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1. RATIONALE

The Threats to School Safety Procedure (the “Procedure”) supports the
implementation of the Caring and Safe Schools Policy (P051), by ensuring the safety
of students and staff inside Board buildings and on-Board property.

This Procedure is based on the Emergency and Crisis Response Plan (ECR Plan)
developed by the TDSB in conjunction with the Toronto Police Service, the Toronto
Catholic District School Board, the Conseilscolaire de district catholique Centre-Sud
(CSDCCS) and the Conseil scolaire Viamonde (CSV) in accordance with the
Provincial Model for a Local Police/School Board Protocol 2015 issued by the
Ministry of Education.

2. OBJECTIVE

• To establish a process for situations when a school cannot be safely
evacuated.

3. DEFINITIONS

Board refers to the Toronto District School Board, which is also referred to as the
“TDSB.”

Bomb Threat refers to a protocol used for conveyance of a message that is
designed to warn and/or alarm people to an impending detonation of an explosive
or incendiary device to cause damage, death, or injuries, whether or not such a
device actually exists.

Concealed Weapon, for the purposes of this Procedure, refers to a protocol used
in response to information received by school staff or the Police about a student(s)
carrying a weapon.
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Hold and Secure refers to a protocol used in response to an external danger (off 
school property) which poses no immediate threat to the school. This could be a 
police pursuit, a crime in progress or an active search by local police for a known 
dangerous offender. Staff, students and visitors are considered to be safe inside 
the school, once they do not leave the building. 
 
Lockdown refers to a protocol that is used in response to a major incident or threat 
of violence within a school, or in relation to the school. 
 
Shelter in Place, for the purposes of this Procedure, refers to a protocol used in 
response to possible environmental danger in the school neighbourhood and it is 
safer to remain inside (e.g., a gas leak in the neighbourhood). 
 
TDSB refers to the Toronto District School Board, which is also referred to as the 
“Board.” 
 
Weapon, within this Procedure, refers to any article designed as a weapon or used 
or intended to be used for the purpose of threatening, intimidating, or injuring a 
person. All firearms, including replica firearms and imitation firearms, are always 
considered weapons. 

4. RESPONSIBILITY 

Executive Superintendent, Human rights and Indigenous Education and Centrally 
Assigned Principal, Caring and Safe Schools. 

5. APPLICATION AND SCOPE  

This Procedure applies to all students and employees of the Board. 
 
The Procedure also covers, parents/guardians, school council members, visitors, 
third party service providers, volunteers, permit holders, customers of the Board and 
other members of organizations while partaking in any activities that occur in Board 
premises or while engaging in Board related functions.  
 
Schools and school-related activities, such as extra-curricular activities and 
excursions comprise the learning and working environment, fall within the scope of 
this Procedure, as do Board offices and facilities (including eating, lounge/changing 
areas and vehicles used for work purposes or on work property). Conferences, 
workshops, training sessions and staff functions (e.g., staff parties, retirement 
celebrations) also fall within the scope of this Procedure. 
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6. POLICY 
6.1. General Principles 

6.1.1. It is the responsibility of each school principal and/or site manager 
to develop an Emergency and Crisis Response Plan in accordance 
with the Provincial Model for a Local Police/School Board Protocol 
2015, as issued by the Ministry of Education, as well as TDSB 
policies and procedures. School principals and/or site manager will 
use this Procedure in the development of their school Emergency 
and Crisis Response Plan. 

6.1.2. The Principal or designate is responsible for overall planning and 
the final content of the school plan. The Principal is also 
responsible for: 

a) scheduling drills; 

b) making the Police, Fire Services, and Emergency 
Medical Services aware of planning and drills and inviting 
them to participate; 

c) training students; and 

d) the overall safety of staff and students. 

6.1.3. Every effort will be made by Principal or site manager to have a 
police officer present during the scheduled drills. In an actual 
incident (not a drill), the Police are responsible for management of 
the threat and the subsequent criminal investigation. The Principal 
must also provide full cooperation to the Police.  

6.2. Threats to School Safety 

6.2.1. The following is intended to assist in the first hours when a threat to 
school safety occurs in or near your school, including but not limited 
to: 

a) Lockdown - a lockdown threat to school safety response 
occurs when there is a major incident or threat of school 
violence within the school, or in relation to the school (see 
Appendix A for details) 
 

b) Hold and Secure - possible danger in the school 
neighbourhood (see Appendix B for details) 

c) Shelter in Place - possible environmental danger in the 
school neighbourhood (see Appendix C for details) 
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d) Bomb Threat - any conveyance of a message that is 
designed to warn and/or alarm people to an impending 
detonation of an explosive or incendiary device to cause 
damage, death, or injuries, whether or not such a device 
actually exist (see Appendix D for details) 

e) Concealed Weapon - school staff or the Police receive 
information about a student(s) carrying a concealed weapon 
(See Appendix E for details) 

f) Emergency Crisis Response Plan Signage  steps to follow 
when informed of a threat to school safety; signage (see 
Appendix F) is required to be posted in common areas of 
schools and classrooms  

6.3. Important Considerations When Responding to a Threat to School 
Safety 

6.3.1. A true and accurate fact pattern takes time to emerge. It will be 
necessary to continually evaluate the situation and to revise 
responses. 

6.3.2. A response may be influenced by one’s proximity to the event. For 
example: 

a) whether one is personally involved in the incident; 
b) whether one is near the incident scene, but not directly 

involved; and/or 
c) whether one is away from the school at another location. 

 
6.3.3. The ability to gauge the reliability of the information received about 

a threat can have a significant impact on the outcome: 
a) the initial information received about a crisis often contains 

erroneous assumptions and misinformation. 
b) the process by which one investigates, interprets and 

responds to a crisis is critical to the outcome.  
c) speculation and rumours will travel quickly and may obscure 

the facts. 
d) firsthand observations may be strongly affected by the 

nature of the incident.  
e) personal emotional and physical reactions may affect one’s 

decision-making abilities. 
f) it is often difficult to obtain accurate information from 

someone who has experienced a traumatic event. 
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6.4. Preparing the Response 

6.4.1. When confronted with a threat to school safety, there are some broad 
questions to consider that will inform subsequent actions. These will 
clarify needs and priorities and help to prepare the appropriate 
responses:  
1. What is the nature of the threat? 

 
2. What is the potential for escalation and/or heightened risk? 

 
a) the first priority is to minimize the ongoing danger 

and to ensure the health and safety of everyone in 
the school. 

b) maintaining a state of deliberate calm within the 
school is paramount at this time. 

 
3. Are emergency services required? 

 
4. Is there a need to provide direction or ensure access for 

emergency vehicles? 
 

5. Is there information about the crisis that requires further 
verification and assessment? 
 

a) the ability to listen carefully as information comes 
in is critical. 

b) the response will require decisiveness, flexibility 
and effective communication. 

c) all of those directly involved in the crisis should be 
interviewed. 

 
6. Is the area secured for purposes of safety and evidence 

gathering? 
 

a) the situation should be deescalated if possible, 
b) personnel should be assigned to supervise the 

secured area as needed. 
 

7. What immediate legal or regulatory compliance issues should 
be addressed? 
 

a) the school Superintendent and the Board’s 
Government, Public and Community Relations 
Department should be contacted for information 
and assistance. 
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8. What Personnel need to be contacted immediately? 
 

a) The Board’s Communication Protocol(s) should be 
followed (see Communications section below)  

 
9. Has an alternate evacuation site been determined and 

communicated to the school community? 
 

10. Have parents been informed that a staging area may be 
established by the Police in order to provide updates and 
direction? 

6.5. Initiating a Threat Response  

6.5.1. Once the Principal has determined the nature of the threat, it is 
important to initiate the appropriate threat response as outlined 
within this Procedure.  

6.5.2. Due to the rapid progression of events in a threat to school safety 
situation, it may be necessary for the Principal to delegate 
responsibilities. This underscores the need for preparedness 
through proactive planning and practice in order to achieve an 
efficient and effective response. 

6.6. Lifting the Threat Response  

6.6.1. Once the school has received confirmation from emergency 
personnel (Police or Emergency Medical Services) and/or school 
administration that the danger has passed, the threat response will 
be lifted. Staff must be aware that direction to lift a threat response 
will only be issued by school administration or emergency personnel. 

6.7. Follow up to a Threat Response  

6.7.1. The Principal must communicate to Board officials and the school 
community both the details of the threat and the effectiveness of the 
school response. The school, in consultation with the Board’s 
Government, Public and Community Relations Department, will draft 
any written communication that is to be distributed to the school 
community. Specific recommendations are also included in this 
Procedure for specific threats to school safety (please see 
Appendices) 

6.7.2. It is important to recognize that students/staff/community members 
may have had previous lived experiences related to these incidents, 
therefore supports provided should be trauma-informed and 
culturally responsive. In addition, approaches will be mindful of the 
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needs of students/staff/community member who have disabilities or 
complex medical needs. 

6.8. Communication Plan  

6.8.1. During a threat to school safety, it is the Principal’s responsibility to 
inform all relevant groups in accordance with the Board’s notification 
process. Please refer to the specific communication guidelines set 
out in each threat to school safety section of this ERC Plan. 

6.9. Media Requests  

6.9.1. Step 1. Call the Board’s Government, Public, and Community 
Relations Department  

6.9.2. Step 2: Remind staff that only authorized board personnel should 
speak to the media. 

6.9.3. Step 3: Direct all calls from the media to the Board’s Government, 
Public, and Community Relations Department  

6.9.4. Step 4. Do not allow the media to film or speak with students 
without parent/guardian/caregiver permission. 

 
7. EVALUATION 

 
This Procedure will be reviewed as required, at a minimum every four (4) years after 
the effective date. 
 

8. APPENDICES 
 
Appendix A: Lockdown Response Plan 
 
Appendix B: Hold and Secure Response Plan 
 
Appendix B: Shelter in Place Response Plan 
 
Appendix D: Bomb Threat Response Plan  
 
Appendix E: Concealed Weapon Response Plan  
 
Appendix F: Emergency and Crisis Response Plan Signage Post  

9. REFERENCE DOCUMENTS 

Policies: 
• Caring and Safe Schools Policy (P051) 
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Operational Procedures: 

• Board Code of Conduct (PR585) 
 

Legislative Acts and Regulations: 
• Education Act 
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APPENDIX A 
 

LOCKDOWN RESPONSE PLAN 
 
For the purposes of this ECR Plan, a Lockdown threat to school safety response 
occurs when there is a major incident or threat of school violence within the school, 
or in relation to the school. 
 
Examples could include: 

• An active attacker is in the building or on the school property/grounds 
 
Every school is required to develop and implement an individual school plan for a 
Lockdown response. The individual school plan must be reviewed on an annual 
basis. Principals and or school designate should use the following guidelines to 
develop the individual school plan. 
 

Guidelines 
 
Roles and Responsibilities 
The individual school plan should outline the expectations of staff, students, 
parents and the Police. 
 
Floor Plans 
Accurate up-to-date floor plans may be a key component in a Lockdown response. 
Floor plans (and master keys) should be made available to the Police if safe to do 
so. Command post locations and offsite evacuation plans should be identified on 
copies of the floor plans. 
 
Initiating a Lockdown 
When there is a determination or when information is received that a Lockdown 
response is necessary (the response should not be delayed for the purpose of first 
checking with the Principal or designate), the following guidelines should be 
followed: 
 

1. Make a P.A. announcement stating: 
 

“Lockdown, Lockdown, Lockdown” 
 

For the safety of hearing impaired individuals consideration should be given to 
the use of visual indicators in addition to the notification P.A. system. 
Consideration should also be given to posting the P.A. announcement close to 
the microphone so that it is readily available when needed. 

 
2. All occupants, tenants and visitors (permit holders, daycare centres, etc.) should 

be informed that a Lockdown response has been initiated. 
 



 

Housekeeping Change: January 19, 2023                Page 10 of 34 

3. Call the Police (911), except in those cases where the Police have directed the 
school to initiate a Lockdown. Communicate the following: 

 
• The nature of the incident 
• School contact information (e.g., Principal’s cell number) 
• If safe to do so, exterior doors should be unlocked to allow access for 

Emergency 
• Medical Services personnel. 
• If safe to do so, provide the Police with facility master keys and floor 

plans upon their arrival. 
 

4. Students/staff should proceed, as quickly as possible, to a secure area: 
 

• Students/staff in classrooms, offices, portables, cafeterias, libraries, 
gyms, etc. should close doors and lock/barricade if possible: 

o For open areas (e.g., cafeterias, libraries, etc.) 
consideration should be given to the possibility of 
evacuating to the exterior of the school if safe to do so 
(see below regarding students/staff outside of the 
school building). 

 
• Students/staff in transition should enter the nearest room, close the 

door and lock/barricade if possible: 
 

o If safe to do so adults should check transition areas 
(e.g., hallways) and take any 
students found into their classroom prior to locking 
down. 

 
• Students/staff in washrooms: 

 
o In elementary schools, students should remain in 
the washroom and adults who normally work in close 
proximity to student washrooms should check the 
student washrooms if safe to do so and take any 
student found into their classroom prior to locking 
down 
o In secondary schools, students should be aware 
that they are responsible for getting out of a 
washroom immediately upon hearing a Lockdown 
announced and for getting to the nearest safe area if 
safe to do so 
o As a last resort, staff/students trapped in a 
washroom should attempt to somehow secure the 
bathroom door, enter a stall, lock the door, and climb 
on top of the toilet 
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• Students/staff outside the school building (e.g., during recess, arrival or 

dismissal times) should proceed, as quickly as possible, to the school’s 
emergency evacuation site and remain there until further instructions 
are given. 

 
• Students/staff who are some distance from school buildings should 

assemble at the school’s emergency evacuation site, pending further 
instruction. 

 
o Neighbouring schools may not be the best option as off-site evacuation 

location as they may have activated a threat to school safety response 
as well. Attendance should be taken noting those who are absent or 
unaccounted for. Consideration should be given to having access to any 
emergency necessary medication for staff or students who have medical 
conditions (e.g., anaphylaxis, diabetes, asthma, epilepsy, etc.) during a 
Lockdown response. 

 
5. Students/staff must move as far as possible from doors and windows. Be mindful 

of sightlines. It may be necessary to use school furnishings to secure a room or 
to provide shelter: 

 
• Given the thin walled construction of portables, it is recommended, 

where possible and if safe to do so, that all desks be arranged in a 
circle and tipped onto their side with desktops facing out, and that 
students/staff gather within the circle and remain down on the floor, 
below the top edge of the desks. 

 
• Students/staff should lie on the ground if gunshots are heard. 

 
6. Lights should be turned off. 

 
7. Windows should be closed and window coverings, where possible, should also 

be closed. Interior glass panes should be covered where possible. 
 

8. Students/staff must remain silent. 
 

9. Student cell phones and other electronic devices should be turned off. Staff cell 
phones should be set to silent (refer to #15 directly below). 

 
10. Do not, under any circumstances, allow access to anyone once a space has 

been secured. 
 

11. Students/staff are to remain in secure areas until further instructions are 
received. Under no circumstances should anyone leave a secured area to 
access washrooms, lockers, etc. 
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12. Students/staff should be aware that a Lockdown response may be in effect for an 
extended period of time. 

 
13. Ensure that both a telephone line and a cell phone connection to main 

office/Principal/Principal’s designate are kept open for incoming communication 
from the Police, Board personnel, etc. 
 

14. No calls for information should be made to the office. Updates will be provided. 
Be aware that an active attacker may use the P.A. system to access potential 
victims. 
 

15. In the event that an individual has information that may aid in the Police response 
(e.g., the location of the active attacker or to inform of a medical emergency, a 
direct call to 911 should be made using a cell phone. This must be done as 
quietly as possible and only if safe to do so.) 

 
16. Contact the school Superintendent and the Board’s Communications, Media & 

Public Relations Department. 
 

17. The school Superintendent, in conjunction with the Board’s Communications, 
Media & Public Relations Department, will determine the most appropriate 
method to communicate to parents/guardians/caregivers and the community that 
a lockdown response is in effect at the school. 

 
Controlled Evacuation 

Where the Police have determined that a controlled evacuation of a school under a 
Lockdown is a viable option; the Police will direct the evacuation process. 
Evacuation will normally be done on a room-by-room basis, with evacuees being 
escorted by the Police to the evacuation location. 

 
Fire Alarm 

Should a fire alarm sound during a threat response, ensure that an evacuation is 
actually necessary due to a fire. Active attackers may set a fire or activate the fire 
alarm as a ploy to access possible victims. Individual discretion must be used to 
determine the actuality of a fire and the degree of risk associated with leaving a 
secured area. 

 
Lifting the Lockdown Response 

Police personnel will determine when the incident or threat of school violence has 
passed. No individuals or groups can be released from a secured area until 
authorized by a police officer. 
 
When the Police are lifting a Lockdown, the following guidelines should be 
followed. 
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1. The Police and/or the school designate will lift a Lockdown room-by-room. The 
Police and/or the school designate will knock and announce their entry prior to 
entering the room with a master key. 

 
2. Following #1 above, the Principal or designate will make a P.A. announcement 

stating: 
 

“The Lockdown response has been lifted.” 
 

3. Communicate specific school instructions as required (e.g., resume normal 
school routines, unlock doors/windows, dismissal procedures, revised bus 
schedules, etc.) 
 

4. Attendance should be taken when the Lockdown response is lifted. 
 

5. In consultation with the Board’s Government, Public and Community Relations 
Department: 

 
• prepare a standard response to be shared with any callers to the 

school. 
• update the school answering system message. 
• amend auto-attendant message if needed. 
• prepare a letter for the school community to communicate the details of 

the incident and response. 
• prepare any media response which may involve coordinating with the 

Police. 
 

6. Schedule a meeting with school staff to debrief the incident and response. The 
nature and severity of the incident will determine who will be included in the 
debriefing session, which may include more than school staff. 

 
Transportation Considerations 

1. The Principal (if safe to do so), school Superintendent and/or the Board’s 
Government, Public and Community Relations Department will notify the Board’s 
Transportation Department that a Lockdown response has been initiated at your 
school. 
 

2. If a school bus approaches a designated pick-up or drop-off site where access 
has been restricted the driver will follow the Board’s policies and procedures 
regarding transportation. 

 
Training Drills 

1. Every Principal will plan and conduct a minimum of 2 Lockdown drills each 
school year utilizing the following concepts: 

• One of these drills will be conducted at a non-instructional time (e.g., 
recess, lunch time, before/after-school activities). 
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• Schools should work with their local police division when planning for 
and conducting a Lockdown drill. 

• Fire Services and Emergency Medical Services may be included in 
your drill. 

• Consideration should be given to informing the school community and 
neighbouring schools of a Lockdown drill. 

 
2. Following a Lockdown drill, the Principal or school designate should conduct a 

short debrief with staff and students to provide feedback regarding the Lockdown 
drill (i.e., this may be done over the P.A. system, class-by-class visits etc.). 

 
3. Lockdown drills must be tracked using the Board’s approved tracking system. 

 
School Plan 

1. The Principal or designate will ensure that staff (including, where possible, 
parttime, itinerant and occasional staff), students, and the community (including 
tenants, occupants, volunteers and visitors) are familiar with the individual school 
plan for a Lockdown response. Training should occur as early in the school year 
as possible. 

 
2. Staff, students and the community have a responsibility to be familiar with the 

individual school plan for a Lockdown response. 
 

 
Example of Lockdown Door Signage 

 
 
 

Please fill in your school and contact (e.g., Principal, Vice-Principal and/or Board’s 
Communication, Media and Public Relations Department) information and prepare 
copies to be used during a practice Lockdown response 
 
 

_______________________________ 
 
 

Name of School is conducting a Lockdown Drill 
For further information, please contact 
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APPENDIX B 
 

HOLD AND SECURE RESPONSE PLAN 
 

For the purposes of this ERC Plan, a Hold and Secure threat to school safety response 
occurs when there is a possible danger in the school neighbourhood and poses no 
immediate threat to students or staff unless they leave the school. 

 
Examples could include: 

• police activity on the school grounds 
• a crime in progress 
• police searching for an offender in the neighbourhood 

 
Guidelines 

When the Principal or designate determines that a Hold and Secure response is 
necessary, these guidelines should be followed: 
 

Initiating a Hold and Secure Response 

1. In the event the school receives information of a serious nature from 
other sources, the Principal should call the Police at 416-808-2222 to 
determine whether the school falls within the parameters of a Hold and 
Secure response. Typically, the school will be contacted by the Toronto 
Police Service, or other agencies having jurisdiction over the incident 
who will recommend a Hold and Secure response. 

 
2. If a Hold and Secure response is initiated, make a P.A. announcement 

stating: 
 

“Our school is initiating a Hold and Secure response. Staff and 
students are to respond accordingly.” 

 
3. Inform all occupants, tenants and visitors (permit holders, daycare 

centres, etc.) that a Hold and Secure response has been initiated. 
 

4. Students/staff outside the school building should proceed to enter the 
main building. 

 
5. Students/staff in portables should remain in place unless otherwise 

directed by administration. 
 

6. Students/staff who are some distance from school buildings should 
assemble at the school’s emergency evacuation location, pending 
further instruction. 
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 Students/staff should stay away from exterior doors and 
windows. 

 Attendance should be taken in each room (including all 
classrooms, cafeterias, gyms, hallways, libraries, offices, etc.), 
noting those who are absent or unaccounted for. 

 
7. Exterior doors should be locked and monitored by staff to permit entry 

of staff/students and to prohibit anyone from leaving. Hold and Secure 
signs are posted on exterior doors. 

 
8. Windows should be closed and window coverings, where possible, 

should also be closed. Lights may be left on unless otherwise advised. 
 

9. Ensure that both a telephone line and a cell phone connection are kept 
open for incoming communication from the Police, Board personnel, 
etc. 

 
10. No calls for information should be made to the office. Updates will be 

provided. However, staff with any relevant information related to the 
Hold and Secure should contact the office. 

 
11. Contact the school Superintendent and the Board’s Government, Public 

and Community Relations Department. 
 

12. Contact the Transportation Department to advise of the Hold and 
Secure response (see Transportation Considerations in this ECR Plan). 

 
13. Prepare a message for the school answering system indicating that a 

Hold and Secure response is in effect at the school. 
 

14. Students’ cell phones and electronic devices should be turned off. 
 

15. Unless otherwise advised, most school activities inside the school may 
continue during a Hold and Secure response. However, all outside 
activities are cancelled. 

 
16. Students should be aware that a Hold and Secure response may be in 

effect for an extended period of time. 
 

Lifting the Hold and Secure Response 
 
Upon receiving information from the Police or Emergency Medical Services and/or 
determining that the 
 
Hold and Secure response may be lifted, these guidelines should be followed. 
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• If the Principal has invoked the Hold and Secure response independent 
of the Police or Emergency Medical Services, it is the responsibility of 
the Principal to consult with the local police division to ensure that the 
danger has passed. 

 
1. Make a P.A. announcement stating: 

 
“The Hold and Secure response has been lifted.” 
 

2. Communicate specific school instructions as required (e.g., resume normal 
school routines, unlock doors/windows, dismissal procedures, revise bus 
schedules, etc.). 
 
3. In consultation with the Board’s Government, Public and Community Relations 
Department: 

 
• prepare a standard response to be shared with any callers to the 

school 
• update the school answering system message 
• amend auto-attendant message if needed 
• prepare a letter for the school community to communicate the details of 

the incident and response 
 
4. Schedule a meeting with staff to debrief the incident and response. The nature 
and severity of the incident will determine who will be included in the debriefing 
session, which may include more than school staff. 
 

Transportation Considerations 
 
1. Notify the Board’s Transportation Department that a Hold and Secure 

response has been initiated at your school. The Transportation Department 
will provide direction. 

 
• If buses are arriving at the school to drop off students: 
• designate the safest access to the building as the drop-off point 
• escort students from the bus to the school/portables 
• if buses are redirected to an alternate drop-off site: 

o use bus lists to record the names of students who have been 
relocated 

o notify parents/guardians/caregivers to pick up their child/children 
at the alternate site 

 
2. If buses are arriving at the school to pick up students: 

• designate the safest access to the building as the pick-up point, (e.g., 
entry furthest from the danger) 

• escort students to buses at the designated site 
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• use bus lists to record the names of students who are placed on buses 
• remain on site until all students have departed by bus or have been 

collected by parents/guardians/caregivers 
• if students cannot be safely dismissed from the school retain students 

pending instructions from the Police and Emergency Medical Services, 
School Superintendent, Board’s Government, Public and Community 
Relations Department and/or Board’s Transportation Department 

 
3. If a school bus approaches a designated drop-off site where Emergency 

Medical Services are restricting access or the Board’s Transportation 
Department has advised the driver of an emergency situation, the driver will 
follow the Board’s policies and procedures regarding transportation. 

 
Example of Hold and Secure Door Signage 

 
Please fill in your school and contact (e.g., Principal, Vice-Principal and/or Board’s 
Communication, Media and Public Relations Department) information and prepare 
copies to be used in the event of a Hold and Secure response 
 
 

________________________________________ 
 
 

Name of School is in Hold and Secure 
For further information, please contact 
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APPENDIX C 
 

SHELTER IN PLACE RESPONSE PLAN 
 
Shelter in Place 

 
For the purposes of this Procedure, a Shelter in Place threat to school safety 
response occurs when there is a possible environmental danger in the school 
neighbourhood. 

Examples could include: 

• a chemical spill or gas leak in the neighbourhood 

• the presence of smoke or fire in the vicinity 

• extreme weather conditions 

Guidelines 

When the Principal or designate determines that a Shelter in Place response is 
necessary, these guidelines should be followed: 

Initiating a Shelter in Place Response 

1. In the event the school receives information of a serious nature from other 
sources, the Principal should call the Police at 416-808-2222 to determine 
whether the school falls within the parameters of the Shelter in Place response. 
 

2. If a Shelter in Place response is initiated, a P.A. announcement will be made 
stating:  

 
a. “Our school is initiating a Shelter in Place response. Staff and students are 

to respond accordingly.” 
 

3. Inform all occupants, tenants and visitors (permit holders, daycare centres, etc.) 
that a Shelter in Place response has been initiated. 
 

4. Students/staff outside the school building should proceed to enter the main 
building. 
 

5. Students/staff in portables should remain in place unless otherwise directed by 
administration. 
 

6. Non-teaching staff should report to a previously designated location (main office, 
library, etc.). 

a. Attendance should be taken in each room, noting those who are absent. 
This includes all classrooms, cafeterias, gyms, hallways, libraries, offices, 
etc. 



 

Housekeeping Change: January 19, 2023                Page 20 of 34 

7. Call 911 if necessary. Typically, this will not be necessary, as the Shelter in Place 
response is initiated by Police/Emergency Medical Services. 
 

8. Exterior doors should be secured and monitored by staff to permit entry of 
persons and to prohibit anyone from leaving. Shelter in Place signs are posted 
on exterior doors. 
 

9. Windows must be closed and where possible window coverings are also closed. 
 

10. When applicable, ensure that air exchange systems (fans, exhausts and air 
conditioners, etc.) are turned off. 
 

11. Ensure that both a telephone line and a cell phone connection are kept open for 
incoming communication from the Police, Board personnel, etc. 
 

12. No calls, intercom or otherwise, for information should be made to the office. 
Updates will be provided. 
 

13. Contact the school Superintendent and the Board’s Government, Public and 
Community Relations Department. 
 

14. Contact Board’s Transportation Department to advise of the Shelter in Place 
response (see Transportation Considerations in this ECR Plan. 
 

15. Prepare a message for the school answering system indicating that a Shelter in 
Place response is in effect at the school. 
 

16. Students’ cell phones and electronic devices should be turned off. 
 

17. Normal operations may continue inside the school; however, all outdoor activities 
are cancelled. 
 

18. Students should be aware that the Shelter in Place response may be in effect for 
an extended period of time. 

 
Lifting the Shelter in Place Response 

Upon receiving information from the Police or other Emergency Medical Services and/or 
determining that the environmental threat has passed for the school, a Shelter in Place 
response may be lifted and the following guidelines should be followed: 

1. If the Principal has invoked the Shelter in Place response independent of the 
Police or Emergency Medical Services, it is the responsibility of the Principal to 
confirm with the local police division that the Shelter in Place response may be 
lifted. 
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2. Make a P.A. announcement stating: 
 
“The Shelter in Place response has been lifted.” 

 
3. Communicate specific school instructions as required, e. g., revised bus 

schedules, dismissal procedures, etc. 
 

4. In consultation with the Board’s Government, Public and Community Relations 
Department: 

 
• prepare a standard response to be shared with any callers to the school 

• update the school answering system message 

• amend auto-attendant message if needed 

• prepare a letter for the school community to communicate the details of the 
incident and response 

5. Schedule a meeting with school staff to debrief the incident and response. The 
nature and severity of the incident will determine who will be included in the 
debriefing session, which may include more than school staff. 

 
Transportation Considerations 

1. Notify the Board’s Transportation Department that a Shelter in Place response 
has been initiated at your school. The Board’s Transportation Department will 
provide direction. 
 

2. If buses are arriving at the school to drop off students: 
 
• designate the safest access to the building as the drop-off point, (e.g., entry 

furthest from the danger) 

• escort students from the bus to the school/portables 

• if buses are redirected to an alternate drop-off site: 

• use bus lists to record the names of students who have been relocated 

• notify parents/guardians/caregivers to pick up their child/children at the 
alternate site 

• If buses are arriving at the school to pick up students: 

• designate the safest access to the building as the pick-up point (e.g., entry 
furthest from the danger) 

• escort students to buses at the designated site 

• use bus lists to record the names of students who are placed on buses 
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• remain on site until all students have departed by bus or have been collected 
by parents/guardians/caregivers 

• if students cannot be safely dismissed from the school, retain students 
pending 

• instructions from Police and Emergency Medical Services, School 
Superintendent, 

• Board’s Communications Media and Public Relations Department and/or 
Board’s Transportation Department 

3. If a school bus approaches a designated drop-off site where Emergency Medical 
Services are restricting access or the Board’s Transportation Department has 
advised the driver of an emergency situation, the driver will follow the Board’s 
policies and procedures regarding transportation. 
 

 

Example of Shelter in Place Door Signage 

Please fill in your school and contact (e.g., Principal, Vice-Principal and/or Board’s 
Communication, Media and Public Relations Department) information and prepare 

copies to be used in the event of a Shelter in Place response 

________________________ 

Name of School is in Shelter in Place 

For further information, please contact: 
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APPENDIX D 
 

BOMB THREAT RESPONSE PLAN  
 

For the purposes of this ECR Plan a Bomb Threat to school safety response occurs 
when there is the possible presence of a bomb or suspicious package that could cause 
damage, death or injuries on school property. 
 
Examples could include: 

• a report (verbal or written) of the presence of a bomb from an outside 
source 

• a report (verbal or written) of the presence of a bomb by a staff 
member or student 

•  a suspicious package, item or something out of the ordinary is found 
or is reported to school personnel 

 
Every school is required to develop and implement an individual school plan for a Bomb 
Threat. The individual school plan must be reviewed on an annual basis. Principals and 
or designate should use the following guidelines to develop the individual school plan. 
 
Guidelines 
 
Roles and Responsibilities 
The individual school plan should outline the expectations of staff, students, school 
community, the Police, Fire Services and Emergency Medical Services. 
 
Facilities Assessment 
In developing the individual school plan, consideration should be given to proactive 
measures, including the following where applicable: 
 

• determine likely locations in and around the school for the placement of 
suspicious packages/devices; 

• provide for controlled access to critical areas of all facilities (e.g., the 
main office, electrical rooms, mechanical rooms); 

• consider including existing electronic/video surveillance as a proactive 
tool; 

provide for the regular inspection of first aid and firefighting equipment as 
well as ensuring emergency exits remain unobstructed; 
• include and provide for regular reviews of document-safeguarding 

procedures (e.g., Ontario Student Record); 
• assess whether interior/exterior and auxiliary lighting is adequate; and 

develop an inspection procedure for all incoming packages. 
 
 
Floor Plans 
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Accurate, up-to-date floor plans are a key component of Bomb Threat and explosives 
incident response plans. Floor plans (and master keys if necessary) should be made 
available to all Emergency Medical Services responders who may be involved in a 
search of the premises when they arrive on the scene. Command post locations and off-
site evacuation locations should not be identified on posted or publicly circulated copies 
of the floor plans. 
 
Bomb Threat Intake 
The Principal or designate will contact the Police in every incident of a Bomb Threat. 
 
Telephone 
Most Bomb Threats are made over the telephone by anonymous callers. The following 
guidelines should be followed when there is receipt of a Bomb Threat via telephone: 
 

1. The person receiving a Bomb Threat by telephone should try to keep 
the caller on the line as long as possible and should record precise 
details of the call, including the following: 

 
 the exact wording of the threat; 
 the exact location of the explosive device and the time of 

detonation, if given by the caller and any description of the 
explosive device (e.g., pipe bomb, truck bomb); 

 the date of the call as well as start and end time; 
 the phone number or line on which the call was received; 
 the caller’s name and number, if shown on call display; 
 whether the caller is male or female, approximate age and any 

unique speech characteristics such as a stutter, accent, etc. 
 any background noises (e.g., traffic, music, laughter); 
 the condition or emotional state of the caller (e.g., whether the 

caller seems to be intoxicated, excited, angry); 
 the caller’s name, if that information is revealed by the caller; 

whether the call taker recognizes the voice of the caller; and 
the time when the call has ended. 

 
2. If possible, the call taker should attempt to notify the Principal during 

the telephone call. If the Principal cannot be located, the Principal’s 
designate should be notified immediately after the call. All pertinent 
details of the call should immediately be relayed to the Principal or 
designate. 

 
3. The Principal or designate will call the Police and Fire Services to 

inform them of the Bomb Threat: 
 

 When notifying the Fire Services it is important to clarify that 
no explosion has occurred and that the Police have been 
informed. 
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4. Following the call, the call taker should immediately trace the phone 

number of the received call, if this feature is available. It is suggested 
that the trace process be posted at all phones that can receive 
incoming calls. 

 
Electronic Communication: 
 
Bomb Threats are sometimes received via external email, posted on electronic bulletin 
boards, or received by a staff member or student via text, social media, etc. Where a 
Bomb Threat is received via electronic communications: 
 

1. The Principal should be informed as soon as possible. 
 

2. The Principal or designate will call the Police and Fire Services to inform 
them of the Bomb Threat: 

 
 When notifying the Fire Services, it is important to clarify that 

no explosion has occurred and that the Police have been 
informed. 

 
3. Every attempt to save, screen capture or print the threat should be made by 

the staff/student who has received the threat. 
 
Consideration should be given on how to immediately isolate electronic communication, 
remove it from any external posting and communicate the information to the Principal 
during and after school hours. 
 
Suspicious Device/Package 
 
When a suspicious device/package is located, the following guidelines should be 
followed: 
 
1. Isolation/containment of the device/package, ensuring that it is not touched: 

 Regardless of whether the device/package has been delivered 
to the school or located during a visual scan, it is imperative 
that the object is not touched or moved and that it is 
immediately contained. This direction applies even if the 
package has already been moved prior to being deemed 
suspicious. 

 
2. Immediate communication of the discovery to the Principal and to the Police and the 

Fire Services. 
 
3. Immediate re-evaluation of any evacuation decisions. 

 Please see Evacuation guidelines in this ECR Plan. 
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Initial Assessment 
 
Decisions regarding visual scans and evacuation are made after an assessment of 
known information and consultation with the Police. 
 
The initial assessment should be based on the following: 

• the information recorded on the Bomb Threat intake form; 
• any other notes made by the call taker; 
• activities taking place in the school at the time of the threat (e.g. 

examinations); 
• whether a specific location for a bomb was stated or the entire school 

was 
threatened; 
• whether the threat was specific to the current time or a future time/ 

date; 
• any recent negative incidents involving a student, staff member, or 

anyone else connected with the school; 
• whether there have been any other recent Bomb Threats or hoaxes; 
• the likelihood of anyone having the opportunity to place a bomb in the 

stated 
location; and 
• whether a suspicious device/package has been located. 

 
Once the initial assessment has taken place and decisions have been made regarding a 
visual scan and/or evacuation, the Police must be kept updated on any developments 
subsequent to initial contact. Decisions are continually re-evaluated throughout a Bomb 
Threat incident. 
 
The Principal and the Police should exchange the following information: 

• the information on the Bomb Threat intake form; 
• activities taking place in the school at the time of the threat (e.g. 

examinations); 
• the status of any evacuation or visual scan that may be underway; 
• the in-school contact person for the Police, once they are on the scene; 
• whether a suspicious package/device is located; 
• whether an interference with any type of evacuation has occurred; and 
• whether an explosive(s) incident has occurred. 

 
Visual Scans 
 
As part of the initial assessment, the Principal upon consulting with the Police may 
decide that a safe visual scan of the school and/or classroom for suspicious devices or 
packages should be conducted. 
 

1. Scans should be conducted by individuals who have detailed 
knowledge of the facilities and are familiar with students and staff. If a 
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visual scan is to be conducted by staff, the Principal and/or designate 
will make an announcement. 

 
We are initiating visual scans. Please proceed accordingly. 
 

2. Prioritize areas to be visually inspected, which may include: 
 the building exterior and parking lots; entrances; 
 large gathering areas within the school (e.g., cafeterias, 

auditoriums); hallways, stairways, and elevators; washrooms; 
classrooms, the main office, and staff rooms; and service and 
mechanical rooms and spaces. 

 When prioritizing areas to be searched, consideration should 
be given to accessibility by a potential suspect, evacuation 
routes, evacuation locations, command posts, and staging 
areas for Emergency Medical Services personnel. The Police 
will be able to provide assistance with prioritizing the areas to 
be visually scanned. 

 
3. Under no circumstances should a staff member conducting a visual 

scan touch a suspicious device or package: 
 

 If a suspicious package or device is detected, the area must 
immediately be evacuated of staff and students and the 
package or device reported to the Principal. 

 
4. Areas that have been subject to a visual scan should be documented. 

 
Evacuation 
 
The decision to evacuate should be made only after careful consideration of the risks. In 
exigent circumstance the Principal will initiate evacuation prior to contacting the Police. 
In non-exigent circumstances, the Principal will contact the Police. Where a decision to 
evacuate has been made, the following guidelines should be followed: 
 

1. The Principal and/or designate will make a P.A. announcement. 
 

  “We are initiating a controlled evacuation. Please evacuate the building.” 
 

Fire alarms should not be used to signal an evacuation in response to a 
Bomb Threat. 

 
2. Students/staff should proceed, as quickly as possible, to the designated 

evacuation site(s): 
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• The most likely location for a bomb is in a common area and 
evacuations through common areas increase risk. Thus, evacuation 
procedures should avoid common areas when possible. 

• Evacuees should be directed to take any personal belongings (e.g., 
bags, lunches, laptops) that are in the immediate area only if it is safe 
to do so: 
o Removing these articles will assist the Police with any subsequent 

search of the area, by decreasing the number of suspicious 
packages/devices. 

• Students/staff outside the school building should proceed, as quickly as 
possible, to the school’s designated evacuation site and remain there 
until further instructions are given. 

• Students/staff who are some distance from school buildings should 
assemble at the school’s emergency evacuation site, pending further 
instruction. 

• The use of school buses should be considered to shelter staff and 
students during inclement weather. 

• Due to the risk of power failure, elevators should never be used for 
evacuation and consideration should be given to the evacuation of 
physically challenged staff and students attendance should be taken 
noting those who are absent or unaccounted for. 

 
3. Evacuation routes and locations should be scanned prior to, or immediately 

upon, the arrival of evacuees to ensure that a secondary explosive device 
has not been placed in these areas. 

 
4. The command post is to be notified when the evacuation is complete. 

 
5. Student/staff cell phones and other electronic devices should be turned off. 

 
6. Students/staff are to remain in evacuation sites until further instructions are 

received. 
 

7. Students/staff should be aware that a Bomb Threat response may be in 
effect for an extended period of time. 

 
8. Intercoms and telephones will be used as primary communication systems 

for communication from the Police, Board personnel, etc.: 
• Do not use cell phone/radio/other transmitting device. 

 
o Radios and walkie-talkies are not recommended as secondary 

systems, given that radio signals may detonate sensitive 
explosive devices. 

 
9. No calls for information should be made to the office. Updates will be 

provided. 
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10. Contact the school Superintendent and the Board’s Government, Public and 
Community Relations Department. 

 
11. Contact the Board’s Transportation Department to advise of the Bomb Threat 

response (see Transportation Considerations in this ECR Plan). 
 

12. Prepare a message for the school answering system indicating that a Bomb 
Threat response is in effect at the school. 

 
Re-Entry 
 
When the Principal or designate determines or receives information from the Police or 
Emergency Medical Services that it is safe to re-enter the building, the following 
guidelines should be followed: 
 

1. Communicate the Bomb Threat response has been lifted 
 

 the P.A. system should only be used for communication by a 
designated authority. 

 A room-to-room visit by the Police and/or the Principal may 
occur. 

 
2. Direct students/staff back to the building. 

 
3. Communicate specific instructions as required (e.g., resume normal school 

routines, dismissal procedures, revised bus schedules, etc.). 
 

4. When safe to do so, attendance should be taken when the Bomb Threat 
response is lifted. 

 
Communication 
 

5. In consultation with the Board’s Government, Public and Community 
Relations 
Department: 

 
 prepare a standard response to be shared with any callers to 

the school. 
 update the school answering system message. 
 amend auto-attendant message, if needed. 
 prepare a letter for the school community to communicate the 

details of the 
 incident and response. 
 prepare any media response which may involve coordinating 

with the Police. 
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1. Recovery procedures will differ significantly, depending on the nature of the 
incident: 

 
 Upon consultation with the school Superintendent, the 

Principal will determine whether a debriefing should occur. 
 A debriefing should always take place following an explosives 

incident. 
 The nature and severity of the incident will dictate who should 

be included in the debriefing. 
 

2. When a Bomb Threat or a suspicious package/device is found to be a hoax, 
community communication should be undertaken in consultation with the 
school Superintendent and the Board’s Government, Public and Community 
Relations Department. 

3. In serious situations following the location of a suspicious device/package or 
an explosives incident, the Board’s crisis response team will normally be 
involved. In all cases, communication with students and 
parents/caregivers/guardians is vital. 

 
Transportation Considerations 

 
1. Notify the Board’s Transportation Department that a Bomb Threat response 

has been initiated at your school. 
2. If a school bus approaches a designated pick-up or drop-off site, the driver 

will follow the Board’s policies and procedures regarding transportation. 
 
Explosive Incidents 
 
Explosive incidents may occur without warning or after a Bomb Threat has been 
received. When an explosive incident occurs, the following steps should be taken: 

 
1. The Principal should be notified immediately and informed of any action 

taken. 
2. Call the Police, Fire Services, and Emergency Medical Services. 
3. The area around the explosion scene should be immediately evacuated, and  

evacuees should be directed to a designated evacuation location. Please see 
Evacuation guidelines in this ECR Plan. 

 
• Explosives incidents do not always require a full evacuation of the 

school. 
• Where the explosive incident is minor and contained and there is no 

risk of 
• additional explosion, a partial evacuation of the building may be 

appropriate. 
 

4. Upon evacuation, visual scans should be conducted when it is safe to do so 
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• If a suspicious package/device is noticed, it should be reported to 

emergency responders immediately on arrival at the evacuation 
location. 

 
5. Once the area has been evacuated, staff and students should not re-enter an 

explosion scene. 
 

• additional devices/packages may be present 
• the area will likely be subject to a crime scene investigation and 

therefore should not be disturbed 
 

6. Emergency first aid should be provided to any persons injured in the 
explosives incident. 
 

7. Information regarding injuries should be communicated to the command post. 
 

8. Attendance should be taken and a list of any missing staff or students should 
be communicated to the command post. 

 
Training Drills: 
Every Principal will plan and conduct a minimum of 2 Bomb Threat drills each school 
year. Although Bomb Threat drills and fire drills will involve evacuation plans that are 
similar in many ways, each plan should be treated and practised separately. 
Consideration should be given to informing the school community and neighbouring 
schools of a Bomb Threat drill. 
 
A short debriefing should be held after all drills to identify areas for improvement. Bomb 
Threat drills must be tracked using the Board’s approved tracking system. 
 
School Plan 
The Principal or designate will ensure that staff, students and the community are 
familiar with the individual school plan for a Bomb Threat response. Training should 
occur as early as in the school year as possible. 
 
Schools should consider holding assemblies to train secondary students on Bomb 
Threat procedures, including evacuation plans. 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. 
 
Student training should include the following considerations: students must immediately 
report any information or prior knowledge regarding anyone or anything that may be 
associated with a Bomb Threat, the placement of a suspicious package/device, or an 
explosive incident. Staff/students should be educated regarding the impact of cell 
phones/electronic devices in the event of a Bomb Threat. 
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School staff in positions that make them most likely to receive Bomb threats should be 
identified in school plans and should receive training in proper procedures. 
 
BOMB THREAT INTAKE FORM 
 
I. RECORDED DATA 
Date:  
Time Call Received:  (a.m./p.m.) 
Time Call Terminated: (a.m./p.m.) 
Callers number (if displayed): 
 
II. EXACT WORDING OF THREAT: 
     
______________________________________                                                                  
 
 
Ill. Information to record about the call: 
The time the explosive device will explode: 
The exact location of the explosive device: 
The type of explosive device: 
What the explosive device looks like: 
If the caller seemed familiar with the school/building: 
 
lV. IDENTIFYING CHARACTERISTICS: 
Gender: 
Estimated Age: _____ 
Voice Qualities: 
-Accent (English, French, etc.) 
-Volume (loud, soft, etc.) 
-Rate of Speech (fast, slow, etc.) 
-Diction (clear, nasal, lisp, etc.) 
 
Was voice familiar? (specify): 
Manner (calm, emotional, vulgar, etc.): 
Condition of the caller (intoxicated etc.) 
Background noise (traffic, music, other voices, etc.): 
 
V. CALL TAKER:  
Name: 
School/Work Place: ______________________________________ 
Occupation:  
Telephone: 
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APPENDIX E 
 

CONCEALED WEAPON RESPONSE PLAN 
 

Concealed Weapon 
 
For the purposes of this Procedure, a Concealed Weapon threat to school safety 
occurs when school staff or the Police receive information about a student(s) 
carrying a Concealed Weapon. 
 
The responses outlined do not apply if a student is threatening or assaulting a 
person or brandishing a weapon. If this is the case, call 911. A Lockdown 
response may be most appropriate in such cases. 
 
Guidelines 
 
Situations involving a weapon are always dynamic and the safety of students and 
staff should be the first consideration. 
 
When a report of a person carrying a Concealed Weapon in a school is received, 
the following steps may assist school staff and the Police to determine the most 
appropriate response: 
 
1. Gather Information 
 
a) determine the validity of the information: 

 
• was the weapon displayed by the student or is the claim verbal? 
• is the information second/third hand? 
• is the source reliable? 
 

b) obtain as much detail about the student and weapon as possible: 
 
• location of weapon (e.g., locker, knapsack, pocket, waistband, socks, 
etc. 
• a detailed description of the weapon). 
• specific nature of any threat(s) made and who/what was the target(s) of 
the threat(s). 
• a detailed description of the student(s) (e.g., appearance, clothing 
emotional state, etc.). 
• current location of student and where they might be when the    
Police arrive. 
• number of staff and other students in the vicinity. 
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2. Contact the Police 
 
The Police should be contacted when the Principal or designate determines, 
based on the balance of probability and the reliability of the source, that the 
information is valid. 
 
Depending on the situation, the Principal will call the Police emergency number 
(911), the Police non-emergency number (416-808-2222), or other police 
officer(s) assigned to the school. 
 
3. Joint Police/School Response 
 
The Police and the Principal should discuss the most appropriate method and 
location for dealing with a student carrying a Concealed Weapon. 
Factors to consider: 

• type of weapon 
• past conduct of the student 
• emotional/developmental/behavioural issues related to the student 
• location of the student 
• location of the weapon 

 
To manage the situation, the Principal may consider enlisting the help of a staff 
member who has a positive relationship with the student. The staff member will 
determine if their comfortable approaching the student and/or assisting the 
Principal and the Police. 
 
The Police will take control of the student and their property and conduct a 
search for the weapon. 
 
Searches of any nature conducted by a Principal must be done in accordance 
with the Board’s policies and procedures. 
 
Non-Students Suspected of Carrying a Concealed Weapon 
 
If an individual is suspected of carrying a Concealed Weapon on school property 
and is not a student, the school should not approach the individual and contact 
911 immediately (nonstudents may pose a significant threat to school safety and 
a fast and effective response will be the priority). 
 
The Principal will collaborate with the Police to determine the most appropriate 
immediate response while awaiting for the Police to arrive, which may include 
initiating a hold and secure or lockdown. 

 
 

 



EMERGENCY AND CRISIS RESPONSE PLAN 

THREAT TO SCHOOL SAFETY RESPONSE PROCEDURES 

Follow these steps when you have been informed of a Threat to School Safety 

LOCKDOWN HOLD & SECURE SHELTER IN PLACE 

A major incident or threat of school violence within the school Possible danger in the school Possible environmental danger in the 

or on school premises neighbourhood school neighbourhood 

Any Staff Member can initiate a Lockdown: 
1. Return indoors. 1. Return indoors. 

. 

. 2. Close and lock exterior doors. 2. Assigned designated staff monitor 

. Exits/Entrances. 

PA Announcement, or 

3 Consecutive Bells, or   

Verbol (Lockdown, Lockdown, Lockdown) 
3. Assigned designated staff monitor 

Exits/Entrances. 3. Shut off air exchange system. 
1. Enter nearest room. 

*If outside building, consider proceeding to the Emergency 4. Close windows and window coverings 4. Close windows and window coverings 
Evacuation Site if unsafe to enter building. (where possible and safe to do so). (where possible and safe to do so). 

2. Lock classroom/room doors. Do not open door once secured. 
S. Students  tum off cell phones and/or personal 5. Staff contacts the office only to provide 

*Unlocked exterior doors remain unlocked for police access.
electronic devices. relevant updates to the current situation. 

3. Consider barricading classroom/room door (where possible and 

safe to do so). [e.g. use doorstops] 6. Staff contacts the office only to provide 6. Continue regular indoor routines if safe to do 

4. Close and cover windows (where possible and safe to do so). 
relevant updates to the current situation. so. All outside activities are cancelled. 

5. Turn off lights. 7. Continue regular indoor routines if safe to do 7. Remain in place until the 

so. All outside activities are cancelled. Principal/Designate announces Shelter in 
6. Move away from classroom/room doors and windows and be 

Place has been lifted. 
aware of sightlines. 8. Remain in place until Principal/ Designate 

7. announce Hold and Secure has been lifted. Students  turn off cell phones and electronic devices. Staff 

cell phones should be set to silent. 

8. Staff can call 911 with any helpful information (if safe to do so). 

9. Maintain silence. Do not contact the office. 

10. Lie on floor if gunshots are heard. 

11. Evacuate building or relocate to another space if your security is 

compromised. 

12. Remain in place until released. The Police or Principal/Designate 

will lift a Lockdown room by room. 

BOMB THREAT 

Any conveyance of a message that is designed 
to warn and/or alarm people to an impending 

detonation of an explosive or incendiary 
device to cause damage, death, or injuries, 
whether or not such a device actually exists 

1. a) If you receive a Bomb Threat, document 

details and report to Principal/Designate. 

Principal/Designate will contact police for 

direction. 

b) If you discover a suspicious item, do not 

touch and notify Principal/Designate 

immediately. Principal/Designate will 

contact police for direction. 

2. Principal/Designate will initiate a visual scan 

and/or determine if relocation or evacuation is 

necessary. 

3. If a suspicious package is found, do not use any 

electronic device, cell phone or walkie talkie in 

close proximity. 

4. If ordered to evacuate, remain at the 

evacuation site until Principal/Designate 

and/or the Police provide further instruction. 

5. If instructed to evacuate be aware of your 

evacuation route and continually scan your 

surroundings until safely at the evacuation site. 

6. If an explosive incident occurs, follow 

established school evacuation procedures. 

Contact police. 
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	6.1.2. The Principal or designate is responsible for overall planning and the final content of the school plan. The Principal is also responsible for:
	a) scheduling drills;
	b) making the Police, Fire Services, and Emergency Medical Services aware of planning and drills and inviting them to participate;
	c) training students; and
	d) the overall safety of staff and students.
	6.1.3. Every effort will be made by Principal or site manager to have a police officer present during the scheduled drills. In an actual incident (not a drill), the Police are responsible for management of the threat and the subsequent criminal invest...

	6.2. Threats to School Safety
	6.2.1. The following is intended to assist in the first hours when a threat to school safety occurs in or near your school, including but not limited to:
	c) Shelter in Place - possible environmental danger in the school neighbourhood (see Appendix C for details)
	d) Bomb Threat - any conveyance of a message that is designed to warn and/or alarm people to an impending detonation of an explosive or incendiary device to cause damage, death, or injuries, whether or not such a device actually exist (see Appendix D ...
	e) Concealed Weapon - school staff or the Police receive information about a student(s) carrying a concealed weapon (See Appendix E for details)

	6.3. Important Considerations When Responding to a Threat to School Safety
	6.3.1. A true and accurate fact pattern takes time to emerge. It will be necessary to continually evaluate the situation and to revise responses.
	6.3.2. A response may be influenced by one’s proximity to the event. For example:
	6.3.3. The ability to gauge the reliability of the information received about a threat can have a significant impact on the outcome:

	6.4. Preparing the Response
	6.4.1. When confronted with a threat to school safety, there are some broad questions to consider that will inform subsequent actions. These will clarify needs and priorities and help to prepare the appropriate responses:

	6.5. Initiating a Threat Response
	6.5.1. Once the Principal has determined the nature of the threat, it is important to initiate the appropriate threat response as outlined within this Procedure.
	6.5.2. Due to the rapid progression of events in a threat to school safety situation, it may be necessary for the Principal to delegate responsibilities. This underscores the need for preparedness through proactive planning and practice in order to ac...

	6.6. Lifting the Threat Response
	6.6.1. Once the school has received confirmation from emergency personnel (Police or Emergency Medical Services) and/or school administration that the danger has passed, the threat response will be lifted. Staff must be aware that direction to lift a ...

	6.7. Follow up to a Threat Response
	6.7.1. The Principal must communicate to Board officials and the school community both the details of the threat and the effectiveness of the school response. The school, in consultation with the Board’s Government, Public and Community Relations Depa...
	6.7.2. It is important to recognize that students/staff/community members may have had previous lived experiences related to these incidents, therefore supports provided should be trauma-informed and culturally responsive. In addition, approaches will...

	6.8. Communication Plan
	6.8.1. During a threat to school safety, it is the Principal’s responsibility to inform all relevant groups in accordance with the Board’s notification process. Please refer to the specific communication guidelines set out in each threat to school saf...

	6.9. Media Requests
	6.9.1. Step 1. Call the Board’s Government, Public, and Community Relations Department
	6.9.2. Step 2: Remind staff that only authorized board personnel should speak to the media.
	6.9.3. Step 3: Direct all calls from the media to the Board’s Government, Public, and Community Relations Department
	6.9.4. Step 4. Do not allow the media to film or speak with students without parent/guardian/caregiver permission.


	7. EVALUATION
	This Procedure will be reviewed as required, at a minimum every four (4) years after the effective date.
	8. APPENDICES
	9. REFERENCE DOCUMENTS
	1. Make a P.A. announcement stating:
	2. All occupants, tenants and visitors (permit holders, daycare centres, etc.) should be informed that a Lockdown response has been initiated.
	3. Call the Police (911), except in those cases where the Police have directed the school to initiate a Lockdown. Communicate the following:
	4. Students/staff should proceed, as quickly as possible, to a secure area:
	5. Students/staff must move as far as possible from doors and windows. Be mindful of sightlines. It may be necessary to use school furnishings to secure a room or to provide shelter:
	6. Lights should be turned off.
	7. Windows should be closed and window coverings, where possible, should also be closed. Interior glass panes should be covered where possible.
	8. Students/staff must remain silent.
	9. Student cell phones and other electronic devices should be turned off. Staff cell phones should be set to silent (refer to #15 directly below).
	10. Do not, under any circumstances, allow access to anyone once a space has been secured.
	11. Students/staff are to remain in secure areas until further instructions are received. Under no circumstances should anyone leave a secured area to access washrooms, lockers, etc.
	12. Students/staff should be aware that a Lockdown response may be in effect for an extended period of time.
	13. Ensure that both a telephone line and a cell phone connection to main
	office/Principal/Principal’s designate are kept open for incoming communication from the Police, Board personnel, etc.
	14. No calls for information should be made to the office. Updates will be provided. Be aware that an active attacker may use the P.A. system to access potential victims.
	15. In the event that an individual has information that may aid in the Police response (e.g., the location of the active attacker or to inform of a medical emergency, a direct call to 911 should be made using a cell phone. This must be done as quietl...
	16. Contact the school Superintendent and the Board’s Communications, Media & Public Relations Department.
	17. The school Superintendent, in conjunction with the Board’s Communications, Media & Public Relations Department, will determine the most appropriate method to communicate to parents/guardians/caregivers and the community that a lockdown response is...
	1. The Police and/or the school designate will lift a Lockdown room-by-room. The Police and/or the school designate will knock and announce their entry prior to entering the room with a master key.
	2. Following #1 above, the Principal or designate will make a P.A. announcement
	stating:
	3. Communicate specific school instructions as required (e.g., resume normal school routines, unlock doors/windows, dismissal procedures, revised bus schedules, etc.)
	4. Attendance should be taken when the Lockdown response is lifted.
	5. In consultation with the Board’s Government, Public and Community Relations
	Department:
	6. Schedule a meeting with school staff to debrief the incident and response. The
	nature and severity of the incident will determine who will be included in the
	debriefing session, which may include more than school staff.
	1. The Principal (if safe to do so), school Superintendent and/or the Board’s Government, Public and Community Relations Department will notify the Board’s
	Transportation Department that a Lockdown response has been initiated at your
	school.
	2. If a school bus approaches a designated pick-up or drop-off site where access has been restricted the driver will follow the Board’s policies and procedures regarding transportation.
	1. Every Principal will plan and conduct a minimum of 2 Lockdown drills each school year utilizing the following concepts:
	2. Following a Lockdown drill, the Principal or school designate should conduct a short debrief with staff and students to provide feedback regarding the Lockdown drill (i.e., this may be done over the P.A. system, class-by-class visits etc.).
	3. Lockdown drills must be tracked using the Board’s approved tracking system.
	1. The Principal or designate will ensure that staff (including, where possible, parttime, itinerant and occasional staff), students, and the community (including
	tenants, occupants, volunteers and visitors) are familiar with the individual school
	plan for a Lockdown response. Training should occur as early in the school year as possible.
	2. Staff, students and the community have a responsibility to be familiar with the
	individual school plan for a Lockdown response.
	1. In the event the school receives information of a serious nature from other sources, the Principal should call the Police at 416-808-2222 to determine whether the school falls within the parameters of a Hold and Secure response. Typically, the scho...
	2. If a Hold and Secure response is initiated, make a P.A. announcement stating:
	3. Inform all occupants, tenants and visitors (permit holders, daycare centres, etc.) that a Hold and Secure response has been initiated.
	4. Students/staff outside the school building should proceed to enter the main building.
	5. Students/staff in portables should remain in place unless otherwise directed by administration.
	6. Students/staff who are some distance from school buildings should assemble at the school’s emergency evacuation location, pending further instruction.
	7. Exterior doors should be locked and monitored by staff to permit entry of staff/students and to prohibit anyone from leaving. Hold and Secure signs are posted on exterior doors.
	8. Windows should be closed and window coverings, where possible, should also be closed. Lights may be left on unless otherwise advised.
	9. Ensure that both a telephone line and a cell phone connection are kept open for incoming communication from the Police, Board personnel, etc.
	10. No calls for information should be made to the office. Updates will be provided. However, staff with any relevant information related to the Hold and Secure should contact the office.
	11. Contact the school Superintendent and the Board’s Government, Public and Community Relations Department.
	12. Contact the Transportation Department to advise of the Hold and Secure response (see Transportation Considerations in this ECR Plan).
	13. Prepare a message for the school answering system indicating that a Hold and Secure response is in effect at the school.
	14. Students’ cell phones and electronic devices should be turned off.
	15. Unless otherwise advised, most school activities inside the school may continue during a Hold and Secure response. However, all outside activities are cancelled.
	16. Students should be aware that a Hold and Secure response may be in effect for an extended period of time.
	1. Notify the Board’s Transportation Department that a Hold and Secure response has been initiated at your school. The Transportation Department will provide direction.
	2. If buses are arriving at the school to pick up students:
	3. If a school bus approaches a designated drop-off site where Emergency Medical Services are restricting access or the Board’s Transportation Department has advised the driver of an emergency situation, the driver will follow the Board’s policies and...
	1. The person receiving a Bomb Threat by telephone should try to keep the caller on the line as long as possible and should record precise details of the call, including the following:
	2. If possible, the call taker should attempt to notify the Principal during the telephone call. If the Principal cannot be located, the Principal’s designate should be notified immediately after the call. All pertinent details of the call should imme...
	3. The Principal or designate will call the Police and Fire Services to inform them of the Bomb Threat:
	4. Following the call, the call taker should immediately trace the phone number of the received call, if this feature is available. It is suggested that the trace process be posted at all phones that can receive incoming calls.
	1. The Principal should be informed as soon as possible.
	2. The Principal or designate will call the Police and Fire Services to inform them of the Bomb Threat:
	3. Every attempt to save, screen capture or print the threat should be made by the staff/student who has received the threat.
	1. Isolation/containment of the device/package, ensuring that it is not touched:
	2. Immediate communication of the discovery to the Principal and to the Police and the Fire Services.
	3. Immediate re-evaluation of any evacuation decisions.
	1. Scans should be conducted by individuals who have detailed knowledge of the facilities and are familiar with students and staff. If a visual scan is to be conducted by staff, the Principal and/or designate will make an announcement.
	2. Prioritize areas to be visually inspected, which may include:
	3. Under no circumstances should a staff member conducting a visual scan touch a suspicious device or package:
	4. Areas that have been subject to a visual scan should be documented.
	1. The Principal and/or designate will make a P.A. announcement.
	2. Students/staff should proceed, as quickly as possible, to the designated evacuation site(s):
	3. Evacuation routes and locations should be scanned prior to, or immediately upon, the arrival of evacuees to ensure that a secondary explosive device has not been placed in these areas.
	4. The command post is to be notified when the evacuation is complete.
	5. Student/staff cell phones and other electronic devices should be turned off.
	6. Students/staff are to remain in evacuation sites until further instructions are
	received.
	7. Students/staff should be aware that a Bomb Threat response may be in effect for an extended period of time.
	8. Intercoms and telephones will be used as primary communication systems for communication from the Police, Board personnel, etc.:
	9. No calls for information should be made to the office. Updates will be provided.
	10. Contact the school Superintendent and the Board’s Government, Public and Community Relations Department.
	11. Contact the Board’s Transportation Department to advise of the Bomb Threat
	response (see Transportation Considerations in this ECR Plan).
	12. Prepare a message for the school answering system indicating that a Bomb Threat response is in effect at the school.
	1. Communicate the Bomb Threat response has been lifted
	2. Direct students/staff back to the building.
	3. Communicate specific instructions as required (e.g., resume normal school routines, dismissal procedures, revised bus schedules, etc.).
	4. When safe to do so, attendance should be taken when the Bomb Threat response is lifted.
	5. In consultation with the Board’s Government, Public and Community Relations
	Department:
	1. Recovery procedures will differ significantly, depending on the nature of the
	incident:
	2. When a Bomb Threat or a suspicious package/device is found to be a hoax,
	community communication should be undertaken in consultation with the school Superintendent and the Board’s Government, Public and Community Relations Department.
	3. In serious situations following the location of a suspicious device/package or an explosives incident, the Board’s crisis response team will normally be involved. In all cases, communication with students and parents/caregivers/guardians is vital.
	1. Notify the Board’s Transportation Department that a Bomb Threat response has been initiated at your school.
	2. If a school bus approaches a designated pick-up or drop-off site, the driver will follow the Board’s policies and procedures regarding transportation.
	1. The Principal should be notified immediately and informed of any action taken.
	2. Call the Police, Fire Services, and Emergency Medical Services.
	3. The area around the explosion scene should be immediately evacuated, and
	evacuees should be directed to a designated evacuation location. Please see Evacuation guidelines in this ECR Plan.
	4. Upon evacuation, visual scans should be conducted when it is safe to do so
	5. Once the area has been evacuated, staff and students should not re-enter an
	explosion scene.
	6. Emergency first aid should be provided to any persons injured in the explosives incident.
	7. Information regarding injuries should be communicated to the command post.
	8. Attendance should be taken and a list of any missing staff or students should be communicated to the command post.
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