
 

Mail Handling Policy 

The purpose of this policy is to provide procedures for opening and handling incoming mail.  Have a 

large garbage bag or large plastic bag available. 

 

Identification of Suspicious Packages and Letters 
Characteristic of suspicious packages and letters include the following: 

o Excessive postage 
o Poorly typed or handwritten addresses 
o Incorrect titles 
o Title, but no name 
o Misspellings of common words 
o Marked with threatening message, “time sensitive” or “urgent.” 
o No return address 
o Excessive weight 
o Uneven envelope 
o Protruding wires or foil 
o Excessive security materials such as masking tape or string 
o Visual distractions on cover of envelope 
o Marked with restrictive endorsement such as “Personal” or “Confidential” 
o Mail sent the school in the name of a student or to “any classroom.” 
o City or state postmark does not match the return address 
o Return address that is unexpected 

 

 

Procedures for handling suspicious unopened letters or packages: 

1. Do not shake or empty the contents of any suspicious envelop or package. 
2. Place the envelope or package in a plastic bag to prevent leakage of contents.   
3. Place the bagged envelope or package inside a second bag. 
4. Cover the envelope or package with a large garbage bag, paper, trash can. 
5. Leave the room and close the door, or section off the area to prevent others from entering. 
6. Wash your hands with soap and water. 
7. Notify the building principal or your supervisor. 
8. Notify the nearest law enforcement officials. 
9. Report the situation to the Superintendent. 
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10. Prepare a list of all people who were in the room or area when the suspicious letter or package 
was recognized.  Give this list to both the local public health authorities and law enforcement 
officials for follow-up and advice. 

 

 

Procedures for handling letters or packages with powder and/or powder spills. 

1. Do NOT attempt to Clean UP the powder.  Cover the spilled contents immediately with a large 
garbage bag and/or trash can. 

2. Leave the room and close the door, or section off the area to prevent others from entering.  If 
you have powder on your skin or clothing, avoid contact with others until you have washed any 
areas that may have come in contact with the powder. 

3. Notify the building principal or your supervisor 
4. Notify the nearest law enforcement officials 
5. Report the situation to the Superintendent. 
6. Remove contaminated clothing as soon a possible and place in a plastic bag or other container 

that can be sealed.   This clothing should be given to the emergency response team, 
7. Prepare a list of all people who were in the room or area when the suspicious letter or package 

was recognized.  Give this list to both the local public health authorities and law enforcement 
officials for follow-up and advice. 
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