
 
Appendix O 

CODE BLACK 
 

Policy: 
Code Black applies to situa�ons where staff members are informed of a poten�al bomb threat 
or made aware of a suspicious package. The procedure guides staff members to maintain life 
safety, assess the threat, locate and/or isolate the area at risk, and Call 911. 
 
The Supervisor/Designate will assume the role of Incident Commander (IC). 
 
Purpose:  
The purpose of Code Black is to establish a standardized and coordinated response to a bomb 
threat or the discovery of a suspected explosive device within or in proximity to Au Château, in 
order to protect the safety of residents, staff, visitors, and essen�al services. 
This policy ensures that: 

• Bomb threats and suspected explosive hazards are taken seriously and managed 
promptly. 

• Staff understand their roles and responsibili�es during a Code Black. 
• The response priori�zes life safety, calm communica�on, and risk mi�ga�on. 
• Ac�ons are coordinated using Incident Management System (IMS) principles. 
• Appropriate authori�es are no�fied and supported as required. 
• Post-incident review supports emergency preparedness, staff awareness, and 

compliance with the Fixing Long-Term Care Act, 2021 and O. Reg. 246/22 
 
Procedure: 
1. Receiving a Bomb Threat: 
A. By Telephone: 

• Bomb threats are normally transmited by telephone, and the person receiving the call 
must obtain the precise informa�on and enter it on the Bomb Threat Checklist 
(reference Appendix O1- Search Procedure for Bomb Threat or Suspicious Packages). 

• Bomb threats are made to warn people to leave a loca�on where an explosive device 
may have been planted. The caller probably knows the device and does not want people 
to get hurt. 

• The more specific the informa�on about the device, the more likely there is one. 



• Another reason for making a bomb threat is to cause alarm, panic, and to get a 
response. 

• Stay calm and atempt to prolong the conversa�on with the caller for as long as possible: 
o Do not put the caller on hold and do not transfer the call 
o Confirm that the call is to the correct loca�on 
o Allow the caller to talk - do not interrupt 

 
Complete the Bomb Threat Checklist: 
See Appendix O1- Search Procedure for Bomb Threat or Suspicious Packages. 

• If possible, record the conversa�on (exactly what was said). 
• Ask the caller to repeat what was said (e.g., “I am sorry I did not hear what you said, 

would you mind repea�ng it?”). 
• Ask the following ques�ons: 

o Where is the bomb located? Building? Floor? Site Area? Outside? 
o When is the bomb set to explode? 
o What kind of a bomb is it? 
o What does the bomb look like? 

• Descrip�on of voice - male/female, young, old, nervous, calm, agitated, angry, rough, 
so�, loud, muffled, clear, refined, accent. 

• Document any background noise - music, whistles, aircra�, running motor, bells, horns, 
machinery, traffic, or cell phones. 

• Document any addi�onal informa�on such as speech impediment, unusual phrases, 
recognize the voice or accent, call display, caller indica�ng knowledge of, or familiarity 
with, the site or individuals at the site. 

Try to get someone’s aten�on to direct them to Call 911. If unsuccessful, Call 
911 immediately a�er hanging up from the caller. 

• Report the details of the conversa�on to the Incident Commander immediately. 
• Follow the direc�on of the Police. 

 
B. By Leter or Note: 
If a threatening leter is received that places the safety of the staff members and/or safety of 
the building at risk, Call 911 immediately. 

• Handle the note or envelope with gloves and place it in a second envelope or a clear 
plas�c bag immediately upon opening and reviewing. 

• Record how the threat was delivered, the �me that the note or leter was delivered, and 
by whom. If by messenger, the descrip�on of the messenger is to be recorded. 

• The Incident Commander will be no�fied immediately. 
• Follow the direc�ons of the Police. 



 
2. Incident Commander Responsibili�es: 

• Immediately Call 911 if not done. 
• Refer to Code Black Checklist (refer to Appendix O1) 
• Announce Code Black three (3) �mes including loca�on, if safe to do so: 

 
“Aten�on All Staff Members, Code Black, (Announce Loca�on if safe to do so)” 
“Aten�on All Staff Members, Code Black, (Announce Loca�on if safe to do so)” 
“Aten�on All Staff Members, Code Black, (Announce Loca�on if safe to do so)” 
 

Once Code Black is announced staff members should search their areas for suspicious, 
unknown, or uniden�fied objects and report to the Incident Commander. 

• During a Code Black, the site’s paging system will be used for emergency 
announcements only. 

• Limit access to the building, if possible. 
• Implement the appropriate ac�on or combina�on of ac�ons as directed which may 

include: 
o Lockdown: par�al or full. 
o Search: par�al or full. 
o Evacua�on: par�al or full. 
o While wai�ng for the Police to arrive, the Incident Commander will designate 

staff members to be sta�oned at entry/exit doors to ensure they are secured, 
and the elevators are brought to the ground level. 

o Visitors who wish to come into the site will be advised that the site is temporarily 
closed, and access will be denied. 

o If any entrances are found to be tampered with, this should be immediately 
reported back to the Incident Commander. 

o If any suspicious object(s) are found in any area, they should be reported 
immediately to the Incident Commander and Police, do not touch. Call a Code 
Green (refer to Appendix L) to evacuate the targeted area or site. 

o Staff members are to be instructed to not use cell phones or radio 
equipment within 50 meters of the site when a Code Black has been ini�ated. 

o The Incident Commander will contact Senior Leadership Team to alert regarding 
the Code Black. 
 

3. Bomb Search and General Procedure: 
Once a decision is made that the bomb threat appears to be valid, the Incident Commander will 
work in full coopera�on with the Police. 



• The Incident Commander in conjunc�on with Police will decide whether a full or par�al 
search and/or evacua�on is required. The Incident Commander is also authorized to give 
the order to re-enter the premises once the threat has been dealt with sa�sfactorily. 

• The Incident Commander will assign staff members to: 
o Have all entrances “Locked Down” to prevent further entry. 
o Assign one staff member to check all exits and ensure they are locked and that 

the alarm system is on and func�onal unless evacua�on is ordered. 
o Complete the Bomb Threat Checklist (refer to Appendix O1) 

While Awai�ng the Arrival of the Emergency Services the Incident Commander Will: 
• Establish perimeter control of the area to ensure that no one approaches or atempts to 

move the object. 
• Endeavour to establish ownership of the object. 
• Determine the most direct route to the object. 
• Delegate someone familiar with the building and area where the object is located to 

meet Police personnel on their arrival and direct them to the suspected object. 
 

4. Evacua�on of the Building or Area: 
The Incident Commander will decide on evacua�on based on threat informa�on before the 
Police arrive or on Police advice a�er they arrive. If an immediate evacua�on is necessary, the 
Incident Commander will issue a Code Green (refer to Appendix L). 

• Select evacua�on routes and assembly areas that are not in the vicinity of the suspicious 
item; ensure these routes have been searched and cleared. 

• No�fy Emergency Services of evacua�on and request assistance. 
• Account for all personnel. 
• Confirm the building is empty. 
• Advise all evacuees to remove all personal items (e.g., purses, backpacks). 

 
5. Cancella�on of Code Black: 
The decision to cancel the Code Black may only be made by the Incident Commander in 
conjunc�on with the Police. 

• Announce the following: 
“Aten�on All Staff Members, Code Black has ended, All Clear” 
“Aten�on All Staff Members, Code Black has ended, All Clear” 
“Aten�on All Staff Members, Code Black has ended, All Clear” 
 

Immediately Following the Cancella�on of the Code Black: 
• Staff members will return to their normal du�es. 



• A debriefing will take place with representa�ves as directed by the Incident Commander 
and Emergency Services, if available. 

• A debrief with all staff members should take place as soon as prac�cable. 
• Incident Commander to ensure Occupa�onal Health & Safety needs of staff members 

are met as needed. 
• A Code Black-Post Incident Review and Debrief Form must be completed (Appendix O2). 

 
References: 

• Appendix B- Call Back Procedure & Record Sheet 
• Appendix C- Staff Emergency Call List 
• Appendix E- Emergency Kit 
• Appendix L- Code Green (Evacua�on) 
• Appendix L1- Deciding Whether to Evacuate or Shelter-in-Place 
• Appendix L2- Shelter-in-Place Guide 
• Appendix L3- Emergency Communica�on 
• Appendix O1- Search Procedure for Bomb Threat or Suspicious Packages 
• Appendix O2- Code Black-Post Incident Review and Debrief Form 

 
 


