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1. Purpose 

  

To provide a systematic approach in responding to and documenting the occurrence of a bomb 

threat. 

 

 

2.  Procedure  

 

a) The person receiving the call shall follow the procedure as indicated in the Police and School 

Board Protocol for a Bomb Threat Intake Check List (Appendix A). 

b) Notify the school principal or designate. 

c) Follow the Emergency Communications Protocol (see Chart 1 on page 4 in the CDSBEO 

Emergency Preparedness Manual). 

d) Follow evacuation procedures, in accordance with directions given by the authorities, or in 

accordance with the Appendix B: Initial Threat Assessment Form Decision in the Police and 

School Board Protocol (Appendix B). 

e) Designated staff should sweep the internal evacuation and external evacuation routes: 

gymnasium and change room areas for bombs, all corridors and stairwells, school exits. 

f) If required, over the PA system announce “Evacuate the building.” 

g) Before leaving their rooms, staff will quickly check their rooms/areas for any unfamiliar 

objects, parcels, etc. If any are seen, staff will notify the principal immediately describing 

what the package looks like and where it is located. 

 

Training Required: 

 

 Principal is to review Bomb Threat procedure and checklist with school staff annually.  

 

 



Excerpt from Halton District School Board and Halton Regional Police’s Bomb Threat & Suspicious Device/Substance Emergency Response Plan 
Taken from pages 27 and 28, Police and School Board Protocol 

 

 

APPENDIX A:  BOMB THREAT INTAKE CHECKLIST 
 
 
 
 

BOMB THREAT INTAKE CHECK LIST 
 

 
 

Upon receiving a phone call regarding a bomb threat, 
initiate the pre-arranged signal to co-workers and/or principal 

 
 
 

Record the following: 
 

 
 

Exact w or di ng of the thr eat 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Call Display P hone Number:     

 
 
 

Q u es ti o ns t o as k : 
 

What time will the bomb explo de?                                                                                                                         

Where is the bomb?                                                                                                                                                      

What does it loo k like?                                                                                                                                                

Where are you calling from?                                                                                                                                     

Why did you place the bomb?                                                                                                                                  

What is yo ur name?                                                                                                                                                      



Excerpt from Halton District School Board and Halton Regional Police’s Bomb Threat & Suspicious Device/Substance Emergency Response Plan 
Taken from pages 27 and 28, Police and School Board Protocol 

 

 

Identify ing characteristics: 
 

Sex: Male Fem ale Unknown 
 

 
Age: Child Teen Young Adult M iddle Age Elderly Unknown 

 

Accent:       

Voice: Lo ud Soft Other:    
 

 

Speech:   Fast Slow Other:     
 

 

D ictio n:   Good Nasal L isp Other:     
 

 

Manner: Emo tio nal Calm Vulgar Other:     
 

Voice was fam iliar?    Y / N    Explain:     
 

Caller was familiar with the area? Explain:     
 

Backgro und no ise:     
 

Time o f c all:   and date of the call:     
 

L ine bomb threat called in on:     
 

 

   Notify Principal (if not already notified through signal) 
 

   Lock-in the pho ne number o f the received call 
 

   Have Principal or designate contact the po lice 
 

 
 
 

Misc ell aneous N otes : 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  INITIAL THREAT ASSESSMENT FORM   
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APPENDIX B:  INITIAL THREAT ASSESSMENT FORM  

 

 

 

 
 

The Principal shall review the following:  

 

The Bomb Threat Intake 
Checklist 

Did the caller indicate a time and/or 
date of detonation? 

Y N 

 Did the caller seem familiar with the 
school? 

Y N 

 Did the caller give a reason? Y N 

 Did the caller give a location of the 
device? 

Y N 

Any activities taking place? Name activities: 

 

Any negative incidents at 
the school recently?   Y  N 

Name Event(s): 
 

Persons Involved:  
 

Have there been recent 
threats or hoaxes?    Y  N 

Person Involved: 

Likelihood of anyone having 
opportunity and access to 
place a device?   Y  N 

Explain: 

Has a suspicious package or 
device been reported?   Y  N 

Location of Device: 

     

    Time:    
 

              
  

  

 

  

 
           

 

 

 
 

DECISION 
 

Results of Risk 
Matrix 
 

Assessment of 
threat received 
and level of 
detail 
 

Consultation 
with Board 
and/or Police. 
*Principal may 
order 
evacuation 
without 
consultation* 
 

Evacuate Area: 
 

              
  
 

Initial Visual Scan Only 
 

Full Evacuation 
 

Partial Evacuation Only 
 

Excerpt from Halton District School Board and Halton Regional Police’s Bomb Threat & Suspicious Device/Substance Emergency Response Plan 

Taken from page 30, CDSBEO Police and School Board Protocol 


