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Suspicious Packages and Bomb Threats Policy 
 
Date of Policy:  September 2019 
 
Review Date:  September 2020 
 

 ‘Respectful and Resilient: being the best that we can be.’ 
 

RRS – our school ethos.  We are an RRS Gold Level School 

Our School Statement of Intent, embracing RRS (written by children): 

We would like our school, which reflects British values, to be at the heart of the 
community, sharing, supporting and learning together with everyone as equals.  
Our children have the right to high quality learning experiences to help them to 
be the best they can be. 
We encourage our children to be creative, unique, open-minded and independent 
individuals, respectful of themselves and of others in our school, our local 
community and the wider world. 
We aim to nurture our children on their journey through life so they can grow into 
safe, caring, democratic, responsible and tolerant adults who make a positive 
difference to British Society and to the world. 
 

Our School Vision, embracing RRS 

 ‘May our Rights Respecting School be a happy place for us all to learn; where every 
one of us is valued and safe in our Timothy Hackworth School Family.  May we all 
be the best that we can be by making a positive difference to each other, our 
community in Shildon and the wider world in which we all live.’ 

 
• We want our children to be the best that they can be – to have high aspirations of 

themselves  

• To enjoy coming to school every day, so that they have their right to enjoy 

learning 

• To make a positive contribution to society 

• To know how to stay safe, to look after themselves and each other 

• To have a positive mindset, to be resilient, to believe in ourselves 

 



Equalities Information 
 

This policy should be read in conjunction with our school’s ‘Equalities Policy Statement’, 
‘Equalities Objectives Summary’ and ‘Equalities Information and Objectives’. 
We welcome our duties under the Equality Act 2010 to eliminate discrimination, 
advance equality of opportunity and foster good relations in relation to age (as 
appropriate), disability, gender reassignment, marriage and civil partnership, pregnancy 
and maternity, race, religion or belief, sex and sexual orientation. 
 
Please note that this Policy should be read in conjunction with the school’s 
Lockdown Policy and Business Continuity Plan. 
 
Types of Threat 
 
Telephone Threat 
If a telephone threat is received, staff must: 

 Stay calm and listen carefully 

 Obtain as much information as possible, using the guidelines below; make notes.  
If possible keep the caller talking. 

 When the call is ended, dial 1471 to see if you can get their number 

 Immediately report the incident to the Head Teacher or, in her absence, the 
Senior Leader for that day/time. Also report the incident to Mrs Greaves who will 
call the Civil Contingency Unit (03000 264 654) to decide on the best course of 
action and also notify the police.  In Mrs Greaves’ absence this will be done by 
the Head Teacher or Senior Leader. 

 If you cannot get hold of anyone, and even if you think the call is a hoax, inform 
the police immediately.  Give your impressions of the caller and an exact account 
of what was said. 

 Do not leave your post – unless ordered to evacuate, until the police or security 
arrive. 

 
Action to be taken on receipt of a telephone bomb threat 
 

Action Response 

Ask the following questions 

Where is the bomb?  

When is it going to 
explode? 

 

What does it look like?  

What kind of bomb is it?  

What will cause it to 
explode? 

 

Did you place the bomb?  

Why?  

What is your name?  

Record the following if possible 



Telephone Number of 
Caller 

 

Time and date of call  

Length of call  

Sex of caller  

Your telephone number  

 
 
 
Postal Threat 
If staff suspect a package to be suspicious, they must consider the following: 

 Is the item unexpected or unusual? 

 Do you normally receive post like this? 

 Is it poorly or inaccurately addressed? 

 Does it have more stamps than are necessary? 

 Was it delivered at an unusual time or in an unusual manner? 

 Is it heavy and/or unevenly weighted? 

 Is it heavily packaged or in a padded bag? 

 Are there any stains or grease marks visible? 

 Does it have an unusual smell? 
 

It is critical that staff who encounter a suspect package act carefully and calmly.  

 Do not attempt to tamper with it? 

 Leave it alone and do not cover, immerse or move it. 

 If opened place carefully on a table and, carefully, walk away 

 Immediately inform the Head Teacher or Senior Leader and the School Business 
Manager.  The School Business Manager will contact the police on 999 and 
inform the Civil Contingencies Unit on 03000264654.  In the absence of the SBM 
this will be done by the Head Teacher. 

 Do not allow anyone to enter the affected area. 

 Make a note of the exact location of the package. 
Evacuation 
If evacuation is necessary, this will be communicated by an intermittent bell ring. Mrs 
Greaves will ring the bell in the large building and Mrs Bonas, the small building.  In 
their absence this will be done by Mrs. Bainbridge and Mrs. Smith.  Mrs Boulton and 
Mrs Slattery will supervise the evacuation.  Mrs. Boulton, Mrs. Slattery or Mrs. Greaves 
will open the combination lock on the field gate (in their absence this will be done by 
Mrs Bonas/Mrs Bainbridge/Mrs. Smith).  
Please ensure that all adults working in your classroom/area have read and understood 
the displayed evacuation notices.  In addition, the following procedures should be 
followed at all times: 

 Always ensure that the room is vacated immediately and that the last person to 
leave is an adult; close the door. 

 Always ensure that children in your care assemble at the correct point.   



 If you are working with a group of children, please ensure they are taken to the 
assembly point via the perimeter of the building if necessary. All classes, staff 
and visitors should assemble ON THE SCHOOL FIELD at all times of the 
day and proceed to the bottom of the field near to the Forest School.  Staff 
should face upwards towards the school building with children forming a line in 
front of them. 
 

Staff have defined roles.  These are as follows: 
Admin staff – take relevant class registers/visitor signing in log to the assembly 
point, hand over class registers to class teachers for checking, check off visitor 
record to ensure everyone is accounted for. Mrs Boulton & Mrs Slattery to assist and 
oversee this procedure, or, in their absence, the Senior Leader for that day/time. 
Teaching staff - check that all children are accounted for from the class register. 
Staff who do not have direct responsibility for children should check the common 
areas and toilets as they pass these. Mrs Greaves will collect evacuation file, open 
the field gate and return to direct the emergency services to the main entrance on 
Oxford Street. The evacuation file is kept in the school office, next to the post tray.  
On arrival Mrs Greaves will meet with the emergency services personnel and pass 
on plans of the building, information etc.  In her absence this will be done by the 
Senior Leader for that day/time and Mrs. Bonas/Mrs. Bainbridge/Mrs Smith. 
 
Persons requiring assistance in the event of evacuation 
During the signing in process, visitors will be requested to indicate if they need 
assistance to leave the building in the event of evacuation.  If there is a need, a 
member of staff will be identified to assist and the visitor will be given 
information/instruction with regard to this.   Members of staff requiring additional 
assistance should liaise with Mrs. Greaves or Mrs Boulton who will make the 
necessary arrangements. 
If there are identified children who need assistance in the case of evacuation, 
procedures will be put in place for these children and a Personal Evacuation Plan 
will be developed.  The class teacher and the identified staff should review and 
check these procedures at the beginning of each day to ensure that there is 
sufficient staff cover in place. 
 
For bomb threats and suspicious packages the assembly point for the whole 
school will be THE SCHOOL FIELD, NEAR TO THE FOREST SCHOOL.   
 
The above procedures will be reviewed each term and, if necessary, updated written 
guidance will be supplied to staff. 

 
 
 
 


