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POLICY: 
In the event an unauthorized and potentially dangerous person attempts entry into the building, a code word will be stated over the intercom to all ECC classrooms.  The teachers should respond by immediately pulling the doors shut and locking them, turn the lights off and close the blinds.  Children should be immediately gathered and taken to a safe place area in the classroom.  This place should be away from the windows, in a protected or “hidden area” such as bathrooms, closets or behind dividers.  Secretarial or coordinating staff will call the police when the code sounds.
If an unauthorized and potentially dangerous person is noticed during recess, the staff will get children inside and follow the same procedures as above.

In the event a single child is at-risk (due to a custody/kidnapping threat) one staff person will escort that child to the hallway bathroom and lock them selves inside as quickly as possible.

Staff should maintain lock down until an all clear is given from the Head Start Director or other coordinator.

PROCEDURE: 
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