
 

HOSTAGE 

 
“Clear the Halls” 

“Secure the School” 
“Evacuate the Building” 

 
DATE    /   / 

Any situation when a student, staff member or school visitor is forcibly taken against their will and used as a negotiation tool 
by an individual or group of people. This may include situations where a person barricades him or herself in a building or 
vehicle and threatens suicide. Law enforcement officials should always handle a hostage situation. 
 TIME WITNESS/REPORTED BY NAME OF CONTACT CONTACT NO. 

  Do not intervene in the hostage/barricade situation   
  Notify principal or designee who will call 911   
  Inform police of your observation   
  IF TAKEN HOSTAGE, follow instructions of hostage taker   
  Remain calm and do not panic   
  Reassure students if they are present that everything will be 

okay 
  

  Treat the hostage taker with respect and act as normal as 
possible 

  

  Ask permission to speak and do not argue or make 
suggestions 

  

  Don’t intervene; allow law enforcement to negotiate   
  Obtain good description of hostage(s) takers   
√ TIME PRINCIPAL OR DESIGNEE NAME OF CONTACT CONTACT NO. 
  Yield team leader authority to law enforcement commander 

who directs procedure for securing the building or evacuation  
  

  Activate school crisis team and decide plan of action   
  Direct preparation of a phone list identifying names of 

students, staff, and parents who need to be notified 
  

  Contact superintendent    
  Work with the counseling coordinator to initiate grief-

counseling plan as determined by need and severity of the 
situation 

  

  Keep an informal time and procedure log of response 
activities 

  

  Complete an incident report and file   
  Debrief school crisis team and staff   
√ TIME SCHOOL CRISIS TEAM NAME OF CONTACT CONTACT NO. 
  Convene school crisis team at the school or relocation site, 

and decide what additional resources and support will be 
needed 

  

√ TIME SCHOOL COUNSELOR NAME OF CONTACT CONTACT NO. 
  Assist principal or designee with notifying parents of victims   
  Be prepared to deal with friends or relatives of the person(s) 

taken hostage 
  

√ TIME SCHOOL NURSE NAME OF CONTACT CONTACT NO. 
  Be prepared to treat injuries and help EMS as needed   



 

HOSTAGE (CONTINUED) 
√ TIME COMMUNICATION COORDINATOR NAME OF CONTACT CONTACT NO. 
  Superintendent or designee handles press   
  After consultation with law enforcement agency in charge of 

the scene, prepare a written statement for staff to read to 
students and send to parent(s)/guardian(s) describing the 
known facts and procedures for accessing support 

  

  When communicating with the media, always coordinate with 
law enforcement before disseminating a consistent and 
predetermined statement 

  

√ TIME STAFF NAME OF CONTACT CONTACT NO. 
  Direct students in bathrooms or halls to join closest class and 

then report to assigned teacher as soon as it is safe 
  

  Inform the main office, as soon as appropriate, about 
unassigned students under their supervision 

  

  Lock all hallway and exterior doors, if safe to do so; however, 
no doors should be barricaded or locked in a manner that 
would prevent rapid evacuation 

  

  If the fire alarm is activated, staff should direct students to use 
alternate evacuation routes away from the hostage incident 

  

  Staff, students and visitors remain quiet in designated 
secured area, on the floor, away from windows and doors, 
and with all lights turned off 

  

  Remain in “Clear the Halls” or “Secure the Building” mode 
until the Principal and/or Law Enforcement Commander gives 
the “all clear” command 

  

  If evacuation occurs, teachers take attendance in evacuation 
area and immediately report missing students to the backup 
team leader 

  

 


