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Lockdown and Shelter-in-Place Procedure
A lockdown or shelter-in-place may be required when an incident makes movement through the building unsafe. 
In some emergencies, evacuation is not the safest option. Instead, occupants may be required to remain indoors under lockdown or shelter-in-place conditions. In these events, the Emergency Warning and Intercommunication System (EWIS) may or may not be used, and instructions could alternatively be delivered via Security, Wardens, emergency services, Public Address (PA) systems, or digital signage.
During these events, occupants must stay within the building, isolate themselves from the hazard, and await further instruction from Security & Traffic Services (STS), the Emergency Control Organisation (ECO), or emergency services. 
	Role / Parties
	Actions and Response Procedures

	Staff, Students and Visitors
	· Cease movement and stay inside the nearest safe room or area.
· Alert nearby occupants to the situation and ensure they move to a safe internal area.
· Close doors and windows, remain away from glass, external doors, and high-risk areas.
· Remain inside and prevent others from leaving the building or affected area unless directed by STS or emergency services.
· Seek protective cover (e.g., behind solid objects, away from glazing) if conditions require it.
· Follow all instructions from STS, ECO, or building wardens.
· Assist others where safe and avoid using lifts.
· Do not leave the building or attempt to observe the hazard.
· Await further direction via EWIS, PA, or digital signage.
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