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POLICY: 

It is the policy of the Allegheny County Bureau of Corrections that all inmates are afforded 

the opportunity to have access to recreational reading materials.   Access to these 

materials will be consistent with the guidelines established in this policy.  

 

PURPOSE:  

It is the purpose of this policy to establish procedures for inmates to obtain recreational 

reading materials from the library.  

 

PROCEDURES:  

SECTION 1:  Collection Specifications:  

A. Acquisition of materials:  

a. Titles are purchased by the Jail and additional titles are obtained through 

donations from local libraries, churches or other community organizations.  

 

B. Only paperback books will be made available. 

 

C. The Bureau of Corrections’ Library book collection will consist of many topics, 

varieties and interests as listed below: 

1) Autobiographies/ Biographies 

2) Classics 

3) Educational - History, Nature, Religion, War, etc. 

4) Fiction/Non-Fiction 

5) Health/Sports 

6) Novels – Mysteries, Romance, Westerns, etc. 
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7) Science Fiction 

 

SECTION 2:  Obtaining recreational reading materials:  

A. It will be the responsibility of the Inmate Program Administrator to provide leisure 

reading materials.   

 

B. Each housing pod has been provided a specific area where leisure reading material 

will be located.  

 

C. All books belonging to the institution will be stamped "Property of the Allegheny 

County Jail." 

 

D. With the approval of the Unit Manager, housing pod officers are to hire one to two 

inmate workers that will assist with the operation of the pod’s leisure library. 

 

SECTION 3:  Circulation:  

A. It will be the responsibility of the Inmate Program Administrator to rotate leisure 

reading material throughout the institution on a quarterly basis when possible.   

 

B. Each housing unit will be provided with 20 books that will be placed in the leisure 

reading area of the housing pod. This number could change based on availability.   

 

C. Each housing pod officer will sign a receipt of said books. This receipt will list all 

titles of the books being placed in the leisure reading area of the pod. A copy of 

this receipt will be given to each Unit Manager by the Inmate Program 

Administrator. The Inmate Program Administrator and Unit Managers will keep 

a copy of all housing pods book receipts on file for one year.  

 

D. The leisure library area will be open for signing out and returning materials during 

the following hours on the individual housing pods: Monday through Saturday: 

9:00 AM to 10:15 AM, 1:00 PM to 2:30 PM, and 6:00 PM to 7:00 PM. There may 

be no more than two inmates along with the pod library worker in the leisure 

library at any given time and no inmates are to congregate in the library. The Unit 

Manager has the authority to override these hours at their discretion. 
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E. When signing out books from the leisure reading area, the pod worker will record 

the following information on the sign out sheet:   

1) Inmate’s complete name/doc number 

 

2) Title of the book  

 

3) Date book is signed out of the pod leisure reading area.  

 

4) Date book is due back in the pod leisure reading area.  

 

F. Each inmate may sign out a maximum of one (1) book.  

 

G. Books are to be returned to the leisure reading area during operation hours within 

14 days.  

  

H. The pod worker in the leisure reading area is not permitted to hold books for 

individuals to pick up at a later time.  

 

I. Books that are returned in damaged condition will be removed from the collection. 

The pod officer will provide the damaged book to the Inmate Program 

Administrator.  

 

J. A report of all damaged books that are taken out of circulation will be given to 

the administration of the Allegheny County Jail. 

 

SECTION 4:   Inmate Responsibilities:  

A. Any inmate who attempts to leave the leisure reading area with a book that has 

not been properly signed out will be subject to disciplinary action.  

 

B. Inmates who borrow books from the leisure reading area are accepting 

responsibility for using materials with reasonable care, returning them by their due 

date and not losing or damaging them.  

C. Each inmate is expected to return books by their due date.  
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D. Individuals who have overdue books will not be permitted to sign out additional 

titles from the recreational reading collection until the overdue books have been 

returned.  

 

E. Once a book is two weeks overdue, it will be considered lost.  

 

F. Any Inmate who loses or returns materials in damaged condition will be subject to 

the Bureau of Corrections’ policy concerning the destruction of County property 

(policy #502).  The cost for lost or damaged materials is $5.00. 

 

G. The debt incurred for lost or damaged books will remain with each incarceration 

at the Allegheny County Bureau of Corrections.  

 

H. Any inmate who refuses to sign for payment for lost or damaged books will be 

subject to disciplinary action.  

 

I. Individuals who have responsibility to pay for lost or damaged books and have not 

done so will not be permitted to sign out additional books until their debt has been 

settled.  

 

J. In the event that the leisure reading area is closed due to emergency or manpower 

shortage, books that are due to be retuned should be given to the pod officer.  

  

K. Return of books will be verified by the pod officer who will have a copy of the sign 

out sheets.  

 

L. Books that are in the possession of individuals who are to be released from the 

facility, either as a result of making bond, completion of a sentence or transfer to 

another facility or another housing pod within the institution, are to be given to 

the pod officer prior to their release. 

 

M. Copies of the library circulation policy, including inmate responsibilities, will be 

posted on every housing unit that has physical access to the library. 

 


