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BOMB THREAT[footnoteRef:1] [1:  Many thanks to the South Carolina Department of Health and Environmental Control for sharing its disaster preparation materials.] 


PREPAREDNESS: Procedures to be established prior to receipt of bomb threat:

	Date Completed
	Initials
	Items

	
	
	Designated facility Building/Floor Wardens:

Contact name:

Telephone:

Cell phone:

Pager:

	
	
	Staff trained and training documented on use of bomb threat procedures

	
	
	Bomb threat assembly area established in the event of building
evacuation

	
	
	Procedures established with local law enforcement

	
	
	Procedures coordinated with county emergency management

	
	
	Employees trained on their specific responsibilities, tasks, or duties

	
	
	Procedures include emergency contact numbers

	
	
	Procedures attached to checklist

	
	
	Procedures posted next to each telephone




RESPONSE- Upon receipt of a bomb threat:

· Remain calm- do not hang up.
· Take notes as you talk/listen.
· Following the call, immediately call the designated Building Warden (or your supervisor if the Building Warden is not available).
· Do not discuss the call with anyone else but the Building Warden or your supervisor.




Date of call: ______________    Time of call: _______________

Ask the caller:

	1. Where is the bomb?
	

	2. What time is the bomb going to explode?
	

	3. What does the bomb look like?
	

	4. What kind of bomb is it?
	

	5. Why did you place the bomb?
	

	6. What will cause it to explode?
	



Wording of the threat:







Caller information

	Caller’s identity (M, F)
	

	Tone of voice (soft, deep, high pitch, other)
	

	Accent (local, foreign, regional)
	

	Speech (stutter, slurred, nasal, other)
	

	Language (good, foul)
	

	Manner (calm, angry, laughing, other)
	

	Age (younger, older)
	

	Background noises (office/factory machines, trains, animals, airplanes, music, traffic, other
	



If you must evacuate the building:
· Get out quickly
· Proceed to your assembly area for head count
· Do not get in your car and leave
· Do not activate the fire alarm
· Take your keys, purse, etc. with you
· Leave all doors open
· Remain in your assembly area until the “all clear” is given by the Building Warden


_______________________________________ 		___________________________
Signature 							Date
