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XIX. Suspicious Mail Procedure (EOP Section 3.21) 
BASIC PROCEDURES FOR RESPONDING TO SUSPICIOUS MAIL AND PACKAGES 
1. Stay Calm 
2. Do not open the letter or package (or open any further), do not shake it, do not show it to others, or empty its contents. 
3. Leave the letter or package where it is or gently place it on the nearest flat surface. 
4. If possible, gently cover the letter (use a trash can, article of clothing, etc.) 
5. Shut off any fans or equipment in the area that may circulate the material. 
6. Alert others nearby to relocate to an area away from the site of the suspicious item.  Take essential belongings, like cell phones, keys, 

purse, etc. with you in case return to your location is delayed. 
7. Contact the California University Police immediately at 724.938.4299. 
8. Leave and close the door to the space containing the suspicious letter or package. 
9. To prevent spreading any powder or hazardous substance to your face, wash your hands thoroughly with soap and water. 
10. Stay close to the area until instructed otherwise by the police.  The Police will arrange appropriate follow-up procedures as necessary. 

 
XX. Threat Response, Assessment, and Intervention (EOP Section 3.22) 

THREATENING BEHAVIOR INCLUDES, BUT IS NOT LIMITED TO: 
1. Physical actions short of actual contact/injury (i.e., moving closer aggressively, waving arms or fists, yelling in an aggressive or 

threatening manner), 
2. General oral or written threats to people or property (i.e., “you better watch your back” or “I’ll get you”), 
3. Threats made in a “joking” manner, 
4. Stalking behavior, 
5. Hate speech, or 
6. Implicit threats (i.e., “you’ll be sorry” or “this isn’t over yet”). 
VIOLENT BEHAVIOR INCLUDES, BUT IS NOT LIMITED TO: 
1. Any physical assault, with or without weapons, 
2. Behavior that a reasonable person would interpret as being potentially violent (i.e., throwing things, destroying property), 
3. Specific threats to inflict harm (i.e., a threat to shoot a named individual), or 
4. Use of any object to attack or intimidate another person. 
 
Procedures for the Campus Community 
All faculty, staff, and students are encouraged to be alert to the possibility of violence.  Any report of violence or threatening behavior will be 
handled in a confidential manner, with information released only on a need-to-know basis.  Those who act in good faith by reporting real or 
implied violent or threatening behavior will not be retaliated against or subjected to harassment.  Deliberately false or misleading reports of 
violent or threatening behavior under this policy will be handled as incidents of unacceptable personal conduct and those making such false or 
misleading reports will be subject to disciplinary action. 
A. Imminent Threat 
For crimes in progress, violent incidents, or specific threats of imminent violence, California University Police must be notified immediately at 
724-938-4299.  Examples of imminent threat include, but are not limited to, observing a person with a weapon or observing violent behavior. 
B. Disturbing or Threatening Behavior 
When disturbing or threatening behavior that does not pose an imminent threat is observed, any member of the Threat Response, 
Assessment, and Intervention Team should be notified as soon as possible.  The Team’s chairperson is the Associate Vice President for 
Student Affairs and can be contacted at 724-938-1603. 
 

Emergency Evacuation of Persons with Disabilities: Persons with disabilities or persons who provide assistance to persons with disabilities should 
contact the Director of Environmental Health and Safety to discuss building evacuation procedures. Preparedness is critical and should include 
emergency evacuation routes, refuge locations and/or individuals to provide assistance in times of emergency. 
 
Any questions related to this Quick Reference Guide should be referred to the Director of Environmental, Health and Safety or the Director of California 
University Police. 
 

Please keep this document readily available at all times! 
 


