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Bomb Threat Procedure
A bomb threat may be delivered verbally, electronically, or in writing, and must be treated as credible until proven otherwise, requiring calm assessment, immediate reporting to STS, and coordinated actions to protect occupants while Police determine the validity and severity of the threat.
	Role / Parties
	Actions and Response Procedures

	Person(s) receiving the Threat
	· Stay calm and keep the caller talking if via phone; use the Bomb Threat Checklist if available.
· Record exact wording, caller details, background noises, and any identifying information.
· Do NOT hang up the phone, keep them on the line for as long as possible to try to get further information about the threat.
· Immediately call STS on 6304 3333 (or extension 3333) from another phone if possible.
· Preserve emails or written threats without altering or forwarding them.

	Staff, Students and Visitors
	· Follow instructions from STS/ECO; prepare to evacuate or relocate if directed.
· Do not touch or search for suspicious items.
· Avoid sharing threat information on social media.
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