
SOP: ADD-A

STANDARD OPERATING PROCEDURE FOR INTERIOR AND
EXTERIOR DOOR SECURITY

We want our buildings to convey that they are welcoming institutions. At the same time,
all students, staff, volunteers, and visitors need to feel secure. Developing sound
access and door security policies helps to achieve an appropriate balance between an
open and a safe facility environment. Establishing these policies helps staff know what
is expected and helps to protect everyone on our campuses.

CLASSROOM DOOR SECURITY - To ensure a safe learning environment for all
students and staff, all classrooms/instructional area door locks will be kept in the locked
position at all times. Substitutes shall follow the same policy, with campuses ensuring
they have access to the classrooms they need throughout the day. Being that locked
classroom doors have been proven to save lives in the face of active threats, this
requirement is inclusive of, and shall apply to, all classroom/instructional areas at all
times.

NON-CLASSROOM & NON-INSTRUCTIONAL INTERIOR DOORS - At all times, staff
is instructed to keep doors to common areas and offices locked or have the ability to
quickly lock without a key.  All personnel must be trained on how to quickly and safely
lock doors in their work/instructional area.

EXTERIOR DOOR SECURITY- All exterior doors shall be kept closed and secure at all
times so that access is only via a FOB or key. At no time before, during, or after school
will any exterior doors be left unbolted, unlocked, or otherwise propped open.  If there is
a need for an exterior door to be open for a period of time for students to enter/exit or
for instructional purposes, there must be a staff member directly monitoring the door at
all times. All buildings will have one main entrance to their building during the school
day that is either secured and monitored or unlocked to allow entry into a secure
vestibule.

STAFF RESPONSIBILITY - Staff will conduct inspections of classroom/work areas to
make sure doors and windows can be secured. Each staff member will contact their
supervisor if a door or window is in need of a lock repair. They will also know how to
enter a work order to have any door or window repaired that will not lock.



FAILURE TO COMPLY: The supervisor or administrator will enter the progressive
discipline process for failure to comply. The elements of progressive discipline are as
follows:

Verbal Warning: The first infraction will result in a documented verbal warning about the
failure to comply. The supervisor will inform the employee of future expectations, and
will advise the employee of possible future disciplinary action if another violation occurs.

Written Warning: A second infraction will result in a documented written warning. The
written warning will be signed by both the supervisor and employee and identify the
infraction that led to the warning and be sent to Human Resources. The supervisor will
inform the employee of future expectations, and will advise the employee of possible
future disciplinary action up to and including termination if another violation occurs.

If a third infraction occurs, contact Human Resources for appropriate action.
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