Facility Lockdown Checklist


	Initial
	HUMAN RESOURCES DUTIES

	
	When the facility is rendered safe perform the following:

	
	Account for all personnel in the facility based on input from department heads, visitor logs, key card access logs etc.

	
	Report missing personnel to Security / LE personnel

	
	Instruct personnel to complete a log indicating all of their observations.


	
	Notify Management and next of kin of any injuries or fatalities sustained by employees and visitors.

	
	Contact Employee Assistance Counselors to render assistance in the form of critical incident stress management.

	
	Ensure all corporate, insurance and regulatory notifications are made.

	
	Provide LE personnel with any information known on the shooter.
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