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SUSPICIOUS PACKAGE PROTOCOL

This protocol sets out the procedure to follow if a suspicious package or envelope is received.

Packages or envelopes which are sent with the intention of doing harm may contain a variety of substances, ranging from electrical devices through to powder, biological or chemical substances, solids or liquids. The precautions below may be enforced depending on the nature of the item.

The guidelines below are designed to minimise the risk of dealing both with ordinary post or items, and also with those which may be suspicious in their nature, presentation, method of delivery or appearance.

General

· Be aware of items which are delivered in an unusual way (e.g. are left on the reception desk / counter without a proper hand-over to staff)

· Open general mail envelopes with a non-metallic letter opener

· Be aware of items which are unusual, especially during periods of bomb alerts, terrorist scares etc.

· Open items with a minimum of movement. Do not shake items or turn them over.

· Do not blow into envelopes

· Do not place your hands near your face, especially if powder or other substance appears to originate from an item of mail

What to Look For

· Excessive postage paid

· Handwritten or poorly typed address. Lack of formal delivery labels or instructions on packages

· Poor spelling

· No return address

· Not addressed to an individual

· Package marked with special instructions (e.g. do not shake)

· Unusual feel (e.g. granules inside or powder)

· Stains on package, leakages, colour changes

· Smell

· Uneven packaging of envelope 

· Secured too well 

· Excessive weight compared to size

· Noise (e.g. ticking)

· Wires, foil or other metallic items protruding or felt through the packaging

· Crystallization on the wrapper

· Possibility of mailing from abroad

Handling

· Do not move the package further

· Do not place in water

· Do not activate audible alarms

· Do not shake or empty the package

· Do not carry the package, show it to others, or allow others to examine it

· Do not smell, touch taste or examine any contents which may have spilled

· Do not eat, drink or smoke

· Keep your hands away from your face

· Alert others in the area, and advise the senior person present

· Close off the room as much as possible and evacuate

· Switch off electrical appliances

· Wash hands with soap and water to prevent infectious substances from spreading

· Notify the police using 999

· If members of the public have been exposed to a substance record their names if possible

· Alert tenants

· Seek medical advice if there is a suspected chemical incident

· Evacuate the building
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