Handling Suspect Mail (Code Yellow)
It is important that no attempt should be made to open a suspect package.  It must be placed in an isolated, safe location whilst the following checks are carried out.
1. Telephone or contact the person to whom the item is addressed and ask if they are expecting such a package.
1. Contact the sender, if a name and address is on the outer wrapper, and ask for details of the contents, order number for any materials it may contain, etc.
1. Should any package emit noise, eg. ticking, sizzling, hissing, etc., it must be left alone, the area evacuated and the authorities informed.
1. Care must be exercised when isolating a suspect package.  Under no circumstances should the item of mail be immersed in water, hosed or become wet.  
1. There must be no attempt to open or tamper with it.
1. The suspect package must not be covered with anything.  A cover can only render the disposal authorities’ task more difficult.  The suspect item should be clearly visible to the authorities on arrival.
1. All electrical appliances must be switched off in the immediate vicinity and mobile telephones and radio equipment must not be operated within 100 metres.
1. Measures must be taken to ensure that staff cannot approach to within 30 metres of the suspect item.
1. Report the presence of a “suspect” item of mail immediately to Chief Warden, the Emergency Services will then be notified by the Officer in Charge.

