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The purpose of this policy is to outline the actions to be taken in the event of a bomb threat.

The goal of this policy is to ensure that all personnel are familiar with and understand the actions to be taken during bomb threats.

Policy
A bomb threat shall be considered any verbal, written or electronic communication that promises or threatens harm by means of an explosive or incendiary device.

The Department shall maintain bomb threat procedures to effectively handle all threats made to ensure the safety of clients and personnel. These procedures shall be made available to all personnel and will be reviewed annually.

All personnel shall receive on-going training in bomb threat procedures as outlined in training procedures.

All units shall obtain “caller ID” to identify bomb threat callers.

Procedures

A.     Telephone Threats

1. The employee receiving the threat shall attempt to keep the caller on the line as long as possible to gain as much information as possible.

2. The employee shall attempt to ask the caller the following types of questions:

a. when is the bomb going to explode?

b. where is the bomb? (as specific as possible)

c. what type of bomb is it?

d. what does the bomb look like?

e. did you place the bomb?

f. why was the bomb placed?

g. where are you calling from?

3. The following information shall be accurately recorded at the completion of the call:

h. the exact words of the caller;
i. the exact time the call was received and ended;
j. a description of the caller’s voice;
k. any answers to staff-member questions; and
l. any other information the staff-member feels is pertinent.
B.     Written Threats
4. Once a bomb threat is recognized, further unnecessary handling of the written threats and the envelope or container it was delivered in shall be avoided.
5. All written threats, including the envelope or container it was delivered in, shall be saved and turned over to the appropriate law-enforcement authorities.
C.     Notification
6. The employee who received the threat shall immediately notify the Location Manager
7. The Location Manager/designee shall notify the following:

m. all personnel working that shift; 

n. the appropriate law-enforcement authorities;           

o. the on-call area administrator;
p. the program’s on-call administrator (if after business hours); and
q. Central Office, (on-call administrator if after business hours).
8. Client notification shall be withheld to avoid any unnecessary panic.

D.     Searches
9. Only appropriate law-enforcement authorities shall conduct searches related to bomb threats. Personnel may aid in the search and provide information as to public access to the building.

10. Personnel shall not handle any boxes, containers, or suspicious articles they may encounter. The appropriate law-enforcement authorities shall be notified of these boxes, containers, and suspicious articles.

E.     Evacuations
11. The Location Manager/designee shall make a decision on evacuation as soon as possible. The decision shall be based upon immediate conditions to ensure the safety of clients, visitors, and personnel. Consultation with the Department’s central administrator on call or law-enforcement may be used to base the decision

12. If the decision is to evacuate, clients shall be informed and established evacuation procedures shall be followed.

F.     Training
13. Location Managers shall ensure that all personnel under his/her supervision receive appropriate training in bomb threat and evacuation procedures as outlined in training procedures.

OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
All relevant information regarding the bomb threat is accurately documented by the staff-member who received the threat.

(  
Location personnel do not handle suspicious packages.

( 
The appropriate law-enforcement authorities are contacted immediately after a credible bomb threat.

( 
Location personnel receive initial and ongoing training in bomb threats.






