Bomb Threat Policy
A bomb threat may be received by phone, mail or a personal message.

Any Staff receiving a bomb threat by phone should ask the caller to give the message to the
Principal or his/her designee. If the caller refuses, then the Staff person who received the call
should attempt to engage the caller in conversation on the phone. The Staff member should
obtain as much information as possible as suggested on the Bomb Threat Form and obtain the
nearest person's attention so that the Principal can be notified. Staff should make an effort to
contact the Police on another outside line and have a tracer place on the caller if time permits.

If the building is to be evacuated and Staff should notify all building occupants of the decision to
evacuate.

Staft should account for all building occupants at the determined evacuation point, and report
any missing individuals to Principal and the emergency responders.

Staft should note unusual or unfamiliar objects as they evacuate and report such objects to the
Principal. NO STAFF SHOULD TOUCH OR MOVE SUCH OBJECTS.

To the extent practicable without causing delay, all interior doors should remain open to
minimize possible structural and compression damage. This instruction does not apply to a
lock-down situation.



