Bomb Threats
Most bomb threats are phoned in by an anonymous caller whose intent is to cause a disruption to the activities within a building by forcing an evacuation. While most bomb threats are hoaxes, the damage caused and lives lost in bombing requires that every bomb threat be taken seriously and investigated.

All employees who answer phones should be trained on how to respond to a bomb threat. Information received about a bomb threat should only be shared with those authorized to receive it: management and emergency response personnel.

Upon receiving a bomb threat, the recipient of the call should try and keep the caller on the phone as long as possible. The following information should be solicited from the caller:
· The building where the device is located.

· Exact location of the device (floor, room, etc.), if the caller will give this information.

· The time the bomb is set to detonate – often the caller will volunteer this information.

· What type of device (incendiary, anti-personnel, concussion) has been set.

The recipient of the call should write the threat down as it is given, word-for-word, if possible, to keep phrases and meanings from changing as the information is passed from one person to another.

Emergency response personnel should be called by the most senior management on the premises at the time the threat is received. Most major cities have full-time bomb disposal experts. Who will come in and take over the investigation and response. 
Since people tend to respond better when they have practiced something, you should practice evacuation/fire drills. New employees should receive training on evacuation procedures, routes, and assembly points during orientation and initial training. Evacuation routes should be clearly marked on posters or placards that are posted on bulletin boards and on exit doors.
To minimize the risk of injuries from flying bomb debris, places of assembly should be at least 300 feet away from the building if at all possible.

Suspicious Packages

Sometime suspicious packages will be found in a building. These packages may be considered suspicious if they are labeled “bomb”, are found in a location described in a bomb threat, if they fit the description of a bomb given by a caller, if they are “foreign” to the location, if they are leaking, ticking, have a questionable return address (or none), or are hidden behind, in, or under furniture.

Suspicious packages should be handled only by those trained to do so. Notify your supervisor or manager, who will determine whether or not emergency personnel should be notified. While waiting for emergency personnel, keep others away from the package by closing off the area. Review evacuation and other emergency response procedures. Try to get a complete census of people in the building, including name and location. Follow instructions and directions of your manager and/or emergency personnel.

Telephone Bomb Threat Report

KEEP CALM: DO NOT GET EXCITED OR EXCITE OTHERS.

Time Call Received: __________
Time Call Terminated: _________
Exact words of caller: ___________________________________________________________

_______________________________________ (Delay, ask caller to repeat) _______________

Ask the following:

· What time is the bomb set to explode? ____________________

· Where is the bomb located?  Floor? __________________  Room? _________________

· What kind of bomb is it? ___________________________________________________

· What does the bomb look like? ______________________________________________

· Why hurt or kill innocent people? ____________________________________________

Description of the Voice:

Male _____   Female _____   Calm _____   Nervous _____ Young _____ Old _____

Middle-Aged _____   Rough _____   Refined _____   Accent _____   Describe _____

Speech Impediment _____   Describe _____

Unusual phrases spoken _________________________________________________________

Did you recognize the voice Y/N  If “Yes”, who do you think it was? _____________________

Why? ________________________________________________________________________

Background Noise:

Music  _______________   Motor _______________   Traffic ___________________________

Bells/Whistles  _______________   Horns  _______________   Aircraft ___________________
Machinery ________________________   Other ______________________________________

Additional Information:

· Did the caller indicate knowledge of the building?  Y/N  If “yes”, how? _____________

· What line did the call come in on?   __________________________________________

· Is this a listed or unlisted number?  __________________________________________

Call recipient _______________________________
Department ___________________
