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1. [bookmark: Procedure_Report_Fire]PROCEDURE FOR REPORTING A FIRE: 

Any person detecting smoke or fire should activate the nearest fire alarm pull station and alert occupants to evacuate the building. The Emergency Evacuation Coordinators will identify the location of the fire alarm pull stations for the employees on that floor. To access emergency services (public 911) from your desk phone, you need to dial 9-911. 

Locations of the Fire Alarm Pull Stations

The Fire Alarm Pull Stations are located on every floor next to the stairwells. 
· Stairwell A is located on the YWCA side of 55 Farmington Avenue
· Stairwell B is located on the Farmington Avenue side of 55 Farmington Avenue

In addition, there are the following:
1st floor – next to each exit door in the stairwells, next to the front and rear employee entrances, and inside the Property Management Office.

There are wall diagrams located next to the elevators within 55 Farmington Avenue and next to the stairwells inside the garages showing the pull station locations.
 
2. [bookmark: Procedure_Report_Other]PROCEDURE FOR REPORTING OTHER LIFE THREATENING BUILDING EMERGENCIES: 

Any employee who comes across or witnesses any incident, which has a real potential for harming the safety and/or health of any or all persons in the building, and if you believe the situation warrants it, immediately call 911 ( 9-911, if you are calling from an office telephone); be prepared to provide your name, exact location, the nature of the emergency, etc., and stay on the line to answer any questions the dispatcher may have. These types of emergencies can include medical emergencies, workplace violence emergencies, building structural emergencies, and weather emergencies, just to name a few. 

Immediately thereafter notify the Security Desk (860-622-2153) to advise them of the emergency so they are then able to quickly direct arriving emergency first responders to the correct location.  (Fire alarms are only to be activated in the event of a suspected fire condition and generally speaking are not to be used for other types of emergencies that may occur.)

If there are any questions regarding non-life threatening building issues, please contact your floor coordinator or Building Management.  The Buildings Alarm/PA System may be used for instructions to employees on building evacuations that are not fire related.












 
3. [bookmark: Evacuation_the_Building]EVACUATING THE BUILDING - All Employees
In case of an emergency, the cooperation of everyone inside the building is needed. Below are some things to remember that can make the evacuation procedures go as calm and smoothly as possible. 

a. Identify two means of escape from your workstation.
b. When the alarm sounds remain calm and exit the building IMMEDIATELY and quickly.  All occupants must exit the building by using the exit closest to their location unless that exit is the source of the emergency or there are people in need of assistance. Do not go to the restroom or back to your desk before exiting. There are exit signs posted at each stairwell. It is imperative that all people evacuate the building immediately during an alarm situation or when instructed to evacuate. Become acquainted with the nearest exits and fire alarm pull stations in your area. 
c. The exiting of all visitors to 55 Farmington Avenue is the responsibility of those employees to whom the visit was made. This includes meetings, conferences, training seminars, etc. When having a large group of people that are not familiar with this building that are attending a meeting, conference, etc., you should inform them of the procedures to be followed in case of a building emergency prior to starting your meeting, etc.  Please instruct your visitors where they should exit the building, where they should go once they have exited the building and to stay with you at the evacuation location until all people are accounted for. If available bring any rosters or list of visitors with you when you evacuate. The visitor's sign in sheets at the security desk will be checked. 
d. Walk quickly. Do not run. 
e. Offer assistance to anyone in your area who requires or appears to require your help. If that person is unable to exit the building using the stairs, have them report to the freight elevator alcove (Area of Rescue Assistance / Area of Refuge) where the Fire Department will assist with evacuation. 
f. Do not use the elevator in a fire emergency. 
g. Never prop doors open.
h. Feel a door before opening. If it is hot, or the hallway is filled with smoke, use an alternative exit. 
i. If exposed to heat or smoke, stay low, near the floor. 
j. Close all doors behind you. 
k. Do not fight fire by yourself. 
l. Tenants who enter the stairwells on upper floors should make sure that they walk down the stairwell as close to the inner railing as possible. This will allow tenants entering from other floors to gain access into the stairwell and continue moving toward the building exits. 

Once outside the building, all personnel are to meet at the Flower Street parking lot or in the YWCA parking lot based upon which stairwell they use to exit the building. 
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Do not re-enter the building until a Hartford Fire Department Official or the Building Emergency Evacuation Coordinator announces it is appropriate to return. Once you are allowed to re-enter the building, do so quickly as to not hold up traffic.


[Type text]	[Type text]	[Type text]
[Type text]	[Type text]	[Type text]
Employees who work in the building outside of normal working hours must be aware of the special responsibility to sound the building fire alarm in case of fire. The fire alarm system of the building is programmed to alert the fire department. If possible, as a back-up, call local 911 by dialing 9-911 and meet the responding fire or emergency personal at the front of the building. 















4. [bookmark: Area_of_Refuge]AREA OF RESCUE ASSISTANCE (AREA OF REFUGE) 

Employees who need help to exit the building must make their needs known to the Emergency Evacuation Coordinator on the floor where they are assigned, and the time frame they believe they would need assistance. If you are someone who needs assistance, please do not feel embarrassed and don’t wait until an emergency or drill to inform your coordinator. There is a form (Evacuation Assistance Form) in Appendix A of this plan that should be filled out and given to your Lead Emergency Evacuation Coordinator who will share it with the Building Emergency Evacuation Coordinator. These forms must be filled out and submitted even if the physical challenge is temporary.  In the case of a temporary need for assistance, please notify your floor emergency evacuation coordinator when you no longer need help to evacuate the building.

At the time of the alarm, people who are unable to exit the building using the stairs must assemble in the freight elevator alcove. If that area has been compromised, please go to an alternate stairwell, away from the obstruction, and have someone notify your floors’ Emergency Evacuation Coordinator.  FOR THE SAFETY OF ALL, employees who have to exit the building by the stairs at a slower pace or with medical equipment (such as crutches, canes, etc) must wait in the hallway outside of the stairwell until all others have exited. (These people will not have to exit the building during a drill, but they must go to the area of refuge where they can be accounted for.)


5. [bookmark: Duties_of_Coordinators]DUTIES OF BUILDING EMERGENCY EVACUATION & EMERGENCY EVACUATION COORDINATORS AND BACK-UP STAFF

The Building Emergency Evacuation Coordinator will coordinate the evacuation from this building. The Building Emergency Evacuation Coordinator records floor reports as they are received, via radio, from each floor’s Lead Emergency Evacuation Coordinator on an evacuation checklist found on the clipboard.  All information from the Evacuation Assistance Form and list of Emergency Evacuation Coordinators should also be attached to the clipboard. The clipboard and attached information is kept in the Building Management Office and should be updated as needed.  If the alarm is after 4:30 PM, the second shift guard will provide the radio, accessible needs personnel information and list of Emergency Evacuation Coordinators.

Each floor has been divided in halves. Each half has a person assigned to be the Emergency Evacuation Coordinator and at least two employees to back them up. Each floor also has a Lead Emergency Evacuation Coordinator, which in most cases is one of the coordinators. All roles assigned to an employee should have three (3) backups to ensure coverage Monday through Friday, from 8:00 am until 4:30 pm.

In the event that the fire alarm system needs to be taken offline for maintenance, the emergency evacuation coordinators on each floor will be notified.  If the system is offline, pulling a fire alarm will not sound the alarm.  Coordinators will need to be extra vigilant for their floors until the alarm has been reinstated.  If there is a fire where an alarm needs to be sounded, call 911 and Security 860-622-2153 to inform them of the specifics of the incident. 

Building Management will hold semi-annual meetings for all Lead Emergency Evacuation Coordinators, Emergency Evacuation Coordinators, and Back-up Coordinators. These meetings will take place immediately after each fire drill in the Mark Twain Room.

*EVERY EMERGENCY EVACUATION COORDINATOR AND BACK-UP MUST REPORT TO THE MARK TWAIN ROOM IMMEDIATELY AFTER A DRILL FOR THE AFTER ACTION MEETING.  








a. The specific duties for the Lead Emergency Evacuation Coordinators and the backup Lead Coordinators are as follows:

Pre-Emergency / Drills

1. Check evacuation routes regularly for safe exit routes. 
2. Manage assignment of floor coordinators and backups.  Inform Building Management of any problems with coverage that cannot be resolved at the floor level. Ensure that Emergency Evacuation coordinator coverage is assigned for the floor Monday-Friday 8am-4:30pm.  Add extra back-ups if needed due to Alternate Work Schedules.  All Emergency Evacuation Coordinators must be trained and oriented to procedures and all information needed in the event of an emergency evacuation of the building. 
3. Periodic meetings should be held with the floor Emergency Evacuation Coordinators and backups to review the floor plan and emergency information. Ensure that all quadrants have an assigned Emergency Evacuation Coordinator and Back-ups if needed.  
4. Gather and distribute information on the “Evacuation Assistance Form(s)” to the Safety Office before an emergency and give this information to the Building Emergency Evacuation Coordinator during an emergency. 
5. Maintain radios, which includes: proper battery operation, monthly testing, appropriate storage and maintenance of radio.  During the emergency one radio should be left with anyone who needs assistance exiting the building. If there is more than one person in need of assistance, they can stay together to use the one radio.
6. Instruct all employees in the Emergency Plan for the building and your floor.  Provide at a minimum, annual reviews or updates to all employees on the floor. Convey the need for all employees to take this issue seriously. Personally remind employees that are not following the procedures, if needed. 

During Emergencies / Drills

1. When the alarm sounds and evacuation is necessary, ensure that everyone has exited (exceptions for persons that need assistance) and report this to the Building Emergency Evacuation Coordinator. 
2. Stay in contact with the Building Emergency Evacuation Coordinator for further instructions or in case more information is needed regarding your floor.

      b.   Duties of the Emergency Evacuation Coordinator and back-ups are as follows:

1. If evacuation is necessary, ensure that everyone has exited (exceptions for persons that need assistance). One of the Emergency Evacuation Coordinators should remain with the people who are unable to exit the building and are in the Area of Rescue Assistance. Another Floor Emergency Evacuation Coordinator must report to their Acting Lead coordinator who will notify the Building Emergency Evacuation Coordinator and/or Hartford Fire Department officials where and how many people (including the remaining Emergency Evacuation Coordinator) are still on the floor. 
2. Confirm evacuation of assigned area with your Acting Lead Emergency Evacuation Coordinator and assist anyone who needs help evacuating the building.  
3. Back-up Emergency Evacuation Coordinators perform the duties of the Emergency Evacuation Coordinators they are assigned to back up. 
4. Assist other Emergency Evacuation Coordinators if needed. 















Instructions to Employees:

Leave the building using the exit nearest to you. 

Instructions for Evacuation Coordinators:
1. Prior to an emergency or drill, the Lead Emergency Evacuation Coordinator must put together a Floor Clipboard with the following documents:

a. The checklist of the quadrant coordinators, backups and other assignments.  
b. A copy of any current Handicapped Personnel Inventory Form(s) for the floor. 
c. A pen or pencil.
d. Current lists of employees in that quadrant with the Supervisors highlighted.  

2. At the sound of any alarm all Coordinators and their alternates shall proceed to the central area in front of the main elevators.  If the Lead Coordinator or his alternate is absent the remaining Coordinator will quickly assign an acting lead person.
3. The Lead Coordinator shall ensure that all coordinators or backups perform a sweep of their quadrant.  If there is a need, the Lead Coordinator shall assign a backup to sweep another area.  As Coordinators leave the building, each shall check to assure the floor sign has been deployed and proceed to the assembly point.
4. The Lead Coordinator (or alternate/designee) shall take the clip board, the radio and extra battery and turn on to channel 1.  
5. Coordinators shall perform a sweep of their assigned areas, including checking all enclosed spaces located in their workspace.  
6. On exiting the building each Coordinator shall report to the Lead Coordinator (or his alternate/designee) regarding the status of their area i.e. clear or not clear.
7. The Lead Coordinator report to the Building Emergency Evacuation Coordinator regarding the status of the floor (i.e. floor number clear with the number of person(s), if any, in the refuge area requiring assistance).
8. Each Coordinator shall take up a safe position to be visible, and help keep personnel together. Coordinators shall remain at the designated assembly point and be prepared to receive further instructions from the Lead Coordinator.
9. Make sure the Auditors have a copy of the plan and know what to do in an Emergency


	
1st Floor Instructions for Building Evacuations







Instruction for Employees:
Leave the building using the exit nearest to you. Proceed to the appropriate floor assembly area. A security guard from the 1st floor lobby should pick up the Floor Sign and Safety Vest and walk down to the Flower Street  parking lot.  


6. [bookmark: Radio_Protocol]TWO-WAY RADIO PROTOCOL for 55 FARMINGTON AVENUE

Utilization, storage and maintenance of radio equipment located at the main offices of 55 Farmington Avenue are the responsibility of the Lead Emergency Evacuation Coordinators. This applies only to two-way radios purchased for building emergencies. If the radio becomes inoperable, contact the Building Emergency Evacuation Coordinator.

a. Equipment
Hand held FM two-way radio equipment is available for use during emergency evacuation of 55 Farmington Avenue and emergency training. Radio communication devices consist of portable FM two-way radios.   

b. Location of Emergency Radios
Two radios will be supplied to each floors’ Lead Emergency Evacuation Coordinator and also to the Building Emergency Evacuation Coordinator. The Lead Emergency Evacuation coordinator for each floor shall be responsible for storage and maintenance of the assigned radios.  Each Lead Emergency Evacuation Coordinator should also ensure that the other Emergency Evacuation Coordinators on that floor and/or the back-up coordinators will have access to the radios when they are not in. 

c. Operation of Emergency Radios for monthly check
Each Floor’s Lead Emergency Evacuation Coordinator or back up coordinator must check their floors’ radios at least once a month:
1. Select operating Channel 1, primary Channel. 
2. Turn radio on. 
3. Depress the PPT (Press to Talk) switch on side of radio to send message. 
4. Report “radio #1 on the ____ floor is in service and say your name”. Repeat for the 2nd radio on your floor. 
5. Release the PPT switch to receive affirmation that the radio is operational. 
Note: Radios tuned to other channels will not communicate as identified by a tone signal.

d. Proper Radio Communication Procedures 
During a building evacuation radio use shall be restricted to the following reports:
1. Floor status report that evacuation has been completed. 
2. Status of "in Need of Help" personnel who are assembled in the freight elevator alcove area of each floor. One of the floor’s radios should be left with anyone who cannot exit the building and are waiting for rescue.
3. Personnel unable to be accounted for who may still be in the building. 
4. Emergency condition requiring an alternative evacuation procedure such as: 
a. Smoke/fire in stairwell 
b. Building structural damage 
c. Injured personnel 
d. Relocation of "in Need of Help" personnel 
e. Rapid deterioration in air quality 

e. Radio Communication Procedures in Assembly Areas
Use of radios outside are restricted as follows:
a. Radio shall be maintained in a message receiving mode 
b. Identify floor number and name of person when sending a communication 
c. May send communication for personnel requiring immediate medical attention 
d. Respond to a report or submit a report for unaccounted personnel 
e. Receive messages on directions to maintain order and relay messages to assembled persons evacuated from the building. Note: The radios operate under FCC licensing and operation rules. Illegal operation is punishable by fine or imprisonment or both.

f. Radio Storage
 Radios, extra batteries, and any accessories, shall be stored so it is easily accessible for emergencies.

g. Radio Maintenance and Monthly Checks
1. The radio is powered by a rechargeable battery which requires periodic recharging to maintain peak operation capabilities. 
2. On or about the first Tuesday of each month, at 9:00 AM Building Management conducts a radio check with the floors.  This radio check also serves as a reminder that the radio battery levels should be tested to determine the level of charge. 
3. The NiCad battery pack should not be recharged if fully charged. Recharging of the NiCad battery pack should not exceed 8 hours. 
4. Alternate battery pack AA batteries must also be tested. 
5. Replacement of AA batteries must be made when the charge level is below 75% of full charge.
6. Other Batteries in newer radios are…Lithium-Ion and do not have a “memory”. They can be kept on the charger for a longer period of time, but should be left off the charger until the battery is discharged and then put back on the charger.
 
7. [bookmark: Medical_Emergencies]REPORTING A MEDICAL EMERGENCY

a. Call for Emergency Services at 9-911 and give the following information: 
Your Name: 
The Building Address (55 Farmington Avenue, Hartford) and the Floor you are on.
The nature of the emergency and any other information asked for.
b. Stay on the phone until the 911 operator has all information they request. 
c. Assign someone to meet emergency personnel and direct them to the emergency. 

8. [bookmark: Other_Emergencies]OTHER EMERGENCIES
a. Workplace Violence Incidents 
Workplace Violence incidents can include but are not limited to: 
1. physical abuse, 
2. verbal abuse, 
3. vandalism, 
4. arson, 
5. sabotage, 
6. assault, 
7. suicides/near suicides, 
8. possession or use of weapons at work, 
9. threatening phone calls or emails,
10. intimidating presence, and
11. harassment, including being followed, sworn at, or shouted at.

The potential perpetrators can include:
1. Fellow employees / contractors (current or former)
2. Customers / Public
3. Strangers in the workplace
4. Personal Relations (of yours, of another employee, or of a customer)
If any employee witnesses or is being threatened must notify their manager and Humans Resources as soon as possible. 
b. Other Building Emergencies
Other Emergencies may include, but are not limited to facility issues such as broken pipes, shaking or swaying of the building, loud noises, new cracks in the walls, etc.  If you are concerned about these types of incidents, please call Security Desk at 860-622-2152 or 869-622-2153. Building Management and will try to keep everyone informed when there are building issues about which employees may be concerned.

Information on other types of emergencies can be found at Ready.gov – Prepare – Make a Plan - Stay Informed and include emergencies involving:

· Natural Disasters
· Pandemic
· Technological & Accidental Hazards
· Terrorist Hazards
· Lock-Down Scenarios / “Shelter-In-Place” - TBD

c. Suspicious Mail / Package

Suspicious mail and/or packages that may pose a chemical or biological threat may be received by mail from time to time in Connecticut.   To prevent potential exposures and subsequent infection, all employees handling mail should know how to recognize a suspicious package or envelope and take appropriate steps to protect themselves and others. 

d. If you see something – Say Something – Call Security at 860-622-2153

See Something, Say Something" is the theme of a state-wide public awareness campaign empowering residents of Connecticut to help protect the state from terrorism and keep everyone safe. The campaign urges people to be alert and aware of their surroundings and report any suspicious objects or activities to the proper authorities. The campaign is commissioned by the Connecticut Department of Transportation and the Connecticut Department of Emergency Management and Homeland Security. It is funded by the federal Transit Security Grant Program.

It can be hard to know just what "something suspicious" looks like. But you know the world around you--the things that you see every day. And you'll notice if something seems a little strange, out of place or just not quite right.

	IN THE WORKPLACE

If something doesn't look like "business as usual" don't hesitate to check with your boss or security personnel.
-Packages, bags or boxes left unattended in public areas like a lobby or parking garage.
-Unexpected or odd-looking packages mailed to your place of business.
-People you don't recognize entering unauthorized areas.
-Anyone tampering with surveillance cameras, safety systems, machinery or other sensitive equipment.
-Exposed wiring, leaks, strange smells or other signs of potential tampering.



e. [bookmark: Threatscallsbombs]Threatening Phone Calls and/or Bomb Threats (a form of workplace Violence)

There are two forms attached to this plan. One is a general telephone threat form that can be used for any kind of threat received over the phone and the other for a bomb threat that has been called in.  In either case, try to get as much information as possible from the caller.  These forms will help you ask the questions and record other information that will be helpful to law enforcement.

1. [bookmark: bombs]Bomb Threats

i. If you receive a bomb threat phone call get as much information as possible from the caller. Use the attached Bomb Threat Form if possible. If possible, have someone contact your local 911 and your facility manager while you are speaking with the caller. If the caller doesn’t stay on the phone, notify 911 yourself, immediately. In the case of a bomb threat, all employees in the building should be notified to evacuate the building using the emergency evacuation procedures. Remember to stay away from parking lots, cars, and dumpsters or any other place where someone may have placed a bomb. 
ii. The Local Police or the State Police and other concerned parties must be notified as soon as possible. Once an officer arrives, he/she may want to speak to the person who actually received the call. Please let the facility manager (during the work day) or the security desk 860-622-2153 (after hours) know where you will be.


2. Procedures for Threatening Phone Calls

i. Notify your Supervisor, Manager or someone from Human Resources of the call. 
ii. After hours and on weekends call the security desk 860-622-2153
iii. Give all the information to the dispatcher including: 
iv. Your full name and phone number 
v. Where you can be reached should there be further questions. 
vi. Your supervisor's name and phone number. 
Getting as much information as possible from the caller and passing this information to the appropriate people immediately is very important.  Appendix C contains the Threat Forms that can assist in gathering information from the caller and about the threat. Keep it in a convenient location near your phone.
The decision of whether to take a caller seriously will be determined by the Police, the Commissioner, and the Facility Manager.
If you have any questions regarding these procedures, please speak to your supervisor.
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Appendix A
[bookmark: Person_Disability]		
Evacuation Assistance Form
	NAME
	 

	BUREAU AND DIVISION
	 

	NORMAL WORK AREA
	 

	NATURE OF             HANDICAP
	 

	SPECIAL ASSISTANCE
DEVICE
	 

	AREA OF ASSEMBLY
	Freight Elevator Alcove  Floor # ________

	SPECIAL INSTRUCTIONS
	 

	 
 


TO BE COMPLETED WHEN NECESSARY AND SUBMITTED TO THE LEAD EMERGENCY EVACUATION COORDINATOR FOR THE FLOOR WHERE THE PERSON IS LOCATED.

Any person needing assistance exiting the building or will need to evacuate slower than other people should wait near the stairwell. Once others have passed, enter the stairwell and exit at your own pace or wait on the landing for assistance from the fire department. Those who know they cannot exit using the stairs need to wait in the Area of Refuge, the freight elevator alcove, located on each floor. 
The above information will only be used for the safe evacuation of people from 55 Farmington Avenue. Once you have completed this form, please give it to your floors Lead Emergency Evacuation Coordinator. They will give a copy to Building Management. These records must be kept in order to plan ahead with the Hartford Fire Department as to how many people are in this building that will need assistance exiting the building. In case of a real emergency, extra fire fighters may be needed to help with the evacuation of all people from this building.
Also, please remember that if your need for assistance is temporary, notify your floors Lead Emergency Evacuation Coordinator once you no longer need assistance
Emergency Action Plan: Appendix B for F1		
	[bookmark: ThreatFORM]		General Telephone Threat Form - Rev. 07/13 - Place this form near your telephone
REPORT CALL to Supervisor during business hours and  860-424-3333 (EDC) after hours and weekends   

	Who is being threatened?
	
	CALLER'S VOICE: Check all that apply

	What is the threat?
	
	
	CALM
	
	NASAL

	
	
	
	ANGRY
	
	STUTTER

	QUESTIONS TO ASK CALLER
	
	EXCITED
	
	LISP

	When will it take place?
	 
	
	SLOW
	
	RASPY

	Where will it happen?
	 
	
	RAPID
	
	DEEP

	Why?
	What made you upset? 
	
	SOFT 
	
	RAGGED

	 
 
 
	
	LOUD
	
	CLEARING THROAT

	
	
	LAUGHTER
	
	DEEP BREATHING

	
	
	CRYING
	
	CRACKING VOICE

	
	
	NORMAL
	
	DISGUISED

	What is your name?
	 
	
	DISTINCT
	
	ACCENT

	What is your address? 
	
	
	SLURRED
	
	FAMILIAR

	IF THE VOICE IS FAMILIAR, WHO DID IT SOUND LIKE?

	EXACT WORDING OF THE THREAT:

	BACKGROUND NOISES - WHAT ELSE CAN YOU HEAR?

	 
	STREET NOISES
	
	FACTORY MACHINES
	
	

	 
	DISHES / GLASSES
	
	ANIMAL NOISES
	
	

	 
	VOICES
	
	CLEAR
	
	

	 
	PA SYSTEM
	
	STATIC
	
	

	 
	MUSIC
	
	LOCAL
	
	

	 
	HOUSE NOISES
	
	LONG DISTANCE
	
	

	 
	MOTOR
	
	BOOTH
	
	

	 
	SIREN
	
	OFFICE MACHINES
	
	

	Sex of caller:
	Race:
	THREAT LANGUAGE

	Age:
	Length of call:
	
	Well spoken (educated)
	
	Incoherent

	Time:
	 Date:
	
	Foul
	
	Message read by threat maker

	Caller ID #?
	
	
	Irrational
	
	Taped

	Phone number where call was received:
	

	REMARKS:

	 

	  Date: 
	
	Your Name:
	
	Phone #:
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[bookmark: BOMBFORM]TELEPHONE BOMB THREAT REPORT FORM
INSTRUCTIONS: Be calm. Be courteous. Listen. Do not interrupt the caller.
Call 911 or have someone call by prearranged signal while caller is on the line. Also notify Building Security at X3543
	Today’s Date:        /            / 

	Information on call 

	Date of call: 
	Time of call: 
[bookmark: Check4]AM |_|
[bookmark: Check5]PM |_|
	Duration of call: 
	Phone number called: 
(        ) 

	Name of person receiving the call: 
	Phone number to call for follow up: 
(           ) 

	Questions for caller (Try to ask these questions and document responses) 

	When will the bomb explode? 
	What kind of bomb is it? 
	What will cause the bomb to explode? 

	Where is the bomb located? 
	What does the bomb look like? 
	Did you place the bomb? 

	Why did you place the bomb? 
	Where are you now? 
	What is your name? 

	Document exact wording of threat: 

	Information on caller: 

	Gender of caller: 
[bookmark: Check2][bookmark: Check3][bookmark: Check1]|_|   Male     
|_|  Female                       |_|Unknown 
	Approximate age of caller: 
	Does the voice sound familiar: 
	If yes, who does it sound like? 

	Description of caller: (Check all that apply) 

	Voice
	Speech
	Language
	Behavior
	Background Noise

	Clean 
	
	Accented 
	
	Educated 
	
	Agitated 
	
	Airport 
	
	Quiet 
	

	Distorted 
	
	Deliberate 
	
	Foreign 
	
	Angry 
	
	Animals 
	
	Restaurant 
	

	Hoarse 
	
	Distinct 
	
	Foul 
	
	Blaming 
	
	Baby 
	
	Static 
	

	Loud 
	
	Fast 
	
	Intelligent 
	
	Calm 
	
	Birds 
	
	Street Noise 
	

	Muffled 
	
	Hesitant 
	
	Irrational 
	
	Clearing Throat 
	
	General Noise 
	
	Talking 
	

	Nasal 
	
	Lisp 
	
	Rational 
	
	Crying 
	
	Guns Firing 
	
	Tavern/Bar 
	

	Pitch-High 
	
	Slow 
	
	Slang 
	
	Fearful 
	
	Gymnasium 
	
	Television 
	

	Pitch-Med 
	
	Slurred 
	
	Taped/Recorded 
	
	Intoxicated 
	
	Machinery
	
	Traffic 
	

	Pitch-Low 
	
	Stuttered 
	
	Uneducated 
	
	Laughing 
	
	Motor 
	
	Train 
	

	Pleasant 
	
	Other: 
	
	Unintelligible 
	
	Nervous 
	
	Music 
	
	Typing 
	

	Raspy 
	
	if Accented, 
	If Foreign, 
	Self-Righteous 
	
	Party 
	
	Water/Wind 
	

	Smooth 
	
	Describe: 
	Describe:
	Other 
	
	PA System 
	
	Other 
	

	Soft 
	
	
	
	
	
	

	Squeaky 
	
	
	
	
	
	

	Unclear 
	
	
	
	
	
	

	Other 
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