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SUBJECT: MAIL REGULATIONS

ReV U. S. Postal Service Regulations

Purpose: To promulgate instructions 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 t It shall be the policy of the County Jail to mail and deliver
letters from and to inmates of the County Jail in accordance with the basic
instructions contained herein.

!• fick~up: The first shift supervisor (12:00 - 8:00 a.m.) will pick
up all outgoing mail and inspect* seal and mail by 7:00 a.m. daily, except
Sunday.

2. Delivery of Mail: 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* Inspection: 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 tJie letter to insure no contraband is attached
to the pages of the letter.

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; Inmates of the St. Louis County .Jail will be permitted to

write a reasonable amount of letters per week. ' ;•

4- Address: All inmates will use the following return address:

a. Name
Box 11417
Clayton, Mo. - 63105 <

5. Routine Mail? 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 be conveniently inspected.

6* Official Mail: Official mail is defined as that mail an inmate
receives or sends to or front attorney, courts, public official. Envelopes
will remain sealed and inspection of contents will not be made.

5. Applicability! This instruction is applicable to all employees and
inmates of the St. Louis County Jail. Absolutely no changes in the aforementioned
procedures will be authorized without consent of the -OupeginteiidenI or the Chief

of custody. ~r?. f

William
Chief of Custody
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18. , The Visiting Zone Officer will, at all times, be familiar with,and be
prepared to put into effect any applicable emergency plans.

The Correctional Officer assigned to visiting areas has therefore, a two- ;
fold responsibility; first, the maintenance of custodial standard; second,

•\ a courteous reception and treatment of all visitors.

Every effort should be made to minimize delay between the appearance of the
visitor and actual beginning of'the visit. To this end, the Correctional Officer
should,after a reasonable amount of time has elapsed, check on the non-appearance
of the inmate. He should carefully explain to the visitor the reason for the

. delay.

The Correctional Officer must make every effort to ensure that all inmates
' receive the amount of time authorized for their visits. This will avoid any
' ' injustice,not only to the inmate and his visitor, but to the County Jail as well.

1 ' The policies of St.I'Ouis County'Jail must be uniformly administered.

*> " '
*This appendix supersedes CJD 301, Appendix I, dated 7/21/77.





ST. LOUIS COUNTY, MISSOURI
GENE McNARY, SUPERVISOR
DEPARTMENTOFPUBLICWORKS

ROBERT J. HAGEL, P.E., DIRECTOR

November 28, 1979

MEMORAITOUM TO: William Hi' Breeding, Chief of Custody
St. Louis County Jail

, SUBJECT: :'W,; • Information on Jail for Legal Purposes

v-v

: I have got the answers to your questions for use by your attorneys.

The air-conditioning and he-ating information is contained in the
-^.attached memorandum and calculation sheets dated November 27 and
prepared by Harold Richter of toy staff. The control system is local
for oach confinement area by individual thecmoatata. The theruioytnta

"'.can.bo'act for any tetnp^ruturo within the ranpse bvit we iuivo dcnf.^utd
for dry bulb temperatures in the 70 9B with outside conditions between

, 0 and 95 . The ventilation systems provide the code-required six
* changes, of air per hour; this can be increased to ten changes per
hour by/rusing the smoke exhaust fans,

> -
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;i:attach-three prints of the floor plan of the jail; as many more
you need are available upon request.

: • . . ' J J

The sizes,of the individual facilities are a) fami-ly visitinc ~
112^ eq. ft*»'b).'Inmate visiting booth e 9 nq. ft. each, c) family
visiting booth =» 9 sq. ft. each, d) hall behind the nine family
booths if" 193 sq. ft. and e) visitors* sallyport = 115'i sq. ft.

If there is any other assistance we can offer you or the attorneys,
. -vi'.
• -ty

1 • :Y

Robert C. Lincoln .;
Deputy Director for Operations

UCL/jh v

fine. '

cc: Louis Stopp&lmUn
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ST. LOUFS COUNTY, MISSOURI
GENE McNARY, SUPERVISOR
D E P A R T M E N T OF P U B L I C W O R K S

R O B E R T J . H A G E L , P. E., D I R E C T O R - '

November 2 7 , 1979 . •'[

• j v

~ Deputy Director for Operations A

Information on Jail for Legal Aid

I
SUBJECT: -

In response to your nieiporandum of November 26, 1979 and of .the ; . :-
same subject, the following material pertaining to HVAC is sub-
mitted for your perusal: * •-•.,..,_

1* The Jail, which occupies the entire 4th floor of the Adminis-
tration Annex Building, is heated and cooled via three major
modification projectsiM Ihe first and most extensive renovation
was accoropliahed during 1973-1974. In addition to numerous

/ changes.in occupancy areas, this renovation included the install-
ation of 14 fan coil units systems which provide cooled air dis-
tribution, coupled with fresh air supply, to all.areas. Each fan

» roil unit is controlled by a room thermostat. This renovation
also included! new toilet exhaust systems in conformity with area
changes'. Hot water, wall convectors, controlled by room thermostats,
were installed, replacing the original steam radiators. The above
renovations were in accord with Winkler-Thorapaon & Asuoc. archi-
tectural and Willcird Given & Aanoc. engineering drawings and
specifications dated March 15, 1973*

The second renovation was accomplished mid-1977. This consisted
* of the installation of a combination heating and cooling trake up
/nit system for the jail kitchen* Since the range hood exhausts

V[ 6800 cuv ft, per rain, whew operating, the make up air systen pro-
• vides .ati'equivalent: volums of conditioned air and provides ventila-
f. tion capability during off season periods. The make up air unit
'is*.controlled by pre-set thermostats which compensate for vzinter
and sumrr.Gr cohdltlons." This, renovation also included exhaust
oystoma for lift additional exhaust hood and dishwasher. This:

'i.project was designed by Operations Division''of St. Louis County
Pifblic Works'|>er drawings and specification^ dated March 7, 1977.

Tho third and most recant renovation is tho Jail Cell Block Improve-
y-., ̂>,Vil. !. •, , incntr which wa^ recently, completed/^ Although the work primarily
'•"'•"/;':'<•'-)y>y-uX"\! roproaents architectural' Qa^^^Cructural. moriificationc;, the enist-
},-*. J •• • .••< •> . •*..„ i—*.*.!„.»••~UA . . « . . ^ J « ™ «,i'»i*.«jf.'fi«x,««.,« r e m o v e d a n d r e p l a c e d w i t h : - ,

Tvo air haudliug
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