Is it safe to open?

To be visible in areas where mail is sorted

INCOMING MAIL -

SUGGESTED PROCEDURE

POLICY: All employees trained in the use of the Powdersafe contaminated mail isolation system
including identification of suspect mail.

HALLMARKS OF
Mail/Small items SUSPECT MAIL
POLICY: received * Hand written
Protective * Excessive postage
clothing 4—l + Contents may shift
] o Sticky taped ends
and X-ray items or use + Poor spaling
oves metal detector ¢ No return to sender
address

o Generic title

¢ Marked URGENT,
PERSONAL or DO
NOT X-RAY

SORT all mail into ) Sy

SUSPECT and
NON-SUSPECT.

SUSPECT NON-SUSPECT
* Immediately activate HOLD until all
Air Conditioning cut-off suspect mail is
switch cleared
o Carefully place item in

Powdersafe isolation
chamber one at a time
* Check with intended
recipient if they are
expecting mail item

[ ]
. [ | | HOLD unti
i all suspect
mail is
cleared
Written threats :
v received go to o
ACTION Security Advisor Mail distributed
* Inform supervisor POLICY: Follow normal
* Examine both sides of envelope i . procedures >
* Note details and Photograph item. 0 Se(?urlty Advisor
* Notify the relevant person in your organisation * Pollcel cal!ed
i.e Security Advisor ¢ Investigation
* Contact relevant emergency service advise commenced
item is contained in a Powdersafe system
¢ Place locked isolation chamber in transport
case
* |solate area RECOYERY
+ Wait for Police or Fire Brigade N Deb.nef
* Review REMINDER:
Report incident to Powdersafe with * Counselling Be alert to next batch of mail.
7 D e Lansiten Look for similar envelopes
e Description, cost involved
e Number of people involved
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