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BOMB THREAT 
GENERAL PROCEDURES 

 
Each building principal will adopt bomb threat procedures consistent with these guidelines.  A 
written plan of action is required for each building and all staff members are to be made familiar 
with the plan. 
 
1. The person taking a bomb threat call should: 
 

a. Write down the information exactly as given and attempt to learn the location of the 
bomb and time for which it is set to explode. 

b. Prolong the conversation as long as possible.  Should the caller terminate the call, the 
receiver on the phone on which the call was received is to be left off the hook; the 
connection is not to be broken, if at all possible. 

c. Be alert for distinguishing background noises such as music, voices, aircraft, or traffic 
noises. 

d. Note distinguishing voice characteristics. 
e. Note whether the caller is familiar with the building. 
f. Set in operation any possible means of tracing the call while caller is still on the line. 

 
2. All information related to the bomb threat must immediately be given to the principal or 

highest person in the line of authority who will make the decision whether or not to evacuate 
the building. 

 
3. If a decision to evacuate is made, an announcement will be made over the intercom with a 

verbal signal signifying that evacuation for a bomb threat is to begin.  Use the fire drill 
evacuation procedure.  The building should be searched immediately.  The fire and police 
departments are to be immediately notified and asked to assist with the search.  During 
inclement weather, gymnasiums and surrounding areas should be checked immediately so 
students may be allowed back into a safe area as soon as possible. 

 
4. If the preliminary decision is not to evacuate the building, a coded announcement, i.e., “Code 

C” should be made.  This announcement will direct staff to quickly check the immediate area 
of their assignment to detect any unusual or suspicious object.  If such an object is 
discovered, it is not to be touched.  Contact the principal.  If an unusual or suspicious object 
is detected, an evacuation must be called for immediately. 

 
5. The principal or person in charge is to notify the Superintendent immediately and note the 

action taken. 
 
6. If a building evacuation occurs because of a bomb threat, re-occupation of the entire building 

should only be allowed after the building has been thoroughly searched and the police or fire 
personnel present declare the building safe for re-entry. 

 
Procedure at Games or Large Public Gatherings 
 
• Notice of a bomb threat will be given to the highest person in the line of authority; that person 

shall make a decision to evacuate the building or initiate a search of the area. 
 
Publicity 
 
In the event of a bomb threat, searches and evacuations should be handled as discreetly as possible 
with a minimum amount of publicity.  Handling bomb threats in a low key manner will minimize the 
contagious effects of giving false alarms. 
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