III.  Training, Testing, and Rehearsal

The actions you take during a threat have an immediate impact on the safety of everyone in your mail center.  The actions you take before a threat have a lasting impact on the safety of everyone in your agency.  Preparing your mail center and your employees to handle a threat is an obligation you must meet every day.

Education and awareness are the essential ingredients to preparedness.  Employees need to remain aware of their surroundings and the packages they handle.  You must carefully design and vigorously monitor your security program to reduce the risk for all. 

Through training, you can develop a culture of security awareness in your operation.  Through rehearsal, you can ensure that critical lessons have been learned and retained.  A union representative or other employee representative will ensure employee confidence in their safety in developing and giving training.  Managers should consider security training and rehearsal a critical element of their job.

In addition to educating the employees who work for you, you should educate the employees who work for your agency.  Employee awareness of the measures you’ve taken leads to confidence in the safety of the packages that are delivered to their desktops.

The importance of testing the plan

One key to performance during an emergency is testing of the plan in advance.  Test contingency plans in a way that does not alarm employees but follows the steps to take if there is an event.  The dress rehearsals reinforce the training and in the event of an emergency can more easily be followed. 

X-Ray training

 Training is necessary to qualify someone to inspect letters and packages by x-ray.  You should ensure that all of your personnel and any contractors who staff the x-ray machine have sufficient training, and that they keep their training current.

Contents of a complete training program

· Basic security procedures

· How to recognize and report suspicious packages

· Inspecting letters and packages by x-ray

· Proper use of personal protective equipment (PPE)

· How to respond to a biological threat

· How to respond to a bomb threat

· Continuity of Operations Plan (COOP)

· Occupant Emergency Plan (OEP)


To be effective, any training must be ongoing.  This is especially true with security issues.  Schedule brief update sessions with your employees on a regular basis.  Maintain a log of all mail center employees and training attended, including the date completed.








