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i CHAPTER 

AJJMINISTRAID'E REGULATION 
IMPLEMENTATION/ ADJUS'J,'MENTS 

. SUBJECT 
ARFOR.\1!00..1Aill/05) 

AR # I EFFECID'E I[ 

I AcademJ.c/Car~ and Technical Education 
I 

Library Services 500.{)2 I os1011o7 

CENTENNIAL CORRECTIONAL FACILITY I COLORAJJO STATE PENITENTIARY WILL 
ACCEPT AND IMPLEMENT THE PROVISION OF THE ABOVE ADMINISTRATIVE 
REGULATION: 

I I As Written I ] Not Applicable {XI With the following adjustments to 
meet localized operations/conditions 

ACA Standards: 4-4273. 4-4505,4-4506,4-4507,4-4508,4-4509,4-4510,4-4511 

N. PROCEDURES 

C. Uorarv Services 

1. , Access to library services $all be provided to all CCF/CSP offenders seven days 
per week. Offenders seeking an interview with library staff or requesting· 
materials and information shall submit their requests to the librarian: on the 
Library Service Request form, which is provided to tb,e units/pods by the Library. 
Tn.e lib:ra,;_-ian or library representative will then deliver the requested material, if 
available. 

1) CSP Library services are as follows: 
Monday through Saturday~ 7:00a.m. unti14:00 p.m. 
Wednesday- 11:00 a.m. until 1:00 p.m. Recorded Book of the 
month 

2) Library hours will .be posted at CCF in cffenck.r COilltl'l.On areas 
of Units D, E~ F and G. 

3. User Services 

a. CCF /CSP libraries will provide the following: services: 

2) Al~ books belonging to the library shall be marked with 
an identifymg stamp and assigned an accession number. 

3) Circulation of library materials~ 

a) Only printed materials shall be circulated. Offenders in 
all pods shall have the oppommicy to check out up to 
three (3) Library Materials from. the library, on an 
exchange basis, and three (3) Admilristrative 
Regulations (AR), Implementation AdjUSlmeols (IA), or 
Opm.tional Memorandums (OM), according to the 
following procedures: 

l. Offenders must sigu a Library Agreement Form 
I'!!""-'!'!".!!!!!'"-"\ prior to 'Csing library se:vices. These are 

~ EXHIBIT available at intake orientation or from tb..e library 

~ £ upon request. 

I 
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u. Off~~ ~ho...ll ~= th=oir libr...ry =.ll.t~s 

:;-equests from printed catalogs provided in the 
units/pods for their use. 

Ui. Offenders SJe allowed to keep library materials 
checked out to t:hem for a period of two weeks. 
Offenci.ers will be held responsible for the return 
of tb.ese materials in good conditioo. 

iv. Library materials properly checked out are 
stamped with a due date on the front cover, top 
right. 

v. Th...<>ft, loss, defacing, or any damage to materials 
is a violat1on of the Llorary Agreement. A 
:Mlscell.aneous Withdrawal Ticket will be 
completed, charging the offender for repair or 
replacement costs. Offenders who refuse to sign 
a Miscellaneous Withdrawal Ticket will be 
charged through the COPD process. 

Vl. Offenders who abuse library srnrices may have 
their library privileges restricted- by the 
librarian. 

vii. .1\ny materials checked out to offenders shall be 
~HH:anned prior to delivery, and visually 
inspected upon retunl, to ensure they are free of 
contraband and damage. 

"ti.ii Rules concerning offender U&: of the library 
sbali be made available during Unake 
orientation., or before using library services. 

11 Photocopying of library material .tnay be provided to offender at Quality of Life 
Levels Five anci Six. 

b. 1) ID.terlibrary loan services are available to offenders at Quali!Y of 
Life Levels Five and Six. 

V RESPONS!B)LITY 

C. The Programs Maxw.ger will coordio.a1e with the Regional Librarian to review and update 
this document on an BDD.ual basis. 

ATTACHMENTS 

E. CCFICSP Library lnrake/Ori.ent.atJ.o:o. 2006 

1 
(SIGNED),-"( L-"-'L'-""'-.!-'-~'-0=-.:..:k ___ _ 
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Centennial Correctional Fadlrty I Colorado State Penlten.ttary 

LIBRARY ORIENTATION 
2007 

CCF/CSP Form ~OIWllE 
Rnv•oed..· 041200~ 

The CCF!CSP General Library is available for all offenders to use whil~ at CCF or CSP. The library 
conrains books chosen by tbe librarian to reflect the mterests, :evels of reading ability, learning styles, and 
cultural backgrounds of the CCF!CSP oifender population. Materials prohibited to offenders under IA 
300-26, Offender Reading Material, are excluded from the library. 

All library users wiU be required to complete and sign a Library Usfel' Agree'm.ent Fonn (AR Fonn 500-
2A). Once this fonn is on ftie in the library, library materials may be requested and. received. Unitstpods 
have library catalogs that list the material available:. The ARIIA/OM Indexes are also available for 
otTeo.der use through the unit/pt'ld .. 

Offenders are allowed thr'ee library materials at all t!tnes for a ~vo-week loan. Please fill out the Library 
Request Slip completely: top part ~ your unitlpod.. tier, cell 11umber, name, DOC number. and the date. 
Lower part- call number, author, title, and ID number that is listed in the ~log. Every week the library 
staff will bnng the library materials w each cell. Bave library materials ready eo exchange for newly 
requested ones .. or for renewal. DO NOT place library materials outside your cell door, or loan to other 
offenders. Offenders are rr:sponsible for "library materials ch.ecl~ed out to them. Give weekly library 
request slips to unit/pod staff. Tbey will put the requeH in the library box/holder. Library material 
reqUeSts must be in the iibrary boxtholder in the unit/pod office by 7:00 a.m. two days prior to your 
unit/pod delivery 

On deliver}' day, offenders will receive requested materials or substitutes. lf the books requested are 
unavailable, offender may requ.est for the book 'tO be placed on hold. 

ARsJIAs/OMs may be checked out on a loan basis only, for one week. Request up to three each week m 
addition to three library materials. Request ARs/IA.s/OMs by number and title. Ask un.itipod officers for 
ARIIA/OM Index. Cenain AR.sf[AsJOMs are restric:ted and are not available for check-om. No request 
wili be filled without the AR/l.A/OJ\.1 nwnb:;:r. 

Users are responsible for the safe return of their library books. This includes books/missing library 
materials due to a shakedown or cell extraction. OFFENDERS ~ NOT RECEIVE ANY OTiffi.R 
LIBRARY BOOKS UNTIL THE BOOKS TAKEN IN A CELL SHAKEDOWN OR CELL 
EXTRACTION ARE RETURNED TO TilE LIBRARY. 

Librny mateMals will be retUrned in the same condition in which they were delive:-ed. Cpon their return, 
libra!)' materials are inspeaed by the library staff to ensure that they are m good condition and free of 
·can~an.d. Lost or irreplaceable books • offenders win be charged the retall cost of replacing the book. 
Abuse of librru. y services will res\.\lt in restriction of library privileges. 

int~r-Library is available to offenders at Quality of Life Level Six. 

Address Request: A limit of two address requeS"rs per week. All address requssts must first be sent to 
your case manager ior approval, who will then forward all approved address reques'"I.S to the libr'at-y. 
t\.ddn~ss requ~sts for attorneys ·should relate to your court case. 
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