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Recommended

Mail Handling Practices, Prevention Practices, Engineering Controls and 

Personnel Protective Equipment

Due to the increasing number of requests being received to provide assistance in relation to safe practices for handling and opening mail in DoD installations and facilities, the Deputy Under Secretary of Defense (Installations & Environment) Safety and Occupational Health (DUSD(I&E) SOH) has compiled the following guidelines to assist in this endeavor.  The intent of these guidelines is to promote the use of administrative and engineering controls primarily, and personal protective equipment secondarily, to minimize both the areas affected and the number of people potentially exposed to biological or other hazardous agents.  

A. Prevention Practices
· Mail handling personnel should be trained in the identification of suspicious packages or letters.  It would be advisable to provide all personnel with information on recognition of suspect materials.

· Emergency contact numbers should be posted.

· Site-specific emergency procedures should be developed, implemented and posted.

· Procedures should be established for the isolation, segregation and investigation of suspicious packages. 

· Procedures for a controlled non-invasive investigative process for suspicious packages (x-ray etc.) and for invasive investigation (opening mail and packages in local exhaust ventilation hoods, etc.) should be established.

· Frequent and thorough (at least 30 second duration) hand/forearm washing and good hygiene procedures should be emphasized among all mail handlers.

· Eating, smoking or drinking in work and mail handling/processing areas should be prohibited.

· Where feasible mail inspection, handling, sorting and opening procedures should be physically separated from other building operations and functions.  

· Mail handling and particularly opening of letters and packages should be restricted to as few individuals as possible.

· If possible, all facility or building mail should be opened and date stamped in one central location.

B. Engineering Controls
· If mail is to be screened and/or opened in a centralized mail handling facility it should be done in an isolated negative pressure area, with dedicated supply (optional) and exhaust (not optional) providing 100% pass through ventilation.

· Suspect letters or packages should only be opened inside a Class I or equivalent safety containment/hood.

· HEPA exhaust filtration should be used in all isolated negative pressure mail handling areas. 

C.  Personnel Protective Equipment (PPE) 

Recommendations by the Centers for Disease Control and Prevention as of 5 Nov 01  

· PPE recommended for Workers who Handle Mail:

1.  Nitrile gloves in sizes appropriate to fit workers.  Avoid latex gloves.

· PPE recommended for Persons working with or near machinery capable of generating aerorsolized particals:

1. Nitrile gloves in sizes appropriate to fit workers.  Avoid latex gloves.

2. NIOSH-approved respirators that are at least as protective as an N95 respirator, properly fit-tested.

3. Workers with facial hair or who cannot be properly fitted may require fitting with full-face or half-face piece respirator equipped with a combination HEPA/organic vapor cartridge if threat of chemical exposure.  Biological agents are particles that require HEPA cartridges for proper filtration.  Workers who encounter oil mist from machinery should be fitted with respirators using P-type filters.

4. PPE should only be used in conjunction with or in cases where Administrative and Engineering controls are not feasible.

· PPE should only be designated with proper medical monitoring and surveillance.  DUSD(I&E) SOH sees no adverse consequences if an installation chooses to provide and/or allow routine mail handling workers to use more protective PPE as long as it is recommended by a qualified Occupational Health personnel and followed with correct monitoring and surveillance.  Additionally, we recommend that employees be advised that use of off-the-shelf, commercial items does not provide adequate protection from biological or chemical hazards.  

It should be pointed out that these recommendations are options that the services may wish to consider in controlling possible exposure conditions associated with the handling and opening of mail.  However, each facility operation is different and requires individual assessment, evaluation, and specific recommendations.  The installations Safety and Occupational Health representative is available to provide consultation in these areas upon request. 







