LOCK DOWN GUIDELINE
The following Lock Down Guideline has been developed by Building Management, and Helena Police Department (HPD) for the City-County Administration Building.


Lock Down is used when it is safer to stay in an area that can be secured rather than moving through the building where the potential threat may be encountered. A Lock Down can protect employees and visitors from a threat inside the building. 
Situations Warranting Lock Down Procedures:

	1

2

3


	If a person displays a firearm, begins shooting or shots are heard in the building - GO TO LOCK DOWN AND CALL 911 IMMEDIATELY. Give the 911 operators as much information as possible: location of the person; your location; and if known, any information on victim(s). Do not expose yourself to danger.  If you are near an exit and can leave the building safely, do so.
If you witness a hostage situation, DO NOT INTERVENE! CALL 911.  If taken hostage yourself, cooperate to the fullest extent possible. Try not to panic, be respectful of the hostage-taker, and do not argue or make suggestions. Try to alert other occupants of the situation without causing danger to yourself.

For threats outside of your building; notify occupants of the building, i.e. a public demonstration near your building has become violent or officials have relayed information of an outside threat. Lock down procedures may be enacted.



HOW TO ACCOMPLISH LOCK DOWN
	1


	Employees must leave hallways, restrooms and any room that cannot be secured. Assist visitors to a secure area. Lock doors and windows and pull shades/blinds immediately. Stay away from the doors and windows


	
	

	2
	Write down the names of everyone in the room and their affiliation (employee, visitor, and customer). If you need to report a life-threatening condition, call 911. Otherwise, no private cell phones or radios should be used by anyone to avoid drawing the attention of the intruder. 


	3
	Be prepared to stay in Lock Down for an extended period of time. No one should leave the room unless directed by law enforcement. Do not open the door for anyone. Personnel needing access will have keys and identify themselves.

	4
	STAY QUIET  - Do nothing to attract attention to your location.
STAY DOWN -  Lay down on the floor away from doors and windows.
STAY CALM  -  By maintaining a calm attitude you will calm others in the room. 


	6
	CARD SYSTEM-

YELLOW CARD: During a lockdown, after the building is secure, a yellow card will be slipped under the door indicating that all is clear. Law enforcement will identify themselves after sliding the yellow card under the door. Do not open the door until the yellow card and law enforcement officer i.d. has been verified. 



	7
	IF DIRECTED TO EVACUATE- Find the safest route, to evacuate the building.  No one will be allowed to go into their office to obtain belongings at this time. 


	8

	ASSEMBLE:  A Building Emergency Response Team member may direct/assist you to the old IBM building on the corner of Park Ave. and Clark St.   Once in the assembly area, all evacuees will be accounted for by team members.



	9
	DO NOT LEAVE the assembly area or return to the building until officially notified by Management or Law Enforcement personnel.



This guideline is for the City-County Administration Building in Helena, Montana only. In other locations, follow guidelines in your Emergency Action Plan in coordination with local emergency response agencies.
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