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• Bomb Threat Aid Cards should be under all phones.  Obtain as much 
information as possible. 

• Offices on county phone system call 1111 to report a threat or suspicious 
object 

• Be aware of your surroundings including any packages that are out of 
place.  Never touch or move a suspicious object. 

• If a bomb is found, pull fire alarm, evacuate building using same evacuation 
procedure as fire and notify your supervisor 
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Building Evacuation for Bomb Threat or Fire 
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I. Wood County will provide a copy of the Bomb Threat Procedure and the Fire 
Procedure to all employees and will provide training on the same.  Each 
department shall post an evacuation route designated the fire/bomb safe 
area. 

II. Procedure if Bomb is Found or Suspect Item Identified 

A. Suspect Item:   

1. Obtain all information regarding suspect item.  Do not touch or move 
item. 

2. Pull fire alarm. 

3. Evacuate to designated bomb/fire safe area. 

4. Person making the discovery must report to the designated staging 
area to report the situation. 

B. Procedure if Bomb Threat is Received  

1. Telephone Threat:   

a. Obtain all information possible from the individual who is making 
the phone threat by completing the "Bomb Threat Aid" form below.  
Form should be located directly under bottom of every phone. 
Employee receiving threat or suspect item shall immediately call 
extension 1111, advise Supervisor/Department Head or Law 
Enforcement Officer on the premises of the situation, and report to 
the designated staging area with the Bomb Threat Aid card for 
assessment. 

b. If the threat is determined to be credible, the most senior 
Department Head or Law Enforcement Officer shall evacuate all 
personnel to the designated fire/bomb safe area and direct 
operations until relieved by outside law enforcement.  

III. Fire Identification Procedure 

A. If a fire is suspected, the employee shall activate the fire alarm. 

B. Evacuate to designated fire/bomb safe area. 
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C. Call 911 to report situation. 

IV. Evacuation Procedures in the event of fire, bomb threat, or discovery of a 
bomb in the work area 

A. Employee Responsibility 

1. Prior to leaving the building, visually check your immediate work area 
for anything that may appear to be "unusual".   

2. DO NOT touch any item that is out of the ordinary.  

3. DO NOT use cellular phones or two-way radios which could activate 
the device. 

4. Report all suspicious items/activity to your Supervisor immediately. 

5. Secure all funds, work station and office. 

6. Take personal items with you such as purses, briefcases, and 
backpacks. 

7. All personnel/visitors shall evacuate to bomb/fire safe area. 

8. Always use stairways to get to your bomb/fire safe area. DO NOT use 
elevators. 

9. Remain at the bomb/fire safe area as an office/department unit for 
further instructions from a County official or emergency response 
personnel. 

B. Office/Building Monitor Responsibilities 

1. Each office/department shall have a primary and secondary Office 
Monitor who will be responsible for the following: 

2. Maintain a working flashlight. 

3. Obtain an accurate count of all personnel/visitors in the office. 

4. Assign one person to each physically challenged person in the office. 

5. Direct the people in the office to the appropriate exits and control the 
speed of the evacuation to avoid panic. 

6. Report to the bomb/fire safe area. 

7. Conduct a second count of all personnel/visitors in the office upon 
reaching the bomb/fire safe area. 
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8. Report to the designated staging area and advise the building monitor 
that the office has been evacuated. 

C. Each building shall have a primary and secondary Building Monitor who will 
be responsible for the following: 

1. Maintain a working flashlight. 

2. Evacuate to the fire/bomb safe area. 

3. Verify with the office monitors that all persons have been evacuated. 

4. Report employee/visitor counts to the county representative at the 
staging area. 

V. Bomb Search (By specially designated personnel only) 

A. By the direction of law enforcement officials, specially trained volunteers 
shall assist the emergency responders in the search of said facility. 

B. All search operations will be coordinated via an Incident Command Post. 

C. A representative of the affected facility shall report to the incident command 
post in order to provide access to building. 

VI. Re-Entry 

A. After an "All Clear" is issued by law enforcement officials, 
employees/visitors may return to their office or work.  
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