
Phoned Threat 
 Remain calm and DO NOT hang up 
 If possible, signal other staff members to 

listen & no fy a supervisor 
 If the phone has a display, copy the number 

and/or le ers on the display 
 Write down the exact wording of the threat 
 Keep the caller on for as long as possible, 

use the Checklist to gather as much infor‐
ma on as possible 

 Be available to answer ques ons from re‐
sponse personnel 

 
Verbal Threat 
 If the perpetrator leaves, note which direc‐

on they went 
 No fy a supervisor 
 Write down the threat exactly as it was 

communicated 
 Note the descrip on of the person who 

made the threat: 
 
Wri en Threat 
 Handle the document as li le as possible 
 No fy a supervisor 
 On a separate piece of paper note: date, 

me, & loca on note was found & any sus‐
picious condi ons surrounding the delivery 
of the note 

 
E‐mailed Threat 
 Leave the message open on the computer 
 No fy a supervisor 
 Print a copy of the message 

 
BOMB THREAT CHECKLIST 

(CONTINUED) 

BOMB THREAT CHECKLIST  
REMAIN CALM AND TRY TO GET AS MUCH  

INFORMATION AS YOU CAN 

 
1. When is the bomb going to explode? 
2. Where is the bomb right now? 
3. What does the bomb look like? 
4. What kind of bomb is it? 
5. What will cause the bomb to explode? 
6. Did you place the bomb? 
7. Why? 
8. What is the address? 
9. What is your name? 
 
EXACT WORDING OF BOMB THREAT: 
_________________________________________

_________________________________________

_________________________________________

_________________________________________ 

Sex of caller:_______ Race: __________ 
Age: ______ Length of call: ___________ 
Time call received: ________ 
Date call received: ____________ 
Telephone number at which call is received: 
____________  

CALLER’S VOICE: 

BACKGROUND SOUNDS: 

BOMB THREAT LANGUAGE: 

REMARKS: 
Your name: ____________________________ 

Your position: __________________________ 

Your telephone number: __________________ 

Striving together to  
provide a safe and healthy 
work environment for all  
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□ Calm        □ Deep 

□ Nasal        □ Normal 

□ Soft        □ Distinct 

□ Angry        □ Whispered 

□ Stutter       □ Ragged 

□ Loud        □ Clearing Throat 

□ Excited       □ Deep Breathing 

□ Laughter       □ Cracking Voice 

□ Slow        □ Disguised 

□ Rasp        □ Accent 

□ Crying 

□ Rapid 

□ Street Noise        □ Motor   □ Factory Machinery   □ Office Machinery   □ Voices        □ Booth              □ Crockery        □ Long Distance   □ Animal Noises        □ Local   □ PA System        □ House Noises   □ Static   □ Music 

□ Well Spoken (education)           □ Incoherent    □ Foul                     □ Message read by threat maker           □ Taped           □ Irrational         

WHAT TO DO IN CASE WHAT TO DO IN CASE 

OF A BOMB THREATOF A BOMB THREAT  


