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Your Hotel

Bomb Threat 

Guidelines
Month / Day / Year

(It is important that you review every section of this manual and add to, change or remove all sections that do not match up with your property. It is also important to review this document with regards to what is legally correct in your operating area and if you operate in a union environment, that the words stay within the context of the existing union contract.) 
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BOMB THREAT GUIDELINES

Bomb Threat Procedure

Directions for Managers and Employees 

When faced with a bomb threat, the primary concern must always be the safety of personnel. A comprehensive threat response policy is required to ensure the maximum margin of safety of all persons. This section has been prepared with this most essential criterion in mind. 

In the event of a bomb threat, if evacuation is initiated, the exit routes and assembly areas should be searched prior to vacating the premises. Personnel cannot safely re-occupy the building and resume normal activities until a search has been conducted. These processes require a procedure with logical, chronological steps. 

Bomb Threat Reception 

Bomb threats are often transmitted by phone. The person receiving the call should be prepared to obtain precise information, including: 

▪
The time the call was received and on which telephone number or extension 

▪
The exact words of the person making the threat 

▪
Indicate whether it was a male or female voice and an approximate age 

▪
Note any accent or speech impediment or slurring of speech which could indicate intoxication or an unbalanced condition 

▪
Listen for the presence of any background noises such as traffic, music, or other voices indicate if the voice is familiar 

The person receiving the threatening call should be prepared to ask the caller certain questions if the information has not been volunteered. 

▪
Where is the bomb? 

▪
When is it going to explode? 

▪
What does it look like? 

▪
What kind of bomb is it? 

▪
Why did you place the bomb? 

▪
What is your name? 
The caller may provide specific information by answering these questions. 
Often the type of person making a threat of this nature becomes so involved that they will answer questions impulsively. Any additional information obtained will be helpful to police and explosive technicians. The Bomb Threat Checklist Report should be kept near your phone to assist you in recording this information.

Action to be Taken 

The employee receiving the call will notify his/her manager/supervisor immediately and provide a completed Bomb Threat Checklist Report to him/her, if their manager/supervisor is not available, contact the first available manager.

Senior Management will: 

▪
Proceed to emergency Response Room, or other Designated Area, to co-ordinate emergency efforts 

▪
Notify the police - Call 911
▪
Uniform Police Officer(s) will be dispatched to the scene

▪
Initiate the search procedure on direction of police 

▪
Initiate evacuation on direction of police (evacuation will be in accordance with the Fire Plan) 

Notification to police should be prompt, and include as much detail as possible. The person who received the threatening call should be available immediately for police interviewing. 

Search Procedure 

Police cannot conduct a proper search of your premises. Co-ordination of employee’s response is essential. Management staff and volunteer personnel will be designated responsibility for searching a specific area including washrooms and meeting zooms, etc. The Emergency Response Room (General Managers Office) will be specified as the control centre. A printed floor plan should be available to assist the search coordinator. As each area is searched, it must be reported to the designated Emergency Response Room and crossed off the floor plan. Senior Management in the designated Emergency Response Room will then determine if the search has been completed. 

Areas that are accessible to the public require special attention during a search, and may be vitally important if an evacuation is to be conducted. 

During the search procedure the question often arises, "What am I looking for?" The basic rule is look for something that does not belong, or is out of the ordinary, or out of place. Conduct the search quickly, yet thoroughly, keeping the search time to a maximum of 15 to 20 minutes. Both the interior and exterior of the building should be searched. If an unidentified or suspicious object is found, DO NOT TOUCH IT. 

Locating an Unidentified Suspicious Package 

When an unidentified object or package is found, the finder must not attempt to move or handle it. Notify the designated Emergency Response Room and give the following information. 

▪
Location of the object 

▪
Reason(s) suspected 

▪
Description of the object 

▪
Any other useful information 

▪
Evacuation intentions 

Senior management shall immediately notify the police providing them with all available information. Advise Police of the hotel’s contact person and where to meet the management representative. At this point the police will dispatch officers to the scene and a decision will be made as to whether the Explosives Disposal Unit will be called. 

While awaiting arrival of the Explosives Disposal Unit, the senior management shall: 

▪
Remove persons at risk 

▪
Establish perimeter control of the area and ensure no one approaches or attempts to move the object 

▪
Endeavour to establish ownership of the object. There have been instances where legitimate property has been left behind in error by innocent persons prior to the bomb threat being received. 

▪
Detail someone familiar with the building and the area where the object is located to meet the Explosives Disposal Unit personnel on their arrival. 

Continue your search procedure, until all areas have reported to the designated Emergency Response Room, as there may be more than one unidentified object. 

Evacuation Procedure 

Senior Management/Police/Explosives Disposal Unit will authorize the facility evacuation. 

If an unidentified object is found, a quiet and systematic evacuation from the area should be initiated. 

Evacuation Routes and Assembly Areas must be searched, stairwells, corridors, elevators, and doorways. These areas should be searched first, and when completed personnel should be assigned to direct other employees along the searched exit routes. 

Evacuation to a minimum distance of 300 feet in all directions, including the area above and below the unidentified object, should be carried out. Elevators should not be used to evacuate people under normal circumstances. A power failure could leave them trapped in a hazardous area. Attention should be paid to the need for special transportation requirements of handicapped persons. 

The essential task in evacuation procedures is to direct people to quietly and safely leave the premises, using tact and power of suggestion in an effort to maintain control and avoid panic. Once an evacuation has taken place, managers or designate will ensure the building is evacuated and all personnel are accounted for. This may be a difficult task, but it is necessary to ensure the safety of all personnel. 

Re-Occupation of Building 

Re-occupation of the building is a decision that must be made by senior management in consultation with the police. If the evacuation was made without a search, the premises should be searched before re-occupying the facility.

Training

Any effective Bomb Threat Procedure must be accompanied with an adequate training program. Training the essential personnel should encompass both the preventative and operational aspects of the procedure. Prevention can be accomplished through employee awareness, developing good housekeeping habits, and being on the alert for suspicious items and persons. Management and Supervisors are responsible for training employees in the Bomb Threat Procedure process. 

Operational training will be coordinated by the Health & Safety Committee.

Appendices
Appendix 1
Bomb Threat Procedure Summary

Bomb Threat Procedures 

All bomb threats must be taken seriously. 

Telephone Bomb Threat
▪
Be calm and courteous. 

▪
KEEP THE CALLER ON THE LINE AS LONG AS POSSIBLE. 

▪
Obtain as much information as possible (refer to the Bomb Threat Checklist Form located near your telephone).

▪
Immediately notify a manager/supervisor and hand deliver the completed form to them. 

▪
Do not spread word of the threat. 

▪
Await instruction from senior management

Evacuation for Bomb Threats 

▪
Should an evacuation for a bomb threat be implemented, you will be advised verbally. 

▪
Gather up personal purses, briefcases, bags, and coats. Search your workspace before leaving. Report any suspicious findings to a Manager/Supervisor. 
▪
EVACUATE THE BUILDING AS DIRECTED, (use normal fire evacuation routes if possible). 

▪
MOVE AWAY FROM THE BUILDING TO A DESIGNATED LOCATION.

▪
DO NOT ATTEMPT TO RETURN TO YOUR WORK AREA UNTIL IT IS DECLARED SAFE BY MANAGEMENT.

If You Discover a Suspicious Looking Package or Object 

▪
DO NOT TOUCH THE PACKAGE 

▪
EVACUATE THE IMMEDIATE AREA where the package has been discovered. 

▪
When away from the package, immediately notify a Manager/Supervisor and give the following information:

▪
Where the package been discovered 

▪
Details of the suspicious looking package 

▪
Your name and telephone number
Appendix 2
Bomb threat Guidelines

Evacuation Guidelines

Keep Cool  


Follow Instructions of Supervisor


Remember that you have a bomb threat plan and have been trained to cope with this.


When evacuating, remove personal property, such as lunch containers, briefcases, purses, etc.

Search Guidelines


Search your immediate area.


Don’t touch anything – Report any suspect object.


You can be of help by identifying strange or misplaced objects.


Unlock drawers, cabinets etc. for search crew.

Precautions

Should a device or suspect device be discovered:


Do not touch or move it.


Do not assume that it is the only one.


Do notify your control centre immediately.

When a Bomb is Received


Listen.


Be calm and courteous.


Do not interrupt the caller.


Obtain as much information as you can.


Initiate call trace action (where possible) and notify your responsible authority by pre-arranged signal while the caller is on the line.

For telephone call tracing, call:

Questions to Ask?


What time will the bomb explode?


Where is it?


Why did you place the bomb?


What does it look like?


Where are you calling from?


What is your name?
Appendix 3
Threat Recipients Particulars
Name

Department 
Person to Contact 

Telephone

Recorded Data Ask:



                                    ( am     (  pm

Date

Time
Duration of Call

Exact Wording of Threat

Identifying Characteristics:

Sex

Estimated Age
Accent (English, French etc.)

Voice (loud, soft, etc.)

Speech:
Calm
Slow
Fast
Crying
Stutter
Deep
Loud

Broken
Giggling
Slurred
Accent
Angry
Rapid
Stressed



Nasal
Lisp
Excited
Disguised
Sincere
Squeaky
Normal 

Diction (nasal, good, lisp, etc.)

Manner (calm, emotional, vulgar, etc.)

Background noises

( Voice was Familiar (specify):


 

( Caller was familiar with area:








 
Our Hotel 

Our Address, Our City, Our Province, Our Postal Code
Acknowledgement of Receipt of Fire Safety Plan

I acknowledge that I have received my personal copy of Our Hotel Fire Safety Plan. In consideration of my employment with the Hotel, I agree to read, observe, and abide by policies and rules contained in this manual. I understand this manual is designed for quick reference and general information and sets forth many but not all of the Hotel’s policies and guidelines under which the Hotel operates. I also acknowledge that this manual is not in any way intended as a contract of employment.

I understand that the policies and procedures described in this manual are for the purposes of the information only and may be amended or modified by the Hotel at any time, with or without prior notice.

Employee Signature

Date
Manager’s Signature

Date
�








PAGE  
10
We Train Hotels.com

