
Office of Safety and Youth Development

Lois Herrera, Chief Executive Officer

Responding to 
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This presentation is designed to:

• Support school leaders in training all staff.

• Provide guidelines for designing building specific 

response procedures when a door alarm is activated.

• Provide all staff with a clear understanding of how 

door alarms work and what is expected of all staff 
when a door alarm is activated. 



Please note:

School leaders will have to consider 

additional building specific procedures to 

address building specific conditions such 

as the locations of the door alarms as related 

to classrooms/ offices, the number of staff 

available to respond, and methods of 

communication available in each setting.

Your Borough Safety Director remains available 

to help your school community properly 

implement the door alarm initiative effectively. 



The door alarms in our building:
• Are located on (insert exits, doors, locations).

• Each door has clear signage that indicates that the door is alarmed 

and that the door can only be used in an emergency.

Example

• All door alarms remain activated unless there are specific signs 

posted indicating times of the day when the alarms are temporarily 

de-activated. 

• Each alarm operates on its own battery and key. The alarm has a 

low battery alert to indicate that a battery should be changed. All 

alarms operate with a single key.



• Alarms may ONLY be temporarily de-activated for:

• Use during entry or dismissal.

• Use to access areas for physical education or 

recess. 

• In these cases, staff must be assigned to 

monitor the use of the identified doors.

• Staff must be identified to de-activate and 

activate as scheduled.

• Alarms may not be de-activated for:

• Convenient access to the street instead of 

using the main entrance/exit.

• Any other reason not identified above.



• Immediately report to the door where the alarm has been activated to 

observe conditions and to determine the possible cause of the alarm 

(i.e. staff or students observed in stairwell, student running from 

scene in the hallway, door propped open).

• Immediately call (insert name of office and list the extension, as 

well as an alternate number) to report the specific location of the 

door alarm that was activated. Share any observations.

• If you are in possession of a two-way radio (e.g. administrator, dean, security 

school aide) or if a School Safety Agent (SSA) is present, immediately use 

the radio to report the specific location of the door alarm that was activated to 

other staff with radios so that everyone can respond with accurate 

information.

If you are  NOT supervising students when you 

hear an activated door alarm:



• Immediately call (insert name of office and list the extension, as well as 

an alternate number) and report the specific location of the door alarm that 

was activated.

• Immediately look outside the classroom window and/or look outside the 

classroom  door  in an effort to observe anything that may provide additional 

information such as a staff member/ student(s) walking away from the door .

• Provide the responding staff member/SSA with a description of the 

student(s) and the direction the student(s) was traveling.

• If possible, include the following information in the description:

• Height and approximate weight

• Ethnicity

• Complexion and hair color

• Attire and any distinguishing features

If you ARE supervising students/with your class 

and you hear an activated door alarm:



• Immediately report to the location and assess the immediate area.

• This includes opening the door and observing the surrounding 

location.

• Immediately speak to the staff member who reported the activated 

door alarm and transmit all critical information that has been obtained 

over the two- way radio to other staff with radios who are responding 

to the activated door alarm.

• If IPDVS(video cameras) is operational at the building, immediately 

begin monitoring live video feeds in an effort to determine if an 

individual has left the building. In addition, another staff member 

trained in the use of IPDVS must use the archive system to review 

video footage to help identify the student believed to have left the 

building.

Staff/SSAs who respond to an activated alarm:



General Response Protocols and 

Missing Student Protocols
• If the door alarm was activated and the cause for the alarm is 

believed to be the result of an intruder or a missing student, the 

Principal/ BRT Leader will activate the appropriate General Response 

Protocols and/or Missing Student Protocols based on the specific 

information in each incident

• This will include calling 911.

• Activate the BRT and other building support staff as appropriate.

• Activate the Command Post and follow the directions on both sides of 

the Command Post Card.

• Contact EIC (718.935.3210) and be sure to communicate with your 

Superintendent and Borough Safety Director.



During each incident:

• .Information should be communicated to responding staff:
• Via two- way radios, provide all responding staff/agents with updates and 

final results of building searches, observations at the scene, on the video 
cameras (if applicable) or when patrolling the perimeter/ immediate area 
around the school building.

• Use the PA system to make appropriate GRP announcements.

• If a student is missing and it is unconfirmed that s/he has left the 

building, frequent announcements should be made to remind staff of 

the description of the individual who is missing. Remind staff of the 

phone extension to call if they have any information.



At the close of each incident:

 Remember to make the announcement to lift the 

GRP action (if used).

 Remember to make the same announcement on the 

two-way radio.

 Ensure that the recorder has accurate documentation 

and compare notes with the school safety agent in 

the command post (if the incident required an 

activation)

 Follow the necessary reporting/update requirements 

which include such as completing an OORS/ calling 

EIC, contacting your Superintendent, and your 

Borough Safety Director. 


