Suspicious Package / Bomb  Response Guidelines

“Hear His voice above the tempest:” 
Christian Science Hymnal, from Hymn 76


A bomb or hazardous material may come in a package that has poorly typed or handwritten addresses; incorrect titles or title, but no name; misspellings of common words; oily stains, discolorations, or odor; no return address; excessive weight; lopsided or uneven envelope; protruding wires or aluminum foil; excessive security material such as masking tape, string, etc.; visual distractions; ticking sound; restrictive endorsements, such as “Personal” or “Confidential”; or show a city or state in the postmark that does not match the return address. 

If you find a suspicious package on campus or suspect a bomb is nearby:
· Immediately contact Campus Security ext. 5111 College / ext. 3111 School and provide as much information and as complete a description as possible. Security will call 911 and the College/School Incident Commander, to isolate and evacuate the affected area.
· Do not use cell phone, radio, or any wireless equipment, (radio waves may cause detonation.)
· If the preliminary decision is to evacuate the building, fire drill procedures shall be followed.

If you receive a telephone call or information stating a bomb or suspicious package is on the campus:
· Remain calm so you can get information from the caller. 
· If possible, have someone else notify Campus Security without letting the caller know.
· Use checklist on next page to keep a detailed written text noting the time and length of the call, distinguishing characteristics of the caller’s voice, male/female, accent, age, background noises, etc. 
· Obtain as much information as possible. Ask the caller these questions: Where is the bomb located? What does it look like? What will cause it to explode? When will it go off? What kind of bomb is it? Who are you? Why are you doing this?
· Do not hang up the phone — keep the line open or place it on hold. Give Campus Security the written text of the call and notes you took.
· Preserve bomb threats received by letter or note or scrawled on school property for police investigation. Do not handle once the letter has been found or opened, and do not erase any writings. 






(Checklist on next page)
HAZMAT/BOMB THREAT CHECKLIST & TELEPHONE PROCEDURE

Instructions:  be calm, be courteous, and listen.  Do not interrupt the caller.  Notify supervisor or Campus Security officer while caller is on the line.

Name of Operator _____________________ Time ___________Date______________

Number at which call was received ______________________________________________________

Caller’s Identity:
Male: _____    Female: ______    Adult: ______    Juvenile: _____   Approximate Age: ______

Origin of Call: 	Local: _____  Long Distance: _____  Cell:_____  Booth: _____   Internal: _____

VOICE CHARACTERISTICS:		LANGUAGE:		MANNER:

___ Loud		___ Soft		___ Excellent		___ Calm		___ Angry
___ High Pitch		___ Deep		___ Good		___ Rational		___ Irrational
___ Raspy		___ Pleasant		___ Fair		___ Coherent		___ Incoherent
___ Intoxicated	___ Other		___ Poor		___ Deliberate		___ Emotional
						___ Foul		___ Righteous		___ Laughing
						___ Other		___ Mentions Religion/Group affiliation

SPEECH:					ACCENT:		BACKGROUND NOISES:
___ Fast		___ Slow		___ Local		___ Factory Machines	___ Trains
___ Distinct		___ Distorted		___ Not Local		___ Bedlam			___ Animals
___ Stutter		___ Nasal		___ Foreign		___ Music			___ Quiet
___ Slurred		___ Lisp		___ Race		___ Office Machines		___ Voices
									___ Mixed			___ Airplanes
									___ Street Traffic		___ Party

PRETEND DIFFICULTY WITH HEARING, KEEP CALLER TALKING

QUESTIONS TO ASK:	
Will it explode?  When? _____________________________________________________________
Where is it located? ________________________________________________________________
What kind of bomb/hazardous material is it? _____________________________________________
Where are you calling from?  _________________________________________________________
What is your name and address? _____________________________________
				      _____________________________________
				      _____________________________________

ACTION TO TAKE IMMEDIATELY AFTER RECEIVING CALL:

· Write down the call as precisely as possible, noting time of call, length of call, any distinguishing characteristics of the callers voice, to include male/female, accent, age, etc. and the possible location.
· Do not hang up the phone when the call is completed.  Keep the line open or place it on “HOLD”.
· Immediately contact Campus Security and advise them of the call.
·   Write out the message in its entirety with any other comments.

