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Emergency Evacuation and Lockdown Procedures  

Smilie School – Bolton’s Official Polling Place  

Emergency Evacuation Procedures/Response to a Fire Alarm:  

 The Presiding Officer or BCA member will make an announcement informing voters of the 

situation, that the building is being evacuated,  direct voters to exits, and ask voters to form a 

group at the west end of the sidewalk, adjacent to the playground, far away from the building, 

or go to their vehicle. 

 Inform the voters that they are allowed to take their ballot/s with them. 

 Voters will exit the Smilie Gym via any of the three doors: the main front door, the door in 

the hallway by the bathrooms, or the door on the east wall of the gym. 

In any emergency the personal safety of poll workers and voters is the main concern. ONLY IF 

CONDITIONS ALLOW, follow these additional procedures: 

 Confirm the number of voters leaving the building with ballots not yet voted/deposited. 

 Check in table poll workers: take the entrance checklist, load ballots into the wheeled milk 

crate and exit the building with the checklist and ballots. 

 Exit table poll workers: take the exit checklist, and load the ballot boxes on the wheeled table 

and exit the building with the checklist and voted ballots. Note: when setting up the ballot 

boxes, poll workers shall place as many ballot boxes as possible on the wheeled table to 

facilitate exiting. 

 The presiding officer will store the elections material safely in a vehicle or vehicles.  If the 

presiding officer needs to leave the vehicle/s the officer will assign someone to take their 

place. The vehicle/s shall not be left unattended until the polls are re-opened, or upon further 

direction by the VT Elections Division. 

Please note: this situation will require guidance from the VT Elections Division, if both voted 

and un-voted ballots are left unsecured due to an emergency evacuation.  As situations could 

vary dramatically (i.e. building not being able to be entered for several days), there is no 

standard procedure from the VT Elections Division on the voting process, post emergency 

evacuation.  This will be handled by the VT Elections Division on a case by case basis, and may 

require rescheduling a vote. 

Once the building has been cleared for re-entry: 

 The evacuated voters will be escorted back into the building. 

 Poll workers will verify the number of voters re-entering the building with ballots not yet 

voted/deposited. 

 Newly arriving voters will be held until evacuated voters have completed voting. 

 If voting cannot begin within a very short time, the emergency polling location will be the 

Town Office.  The presiding officer will notify the local media and social media, and call the 

Secretary of State’s office to notify all of the change in location.  A note shall be placed on 
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the original polling location, or in the vicinity, as conditions allow, notifying voters of the 

change in polling location.  

Lockdown Procedures: 

All lockdown announcements will be made over speakers in the gym. 

The command: “Lockdown! Locks, Lights, Out of Sight.” 

 This command is in response to a dangerous situation. 

 All voters and poll workers will proceed immediately to the kitchen, leaving all election 

materials behind. 

 The metal kitchen window blind, if not down and locked, will be pulled down and locked. 

 The kitchen door will be closed and locked, and window covered. Note: the kitchen door is 

always in “lock mode” – closing the door SHOULD also lock it.  This should be confirmed 

prior to opening of the polls. 

 If space allows, poll workers and voters will continue their evacuation into the kitchen 

storage room (as many people as possible.) 

 If the situation allows, quietly call 911. 

 Maintain general silence until the lockdown is over. 

 Depending on the situation, evacuees may decide to leave the building via the storage room’s 

outdoor exit.  The ability to be flexible and make this decision is dependent upon the 

situation and the people involved in the lockdown.   

The lockdown is over when two different staff members announce over the telephone intercom: “The 

lock down is over, you may resume classes.  The lock down is over, you may resume classes.”  Each 

person will say this phase 2 times, as quoted. 

Please note: this situation will require guidance from the VT Elections Division, as both voted 

and un-voted ballots will be left unsecured in a lockdown situation.  As lockdown situations 

could vary dramatically i.e. (building not being able to be entered for several days), there is no 

standard procedure from the Elections Division at this time on the voting process, post 

lockdown.  This will be handled by the VT Elections Division on a case by case basis, and may 

require rescheduling a vote. 

1. The command: “Lockout, Secure the Perimeter.” 

 This command is generally in response to removing an injured student or adult from a room, 

decreasing exposure to bodily fluids, containing a student fight or disturbance. 

 Per the Smilie Crisis Management Team, the polling place and poll workers do not need to 

take any action.  The doors leading to the school are locked, and school staff will address the 

situation as needed. 

 

2. The command “Shelter, Hazard and Safety Concern.” 

 This command is generally in response to a weather emergency. 

 Poll workers and voters will stay away from doors and windows until noticed the emergency 

has passed. 


