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 Policy:  To define the scope and method for providing immediate action during a bomb threat incident.
Procedure:
1. Engage caller in conversation.
2. Be calm, and if possible, take notes of the conversation.
3. Try to determine:

· The exact location of the bomb 

· The source of the threat 

· Time of the threatened explosion 

· Background noises on the phone 

· Qualities of the caller’s voice 

· Gender and approximate age of the caller
      4.
If possible, have someone listen in on the call.
      5.
Check "CALLER ID", or immediately after the caller hangs up dial *69 to determine where the call originated.
      6.
Call the NIH Police by dialing 911 (on campus) or 9-911 (off campus).
7. Never touch a suspected bomb.

8. If possible, turn off all radios and transceiver equipment near the suspected area.
9. Evacuate all staff, subjects and visitors from the building in an orderly manner.  *Refer to the MEG Core Facility Evacuation Floor Plan.
10. Cooperate with emergency personnel during evacuation to resolve the incident.
11. Notify all appropriate staff.
Reference:

1. NIH Occupant Evacuation Plan – 1430, NIH Policy Manual (ttp://www1.od.nih.gov/oma/manualchapters/management/1430/main.html).
