Richford Town School District
Bomb Threat Protocols

Board Approval:  November 24, 2003

The following information is intended to provide specific guidelines to be followed in handling bomb threats.  Major categories of responsibilities are discussed to clarify what each of the following individuals is to do to insure student safety.  In all cases, the superintendent will be notified.

1.
a.
The person answering the phone will remain calm and will check a bomb threat card issued by State Police (in folder under  phone).  Caller ID should be used to record the caller's telephone number.  This person will immediately contact the Principal or Assistant Principal and provide the person with completed bomb threat card. 


b.
If a threat is received by letter, it should be preserved for investigation by the police.  To accomplish this, the person opening the letter and recognizing it as a threat, should place the letter in a document protector and report it per established procedures. 

2.
Following orders from the Principal (authorized to make the decision):

a.   All people evacuate the building immediately.  Follow the evacuation procedures delineated for "Fire Safety."  Do not take any action other than evacuation.

b.  Person in charge:  Notify emergency services:  fire, police, rescue, etc., and, if time, the Superintendent, board chair and bus company (if related to bussing).

c.  Adjust building evacuation routes so as to avoid the vicinity of any suspicious package, suspected bomb, hostage areas or other potentially dangerous locations.

d.  Move students, faculty, and staff to an appropriate host area


outside (facility/school buses), if necessary.

3.
The first responsibility of all faculty members is the safety of the student body.  Therefore, in the event of student evacuation from the buildings, all faculty members will assist in the safe movement of the students outside the school and at least one hundred (100) feet away from any building structure.  After students are safely evacuated, further directions will come from the building administrator.
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4. 
The Principal will notify the Superintendent, if not already notified.  Appropriate media notification will take place (as in school closings), and lost learning time will be rescheduled as appropriate. 

In the event of a serious call or notice to the effect that a bomb has been placed in a school or any other building or establishment, the following procedures are recommended:

1.
Immediate evacuation of the school or building(s) using fire drill procedure.

2.
If the call was not received originally by the fire and police departments, immediate notification is required.  Both departments should respond.

3.
A search of the building or premises should be conducted only under the direction of the principal and with the cooperation of the protective departments.

4.
Any strange or foreign objects should be noted immediately and left for removal by a qualified person.

5.
If a thorough search has been conducted and nothing found, the principal will allow for re-entry.

6.
Investigation of the incident should be made by the local police department, if warranted.

Any decision concerning the dismissal of school pupils and subsequent action after the above procedures have been followed is the prerogative of the Superintendent (or his/her designee) or the School Board.
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Staff Information Sheet

A bomb threat must always be considered a real and immediate danger to students and personnel and requires an immediate response by the person receiving the bomb threat message.  Consequently, all employees must be familiar with the established procedures, as many times it may not be possible to receive direction from the site administrator or supervisor.  No bomb threat is to be disregarded as being a prank call.

It is important that every staff member be knowledgeable in the procedures to initiate evacuation; in notification of police and appropriate personnel;  and in the steps to take before site is cleared for re-entry.  All staff members should be aware of the locations of the Bomb Threat Site Specifics Checklist.

At least one bomb threat drill should be conducted each school year.  Because evacuation of students and/or staff to the Emergency Assembly Area is the response used for bomb threat as well as a number of other disaster incidents, staff members will probably not be aware that they are evacuating because of a bomb threat.  Therefore, it would be a good practice that whenever exiting the classrooms and work places for any kind of drill, exercise, or incident, all personnel should quickly visually inspect their work areas for anything that might seem unusual/out of place and be aware of any unusual or suspicious persons on the site.

Staff members should never attempt to touch, move, dismantle or carry any object that is suspected of being dangerous or explosive.

Each site should designate the primary and at least one secondary evacuation site for students and staff.  The primary evacuation area is usually the Emergency Assembly Area, and the secondary sites are off-campus sites.  At least one of them should be within walking distance, i.e., out a back gate and into a large open area, a neighborhood park, etc.

Evacuation Site:  
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