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PURPOSE

To describe the process by which an admitted patient receives or sends mail.
POLICY

A patient’s mail is delivered when the patient can receive and be responsible for it. Itis not to be
given to another person except on specific request of the patient. A patient may request to send
mail while admitted.

PROCEDURE

e The Los Angeles County Sheriff's Department handles mail on the Jail Unit.

e When a patient’s condition does not appear to warrant holding his/her mail, it is returned to
the Mail Room.

e Mail arriving on the unit after the patient is transferred to another unit is forwarded.

e |If a patient is discharged or expired, it is noted in pencil on the mail and returned to the Los
Angeles General Mail Room.

e When a patient is unable to supply postage for his/her outgoing mail, a note is attached
reading “patient unable to supply postage” and it is sent to the Los Angeles General Mail
Room.
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