
   HOLD 
 
 
 
 
 
 
 
HOLD IN YOUR ROOM OR AREA: 
There are many situations where a building administrator may ask staff and students to HOLD in their 
classrooms and stay out of hallways, common spaces, or access areas. For example, a medical event in a 
hallway might require keeping students out of the halls until the medical emergency has been resolved. A 
HOLD may also apply to only one area of the building (i.e. – a spill or broken glass), requiring only that 
specific area to be cleared or avoided until the situation is addressed. 
 
When a building is put into a HOLD, all students who are not in a classroom should to proceed to an area 
where they can be supervised and safe. 
 
PUBLIC ADDRESS: 
The public address should be repeated twice, and generally, additional information is provided. There may 
be a need to add directions for students that are not in a classroom, at lunch, or some other location, 
providing information as to where they should go or remain until the HOLD is lifted. 
 

“Staff and students, this is [name of administrator]. We need you to HOLD in a 
classroom or supervised area. Please clear the halls immediately and make your 

way back to your classroom. [SHARE GENERAL INFORMATION ABOUT THE ISSUE.] 
Again, clear hallways and common spaces and HOLD in your room or area until 
further notice. Disregard bells or any scheduled transitions until further notice.” 

 
RELEASE: 
An administrator releases a HOLD Action by public address. 
 

“Staff and students, this is your All Clear message - the HOLD is now released.” 
[share information as necessary] 

 
ACTIONS when in HOLD: 

• Students and teachers are to remain in their classroom or area - even if there is a scheduled class 
change - until the all-clear is announced.  

• Students and staff in common areas, like a cafeteria or a multi-purpose space, may be asked to 
remain in those areas or move to adjoining areas like a gym or locker room. 

• Students and staff outside of the building should remain outside unless the administration directs 
otherwise.  

• Prior to closing the classroom door, teachers should observe hallways and encourage students to 
return to a supervised space. Additionally, teachers should take attendance (ensuring that all 
students are accounted for) and then proceed with classroom activities as usual. 


