	[Type Your School Name] 

~ Emergency Procedure Template ~

	Emergency:  BIO-TERRORISM THREAT, SUSPICIOUS SUBSTANCE/MAIL

	School resources

	· Material Safety Data Sheets (MSDS)
· School Evacuation Plan

· Shelter Plan

· Health District



	Community Resources 

	- Fire Department
- Rescue/Ambulance
- Law Enforcement

- County Department of Emergency Management (DEM)


	Response Actions/Responsible

	1. Upon receipt of a bio-terrorism threat by telephone, use the bio-terrorism 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. If a suspicious substance is found that is not associated with mail:

School Staff 
•  Attempt to identify the substance and its origin (may be a spill).

School Staff

•  Isolate the area so that exposure to other people is minimized.

Custodial Staff

•  Or don’t clean up and shut down area.

Custodial Staff

•  Shut down HVAC systems.

3. Identify unusual mail and label it as suspicious if:

• It’s unexpected or from someone you don’t know.

• It’s addressed to someone no longer at your address.

• It’s handwritten and has no return address or bears one that you can’t confirm as legitimate.
• It’s lopsided or lumpy in appearance.

• It’s stained.

• It’s sealed with excessive amounts of tape.

• It’s marked with restrictive endorsements such as “personal” or “confidential”.
• It has excessive postage.
4. What to do with a suspicious piece of mail:

• Handle item as little as possible.

• Wear protective gloves.

• Do not shake, bump or sniff it.

• Place item in additional plastic bag.

• Wash hands thoroughly with soap and hot water.

5. If mail meets a number of the above criteria, call 9-1-1 and summon local law enforcement.
6. Notify Communications Department.
7. Develop and implement a Community Notifications Plan.



	related response emergencies

	· Medical Emergency

· Multiple Casualty Incident

· Other as appropriate  


	caution

	· DO NOT
· Touch or inhale.

· DO
· Wash after contact.
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