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MAIL HANDLING SAFETY PROCEDURES
Chemical and biological weapons are sometimes referred to as the “poorman’s nuclear weapons” and pose a significant threat in the current political environment. The relative low cost and simplicity of design and technology make them the weapons of mass destruction choice for a variety of rogue states and terrorist and non-state organizations. Although acts of chemical and biological agent terrorism have not been prevalent in the United States until recently, these acts or threats of acts are disruptive forces.

Threats and hoaxes which include anthrax, hoof and mouth disease, and the Klingerman virus hoax or the use of other terrorist-related biological agents have been received in the mail at courthouses, reproductive health service providers, churches, schools, and post offices. The U.S. Postal Services provides emergency response procedures and management guidelines for incidents in which letters or parcels are received that allegedly contain anthrax. The remote, but real, possibility anthrax will be introduced into the mail stream requires specific procedures be followed.

Some typical characteristics of suspicious parcels, which ought to trigger suspicion, include parcels that:
· are unexpected or from someone unfamiliar.
· are addressed to someone no longer with the school district or are otherwise outdated.
· have no return address, or have one that can't be verified as legitimate.

· are of unusual weight, given their size, or are lopsided or oddly shaped.
· are marked with restrictive endorsements, such as "Personal" or “Confidential."
· have protruding wires, strange odors, or stains.
· show a city or state in the postmark that doesn't match the return address.
If a district employee encounters a suspicious looking mail piece(s) or receives an anthrax threat by mail, these procedures should be followed immediately:

1. Do not handle the mail piece or package suspected of contamination.
2. Notify the supervisor and/or the superintendent, who will immediately contact the Postal Inspection Services, local police, safety office, and other designated persons. Designated personnel will notify the local, county, and state health departments and the state emergency manager. When notifying the Postal Inspection Services, report that a mail piece or parcel received in the mail may be a bomb or may contain biological or chemical substances.
3. The supervisor will direct all persons away from the suspected mail piece(s) immediately and will make a list of all persons who have touched the letter/and or envelope or package. The list should include contact information and is to be provided to the Postal Inspection Service.
4. Make sure that damaged or suspected mail is isolated and the immediate area is cordoned off. (Appropriate safety personnel may assist in this effort.)
5. Instruct employees (and others) thought to have handled the suspect mail to wash exposed skin with soap andwater for three minutes and then rinse with water for one minute. These employees should remain in a safe place on the premises until the HAZMAT team arrives and the employees are processed through the decontamination line.
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6. After being decontaminated, employees may be interviewed by federal authorities (FBI) to determine the extent of the situation.

7. Invoke the local emergency action plan, including mechanical shutdowns (air handling equipment) and evacuation, as appropriate.
8. Notify the Centers for Disease Control Emergency Response at 770-488-7100 for answers to any questions.
