Lockdown at School” for classroom 

personnel, STEPS 403 “Planning for and Responding to a Lockdown at School” for administrators and school 

management, and STEPS 302 “School Police Response to a Lockdown” for School Police personnel are all 

available on the Learning Zone. More information about the STEPS program is located at STEPS.lausd.net. 

 

2.  How should I communicate with staff and students initially when my school goes on lockdown? 

 

As practiced in your drills, your first method should be the quickest and most efficient: Use the Public 

Address system to initiate the lockdown; then you can begin texting/e-mailing staff, use Blackboard Connect, 

or other methods of communication available at your school.  These steps should be consistent with your Safe 

School Plan and part of your ongoing drills. You will want to inform staff and students that the school is 

going into lockdown, briefly remind them what they need to do, and let them know that you will share more 

information as it becomes available. Do not use bells, alarms, or special codes to announce a lockdown (see 

#4). 

 

Parents should be notified of the lockdown using Blackboard Connect, as soon as you have ensured all 

students and staff are in a safe location. 

 

3. At my school, we have always used a special code instead of the word “lockdown.” Why are we 

supposed to call it a lockdown over the intercom? 

 

When a lockdown is initiated, it is important that everyone be in a place of safety as soon as possible. Special 

codes might be unfamiliar to substitutes, new employees, visitors, and others. Also, the use of bells/alarm 

systems signal evacuation of the building and may add to the confusion of the situation. To ensure that 

everyone understands what actions they are to take, the term “lockdown” should be announced over the 

intercom. 

 

4. How can I tell the difference between a lockdown and an active shooter incident? 

 

A lockdown may be initiated during different types of violent circumstances that are potentially harmful to 

students. Active shooter procedures should only be considered when the below conditions are present:  

 

One or more individuals is armed with a firearm on school grounds who have already shot or attempted to 

shoot someone with the firearm AND at least one of the following factors applies: 

 

• Continues to shoot others 

• Actively seeks or attacks others 

• Has access to additional victims 
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5. What do I do during an active shooter incident if I don’t think we can safely conduct a rapid relocation? 

 

Implement all lockdown procedures and use the buildings and locked doors to protect your students from 

harm. Active shooter procedures are an option that you may use, not a requirement. The safety of your 

students should always guide your actions in an emergency. 

 

6. Can I make a Blackboard Connect call to parents if I am not at the school or at the computer? 

 

Yes, from any landline telephone or cell phone. Every Blackboard Connect user can download a Dial-In card 

with information on how to send a message using only a telephone. To download the Dial-In card, log into 

Blackboard Connect and click on Account Info in the top right side of the screen. On the Account info page, 

click on Personal Info and then scroll down to the section just below changing passwords. Click on the “Click 

here to have your Dial-In Messaging Card e-mailed to you” and one will be sent to your District email 

address. Follow the directions on the cards to send a Blackboard Connect message. Also, remember that you 

can contact your ESC or Blackboard Connect Client Care at (866) 435-7684 or Central Office at (213) 241-

1085 to assist you with sending the message even when you are not on site. Online training is available on the 

Learning Zone as STEPS 407, “Communication Methods During an Emergency”. 

 

7. I am a principal.  What if I am away from my site at the time an event triggering a lockdown occurs? 

 

When you left the campus, you designated someone to be in charge. That person should function as the 

School Incident Commander (See #1). If you are away from your site but you can get to the Municipal 

Incident Command Post (Municipal CP), you should go there as soon as possible. The School Police Watch 

Commander (213-625-6631) can direct you. Your designee on campus can communicate with you. 

 

8. I am a principal with a split assignment.  What if I am at my other site at the time an event triggering a 

lockdown occurs?  

 

When you left the campus, you designated someone to be in charge. That person should function as the 

School Incident Commander (School IC). If you are away from your site but you can get to the Municipal 

Incident Command Post (Municipal CP), you should go there as soon as possible. The School Police Watch 

Commander (213-625-6631) can direct you. Your designee on campus can communicate with you. 

 

9. I am a principal without another administrator assigned to my site.  Who should be my designee in case 

I am not on site when an event triggering a lockdown occurs? 

 

You will need to designate a responsible staff person to perform this function and ensure your designee has 

appropriate information and training to stand in for you. The Learning Zone hosts online courses to help 

prepare for emergencies [http://STEPS.lausd.net].  The staff person may be a lead teacher.  If a classroom 

teacher is assigned as your designee, you will need a coverage plan for that classroom. There should always 

be a back-up in case that person is out. When you conduct the drills, practice how back-ups will step into this 

role. 

 

10. What do I do if my school is placed on lockdown prior to the start of school? 

 

The principal/designee in consult with School Police should: Contact the Educational Service Center 

Operations Coordinator; communicate with any before-school programs on campus (e.g., Ready-Set-Go); 

identify a reunion location for staff and students. Send  A Blackboard Connect call to inform parents and staff 

of the activity and the location where students and staff are to report for attendance. Law enforcement 

personnel on the perimeter will direct pedestrian and vehicle traffic to the arranged location. The ESC 

Operations Coordinator will work with Transportation Services to divert buses to the reunion location and if 

necessary arrange for special pick-up of students.  
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11. If my school is locked down, how can I find out what buses will be picking up or delivering students 

from other schools at my site? 

 

The initial contact with your ESC Operations Coordinator will trigger the relocation process. You can also 

contact the Transportation Services Division, Dispatch Office at 1-800-LABUSES (522-8737) and ask to 

speak with the Senior Bus Dispatcher for assistance. This information is also available in Decision Support 

System (DSS). 

 

12. Once my school has been locked down, how do I provide safety for students who may have been locked 

out of their classrooms? 

  

It’s a good idea for every campus to identify a designated “safe room,” where students can go if they have 

been locked out of other locations during a lockdown. A safe room should be staffed by an employee with a 

key whose duty is to respond to that location whenever a lockdown is called. A school should use the same 

room every time as the safe room, and students should be informed of the location of the designated safe room.  

 

13. Do I provide meals to students during a lockdown? 
 

The LASPD Officer and the School Incident Commander in consult with the liaison for the Municipal Incident 

Commander (Municipal IC) will determine the level of threat to the school and if modifications to the 

lockdown are possible (Refer to Section III B in this bulletin). Depending on the time of service (before 

lunch), you may plan to provide meals to students. If the lockdown occurs after lunch service, you may wait 

until it is closer to normal time for school ending to decide if you want to provide snacks.  

 

If food is to be provided to students please remember the following key points: 

 

 Determine how food will be served and/or provided to students (cafeteria, classroom, etc.) and who will 

serve it if in the classroom. For safety reasons, we cannot require Food Services staff to serve food 

outside of the cafeteria during a campus lockdown. The LASPD Officer and the Operations Coordinator 

can support you with making this decision. 

 

 Maintain contact with the Cafeteria Manager to determine if food is available and when is the best time to 

serve. He/she will communicate with Food Services to obtain approval and determine if more food may 

be needed.  

o  If food needs to be brought in, communicate with the Municipal Incident Commander to ensure 

passage for delivery personnel. 

 

 Point of Service procedures must be followed. 

o The meal program must follow Federal regulations regarding serving meals to students unless there is 

an emergency declared by the President of the United States or the Governor of California. Therefore, 

we must continue to follow standard procedures when serving students.  

   
o If circumstances prohibit the Cafeteria Manager from following Federal guidelines, Food Services 

will itemize all food items served and provide an invoice to the school. 

 

o There are generally no additional costs other than the usual co-pays for the students. Please work with 

the Cafeteria Manager to minimize the costs to meals.  

 

o If the procedures/guidelines cannot be followed, the following costs will apply for lunch: 

 

* High School Students: 

 Paid - $2.50 

 Reduced price - $.40 

 Free - $0 
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* Elementary/Middle (K-8) Students: 

 Paid - $2.00 

 Reduced price - $.40 

 Free - $0 

 

o Meals for adults are not covered under this provision. Adult lunch meals are $3.50. 

 

*Price is subject to change.  

 

14. What happens if a lockdown occurs right before lunch? 

 

Make immediate contact with the Cafeteria Manager and find out where they are with lunch preparations. 

Determine how long the lockdown period will be and keep in contact with the Food Services (Cafeteria) 

Manager to ensure meals will be ready if students can go the cafeteria.  

 

If food needs to be served in the classrooms, you must determine who will serve it. For safety reasons, you 

cannot require Food Services staff to serve food outside of the cafeteria during a campus lockdown. Please 

refer to question #13 to determine how to serve students.  

 

15. What happens if a lockdown occurs during lunch?  

 

Move students who are outside to the nearest room with a door that can be locked. Students in the cafeteria 

should remain inside to ensure their safety. Make contact with the Cafeteria Manager and determine if meals 

need to be provided to students in their classrooms. If food needs to be served in the classroom, you must 

determine who will serve it. For safety reasons, you cannot require Food Services staff to serve food outside 

of the cafeteria during a campus lockdown. Please refer to question #13 to determine how to resume serving 

students.  

 

16. Do I provide meals to students if the lockdown lasts beyond the end of the school day?  

 

If the lockdown occurs after lunch service, you may wait until it is closer to the end of the day to decide if you 

want to provide snacks. If you decide to provide snacks, you may utilize the emergency bin supplies that are 

available on your campus, if it is safe to do so.  

 

You may also contact the Cafeteria Manager to determine what snacks may be available through the cafeteria. 

If your program participates in the Supper program, meals are available to students at no cost, unless your 

campus is not eligible. Please note that the amount of snacks/supper meals is limited to the current number of 

students participating in the afterschool programs, and may not be sufficient for the entire student body. 


