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A. determination by the C~f~ce of Administrative Law (SAL) evaluates whether or not an
action or enactment by a state agency complies with ~alifc~rnia administrative law overn~n~ ~
hovv state agencies adopt regulations. NQt~1111~ 111 ~~115 ~.I1~.~~S1S eVi1~t1~.t~S ~~.1e ,"~,C~Vl~~.~I~1~~ (JT t~'l~
v~isdc~ of the un~rlyin ac~tian or e~.actent. {~U~ ~'~V1~W 1S I11111~~C~. t0 t~'1~ SO~~ 1SSU~' O~
whether the challenged rule meets the definition of "regulation" as defined in Goverri~rnent
Code section 11342.60 and is subject to the Administrative Procedure Act (APA). If a rule
meets the definition of "regulation.," but was nc~t adopted pursuant to the APA and should
have been, it is an "underground regulation" as defined in California Code of Regulations,
title 1, section 250. ~ COAL has neither the legal authority nor the technical ex ertise to
evaluate the underlying policy issues involved in the subject of this determination.

At issue is whether Administrative I3irective No, 655 SAD 655} concerning the ~c~py
and Shipment tenter, issued b~ Coalinga State Hospital, .~alifornia Department of
Mate Hospitals {Department~,2 effective on December 11, 2~ 12, attached hereto as
EX~11~}l~ A, is an underground regulation. AID 65 S incor~ora~es by reference Internal
1~~Ianagement Directives Nos. 624 and b51 and Administrata.ve Directive 6~8.

' As defined by title 1, section 250{a),
"Underground regulation" means any guideline, criterion, bulletin, manual, instruction, order,
standard of general application, or other rule, including a rule ~,c~verning a state agency
procedure,. that is a regulation. as defined in Section 11342.6t~~ of the Government Cade, but
has nat been adapted as a regulation and fled with the Secretary of State pursuant to the APA
an€1 is not subject to an express statutory exemption from ado~.tian pursuant to tl~e APA.

2 Pursuant to AB 147C} (Scats. 2012, ch. 24), the Department of Stag Hospitals was created and sate hospitals
which were formerly under the jurisdiction of the Department of Mental Health {DMH} are now under the
jurisdiction of the Department. Pursuant to Welf~.re and Institutions Cede section 4x(}5.5, all regulations relating
to state hospitals adapted by the Stag Department of 1Vlental Health are vested in the Department.
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1. AD X 55, IMD X24 ~.nd I11~D 651 are not regulations. They are guides as to how mail
and copy services are to be handed,

2. AD X 55 does nat apply generally, but only applies to CSI I.
3. AD 655 is not "quasi-legislative.."
4. AD +655 is a restatement of Iaw.
5. AD X55 is exempt pursuant to overn~ment Cade section 11340.E{d) as it concerns the

"internal management" o f C S ~I .
6. AD X 55 should be ex~ ~t as it is issued by CSI- ar~d relates only to CS~-I life rules

adopted by the wardens of particular prisons that only concern their prison are exempt.

7. AD 655 is a matter of I~S~I policy and is constitutionally permissible.

Can July 1 a, 2013, COAL received t]he Petitioner's rebuttal to the Department's response. The

rebuttal did nod raise any ne~v, relevant issues.

Government bode section 11340.5, subdivision {a), provides that:

No state agency shall issue, u~il~Ze, enforce, or attempt to ~nforc~ any

guideline, criterion, bulletin, manual, instruc~ian, order, standard of general

application, or other rule, which is a regulation. as defined in [C~rovern.r~.ent

Cede] Section 1134~,~fl{}, unless the guideline, criterion, bulletin, manual,

instruction, order, standard of general application, car ether rule has been

ads fed as a regulation ~.nd ~ led with the Secretary of State pursuant to [the

APA.].

..
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ASH is a state mental health hospital under the. jurisdiction ~f the Department.3 CSI- , li~.e
other state mental hospitals, has limited authority to act as an independent entity. The
responsibility of governing all state mental hospitals lies with the ~3epartment. Welfare and
Institutions bode section 4101 provides that:

Except as otherwise specifically provided elsewhere in this code, all of the
institutions under the jurisdiction of tl~e State Department of State Hospitals
shall be governed by u~ifarm rule and regulation of the State Department of
State Hospitals and ail of the provisions of this chapter shall apply to the
conduct and management of those institutions.

Thus, the Department has the authority to adopt regulations governing state hospitals,
including CS I, aid has, in fact, done so in the past. (See, infra,)

The individuals committed to CSH are either "LPS" or "non-LPS" patients. Non LPS patients
are patients th~.t are placed in ar committed to ~SI-~ pursuant to legal authority ot~he~ than the
I.anter~nan-Petris-short LPS Act,` com~nencin with Section S~f~fl of Part 1 Division ~ of~ )
the ~'~elfare and Insti~uti~ns Cody. For example, ~W'elfare and Institutions fade section 6~~~,
et. Seq.j, the Se~.u~lly Violent Pred~.tor Law, provides that inmates of the I3ep~.rtrnent of
~orreetions and rehabilitation who are found by a court to be sexually violent predators are
committed as a patient of the Department. The Department places the ~at~ent in an
appropriate facility. ~

OAL's author~~y to issue a determination extends only to the limited question of whether the
challenged rule is a "regulation" subject to the APA.~ This analysis will determine ~ 1 }whether

3 Welfare and Institutions +bode section 4100 states:
The department [of Mental Health] has jurisdiction over the following institutions; ... {b}
Coalinga State Hospital. , . .

4 Pursuant ta~ Welfare and Institutions Code section SQL I, the Lanterman-Petris-Short (LPS) Act provides far
care for mentally disordered persons, developmentally disabled persons, and persons impaired by chronic
alcoholism. According to the Department's webs to (htt ://www.dsh.ca. ovlCoalin a/ viewed on July 24, 2013),
CSC treats forensicall}~ committed individuals, mostly sexually violent predators from the California Department
of corrections and Rehabilitation, not LPS patients.

5 Welfare and Institutions Cflde section + 604 states:
...If the court or jury determines that the person is a sexually violent predator, the person. shill
be conr~m tte~ for an indeterminate tern to the custody of the Mate Department of Mental
Health fc~r appropriate treatment and confinement in a secure facility designated b~ the
Director of Mental Health.

6 We note that the Department's response also requested that if C)AL found AD d55 to contain underground
regulations, then t~AL "allow DS to continue use of A.D. X55 until valid regulations can be promulgated... ,"
OAL does not have the authori~ to allow a state agency to continue tc~ use a rude found to be an under,grc~und
regulation. OAL does not have the authority to enforce %ts determinations; however, sate agencies should
conduct themselves in accordance with the law.
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the challenged rude is a "regulation" VV1t~11I1 t~l.~ Y21~aI1111g O~ CT~Ver~'t111el1t CtJCIe SeCtl011
11342.~fl0, and {2) whether tl~e challenged rile falls within any recognised exemption from
APA requirements.

A regulation is def ned in Government Code section 113 42 , ~~~ as

.. ,every rule, regulatian, order, ar standard of general application or the
amendment, supplement, or revision of any ru1~, regulation, order, or standard
adopted by any state agency t~ i plem.ent, interpret, or male specif c the law
enforced or administered by ~t, or to .govern ids procedure.

I ~'idewate~ 1V.~arine YV~este~n, .~nc. v. victoria .Bra~'shaw ~ 1996} 14 Cal.4th S 57, 571 [S 9
~al.Rptr.2d 18~], the California Supreme Court found that:

A regulation subject t+~ the ~.d ~nistrative Procedure Act (APA} (Gay. Code,
~ 11340 et seq.} hay twa principal identifying characteristics. First, the agency
must intend .its rule to apply generally, rattler khan i~l a specific case. The rule
need not, havvever, apply universe. ly; a rule applies generally sa long as it
declares hc~w a certain class of cases will be decided. ecc~nd, the rule must
implement, interpret, or males erif c the lavv enfor. ce ~r administered by the
a~er~cy, ar govern the agency's procedure {{sov. ~'c~~.e, ~ l 1342, subd, (g))•7

As stated in Tidewater, the first element used to identify a "regulation" is whether the rule
applies generally. As Tidewater points out, a rule need nit apply tc~ all persons in the state of
Cal ft~rn a. It is sufficient if the rule apples to a clearly defined class cif persons or
S1tt1at1011S. ~

7

w

The second element used to id~ntif~ a "regulation" as stated. in ~'idewater is that the rule must
implement, interpret ar mare specific the law enforced or a~. roistered y the agency, or
govern the agency's procedure.

As noted shave, ~V~~lfare and Ir~stitutir~ns bode section 41 C}t~ states ghat the Department has
jurisdiction over G Welfare and Institutions Code section ~ 1 C~ 1 requires all of the
fnsti~ution~ under the jurisdiction of the Department be governed by ur~i~or rule and
regulation of the Department. In addition, Welfare and Insx~tutions Code section 4027, which
applies tc~ Neon-L]PS patients, states:

Section ~ 1342{g~ was re-numbered in X000 to section 11342. 00 without substantive change.
~ See also Roth v. Department Uf, f' Veterans Affairs, (1980} 110 Ca1.App.3d 14, 19; 167 Cal.Rptr. 552, 557.
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The State Department of Mental Health may adopt regulations
concerning patients' rights and related pracedures applicable t~ the
inpatient treatment o~ mentally ill offenders receiving treatment ... ,
persons rec~iv~ng treatment as mentally disordered see offenders, and
inmates cif jail psychiatric units.

AD 65 5 and the incorparated by reference documents (II~~II~ 624 and I1~~ID 651) affect
all aspects of the Copy and Shipping Center at CSI . AI3 655 establishes limitations
and require e~.ts on the procedures for sending and receiving mail, provides for very
detailed requirements for the obtaining of appointments and the processing of
packages, the transfer o funds from the patient's accounts, the retention of funds,
copy restrictions and the seal~n and confiscating of mail and packages of all CS~-I
patients. A 65 5, the efare, implements '~1elfare and Institutions Code sections 41 UO
and 41 t~ 1 which deal. . v~i~ the .Department's responsibilities to a p t regulations to
govern state hospitals with respect to ll~l~' on-L,P patients. In addition., A 65 5
implements, interprets and makes specific Welfare and Institutions Cede section 4 27
w~ is per~n~~s the T~epart ent to adapt regulations concerning patients' rights and
relayed procedures. The second element ~n Tid~wate~ is ~th~reby met.

..
~ ~ s ~ ~ ~ ~

The final issue to examine ~is whether the challenged rule fa11s within an express statutory
exen~p~t on from the A.P.A. Exemptions from the APA cap lie gener~.l exemptia►ns t~.at apply to
all sate rulemaking agencies or sp~ci~ c exemptions that pertain to a particular rulemaking
agency or a specific .program. Pursuant to ~`rovernment bode sectit~n 1134 ,the prc~ced.ural
requirements established in the APA "shall not be superseded or modified by any subsequent
legislation except to the ,extent that the legislation shall do ,s~c~ exp~e,ssl~." Emphasis added.)

r ~s

~ ̀  • ~ f " • ~.~

1. The Department's contention that AD 655 is a restatement of law is in same respects
correct. Any p~rovisian that is c~nl~ a reiteration of a statute or a ~.uly adopted.
regulation is not an underground regulation, The provision is m+~rely a reiteration of
law if it does not further implement, interpret or m.~.ke specific the statt~.te or
regulation. CJther provisions that further in~:plement;. interpret car mare specific the
statute or regulation that were not enacted by the legislature or adopted through tl~e
APA process, are underground regulations. Therefore, the various provisions cif AD
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655, II~~ID 624 and II~~ID X51 that ~impl~ restate a statute or a duly adopted regulation
anal do not further implement, interpret ar make specific the statute or regulation that
is being restated, is not an underground regulation. Far instance, II1rID X24 defines
"may " as:

... paper documents sent in a standard sized, legal sized, or
S~J~Cial ~1a11C~.~121~; ~'23Ve~Q~Je (P~`lOrlt~ I11~1~, express mail, etc.}
with a weight of 1 ~ ounces or less, and thickness of 1 /2 inches
or Tess.

This definition is a restaten~.ent of section 4415 of title 9 of the California bode of
Regulations.

Another example of a restatement of law appears in IMIJ 6S 1. It states that:

Each package sent and each package received shall not be more
than 24 inches long by l 9 inches in length b~ 12 i~c~~s high,
and sha11 weigh na mare than 3 0 pounds,

This is a restatement of section 442~(b) of title 9 of the California Code of
Regulations. Restatements of statutes and duly adopted regulations are not
underground regulations.
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3 . The Department alleges that AD 65 5 and ids incar crated I~~I d2~ and Ih~I 651 are
not regulations but rather "a gu ~.e to the staff at the Facility of how to handle. the mail
and how to handle the use of funds." As indicated supra, Government Code section
1134U. S specifically states that agencies .shall not use "guidelines" that meet the
def ni~tic~n of "regulation" unless adopted pursuant to the A.PA. As discussed supra,
.~D X 55 and the incorporated y reference documents {II~~ID 624 and II~~I ~~ 1), meet
the de ni~~on of "regulation."

4. The Department's contention .that a "rule dies not apply ̀ generally' when ~t relates tc~
practices fir hoc there is a need for flexible appraac~es" is without merit. The
Department alleges that. since AD X 55 only applies to C IS, it dies nc~t apply
generally. UC~'l 1S 110t $~"le C~.Se ~.S 1S C~.ISCUSS~{~., supra. C H is a hospital which admits a
class of persons that changes as .patients come and go. It is an open Mass. Therefore,
AID S S is a ge~.~ra1-rule. because it applies to this open class, Further~n~re, the APA
~xplieitly states that only exemptions .expressed by the Legislature are valid and the.
Legislature has not adapted a exemption for "flexib~ gty,"

1 M ~ ' ~ ~ ~ I i ~ M ~ ~ i 1 ~ ~ ~

~ ~~~ ~ ~ ~ '~ ~ ~ f~ ~~ ~ ~' ~ ~ # ~

~..

6. The I~ep ~-tn~e is co to titan that AD X 55 ~s not quasi-legislative is incorrect. The
term "quasi- ~g s t~ve" is not d. fried in the APA, so we~ lc~t~k t~ the ju ~~i meaning
of quasi-legislative. tc~ determine whether the challenged action reflects the e~e~rc se of
quasi-legislative o~vver. ~" de~vater .Marine T~~~stern, .Inc. v. T~icto~ia B~adsh~w { ~ 99b)
14 a1.4th 557, su ~a a~ X 74-575, states that " a written statement of ol~c that a~~ p Y
agency intends to apply e er~.~ y, that is unrelated to a specific case, and ghat predicts
hew the agency will decide future cases is else t~.~. l~ le~isl dive i nature even if it
merely interprets applicable law." The c ~.11~en ed rules in AID X 5 5 and the
inc~rpara e . b~ reference documents (IM 624 a ct II~~II~ ~~ 1) that are riot
restatements ~f law, are written statements of policy that indicate how the Department
intends to apply rules. concerning the Copy a~r~~. ~►ing Center generally as to all.
current and future patients. Therefore, those challenged rules that are riot restatem+en~s
of statutes car regulation are the exercise of quasi-legislative actin on the park of the
e~.rtnt.

r i i ! i ~ a/ 1 ~ ~ ~ ~ ~ f ~ ~ w l

.. ,..

w

~ f
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The rule does involve "a matter of serit~us consequence involving an
important pu~l~c interest." See P~schm~n v, ~?umke (1973} 31 al,App.3d 932
and G~i~~ v. Kizer {19~~) ~1~ C~.I,App.3d 422):

AT) b55 does. not affects ly the e p a~yees of the Dep~.rt ent, but also affects the
~3~.t1~11tS (?f CS a.~l:t~. ~lOS~ S~~"lC~.l~'l,~ 111~1~ t0, or recei~Tig mail from, the. patients.
~-laving not met the first prong listed above, CJAL finds. that the internal management
exemption does nod apply.

.iii ̀ • "~ .' i

Date: August 2~, 2013
Debra 1~~. Cornez
Director

Eliz nth A. I-~eidig
Senior Counsel

~. ~
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Coal~n~a State Hospital ~ ~N'l'ER~AL l~1Al~~.GEl1rI~N'~' L?IRE~TIV'
~Zep~aces A,D. No, ~2~4 dated 8/9/ 7 ~ No. 6~~

Lffectiv~ .Date: fiJc~ober 12, 2C~ ~ ~ .
Revised D~at~: Novern ber 1 ~, .2~ 1 U

S~J~~~C'~'; ~l''~~~'~7U~.lA,I.,S' l~A~~., A~N1J ~'A.~~►.A►C~~S

To ensure the guidelines and procedures r~gardin~ the responsibilities, procedures, and l mi~atic~ns
which govern an Ind.ividua~'s incoming and out~t~in~ mail and pac~Cages.

I ~, A. UT1-~~RI'~Y

~~p~rtm~nt off' Manta! Z-~e~lth ~~NII~}, Special Urder Flo, 2~8,~ 1 and 249, 1; Cal ifornia welfare
& lnst tu~ions Code, Section 4 i 3~; and California C~►de of ~.egulations, Ti~~e ~, section ~~15
and ~42C~.

iri. FC~I~~CY ~ .

Individuals ~~v~ the right t~ have access to letter writing materials, including stamps, and to send
and receive mail and' pac~cag~s. '1~'he ht~sp~~al his d~tai~ed pr~c~s~~s in pJ~ce to et~st~re Indi~idu~Is
and st~#~'un~ersta~~d have incoming and. ~u~ oing mail and packa~ s will be h~.r~dl~d~

I~. ~:~T~3~D .

A. IJefinitions

1, "tai}" ts- d~e~ned as paper dc~cun~er~ts ~~nt ire a standard sized ~nve~ope, manila
enve~ape, or special handling envelope ~~'riority mail, ~xpr~ss a l,. etc.) with .a
weight unc~~r 16 aunces ~n~ lest than ~~" thick. ~.1~ o~~~r materials falling outside
this d~~~~ri tic~n wild be deemed as ~ package and wi~1 be for~vard~d to ~a 1
services for ~rQcessi~ag, t~~n tt~ P~lic~ Servi~~s Package ~~nt~r ~~'~ ~~ for
issuance according ~o established procedures. .

2, "P~c~cag~e" is. d~e~ined a~ ~r~~ iterns~s~ d~I v~re~ in a ~~x, large manila envelope
with bubbly wrap, or other container that is nt~t standard envelope sire or is more
that l 6 ~unc~s ar ~~" thick, L~xceptic~ns are periodicals, ~~t~~c~g~, ~r Iit~ratsar~
s~arc~ ~r~~~n Federal andlor Sta~~ agencies.

3, ~. "Thi~id~Par~y ~~i~'~ 1S C~~~Jt~~~ r~S ITI~#~ r~CIt~T'~S~~C~ ~C? ~1QS~}I~~1 S~'~.ff'pt''~p~Ci~l~~~~'S ~Ot'
~~~iv~ry ~c~ ~n individual, ~r ~~~il ~iv~n to ~~ emplt~yee by an ~ndi~ dual to m~ ~
ouxsid~ nor'n~a1 ~ospi~al ma~i~ ng procedures. ~.ppraved vendor packages with th-e
purchaser;s name 1oc~t~d in t~►e s ~ppin~ ~ddr~ss a1c~n v~ith id~n~~~a~~e
~ nd~xv idu~l's f~~ it na~~~~ and .carr~c~ address will not be considered th ird~-party maid
ar p~ack~ge,

4. "Leer'' is de~in~d as one ounce f rst cl~s~s maid,



J• '~P~riodical" is defined as~ any published material a~ raga-lar ~ntervais o~'more than
Qne day; of or re~~t6ng to a publication` issued at such intervals e.g. magazines or
news ~e~ters~. exception note; R~~ardless ofs~ze not t~ b~ counted as a package
,and wi11 be subject to contraband r~v~ew by staff,

6. "+~a~alc~~" is ~efned as a ~yst~matized lisp, af~en featuring descriptit~ns of Ixsted
items; ~ publication c:~n~ainin~ such a tis~ {m~ harder cafialc~g}. ~~ceptic~n note;
r~~ar~less of si~~ nod to b~ ~o~~nted as a package and ~w~ll be s~bjec~ t~ contraband
~•e~iew by sta~'f,

7, "L ~e~•a ~~re e~rc~" is defined as ~ sys~~~~na~ c search fir investigat~on.o~' ~~b;Tshed
materi~~ rel~~~n~; to ~a given subject {published mate~-i~l from ~'ed+eraI, date
Agencies or by a ~ecagnized charitable ~}r~~n~zation}. Exception note:
regardless of ~ z~ nit to b~ ~oun~ed as a pa~ckag~ ar~d ~+~~1 be subject ~fl contraband
r~~►iew by st~fft

8. "Educational Ma~eria~~" ire defined ~s those from an accred ~t~d col~~ge. or
Un V~rSlt~, Which have b~~n approved by ~+~n~r 1 Pra~r~rn S~rvi~es , ducati~n Staff
and the el~ness and R.ec~v~ry Teai~n. 7'hi rr~ay include edu~ati~nal materials in
CTS ~r I~V~ or~~at, and which r~orn~al y w~u d be considered contraband i~' f~
~urch~sed from an tanap~r~v~d vendor, AYuth~r gat ~~ d+aes not inc~ud~ ifiems that
are considered contraband regar~Iess t~f s~urc~, .such as firearm or ~rugMrelated,

s

..

t ~. ~_ ~ ~_ _~ ~ ~ _ ~~ $ Ali,• 
~ i! ;. «• ~

..

! ~. ! • ~ * •

~, ~ ~~~ERAL PT~C~~;I7U~.~ ~C~~. ~IA1L ~l~T~ P~~AE P11~..~CES~?~~

1~, AID inco~~n ngl~ut~o~r~ rr~ i~ end ~a~kag s must be ~ddr~~se~d pr~~~rly including fihe
Ind ~v ~ua1~s ~'u l nayn~, unit nu bar end id~n fica~t an number to ensure ~r~per and
tine ly de iv~r~~ ~n~~m ng/~u ~~iri~ mail an~1~r ~~ckages with "~~aiinga ~a~~
~-lflspi al" in the address line may be subj~c~ t+~ opening ~y rec iv~ng s~a~~'as an
unknown van +~r p~~r~hase,

L~arr~p~e; Jt~hn J, doe
~.1nit ~~, Identification CC~~QO~O~~~f~
PtC), ~3ox 5~C}3
Coalinga, CA 9321OM5~U3

2. All incomar~~l~ta~~~ir~g ~x~dil and p~ck~g s ~h~uld hive a return address, in the
~v~nt that the rnai! andlc~r pack~ge(s~ are unable ~o be de~~vered.



3. ~v~ry effort sh~11 be made to del~~er rn~~l andlor packages wit~~ut ~ paper
address. ]f multiply Individuals with the game name are Iac~ted, ~~n attempt will
be made to ~on~rrr~ that the sender ~s known to one o~`the ~nt~ividuls. ~f~t
C~i1n{3~ ~~ ~C~~I~T't7~~~ ~h~t t~l~ S~nC~~i` 1S ~C~{}~►jVn ~Q G1ti~ G1~tI~~ I1~~IV1{~ua1S, the mail
ar p~c~ages shall be re~urn~d ~unop~ned, to fih~ sender, the post a~fice of origin, or
o~h~r shipping a~enl.

4, Individuals have the ri~h~ ~o d~c~in~ a~c~ptan~~. o~'mali and/or pack~g~s from one
or rnc~r~ Ind Victuals and~~r vendors, Mail and/or pa~k~~es that are d~c~ined b~ an
Individual shall be sent beck to l~iail ~er~r ~~s with instruct ins to re~~rr~,
u~~oper~~d, to the sender, I~~l~ ~r ~~Ck~~~s that ~r~ O~~~t~d ~t ~~1~ ~t~d1VIdUa1's
request may r•~~u re the lr~dividual to pay fir return shipp~n~ ~asts~

.5. Delivery or rnai~in~ ott~~ir~«par~y i~ai~ is prohibited, and such mail shall be
r+~turn~d to the sender, unopened, v~~ the ~~i~ services and t~~ Individual's
Wellness and R~ec:overy tea~~n .shad be nQt~fied.

f. Third cuss ~nai~ ~jun~C mail} ~i~houfi an ~nd~v~du~~~s ~t~~linga State ~osp~tal
Id~n~ ~i~ tion 1N'o, {~~ #~) is nofi a1~c~w~d and will ~e d;spo~ec~ cif by the Mail
Services,

8. Legal Mai l end ~'ackag~~:

r r r ~r ., w

..

.. -

.. * ~ ~ ,.~ ~ ~r i ~ ~ • ~ ~. ~ e

~ . ~ ~ _ _ ~ ~ ` Vii' •' • - ~ 
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~ ~ _ w
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4. ~1n it staff shall ~~n~int~in ~ ~c~g of alb out~,oin legal corres~~n~ienc~, ~~ in~iude
lndvidu~l's n~mc, d~~e, re~ipi~nt, and s~a~'fs s~gna~ure,

meriting Mai r~~is end ~osla~e;

1. 1~e~vly ad~~nit~ d ~~~di~~ ua~s ~ha11 be ali~~t d suf~c ant err ing mat ri~~s,
in~ludin~ p~st~~e ~'t~~~ ~rsg~~l s~ rn~i1, ~~r up to two ~n~Mc~unc~ 1et~ers per week for .
the first thirty (3~} days after initial ad~~nissi~n~ Ther~af~er, individuals ire
required to ~urch~se wr t rig and r~-~~i~in m~t~ri~ls; and pay r~gu~ar pc~st~ge and
special mail serv~~~s fees out of their pers~na~ Funds,
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3, after the i,~i~z 130 days from admission, ~ndi~ent Indlvidua~s shah be a1)c~tted
sufficient rn~~~rs'a~s for one letter each v~eek, including postage in an arn~unt nod
~o exceed tt~~ cast c~i'ane stamp far first~clasS nail far oneMaunce letter, at na post
to the Individual,

4. Ad~di~ional ~ri~ ng rna~crials and postage shall be available for purchase at the
stores or canteens on hospital grounds.

D. I~Iail and Package R~ceipfi~ and Distribut~~~~;

l ~ ~Jpor~ r~ceipi t~f the avail; fi~ai1 services staff identifies, s~r~s and delivers in
accordance with established mail/package processing Procedures, Unit s~af#'shall
prov~d~ a cor~~d~nt al aria ~'ar Individuals to receive .mail during mail call,
end viduais who r~~eiv~ rnai~ and are c~~~'th~ CJ~ t shall b~ n~tj~e~. Unit sta`~f will
deli~~r the rr~ail to the ~lndi~idual ~~ w~a~~n it is ad~r ss~d ar~d in accc~rdanc~ Frith
the. hc~sp~taYs rues open and inspect incoming mail f.~r contraband withc~~t
reading ~rrtt~n n~~terial ~n the presen+~e t~~ the Ir~div dial, tf contraband is found, .
it sh~11 be re~-nov~~ and a ̀ `~~c~ pt fir ~on~ spa ed/Destroy~~ ~'roperty'' form
~CS~1-I ~2~ vvi~1 b~ prodded fic~ the ln~ivy~uai ~s soon ~s pray#ical~, .The l~nit
Supervis~t• sh~1l be notified and ~;on~rband procedures ~i~1 be f~l~owe+d~,

~R ~ All pic~ur~s, periadi~als, ~~talogs andlor ~i~erature search materials received by
Individuals ~n fih~ mail ~ri~l b r~vie~wec~ by the Unit Stafffor i~~eg~l ~r t
inappropriate con~~n~ and ~~e subject ~o revi~~v and approval by ~Velln~ss and
~.e~overy T`ea~~ be~~r~ being given to t~~ I~~iv~du~ .

i • ,, i i , I ~

•

5. ~f~i1 may be declared un ~liverab~~~ end un~r turna~~e when ~h~ addressee and the
r~~urn address are, ins~~ff~ci~j~fi for deiiv~ry or return. Should and m~i1 or package
_possess a biohazard or h~a~th► risk,. it ~iil be declared and liverab~e.

a, Undeli~e~•able mail wi11 bye dis~~sed of in a ~nann~r prescribed by the Ia~v.

b, Sho~~ld i~h~r~ be no ap}~licab~e law covering a given situa~ian, the issue cif
disposal will be deler~~ni»ed by the Executive Director,

c. i~'kn~wn, the individual recipient will be advised in writing of the name
.and addt~~ss a~'the party sending the mail or pac~Cage and the c rcu~-nstances
~url•o~inding its disposal.
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fi; Cert~~ed andlor .~.eturn Re~eip~ rn~i1 far ~ndfviduals require signature t~f receipt
~y receiving ~n~t staff upon c~eliv~r~r from Nail ~ervi~es.

E, Transferred ~ndividu~l flail:

~ . 1~dil rec:~: v~d for an Individu;~l w~i~ is no l~n~er an the Unit should be forwarded
to t}~e ind i v dui ar t•eiurn~d ~~ the l~ai 1 Services with a note attached ~a ~t {use
piper clip} st~~ ng the present locat~fln of fihe Individual, This information should
not be written ~n the ~nvelape.

~. ~t is sug esied ~h~t ~n~ v duals l~~vin~, the hospital ~utht~rize for~var~ing address
. fir first clads rna~~ which wild r~i~ain ~tn effect for si~cty days us~r~g the "Indivi~ua~

Maid ~c~r~vard rig Fgrn~" {34-10Q~, su~m~t~ed ~o Dail S~r~i~es b~ ~}nir ~ta~~'via
~~ai ~ pr~~~~s bag pr~►ced~re, Nt~ ~n~r~~ope r~q~uir~d, as rr~~ 1 bag suffices fc~r
con~d+~nti~~~y purposes.

a. ~~~ividu~~s a rse ~h~t ~n~y First Glass M~~1 will be fo~w~r~~d fir u~ to
sixty ~6~~ days from start d~t~,

b. Periodical, ~~n ~'~o~~, hulk Rate, St~nd~rd, ~n~ all other mail tykes wi~~
no.t ~e forwarded by the nir~d 5ta~~s Pt~stal Service. ~'USF~) and will be
returnet~ t~ sender by ASH l~Ia l Services,

c, In~ly dial ~s resp~~ ibl~ ~t~ n~ti~y any publishers end t~t~~r
c~rr~spc~nden~e~ of ch~r~g~ of ~d~ir~s~,

d, individual ~~ responsible to noti~`y ~~I l services st~f#' upon return ~tQ ~5~,
to~d~s~~nt~nue and previous ~nai~ ~`orwardir~~ requests.

F. Incon~ ink, a~~ and Pac~~~es

I. Ali ~ncornin~ pe es ~mus~ ~e re~ei~ed through.the S~' , c~ rn~►n carrier,
t~ her z~ snippy ~er~t~, rev d vender or ether° n~~i~ut~t~n, ~o pad s

will ~ ~~ pt d From v~ sit rs. 7'he main pint of r~~e pt ~#'or Mk s will b the ,.
1~~ai~ er~ic~~ Upon receipt ~f patent pac~a ~s, t}~e P P+C staff will verify in
acGord~►nc~ ~wjth th i~ pt~l icy.

a.. In~iividuafs' ~orr~ctly Iabe~ed ship ~o address.

b, ~e~d~rs' correctly l~b~led return address.

c. Indiv~dua~ ~~ail F~r~rarding Firm ~34~ ~ ~}4}. ~l~o~e. Packages ~ri11 b~
. ~ returned t~ sender, c~nl~ first class j~nail will b~ ft~rwaraed.}

d. "Aut~~oz-~zati~►n for C.1se of ~nappra~e~~ ~Vendar fir the ~'urchase of
~ducatior~ Materi~~s C~r~l~'' form ~~5~-~-~0~~),
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3 4

e. "Autht~rizdt ~►n fir Sh~pp~ng and/or Repl~c~men~ 3~xchan cif 'Warranty and
' I~a~~~arran~y ~~pair Items to Approved or I~J~onMApproved ,V'endors and

M~nu~f~~cture~" farm (34-~ Ol ),

s • - ~ - ~ s,

~ t ~, ~. a -
..

h. Allowable ~ei~hi,

i. A1lowab~e Size.

G. Packa~~ Distribution and ~edreh:

1, l~acl~a~~s ad~r~ssed to 1 nd~v dues at ~5~~ ire d~~G~er~d to ~' P~, who in turn will
deliver the p~~ ales to the addressee in accQr~~nce ifih this policy,

a. Ail ~ncc~ming packages s#~all be inspected fir contraband and. processed by
P F on a first c+~~ne --- ~~rst s~rv~d basis e dept that these pac~a ~s
int~nde+d fir nd vidua~~ with a si~n~d "'t~a~ver Firm fir l~at~ents P~c~Ca~~s"
{~~1~3~} ot~ file rn~cy take prori~y~

b, Wh~~ d~t~rrnined t~ b ~c~ntr~~ar~d, the receGving end vi~~~~ ~ri~l have seven
{7} days fr~~~a date Mfr ceipt #~ ~~ci~e` ~~~~r ~~ din t~, mail ~~~ut or desfir~►y
the ~t~r~{s} cif cc~ntrab~n~d a~ their c~wn exp~r~~e ~r, p~~c~ Mass ~, ~ or 5
~~n~r~b~nt~ items ~ntt~ Fr~p~~y tc~r~.ge ~'~~c udin~ c~rros v~ ter perishable

. ~ ~t~er~s~, ~~~r sev~r~ {7~ days, items ofth s n~.ture will b~ destrt~yed,

c~ C~n~ the Int~ivi u~l's Pr~p~rt Sara e ~~r~~ain~rs ~ cee~d the ~~0 pound I rnit,
tae determina~i~n of~di~pc~sit ion rn~~ b~ ~a~e ~y ~h~ Ir~d v ~~u~f if within the
rubs and r~egula~ ins c~fCSH. Any ~~s~s involved with the disposition ~ i~1
b~ the resp~ns b pity ~f~he Individual,

2. Pet~~c~dical~, ~a~alogs and/~r ~, terature ~e~rch m~t~r ~~s ire nc~t ~~~s%~dered ~~n~~r
or c~uart~rly p~cka~es. A.11 print+~d material ~de~~rm~n~~ tc~ n+~t be m~~ I ~ ill b+
received ~rnd pr~~;~~~~;~ ~~ P' P+~ ~'~r contrak~an~ an+dl~r a~ ro~val.

a, X111 ir~co~~nin~ p~rio~ cats, c~ta~o ~ ar~dlor Lit~r~ ure ~~ar~h m~~er ~~s will be
scanned ~c~ pr~~~nt ~h~ n~r~d~~ inn ~f c~r~tra and into the ~`~~ility, .r~
c~►n ra~and ~'~und wi ~ 1 be ~~p~d ~o the received material ~nc~ ~h~ Ind vidu~~ wi l ~
deei~e ~►n t~i~ disp~s fii~r~ ~f the ~c~ntrabar~d ite~~s ire the pr~scr~bed rnann~r.

~ i

~ • ~ ! ~ i •
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c. I~' upan opening the package, the rnat~rial is found t4 be a non-
p~r odical/catala~ it will b~ handled as one of ~h~ Following; .

i. Aacka~e;

ii, ~1ai~, ~or

iii, ~or~~rab~nd wi~1 be handled in ~h~ prescribed rnann~r.

. ~ d, ~~'it is det~rrn nod by appropriate staff'that the pa~ka~~ is considered
suspicious inci~idin~:

i. Suspecting ~n expjosive device;

,.
11, ~}J'i~,~S;

! i 1 R ~ ~~~}Qfl; 0 ~`

. iv, ~ C~th~r contraband itec~.

~Jote, The package will b~ opened before delivery to fi~~ Individual, These
procedures v~i~l occur to ensure ~~ae sa~~t~ and security cif the staff", ~ndividuals~and
the public, if suspicious contraband is found tie contraband will be handled
according ~o procedure,

~, Pacl~age Lirni~atians; .

a, 7n~omir~g ~non~~'~nd~r} packages are limited ~a three ~3} paci~ages per
Individual per calendar quarter fc~r tie first three quarters ~3a~ua ~-- ~1~arc~` w + t

Ap~~ ~ — 3r~, J~ ly -- e~tex~nb~r} ~r~d ►~1 ! ~e tracked y ~'~.

b, ~nc~rr~in;~ anon-~V~~d~r} packages are Iirnzted ~~ four ~~~ packa~~s per
Ind~iv~d~al ~dt~rin~ the fc~u~th calendar ~uar~~r ~C}ct~~er-~ Il~ec~ ber}, due to
the holidays, and wild b~ tracked by P PC.

~. ~~n-~V~ndor ~acka~e~ in ~~cess afth~ ~uarterl~ limit ~riil be returned to the
send~ry or i~atir~~g pest office ~r shipping agent, .

d, There is~ r~c~ Jin~it on apprav~d vender packages.

e, A1! pac~a~~s ~n~~st be received t~~f•c~ugh tie ~JSPS, cc~rnrnon carrier, ~~rcel
carrier, st-~ ~pi~~; a~;+~n~ or ~oth~r ns~itutic~n. Packages will not be accepted
from ~~sitvr ,

f, ~'~ckag swill not ~~c ed 3 U pt~u n sin w~ hfi or the size ~ im ft ~f 4" l ~n h
x l 9'' width x 12" ~ieight, Packages exc~edin tie weight nr s~z~ lilnitat c~n~
wi 1 l n~ai b accepted ~n~ ~ 11 be. returned ~o the past office or ~h ipping agent,



g. ~ I~et~ns not in factory seai~d conta~n~rs or determined to b~ contraband w~11 be
__ dlspased of ~n a prescribed manner,

h. Any undeliverable pacl~ag~ will ~e returned to scnd~r, ~.JSF'S, common
. ~ Carrier, Shipping r~.~~nt, other instifutior~ or will be disposed cif in a

presc:rib~d ~n~nner, ~ .

4, Non~Contrab~~~d i t~~~ns; ~ ~ .

a. only hose 1t~~~ns and the an~~unts not ~iste~ on the facilifiy's ~antraband list
w 1~ bye a~Iow~d. #terns deemed ~c~ be contraband will be handed in the
p~escr~b~d ~~~anner,

b, A c~apy of the must current or updated list wild be .posted ~n units and the
~atienf's ~brar~ ~'~r ~r~dividual~ xa rer~~ew.

5, Package'Pic~Cy~}p.

a, 1nc~m ng packages wi~I be distributed to the ~ndl~vidual according to
pr~ced~res ~s~ablish~d ~y the ~'SP~. .

b. 7'~ese procedures ,will b~ pc~st~d~~n the ~n~~s, library and at the PSP~.

b, Searching of P~cka~s;

a. The P,~P~ ~~aff'vv 1~ be responsible fQr opening pac~~ges; searching cant~nts,
~nvenfiaryin~, and if nec~ss~r~ di~p~sing of unauthorised package contents,

b. All it~t~~ ~r~ce~v~t~ frarrr sc~ur~es other ~~an an Appr~~ed "vendor ~e,g,
~uardi~n, 1'a~~~ ly, ~`riends or laved ones} w ~1 b~ opined, conte~~s searched .
and p~~ce~ in ~ackagin approved by the hospital,

c, ~ack~ ~ ~c~n~~nts w 11 be p~a~ d ~r~ paper bags ~'~r tr~nsp~~t tt~ the units by
the India coal car st~~fi, Ain ~v ntory sheet mill be in~~uded w~t~a the .
contents end a copy wild be sent t~ ~h~ unit through the int~r~-hospital m~ii,

7. Package and Prc~per~y "t~aiv~r ~arx~ns; .

a. ~nd~~idua~~ ~wi1l be present whin packages addr~ess~d ~c~ ~hen~ are ~pen~d
unless ~h~y ha~~ ~ ~i r~~d waiver. ~n file waiver ~~rm► fc~r Individual
P~c~ca~ge~ {~ ~ -~~3 ~~ ,

b, Thy waiver allows the pacl~.a~e to be i~v~ntaried ~rithou~t the Individual's
pr~s~nce.

• i, 7'~er•~ wi } ~ be ai al ~ t ~~n~s; a patient r~preser~tative present to abs~rve
t1~e process.
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. ii. Waivers will re~~nain in effect from the date signed until the
individual is discharged, transferred .ta mother f~cili~y or withdraws .
the waiver.

-c, ~ndr~idua~s may withdraw their waGver at any time by signing tfie Cancel
~acka~e waiver Form {~5 031 }and submitting ifi to the ~'~~'C,

d, As pac~Ca~~s in~en~ed fc~r end ivaduals with ~aiVer ~orrn fir P~tlen~s
~acka,g+es ~~~~~~-3~) ft~rl~ns on file can be han~l~d in a r~u~h mire
exp~~d tic~us manner and ~o ~ac~fi re~uir~ the individual's presence, such
pac~~~es may be handled earlier than th~s~ addressed tc~ Individuals without
waiver ~or~ns on f le.

~, . ~.ppr~ved vendor P~,tr~cha.s~~;

Y

5, Mail erg cis will n~~~fy divide s u~~n rece ~/return of reused packages via
the " otific~~i~n o~ IZeft~s~d Pack~~. e ~rt~", I~~ nformafii~n Zvi ll be given out
over the t~l~~hon~ to an~t~ne an n~ vid a~l, heir guardian, family, friends, or

. ~ov~d ones ~nd~~r ESN staff, lnforma~io~ r~gardin return ~/ref sad packages
wi~1 only b~ ~su+~d to the level o#'~'rograrn fan der by d~sign~t~d staff',

fi, ~pprc~ve~ ~end~r purchases ~rd+~red by the Ind ~idu~l ~.nd received thr~iugh the
1~~~1 ervice~ that are fihen r~f~~s~d by the 1r~d~v duel afi the irne t~f issuance by the
~'S~'~' wild require the Individual ~~ pay fc~r return shipping co~~s.

7, l~ispc~sii ~n and ret~~rr~ ~f un~p~ned ~pac~a es to the ~`vi~i 1 dery ~~s rnu~~ by m~d~
within three {3~ d es ~~'tl~e d~t~ of package rec~ pfi ~~ ar~oi~ ~d~dit%onal return ~a
ser~de~• sh ippr~,~ ct~sts.



J, M~~l Servi~~s for C?u~~ vine lndividu~is' Mail and/or'Pa~ka~es -~ Appointment Scheduling:

1. To set up appt~ ntrrlents for lndividua~s tea send out mail an~ior packages, Unit staff`
m~~st call the lVi~i l S~rv~c:es help dine between the hours of 9:00 a.m. -- ? l :0~ a.m,,
Monday thr~u~#~ Friday. A~pc~int~3~~n~s will be sit ~p at S minute in~erva~s, Monday
through Friday, as per posted schedule o~'hours, ~3ne appointment must be rna~~ per
Individual, ~.dditional appointments must be made per package in excess cif eve
p~unc~s, .per five envel~~es, or per item requiring special services; I~~~~lix envelopes
wi11 nog require an appointment and sho~lc~ be deposited in the provided drop-ba~x in
a manner that does nc~t disrupt ~p~ointments in progress, Mail Services staff wzll log
•a~! appo ntnnents into an appointment bock. l~~ailin~ services will be closed on alb
Stake and ~'ed~ral holidays. .

2. Unit. sta~fi must insure, prior to sending .the individual t~ the Mall err ces scheduled
appoit~tm~nt, that the pay ales ark properly and legibly addressed ..and labeled.

3. knit staff ~riil be resp~nsibl~ 'car ~~eck ng the mail end/fir pa~I~~ges for. contrab~.nd
or ether p~ssib~e violation in the presence ~f~he individual, The ~n~iv~dual will then
seal t1~e package in the prese~~ce :a#~ the ~ln t staff pr ~t~ t~ the appo ntrnen~ time. Tie
U~~it staff wi1~ thin be responsible for the ~acka e and ~ l~ retain it until the
app~int~nent ti~~~e at the ll~ail ~ervi~~s to ensure the package ~ nit t~mp~re~ with,
At apprt~xtrn~r~'~y fifteen minutes prior ~o ~h~ ~ndiv dud's ~Pp~► ntment, the Unit staff
will e ~esponsi~~~ t~ legibly sign the p~~kag~ in the upper right h~nt~ corner of ~h~
pack~g~ {were past~~e ~ Il be place~~ ar~~ thin c~~~ the I~#a l services ~~af~in .the
~~.ai1 ~rvices to lei there .kn~ ~~a~ tie ~r~d victual ~s ~►n his way with the secured end
veri~~~ ~eai~d package, in~dir~ dc~al~ with a a~pit~l Access system ~I-~.~.5} l~ve1 any
~~us~ be esco~~ed t~ their apPoint~n~nt b~ ~1nit staff.

~. Mao l ~ervice~ staff ~ 11 b~ res~onsibl~ t~ not the nit ~up~ry isc~r of a~ ~ nc~ show
~ndivi~uals for their ~r~~scedui~d appc~ntrr~e~t time,

f ~
r,., ; 

/ ~ ~ i A 'r' ~ 
~ * ~ 

~ • it

.. r

~. I~f the ~r~divid~~a~ has ~nsu~~cient funds ter reuses t~ ~~n~~~ the pacl~age, the
tr~~saet on wi11 b~ c n~e~~~d, ~'h ~~n~t gill ~e ~a~i~d and ~ ~ ~r~+div~du~l ~►~i~ return
to his unit with tie ~ack~ge, Unit s~~f~'~rrill open the pa }~a~e end give the .
Ir~d victual .back his pr~p~rty, ~nl~~s t'I~e property is c~ntra~and, in t~vhich case it
~~ 11 be Meld in a s~cu~•e ar•~~ of the unit and the end i~i~ua1 wi 11 dec~d~ ~n the
dispt~sit~~r~ o~`the contraband items in t~~ prescribed manner. fi~~ ct~py of the
property slip w~11 go into the In~ivi~ual's pr~per~y envelop and his property wild b~
checked ot`~'as x•et~ar~~~d ~n t'he master list

7~ f'a~kag~s mad nt~t e~~ee~ thirty ~3~} pounds.
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8, The l~1ai~ S~rvic~s staff will receive the ~ndividu~l ~acl~ages for delivet°y ~o the
~.,3nited Sta~e~ post Q~~ce,

,Si~j~atur~~ ~~n ~'~~~~ ~1/t~.l~. Covrdirrulnr

pAl~ AHL,11~
Exe~u~ive 1~irec~or

Cross_nce{s ;
r~.~}, ~a, ~fl8 Ind~Vid a4s' Access to courts
A,~, No, f~4~'I'rusi ~fiGe Functions
A,D. loo, ~~ ~ Processing of D~~artrnenta~ c~ Unifed States T'~sta! S~r~ices 1YIa~ l
~.L1. Ida, ~ ~ 8 Contraband

3~«1 ~0 Indivi~ua~ ~a~ F~rwr~~r~g `arm {Dep~r~r~er~tal, 5}
3~wl al A~~ horizati~n for h~ppin~ and ~~r. eplacesr~ent E change off'Warranty and ~on~-'U~arr~nty

Repair Items ~~ ~,pprov~d or Non~Appr~ved Venc~~rs end Manufactures ('departmental, ~~~
~ ~~~3~ V~'aiver Fc~r~~n fc~r ~n~ividual~ F'ackage~ W arehouse} ~ .
'~SI~~031 C~nce1 ~acka,~e aver Fc~rrn {~'~r~ht~u~e~
C~~-{~9~9 Authorization for ~U~e of ~lnap~r~ved Vender fir the Purchase of ~duca~ion ~1~ teria~s C~niy

~D~partinental, ~'S~
CSH~I ~2 Receipt fir Con~s~ated estro~ed Pro~►~rty ~~ep~cr~ment~l, ~P~}

i . 1





Coalinga State as ital
Rep~ac+es IIUID ~c~. 6.24 dated 3I2 l l ~ 1

Effective Date: August ..21,<,2~ l ~

S'~JBJ:~~T:.P,A►TIENT MAIL A.NI) ~A~~►,.A,G~S

I. PTJRP~C}S

• ~ •

i • 1

~T'0 SU~I1t1]~x'1ZE: ~~1f' I~'.~1.I I'1~~"ltS Of It1C~lVIC~US~ pd.~lty'~'1tS t~J I`~C{~l'Vf►' ~,21C~ Si'I"1C~ I11r`~.~I a.~CI ~}c`~.G~£c'~~~S~ and
to articulate the g~uide~ nos .and ~roc~dures regarding tie ~rc~cessing of inc~om~ng and outgoing
mail and pacl~ages.

II. AUTHC~I~I'F~'
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C. ,~ 1111S~~'~ 1(J isitor Processing it ire s { tta~ch end ~.

1, ~`ick u~p and d~liver~ of mail f~►r Adr~inistra~ion in non-secure arts cif the
facility will be c~~npleted once a day.

2. Mci~day thrc~ug~i Friday ~~ approximately 1:4~D p.m. ~ffi~e Services staff wilt
pick ~p and de~ive~ mail to the foll~win~ ~~►catic~ns:

a. All of~~ces in Building 3 ,including the California L~epar~tment t~f
~orrectic~ns are R.~hab~iitati~n {~DCRj

b. Ali departments in Building 3~}

3. AID oc~tgoin~ mail sho~id b~ ready to leave by 1:~0 p.m. each wor~Cday ~tfl ensure
the same .day postmark.

4. ~f dep~rt~nents have outgoing, mail that ne is t~ be picked u~ after 1;U~► p.m., it
will be the department's respor~sib~I~~y to contact the C~t~~e Services ~Ielp Line
t~ rn~ e arrangements to take the rrla l ~~ the ~1~Iai ~r~aoncc for.. postage ►ete~ing, If
tie ~a~ed arises, after the last drip tc~ the ~.JSPS, it will be the depa~trnent's
r~s ~r~sib~~ ty t~► ~~k~ the r ~.~I t~ the LJSPS in Coalinga. Sams day postmarks
conc~~d~ at 3:3~ p.tn. .

D. Ail t~the~r ~Je iver}~ .ryas:

1. Fick up and ~il~ery cif mail fc~r outer perimeter depar~trnents in non-secure areas
cif the fac i ty w►i 1 ~ b+~ ~orr~p~~ted once a day..

~. can ~ through ~'r c~a at r~ ely ~:~ ., {~~1C~ S~Y"yIC S S f~ W2~~
p +~~ up and dei~ver maid tt~ tyre fc~1 bowing lc~c~tions;

a. ~~-~house

b. ~~r1 t~chen

3. A ~utgai email from these lt~cat~c~ s should e ready by 3:4~ ~.~n. eac
workday ~o e~.sur~ the same da~r pc~strnark.

E. A1~ Delivery Ares:

3 - 1~I1~I~ 3~c~. b51



2. All inter-office mail is required to be labeled dearly, with the name of the
department, as well as the first and last name of the intended recipient.

Srgncxture vn .File w/~4..L3. Cot~rdrntztc~r

• .

I 1►

Cross R~ference(s~,
IM.D I~~, X624 Individuals' M~ii and, Packages

Attachment A -- Mailbox Delivery Locations Inside The Secured Tr~atrnent Area
Attachment ~3 -- Mailbox Delivery Locations Inside ,Administration!'~isitt~r Processing Buildings

4 - Il~'II? I~'~. ~5 I



1 ~ {~~ ~ ''~ l.{)CATICIN Ih~SIDE
`TAE E ~1 TREATM~t~T Aff~~A

1 } A1~ a►pen tr~atm~nt un~#s
2} All open medical units

3} A11 open Program {}ffices

~4} ~Jl dical clinic

5) Pharr~y

~} ~►ss~s~rr~er~t ~ent~r
~~ ~~~~~~~ ~~~~y
~~ ~~~~
~~ ~.~~r~~~~y
~ ~~ ~~~~y
1 ~~ Nt~a

~ 2} Library

~ 3~ ~~r~~ra1 Prograr» Serv~~~es

~~4) Pa#ien# A~vt~~~#~e

1 ~} F'~ nt are {By ~hoic~}

~~} ~~nteen

17} CDCR

18J Pa#ient Pr~p~er#y

i~rt,~~ure ~r~ File wl A.D. ~~~►rdir~ator

F~A~ A~HL~ N t~a~~
~x ~u# vie D ~+ectc~r .

-1 - ~ A.D. Nt~. X51



#t t

1~.~3C.~ DLL~V~RY L.t~~~~`~ t~ l~ID
A 1~1~ FtA7'1~~IV~~1T~}Ft PAC 1N ~3U~l DINGS

~ } In#c~rrnatic~~ ~`e~c#~nc~lc~gy

.2} Health ~nf~rmatit~n 1lllar~age~nen# Departrr~ent

3} Tr ~r~ing

4} Quality irnpr+~vernent i ~.abor F~elat one /Discipline .
5} ~ Fis+~al ~erv~ces

~~ ~x#rn~ ~ff~~s I T'reatm~nt En~ancernent ~c~ordinat~r I CJffice pecia~ investigati+~ns
7} Exec ~i~re quite ~E~, ~-1A, ~D, ~A, NA and support staff}

' ~} C~~c~ p~ti~ana l ~l a nth Clinic

9) #~roc~reent

1 ~~ Trust

11 } ~~n►tral ~lu~~~ng ~rvices

1.~} Perc~~n~~

13} t~~partment ~f Police services

14} ~ ~t

1 ~} ~+~r~~e r 1 ~e~~

~~} Health and safety /Return to work ~aordinata►r

+~ ~:

~ •


