
Suspicious Package or Mail 
Chemical/Biological Threat 

 
Critical Information 
Characteristics of a suspicious package or letter include excessive postage or excessive 
weight; misspellings of common words; oily stains, discolorations, or odor;  no return 
address or a city or state postmark that does not match the return address; or a package 
that is not anticipated by someone in the school or is not sent by a known school vendor.  

 
If you receive a suspicious package or letter by mail or delivery service: 
Staff 

• DO NOT OPEN package or letter 

• Notify building administration 
• Limit access to the area where the suspicious letter or package is located to 

minimize the number of people who might directly handle it  
• Preserve evidence for law enforcement 

 Building Administration 
• CALL 911 and notify law enforcement 

• Notify district administration 
• Document all actions taken by staff 
 

If a letter/package contains a written threat but no suspicious substance: 
Staff 

• Notify building administration 

• Limit access to the area in which the letter or package was opened to minimize 
the number of people who might directly handle it  

• Preserve evidence for law enforcement 

• Complete Threat Incident Report Form 
Building Administration 

• Call 911  

• Preserve evidence for law enforcement and turn the letter or package over to law 
enforcement 

• Document all actions taken by staff 

 
 



If a letter or package is opened and contains a suspicious substance: 
Staff 

• Notify building administration 

• Limit access to the area in which the letter or package was opened to minimize 
the number of people who might directly handle it 

• Isolate the people who have been exposed to the substance to prevent or minimize 
contamination 

• Preserve evidence for law enforcement 

• Complete Threat Incident Report Form 
Building Administration 

• Call 911  
• Preserve evidence for law enforcement 

• Turn the letter or package over to law enforcement 
• Consult with emergency officials to determine:  

o Need for decontamination of the area and the people exposed to the 
substance 

o Need for evacuation or shelter-in-place 
• Notify district administration 

• Notify parents or legal guardians according to district policies   
 
 
When sorting mail, staff should always be aware of the characteristics of a suspicious package or 
letter. When a suspicious package or letter has been identified, these procedures should be 
implemented immediately. 
 


