Incident Scripts – School Day

*PA System Notes: Access Code, Wait for the Beep, Etc. 


Drills/Exercises:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) We will be conducting a ______TYPE______ drill.  
3) Please respond according to our practiced protocol.    
4) Updates will be shared via the PA system throughout the length of the drill.    
5) I repeat, this is ________NAME_______ and we are going to be conducting a ______TYPE______ drill.  
6) REPEAT AT LEAST TWO TIMES.  


Generic Script Template:
1) Get their attention and tell them who you are.  
2) Tell them the situation.  
3) Tell them what you want them to do.    
4) Tell them what you’re doing right now, and when you’ll update them.  
5) REPEAT AT LEAST TWO TIMES.  


Hallway Closure:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) At this time, please go into a hallway closure due to ________EXPLAIN ISSUE IN PLAIN LANGUAGE__________.
3) Activities should continue, but please keep all students in your classroom until further notice.    
4) Updates will be shared via the PA system throughout the length of the hallway closure.    
5) I repeat, please go into a hallway closure.  
6) REPEAT AT LEAST TWO TIMES.  
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Lockdown – Human Threat:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) At this time, please go into lockdown in response to a human threat.
3) Updates will be shared via the PA system throughout the length of the lockdown.    
4) I repeat, this is ________NAME_______ and we need you to please go into lockdown in response to a human threat.
5) REPEAT AT LEAST TWO TIMES.  


Shelter-in-Place:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) At this time, please move to you shelter-in-place for tornado/hazmat incidents.  
3) Updates will be shared via the PA system throughout the length of the shelter-in-place.    
4) I repeat, this is ________NAME_______ and we need you to please move to you shelter-in-place for tornado/hazmat incidents.  
5) REPEAT AT LEAST TWO TIMES.  


Bomb Threat:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) At this time, please conduct a visual scan of your room and complete the “Room Search Form.” 
3) If needed, evacuate.  Otherwise, tape the form to the outside of your classroom door and continue instruction.
4) Updates will be shared via the PA system throughout the length of the building search.      
5) I repeat, this is ________NAME_______ and we need you to please conduct a visual scan of your room and complete the “Room Search Form.” 
6) REPEAT AT LEAST TWO TIMES.  







Evacuation:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) At this time, please evacuate your classroom using your established route.
3) Head to your established rally point.  
4) Updates will be shared with you once you reach the rally point. 
5) I repeat, this is ________NAME_______ and we need you to please evacuate your classroom using your established route.
6) REPEAT AT LEAST TWO TIMES.  


Drill or Real Situation Conclusion:
1) Attention students, staff, and visitors.  This is ________NAME__________.  
2) The drill is over / the situation has concluded, and we have been given the all clear.  
3) Please wait for a member of our BERT or law enforcement to release you from your room.  If you are still waiting after 15 minutes, please call the office.  
4) REPEAT AT LEAST TWO TIMES.  

