
Personal Safety in an Era of Active Shooter:  An 
Employee’s Guide 

Safety steps 

• You should remain calm to help others remain calm. 

• Take immediate action: 

o Make an Announcement. If the situation allows, announce to others that you 

have identified a dangerous situation. This could vary by situation, from a 

loudspeaker announcement that everyone can hear, to shouting so that those in 

your immediate area are aware, to simply getting the attention of someone near 

you and pointing out the danger. 

o You should call 911. Do not assume that someone else will make the call. Some 

counties support text messages to 911 that work just like a regular 911 call and 

are routed to the nearest Police Dispatch/Communications Center. 

o Clear unsecure areas. If safe to do so, clear hallways, restrooms, and other 

rooms that cannot be secured. If you locate a person who does not want to move 

to a secure location, make a reasonable effort to convince them, but keep your 

own personal safety in mind and do not let the decisions of others endanger you. 

• If you find yourself in a secure space, stay where you are unless you are the target of 

an immediate threat.  

• Further secure the space, if possible, by locking the doors and windows. Always be 

aware of the locations near your area that can be secured/locked. 

• Stay out of sight. Move away from the windows. Draw shades if you can. Keep low to 

the floor, behind furniture or equipment, if possible, especially if you hear gunfire.    

• Silence your cell phone. Turn off ringer notifications. If possible, only use text to 

communicate.   

• Be observant. Your personal safety and the safety of others may depend on the 

information that you’re able to provide about the situation. 

• Maintain restricted access (Lockdown status): Await “All Clear.” If you have not been 

notified by police to emerge, you can text/call 911 to verify that all is safe.   

• Account for others. Once you receive the all clear, account for those you know to be in 

the vicinity.  

Proposed reading on why you should trust your instincts: “Gift of Fear” by Gavin De Becker 


