Sample Letter Following a Bomb Threat:

____________________________________

(DATE)

Dear Parents, Students and Staff,

Somewhere between 7:30 am and 7:45 am a note was left in the drop box in

the attendance office making reference to a bomb going off at school. There

was no specific reference to a location, (School Name), a date, or a time.

The attendance clerk contact Administration immediately. The Sheriff's office

was notified along with District Office Personnel. Several deputies from the

Sheriff's office and Highway Patrol responded to the site within minutes.

Law Enforcement offers and site administrators evacuated classes at 9:00 am

and faculty and the deputies conducted an organized and thorough room‑by​

room search. At approximately 10:15 am law enforcement officials ​

determined that the campus was safe and gave us permission to re‑enter the

building. After a short break, classes resumed as regularly scheduled.

The administration of (School Name) and local law enforcement agencies are taking this event very seriously. If any one has information regarding the person responsible for leaving the note, please contact the school immediately at (Phone Number).

School will be open tomorrow; classes will be conducted as usual. Increased security will be in place. We will continue to communicate with you via the auto dialer and written messages. Counselors and administrative staff are available to assist students who wish to talk about their concerns or fears regarding this or other issues that are going on nationally. Please feel free to contact us for further information and remember the anonymous tip line is available for your use as needed by dialing (Phone Number).

Sincerely,

(PRINCIPAL'S NAME)

