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I.  
BACKGROUND

Technical Services Section staff assigned to the Headquarters Desk is responsible for the inter-departmental mail distribution and for the acceptance of postal mail to the mail delivery room.  All US postal mail, including UPS, Federal Express and certified carriers will deliver mail and packages to the HQ Desk and/or will be directed to the mailroom on the 1st floor of the Public Safety Building.  This person responsible for the mailroom holds a Clerk III position. Operational hours are Monday through Friday, 0800 hrs to 1600 hrs, closed on holidays.

II. POLICY

The Technical Services Section is responsible for the security of the Public Safety Building and its occupants, as well as providing support services to the Police Department and other city departments.  Headquarters personnel are the members responsible for monitoring the PSB security, which also includes any mail delivery to the Public Safety Building.  The clerk assigned to the mailroom will handle mail and parcel deliveries.  Any item delivered suspicious in nature, will be brought to a supervisor’s attention immediately for inspection and follow up.

III. PROCEDURES

A. Incoming mail or deliveries

During regular business hours, the mailroom will be in operation.  This means accepting all mail and postal deliveries from various carriers.  The mailroom clerk will verify the item being delivered, ensuring a name of a contact person or department, correct address of 185 Exchange Blvd., Rochester, NY and a return address and name.  Headquarters personnel taking in packages will do the following:
· Sign for packages via UPS or FED EX
· Packages signed for will be logged into Mailroom delivery book by tracking number. Employees retrieving their package are to sign their name by the tracking number on the log sheet.

· If item is small, put it in the departmental mail box

· If item is a large package or too many, call the contact person for notification and make arrangements for pick up.
· Have the person picking up a package or item, sign for it on the mail log book

· Items not picked up after 7 days will be returned

· Items without names and are solicitation types of material will be disposed of

B. Suspicious Mail/Package Delivery

Suspicious packages are items being delivered through the US Postal Service or other carriers that may be suspicious in nature and precautions should be taken to safeguard personnel working at the Public Safety Building.  Suspicious packages or mail should be brought to a supervisor’s attention immediately.  The following guidelines will be adhered to in an effort to maintain safety and caution.

· Mail delivered without a return address should be handled with caution

· Mail without a returnable address and addressee name should be suspicious

· Mail with writing that is suspicious or unusual in appearance

· Mail that is opened and contains unusual items

· Mail that is opened and has a foreign material or substance on it

· Mail with unusual art on it

· Mail with a threatening message

Once an item is brought to a supervisor’s attention, the supervisor needs to safeguard their personal being by handling the mail with a facial mask, rubber clothes, secure themselves in the mailroom alone and open the package advising the Commanding Officer of what they are about to do, prior to opening the item.  Depending on the supervisor’s assessment, certain precautions should be taken and adherence to the Department’s Haz-Mat policy should be followed.  Items with threatening messages need to be secured and the Commanding Officer to Special Investigations Section notified for advisement.


