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The Police Department provides
security 24 hours a day, 7 days a week.

Phone #

Always Report:

1. Any suspicious/criminal activity

2. Work place violence

3. Thefts of UA Division of Agriculture Cooperative
Extension Service and/or personal property

4. Bomb threats

5. Harassing communications
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When Severe Weather conditions occur:

. Employees shall report to their office.

. Close windows and doors.

. Direct visitors away from windows to protected
internal hallways.

. Stand by to assist visitors to safe areas.

. When the Severe Weather has passed, assist visitors
to return to normal.
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Notify District Office as soon as
possible of any power outage related injuries to staff or
damages to office or office equipment.

SEVERE WEATHER












CRISIS COMMUNICATIONS TREE

District Office:

(Name) (Phone #)
Staff Chair:

(Name) (Phone #)
Co-workers:

(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)
(Name) (Phone #)

COMMUNICATIONS



If you receive a bomb threat call, sighal a co-worker to call
the Police at

Attempt to keep the caller on the line. Use the list below to record
information.

CHECKLIST FOR RECEIVING BOMB THREAT

Time and date Reported:
How Reported:
Exact Words of Caller:

Questions to Ask:
1. When is bomb going to explode?

2. Where is the bomb right now?

3. What kind of bomb is it?

4. What does the bomb look like?

5. Why did you place the bomb?

6. Where are you calling from?
Description of Caller’s Voice:

Male Female Young

Middle Age Old Accent

Tone of Voice
Background Noise

Is voice familiar?
Who did it sound like?

Other Voice Characteristics:

Slow Rapid Normal Excited Loud
Disguised Broken Sincere
Time Caller Hung Up: Remarks:

Name, Location, Telephone Number of Recipient:

BOMB THREAT



A Material Safety Data Sheet (MSDS) is designed to provide
both workers and emergency personnel with the proper
procedures for handling or working with a particular
substance.

Your workplace or chemical storage, laboratory, etc. should
have a collection of MSDS that came with the hazardous
chemicals you have ordered (don’t throw them away!).

Each applicable department should have MSDS’s available
on file and near chemicals.

Know where the MSDS'’s are filed.
Keep the MSDS’s up-to-date.

In case of chemical accident, please refer to MSDS and
notify supervisor.

MATERIAL SAFETY DATA SHEET



