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PURPOSE STATEMENT 
The University of North Georgia Emergency Action Plan was created to provide a guide for 

the University Community in an effort to save lives, protect property, and ensure the 

continued operations of The University of North Georgia through the means of 

preparedness, education, and individual readiness.  This plan is a guide to assist in critical 

incidents.  Because critical incidents are varied and unpredictable, adaptation must be 

exercised along with this guide to flexibly adjust for a continued means of safety. 

 

YOUR BUILDING INFORMATION 
 

Building Name: ________________________________________________________________ 

 

Building 911 Address: __________________________________________________________ 

 

Contact Person Name Phone Number 

INFORMATION



mailto:publicsafety@ung.edu
mailto:publicsafety@ung.edu
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Medical Emergencies .................................................................................................................. 33
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CONTACT NUMBERS 
 

ANY ON-CAMPUS EMERGENCY 24 HOURS 
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OTHER UNG SERVICES 

Environmental Health & Occupational Safety 678-
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UNIVERSITY POLICE 
 

What should I know about University Police? 
The University of North Georgia Department of Public Safety is a certified, state police 
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What safety tips are good to know? 

¶ Walk to your vehicle in pairs or in a group 

¶ Vary your routine; use a different route, different times 

¶ Follow a well-lit pathway or roadway 

¶ Be aware of your surroundings.  Watch for suspicious people or activities 

¶ Be aware of the locations of all Emergency Call Boxes on campus.  Use them if you 

are concerned or feel your safety is in jeopardy 

¶ When you enter your vehicle, lock all the doors and turn on your headlights.  This will 

allow you to see anyone outside in the dark 

¶ If you are unfamiliar with the parking lot, drive through it and check it first.  If you 

donõt feel safe, go elsewhere and wait for someone else to arrive 

¶ Have your keys in your hand so that you donõt have to search for them when you 

reach your vehicle. 

¶ When you know that you will be returning to your vehicle late at night, try to pick a 

well-lit area 

¶ Before getting into your vehicle, visually inspect the interior for anything suspicious 

¶ See something, say something! 

¶ If you suspect that someone is following you, drive to the nearest open public place, 

to the University Police or local police department 

 

Emergency Phones + Call Boxes 

There are emergency phones located across all campuses for use by any member of the 

community.  All of these emergency phones provide a direct line to the Central Dispatch 

Center at the Department of Public Safety. There are also direct-line call boxes located 

across all campuses, identifiable at night by the blue lights on top, as well as emergency 

phones in parking lots and elevators. 

 

Call boxes require only the push of a button to contact Public Safety through a 

speakerphone.  A bright strobe light on the top of the call box is set off when the button is 

pushed, helping police quickly locate the caller. If the caller is unable to speak or needs to 

seek safer shelter, there are indicators in place to let police dispatchers know which call box 

has been activated. University police officers will respond quickly any time a call box is 

activated, whether someone speaks into the speaker or not.  Users may also use call boxes 

to report suspicious activity or any other concern that may warrant police attention. 

 

Public Safety Campus Office Locations: 

Cumming: Room 240 

Dahlonega: Public Safety Building, 269 Morrison Moore Parkway 

Gainesville: Public Safety Building, 2640 Facilities Drive 

Oconee: Building 900, Public Safety Office 

 

Contact Information: (all campuses) 

24 Hours:   706-864-1500 

Police Reports: 706-864-1702 

http://www.ung.edu/police
mailto:publicsafety@ung.edu
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TIMELY WARNINGS + EMERGENCY NOTIFICATIONS 
 

Timely Warnings (Crime Alerts)
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Website Notifications 
University Relations will update UNG websites with emergency information and updates as 

they become available.  Updates will be available on the following websites: 

¶ 

http://www.ung.edu/
http://www.ung.edu/emergency
http://www.ung.edu/news


/police/LiveSafe.php
https://cm.maxient.com/reportingform.php?UnivofNorthGeorgia&layout_id=4
mailto:policereports@ung.edu
https://www.buycrash.com/Public/Home.aspx
https://dailylog.ung.edu/
/police/
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ARMED ASSAILANTS + SHOOTING INCIDENTS 
If the situation should arise that an armed assailant has entered the campus area and 

threatened violence and/or started shooting, the University of North Georgia may enter into 

a lockdown mode.  Please note, these situations are highly unpredictable, and that the 

following guidelines are based on past experiences.  Altering responses may be necessary 

depending on the situation. 

 

RUN and escape, if possible. 

¶ Get away from the shooter or shooters is the top priority. 

¶ Leave your belongings behind and get away. 

¶ Help others escape, if possible, but evacuate regardless of whether others agree to 

follow.
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¶ Take care of yourself first, and then you may be able to help the wounded before first 

responders arrive. 

¶ If the injured are in immediate danger, help get them to safety. 

¶ While you wait for first responder to arrive, provide first aid- apply direct pressure to 

wounded and use tourniquets if you have been trained to do so. 

¶ Turn wounded people onto their sides if they are unconscious and keep them warm. 

Lockdown Procedures 
 

If you are inside a building and you hear gunfire or receive an emergency message signifying 

a lockdown, please follow these steps: 

 

1. Go to the nearest room, office, or closet 

2. Close and lock the door 

3. If possible, cover the door or windows 

4. 
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BIOTERRORISM 
Biological agents are organisms or toxins that can kill or incapacitate people, livestock and 

crops. A biological attack is the deliberate release of germs or other biological substances 

that can make you sick. 

 
There are three basic groups of biological agents that could likely be used as weapons: 

bacteria, viruses and toxins. Biological agents can be dispersed by spraying them into the 

air, person-to-person contact, infecting animals that carry the disease to humans and by 

contaminating food and water. 

 

Before a Biological Threat 

A biological attack may or may not be immediately obvious. In most cases local health care 

workers will report a pattern of unusual illness or there will be a wave of sick people seeking 

emergency medical attention. The public would be alerted through an emergency radio or TV 

broadcast, or some other signal used in your community, such as a telephone call or a home 

visit from an emergency response worker. 

The following are things you can do to protect yourself, your family and your property from 

the effects of a biological threat: 

¶ Build an Emergency Supply Kit 

¶ Make a Family Emergency Plan 

¶ Check with your doctor to ensure all required or suggested immunizations are up to 

date for yourself, your children and elderly family members. 

¶ Consider installing a High-Efficiency Particulate Air (HEPA) filter in your furnace return 

duct, which will filter out most biological agents that may enter your house 

During a Biological Threat 

The first evidence of an attack may be when you notice symptoms of the disease caused by 

exposure to an agent. In the event of a biological attack, public health officials may not 

immediately be able to provide information on what you should do. It will take time to 

determine exactly what the illness is, how it should be treated, and who is in danger. 

Follow these guidelines during a biological threat: 
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¶ Contact authorities and seek medical assistance. You may be advised to stay away 

from others or even quarantined. 

¶ If your symptoms match those described and you are in the group considered at risk, 

immediately seek emergency medical attention. 

¶ Follow instructions of doctors and other public health officials. 

¶ If the disease is contagious expect to receive medical evaluation and treatment. 

¶ For non-contagious diseases, expect to receive medical evaluation and treatment. 

¶ In a declared biological emergency or developing epidemic avoid crowds 

¶ Wash your hands with soap and water frequently. 

¶ Do not share food or utensils. 

After a Biological Threat 

Pay close attention to all official warnings and instructions on how to proceed. The delivery 

of medical services for a biological event may be handled differently to respond to increased 

demand. 

The basic public health procedures and medical protocols for handling exposure to 

biological agents are the same as for any infectious disease. It is important for you to pay 

attention to official instructions via radio, television, and emergency alert systems. 

Visit the Centers for Disease Control and Prevention for a complete list of potential 

agents/diseases and appropriate treatments. 

  

http://emergency.cdc.gov/agent/agentlist.asp
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BOMB THREATS 
Bomb threats can be classified into two categories: 

¶ The Hoax Caller:  These threats are generally motivated to create an atmosphere of 

panic and chaos.  Generally, the motive of these callers is to disrupt the normal 

activities and operations to the location where the explosive device is alleged to be 

placed 

¶ The Credible Caller:  This caller believes that an explosive device has been or will be 

placed, and he or she wants to warn of the threat to minimize personal injuries or 

property damage.  The caller may be the person placing the bomb or someone who 

has become aware of information they believe to be credible. 

 

What methods can I receive a bomb threat? 

Most of the time, bomb threats occur over the phone, however these threats can also be 

made via letters, e-mail, and suspicious packages. 

 

¶ The Phone Threat:  telephone bomb threats are the most common.  A person 

receiving a bomb threat by phone SHOULD NOT disconnect the caller.  Keep the 

caller on the phone as long as possible and get as much information as possible.  

Once the call is finished report the call and information to University Police 

o Information you should obtain: 

▪ When will the bomb explode? 

▪ Where is the bomb located? 

▪ What kind of bomb is it? 

▪ Who is (are) the targets? 

▪ Who is the caller and how can he or she be reached? 

▪ Why was the bomb placed there? 

 

¶ The Letter Threat:  Bomb threats can be received via letter or in another form or 

writing.  If you receive this correspondence, keep all materials and contact University 

Police immediately.  The person opening the letter should handle the document as 

little as possible 

¶ The E-Mail Threat:  E-mail is becoming a more and more frequent source of harassing 

communication.  Although e-mail is not very private, experienced persons can create 

e-mail accounts under fictitious names and use public computers to send threats.  A 

person receiving a bomb threat via e-mail should contact University Police 

immediately.  Do not delete the message. 

¶ 
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¶ Pay particular attention for any strange or peculiar noises, such as, motors running, 

background music and type of music, and any other noises, which might give even a 

remote clue as to the place from which the call is being made 

¶ Listen closely to the voice (male or female), quality of the voice (calm or excited), 

accents and speech impediments.  DO NOT HANG UP THE PHONE UNTIL THE CALLER 

HAS DISCONNECTED. 

¶ Call University Police immediately when the call has been completed, giving as much 

information as possible.  University Police will disseminate the information to the 

University Community. 

¶ If the bomb threat is directed to your building, notify the Dean or other appropriate 

directors and proceed with an orderly evacuation of all building occupants. 

¶ Assemble at an area away fro
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CYBER INCIDENTS 
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During a Cyber Incident: 

Immediate Actions 

¶ Check to make sure the software on all of your systems is up-to-date. 

¶ Run a scan to make sure your system is not infected or acting suspiciously. 

¶ If you find a problem, disconnect your device from the Internet and perform a full 

system restore. 

¶ REPORT the incident to University Police and the UNG IT Department. You might have 

revealed sensitive information about your organization. 
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EARTHQUAKES 
Earthquakes are sudden rolling or shaking events caused by movement under the earthõs 

surface. Earthquakes happen along cracks in the earth's surface, called fault lines, and can 

be felt over large areas, although they usually last less than one minute. Earthquakes 

cannot be predicted. The State of Georgia is at risk for earthquakes.  Earthquakes can 

happen at any time of the year. 

 

During an earthquake: 

If you are inside a building: 

¶ Stay where you are until the shaking stops. Do not run outside. Do not get in a 

doorway as this does not provide protection from falling or flying objects, and you 

may not be able to remain standing. 

¶ Drop down onto your hands and knees so the earthquake doesnõt knock you down. 

Drop to the ground. 

¶ Cover your head and neck with your arms to protect yourself from falling debris. 

o If you are in danger from falling objects, and you can move safely, crawl for 

additional cover under a sturdy desk or table. 

o If there is low furniture or an interior wall or corner nearby, and the path is 

clear, these may also provide some additional cover. 

o Stay away from glass, windows, outside doors and walls, and anything that 

could fall, such as light fixtures or furniture. 

¶ Hold on to any sturdy covering so you can move with it until the shaking stops. Stay 

where you are until the shaking stops. 

If getting safely to the floor to take cover wonõt be possible: 

¶ Identify an inside corner of the room away from windows and objects that could fall 

on you.  The Earthquake Country Alliance advises getting as low as possible to the 

floor. People who use wheelchairs or other mobility devices should lock their wheels 

and remain seated until the shaking stops. Protect your head and neck with your 

arms, a pillow, a book, or whatever is available. 

If you are outside when you feel the shaking: 

¶ If you are outdoors when the shaking starts, move away from buildings, streetlights, 

and utility wires. Once in the open, òDrop, Cover, and Hold On.ó Stay there until the 

shaking stops. This might not be possible in a city, so you may need to duck inside a 

building to avoid falling debris. 

If you are in a moving vehicle when you feel the shaking: 

¶ If you are in a moving vehicle, stop as quickly and safely as possible and stay in the 

vehicle. Avoid stopping near or under buildings, trees, overpasses, and utility wires. 

Proceed cautiously once the earthquake has stopped. Avoid roads, bridges, or ramps 

that the earthquake may have damaged. 
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After an earthquake: 

¶ When the shaking stops, look around. If there is a clear path to safety, leave the 

building and go to an open space away from damaged areas. 

¶ If you are trapped, do not move about or kick up dust. 

¶ If you have a cell phone with you, use it to call or text for help. 

¶ Tap on a pipe or wall or use a whistle, if you have one, so that rescuers can locate 

you. 

¶ Once safe, monitor local news reports via battery operated radio, TV, social media, 

and cell phone text alerts for emergency information and instructions. 

¶ Be prepared to òDrop, Cover, and Hold onó in the likely event of aftershocks. 

 

 

  



University of North Georgia 

Emergency Action Plan 

 

Page 26 of 47 

On-Campus Emergencies 706-864-1500 

EMERGENCY EVACUATION PROCEDURES 
 

What conditions may warrant evacuation of a building? 

A wide variety of emergencies may cause an evacuation such as Fire, Bomb Threat, 

Hazardous Materials Spill, Hostile Intruder, Utility Failure, etc. In some instances you may 

have time to prepare, while other situations might call for an immediate evacuation. 

Planning ahead is vital to ensuring that you can evacuate quickly and safely, no matter what 

the circumstances. 

 

What should I know about the building evacuation plan? 

¶ KNOW the evacuation plan of the building and where to find it. (consult building 

coordinator) 

¶ KNOW the location of all exits for the building 

¶ KNOW the locations of emergency equipment (i.e., fire extinguishers, pull stations, 

emergency telephones, etc.) 

¶ KNOW the location of the assembly area(s) outside the building 

¶ ASSIST and participate in fire drills 

 

What should I do if the fire alarm has not already been activated due to smoke, heat or fire, 

or there is no evidence of fire or explosion threat in the building, but I discover an event or 

condition that may warrant building evacuations? 

¶ NOTIFY University Police 

¶ Activate the fire alarm 

¶ INFORM the building coordinator of the event or conditions if possible 

 

What should I do when I hear a fire alarm, or get an order to evacuate without an activated 

alarm? 

¶ TURN OFF ALL HAZARDOUS EXPERIMENTS or procedures before evacuating.  If 

possible, take or secure all valuables, wallets, purses, keys, etc. 

¶ EVACUATE the building using the nearest exit or stairway.  DO NOT USE ELEVATORS 

¶ Call University Police from a safe area and provide your name, location, and nature of 

emergency 

¶ PROCEED to a pre-determined assembly area for the building and remain there until 

you are told to re-enter by the emergency personnel in charge 

¶ DO NOT IMPEDE access of emergency personnel to the area 

¶ INFORM THE building coordinator or emergency personnel of the event, conditions, 
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Individuals Requiring Assistance 
 

What should I know as an individual requiring assistance? 

It is recommended that individuals requiring assistance prepare for emergencies ahead of 

time by: 

¶ LEARNING the locations of exit corridors and exit stairways 

¶ PLANNING an escape route 

¶ SHOWING a co-worker or instructor how to assist you in case of emergency 

 

What should I do as an individual requiring assistance during a building evacuation? 

¶ SEEK REFUGE near the closest stairway and request assistance from others 

 

What should I know in order to help individuals requiring assistance? 

¶ BE FAMILIAR with the people requiring assistance who are routinely in your work area 

¶ TO REDUCE THE RISK OF PERSONAL INJURY, attempts to carry immobilized persons 

are discouraged.  Wherever stairs are part of the evacuation route, the following 

procedures are to be applied: 

 

BLIND, BUT MOBILE PERSONS, should first be moved out of the rush of traffic, 

and then promptly assisted to the nearest exit 

 

DEAF, BUT MOBILE PERSONS, may be unaware of the need to evacuate, and 

should be calmly advised and guided to the nearest available exit 

 

TEMPORARILY IMMOBILIZED PERSONS, including those wearing casts and/or 

using canes or crutches, should be given assistance based solely upon their 

ability to maneuver through doorways and up/down stairs.  If they cannot 

easily move up and down stairs, temporarily immobilized persons must be 

assisted in the same manner as those who are permanently impaired (see 

below) 

 

PERMANENTLY IMMOBILIZED PERSONS are those who have either limited or 

no use of legs, and must rely upon crutches, wheelchairs, or walkers for 

transport in and through buildings. If they cannot easily move, they must be 

assisted. 

 

What should I do to help individuals requiring assistance? 

¶ MOVE THE PHYSICALLY IMPAIRED person quickly to reasonable safety, preferably to 

an enclosed room or space that smoke or flames cannot easily enter as soon as a 

fire alarm sounds or the order to evacuate is received by emergency or building 

safety personnel.  ELEVATORS CANNOT BE USED 

ACCOMPANY this by a verbal explanation so as that the person being assisted 

understands what is happening and why these actions are being taken 

¶ CONTACT CAMPUS POLICE immediately if a telephone is available, and provide the 

following: 

o The individuals name and location within the building 



http://www.ung.edu/police
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HAZARDOUS MATERIALS INCIDENTS 
Hazardous chemicals are utilized on campus in various locations. Also trains, tractor trailers 

and contractors that may be traveling on or near campus may have hazardous chemicals 

that may threaten the environment of the campus in the event of a spill. The following steps 

will be taken in the event of a chemical or radiation spill. 

 

Hazardous materials come in the form of explosives, flammable and combustible 

substances, poisons and radioactive materials. These substances are most often released 

as a result of transportation accidents or because of chemical accidents in plants. 

 

During a Hazardous Materials Incident: 

 

NOTIFY University Police of any hazardous materials incidents. 

 

If you are: Then: 

Asked to evacuate 

Do so immediately. 

 

Follow the routes recommended by public safety officials--shortcuts 

may not be safe. Leave at once. 

 

If you have time, minimize contamination in the area by closing all 

windows, shutting all vents, and turning off attic fans. 

 

Take pre-assembled disaster supplies. 

 

Remember to help others who may require special assistance--

infants, elderly people and people with access and functional 

needs. 

Caught Outside 

Stay upstream, uphill, and upwind! In general, try to go at least one-

half mile (usually 8-10 city blocks) from the danger area. Move 

away from the accident scene and help keep others away. 

 

Do not walk into or touch any spilled liquids, airborne mists, or 

condensed solid chemical deposits. Try not to inhale gases, fumes 

and smoke. If possible, cover mouth with a cloth while leaving the 

area. 

 

Stay away from accident victims until the hazardous material has 

been identified. 

In a motor vehicle 

Stop and seek shelter in a permanent building. If you must remain 

in your car, keep car windows and vents closed and shut off the air 

conditioner and heater. 

  









http://healthit.gov/bluebutton


University of North Georgia 

Emergency Action Plan 

 

Page 36 of 47 

On-Campus Emergencies 706-864-1500 

POWER OUTAGES 
Extended power outages may impact the whole community. A power outage is when the 

electrical power goes out unexpectedly. A power outage may: disrupt communications, 

water, and transportation, result in classes and University operations being suspended, 

cause food spoilage and water contamination, and prevent the use of some medical 

devices. 

 

How to Prepare in Advance 

¶ Take an inventory of the items you need that rely on electricity. 

¶ Talk to your medical provider about a power outage plan for medical devices powered 

by electricity and refrigerated medicines. Find out how long medication can be stored 

at higher temperatures and get specific guidance for any medications that are critical 

for life. 

¶ Plan for batteries and other alternatives to meet your needs when the power goes 

out. 

¶ Sign up for UNG Alerts. Monitor weather reports. 

¶ Determine whether your office and/or home phone will work in a power outage and 

how long battery backup will last. 

¶ Review the supplies that are available in case of a power outage. Have flashlights 

with extra batteries. Have enough nonperishable food and water. 

¶ Use a thermometer in the refrigerator and freezer so that you can know the 

temperature when the power is restored. Throw out food if the temperature is 40 

degrees or higher. 

¶ Keep mobile phones and other electric equipment charged and gas tanks full. 

How to Survive During 

¶ Keep freezers and refrigerators closed. The refrigerator will keep food cold for about 

four hours. A full freezer will keep the temperature for about 48 hours. Use coolers 

with ice if necessary. Monitor temperatures with a thermometer. 

¶ Maintain food supplies that do not require refrigeration. 

¶ Avoid carbon monoxide poisoning. Generators, camp stoves, or charcoal grills should 

always be used outdoors and at least 20 feet away from windows. Never use a gas 

stovetop or oven to heat your home or office. 

¶ Go to a community location with power if heat or cold is extreme. 

¶ Turn off or disconnect appliances, equipment, or electronics. Power may return with 

momentary òsurgesó or òspikesó that can cause damage. 

¶ Consider installing Carbon Monoxide (CO) detectors inside if you will be using a 

generator. 
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SHELTER IN PLACE 
 

When would I need to seek shelter? 

A hazardous material release, dangerous person/hostile intruder in the area, severe 

weather that makes travel or being outdoors dangerous, or when there is not enough safety 

to evacuate. 

 

What should I know about seeking shelter? 

¶ The basic concept is to get out of harmõs way through a means of creating a barrier 

between you and the danger, while still maintaining safety and communication. 

¶ The best room in a building to use for seeking shelter is an interior room with as few 

windows as possible.  The lowest portion of the building should be used in a tornado 

warning. 

 

What should I do to safely seek shelter? 

¶ In General: 

o GO inside as quickly as possible or 

o PROCEED to an interior room, if already indoors 

o CLOSE all doors and windows 

o LOCK all windows and close all blinds and shades if there is time 

o LOCK doors if advised to do so 

o DO NOT use gas stoves, candles, or other fire sources due to the dangers of 

carbon monoxide and creating a fire hazard 

o USE the phone only for emergencies 

¶ If the emergency is hazardous material spill or gas release: 

o STAY low and away from windows, in high winds 

o BRING a disaster kit into the room 

o TURN OFF air conditioners, furnaces, and fans, if possible 

o SEAL all windows, doors and air vents with plastic sheeting and duct tape, if 

possible or 

o IMPROVISE and use what you have on hand to seal gaps so that you create a 

barrier between yourself and any contamination 

o TURN ON a TV or radio so you can hear emergency messages 
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SEXUAL ASSAULT + VIOLENCE EDUCATION (SAVE) 
The University of North Georgia is a community of trust whose existence depends on strict 

adherence to standards of conduct set by its members. 

 

Dating violence, domestic violence, stalking and all forms of sexual misconduct are serious 

violations of these standards and are prohibited by UNG policy and will not be tolerated. The 

university encourages all members of the university community to be aware of both the 

consequences of sexual misconduct and relationship violence the options available to 

victims and should be encouraged to seek assistance using any appropriate resources. 

 

Sexual Misconduct is a serious violation of these standards and will not be tolerated. The 

university encourages all members of the university community to be aware of both the 

consequences of sexual misconduct and the options available to victims and should be 

encouraged to seek assistance using any appropriate resources. 

 

I think I have been sexually assaulted. What should I do next? 

 

Seeking Medical Attention 

¶ If you think that there is even a small chance you will want to pursue any type of 

criminal charges in this incident, you should visit an emergency room that offers 

support for victims of sexual violence, including high-tech evidence collection and the 

chance to meet with specially trained nurses and advocates. In Dahlonega, 

Gainesville, or Cumming, go to Northeast Georgia Medical Center at 742 Spring 

Street, Gainesville. In Athens/Oconee county, go to St. Maryõs Hospital at 1230 

Baxter Street or Athens Regional Medical Center at 1199 Prince Avenue. 

¶ If you have any suspected injuries, pain, bruising, bleeding, soreness, discharge, or 

head trauma, even if you do not eventually want to report the incident, we 

recommend that you visit the nearest emergency facility. It is important that you 

obtain medical help, and health professionals will keep your visit confidential unless 

you authorize the release of information. 

¶ For non-emergency medical attention, students who have paid the student health fee 

may visit Student Health Services in Dahlonega (706-864-1948). 



/title-ix/index.php
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SUSPICIOUS ACTIVITY REPORTING 
It Takes a Community to Protect a Community. If You See Something, Say Something is a 

national campaign that raises public awareness of the indicators of terrorism and terrorism-

related crime, as well as the importance of reporting suspicious activity to state and local 

law enforcement. 

What is suspicious activity? 

Suspicious activity is any observed behavior that could indicate terrorism or terrorism-

related crime. This includes, but is not limited to: 

¶ Unusual items or situations: A vehicle is parked in an odd location, a 

package/luggage is unattended, a window/door is open that is usually closed, or 

other out-of-the-ordinary situations occur. 

¶ 
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SUSPICIOUS PACKAGES + LETTERS 
Mail and package delivery to each department should be screened for suspicious letters 

and/or packages.  Some common features of threat letters/packages include the following, 

but the presence of one or more of these elements does not always mean that the package 

is suspicious.  In the final analysis, this evaluation depends upon the judgment of the 

individual screening the mail. 

 

Potential Elements of Suspicion: 

¶ Fictitious, unfamiliar or no return address 

¶ Handwritten or poorly typed address, misspelling of common words 

¶ Address to a title only or an incorrect title 

¶ Excessive postage, string or tape on package 

¶ Restrictive markings such as òConfidentialó, òPersonaló, etc. 

¶ 
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