
Sample Checklist for Bomb Threats 
 
Bomb threats are a significant problem to school districts/schools throughout the United States.  
Although more than 90% of bomb threats turn out to be pranks designed to be disruptive and 
cause chaos, school districts/schools must take each threat seriously because of the real potential 
for death and serious injury. 
 
School Districts/Schools should work with telephone companies to install technology that can 
facilitate attempts to trace threatening calls.  In addition, since hoax calls are often perpetrated by 
students who are absent from school, that day’s absentee list should be examined carefully for 
potential sources of such calls.  In those cases where the threat is either a note or a message on 
the wall, school districts/schools should review security cameras tapes for possible information. 
 
DIRECTIONS:  Use the following checklist to assess the school building’s/school district’s 
response.  Place the date below and mark the individual’s name, in the completed block, who is 
confirming that the action item has been completed. 
 

DATE:  _________________________ 
 

Action Item Completed 
If a call is received at the School District Office: 
The person receiving a call should attempt to obtain information from 
the caller using the bomb threat checklist.  This list should be located at 
each telephone. 

 

Superintendent/Designee reviews information provided by individual 
who received the threat. 

 

The Superintendent/Designee calls 911 and informs police about the 
threat, as well as a brief report of the incident. 

 

Notify the Principal/Designee of the affected building (s).  
Notify Transportation Director.  
Relocate students onto buses or into other facilities while the search is 
conducted. 

 

After the incident is terminated, determine if this incident requires lost 
time to be made up on weekends or at the end of the school year. 

 

Upon receipt of a bomb threat report at a School Building (location of a possible 
bomb is known): 
Principal/Building Administrator/Designee determines the known facts. 

• How was the threat communicated? 
o Was the phone checklist/form used? 
o Was a note or printed message located? 
o Were the police notified? 

 

Implement Incident Command System.  
Set up Incident Command Post.  
Law enforcement arrive on scene.  



 
The school Incident Commander turns over command to the ranking 
police officer as the overall Incident Commander. 

 

Brief Police Incident Commander of the situation facts upon arrival at 
the school including cause of incident, identity of the hostage (s) and 
hostage taker (s), and their location in the building, if known. 

 

The school Incident Commander should report to the Joint Incident 
Command Post. 

 

Make decision on whether or not to evacuate in consultation with the 
Superintendent/Designee, Principal/Designee, and law enforcement. 

 

Search Procedures: 
Conduct a quick visual search of the exterior grounds and public areas 
of the building. 

 

Search evacuation routes.  
Conduct a comprehensive search by having all staff search their work 
area, in addition to the grounds and public areas, such as restrooms, 
closets, etc.  Teachers search their own areas. 

 

Evacuate after searching and clearing exit routes and assembly areas.  
Evacuation Procedures: 
Evacuation message is delivered by runners.  
Anyone not assigned a teaching duty will immediately report to the 
office. 

 

After evacuation routes have been searched, students and staff evacuate 
using the fire evacuation plan, if possible. 

 

Before leaving the room, teachers take a count of students, scan the 
room for anything out of the ordinary and, if possible, open the 
windows, but do NOT lock classrooms. 

 

Teachers bring class list/roll books and Go Kits.  
All personnel are removed to a minimum distance of 500 feet from the 
building.  Personnel should not be staged around vehicles or trash 
containers. 

 

All staff and students are accounted for by attendance being taken again 
when everyone has reached the assembly area.  Missing student (s), 
staff, and anything noted during the scan of the classroom, is reported 
to the principal/designee or the emergency personnel. 

 

Upon completion of the search, or removal of the device, the all clear is 
given and the school resumes normal activities. 

 

Call staff meeting to hold a review of the incident and discuss changes 
to procedures. 

 

Update checklist, if necessary.  
Early dismissal during an evacuation or relocation to another site: 
Reunification Plan is activated.  
Emergency Transportation Plan is activated.  



 
Communications: 
Notify the Public Information Officer to activate the Communications 
Plan. 

 

Communication Plan is activated.  
Cautions/Notes: 
When conducting a search: 

• No two-way radios or cell phones should be used. 
• Do not turn off lights or electrical equipment. 
• All search efforts should be conducted quietly and quickly without alarming or 

informing pupils.  
• Searches are systematic and conducted in levels: 

o Search the floor and area up to waist high. 
o Search waist high to chin high; and  
o Search chin high up to the ceiling. 

• Suspicious objects should not be touched or moved. 
Evacuation: 

• Coded messages should not be used. 
• Students and staff will not return to the building until it has been declared safe by 

municipal law enforcement.   
• Evacuation will only occur during lunchtime or assemblies when circumstances 

are so extreme that a return to classes first is not possible. 
 


