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The purpose of this policy is to ensure that all clients can send and receive mail without compromising the safety and security of a Location.

The goal of this policy is to protect client rights. 
Policy

Programs shall recognize clients’ need for and right to written contact with persons outside of a program.

Programs shall censor all mail for contraband and inappropriate material in order to ensure program security and client rehabilitation

Programs shall not restrict the quantity of incoming or outgoing mail to clients.

Programs shall provide writing materials and a postage allowance equal to two letters per week to all clients.  The use of pens, pencils, or other writing implements which can be used as weapons may be restricted to specific times of days, and such writing implements may be collected from clients after the client has finished writing.

Location Managers shall make this policy available to all clients.

Procedures

A.     Privileged Mail
1. Clients shall be permitted to send and receive sealed privileged letters to the following:

a. courts

b. counsel

c. the Commissioner or an Assistant Commissioner of the Department 

d. Area or Program Directors

2. Letters shall be considered privileged if the following requirements are met:

e. it is addressed to or from a person included above with a name, position  held, and a return address

f. the client’s name and return address is on the envelope.

g. the envelope appears to contain only a letter.

B.       Non-Privileged Mail
3. All incoming non-privileged mail shall be opened and examined for contraband. Incoming mail will be read, with the client present, if clear evidence justifies such action.

4. All packages shall be opened and inspected with the client present and contraband materials shall be withheld.

5. Outgoing mail shall be opened at the discretion of the Location Managers based upon legitimate concerns for program security, client rehabilitation, or facilitates, encourages or instructs in criminal activity.

6. All outgoing mail shall include the following or shall be withheld:

h. return address

i. properly completed receiving address

j. no other marking on the envelope

7. All incoming and outgoing mail shall be withheld if it is deemed to jeopardize security or rehabilitation, facilitates, encourages, or instructs in criminal activity, or contains cash checks, or money orders over prescribed amounts.

8. The following are examples of circumstances when it would be considered reasonable to withhold incoming and outgoing mail.

k. methods of escape are depicted, described, or encouraged;
l. a code is being used or the text cannot be understood;
m. violence or physical harm is threatened against any person or group;
n. a criminal act is detailed;
o. sending or receiving contraband is detailed;
p. it is sexually explicit or obscene;
q. it is detained or committed client to client correspondence;
r. it is sent to or read by a resident of an adult correctional institution;
s. severe emotional or behavioral distress may be caused; or
t. cult or related organizations participation is encouraged.
C.       Books, Magazines, Newspapers, or Periodicals
9. Clients shall be permitted to possess books, magazines, newspapers, or periodicals except as provided below.

10. Publications shall be prohibited if they jeopardize security or rehabilitation, facilitates, encourages, or instructs in criminal activity, or depict sexually explicit materials.

D.       Withheld Mail or Contraband
11. Location personnel shall notify clients and/or the sender of the following when incoming or outgoing mail has been withheld:

u. the reasons for withholding the mail; and
v. the written appeal procedures which may be submitted to the Location Manager.

12. The above notification shall not be made if the mail is part of an ongoing internal DYS or law enforcement investigation.

13. Location personnel shall credit any cash, checks, or money orders withheld from mail to the client’s personal funds account or place it with the client’s secured property.

14. Location personnel shall record any items withheld from packages on the client’s property inventory sheet and place the item with the client’s secured property.

15. Location personnel shall forward all released or transferred clients’ mail unopened. If no forwarding address is available, mail shall be returned unopened to the sender or post office.

E.     Collection and Distribution of Mail
16. Incoming and outgoing mail shall be distributed and collected at least once per day except on weekends and postal holidays.

17. Incoming and outgoing mail shall be processed within 24 hours except on weekends and postal holidays.

F.     Law Enforcement Notification
18. Location Personnel shall notify the Legal Unit as well and law-enforcement authorities when withheld mail contains illegal substances or details a planned or completed criminal act.

19. The law-enforcement assistance policy shall be followed.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(
Clients’ rights regarding privileged and non-privileged mail are protected.

( 
All non-privileged mail is monitored to ensure Location security and client rehabilitation.

( 
Mail logs are maintained to document the disposition of censored mail.

( 
Location personnel receive on-going training in mail surveillance.

( 
The Legal Unit and law-enforcement authorities are notified when appropriate.







