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1.5.D.3   Inmate Correspondence 
 

I    Policy Index: 
 

 

 

Date Signed: 04/17/2018 
Distribution: Public 

Replaces Policy: N/A 
Supersedes Policy Dated: 02/08/20187 

Affected Units: All Institutions 
Effective Date: 04/17/2018 

Scheduled Revision Date: October 2018 
Revision Number: 16 

Office of Primary Responsibility: DOC Administration 
 

 

II   Policy:   
 

Inmate correspondence shall be monitored and inspected by staff to prevent escapes, detect and deter 
the introduction of contraband, and to maintain order, control and safety within Department of 
Corrections institutions. The DOC may promulgate rules pursuant to Chapter 1-26 and SDCL §1-15-20 
concerning inmate correspondence.  Correspondence related rules, regulations and policies shall be 
made available to staff, inmates and their correspondents (See ACA 4-4487).  

 
III  Definitions: 
 

Censorship: 
For the purpose of this policy, censorship is the act of deleting or editing of a portion of an item of 
correspondence (See ARSD 17:50:10:07). 
 
Contraband: 
An item forbidden for entry or removal within a DOC institution or possession by an offender.  Approved 
property items may be contraband if altered, possessed in higher quantity than authorized, used in a 
way that is contrary to intended use or obtained through an unapproved means or source.  

 
General Correspondence: 
Written communication to or from inmates, to include letters, postcards, greeting cards or other printed 
material, including packages, which is initiated, forwarded, sent, received or transmitted through the 
U.S. Postal Service or private commercial carrier to or from an inmate.  
 
Immediate Family: 
For the purposes of this policy, immediate family includes an inmate’s spouse, children, parents,  
sisters, brothers, stepchildren, step-parents, step-sisters and step-brothers, half-sisters and half- 
brothers, grandparents and great-grandparents, mother-in-law, father-in-law, sister-in-law, or  
brother-in-law (spouse of inmate’s brother or sister or brother or sister of inmate’s spouse). 
 
Inmate: 
Any person sentenced or committed to, or placed in, a facility or program under the control of the 
Department of Corrections or incarcerated in any penal or correctional facility, including federal, state, 
county and contract facilities.   
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Printed Matter: 
Books, magazines, newspapers and periodicals.  Must be received directly from the publisher, 
distributer or accredited institution of higher learning, unless the inmate receives prior approval from the 
Warden.  

 
Privileged/Legal Correspondence:  
 Correspondence mailed directly to or from a court, judge, attorney or specific governmental official 

or agencies specifically identified in Attachment 1 of this policy.   
 
 Incoming and outgoing First Class mail or packages which, on the face of the envelope or package, 

clearly identifies the sender or recipient as an attorney (must be licensed to practice law in state 
and/or Federal court) or an approved designee of said attorney, a judge, an officer of the court 
(state or federal) or an organization or entity known to provide legal services to inmates.  

 
Rejected Correspondence: 
Items of correspondence returned to the sender or discarded for violation of DOC policy, facility 
operational memorandums or state or federal law. 
 
Third Party: 
Third party mail, including e-mail, other than that received or sent through a South Dakota Department 
of Corrections service provider, is prohibited.  Mail sent or received through a social networking, 
persona introduction or pen pal service, rather than directly to, or from the individual named on the 
envelope, is considered third party mail.   
 

IV  Procedures: 
 

1.  General Regulations: 
 
A. It is the responsibility of each inmate to familiarize themselves with this policy.  

 
B. All incoming and outgoing inmate correspondence must be processed through the institution’s 

mailroom. Incoming and outgoing inmate general correspondence cannot be passed through the 
control room, staff, visits or in any other manner that circumvents the approved correspondence 
process. 

 
1. Excluding weekends and holidays, incoming correspondence will typically be processed and 

distributed to inmates by mailroom staff within forty-eight (48) hours of receipt at the institution 
(See ACA 4-4495). Correspondence requiring translation and packages may take additional 
time to inspect and process.  Approved packages and printed material will typically be delivered 
to the inmate within 72 hours of receipt in the mailroom.  Correspondence received for inmates 
temporarily housed off-site, i.e. court or hospital, may be held longer than 48 hours and will be 
distributed to the inmate upon return to the facility.   
 

2. Correspondence and packages is generally not processed on weekends or state or federally 
recognized holidays; however, the Warden may authorize an exception as deemed necessary. 
The Warden or designee may approve additional days which correspondence and packages is 
not processed, based on emergency situations, which is defined as the disruption of normal 
institutional procedures or activity, such as fire, riot, escape, natural disaster or other serious 
incident (See ACA 4-4495).  
 

3. Privileged/legal correspondence is not processed on weekends, holidays or days when general 
correspondence is not processed.  To ensure minimal delay in processing privileged/legal mail, 



South Dakota Department Of Corrections 
Policy  
Distribution:  Public 

 
1.5.D.3 

Inmate Correspondence 
 
 

 
Revised: 04/17/2018 Page 3 of 32 
 

the Warden or designee will ensure alternative staff persons are designated to inspect and 
ensure delivery of privileged/legal mail when the primary staff person(s) assigned to this task is 
unavailable.  

 
4. Outgoing correspondence collected from inmates and processed by mailroom staff is generally 

sent to the post office within 48 hours of receipt in the facility mailroom.  
 
5. Delivery and pickup of inmate general correspondence is limited to the U.S. Postal Service 

(USPS) and approved commercial shipping carriers; i.e. United Parcel Service (UPS), FedEx. 
 

C. Certain limitations may apply to inmates wishing to correspond with other incarcerated individuals.  
 
1. Inmates may not correspond with an offender on supervised release (parole or probation) or 

any offender sentenced, committed, held or placed in a facility or program under the control of 
Federal, State or local corrections or the contract facility/community corrections program of any 
correctional entity unless this has been approved by the Deputy Warden, Associate Warden or 
designee.     

 
a. Inmates may be required to complete an Inter-Facility Inmate to Inmate Correspondence 

Request form (See Attachment 2). 
 
b. Approval for such correspondence privileges may be revoked or rescinded at any time if it is 

determined the correspondence violates DOC rules or policy or is not in the best interest of 
the both parties or the DOC.   

 
c. Legal material contained in such correspondence is subject to inspection by mailroom staff.   
 

2. Inmates shall not send correspondence intra-facility or through the state’s Central Mail Service, 
unless approved by unit staff.  

  
3. Inmates approved to correspond with other inmates at another facility may use any stationary 

(includes colored paper or post cards) and envelopes permitted by the facility for the purpose 
inmates corresponding with those outside of the facility (out-going correspondence).       

 
D. For security reasons, all envelopes and packages containing correspondence must bear the full 

name, inmate ID number and complete name and address of the sender on the outside of the 
envelope/package. Nicknames, aliases, titles and prefixes only (“Dr.” or “Reverend”, etc.) will not be 
accepted. At the discretion of mailroom staff, envelopes and packages that do not include the full 
name and complete address of the sender may be accepted if the sender can be positively 
identified through examination of the contents.  Envelopes and packages that do not meet the 
criteria will be returned unopened to the sender with a brief description of the reason the envelope 
or package was rejected.  

 
E. An inmate’s general correspondence privileges to send correspondence to an identified individual or 

entity may be restricted to (1) enforce compliance with a court order (i.e. “no contact with victim”) or 
(2) abide by a request for termination of correspondence, or (3) for specific abuses or violations of 
the correspondence system, DOC policy or rules or (4) in response to a specific threat to the safety, 
security and operation of the institution.   
 

F. Inmates who knowingly violate a court ordered no contact order or DOC generated Correspondence 
Termination Notice (See Attachments 3 and 4), are subject to disciplinary action.  Staff will 
document the incident/violation in an Incident Report and follow procedures set forth in DOC policy 
1.3.C.2 Inmate Discipline System.  SIU staff will be notified of the violation, if not aware already.  
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1. Any correspondence intended for delivery to a prohibited person or received by the person, may 
be used as evidence.  

 
2. Inmates shall receive notice when their privilege to communicate with a particular person has 

been terminated.   
 
3. Court ordered no contact and Correspondence/Telephone Termination Notices received by the 

DOC cannot be appealed by inmates through the Administrative Remedy Process. 
 
G. Inmates with separation requirements or on monitoring status are not permitted to correspond with 

the other specified inmate (See DOC policies 1.4.B.2 Male Inmate Classification and 1.4.B.14 
Female Inmate Classification) without advance approval by the Warden or designee. 

 
H. Inmates may not send, receive, transfer or possess correspondence intended for delivery to a  

victim of their crime, as defined within SDCL § 23A-28C-4, if the victim has notified the DOC they 
wish to be protected from contact by the inmate, including enforcement of any order of protection 
(See SDCL § 23A-28C-1).  

 
I. Inmates are responsible for informing their correspondents of the rules that apply to sending and 

exchanging correspondence through the inmate correspondence system.    
 

J. Incoming and outgoing correspondence may only contain correspondence for the addressed 
party/individual.  Third party correspondence is not permitted. 
 

K. Inmates may not forward, receive or possess correspondence addressed to another inmate, except 
as authorized by the Warden or designee  
 

L. Each institution will ensure postage stamps, stationary, writing utensils and envelopes are sold 
through commissary.  Inmates will be permitted the opportunity to purchase correspondence 
supplies to meet their correspondence needs.  Indigent inmates will be permitted to access 
correspondence supplies, consistent with rules of the institution and DOC policy.   

 
2.  Incoming General Correspondence and Printed Matter: 

 
A. Incoming correspondence and printed matter, including newsletters, brochures and bulk mailings 

not addressed to a specific inmate (e.g. “current resident”, “current occupant”, “resident” or “all 
inmates”), will be rejected and do not require a rejection notice be provided to the sender.   

 
B. Incoming general correspondence sent to an inmate in an approved and accepted envelope will be 

opened and inspected by mailroom staff (See ARSD 17:50:10:05).  Inspection may include staff 
reading and examining the correspondence, envelope and any other contents contained therein. 
Incoming correspondence may not be censored.  Correspondence will not be withheld or disclosed 
to another person unless subject to further review or when considered evidence.     

 
1. Incoming packages will not be opened in the inmate’s presence. Approved and accepted 

packages will be opened and inspected outside the inmate’s presence.  Packing material (e.g. 
plastic, “bubble wrap”, “peanuts”, plastic wrap, insulation, paper, cardboard) that may be a 
potential threat to the safety, security or orderly operation of the institution will be withheld from 
delivery to the inmate.  

 
2. Mailroom staff will take secure possession of inmate Social Security cards, marriage/birth/death 

certificates, driver licenses, state IDs or other identification documents received at the 
institution.  The inmate will be notified of the receipt of these items. Such documents will be 
securely delivered to Central Records staff or designated Unit staff for proper storage.  
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3. Incoming envelopes must be white in color and may only include an affixed canceled postage 

stamp or postage label and return address, which may only be printed, typed or hand-written  in 
ink (excluding metallic pens) on the envelope.  Padded envelopes are not allowed.  Stickers, 
tape, self-adhesive labels (return address labels), and sealing wax or sticky, foreign substances 
not originally part of the envelope, are not permitted.  Envelopes may contain drawing, provided 
this is in black graphite pencil or ink pen (excluding metallic ink pens). Drawing or marking in 
crayon, paint, marker or colored pencil or chalk is not permitted.  Cancelled postage stamps will 
be removed by mailroom staff from the envelope to prevent reuse or introduction of contraband. 
Envelopes that do not meet the criteria will be returned unopened to the sender with a brief 
description of the reason the envelope was rejected.   

 
4. Incoming correspondence and printed materials may not include any of the following: unused 

postage stamps, unused envelopes, stickers, tape or other adhesive material, glitter, powder, 
crayon, chalk, lip stick or any foreign substance attached to or absorbed by the 
correspondence/material, maps, calendars, Polaroid photos, greeting cards, postcards, 
computer/music disks/CDs, more than five (5) small newspaper clippings, blank paper, 
homemade craft items, construction paper, colored paper, coloring book pages or “post-it” 
notes.     

 
a. All incoming correspondence must meet the following criteria: 

1) General correspondence must be on plain white copy/typing paper or lined while paper 
(legal paper). Post cards and commercial or personal greeting cards are not permitted.  

2) All text/drawing on the paper must be typed, printed or hand-written in ink pen 
(excluding metallic ink pens) or black graphite pencil. No markers or crayons.  

 
5. Correspondence received with postage due will not be accepted and will be returned to the 

sender without notification to the inmate.   
 
C. Contraband or correspondence that does not comply with the required standards which is 

discovered with other correspondence within an opened envelope, will be removed/separated from 
the accepted correspondence.  The accepted correspondence may be delivered to the inmate.  Any 
contraband or non-permitted items will not be delivered to the inmate and must be properly 
disposed of or sent out by the inmate.   

 
1. Contraband will be properly documented, reported and disposed of in accordance with the 

facility’s applicable operational memorandum(s) and accepted practices for handling evidence 
(See SDCL § 24-2-26), following proper notice to the inmate and sender. 

 
D. The amount of incoming correspondence and printed material which an inmate may receive is 

unlimited; however, limits may be placed on the volume of correspondence and printed material 
received at one time by an inmate or stored in an inmate’s cell or in their possession to maintain 
and preserve safety, security and sanitation standards.  

    
E. Inmates may receive printed matter or correspondence provided this is sent to the inmate directly 

from a publisher, distributer or institution of higher learning providing the correspondence course.  
This includes accredited and non-accredited correspondence courses.  Materials must be soft cover 
Correspondence course printed matter may  include colored paper or colored envelopes.     
 

F. General correspondence delivered/transferred to an inmate becomes the inmate’s personal 
property, subject to established policies and procedures that apply to inmate personal property, 
including established limits and search/inspection and seizure procedures by staff.   
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G. Incoming correspondence that is approved but appears damaged through handling by the U.S. 
Postal Service, will be repaired to the extent possible, to facilitate delivery to the inmate, or a 
photocopy may be made of the correspondence for delivery to the inmate by mailroom staff.  The 
same process shall apply to correspondence accidently damaged by mailroom staff.  Such 
accidental damage shall not be subject to or otherwise require reimbursement or replacement of 
postage costs by the DOC.   

 
3.   Incoming Privileged/Legal Correspondence: 
 
A. Only privileged/legal correspondence readily and clearly identifiable as privileged/legal 

correspondence shall be treated as such.  It is the responsibility of the sender to clearly indicate the 
correspondence contained within the envelope or package is privileged/legal.     

 
B. Correspondence/envelopes and package clearly designated privileged/legal shall remain secure 

and in the control of authorized staff until personally delivered to the inmate addressee. 
 
C. Privileged/legal correspondence or packages will be examined, scan searched and inspected by 

designated staff in the presence of the inmate, to ensure the contents meet policy requirements and 
do not contain contraband (See ACA 4-4492).  Correspondence and packages may be searched 
outside the presence of the inmate in emergency situations, such as correspondence or packages 
perceived to pose an immediate threat by mailroom staff.  An emergency exception requires 
authorization from the Mail Security Coordinator or Special Investigation Unit staff.  During the 
inspection of privileged/legal correspondence, staff will determine the genuineness of the addressor 
(See ARSD 17:50:10:04). 

 
1. Staff shall not read, censor or unreasonably delay privileged/legal correspondence or packages, 

unless, after opening the envelope or package, there is a reasonable belief supporting the 
correspondence contained is not privileged/legal correspondence or poses an immediate threat.  
Such inspection will be completed in the presence of the inmate. If any contents are withheld 
from delivery, the inmate shall be notified of the correspondence/material withheld and the 
reason shall be documented. 

 
2. Inspection may include opening all seams of any envelope containing legal/privileged 

correspondence which is intended for delivery to the inmate. If the envelope is to be withheld 
from delivery to the inmate for safety and security reasons, the inmate may request a photocopy 
of the outside portion of the envelope showing the sender’s name, return address and postmark 
date.  Privileged/legal correspondence may be received in colored/non-white envelopes and 
retained by the inmate.    

 
3. The inmate addressee will be informed in writing by staff if privileged/legal correspondence 

properly marked and intended for delivery to an inmate is accidently opened by staff outside  
the presence of the inmate.   

 
D. Staff will document the delivery of privileged/legal correspondence to the inmate on the Inmate 

Legal Mail Acknowledgement form (Attachment 11).  The log may be stored as a hardcopy and/or 
electronically in the mailroom.  Logs shall be maintained for three (3) years from the date the log 
was created.    
 

E. Mailroom staff shall document all privileged/legal correspondence or packages received at the 
facility in the Inmate Legal Mail Log (See Attachment 10).  The log may be stored as a hardcopy 
and/or electronically in the mailroom.  Logs shall be maintained for three (3) years from the date the 
log was created.    
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F. If an inmate refuses to sign the Inmate Legal Mail Acknowledgement form refuses to accept 
privileged/legal correspondence or package, staff will note the refusal in the Legal Mail Log and the 
correspondence or package will be returned unopened to the sender.  
 

G. Inmates will be permitted to receive and retain envelopes with or without pre-paid postage included 
in privileged/legal correspondence and the envelope is self-addressed or clearly stamped “Legal 
Mail”.  

 
4.  Receiving Funds through the Mail System: 

 
A. All incoming correspondence and packages will be opened by mailroom staff to intercept cash, 

checks and money orders (ACA 4-4493). 
 
B. Cash will not be accepted for deposit into an inmate’s account (See ARSD 17:50:01:18 and ACA 4-

4493). 
 
C. Inmates may receive employer/payroll checks, checks issued by a government agency, United 

States postal money orders, cashier’s checks or money orders issued by companies licensed to 
issue funds, through the correspondence system, for deposit into their institutional accounts.  
Accepted funds will be processed in accordance with DOC policy 1.1.B.2 Inmate Accounts and 
Financial Responsibility.  All funds received and accepted must be in U.S. dollars.  The following 
shall apply: 
 
1. All checks must include information identifying the issuer of the funds.   
 
2. Personal checks will not be accepted. 

 
3. All money orders must contain the following: 
 

a. The inmate’s first name, last name and ID number. 
 

b. The sender’s name and address. 
 

4. Inmates must have a valid (signed and dated) Admission Document (See Attachment 5) on file 
(scanned into COMS) authorizing the DOC to deposit funds received on behalf of the inmate 
before such funds will be accepted for processing and deposit.  This authorization shall remain 
valid until the inmate is discharged or terminates authorization through written notice provided to 
the DOC.  If the inmate has declined to sign an Admission Document or no valid Admission 
Document exists, the funds must be returned to the sender.  

 
D. All cash or rejected funds returned to the sender shall be at the inmate’s expense. Mailroom staff 

will typically request a Certificate of Mailing from the U.S. Post Office when returning funds to the 
sender.  A notice of rejected correspondence (Attachment 6) shall be completed by mailroom staff 
and sent to the inmate. 

 
E. The sender of the rejected funds may appeal the decision of the mailroom staff to reject the funds to 

the Warden. Attachment 7 will be completed by staff and accompany the correspondence and/funds 
returned to the sender. 

 
5. Outgoing Correspondence: 
 
A. When the inmate bears the mailing cost, there is no limit on the volume of correspondence the 

inmate can send out. The length, language or content of the correspondence shall not be limited, 
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except when there is reasonable belief that limitation is necessary to protect public safety or 
institutional order and security (ACA 4-4488). 

  
B. An approved envelope or package must be used to send correspondence (may include photocopies 

or photos) or property out of the institution. Drawing on the envelope is permitted, provided it is in 
pencil or black ink.  All outgoing envelopes or packages must bear the inmate’s full name, ID 
number, return address.  Nicknames and aliases will not be accepted.  

 
1. If the envelope or box does not include the required identifying information, the envelope or 

package will not be sent out and will be returned to the inmate, provided the inmate can be 
identified. 

 
2. Proper postage must be affixed to all outgoing general correspondence and packages.  

Correspondence or packages without proper postage will not be sent out and will be returned to 
the inmate. Inmates may not send correspondence collect on delivery (COD). 

 
3. Inmates requesting additional mail services shall be responsible for the cost of those services.  

Mailroom staff at the facility will make reasonable efforts to obtain the requested additional 
service upon receipt of full payment for the additional service from the inmate.    

 
C. Outgoing general correspondence must be placed in an unsealed envelope in a mail box provided 

by the institution.  Arrangements may be made with mailroom staff to send out items in approved 
packages. 

 
1. Staff may inspect, read, scan and examine outgoing general correspondence or property for 

prohibited items, contraband or content (See ARSD 17:50:10:02). 
 
2. Correspondence will not be censored (See ARSD 17:50:10:07). 
 
3. Outgoing general correspondence will be approved and mailed out, held for investigative 

purposes or rejected and returned to the inmate.  Approved correspondence will be sealed 
within the accompanying envelope or package.   

 
E. Checks issued from an inmate’s account to be included in inmate outgoing correspondence must be 

approved by unit staff and brought to the mail room or delivered to the mail room staff for placement 
in the inmate supplied envelope by banking staff (See ARSD 17:50:10:03). 

 
F. Outgoing correspondence returned to an inmate non-deliverable by the U.S Postal Service is not 

considered rejected mail and will be returned to the inmate. 
 
6. Outgoing Privileged/Legal Correspondence: 

 
A. Inmates shall be permitted to mail privileged/legal correspondence to designated officials (privileged 

correspondence).  Only correspondence properly designated as privileged/legal correspondence 
will be considered privileged/legal correspondence. The correspondence must be inspected for 
contraband by staff prior to sealing the envelope. Staff will seal the envelope and sign or initial over 
the sealed flap of the envelope in the inmate’s presence. 

 
B. Each housing unit will maintain regular and designated times on weekdays for inmates to mail 

privileged/legal correspondence.  The correspondence must be delivered to staff by the inmate in 
an unsealed, self-addressed envelope or provided to staff making rounds to collect correspondence 
prepared for mailing.   
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C. Outgoing privileged/legal correspondence will be inspected. Staff shall not read, censor, copy or 
unreasonably delay privileged/legal correspondence without cause. 

 
1. Staff will not read the privileged/legal correspondence but may inspect the correspondence 

page-by-page in the inmate’s presence (ACA 4-4492). 
 

2. If there is a question whether the correspondence qualifies as privileged/legal correspondence, 
the correspondence will be returned to the inmate until unit staff can be consulted to review the 
correspondence in question. A determination will generally be made within 24 hours of the 
inmate first presenting the correspondence for mailing, excluding weekends and holidays. 

 
3. Privileged/legal correspondence submitted with general correspondence in the same envelope 

will be considered general correspondence and subject to the same reviewing and inspection as 
general correspondence.  
 

D. If an inmate is suspected of abusing the privileged/legal correspondence process or there is 
reasonable suspicion supporting a sealed envelope or package may contain material that 
jeopardizes the health and safety of others or was sealed without proper authorization, the sealed 
envelope or package may be opened and inspected by unit staff or SIU staff. Staff must provide the 
inmate notice the sealed envelope or package was opened, including the reason the envelope or 
package was opened. If the envelope or package is found to contain unacceptable material, the 
envelope or package and its contents may be seized as evidence.  If no prohibited material is found, 
the envelope or package and its contents shall be mailed without further delay. 

 
1. After conclusion of the search and/or disciplinary proceedings, any material identified as 

legal/privileged correspondence contained in the confiscated envelope will be returned to the 
inmate.  

 
E. State-paid postage for privileged/legal correspondence is limited to five (5) mailings per week, per 

inmate. State-paid postage will not exceed ten dollars ($10.00) per month, per inmate. State–paid 
postage is limited to first class mail and does not include certified mail or any other additional 
fees/charges that may apply.  There is no limit on the amount of privileged/legal mail an inmate may 
send out at their own expense.  

 
F. Staff will complete the Inmate Legal Mail Log (See Attachment 10) for all outgoing privileged/legal 

correspondence.  
 

G. Inmates classified as indigent will be provided reasonable postage, envelopes, writing materials and 
stationary for the purpose of composing and mailing legal/privileged mail (See Attachment 1 for a 
complete list) (See ACA 4-4489).  Indigent inmates may contact a member of their unit team (See 
ARSD17:50:10:01) to request correspondence materials. 
 
1. The Warden will establish a maximum dollar value for indigent postage and correspondence 

supplies available to indigent inmates at the facility (See DOC policy 1.2.E.1 Inmate 
Commissary).  

 
7.  Confiscated General Correspondence: 

 
A. Correspondence or items contained on or within the envelope or package that violate state or 

federal law, DOC policy, rules or facility operational memorandums, will be removed and may be 
held as evidence (See DOC policies 1.3.C.2 Inmate Discipline System). 
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B. Any items or correspondence contained within any correspondence, envelope or package that 
constitutes a threat to the security or disciplined operation of the institution may be withheld from 
delivery to the inmate, confiscated and turned over to the Special Investigations Unit staff. 
 

C. Correspondence that induces or furthers illegal activity may be withheld or confiscated.  This 
includes inmate correspondence ordered to be monitored by court order or as part of an ongoing 
Federal, State or local investigation. 

 
D. Photo copies of the original correspondence, printed matter or contraband shall be considered the 

same as originals and may be used as evidence.   
 
8.  Correspondence and Printed Matter Guidelines: 
 
A. Correspondence and printed material inconsistent or contrary to the legitimate penological 

objectives of the DOC, including maintaining institutional order, discipline, security interests, 
preventing escape and encouraging rehabilitation of inmates within the facility, is not permitted and 
may be confiscated or rejected.  Unacceptable correspondence may be considered on a case-by-
case basis, consistent with this policy and directive as provided by the Warden or designee.  
Inmates will be notified of any material withheld or rejected (ACA 4-4491). The following items will 
be rejected (this is not intended to be an inclusive list):  
 
1. Material that includes information about the planning, promotion or furtherance of criminal 

activity. 
 
2. Material that violates a prohibited act, rule, regulation, policy, operational memorandum or 

directive of the DOC; or contains any information that if communicated to an inmate, may create 
a threat to the safety, security and good order of the institution. 

 
3. Material depicting or describing procedures for the manufacture or construction of an 

unconventional or improvised weapon, explosive, incendiary device, narcotics, drug 
paraphernalia, alcoholic beverage or unlawful substance, contraband or any unapproved item; 
or contains plans to smuggle contraband into or out of the institution. 

 
a. Any correspondence containing illegal contraband (i.e. weapons, explosives, drugs), as 

defined by state or Federal statute, contraband or any unapproved item(s) may be 
confiscated and held as evidence. 

 
4. Material that promotes gaming activity.  Gaming is defined as the act of applying anything of 

value as a bet or wager.  Materials that facilitate or further gaming activity amongst inmates 
within a DOC facility or gaming activity that originates in a DOC facility is prohibited.   

     
5. Material that advocates or encourages violence or contains threats of physical harm against any 

person. 
 
6. Material that illustrates, explains, encourages, describes or teaches the ability to frustrate a 

crowd, group disruption or methods to incite a riot. 
 
7. Material that teaches or gives the ability to sabotage or disrupt communication networks, 

including internal and external communications and automated information systems. 
 
8. Materials that illustrate, explain, describe or teach the ability to manipulate in any form or 

fashion, a locking device, mechanical restraint or safety equipment used by staff in the course 
of their duties. 
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9. Materials that depict gang activity, gang insignia or may be construed as pertaining to, initiating 
or furthering gang/security threat group activity, within the facility or outside the facility. 

 
10. Printed material containing complementary items that meet the definition of contraband or 

otherwise deemed unacceptable (free CDs, fragrance samples, scratch tickets, posters, 
calendars, etc.) shall not be delivered.  Rejected items held in place with a perforated edge may 
be removed from the printed matter by mailroom staff to facilitate delivery of the printed matter 
to the inmate. Removal of perforated edge items by staff does not constitute censorship and 
does not require a rejection notice. 

 
a. Staff may not significantly alter the printed matter by tearing, cutting or otherwise removing 

pages, parts of pages from the printed matter or correspondence or redact any printed 
content.     

 
b. If any such item is removed from printed matter, staff will document this on Attachment 8 

and provide the completed notice to the inmate.       
 
11. Material that depicts pornography (See DOC policy 1.3.C.8 Pornography). 
 
12. Materials encouraging sexual behavior that is criminal in nature, or material sent to a sex 

offender which Sex Offender Management staff determine detrimental to the rehabilitation of the   
sex offender attending or receiving STOP programing.  

 
a. Possession of certain materials by a sex offender inmate may be a violation of the inmate’s 

STOP contract (See DOC Policy 1.2.C.9 Sex Offender Restrictions). 
 

13. Pictures of current or past DOC staff, contract staff, volunteers or interns of the DOC, unless 
approved by the Warden or designee. 

 
14. Material that violates U.S. postal regulations e.g., contains content describing threats, blackmail 

or extortion. Such correspondence shall be reported to the Special Investigations Unit. 
 
15. Material that contains encoded material, organized symbols or written in code. This does not 

automatically prohibit magazines, publications, written materials and correspondence written in 
a recognized foreign language or materials generated and received directly from a reputable 
source.  Material believed to be written in a foreign language will be considered on a case-by-
case basis. 

 
a. Incoming and outgoing correspondence written in a language other than English, including 

correspondence written in more than one language, may be delayed up to an additional ten 
(10) working days to facilitate translation/verification. 

 
b. If, after ten (10) days, good faith attempts by staff or other resources to translate the 

materials are unsuccessful or too costly, or there is reason to believe the content may be in 
violation of this policy, the material may be rejected. Materials/correspondence will be 
considered on a case-by-case basis, given the totality of the circumstances around the 
correspondence.  The Warden or designee will be notified if foreign language material is 
rejected (both incoming and outgoing). 
 

c. Foreign language and Braille publications received directly from a recognized library or 
approved and legitimate source may be approved with or without translation of the material, 
provided permitting the material does not present any legitimate concerns to the safety, 
security or good order of the institution.   
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16. Material that depicts, encourages, aids or describes methods of escape from secure custody or 
restraint; or contains blueprints, drawings or similar descriptions of correctional facilities. 

 
17. Material that advocates racial, religious or national hatred in such a way to create a danger of 

violence in the facility.   
 
18. Material that encourages or instructs the commission of criminal activity. 

 
B. Incoming correspondence, including newsletters, brochures and bulk mailings not addressed to a 

specific inmate, will be rejected.  Correspondence rejected for this reason is not subject to the 
Correspondence Rejection Notice process.  Bulk religious and cultural material from a legitimate 
source will be delivered to the Cultural Coordinator for review.  

 
C. If mailroom staff excludes or confiscates correspondence or items contained within correspondence 

or a package not permitted for delivery to an inmate, mailroom staff will send a Mailroom 
Correspondence Rejection Notice-Sender (See Attachment 7) to the sender. Exclusion or 
confiscation of correspondence, printed material or items shall be related directly to the 
maintenance of institutional order and security (ACA 4-4490).   

     
1. The sender may appeal the decision to reject the correspondence, printed matter or items by 

writing to the Warden having authority over the facility from which the correspondence or 
item(s) was rejected.  The sender has thirty (30) days from the date the notice was signed by 
mailroom staff to appeal the decision.  

 
a.    The Warden will respond in writing within thirty (30) days of receipt of the sender’s appeal.   

 
2. The sender may appeal the Warden’s decision by writing to the Secretary of Corrections within 

thirty (30) days of date the Warden signed the response.  The sender should include the 
response received from the Warden with his/her appeal to the Secretary. 

  
a. The Secretary will respond in writing to the sender within thirty (30) days of receipt of the 

appeal and copy the Warden.  
 
b. The Secretary’s decision is final. 
 

3. The Warden must notify mailroom staff of the Secretary’s decision. 
 

D. If mailroom staff determines items, printed matter or correspondence is to be excluded or 
confiscated, staff will confiscate the correspondence, printed matter or item of contraband included 
in the correspondence and complete a Mailroom Correspondence Rejection Notice –Inmates (See 
Attachment 6). The notice shall be sent to the inmate the same day the correspondence is rejected.   

  
1. Excluded or confiscated correspondence, printed matter or contraband is subject to one of the 

following actions: 
 

a. The correspondence, printed matter or item of contraband will be returned to the sender at 
the inmate’s request.  This may occur only after thirty (30) days have passed from the date 
the Mailroom Correspondence Rejection Notice- Sender was signed, and only if no appeal 
was received by the Warden from the sender of the rejected correspondence/item. 
1)  If the inmate chooses to send out the excluded or confiscated item,  
     the inmate must provide an addressed envelope with the appropriate postage to  
     mailroom staff. 
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b. If the excluded or confiscated correspondence contains items not subject to rejection 
(approved checks, money orders, cards), the inmate may choose to accept and receive 
these items.  The rejected portion of the correspondence will be sent out as described in 1 
a. above.   

 
c. The rejected correspondence, printed matter or item(s) may be destroyed at the inmate’s 

request.  This may occur only after thirty (30) days have passed from the date the Mailroom 
Correspondence Rejection Notice- Sender has been signed and no appeal is received by 
the Warden from the sender of the correspondence or printed matter. 
1) If an appeal is received by the Warden from the sender, the rejected or confiscated 

correspondence, printed matter or item(s) shall be retained pending exhaustion of the 
grievance process (See paragraph C. below). 

 
2. Inmates may file an Administrative Remedy (AR) within thirty (30) days from the date they 

received the Mailroom Correspondence Rejection Notice- Inmate. 
   

a. Inmates who have filed an AR regarding excluded or confiscated correspondence, printed 
matter or items, are not required to take action until the Administrative Remedy process is 
exhausted.   

  
b. Mailroom staff will ensure an adequate description of the excluded or confiscated 

correspondence, printed matter or items is retained and sent to the reviewing 
authority/Warden so a decision can be rendered.  

 
3. Inmates who have not filed an AR have 30 days from the date the Mailroom   
       Correspondence Rejection Notice- Inmate is signed by staff to notify the mailroom  

staff of their intended action.   
 
a. If the inmate fails to respond to the Mailroom Correspondence Rejection Notice- Inmate 

within 30 days from the date the notice was signed, and no appeal or Administrative 
Remedy is pending, mailroom staff may dispose of the correspondence, printed matter or 
item in an appropriate manner and all copies of the completed Notice provided to the 
inmate.  

 
4. Upon determination certain common, bulk, commercial or frequent correspondence, printed 

matter or items will not be allowed (excluded), the Warden or designee may notify institutions of 
the decision to reject the correspondence, printed matter or item to ensure consistency at all 
institutions. 

 
E. In any instance where the intended recipient of correspondence or printed matter cannot be 

determined, and the correspondence or printed matter contains no return address, the 
correspondence or printed matter will be destroyed by mailroom staff. If money is included in the 
correspondence, the money will be deposited in a fund designated by the Warden.   

 
9.  Mailroom Operations: 
 
A. Staff assigned to the mailroom will be trained in safe mail handling procedures and importance of 

following safe mail handling procedures. 
 
B. Unauthorized individuals shall not have access to the mailroom.  Only authorized staff is allowed in 

the mailroom.  Unauthorized individuals in the mailroom must remain under direct supervision of 
authorized staff. Doors to the mail room shall remain secured when not occupied by authorized 
staff.   
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C. All staff working in the mailroom shall wear approved, DOC issued, protective gloves when 
screening correspondence, including opening, inspecting or otherwise handling correspondence.  
All personal-protection provided by the DOC will be properly applied by mailroom staff.  

 
D. Each facility shall designate a Mail Security Coordinator or member of the Special Investigations 

Unit (SIU) to assume command of situations involving suspicious or dangerous correspondence and 
to ensure mail security and safety protocols are followed.   
 

E. Staff encountering suspicious or dangerous correspondence will contact the Mail Security 
Coordinator or SIU staff immediately. The Mail Security Coordinator or SIU staff will assume 
command of the situation. 
 

F. Suspicious or dangerous correspondence includes but is not limited to: 
 

1. Protruding wires, strange odors, leaking any substance, paper that is stained or discolored, or 
the envelope or package contains any unidentified substance(s), i.e. powder, liquid, residue.  
 

2. A city or state in the postmark that does not match the return address or no return address. 
 

3. Unusual weight, given the size of the envelope or package or an envelope or package that is 
rigid, bulky, lopsided or oddly shaped. 

 
4. Any discoloration, stain of the paper or any indication the paper has been exposed to a 

liquid/fluid, such as ink or print that is blurred or appears to have run on the paper.   
 

G. When suspicious or dangerous correspondence is detected, staff shall maintain a safe distance 
between themselves and the item.  The item shall remain isolated from staff and inmates until the 
Mail Security Coordinator or SIU responds.  SIU staff should notify the Postal Inspector about the 
correspondence.     
 

H. Exposure to certain hazardous materials or drugs is dangerous and may pose certain health risks to 
those exposed.  Exposure can occur through contact with skin or inhalation of the substance.  Staff 
will follow the guidelines listed in the Risk Management Bulletin Issue 43: Anthrax Threat Guide for 
South Dakota (See Attachment 9) when there is reason to suspect the staff member may have had 
direct contact with a hazardous material or drug.  Persons who may have been exposed will be 
isolated.  All persons in the mail room will wash their hands with soap and water.  If any person 
present when the hazardous material or drug was in the mailroom experiences health issues that 
may be related to exposure to such items, medical or emergency services must be contacted 
immediately.  
 

I. Theft of mail is a federal crime.  Staff shall report suspected mail losses to the Mail Security 
Coordinator or SIU staff.  Staff shall be assigned to investigate the possible loss and will report any 
confirmed losses to Postal Inspector by calling (877) 876-2455 or providing written report to: 
postalinspectors.uspis.gov. 
 

10.  Forwarding Correspondence: 
 
A. When possible, first-class correspondence received at a DOC facility for released, discharged or 

deceased inmates will be forwarded to the inmate’s last known forwarding address (ACA 4-4496). 
 

1. It is the inmate’s responsibility to notify his/her correspondents of changes in their address.  
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2. Correspondence received at the facility for a released, discharged or deceased inmate is not 
required to be opened and inspected. It is the policy of the U.S. Postal Service to accept and 
forward unopened first class mail without additional postage charges 

 
B. When possible, correspondence that cannot be forwarded will be returned to the sender (ACA-4-

4496). 
 
C. Incoming correspondence that cannot be returned to the sender or forwarded to the inmate may be 

destroyed by mailroom staff. 

 
V  Related Directives: 
 
       SDCL §§ 1-15-20, 23A-28C-1, 23A-28C-4 and 24-2-26.  
       ARSD 17:50:01:18, 17:50:10:01, 17:50:10:02, 17:50:10:03, 17:50:10:04, 17:50:10:05 & 17:50:10:07. 
 

DOC policy 1.1.B.2 – Inmate Accounts and Financial Responsibility 
DOC Policy 1.2.C.9 --Sex Offender Restrictions 
DOC policy 1.2.E.1 – Inmate Commissary 
DOC policy 1.3.A.5 – Searches – Adult Institutions 
DOC policy 1.3.C.2 – Inmate Discipline System 
DOC policy 1.3.C.8 – Pornography 
DOC policy 1.3.E.2 – Administrative Remedy for Inmates 
DOC policy 1.4.B.2 – Male Inmate Classification 
DOC policy 1.4.B.14 – Female Inmate Classification 

 Inmate Living Guide 
  

VI Revision Log: 
November 2004:  New policy. 
July 2006:  Changed the name to reflect that the policy now applies to all institutions.  Revised the 
definition of offender.  Added reference to DOC policies 1.3.C.3, 1.3.E.3.  Added language that certain 
contraband items may be discarded without a Mailroom Correspondence Rejection Notice.  Added 
correspondence restrictions for inmates with separation requirements or monitoring status with each 
other.  Revised attachment 1.  Deleted definition of inmate. 
October 2008:  Revised policy and attachments in accordance with DOC policy 1.1.A.2. Deleted 
former ss (B1 and B2) regarding the contents of privileged/legal mail given to offender of being 
considered general correspondence, revised ss (C1) to state unit staff will inspect both incoming and 
outgoing mail in the presence of the offender, deleted statement in ss (1a) regarding examples of 
contraband, such as letter or documents, added statement regarding in the presence of the offender in 
ss (2c), combined ss (E2 and former E3), replaced “Youth Treatment Director” with “Youth Treatment 
Supervisor” and deleted “Platoon Commander” in ss (F1a) of Incoming Correspondence. Deleted 
statement regarding examples of contraband, such as letters or documents in ss (2a1) and deleted 
former ss (4) regarding contents of privileged/legal correspondence being something other than legal 
correspondence of Outgoing Correspondence. Added current staff to ss (A9 of Rejecting 
Correspondence). Deleted “recipient” as it relates to offender when appropriate throughout policy. 
Replaced “staff” with “unit staff” throughout policy. Revised wording and bullets throughout policy. 
Added titles of Attachments 4 and 5 when referenced in policy. Added reference to DOC policy in 
section V. Revised titles of Attachment 2, 3, 4, 5, 6, 7, and 9 throughout policy, attachments and the 
WAN. Revised Attachment 8 segment regarding 5 small newspaper clippings and 10 sheets of extra 
paper to be consistent with policy. 
October 2009:  Added reference to DOC policies 1.3. A.6, 1.4.B.14 to policy, revised titles of DOC 
policies 1.4.B.2 and 1.3.A.5 to be consistent with actual policies. Added ss (A4 of Rejecting 
Correspondence) regarding fantasy football.  
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October 2010:  Revised formatting of Section I.  Revised ss (A) to state released to reside in the 
community and added new ss (A1) both within (Forwarding of Mail). Added SDAS as its own entity 
within Attachment 1.  
December 2011:  Added “(must be licensed to practice in state or United States courts), and approved 
designee of said attorney” to definition of Privileged/Legal Correspondence Added definition of 
Contraband.  Added “incoming and outgoing” and “excluding days which mail is not scheduled to be 
processed” to Section 1 A. 1.  Deleted “and will provide the applicable offenders with” and Replaced 
with “through” in Section 1 B. 1. b.  Added “or on a case-by-case basis when the Warden or 
Superintendent determines it is detrimental to the security, good order or discipline of the facility, for the 
protection of the general public or the correspondence may facilitate criminal activity” to Section 1 D.  
Added 1. “Offenders who have had their correspondence privileges suspended will be permitted to 
notify persons who he/she regularly corresponds concerning the suspension”. and Added 2. “Any non-
privileged mail received for the offender during the period of suspension will be secured and retained by 
the mailroom officer until the suspension period is complete” to Section 1 D. Added E. “Offenders who 
knowingly violate a no contact request after receiving a Correspondence/Telephone Termination Notice 
or after receiving notification of a no contact order issued by the court are subject to disciplinary action. 
Staff will document the incident/violation in a disciplinary report and follow the procedures of DOC 
policy” to Section 1.  Deleted “during the disciplinary process” from Section 1 E. 1.  Added “originating” 
to Section 1 E 2 Added 4. “No contact orders issued by the court and/or institutional Correspondence 
Termination Notices served upon an offender cannot be appealed through the Administrative Remedy 
Process” to Section 1 E Deleted G. from Section 1.  Added “Adult and juvenile offender” to Section 2 A.  
Added “and to determine the genuineness of the addressor” to Section 2 C.  Added “and to confirm the 
contents are privileged/legal and have been sent by the addressor” to Section 2 C. 1 Added “credit or 
debit” cards” to Section 2 C. 1. a. Added “and to confirm the genuineness of the addressor” to Section 2 
D. 2. c. Added “clearly identified as coming from an approved privileged/legal source or containing” to 
Section 2 D. 3 Added c. “Contraband will be confiscated, properly documented and reported to the 
designated staff/supervisor and disposed of in accordance with the facility’s operational memorandums 
and outlined procedures” to Section 2 D. 4. Removed “sealed” from Section 2 E. 3. Added “and to 
determine the genuineness of the addressor” to Section 2 F. 2. Added “unless authorized by the 
Warden, Superintendent or his/her designee” to Section 3 A. Added “United States Postal Money 
Orders” and “issued by companies licensed to sell money orders, (in U.S. dollars only) to Section 3 D.  
Deleted “or phone account” in Section 3 D. 3.  Deleted “be rejected” and Replaced with “not be sent 
out” in Section 4 A. 1.  Deleted “The DOC may provide postage for indigent adult offenders” and 
Replaced with “Offenders who are classified as indigent may request postage, (first class only), 
envelopes and stationary through their unit team” to Section 4 A. 3.  Added a. “Each Warden may 
establish a maximum dollar value for indigent postage and supplies that can be received by an offender 
during a twenty-eight (28) day period for privileged and non-privileged correspondence” to Section 4. A. 
3. Added “non-privileged” to Section 4 A. 4 Added “that exceeds the standard U.S. postal rate for first 
class mail” to Section 4 A. 4. c. Deleted 2) “Offenders are not allowed to possess another offender’s 
property, including another offender’s legal documents” from Section 4 C. 2. a. Added “outgoing” to 
Section 4 C. 3.  Deleted “the offender correspondence” and Replaced with “privileged/legal 
correspondence” to Section 4 C. 3. a. Added F.  “Designated staff shall approve all checks issued from 
an inmate account before they are placed in the outgoing mail” to Section 4.  Added “construction” 
“ammunition” and “or other unlawful substances” to Section 6. A. 3.Added a. “illegal contraband (i.e. 
weapons, drugs, etc.) will be turned over to law enforcement authorities” to Section 6 A. 3 Added a. 
“The purchase, possession or attempted possession of pornography by a sex offender is a violation of 
the Stop Contract” to Section 6 A. 9.  Added “or is written in code” and “recognized” to Section 6 A. 12. 
Added a. “incoming and outgoing correspondence written in a foreign language may be delayed up to 
an additional twenty (20) days to facilitate translation and review of the contents” to Section 6 A. 12. 
Added b. “If attempts to translate are unsuccessful with the twenty (20) days, the correspondence may 
be rejected” to Section 6 A. 12 Added 13. “Depicts, encourages, or describes methods of escape from 
correctional facilities, or contains blueprints, drawings or similar descriptions of SD correctional facilities” 
to Section 6 A. Added 14 “Advocates racial, religious, or national hatred in such a way so as to create a 
danger of violence in the facility” to Section 6 A Added “up to” and “consecutive” to Section 6 C. 1.  
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Added “Risk Management Bulletin Issue 43: Anthrax Threat Guide for SD” to Section 7 C. 2. Added “or 
contains any powdery substance/residue” to Section 7 3. a.  Deleted “offenders released to reside in 
the community” and Replaced “and addressed to an offender who has been released, transferred or 
discharged”  Added “No contact orders issued by the court and/or institutional Correspondence 
Termination Notices served upon an offender cannot be appealed through the Administrative Remedy 
Process” to Section 9. A.  
November 2012:  Deleted “non-subscriptive third class/bulk rate mail and Replaced with “circulars, 
newsletters, and bulletins” and Added “sent standard mail” to Section 1 B. 3.  Deleted “Materials” and 
Replaced with “Standard mail sent” and Added “approved and” and Deleted “adult” all in Section 1 B.3. 
a. Added “the State Central Mail Services” to Section 1 B. 4. and 5.  Added “or his/her designee” and 
Added “an offender’s correspondence and/or participation in the institutional correspondence system” in 
Section 1 D. Added “provided the offender can be identified” in Section 3 A. 1.Added “for the purpose 
of writing to attorneys, the courts, the Secretary of Corrections, the Governor of South Dakota, legal 
services or other officials identified in Attachment 1” in Section 4 A. 3.     
January 2013:  Deleted c.  “Offenders may be subject to disciplinary action for failure to abide by this 
regulation” in Section 1 B. Deleted b.  “Juvenile offenders may be restricted from receiving their and 
fourth class mail (i.e. “junk mail”) at the discretion of supervising staff” from Section 1 B. Added “At the 
discretion of the Warden or his/her designee, correspondence that does not bear the full name and 
address of the sender on the envelope/package, may be accepted if the sender can be identified by the 
contents of the envelope/package” in Section 1 C. Added 3. to Section 1 D. Added “sent or received by 
an offender” in Section 1 E. 1.Added “where an offender’s privileged/legal correspondence may be 
located or stored” in Section 2 C. 2.Deleted “any other material included as part of” in Section 2 D. 4. a. 
Deleted “at the conclusion of the disciplinary proceeding” in Section 2 D. 4. a. Added “ongoing or 
pending” to Section 2 D. 4. b. Added “The sender of the rejected correspondence and/or the juvenile 
may appeal staff’s decision to reject the correspondence in accordance with the procedures of this 
policy” in Section 2 F. 1.  Added “in the presence of the juvenile” in Section 2 G. 2. Deleted “rejected” 
and Replaced with “returned to the sender” in Section 3 C. 2.Added F. to Section 3. Added “in the 
offender’s presence” in Section 4 C. 2. a. Deleted “may result in a disciplinary write-up” in Section 6 A. 
4.Deleted “homosexuality” in Section 6 A. 9.Added 1. and a-d to Section 6 B.  Added new C. and 
changed pervious C and D. to D. and E. in Section 6.Added “or Superintendent” to Section 7 C.  
Deleted “provided a correct forwarding address is available” and Replaced with “to the offender’s last 
known address” in Section 8 A. Added B. and B.1 to Attachment 2.   
September 2013:  Added “their spouse or their minor children” in Section 1 e. 2. Added F. to Section 
3.  New Section 3. “Incoming Privileged/legal Correspondence” Changed title of Section 4 from “Receipt 
of Money” to “Receiving Funds/Money”.  Added “This authorization is valid until the offender is released 
or discharged from the DOC” in Section 4 D. 3.  Added “Mailroom staff will typically request a Certificate 
of Mailing from the U.S. Post Office when mailing offender correspondence containing rejected checks” 
in Section 4 F.  Deleted “request postage (first class only) in Section 5 A. 3. Deleted “per 28 days” and 
Replaced with “during a calendar month” in Section 5 A. 3. a. Deleted d. “Juvenile offenders are 
expected to send one letter per week to their parents or legal guardians. Two additional letters may also 
be sent at STAR Academy’s expense” in Section 5 A. 4. Deleted “If the contents of the outgoing 
privileged/legal correspondence are determined to be privileged/legal in nature” in Section 5 D Added 
new title to existing language in previous section 5/ new section 6 “Outgoing Privileged/Legal 
Correspondence”  Added H to Section 6  Deleted “or use” in Section 8 A. 3 Added D. to Section 10.  
November 2014: Added 1. to Section 2 A.  Deleted 1-3 in Section 1 D. Deleted 1-2 in Section 2 B.  
Deleted 1. Deleted “the entire correspondence will be rejected” and Replaced with “the check will be 
returned to the sender” in Section 4 D. 2. in Section 7 B. Added “removal of items of contraband by staff 
does not constitute censorship” in Section 8 A. 11.  Added “and is determined by Sex Offender 
Management staff” to section 8 A. 13.  Added “and or materials contained in the correspondence which 
are rejected are” in Section 7 B. 1. Revised language in Section 8 B. 1. b.   
March 2015:  Added C. 1 & 2 to Section 2. Added 3. a. & b. to Section 4 D. Added “construction paper 
and pages from coloring books” and Added e. to Section 8 A. 10  
August 2015:  Added “excludes correspondence requiring translation” in Section 1 A. 1. Added 4. To 
Section 1 A. Added “offenders who have a child together (proven through a birth certificate) and only if 
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both offenders have parental rights, or offenders who are co-parties in an active legal case” in Section 1 
B. 1. Added “to prevent offender receipt of correspondence that threatens facility security or good order 
of the institution.  Added 3. to Section 2 C.  Deleted a. in Section 3 B. 1.  Added E. to Section 5.   
Added “for contraband” and Added “by the offender.  Staff will sign or initial over the sealed flap of the 
envelope in the offender’s presence” in Section 6 A.  Deleted D. in Section 6 and Added 2. to Section 6 
C.   Added “State-paid postage is limited to first class mail and does not include certified mail or any 
other additional fees/charges that may apply” in Section 6 F.  Added “or contains any information that, if 
communicated, would create a threat to the security of the institution” in Section 8 A. 2.  Deleted 
“ammunition” and Added “unconventional and improvised” and Added “or contains plans to smuggle 
contraband into or out of the institution” in Section 8 A. 3.  Deleted “with Fantasy Sports Leagues or 
other types” and Deleted “This includes but is not limited to baseball, basketball, football, racing and 
other sporting teams or events” in Section 8 A. 4.  Added “or contains threats of physical harm against 
any person or threats of criminal activity” in Section 8 A. 5.  Added “gang insignia and “security threat 
group” in Section 8 A. 9.  Added “provided such removal involves loose advertisement cards/items that 
include a perforated edge” in Section 8 A. 11.  Added a. to Section 8 A. 11.  Added “including language 
or drawings” in Section 8 A. 12.  Added “Incoming or outgoing” and Added “other than English.  
Including correspondence written in more than one language” in Section 8 A. 16.  Added c. to Section 8 
A. 16.   Added 19 to Section 8 A.    
September 2015: Deleted “cannot receive funds from another offender (includes those on felony 
probation), another offender’s family or friends, a W-2/M-2, volunteers of the DOC, or a third party on 
behalf of another offender unless authorized by the Warden, Superintendent or his/her designee” and 
Replaced with “may receive money orders or care packs from immediate family members and friends 
on the offender’s approved visit list or immediate family members and friends otherwise approved to 
send the inmate money order or care packs by the Warden or Superintendent or his/her designee.” in 
Section 4 A.  Added G. and H. to Section 4.   
March 2016:  Deleted definition of “Offender” Deleted E. in Section 2.  Deleted E. in Section 3. and 1-2.  
Deleted C. in Section 4 and 1-2.  Deleted 4. and a. b. c. in Section 5 A.  Deleted G. in Section 6.  
Deleted term “offender “and Replaced with “inmate” throughout the policy.  Deleted term 
“superintendent” from policy.  Deleted Attachments 5 and 7 reference juvenile offenders. 
October 2016:  Added “The Warden or designee may approve additional days which mail is not 
processed based on extenuating circumstances, i.e. staff illness, lock-down, acclimate weather, etc.” in 
Section 1 A. 2. Added “Both authorities must approve the exception.  Added “Exceptions may be 
revoked at any time be either authority” in Section 1 B. 1. b. Added “or days when mail is not processed 
(see 2. above)” in Section 1 A. 3. Deleted “Any person may request general correspondence originating 
from an inmate not be sent to him/her, his/her spouse, his/her minor children or minor children over 
whom he/she is guardian.  The person must complete and return the Correspondence/Telephone 
Termination Request (See Attachment 3) to the DOC” in Section 1 E. Added G. and H. to Section 1. 
Added 2. to Section 2 A. Added “however, limits may be placed on the volume of correspondence 
inmate’s retain in their cell when necessary to maintain safety, security and sanitation” in Section 2 C. 
Deleted C. in Section 2. Added E. to Section 3. Added “terminates authorization through written notice 
provided to the DOC” in Section 4 C. 4. Deleted “twenty” and Replaced with “five” in Section 8 A 16. a. 
Revised language in Section 6 C 2. Added C. to Section 7. Added “Unopened correspondence 
returned to the sender does not require a notice” to Section 8 B. Added “or member of the Special 
Investigations Unit” in Section 9. C. Added “dangerous” to Section 9 C. 3. Added “deceased” to Section 
10 A.  
October 2017: Added definition of “General Correspondence” and “Printed Matter” and “Third Party”.  
Added “Correspondence received for inmates temporarily housed off-site, i.e. court or hospital, may be 
held for longer than 48 hours and will be distributed to the inmate upon their return to the facility” in 
Section 1 B. 1.  Added “on an emergency situation, which is defined as the disruption of normal facility 
procedure or activity caused by fire, riot, escape, natural disaster, adverse staff action or other serious 
incident (See ACA 4-4495). This will be promptly reported to the Director of Prison Operations” to 
Section 1 B. 2. Added “The facility shall ensure that alternative staff persons are designated to inspect 
privileged/legal mail when the primary staff person assigned to this task is not available to that there is 
minimal delay in processing privileged/legal mail” in Section 1 B. 3. Added “If the request involves an 
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outside agency, the approving DOC authority will contact the outside agency and explain the request” to 
Section 1 C. 2. b.   Added 1) and 2) to Section 1 C. 2. b. Added c. to Section 1 C. 2. Added “and will be 
returned to the sender through the mail service.  Inmates will be notified of the return” in Section 1 C.  
Added new G. and J. and K.  to Section 1.  Added “and Printed Material” to Section 2.  Added 
“Inspection may include staff reading the correspondence to Section 2 A. Added 4. to Section 2 A. 
Deleted “Unless there is a barrier or screen between the inmate and the staff member opening the 
package.” and Added “Packing material (e.g. plastic, “bubble wrap”, “peanuts”, plastic wrap, insulation, 
cardboard) that may be a potential threat to the safety, security or orderly operation of the facility may 
be withheld from the inmate” in Section 2 A. 1. Added 3. to Section 2. A.  Added D. E. and F. to Section 
2.  Added new A. and B. to Section 3. Added “Exceptions may be applied to suspicious mail, which 
shall not be opened in the presence of the inmate. Such and exception requires authorization from the 
Mail Security Coordinator or Special Investigation Unit staff.” in Section 3 C.”  Added 1-4 to Section 3 C.  
Added G. to Section 3. Added A. to Section 4.  Added new A. to Section 5.  Added 3. to Section 5 B. 
Added 3. to Section 6 C. Added “Printed Material” to Section 7.  Added new A. in Section 8.  Added a. 
and b. to Section 8 A. 3.  Deleted c. d. e.  in Section 8. 10.  Deleted “20” and Replaced with “10” in 
Section 8. A.  Added “symbols” and Added “material believed to be written in a foreign language will be 
considered on a case-by-case basis” to Section 8 A. 16.  Added “or too costly” and Added “or other 
resource” and Added “The Warden or designee will be notified if foreign language material is rejected 
(incoming or outgoing)” in Section 8 16 b. Added 19. to Section 8 A. Added new C. to Section 8.  
Added b. to Section 8 D. 2.  Deleted “60 days” and Replaced with “15 days” in Section 8 D. 3. and a.  
Added 4. to Section 8 D.  Added A. B.D. E. H. G. to Section 9. Deleted Section 11 Appeal Process.  
Added 14 to Attachment 1. Revised Attachments.    
April 2018:  Revised language in Section 1 C.  Deleted “Correspondence that is not accepted shall be 
returned to the sender” and Replaced with “Envelopes and packages that do not meet the criteria will 
be returned unopened to the sender with a brief description of the reason the envelope or package was 
rejected” in Section 1 D. Added “which may only be printed, typed or hand-written  in ink (excluding 
metallic pens) on the envelope” and Added “Envelopes and packages that do not meet the criteria will 
be returned unopened to the sender with a brief description of the reason the envelope or package was 
rejected” in Section 2 A. 3.  Added “in an approved and accepted envelope” in Section 2 B. Added 
“approved and accepted” in Section 2 B. 1. Deleted “more than ten (10) sheets of plain white paper or 
lined white/legal pad paper” and replaced with “blank paper” in Section 2 B 4. Added “opened” in 
Section 2 C. Revised E. in Section 2 to permit colored paper and envelopes.   

 
 

Denny Kaemingk (original signature on file) 
  

04/17/2018 
Denny Kaemingk, Secretary of Corrections Date 



South Dakota Department Of Corrections 
Policy  
Distribution:  Public 

 
1.5.D.3 

Inmate Correspondence 
 
 

 
Revised: 04/17/2018 Page 20 of 32 
 

Attachment 1:  Definition of Privileged/Legal Correspondence 
 

A. Incoming and outgoing correspondence from the following sources is considered privileged/legal: 
 

1. Judge of any court. 
2. Clerk of any court. 
3. County Auditor. 
4. Private practice attorneys/lawyers or law firms. 
5. State’s Attorney. 
6. Public Defender office (State or Federal). 
7. Public Advocate Offices. 
8. South Dakota Advocacy Service (SDAS). 
9. South Dakota Attorney General or representative of the Attorney General’s office.  
10. South Dakota Governor. 
11. South Dakota Secretary of Corrections. 
12. U.S. Attorney General, U.S. Attorney for South Dakota and Assistant U.S Attorneys for South 

Dakota.  
13. South Dakota Division of Criminal Investigation. 
14. Inmate foreign nationals shall be permitted write their embassy or consulate. 
15. Organizations or entities which are known to provide legal services (such as East/West River 

Legal Services, Dakota Plains Legal Services and the American Civil Liberties Union). 
16.   Organizations or entities which are known to provide rape crisis/ victim advocate services (such   

  as Compass Center, Missouri Shores, Working Against Violence and River City Domestic  
  Violence Center). 

 
B. Outgoing correspondence addressed to county sheriffs: 

 
1.   If the contents of the outgoing correspondence are a summons, complaint or other document 

intended for service of process, and it is addressed to a county sheriff’s office, the mail will be 
treated as privileged/legal mail.  Unit staff are allowed to summarily review the documents in 
order to determine whether they are summons and complaints, subpoenas, or other documents 
intended for service of process. 

 
C. The following incoming correspondence will normally be treated as privileged/legal only if the  

envelope is clearly marked “personal”, “legal” or “privileged”. 
 

2. U.S. and State Representatives and Senators. 
3. Governors (other than the Governor of South Dakota). 
4. Prison or correction agencies or officials (other than the South Dakota Secretary of Corrections). 
5. Parole authorities. 
6. Law enforcement agencies or officials. 

 
D.       Examples of outgoing correspondence NOT considered privileged/legal: 

 
1. U.S. and State Representatives and Senators. 
2. Governors (other than the Governor of South Dakota). 
3. Prison or corrections agencies or officials (other than the South Dakota Secretary of 

Corrections). 
4. Parole authorities. 
5. Law enforcement agencies or officials (excluding SD Division of Criminal Investigation). 
6. The National Association for the Advancement of Colored People (NAACP). 
7. The Bureau of Indian Affairs (BIA). 
8. Amnesty International. 
9. The State Bar Association of South Dakota and its committees. 
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10. The Center for Constitutional Rights (main office is in New York, NY). 
11. Governmental agencies or officials not listed above in Section A. 
12. National Commission on Correctional Health Care (NCCHC). 
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Attachment 2:   Inter-Facility Inmate to Offender Correspondence   
  Request 
 
The Inter-Facility Inmate to Offender Correspondence Request form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Inter-Facility Inmate to Offender Correspondence Request by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Inter-Facility Inmate to   

Offender Correspondence Request.  
 

The gray areas indicate the information that is to be entered. 
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Attachment 3:  Correspondence/Telephone Termination Request 
 
The Correspondence/Telephone Termination Request form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Correspondence/Telephone Termination Request by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select  

Correspondence/Telephone Termination Request.  
 

The gray areas indicate the information that is to be entered. 
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Attachment 4:  Correspondence/Telephone Termination Notice 
 
The Correspondence/Telephone Termination Notice form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Correspondence/Telephone Termination Notice by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select  

Correspondence/Telephone Termination Notice.  
 

The gray areas indicate the information that is to be entered. 
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Attachment 5:  Admission Document 
 
The Admission Document form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Admission Document by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Admission Document.  

 
The gray areas indicate the information that is to be entered. 
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Attachment 6:  Mailroom Correspondence Rejection Notice-Inmate 
 
The Mailroom Correspondence Rejection Notice-Inmate sample form is located on the state’s WAN and 
the actual copy for use is in carbon format. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Mailroom Correspondence Rejection Notice-Inmate by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Mailroom Correspondence  
 Rejection Notice-Inmate.  

 
The gray areas indicate the information that is to be entered. 
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Attachment 7:  Mailroom Correspondence Rejection Notice-Sender 
 
The Mailroom Correspondence Rejection Notice-Sender sample form is located on the state’s WAN and 
the actual copy for use is in carbon format. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Mailroom Correspondence Rejection Notice-Sender by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Mailroom Correspondence  
 Rejection Notice-Sender.  

 
The gray areas indicate the information that is to be entered. 
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Attachment 8:  Discarded Items From Printed Matter 
 
The Discarded Items from Printed Matter form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Word as follows: 
 
1.   Click here to access the Discarded Items from Printed Matter by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Discarded Items from Printed  
 Matter.  

 
The gray areas indicate the information that is to be entered. 
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Attachment 9:  Anthrax Threat Guide for South Dakota 
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Attachment 10:  Inmate Legal Mail Log 
 
The Inmate Legal Mail Log form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Office Excel Worksheet as follows: 
 
1.   Click here to access the Inmate Legal Mail Log by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Inmate Legal Mail Log .  

 
The gray areas indicate the information that is to be entered. 
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Attachment 11:  Inmate Legal Mail Acknowledgment 
 
The Inmate Legal Mail Acknowledgement form is located on the state’s WAN. 
 
A copy may be printed using Microsoft Office Excel Worksheet as follows: 
 
1.   Click here to access the Inmate Legal Mail Acknowledgement by:   

a.   Placing mouse on the word “here” above 
b.   Press and hold the “Ctrl” key on the keyboard  
c.   Click the left button of mouse. 

 
2.   Or Select File/New from the Menu Bar / Select the DOC tab / Select Inmate Legal Mail    

Acknowledgement .  
 

The gray areas indicate the information that is to be entered. 
 

 

 


