EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.PRIVATE 

LOCK-DOWN

LOCK-DOWN POLICY:

This workplace Lock-down policy is applicable to all sites owned or leased by EFCMHC, Inc.   Our goal is to prevent incidents of violence to the fullest extent possible.  We expect staff to protect themselves and others without unduly risking personal safety.  We expect all persons employed by or receiving service from the agency to treat others with respect.  Intimidation, harassment, threats, abuse, weapons, stalking, or other acts of violence will not be tolerated.  Every threat is to be taken seriously.  Staff must act without hesitation, in accordance with the Lock-Down procedures outlined below.
PROCEDURES:
Lock-Down has been issued:

· Direct all staff, consumers, and visitors into closest lockable door.

· Lock Door

· Cover windows of your room

· Move away from all windows and doors.

· Have all persons get down on the floor.

· Allow no one outside of the room until all clear has been given.

To issue a Lock-Down:

· Notify the receptionist.

· Receptionist will announce over the intercom: “Initiate Lock-Down Action Steps”.
·  If intercom is inoperable, the receptionist will notify a coordinator.
· Coordinators will announce Lock-Down via verbal notification.
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