	[Type Your School Name] 

~ Emergency Procedure Template ~

	Emergency:  BOMB or SUSPISIOUS DEVICE

	School resources

	- Bomb Threat Incident Form

- Building Plan By Floor

- Shelter Plan 

	Community Resources 

	- Law Enforcement
- Fire Department
- Rescue/Ambulance

	Response Actions/Responsible

	1. Upon receipt of a bomb threat by telephone, use the bomb threat incident form to write down information from the caller.  Make every effort to:

•
Prolong the conversation as much as possible. 
•
Identify background noises.
•
Note distinguishing voice characteristics.
•
Question caller as to description of bomb, placement of bomb, and when it is due to explode. 
•
Try to determine caller’s knowledge of facility.
•
Note time of call.
•
Inform principal/site manager or designee of the threat.
•
If caller’s threat implies an immediate threat, call 9-1-1.
•
Complete bomb threat checklist (located under telephone).
•
Call Security Department.
2. Review information provided by individual who received the threat.

3. Make decision whether or not to evacuate the facility.

4. Notify Security Director.

5. Complete Critical Incident Report Form.
6. Notify Communications Department.

7. Implement Incident Command System.

8. If building is to be evacuated, it should be handled as a fire alarm with staff assisting in guiding all students and personnel away from the designated location of threat.

9. If a decision to search is made, place prearranged search procedure into action.  Have a checklist of building rooms and spaces available (fire evacuation plan) so that all areas are checked.
NOTE:  Staff must be notified of evacuation via phone system, hardwired PA system or by messenger.  DO NOT use cell phones, radios or the fire alarm system because of the risk of activating a device.
10. Maintain an incident command post where a phone checklist is kept and where staff responsible for searching the facility can coordinate search results.
11. When police arrive:
•
Advise Police of situation and follow their instructions.
•
Police will notify Fire Department/Bomb Squad if necessary.
•
Turn control of building over to the Police/Fire Incident Commander.
•
Upon review of conditions, police officials will determine when control of the building, or 

part of the building, will be returned to school officials.
12. In consultation with Incident Command Officials, determine whether to resume building operations or activate Shelter Plan or School Cancellation Plan.  Notify staff and students.

13. Develop and implement a Community Notification Plan.

 

	related response emergencies

	- Explosion
- Medical Emergency
- Multiple Casualty Incident

- Building – Structural Failure

- Building – Loss of Use 


	caution

	· DO NOT
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  Move any suspicious device.

· DO

· Keep all students and staff away from suspicious devices.
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