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Corporate Policy Statement (CPS) 

Bomb Threat Management 

Policy Number:  11-001 
Release Date:   
Section:  Safety and Security 

Introduction 

A bomb threat is an effective means to disrupt business. While there is no 
complete way of securing a premise against a bomb threat, a good security 
plan, executed effectively, will enable us to determine if in fact the threat is 
real or a hoax. 

Purpose of a Bomb Threat 

A bomb threat may be called in by a person who has either planted a device 
or has knowledge of the information. The caller may want to cause anxiety 
and panic; which may disrupt the normal operating routine of the facility.  
Caution needs to be taken in determining if the threat is legitimate or a hoax. 

Action Plan 

Immediately upon receiving a telephonic bomb threat, the caller will: 

• Keep the caller on the line and attempt to get as much information as 
possible.  Ask for the message to be repeated to confirm it, and if 
possible, record the message. 

• Record all of the information that you possibly can. 
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• If the caller does not indicate the location of the bomb or the time of 

detonation, ask for this information. 
• Inform the caller that the building is occupied and the detonation of a 

bomb could result in the death or serious injury to many innocent 
people. 

• Pay attention to background noises which may provide a clue as to the 
location of the caller. 

• Listen closely to the voice (male or female), voice quality (calm or 
excited), accents and speech impediments. 

• Notify on-duty security personnel immediately.  If unavailable, notify a 
pastor or other leader immediately. 

• Notify 911 to provide for emergency response 

Immediately upon receiving a written threat, the receiver will: 

• Save all materials, including any letter or container. Once the threat is 
determined, further unnecessary handling should be avoided. 

• Every possible effort should be made to preserve evidence, such as 
fingerprints, handwritten or typewritten samples and postal marks that 
may be useful to law enforcement in identifying a suspect. 

• Notify on-duty security personnel immediately.  If unavailable, notify a 
pastor or other church leader immediately.  

• Notify 911 to provide for an emergency response. 

Immediately upon receiving a suspicious package, the receiver will: 

• Do not move the package 
• Make a notation if the package has one or more of the following: 

! Excessive postage 
! Incorrect Titles 
! Titles but no names 
! Misspelling of Common Words 
! Oily stains or discoloration 
! No return address 
! Lopsided or uneven envelope 
! A strange odor 
! Protruding wires or tinfoil 
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! Foreign mail, air mail, or special delivery 
! Restrictive marking, such as “confidential” and “personal” 
! Handwritten or poorly typed messages 
! Excessive securing material, such as masking tape and string 

• The above list is certainly not all inclusive.  Employees should make a 
logical determination when coming into contact with a package he/she 
make deem suspicious. If in doubt, be safe and treat it as suspicious. 

• Notify on-duty security personnel immediately.  If unavailable, notify a 
pastor or other church leader immediately. 

The Decision to Evacuate 

Careful consideration needs to be made by the leadership team (see below) 
in determining whether a building should be evacuated.  If bomb threats are 
occurring frequently, the leadership team cannot be expected to evacuate the 
building after every threat.  All bomb threats present an element of risk, and 
as such, decisions have to be made during the planning phase as to when an 
evacuation is ordered. 

The decision to evacuate the facility will rest with the Leadership Team for this 
incident, which is comprised of the Associate Director of Safety and Security, 
the Director of Building Operations, and if a church service is in session, the 
Oversight Pastor.  When making this decision, time is the critical factor.  If the 
time until possible detonation is determined to be less than 60 minutes, an 
evacuation should be made immediately.  If the time until possible detonation 
is greater than 60 minutes, a search of the area should be conducted. If the 
search yields a suspicious package, then an evacuation is ordered and the 
proper authorities are contacted. If no package is found, a decision may be 
made not to evacuate. 

The decision to evacuate should be conducted on a case by case basis.  
Determination should be based on the frequency of threats, the discovery of a 
suspicious package, prior knowledge and experience with the person or 
group, or any information or intelligence that would assist in making a proper 
determination. 
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Evacuation 

Once an evacuation is ordered, people inside of the building should be 
evacuated to a safe distance from the building to protect them from debris or 
flying objects in the event of an explosion.   

Once the building is evacuated, security and police personnel will be 
positioned in a way to prevent people from reentering the building until the 
danger has passed. 

When the building has been evacuated, all gas and fuel lines should be 
turned off at the main valve. All electrical equipment should be turned off prior 
to evacuating the building.  The leadership team may elect not to turn off 
electrical power at the main switch in order to provide electricity and lighting 
to the search team.  

Bomb Searches 

Because of time restraints and familiarity with the building, the initial search 
for the building should rest with personnel from Security, the Security Team, 
and Facilities. It should be noted that responding fire and police personnel 
may not be familiar with the building. If possible, and if time allows, the above 
personnel should accompany fire and police responders to assist them as 
needed. To be proficient in search techniques, the above personnel must be 
thoroughly familiar with all hallways, restrooms, false ceiling areas, or any 
area where an explosive or incendiary device could be concealed.  If a device 
or object is discovered, do not touch it. Do not transmit over a radio or cell 
phone. Instead, record a description of it and its location. The removal or 
disarming of the object should be left to professionals in explosive ordinance 
disposal.  

Media Requests 

All information representing [Church Name] Church for this event will be 
disseminated by Pastor [of Media Relations] unless he delegates his authority 
to someone else at the scene. 
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Corporate Policy Instruction (CPI) - Security Team 

11-001.001 

BOMB THREAT 

1. Incoming information 
1.1. If a bomb threat had been received by telephone, obtain as much 

information as possible from the caller such as: 
1.1.1. Detonation time, floor and location of the bomb, type and 

size, why it was placed in the building, and caller’s voice 
type whether male or female.  Other descriptors that can be 
identified are the accent of caller and any background 
noises.   Attempt to identify the number with caller id.  

2. Object Management 
2.1. Do not touch or disturb suspicious objects. 
2.2. Attempt to locate any persons or employees that may be able to 

identify the package.  
2.3. If a bomb explodes on an occupied floor without warning, 

immediately contact dispatch and initiate evacuation.  
3. Evacuation 

3.1. Do not immediately initiate an evacuation unless you are certain 
the threat is real and immediate.   
3.1.1. Secure the area and direct everyone to take with them 

their personal items such as purses, coats, etc, so the 
items will not have to be examined and cleared during 
the probability of a subsequent bomb search.     

4. Communications 
4.1. As much as possible, do not use the radio or mobile phones.  

Attempt to use other personnel in order to contact dispatch and 
oversight pastor including Security Team.   

4.2. If necessary, initiate evacuation and have dispatch contact 911 
emergency services.  

4.3. Dispatch or Incident Manager will immediately conduct a BOLO 
to all Security Team.   

4.4. Dispatch or Incident Manager will then contact emergency 
services 911.   

4.5. Dispatch or Incident Manager will stay in constant contact with 
Security Team and 911 in order updated Intel can be conveyed 
immediately to responding emergency services. 

5. Cooperate with emergency professionals and their instructions.  
6. Medical will immediately respond if necessary.   
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Campus Specific Instructions (CSI) - Security Team 

Number 11-001.001.001 
Bomb Threat 

Security Team

Location A Location B Location C Location D Location E Location F

Safety Team

Location A Location B Location C Location D Location E Location F

Medical

Location A Location B Location C Location D Location E Location F

Parking

Location A Location B Location C Location D Location E Location F
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