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Guidelines for Mailroom Personnel

	


PURPOSE

This document provides recommendations for safe mailroom operations within county facilities.

PROCEDURE

Proper identification and handling of mail items will greatly reduce the risk of the employee, or subsequent employees, encountering potentially hazardous materials or devices.  All County employees are encouraged to follow these recommendations:

1. Practice good hand washing techniques using mild soap and water for 30 seconds immediately after handling mail items.

2. Wash your hands whenever you leave your workstation for breaks, snacks, smoking or chewing tobacco products, etc.  If you are not washing your hands at least 4 times per day, you are not washing them enough. Use a moisturizing lotion to prevent chaffing or dry skin.

3. Glove use is optional.  Keep in mind that some people are allergic to latex rubber gloves so nitrile gloves may be used. Also, nitrile and/or rubber gloves are not a substitute for good personal hygiene practices.

4. Follow the mail screening guidelines provided by the US Postal Service.

BE AWARE OF:

· Restrictive endorsements (“personal”, “private” or “to be opened by addressee only”).

· Addressed to title instead of proper name (for example, “President”, “Security Manager”). Addressee’s name may be misspelled or inaccurate.

· Badly typed or handwritten addresses, or cut and paste lettering.

· Protruding wires, foil, oily stains or unusual odor (light oil).

· Cancellation or postmark does not match return address.

· Excessive postage.  Postage stamps (instead of metered postage).

· Rigid, uneven, soft spots, irregularly shaped or lopsided packages.

· Sloshing sound.

· Unprofessionally wrapped or excessively secured (e.g., wrapped in plastic wrap, wax paper, foil, secured with string, or excessive tape).
· Unexpected package or unknown sender or foreign sender.
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FOR MORE INFORIATION ON BOWS SECURITY OR BOIS THREATS, CONTACT YOUR LOCAL ATF OFFICE



PRIVATE "TYPE=PICT;ALT=Picture of package with suspect and package indicators"
If you encounter a letter or package with any of the above characteristics or the letter or package seems unusual to you:

1. Carefully move the package over to the safe holding area [need to designate one within your facility].  

2. Do not shake or bump the letter or package.

3. Do not open, smell or taste.

4. Isolate the letter/package and immediate area by covering it and leaving the room and closing the door. 

5. Wash your hands.

6. Notify the employees in your immediate area, your supervisor and call 560-0900 for assistance.

7. Await the arrival of emergency personnel if advised to do so.  Do not leave the scene (don’t go home, to meetings, lunch, etc.) until advised it is safe to do so.

Note that most suspicious letters and packages turn out to be of no concern.  However, if you have any questions concerning a letter or package that you receive, contact 560-0900 and a Sheriffs Deputy will assist you.






