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Oxnard School District 
Lockdown Communication Flow Chart 

(During School Hours until 4:00 p.m.) * See below for protocol 4:00 – 6:00 
 
 
 

  
Site Administrator 
Call Supt. Office via 

“Switchboard”  
(Dial “0” or ext. 2031) 

Supt. Executive Asst.  
Inform Superintendent,  

Asst. Supts. And PIO 
Superintendent  

Email Board of Trustees 

Asst. Supt. of Ed. Services 
•Contact SRO for status reports 
•Contact Ed Services 
•Contact PIO 
•Contact ASP Manager 

Asst. Supt. of Business Services 
•Contact Director Facilities  
•Contact Dir. of CNS 
•Contact Transportation Manager 

Asst. Supt. of HR 

•Contact Risk Manager 
•Contact Dir. of Class. HR 
•Contact Dir. of Cert. HR 

***POST EVENT*** 
Supt. Executive Asst. 

Notifies  Supt., Asst. Supts and PIO  
of status change and all clear 

***POST EVENT*** 
Site Administrator: 

1. Notifies Superintendent’s Office of 
       status change and all clear via    
      “Switchboard” (Dial “0” or ext. 2031) 
2. Notifies school community* 
3. Prepares Board Report – Send to 

Office of Supt. and Asst. Supt of HR 
 

School receives call 
from OPD or  

School Resources Officer (SRO)  
 

School initiates lockdown due 
to safety concern in the area 

CALL 9-1-1 

After-School Program 
 4:00 – 6:00 

SITE-INITIATED LOCKDOWN 
1. Site Director calls 9-1-1 IN 

EMERGENCY. 
2. Site Director contacts After-

school Program Manager. 
3. After-school Program 

Manager maintains contact 
with: 
-Police 
-Site Director 
-Office of Superintendent 
-District Administration 
-Program partners 
 

After-School Program  
4:00 – 6:00 

POLICE-INITIATED LOCKDOWN 
1. Police contact after-school 

Program Manager. 
2. After-school Program 

Manager contacts Site 
Director. 

3. After-school Program 
Manager maintains contact 
with: 
- Police 
-Site Director 
-Office of Superintendent 
-District Administration 
-Program partners 
 

*BLACKBOARD CONNECT: 1-800-901-4923 or 1-866-360-2155 or www.blackboardconnect.com 
VENTURA COUNTY CRISIS TEAM: 1-866-998-2243 

OXNARD POLICE DEPARTMENT NON-EMERGENCY LINE: 805-385-7740 

http://www.blackboardconnect.com/


(Revised  7-16-19) 

Oxnard School District  
 Lockdown Protocol Chart 

 
 PRIORITY 1 – IMMEDIATE THREAT OR 

DANGER 

1. Initiate lockdown with schoolwide 
announcement “This is a priority one 
lockdown. Secure all doors 
immediately.” 

2. Direct students indoors to closest secure 
area. 

3. Lock and secure doors. 
4. Cover windows. 
5. Turn off lights. 
6. Mute all cell phones and remain quiet. 
7. Wait for additional instructions. 
8. Construct barriers (furniture, desks, etc).  
9. Stay as far from windows as possible. 
10. Instruct students to lie down and take 

cover behind the barriers. 
11. Plan for personal care (restroom) within 

the classroom. 
12. Calm and reassure students. 
13. Take attendance. 
14. Do not open the classroom doors unless 

directed by law enforcement. 
15. Remember “RUN, HIDE, FIGHT” for 

active shooter situations. 
 

PRIORITY 2 – NO IMMEDIATE THREAT OR 
DANGER 

1. Initiate lockdown with schoolwide 
announcement “This is a priority two 
lockdown. Secure all doors.” 

2. Direct students indoors to their 
classroom or closest secure area. 

3. Lock and secure doors. 
4. Cover windows. 
5. Wait for additional instructions. 
6. Plan for personal care (restroom) within 

the classroom.* 
7. Calm and reassure students. 
8. Take attendance. 
9. Do not open the classroom doors unless 

directed by law enforcement.  
 
*Students may leave the classroom to 
use the restroom only with escort from 
law enforcement or administrator. 
 
Classroom instruction may continue 
during a priority two lockdown, but 
staff should remain vigilant in case the 
event becomes a priority one 
lockdown. 

 

ENDING A LOCKDOWN 

1. A lockdown DRILL or a PRIORITY TWO lockdown may be ended by an announcement from site 
administrator of “All CLEAR”. 

2. A PRIORITY ONE lockdown may be ended only by law enforcement or administrator opening the 
door and clearing the area. 


