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Offlce of the Chief of Custody
St. Louis County Jail
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SUBJECT MAIL—REGULATIONS

Rev .- U. s. Postal Service Regulations

Purpose: To promulgate ihstructions in the handling of resident mail.

Background: Mail addressed to inmates at the County Jail, unless other-
wise directed by the addressee, is delivered to the jail authorities, who in turn
will deliver the mail to the addressee, under the jail's rules and regulations.

_'Policy: It shall be the policy of the County Jail to mail and deliver
letters from and to inmmates of the County Jail in accordance with the basic
ingstructions contained herein.

1. Pick-up: The first shift supervisor (12:00 - 8:00 a.m.) will rick
up all outgoing mail and 1nspect. geal and mail by 7:00 a.m. daily, except
Sunday.

2. Delivery of ﬁail: The second shift supervisor will insure that the mail
is picked up by 11:00,a.m. daily from the mail box. Mail will be opened,
inspected, and delivered daily, except Saturday and Sunday.

Action: Employees of the St. Louis County Jail will be guided in the
performance of their duties in handling resident mail by the following:

1. Censorship: Censorship of both incoming and outgoing inmate mail is
strictly forbidden. ‘

2. Insgeétion: In lieu of censorship all inmate mail will be inspected
for contraband by:

a. Openin the letter and extracting the contents.

b. Shaking the envelope to cause any contraband that might be inside
to fall free. :

c. Shaking the pages of the letter to insure no contraband is attached
to the pages of the 1etter.

d. Remove stamp and sealing portion of the envelope {(flap) and dispose
of properly.

e. Pictures will be inspected closely. No polaroid pictures with backing.
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3. Quantity:
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Ipmates of the St. Louis Cbunty qail will be petmitted to

write a reasonable amcunt of letters per week.

4. Address:

a. Name

Box 11417
Clayton, Mo. - 63105

5. Routine Mail!

. All inmates will use the following réturn address:

2

Routine mail is defined as that mail that an inmate
receives or sends to family, friends, or other than a legal, public official.

Envelopes must not be sealed, in order that they may he conveniéntly inspected.

6. Official Mail:

Official mail is defined as that mail an inmate

receives or sends to or from attorney, courts, public official. Envelopes
will remain sealed and inspection of contents will not be made.

5. Applicability:

inmates of the St. Louis County Jail.
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This instruction il‘applicablé to'all employees and
Absolutely no changes in the aforementioned

procedures will be authorized without consent of the Supesintendent or the Chief
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_ia} The V131t1ng Zone Offlcer w111, at all times, be famlllar with, and be
Yprepared to put 1nto effect any appllcable emergency pians. :

fold respon31bxlity; fxrst, the maxntenance of custod1a1 standard, second,
fa courteous receptlon and treatment of all v151tors. . ‘
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Every effort should be made to mxnlmize delay between the appearance of the
¢Av1sltor 'and actual beginning of ‘the visit. To this end, the Correctional Officer

lj»»»should after a reasonable‘amount of time ‘has elapsed, check on the non-appearance

He should catefully explaln to the vzsztor the reason for the

. ‘" The Correctional Officer must make every effort to ensure that all inmates

' receivd the amount of time authorized for their visits. This will avoid any
’ilnjustice.not only to the 1nmate and his visitor, but to the County Ja11 as well.

The policics of s:.louis County Jail must be unxfotmly administered. o I
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ST, LOUIS COUNTY, MISSOURI
GENE McNARY, SUPERVISOR -

"3 DEPARTMENT OF PUBLIC WORKS
'  R68ERTJ.HAGELJ&E”DJRECTOR

ﬁ:November 28, 1979 "sz,- _ -

William.H Breedlng, Chief of Custody
St. Louis County Jail =

“*. " MEMORANDUM io.

Trlnfqrmation gn Jail for Légal Purposes

I have got the answers to your queations for use by your attornayu.

=The ait condltioning and heating information 1s contained in the
attached memorandum and calculation sheets dated November 27 and

" prepared by Harold Richter of my staff. The control system is local -
- for cach confinement area by individual thermostats. The therwostats
“con b ‘get for any temperature within the range bur wie have designed

- for dry ulb temperatures in the 70's with outside conditions between
_f 0 and 95 ‘The ventilation systems provide the code~requlred six
‘changes of ‘air per hour; this can be increased to ten changes per

hour by using the smoke cxhaust fans. : : T

".I attach‘thr:ee prints of the "floor plan of the Jal.]' as many mwore
‘as you necd are avaiiable upon request.
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The siZes of the 1ndividual facilitieo are a) family visiting =
1123 6q. ft., b) inmate vigiting booth = 9 nq. ft. éach, c) family
visiting booth = 9:sq. ft. each, d) hall behind the nLne {famity
booths =" 195 sq. ft. and e) visitors ‘Sallyport = 115% sq. ft.

CIf thcre is any other assistance we can offer you or the attorneya,
ﬂsk. : ‘;-u' "~: L . . :

]

K’Q \,ZM

Robert C. Lincoln
Deputy Director for Operations
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GENE McNARY, SUPERVISOR

. ‘-DEPARTMENTOF PUBLICWORKS
.+ ROBERTJ. HAGEL, P.E, DIRECTOR

“”;"November 27, 1979
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In response to your memorandum of November 26, 1979 and of .the

. same subject, the follawing mdterial pertaining to HVAC is sub~

?.mitted for your pe%usal'»‘“’{i.'A,) L :
L The 3&11 which occupiea the cntire 4th flcor of the Adminl

.. tration Annex Building, 1s heated and cooled via three major

modification projects. ' The first and most extensive renovation

- wag accowmplighed duzing 1973-1974. In addition to numerous - -

‘4 -changes. in occupancy areag, this renovation included the install-. - |

'h ration of 14 fan coil units systems which provide cooled air dis- . -
tribution, coupled with fresh air supply, to all arcas., Each fan ~

: %‘coil unit is tontrelleéd by a room thermostat. This renovation .
7. also included new toilet exhaust systems in conformity with area -

R changed. Hot water wall convectors, controlled by room thermostats,

 were installed, replacing the original stean radiators. The above

- renovations were in accord with Winkler-Thompson & Azusoc. archi-

* tectural and Willavd Given & Assoc. englueering drawings and

specifications dated Mnrch 15, 1973. ' =
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. The second rehovatlon vas accomp11shcd mid-1977. Ihls consisted
-v.of the installation of a combination heatiug and covling wake up
iy aystem for the jail kitchen, - Siuce the rangg hood exhausts
‘ -~ 6800° cu. ft.,ber nin, when operating, the make up air systen pro-

"'videe an’ equ#Valent voluma of conditioned air and provides ventila-
.. tion capabil Ly during off season periods. The make up air unit

'is‘controlled by pre-set thermostat: which compensate for wiuter

~and summer conditions.  Thias renovation also included exhaust
uystema for #n - additional exhaust hosd and dishwasher. Thic
opreject was: dbaignrd by Operations Division of St. Louls County -
delic Works ber drdwings and’ specifications dated March 7, 1977,
The third and most recent renovation ie the Ja il Cell Block Improve-—
umnt which was tccent!g cemplet:ad.e Although the work primarily
repraaents srihiteontuy 13 end ot ructural modifications, the exlst- . .
ing heating' ahid uog?in@ ryﬂtemu*varm removed and replacod wiLh;-;ﬁ;.,J:
; ncé«@o @a?i&ﬁﬁ thu natlrnqutromnntas TWO Pir|huud1ing unita, o0 0
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