FRANKLIN COUNTY JAIL
Chambersburg, PA

Standard Operating Procedure

Chapter: | 400 | Activities and Support Services Number: | 400.04 | Pages: 8

Title: 04 Inmate Mail Effective Date:

POLICY

It is the policy of Franklin County Jail (FCJ) to provide inmates with the opportunity to
communicate with family, friends, and officials of the legal system through the US mail
regardless of their ability to pay for the implements to do so.

PURPOSE

To set forth the rules and regulations of the facility mail system, in order to maximize
communication with family, friends, and those who have a general interest in the
inmate’s welfare, while maintaining the security of the facility and abiding by the rules
and guidelines of the U.S. Postal Service.

REFERENCES

ACA 4-ALDF-2A-21, 2A-27, 2A-60
4-ALDF-5B-5 through 5B-10

PA Title 37 95.234, 95.245

U.S. Postal Service

DEFINITIONS

Legal Mail: Privileged correspondence that is clearly identified on the face of the
envelope as coming from or to the courts, attorneys, departments of probation/parole,
elected officials, etc. The correspondence will be opened and examined in front of the
addressee. The transaction is logged and the signature of the officer opening and
examining it is required along with the inmate’s signature.

Contraband: Anything an inmate has that is not issued by the FCJ or authorized for
possession by the FCJ. Articles such as intoxicants, drugs, weapons or anything altered
from its original form for use other than what it was intended, and anything that could
jeopardize the safety and security of the facility. In general, anything an individual is not
authorized to have is considered to be contraband.
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

PROCEDURES
1. Incoming Mail
1.1 Incoming mail should be addressed as follows:
Inmate Name
Housing Location (if known)
Franklin County Jail
1804 Opportunity Ave.
Chambersburg, PA 17201
1.2 Letters containing unauthorized items will be returned to sender. The
inmate and the sender will receive a Rejected Correspondence Notice
(FCJ Form 400.04-2) explaining why the item is being returned. The
letter and unauthorized items will be rejected as a whole.
1.2.1  The following are not permitted and will be rejected and returned
to sender:
e Any envelope or letter smelling of perfume, cologne or other
odors
e (COD (Cash or Collect On Delivery) items
e Envelopes or letters with gang symbols/writing on them
e Polaroid photos, photos larger than 3 72" X 5”, more than ten
(10) photos (at one time)
Personal checks and cash
e Letters without a verifiable return address
Mail containing food, musical devices, metal parts, hard
substances, stickers, postage stamps/pre-paid stamped
envelopes, oversized objects (i.e. larger than 8 2 by 11
inches), writing paper, pencils, pens and other writing utensils.
1.3 All mail, excluding legal mail, will be inspected for contraband by jail staff
prior to distribution to the inmates. The envelope and each piece of
approved paper will be stamped. The stamped paper(s) will be placed
back in the envelope for delivery to the inmate.
1.3.1 Money orders and certified checks will be removed for credit to an
inmates account; a receipt will be placed in the envelope.
1.3.2 Any envelope containing suspicious items will be referred to the
local law enforcement agency for examination and determination
1.4 Inmates may not receive cash or personal checks through the mail. Cash

will be returned to the sender along with the original correspondence. |If
there is no return address on the correspondence, the cash will be
deposited into the inmate welfare fund. Personal checks will be returned
to the address on the check. In the case of a check that does not have
an address, the check will be returned to sender.
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POLICY AND PROCEDURE: Inmate Mail

POLICY NUMBER: 400.04

1.5 Incoming mail will be delivered to the institution Monday through Saturday
by the U.S Postal Service, excluding federal holidays.

1.5.1

1.5.2

1.5.3

1.5.4

All mail with postage due and any parcels or publications without
prior approval will be refused and returned to sender.

Mail for inmates who have been transferred or discharged will be
forwarded, if the address is known or returned to sender. FCJ will
hold all mail for inmates housed at other institutions on an
Approved Temporary Absence (ATA) basis, or forwarded
depending on the anticipated length of time the inmate will be at
the other institution.

The lobby officer will sign for any Certified or Registered mail for
any current inmate. Any Certified or Registered letter for an
employee must be signed for by that employee, or with that
employee’s knowledge. Certified or Registered letters for former
employees will not be signed for. Inmates will not be called up to
sign for any such mail. Any mail, which must be signed for by the
inmate will be refused.

Mail delivery to the housing units will be Tuesday through Sunday.
The 1% and 2™ shift lobby officers will be responsible for sorting
the mail. When sorted the mail will be placed in the roll call room
for pick up by 3rd shift Housing Unit Officers. Non-inmate mail will
be placed in their respective mailboxes located outside the roll call
room.

1.5.4.1 Mail distribution to inmates will be completed by 3" shift
Housing Unit Officers.

1.6 There is no limit on the amount of correspondence an inmate can send or
receive, unless there is a legitimate correctional interest to do so.

1.6.1

Inmates may possess no more than ten (10) letters at any one
time. Excess letters will be treated as contraband and
confiscated. Excess letters will be sent out at the inmate’s
expense or disposed of, at the discretion of the facility.
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

2.

1.7 Inmates will be permitted to receive photographs through the mail.

1.7.1  Photographs cannot be Polaroid or other instant type photographs
and cannot be larger than 3 "2 by 5 inches. Any photographs that
do not meet these criteria will be returned to sender. All
photographs must have a FCJ stamp of approval.
1.7.1.1 Digital photographs on printed on regular paper will be

permitted. If more than one (1) photograph is printed on a
piece of paper it will still be consider one (1) photograph
(i.e. Six (6) digital photos printed on one (1) piece of 8 12" X
11” paper will only be counted as one (1) photograph).

1.7.2 Pictures that are offensive or vulgar in nature will not be accepted.
Examples include pictures with drugs or alcohol in them, nude or
provocative photographs, etc.

1.7.3 Inmates are permitted to possess up to ten (10) pictures at any
one time. Inmates found to be in possession of more than ten
(10) photographs must send them out or dispose of them, or they
will be confiscated.

Legal Malil
2.1 Legal mail is considered to be from or to one the following:

e Officials of any Federal, State, or Local Court of Record

e Any Federal or State Official

e Any official of the Department of Corrections, Board of Probation and

Parole, or the Pardons Board
e Attorneys at Law
Elected Officials
2.2 Legal mail will not be read, but will be opened and examined for

contraband in the presence of the inmate, unless waived in writing, or in
circumstances that may indicate contamination. If the envelope does not
contain adequate information to establish the fact that it is legal mail, the
envelope will be opened.

2.2.1  Any contraband found in the envelope will be confiscated. Cash
will be returned to sender or placed in the inmate welfare fund.
Checks will be returned to the address on the check. In the case
of a check that does not have an address, the check will be
returned to sender. An Incident Report must be written anytime
contraband is discovered.

2.2.2 A Legal Mail Log (FCJ Form 400.04-1) will be kept to record the

transaction and will require the signature of the inmate and the
officer opening the envelope.
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

2.3

Legal mail being sent out by any inmate may be opened and inspected
only in the presence of the inmate.

3. Outgoing Malil

3.1

3.2

3.3

3.4

All items necessary for correspondence can be purchased through
commissary.

3.1.1 Inmates without funds must request free envelopes and paper
from their Correctional Treatment Specialist.

3.1.2 Only the envelopes sold in commissary or provided by jail staff
may be used for mailing correspondence. The contents of
outgoing letters are restricted to institutional stationary as
available in commissary.

3.1.3 Non-legal mail must be placed in the collection boxes unopened
and will be checked prior to mailing to ensure no other items than
paper or photographs are being sent out. Legal mail will only be
inspected if it is determined by feel that the envelope contains
contraband. Any contraband discovered will be confiscated and
disciplinary action may be taken.

Prior to mailing, inmates are required to place their proper name in the
upper left corner of the envelope as part of the return address.

3.2.1 Inmates must supply the complete name, street address or P.O.
box, City, State, and Zip Code of the person he/she is
corresponding with.

3.2.2 In accordance with U.S. Postal regulations, markings not
designating rate, class, address, handling, content, or extra
service are not permitted (i.e. artwork, drawings, or other
markings).

Letters to addresses outside of the United States that require additional
postage should be placed in the collection boxes with regular mail.
Additional postage will be automatically deducted from the inmates
account. If the inmate does not have the additional funds then a
“negative” balance will be applied to the inmates account. Overweight
regular mail will be returned to the inmate for re-mailing in additional
envelopes.

Legal mail will be placed in the collection boxes with regular mail.
Additional postage for legal mail that is overweight will be deducted from
an inmates account. This may be accomplished by allowing the inmate to
have a “negative balance”.
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

3.5

3.6

3.7

For special mailing purposes, 9” X 12” envelopes may be purchased
through the commissary. Inmates must have enough money in their
account to cover the additional postage, unless it is legal mail, in which a
negative balance will be applied to those accounts not having the
necessary funds.

Inmates are permitted to send out Certified and Registered Letters.
Additional postage will be deducted from an inmates account to cover the
cost of the additional postage. A “negative” balance may be applied
under certain circumstances (approved by treatment). Inmates may be
required to fill out the appropriate postal forms and will be notified as
such.

Mail collection boxes are provided on each of the housing units. All malil
should be placed in the mailbox prior to lockdown on 2" shift. The
collection boxes will be emptied on 3" shift by the zone supervisor.

3.7.1  Housing Unit Officers will collect mail from those inmates who are
unable to place mail in the collection boxes (i.e. Disciplinary or
Administrative Segregation).

3.7.2 All outgoing mail will be placed in the roll call room for pick up by
the 1° shift lobby officer, who will be responsible for inspecting
and sealing all outgoing inmate mail.

4. Correspondence between Inmates

4.1

Correspondence between inmates within the jail will be evaluated on a
case-by-case basis. Inmates must submit an Inmate Request Slip to their
Correctional Treatment Specialist requesting permission to correspond
with another inmate. Each request will be reviewed by the treatment
department and they will decide whether to approve the request. If
approved, the inmates will be required to complete and sign a
Correspondence Request (Internal) Form (FCJ Form 400.04-3) prior to
any correspondence being exchanged.

4.1.1 After approval is granted all correspondence will go through the
Correctional Treatment Specialists. Inmates will be permitted to
send only one (1) letter per week. The letter will be given to the
inmate’s Correctional Treatment Specialist, who will be
responsible for delivering it to Correctional Treatment Specialist of
the other inmate. All letters must meet the standards imposed by
this policy and will be searched and read prior to delivery.
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

4.2

All requests to correspond with inmates at another facility must go
through the inmates Correctional Treatment Specialist. Correspondence
from FCJ inmates to inmates housed in other correctional facilities may
be requested by submitting an Inmate Request Slip with the name,
relationship, and facility name. Only correspondence between related
inmates will be allowed and verification of the relationship will be done
prior to granting approval and submitting the request. Each request will
be reviewed on a case-by-case basis by the treatment department, and a
decision will be made whether or not to approve the request. If approved
a Correspondence Request (External) Form (FCJ Form 400.04-4) will be
completed and submitted to the administration of the receiving facility.
Approval must be granted by the other institution prior to any
correspondence being exchanged.

5. Restrictions on Correspondence

5.1

5.2

5.3

5.4

5.5

5.6

Correspondence with publishers must be submitted to inmate’s
Correctional Treatment Specialist, unsealed for approval. Any such
correspondence containing misleading, threatening, abusive, libelous,
obscene, or profane language is prohibited and may be rejected and
returned to the inmate.

All third party correspondences are prohibited and will be confiscated.

Inmates will be prohibited from writing to any person who has submitted a
signed statement stating they do not desire to receive mail from such
inmates. Inmates will also be prohibited from writing to any minor, when
such correspondence has been objected to in writing by the minor’s
parents or guardians.

An inmate may not use the facility address to fraudulently identify himself
as an employee, agent, or representative of the facility.

An inmate may not send or receive correspondence containing
threatening or obscene materials, as well as correspondence containing
criminal solicitations or furthering a criminal plan or misconduct offense.

The Warden or his designee may open, read, censor, and/or reject mail
based on legitimate correctional interests of order and security, including,
but not limited to the following reasons:

e Mail with content that describes or encourages activities which may
lead to the use of physical violence

e Mail containing information involving escape plots, plans to commit
illegal activities or to violate FCJ rules and regulations

e Mail written in code
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POLICY AND PROCEDURE: Inmate Mail
POLICY NUMBER: 400.04

5.6.1 Inmates will be notified in writing when incoming or outgoing
letters are withheld in part or in full; however, if a legitimate
correctional interest exists, this notification may not be immediate.
Censorship of mail may be appealed through the inmate
grievance procedure.

6. Sending Out Funds

6.1 Inmates will be permitted to send out funds from their inmate account one
time within seven (7) days of their commitment. After that inmates will
only be permitted to send out funds one time per month. Inmates must
submit an Inmate Request Slip with the name, address, relationship, and
amount, and attached a preaddressed stamped envelope to the form for
delivery.

6.1.1 This does not apply to work release inmates as they are permitted
to send out money for voluntary support and/or transportation fees
(FCJ SOP 300.16 — Financial Responsibility).

ATTACHMENTS

FCJ Form 400.04-1 - Legal Mail Log

FCJ Form 400.04-2 - Rejected Correspondence Notice

FCJ Form 400.04-3 - Correspondence Request (Internal) Form
FCJ Form 400.04-4 - Correspondence Request (External) Form

Page 8



