[Name of Center]
BOMB THREAT

1. It is important to act immediately if a bomb threat is made. If you receive a telephone call from an individual reporting a bomb threat, ask the following questions:

· When is the bomb going to go off?
· Where is the bomb?
· What does it look like?
· What kind of bomb is it?
· What will cause it to explode?
· Did you place the bomb?
· Where are you calling from?
· What is your name?

2. If possible, write down the phone number identified on the caller ID. 

3. Call 911 and as needed, immediately notify the Exeutive Director. 

4. If you receive a bomb threat – proper authorities must be contacted.

5. Evacuate all staff, clients and visitors from the Center.

6. Do not re-enter the building until cleared by the Bomb Disposal Unit.

SUSPICIOUS OBJECT LOCATED

1. If you discover a supicious object, error on the side of caution and call 911.
2. Evacuate all staff, clients and visitor from the Center.
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