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Every resident of Leamington Mennonite Home shall have the right to communicate through written correspondence (personal mail), receipt of parcels and receipt of deliveries, subject to the limitations necessary to maintain the security of Leamington Mennonite Home.

PROCEDURE:
· Canada Post, couriers, etc. shall deliver all resident mail, registered mail, parcels, and deliveries to Leamington Mennonite Home at either the Garrison Avenue or Pickwick Drive entrance, delivering same to the Reception/Front Office.

· Office staff shall, in a timely fashion, sort all received mail, packages and deliveries, determining the recipient, and ensuring that the delivered materials are not detrimental to the security of the building.  Any suspicious packages and/or envelopes shall be brought to the attention of the Administrator and/or Director of Care for further processing as outlined in the Fire Safety and Disaster Procedure Manual: Suspicious Packages & Devices. 

· Personal mail of residents will be delivered to the resident’s room daily by Social-Recreational Staff. Should the resident not be present, the mail will remain in the resident’s room until the resident opens it.   The personal mail of Retirement Residence and Long Term Care residents cannot be opened by staff without the express permission of the resident.

· Only the POA of cognitively impaired residents has the authority to open the mail of their resident and/or give direction to the Leamington Mennonite Home staff to do so.
The POA may also request that some/all the resident’s mail be held for pick up in a filing cabinet at the Front Desk.  Staff will follow the steps below to ensure timely delivery:

Every Friday, all POA’s are contacted by phone to be informed of the following:

LOCAL POA’s (live within Windsor & Essex County, Kent County):

· Mail has arrived within the week and is ready for pick up

· All mail will be forwarded by mail to the POA in 3 weeks if not picked up prior to this date (the call date and the mailing date are notated on the mail to avoid unnecessary calls to the POA and to ensure it is mailed out in a timely manner)
NON-LOCAL POA’s (outside Windsor & Essex County, Kent County):

· Urgent / Time Sensitive Mail (i.e., bills, government mail, etc.) will be mailed to the POA on the current Friday
· Non-Urgent / Time Sensitive Mail (i.e. cards, magazines, etc.) will be mailed to the POA within 3 weeks of receiving the first piece of mail (the call date and the mailing date are notated on the mail to avoid unnecessary calls to the POA and to ensure it is mailed out in a timely manner)

· If the POA would prefer to have the mail held longer for pick up or to be forwarded by mail sooner, they are asked to notify the Front Desk to make these arrangements.  Special requests are notated on the mail to ensure they are accommodated.

· The same process is followed for residents who have passed away or discharged.  Where possible, families are encouraged to update their mailing address information.

· A sign off sheet is located at the Front Desk and is initialled each Friday by the staff member who has completed this process.
Leamington Mennonite Home staff may help a resident in opening personal mail and/or a parcel, and shall respect a resident’s refusal of such assistance, treating the resident with dignity, courtesy and respect.  At all times, the wishes of the resident, pertaining to their personal mail, shall be respected.

A receipt of personal mail, parcel or package may be used to ensure that the resident has received the mail.  It will be signed by both the resident and the staff member who delivered.  The receipt will be kept on file in the Front Office for tracking and quality assurance purposes. In the event the cognitive resident requests assistance from the staff member to open the mail, the resident shall sign that permission was given to do so.  The staff member will sign, acknowledging completion, and return the receipt to the Front Office to be kept on the resident’s business file for tracking purposes.
Any parcels or letters delivered by companies like; UPS, FedEx, Canpar, or Canada Post, that require a signature upon delivery will need to be recorded on the REGISTERED MAIL/PARCEL LOG. It is important to document the time, name of recipient, name of who received the item, and date of when parcel was received.

If the parcel or letter is addressed to an individual who has recently deceased, we are NOT to receive the item and to ask that they return to the sender.

This also applies to parcels or letters that are trying to be delivered after the main office closes (5:00 PM); we ask that the delivery company please come back during office hours (8:00 AM- 5:00 PM).
