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I00.0 

e~w 
I00. INTRODUCTION 

I01 Purpose of Handbook 

This pub l ica t ion  is designed to serve as a resource hand- 
book fo r  Education Supervisors and Ass is tan t  Supervisors. Every 
e f f o r t  has been made to make the handbook as comprehensive as 
poss ib le ,  covering every area of  a manager's r e s p o n s i b i l i t y  i n -  
sofar  as i t  rela%es to the operat ion of an Education Department. 

I t  is the overal l  po l icy  of  the Bureau of  Prisons to provide 
in each i n s t i t u t i o n ,  as comprehensive an educat ion, t r a i n i ng  and 
l e i su re  a c t i v i t y  program as space and resources permit .  This hand- 
book describes the type of  a c t i v i t i e s  which should appropr ia te l y  
take place in each federal cor rec t iona l  i n s t i t u t i o n  in order to 
meet th is  goal. 

@ 

In addi t ion to being a reseurce book, t h i s  handbook is in -  
tended to be a "how to do i t "  guide fo r  en te rp r i s ing  education 
n~nagers who wish to es tab l ish  meaningful programs. 

This handbook also contains a l l  cur ren t  Bureau Pol icy State- 
ments which re la te  to the respo i ' ; s ib i l i t i es  o f  an Education Super- 
v i so r ,  and the e f fec t i ve  management of  ~rograms and personnel. 

~ ,  ":; ~ ; ~  

u'~:'~Y:, ¢::Mi !iT,h?: 

The handbook ~s d i rected p r imar i l y  to~:ard education managers; 
however, teachers and le i su re  a c t i v i t y  s t a f f  can also f ind  i t  use- 
f u l .  

Publ icat ion of th is  handbook is not intended as a one time 
event. The Education Section of the Central Of f ice plans to re- 
view and revise the handbook as often as necessary so tha t  i t  w i l l  
remain complete and up- to-date.  Pages are numbered in a manner 
to f a c i l i t a t e  required modi f ica t ions.  In keeping wi th  th i s  objec- 
t i ve ,  suggestions from f i e l d  personnel are always welcome. Sugges- 
t ions fo r  add i t ions ,  changes or rev is ions in the handbook should 
be forwarded to the Central Of f ice ,  through the apprepr ia te Re- 
gionai Education Admin is t ra tor .  Regional Admin is t ra tors  are in-  
v i ted to comment on these as well as t h e i r  own suggest ions. 

102 Mission 

The primary mission of the Bureau of  Prisons is  to p ro tec t  
soc ie ty  by carry ing out judgments imposed by Federal Courts. The 
Bureau's mission is to ~evelop programs based on a balanced ph i l o -  
sophy that  recognizes that  punishment, deterrence, i ncapac i ta t ion  

,~. :.. <:... 0 
.~ .. ~::;" 
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;~G I " ' ':; ' :~  ~ ";~; and access to opportuni t ies for self-improvement are al l  va l id  
purposes of ~ . . . .  ~" ' ~n,.arcer,,~lon. The Bureau s basic object ives in- 
clude: 

--  Providing a safe and humane environment for  inmates and 
s ta f f .  

- -  Increasing the number of inmates who achieve a successful 
adjustment upon release to the community by o f fe r ing  of-  
fende:s a wide var ie ty  of oppor tun i t ies  for  work, job 
t r a i n i n g ,  education and counseling. 

A secondary mission of the Bureau is to provide leadership and 
assistance to state and local correct ional  agencies when requested 
to do so. 

The goal of the Education Services w i th in  the Federal Prison 
System is to ass is t  inmates to acquire maximum post-release• em- 
p l o y a b i l i t y  by providing occupat ional ly or iented programs. The 
f u l f i l l m e n t  of  th is  object ive requires that  Education Departments 
o f f e r  education and t ra in ing  oppor tun i t ies comparable to those 
ava i lab le  in the free world. 

103 Os~anization Charts 

The fo l lowing charts which immediately fo l low th is  sect ion de- 
scr ibe the admin is t ra t ive  organizat ion of the Federal Bureau of 
Prisons and those admin is t ra t ive uni ts  which d i r e c t l y  impact Edu- 
cat ion Services in the Bureau. 

103.1 Federal Prison System 
103.2 Correctional Programs Div is ion  
103.3 Inn;ate Program Services Branch 
103.4 Education Services 
103.5 A Typical Fducation Department Organization Chart 

\ - \  
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193.2 CORRECTIONAL PROGRAMS DIVISION 
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|03.4 EDUCATION SERVICES 
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103.5 

TYPICAL EDUCATIO~ [~)EPARTME~NT 
ORGANIZATION CHART 
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200. ADMINISTRATIVE RESPONSIBILITIES AND PROCEDURES 

201 C~als, Def ini t ions,  and Guidelines 

Policy Statement 7300.63B sets forth minimum standards and 
guidelines to be followed by a l l  inst i tu t ions  in the operation 
of education and training programs. These guidelines represent 
an e f f o r t  to establish coordination and cooperation a.~ong a l l  
ins t i tu t ions ,  functioning as a part of one system, united in 
s t r iv ing to achieve common goals. These guidelines also establ ish 
goals against which program effectiveness can be measured. 

An Educatlon Supervisor may encout~ter some obstacles in meet- 
ing the standards established in Policy Statement 7300.63B. The 
nature of these obstacles wi l l  vary among ins t i tu t ions .  However, 
some are predictable: 

I .  Custody considerations: e.g. coverage of education areas 
by appropriate s ta f f  during evening, Saturday and Sunday hours'~ 
required scheduling of students for fu l l  day in l ieu of preferred 
half -day or shorter periods of time. 

2. A v a i l a b i l i t y  of s ta f f  to cover a l l  programs especia l ly  on 
weekends and holidays. 

3. Competition of industr ies,  ins t i tu t iona l  maintenance and 
other programs and services with education and le isure a c t i v i t y  
programs. 

4. •Inmate indifference toward program opportunit ies.  

5. A v a i l a b i l i t y  of funds for a balanced education and le isure  
a c t i v i t i e s  program. 

No obstacle, however~ need be insurmountable. Qual i f ied Edu- 
cation Supervisors are general ly creat ive ,  innovativ~ and equal 
to the challenges represented by these obstacles. Education Super- 
visors can be counted on to find ~ays to s t a f f  Learning Centers 
and to provide le isure-t ime opportunit ies during evening hours 
and on weekends; to insure that each instructor  has maximum con- 
tact  with as many students as possible per day; to st imulate in-  
mate interest  in educational and le isure a c t i v i t y  programs; and 
to explore ways to expand programs beyond l imi ta t ions imposed by 
budgets. 

-~ ,L, 

F 
/ . ° 

t 

o 

° \ . ~ ,  

! , >" . f  

. i  

/ 

'I 
\ 

/ 

• t 

• 
"' ->..  - :  ~ ' . . . .  .~ • ~-  . i~ . -  .~ 7 . /  - . / ' :  - ,  " • .~ ~ , '? ,  ":  . ' ,  :~:~' ~>~i : : . : '  ~ :  i , , ~ , ~  .":." " ~ "  ' ~  ~ .  - ~ ; : ' ~ . : : - '  > ~ - , / ' L : . , , ~ " "  "- ~"  ~ ' ~ ' ~ . - ~  . "  ~ "~.,: .C , ~  ~ ' ,L .  " ~ '  " ' .  ~ :  i ~ .  

j "  



; . _ . . . < : . - , . / " -  .. ,~ , / , , .  ' : . . . - , .  :. ... . : , . .  . . 

. L 

"~:~;~':'~:"-"~*: Each Superv isor  should r e a l i z e  t ha t  the problems encountered : 
i~~:~-:?~;*~:'~'~ in ope ra t i ng  a program are not unique to one i n s t i t u t i o n ,  nor do / ' 

--;C .LLI ,.2L] Educat ion Superv isors  necessa r i l y  have more obs tac les  to ove r -  / - '  
.............. come in c a r r y i n g  out educat ion programs than do o the r  department . /  ,. 

heads in the same i n s t i t u t i o n .  I t  is  the unique r e s p o n s i b i l i t y  - ' . :  . 
and cha l lenge o f  each Education Superv iso r  ~o e s t a b l i s h  and main- . -  

:~ . . . . . .  ~.~ r a i n  educa t i ona l ,  v o c a t i o n a l ,  and l e i s u r e  a c t i v i t y  programs tha t  .. 
............. w i l l  blqnd smoothly w i th  the overal~ ope ra t i on  o f  p a r t i c u l a r  i n -  
: ; :~ : :~ .~  s t i t u t i o n s  and, at  the same t ime,  move toward meeting a p p l i c a b l e  
L~'.L".~'~'.:~-L~ Bureau goals and o b j e c t i v e s .  ... V 

:/:~T"L.~~:'.: 201.1 How to Handle Some Typ ica l  Problems 

' !~:~/4S~-.~;~ I .  Secu r i t y  and custody c o n s i d e r a t i o n s :  Educat ion s t a f f ,  par -  ".. 
~ ="'=-:~.~,~.~:"~:"~,:~:, t i c u l a r l y  the Superv isor ,  should i n i t i a t e  coope ra t i ve  r e l a t i o n -  . ~' 

.......... ~,~ sh ips w i t h  cus tod ia l  s t a f f  to insure  mutual respect  and concern .-- 
~**-"-~"~ f o r  each o thers  r e s p o n s i b i l i t i e s  and goa ls ;  f o r  example, by at  . . . . .  ~..~. . 
7;~~.-~:,~::! tend ing  from t i m e - t o - t i m e  the r e g u l a r  c o r r e c t i o n a l  supe rv i so r  
~.:.~-:.;.--.,~.~ meeting o r  by i n v i t i n g  the c h i e f  c o r r e c t i o n a l  s u p e r v i s o r  to a t -  i .  " 
. . . .  tend educat ion  s t a f f  meet ings.  Communication should be f r e q u e n t ,  ~ -~ 

~ ? '  CA. '~  and open and problems addressed as soon as they a r i s e .  Educat ion ~;. i ' L  
: "  - ' " ~  s t a f f  should prov ide con tac t  and c o n t i n u i t y  o f  educat ion  programs 

to ~nmates ~n a d m i n i s t r a t i v e  d e t e n t i o n ,  a s s i s t  in  the p r o v i s i o n  . .  
!?=::L~:::.::;~ o f  e f f e c t i v e  supe rv i s i on  of  spec ia l  programs (s tudy  r e l e a s e ,  town- 
.... --.~:..~,.~ t r i p s  f o r  j ob  i n t e r v i ews  or  spec ia l  examina t ions ,  e t c . ) .  The !,. 
~T.7-"~:~-i'~ goal here is  to apprec ia te  the need f o r  both e f f e c t i v e  s e c u r i t y  .... , : 
~ . :  .=r: and p o s i t i v e  programs. 4 

! 

~,:.~:~::~:~>~ 2. S t a f f  coverage: c o r r e c t i o n s  is  a 24 hour ,  7 day per week " 
,~:.,=!~i _--.~,,~# a c t i v i t y .  Education and l e i s u r e  a c t i v i t y  programs cannot be ~, 

~:~. : : ; :~ . : ; ]  l i m i t e d  to dayt ime or  week days on ly .  Programs need to be o f f e r e d  ,.i.c 
~-- ..... :.:-- and superv ised  dur ing evening hours weekends and sometimes on .,- . ,  

h o l i d a y s .  Rota t ion  o f  hours,  surveys to i d e n L i f y  s t a f f  who p re -  
~..~..~.~,~ f e r  to work o the r  than day s h i f t s  or  ~,.eek " '  ~ . . . . . . .  ~ Jay.., e f f e c t i v e  use o f  '" 

~,:~•~::,d,'$ c o n t r a c t  s t a f f  or  vo lun tee rs  and s i m i l a r  approaches can help pro-  ~ " 
~;~'~ .,~-:~,..~ v ide  program coverage. When a l l  e lse f a i l s ,  i t  w i l l  be necessary , 
~- ''L':~':~ f o r t h e  educat ion supe rv i so r  to ass ign s t a f f  to cover  r equ i r ed  
~ -  ,..~..~ program hours.  

~, .@ ~, ~:~ 3. Compet i t ion  f o r  inmate t ime:  There is  no s imple  o r  un i fo rm 
• way to meet t h i s  problem. Educat ion s t a f f  should be i nvo l ved  w i t h  ' 

| i :  i : "<:# c l a s s i f i c a t i o n  and u n i t  management teams, i n s t i t u t i o n  p lann i f lg  " " .  
~ .. ~:,:;~ task fo rces  and o the r  i n t e r - d e p a r t m e n t  o r  i n s t i t u t i o n - ; v i d e  admin- . /  

;~. ~. -c~ i s t ra t l ve  groups to insure that the importance of assigning in- / 

$.... ] ~  mates, in need, to app rop r i a te  educat ion  and t r a i n i n g  programs 
- . . . . . .  i s  recogn ized in c l a s s i f i c a t i o n  and assignment d e c i s i o n s .  I f  

i : =~ ~ . .  
. r  . . . .  
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programs are under -u t i l i zed  and are not cos t - e f f ec t i ve ,  these 
matters should be discussed wi th the Assaciate Warden respon- 
s i b l e  fo r  supervision of education programs. 

4. Inmate Motivat ion: The education area should be an a t -  
t r a c t i v e  and event fu l l  area of the i ns t i ' i u t i on  so that  i t  w i l l  
a t t r a c t  students. The education s tory  should be conTnunicated to 
pr isoners dur ing o r ien ta t ion  and a~mission procedures in a st imu- 
l a t i n g  and e f fec t i ve  manner. Video-tapes and brochures which 
descr ibe programs and i ns t r uc to r s ,  job oppor tun i t ies  and post-  
re lease impl icat ions of t r a i n i ng  and other r e a l i s t i c  and well  
throught.-out overtures should be made ear ly  and as of ten as 
poss ib le .  

5. Funds: The education and t r a i n i n g  budget is only one re- 
source avai lab le to the education admin is t ra to r .  Con~nunity based 
(scme~imes ' t f ree") i ns t ruc to rs  are of ten ava i lab le  through local 
school d i s t r i c t s ,  boards of  educat ion, community and j u n i o r  co l -  
leges,  volunteer organizat ions,  etc.  Basic education oppor tun i ty  
grants (BEOG), Supplementary Education Opportuni ty Grants (SEOG), 
Veterans Benef i ts ,  Vocational Rehab i l i t a t i on  Benef i ts ,  special  
p i lo t -demonst ra t ion  grants (Comprehensive Employment and Tra in ing 
Admin is t ra t ion CETA) may be ava i lab le  to supplement programs sup-. 
ported by Bureau funds. Each education superv isor  should study 
the community and state in which an i n s t i t u t i o n  is  located,  as 
wel l  as Federal l e g i s l a t i o n ,  to i d e n t i f y  t~ese supplementary 
sources of  funds•and s ta f f .  Al l  education s t a f f  should read the 
monthly Clearihghouse D i s t r i bu t i on  releases prepared bv the Cen- 
t r a l  Off ice Education Sta f f ,  as well  as Correct ional  Comments, 
prepared monthly by the Correct ional  Programs Div is ion.  These 
pub l i ca t ions  often re fer  to outs ide assistance oppo r tun i t i es .  

200.2 
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6. Use of Inmate Ins t ruc to rs :  Since the size of the educa- 
t i on  department's professional  s t a f f  w i l l  a f f ec t  the extent  and 
klnd of  programs of fered,  i t  may be desi rab le from time to t ime, 
to seek the assistance of inmates to serve in teaching ro les .  

I t  is the Federal Prison System's po l i cy  that  inmates wi th  
profess ional  t r a in ing  and experience may be assigned to jobs where 
they can u t i l i z e  t he i r  t r a in ing  and experience, when appropr ia te :  
Inmates wi th the proper background may be used to teach non- 
accredi ted courses and may be u t i l i z e d  as teachers aides in 
accredi ted courses. 

Under no circumstances should inmate i ns t ruc to rs  be permi t ted 
to evaluate other inmates in accredi ted courses or in courses tha t  
are of fered in preparat ion fo r  the GED tes t .  Evaluation in these 
courses should always be performed by profess ional  s t a f f  members. 

21 
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201,.2 Annual Plans of Action 

In accordance with ~he provis ions of Pol icy Statement 7300.63B, 
Supervisors of Education are required, annual ly,  to prepare a Plan 
of  Action fo r  the f i sca l  year beginning October I .  These plans 
should ou t l i ne  t!~e goals that Supervisors expect t he i r  departments 
to achieve during the upcoming f i sca l  year. They should be sub- 
tnitted to the  chief  executive of the respect ive i n s t i t u t i o n s  by 
July o f  each year, with a copy to the corresponding Regional 
Education Admin is t ra tor  and the Education Admin is t ra tor ,  Central 
Of f ice.  

Pol icy Statement 7300.63B provides that  the ?lan of Action 
from each Education Supervisor should r e f l e c t  the standards out- 
l ined in the Pol icy Statement and spec i f i c  quan t i t a t i ve  goals fo r  
each major program area. 

Al l  programs are evaluated annually by Regional Education 
Admin is t ra tors  and t he i r  reports can serve as the basis fo r  each 
Education Supervisor 's review with appropr iate s t a f f  of program 
achievements and the need for  addi t ional  planning. 
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202 Admission and Orientation R e s p o n s i b i l i t i e s s  

202.1 In_t_erviewing 

200.4 . 

Education Supervisors, in addit ion to being Master Teachers, 
capable ac~inistrators and farsighted planners, must also be able 
promoters. They must be ingenious in f inding way~ co convince 
potent ia l  students that acquiring a trade or a higher level ~f  
education is in the i r  own best in terest .  Frequently,  education pro- 
grams are in competition with prison industr ies '  paid employment, 
i n s t i t u t i o n  maintenance assignments, movies, T.V. or the lure of 
numerous social or recreational a c t i v i t i e s .  The Educator must 
constantly search for  ways to help people think of  and plan for  
tomorrow when they" .may be accustomed to thinking of  only today. 

Perhaps one of the best and most common ways to promote an 
education program is through the Admissions and Or ientat ion (A&O) 
interview.  The education department should insure that  the A&O 
interview is used to good advantage to f a m i l i a r i z e  potent ia l  
students with program opportunit ies.  

202.1.1 Education Data 

The Education Department in each i n s t i t u t i o n  is required 
to complete the Education data portion of BP Form 6 on each new com- 
mittment. A copy of this form is sent to the inmate's central f i l e  
and is used by the c lass i f i ca t ion  team for  i n i t i a l  c l a s s i f i c a t i o n  
purposes. The A&O interview is a good time to obtain the educa-- 
t ion data required by the BP-6 form. 

202.1.2 Personal HisCo~y Data Fo .~ BP-6 

The following BP-6 form contains a var ie ty  of  personal 
h istory information about each inmate. The fol lowing items must 
be f i l l e d  i n b y  the Education Department. 

22. Highest school grade completed 

23. Age  at completion 

r" 
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202.1.2 

I .  I E - . ~ T E R  N U / C J ~ R  t 2 N . I J , ~  ,L.~t. p ,~ l  . ~ l l ~  

I 
4. I N S T I T U T I ~  N ~  F INST CO0~ 6 PREPARED BY 

3. DATE S U ~ I ' E D  (,.~o. o.,v. ~'~, 

t I 
j A OTY ;~ STATE i cow To. zvp coo~ 

" ENTER 
! 

j _ ! E _ _ N g _  ~_H O! ~I31~.,~_y s_~.y_,c_e __  , NU~ER OF MO~THS S~R~ED O: NO~E I 
: I HONORABLE 3 : MEI) ICAL S r NOT OI~CHARC-ED I 

9 IYP~  O f  D I S C H A R G E  i 2 G E N E R A L  4 - O T H E R  THAN H O N O R A B L E  i 

* : SINGLE 3 : W I ~ W ( E R 1  ~ = SEPARATED I 
I0 .  MARITAL STATUS ~ : MARRIED 4 = DIVORCED 6 = co / 'AJ~ON IAIW ! 

| I .  CITIZENSHIP 

I 
AGE AT FIRST ARREST [ I 

. . . . . . . . . . . . . . . . . . . . .  

1 3  TOTAL NUMBER O f  PRIO~ ARRESTS : EXCLUDE PRESENT OFFENSE / i 

14. AGE AT FIRSt C O M M I T M E N T  i 

IS T O T A L  NUMBER O F P~IOR C O / v ~ I T M E N T S  EXCLUDE PRESENT C O M M I I M E N 1  ] 

16  I~JTAL N U M B E R  OF PR10 R C O N V I C T I O N S  } EXCLUDE PRESENT C O N V I C T I O N  I 

' I 
i t 

| 7  L O N G E S T  T IME FREE S INCE FIRST C O M M I T M E N T  i E N T E R  A C T U A L  N U M B E R  OF  M O N T H S  1 

I I i 
I@ LONGEST l IME S~RVED O N  ANY CO&~.:AITMENT jL~_~_T_ER_ACTUAL NU,'V',BER OF MONT~S 

19 HAS CONOIT IONAL RELEASE tPAROLE. SPI~CIAL PAROLE, MANDATORY PAROLE. PROBATION, MANDATORY I~LEASEt I 
EVERREENREVO{EDORHAS~.EENCOMaV~tTTEDFOROFFENSEWHILEONCONDITIONALRELEASE I = Y E S  2 = N O  I 

1 20. C O O E g E N D A N T S  ; I = YES 2 • N O  j 

0 = N O  ABUSE ~ = C U R R E N T  ,~,lillSE (vatt~',~.~ PASt IT . '~oNm~i 

• . ~LCOI'¢OI l~)U NI  . N• ICOJC$  Z) ~Z~I'J~'~.OC.#N5 ( IA I I~ ;~ I~T /S  F l'~v~.~,O-$Tkw~.~l.l.~",rl$ G O l ~ . i  

• L . . . . . . . . . . . . .  1 . . . . . . . . . . . . . .  J . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  [ 

~J~,- 

! 

I 

22 H I G H E S T  S C H O O L  GRADE C O M P L E T E D  Gf0 . t2 I 2 ]  AGE AT COMPLETION 

24. COLLEGE HOURS SUCCESSFULLY COMPLETED JI ~ 25. SAT MEOIAN 

| J A A 3 = MASTER'S 
26  HIGHEST COLLEGE DEGREE EARNED 2 " IIACHELO~r'S • • IXX:TOfI; , .TE 

-,~.e I •  Do~ COl>t 
27  JOB AT TIME O F  ARREST 

' " 1 [  • ~w:)'r cc, oe 

2 8  LONGEST P~IOR WORK EXPERIENCE 

29 .  REMARKS 

i 
i I ~ON'rWS ON 

L 
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• 24. C o l l e g e  hours  S u c c e s s f u l l y  co r r~ le t ed  

,. A. Semester hours 

B. Quarter hours 

@ 

25. SAT median 

26. Highest college degree earned 

1 = A . A .  
2 = Bachelors 

3 : Masters 
4 : Doctorate 

202.1.3 Education Handbooks 

A tool that is often used to " se l l "  education is the 
d i s t r i b u t i o n  of an Education Handbock to new committments. These 
books, prepared l oca l l y ,  introduce the new pr isoner to the i n s t i -  
t u t i o n ' s  education s t a f f  and give a concise but comprehensive run- 
down of the programs avai lab le.  • Frequently~ these handbooks contain 
a message from the Warden or the Education Supervisor urging i~-  
mates to avai l  themselves of oppor tun i t ies  of fered. I f  possib1~, 
i t  also helps to p r i n t  l e t t e r s  from inmates (or former inmates) 
who feel that they have p ro f i ted  from the education or t ra in ing  
programs. 

I t  is important to continue to s t r i v e  to ensu,'e that  
educational opportuni t ies are avai lable to a l l  inmates regardless 
of t h e i r  reasons for  pa r t i c i pa t i ng .  Many inmates, who have en- 
ro l led  in courses for dubious reasons, become sincere, dedicated 
students. I t  i s ,  to some degree, a measure of progrem e f f ec t i ve -  
ness, i f  those who came j us t  fo r  the record or to pass time, stay 
to complete the program. 

202.2 Testing 

0 

Pol icy Statement 7300.71B requires a l l  Federal i n s t i t u t i o n s  
to administer the Stanford Achievement Test (SAT) to a l l  con~nit- 
tments except those with sentences of less than one year. In th~ 
case of prisoners who have been t ransferred from another Federal in- 
s t i t u t i o n ,  re - tes t ing  need not be done i f  previous tes t  resul ts  are 
avai lab le .  Residents may bere-~es ted ,  however~ a f te r  they h~ve 
completed spec i f i c  education or t ra in ing  programs. 

Although the SAT is the only required educational tes t  
i d e n t i f i e d  in the Pol icy Statement addi t ional  tests may be re- 
quired by a region or a local i n s t i t u t i e n  or j us t  used as the need 
ar ises.  

2G 
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The Stanford Achievement Test is p a r t i c u ' a r l y  important to 
an educational program because i t  helps to i d e n t i f y  the level at 
which inmates should begin the i r  education. The Advanced ~at tery  
of  the i973 Stanford Achievement Test is f requent ly  best suited 
for use in Federal correct ional i n s t i t u t i o n s .  This bat tery was 
designed p r imar i l y  for use with students at  the Junior High leve l ,  
grades 7 to 9.5. The average Federal pr isoner reads a~ the 7~h 
grade level and functions academically at the 9th ~rade leve l .  

200.7 
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Although designed pr imar i l y  for  Junior High students, the 
Advanced Battery ac tua l ly  measures performance levels from 3rd 
through 12th g rade .  The subject areas covered by the tes t  are 
Spel l ing ,  Engl ish, Math, Science, and Social-Science. 

The SAT Advanced Battery was not designed to be administered 
in one day. Most i n s t i t u t i o n s ,  fo r  scheduling purposes, administer 
the test  in two or three days. 

AI°I education s t a f f  members should be f am i l i a r  with the pr in-  
c ip les  of  good tes t ing :  I )  Tests should be used to help i d e n t i f y  
the i n d i v i d u a l ' s  strengths on which pos i t i ve  learning experiences 
can be b u i l t .  Tests should never be looked upon as a means to 
exclude people from programs. 2) Tests should be administered and 
in terpreted only by qua l i f i ed  personnel. Under no circumstances 
should pr isoners be used in any capaci ty in the admin is t ra t ion of 
standardized tests to other pr isoners. Supervisors who f a i l  to use 
q u a l i f i e d  tes t  administrators jeopardize the v a l i d i t y  of tes t  
resu l ts  and v io la te  professional standards of conduct. 3) Test 
resu l ts  should be shared and discussed wi th those tested. 4) know- 
ledge of tes t ing  and common sense must be exercised at a l l  times. 

I n  some instances, paper and pencil tests may not be appropr iate.  
There may be a language bar r ie r  or a reading def ic iency involved,  
or a student may have an emotional block to taking a paper and 
pencil  tes t .  Under these circumstances the education s t a f f  should 
t r y  to f ind an appropriate a l t e rna t i ve .  One a l t e rna t i ve  may be 
to permit such students to enroll in what appear to be appropriate 
programs accompanied by close monitor ing to determine the students'  
po ten t i a l .  ABE and GED teachers should be espec ia l l y  sen's i t ive 
to these problems. 5) Over- test ing should be avoided. Tests 
should not be given when there is some doubt as to t he i r  useful -  
ness. 6) When the i n te rp re ta t i on  of tes t  resu l ts  does not 
coincide wi th common sense, common sense should p reva i l .  

Following an in te rv iew,  the in te rv iewer  should make every 
e f f o r t  to remain in contact with the inmate and ass is t  the un i t  
or c l a s s i f i c a t i o n  team in every way possib le.  In some instances, 
a fo l low up in terv iew may be in order. 
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Supervisors of Education w i l l  w~n~ to insure ~hat members 
of  c lass i f i ca t ion  and funct ional un i t  teams are aware of adm~is- 
sion qua l i f i ca t ions ,  i f  any, for  the various educational programs 
and hnw to go about enro l l ing and encouraging students to p a r t i -  
cipate in programs. 

Author i ty  to authorize the test ing of inn'~tes for  research 
purposes does not l i e  at the i n s t i t u t i o n  level .  Research tes t -  
ing in Bureau ins t i t u t i ons  ~Jst be approved by the Director  of 
the Bureau of Prisons, as provided in Policy Statement 
Research, dated 

202.3 Unit Education Advisor/Representative 

In insti tut ions that have functional units, members of the 
education department professional staf f  normally serve as members 
of the unit team. These p~ople are known as Unit Education Ad- 
visors or Unit Representatives. 

@ 

Education Supervisors may, i f  they wish, ~esignate one or 
two staf f  members to serve as Educational Representatives to ~II 
the teams. I t  is recommended, however, that this duty be dis- 
tributed evenly among the professional s taf f  so that seve-~l people 
wi l l  ~ain unit team experience and so that teachers wi l l  be able 
to spend the majority of their time teaching. 

The inmate population also wi l l  probably benefit from having 
dif ferent education advisors assigned to different units. This 
procedure wi l l  prevent the entire inmate population from ~eing 
exposed to one or two points of view. I t  may even be a~visable to 
rotate education advisors among the units on an annual basis. 

The duties of a Unit Education Advisor or Representative is 
to act as the unit 's consultant in all matters relating to educa- 
t ion, training and leisure act iv i ty.  The advisor should be a 
permanent voting member of the unit team s i t t ing in on all team 
meetings and providing counseling in education matters to inmates 
assigned to the unit. The education advisor should monitor the 
progress of unit inmates enrolled in education programs offering 
encouragement, guidance and advice as needed. 

I f  the inst i tut ion does not have a specialized A&O ~ait, then 
unit Education Advisors should do the i n i t i a l  education inter- 
viewing and be in charge of administering the SAT to each new 
committment. 

! . . . .  ~,~: With due consideration being given tu uni t  s ize, i t  is an- 
!: -~--~F t i c ipa ted  that education advisors w i l l  become fam i l i a r  wi th each 
[i.~ :.i~:~ii ! inmate's record and be fam i l i a r  wi th the major problems and con C 
:. - ~ cerns of inmates in the un i t .  
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Education Advisors or representatives assigned to a YCA Un i t  
should, ideally, be involved with the unit on a ful l  time basis. 
At the very least an education advisor should be assigned to a 
YCA unit on a half time basis. In addition to duties nor;,ally 
performed for the unit, the YCA Education Advisor should be more 
fu l ly  involved with unit related act iv i t ies .throughout the week. 
For example, the Advisor may organize or help supervise unit 
leisure act iv i t ies,  interunit competition in various sports and 
contests, teash a pre-release or social education class for in- 
mates assigned to the unit. Education Advisors assigned to YCA 
Units should morlitor even more closely than other unit advisors 
the educational progress of inmates and provide a constant feed- 
back to other members of the unit staff.  

202.4 Optional P[ogrammin~ 

The Functional Unit or Ciassification Team works closely with 
inmates to help them choose programs and act iv i t ies most l ikely 
to benefit them both while in pricon and to prepare them for re- 
lease. Under optional programming inmates are strongly encouraged 
to participate in those programs recommended by the appropriate 
team. Inmates may withdraw from such programs (opt out) after a 
specified period, not to exceed 90 days, without negative counse-- 
quences. (See Policy Statement 7300.128 dated II-22-77). 

Education and leisure act iv i ty staf f ,  whether or not they 
are members of a functional Unit or Classification Team should 
cooperate with team members to insure that team members and in- 
mates have the benefit of suggestions and advice from people 
with special competencies in education, training and leisure 
act iv i t ies.  Participation of the Education Department in program 
planning for inmates should begin with the A&O interview in which 
the interviewer discusses available education, vocational train- 
ing, recreation and leisure activiLy programs. Each inst i tb t ion 
is encouraged to prepare a colorful,  i l lust rated handbook which 
describes these programs to distr ibute to inmates during the A&O 
interview. 

203 Inmate Program Report!n~ System (IPRS~ 

The Inmate Program Reporting System (IPRS) - -  formerely  RAPS - -  
is  designed to c o l i e c t  data to meet the m~ny needs o f  Bureau pro- 
gram managers. The system has undergone many changes as i t  
s t r i v e s  to prov ide r e l i a b l e  and re levant  i n fo rmat ion .  The success 
o f  any data c o l l e c t i o n  and repor t i ng  system depends not only on 
i t s  design,  but also on those who feed in fo rmat ion  i n to  the sys- 
tem. 
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The IPRS fomn with which Education Supervisors are primari-  
ly concerned is the Inmate Act iv i ty  Report, BP Form 6.2. I t  is 
u t i l i z e d  to report an inmate's enrollme.~t in, withdrawal from, or 
completion of an ac t iv i ty .  The IPRS handbook (which has been 
distr ibuted to al l  Education Department~) contains complete in-  
structions on the use of this form. Each Supervisor should con- 
", der the appointment of one s ta f f  member to be responsible for 
preparing and transmitting the BP 6.2s. 

The BP 6.2 forms should be prepared and transmitted to th~ 
Central Office Computer via Sycor on a weekly basis. The infor-  
mation from the 6.2s is compiled and returned so that each in-  
s t i tu t ion  can more e f fect ive ly  manage i ts  resources. 

204 Supervision of Programs. 

In accordance with Policy Statement 3500.IC, Def ini t ion of 
Department Head and Assistant Department Head, 9-16-74, the 
Supervisor of Educatie~, as a department head, should have a 
functional knowledge of al l  programs in which the Education Depart- 
ment is d i rect ly  or indirect ly  involved. These programs normally 
include testing and educational interviewing; adult basic educa- 
t ion;  G.E.D. preparation (including high school comp!etien); 
postsecondary education, occupational ~ducation; study release; 
social education; leisure a c t i v i t i e s ;  and l ibrary  services in-  
cluding the legal l ibrary .  

The Assistant Supervisor of Education, where this position 
exists ,  should work under the immediate supervision of the Educa- 
t ion Depar%ment head, and should be t o t a l l y  involved in the day- 
to-day operation of the Education Department. The Assistant 
should have an intimate and detailed knowledge of the departn~nt's 
programs and should maintain consistent on-the-spot supervision 
of the department's personnel. The Assistant Supervisor normally 
prepares annual budget submissions and employee Perfo~-mance Evalua- 
tions subject to the Supervisor's review. Whenever feasib le ,  the 
Assistant Education Supervisor should assume r e l i e f  teaching 
responsibi l i t ies .  

Instructional leadership is another major role of Assistant 
Supervisors, and a very important one. They should undertake 
formal classroom visi ts  in order to evaluate instruct ional  methods 
and to assist instructors to strengthen instructional  procedures 
and to ident i fy  ef fect ive instructional  materials.  

204.1 Determinin~ the Need for Programs 

The Education Supervisor: with the assistance of other s ta f f  
members, should review al l  programs per iodica l ly  to detc~nine the 
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need for  new programs and wheti~er or not to Continue on-going 
ones. 

In ~etermining the need fo r  new programs, the fo l l ow ing  fac-  
tors Should be considered: 

I )  Needs and desires of inmate populat ion - assessment, 
quest ionnai res for  these surveys have been provided 
by the Central Of f i ce ,  Both Engl isk and Spanish lan-  
guage quest ionnai res are ava i l ab le .  

2) Performance level of inmate population. 

3) I n s t i t u t i o n  f a c i l i t i e s .  

4) S t a f f  q u a l i f i c a t i o n s  and a v a i l a b i l i t y .  

5) Community resources. 

Whenever decis ions are made regarding expansion or mod i f i ca -  
t i o n  o f  0ccuDational course o f f e r i n g s ,  the supply and demand of  
the present iabor  marke~ and pro jected fu tu re  trends should also 
be s tud ied .  

204.2 Model Program 

Var iab les ,  such as size and compesi t ion e f  the inmate pepula- 
t i o n ,  physical  f a c i l i t i e s ,  s t a f f ,  budget and con~munity resources 
w i l l  a f f e c t  the scope of  an i n s t i t u t i o n ' s  educat ion and l e i s u r e  
a c t i v i t y  programs. I t  is  expected, however, t ha t  every i n s t i t u -  
t i o n  w i l l  meet minimum programs goals contained in  Po l i cy  Sta te-  
ment 7300.63B. 

• - . . . .  • , . -  

/ 
.H  

204.2.1 Model Program Chart 

The fo l l ow ing  chart  i l l u s t r a t e s  the framework w i t h i n  
which educat ion and • le isure programs of  a l l  i n s t i t u t i o n s  should 
opera re. 
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M O D E L  F ~ , O G P ~ , ~  C H A R T  

ALL INMATES WHO ARE / . . . . .  " , , .  . . . . . . . .  - - -  
NOT COLLEGE GRADUATES F T ,~CU,P,  II::LT-- l 

! 

, i ,=,°ucat,on ,.,,, c,..e. I ' 
Grades 1 thru 3 Intensive individual 

instruction 
5. -Vocational ~ Industrial education 1 
6~1 Social education 

I Leisure Time .Activities 
! 

2. l Intermediate ~ I 
Gradgs4 thru-7 Li;.L 

I Programmed 3. GED 
Grades 8 thru 12 i 

4. f 

I Junior or 4-year 
college or post 

secondary Technical 
Schools 

. ._~Se l f  Study courses I 
Study release ~ 
Classes in in "stitution 

i 
and 

i Emp~,ize I 
3 to 6 mos. 

before reh.aseo 

t 
'" I Driver education 1 
9. Release Preparation 

3~ 

KEY CHARACTERISTICS 

1. Educ~onat goals e~blish~ in behavioral and 6. Optional I~ 
mem.urable l~rn'~ 7. Mo~r~ti~n 

2. Balanced u~ of ir, dnridmCk, ed ~d class imlm,clJo~ 8. Team Temc 
3. Multi-media instruction !1- Te~d~er AJ~ 
4. Inter'areal VT and academic curriculum 10. Coocdinatk 
S. Flexible scheduling 

P, ommv~ 

Tead~'~g 
AkJ~ (l~w~a'tes & Ch~lkm) 

C¢o'dinatio~ wh~ unit management ~ other 
k'mStufiorml s'~ 

i 
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204.3 Evaluatin~ the Effectiveness of Programs 

204 .3 . 1  I n t e r n a l  E v a l u a t i o n  

One of the primary duties of Supervisors of Education 
and Assistant Supervisors is to conduct on-going doc:nented eval- 
uat iors of a l l  programs under t h e i r  j u r i s d i c t i o n .  Ins t ructors  
should assist  in th is evaluat ion, p a r t i c u l a r l y w i t h  respect to 
qua l i t y  and COUFSe relevancy to student needs. 

Each ins t ruc to r  should update course out l ines and 
da i l y  lesson plans at least annually. Each course, wherever 
possible, should be accredited and should lead to a recognized 
performance c e r t i f i c a t e  or l icense. Supervisors should make 
regular  classroom v is i t s  a part of  t he i r  work schedule. Teachers 
should be required to establ ish and maintain teaching object ives 
for  each course and be able to demonstrate the progress they 
are making toward the achievement of these ebject ives.  Dai ly 
lesson plans and teaching object ives should be reviewed per iod i -  
ca l l y .  Supervisors should maintain a copy of a l l  lesson plans. 
When v i s i t i n g  classes, Supervisors should attempt to determine 
whether lesson plans are being fol lowed and teaching object ives 
met. 

Supervisors should per iod ica l l y  ta lk  wi th  stud~.i~ts 
about programs. However, care should be taken not to form judge- 
ments on courses or ins t ruc to rs ,  basea sole ly on st{ident opinions. 

Another means of determining the effect iveness of pro- 
grams is to survey ex-offenders who have "gradueted" from programs. 
Surveys of th is  nature should attempt to determine whether programs 
have helped ex-offenders to: 

I )  make successful overal l  post-release adjustments 

2) f ind jobs in f i e l d  fo r  which t ra ined or in re lated 
f i e l d  

3) re-establ ish or maintain family t ies  

Ex-offenders' entry level and other wage data should 
be included in the survey quest ionnaire.  Supervisors who wish 
to conduct a mail survey of releasees should rea l ize that  the 
rate of return w i l l  probably be low. The assistance of probation 
~ t a f f  and pre-release coaching of students concerning the impor- 
tance of the survey can mate r ia l l y  increase questionnaire return 
rates.  

® 
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The relevance of Occupational course o f f e r i ngs  should • 
be re-eva luated from time to time by checking labor market supply 
and demand data, This in format ion is genera l l y  ava i l ab le  from 
the State Employment Service. Five year p ro jec t ions  of  supply 
and demand in the var ious labor markets are ava i l ab le  in  the 
Occupatiomal Outlook Handbook publ ished annual ly  by the U. S. 
Department of  Labor and ava i lab le  from the Government P r i n t i n g  
O f f i ce  in Washington, D. C. 

© 
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Tools of  program eva lua t ion  tha t  can be used by in -  
s t r u c t o r s  as well as admin is t ra to rs  are standardized achievement 
t es t s  such as the ~tanford or the C a l i f o r n i a  Achievement t es t s .  
These tes%s can be administered to the same students at  pe r iod ic  
i n t e r v a l s  to measure t h e i r  progress. Teacher or pub l i sher  designed 
p r e - t e s t s  and pos t - tes t s  can also be useful to  i n s t r u c t o r s  to 
measure the success o f  a course or t h e i r  success in teaching i t .  
Where programs are accredi ted or c e r t i f i e d ,  such as the FCC 2nd 
Class Radio Operator, the ~erce~t wh~ pass the Test and obta in  a 
l i cense  is  an exce l l en t  program eva lua t ion  measurement. 

204.3.2 External Evaluat ion 

External eva luat ion o f  i n s t i t u t i o n  programs is pro- 
v ided fo r  in Po l icy  Statement IO01.5A. The eva lua t ion  is  con- 
ducted by the Regional Education A~min is t ra to r  at  leas~ o~ce 
every year.  Regional Admin is t ra to rs  may b~ accompanied and as- 
s i s t ed  in t h e i r  evaluat ions by members of the Central O f f i ce  s t a f f  
or by Education Supervisors from other  i n s t i t u t i o n s .  

® 

Pol icy  Statement lO01.5A l i s t s  several types o f  v i s i t s  
t h a t  may be conducted by Regional and Central O f f i ce  s t a f f .  A 
v i s i t  by the Regional Education Admin i s t r a to r  is  known as a S t a f f  
Ass is tance V i s i t  and corresponds c l ose l y  w i th  the aud i t  type of  
v i s i t  described in the po l i cy  statement.  

A f t e r  each S ta f f  Ass i s tan t  V i s i t ,  the Regional Educa- 
t i o n  Admin is t ra to r  submits a repor t  to the Regional D i rec to r  
( the re  is  a standard form for  t h i s  purpose). Copies of  tha t  re- 
por t  go to the Warde~ and the Superv isor  o f  Ed~cation o f  the in -  
s t i t u t i o n  invo lved.  Copies are also sent to t~e Ass i s tan t  Di rec-  
t o r  fo r  Correc t iona l  Services and to the Central O f f i ce  Education 
Adm in i s t r a t o r .  The Warden is  requ i red to respond to the repor t  
in  w r i t i n g .  The response must be completed and forwarded to t~e 
~egional D i rec to r  and the Central O f f i ce  w i t h i n  s i x t y  days. 

The American Correct iona l  Assoc ia t ion  in i t s  Manual 
o f  Standards fo r  Adul t  Cerrect ional  I n s t i t u t i o n s  publ ished 
August I ~ 7  provides in Standard 4399 fo r  nutsici~ assessment of  

I:" ..... •~:~ educat ional  and vocat ional  t r a i n i n g  programs by q u a l i f i e d  persons, 
• ,al or groups, or agencies every three years.  C3~ 
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Those assessments are under the general supervision of  

the Central Off ice and Regional Education Administrators who are 
cooperat ively providing assessment forms, recommendations for  
"assessment" resources and re lated matters to a l l  Education 
Supervisors. 

204.4 Evaluatin~ ti~e Effectiveness. 97 Staff 

204.4.1 Contract Staff 

I 

I I  

I 

There are two main ways in which contract instructors 
are employed. Instructors may contract directly with the inst i -  
tution through the Supervisor of Education, or the institution 
may have a contract with a local college, vocational school, high 
school distr ict or other appropriate educational agency. 

@ 

© 

When an institution contracts with a school or school 
d is t r ic t ,  the contractor normally provides the instructors. Th~ 
instructors may be regular faculty members or they may be part- 
time faculty who hold other jobs. Under this arrangement, Educa- 
tion Supervisors do not have as much direct supervision over the 
contract teacher as they do over ful l  time staff or individuals 
who contract directly with the institution. This fact, however, 
should not discourage supervisors or cause their supervision to 
become less diligent. The Education Supervisor should monitor the 
achievement by all contract teachers of specified educational 
objectives. I f  a proper relationship exists between the Education 
Department and the contractor, the school administration is usually 
very wil l ing to help resolve problems. Also, the contracting 
institution generally has the right to specify that a subject wi l l  
not be taught in the institution again unless a different instruc- 
tor is provided. The institution can always cancel a class after 
i t  has begun, although that option may involve the loss of con- 
tract money and other administrative problems. In con~nunities 
where several potential contractors exist, i t  may be desirable 
to change contractors at the end of a school term i f  performance 
has not been satisfactory. 

Instructors who contract directly with the institution 
can, of course, be terminated by the Supervisor i f  their per- 
formance proves unsatisfactory. Supervisors should, however, 
counsel with these individuals, point out their deficiencies and 
give them a chance to improve their performance. 

Education Supervisors should devise and implement o r ien ta t ion  programs 
fo r  a l l  new contract personnel to f am i l i a r i ze  them wi th i n s t i t u t i o n  
procedures and~olicies. 
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204.4.2 C iv i l  Service S t a f f  

~00. i6 

Pol icy •Statement 3430.ID Sets for th  overal l  Bureau 
po l icy  for evaluating Civ i l  Service personnel. Wri t ten standards 
are required for al l  employees at the GS-II or below leve l .  The 
performance of Career Employees must be evaiuated aga,,,st the 
performance standards of the job on an annual basis. Normally, 
the Assistant  Supervisor of Education i~ the ra t ing  o f f i c i a l  and 
the Supervisor is the Reviewing O f f i c i a l  for  a l l  Education Depart- 
ment employees. 

As out l ined in Pol icy Statement 3430.ID, there are 
three rat ings that may be given an employee: Sa t i s fac to ry ,  Out- 
standing or  Unsat isfactory.  A nar ra t i ve  statement is required to 
support e i ther  an Outstanding or Unsat is factory ra t ing .  This 
statement should be prepared by the ra ter  and concurred in by the 
reviewer. This narrat ive statement should re la te  d i r e c t l y  and 
s p e c i f i c a l l y  to ~ statement of performance standards which is 
provided to each education s t a f f  member at the beginning of the 
ra t ing  period. For th is  reason i t  is important that  a l l  per for-  
mance standards be stated c lear ly  and in measurable terms. I t  
is a good pract ice for the rater  to prepare the statement and 
discuss i t  wi th the reviewer before preparing the BP-IIO form 
(Annual Performance Evaluat ion). In instances where the rater  
and reviewer cannot resolve di f ferences of op in ion,  the reviewer 
may make a statement on the BP-IlO form ind ica t ing  points over 
which there is disagreement. 

The Policy Statement does not require a nar ra t ive  
statement for  employees who are given Sat is fac to ry  ra t ing.  How- 
eve:', a nar ra t ive  statement is h ighly  desirable and is required by 
some Wardens or top admin is t ra t ive  o f f i ce rs  of  some Bureau un i ts .  

Outstanding and unsat is fac tory  ra t ings ,  even though 
accompanied by supportive na r ra t i ve ,  must be approved by the 
Warden or by an ind iv idual  holding primary personnel management 
au tho r i t y .  

In addi t ion to BP-I IO's ,  Supervisors must annually com- 
plete a BP-II7 form (Promotion Readiness Evaluation) on a l l  non- 
supervisory personnel and a BP-I I8 (Promotion to Supervisory 
Posi t ions)  on al l  supervisory personnel. For example: the Super- 
v i so r  of  Education, once a year,  should complete a BP-II8 on 
the Assis tant  Supervisor. The Ass is tant  should complete a BP- 
I17 on a l l  teachers. The Reviewer has the oppor tun i ty  to d is-  
agree with the rater  on e i the r  form. Both forms contain space 
for  comments by the reviewer as well as the ra ter .  Often. i f  
a d i f ference of opinion ex is ts  between a rater  and a ~-eviewe~ 
the reviewer may choose to use one of these forms rather than 
disagree with the rater  on the BP-IIO• 
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Policy Statement 3430.2 outlines procedures for eval- 
uating Probationary Employees. Supervisors are urged to be 
especially alert so an employee's deficiencies during the f i rst  
year of employment. The policy statement requires that proba- 
tionary employees receive a formal administrative rating fol -  
lowing the third,  sixth and ninth month of duty. A BP-IIO may 
be used for this purpose at the discre~icn of the Supervisor. 
All ratings should be discussed with, and in i t ia led by the 
employee. The supervisor of each probationary employee must, 
by no later  than the erid of the tenth month of e~lolzment, sub- 
mit a signed statement through channels certifying whether or 
not the employee's performance, conduct, and character have been 
satisfactory. 

In evaluating all  employees, whether probational or 
career, i t  is extremely important that the Supervisor le t  employees 
know what is expected, and, i f  they are not perforating satisfac- 
t o r i l y ,  what they should do to improve their  performance. All 
conferences with employees about unsatisfactory work should be 
careful ly documented. 

2t4.5 Staff  Meetings 

Education Supervisors should hold meetings of al l  education 
and leisure time staf f  on a regular basis. These meetings serve 
several purposes: 

( I )  They give the Supervisor an opportunity to discuss with 
the entire staf f  things that the department should be doing, thin~s 
that should be done di f ferent ly  and problems that thc department 
as a who]e faces. 

(2) They provide an opportunity for the Supervisor to recognize 
before the rest of the staff, staff members who have been doing an 
exceptional job. 

(3) The meetings provide the Supervisor and staff an opportunity 
to jointly set departmental goals and assess the Cepartment's 
progress toward meeting previously set goals. 

(4) Regularly scheduled department meetings afford the 
Supervisor the opportunity to share w i th the  education s ta f f ,  when 
appropriate, information that is discussed at th~ IVarden's s taf f  
meetings. 

(5) Department meetings provide a good opportunity for in- 
service training. The training can be conducted by members of the 
education department, inst i tut ion staf f  or by outside trainers or 
speakers. 

~, , ' ~ - .  ~ ~ - . . . .  =m>~ .R .~ .~T~ . ,~ .~ ._~ .  ~ ~ . . ~ .~ r~ . r~ : : r ~ :~ / - z~ ,  .~ ~ ,~ ,~  ~ ,  ~ . .  ~ . o ,~ ,  : ¢~F~e~  • ~:,~-r ~ • ~ - - ~  
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I t  is recon~ended that Education Supervisors hold depart- 
mental meetings at least once a month. Many managers hold de- 
partment meetings on a weekly or bi-weekly basis. However often 
they are held, department meetings should be on a regularly 
,~cheduled basis. The schedule must have the sanction o~" the 
~!arden and inst i tu t ion administration so t!Jat employees can be 
freed from duties to attend. Supervisors ~hould make every 
e f f o r t  to encourage the Warden and Associate Wardens as well as 
other department heads or key s ta f f  to attend when appropriate. 

205 Buudget Planning an d Man anagement 

205.1 Sources of Education Funds i 

Supervisors of Education manage two S&E cost centers, 312 
and 313. The 312 cost center is for Educational Ac t iv i t i es  and 
313 is for Leisure A c t i v i t i e s  Education Supervisors are respon- 
sible for preparation of a proposed budget for  each of the two 
cost centers well in advanc~ of the beginning of a new f iscal  
year.  Proposed budgets are submitted to the Warden and become a 
part of the overal l  inst i tu t ion budget request. 

The ins t i tu t ion  budget request is submitted to the Regional 
Off ice.  Regional Offices then submit proL~osed budgets to the 
Financial Management Branch of the Central Off ice.  Regional bud- 
get requests are broken down by ins t i tu t ion  and by cost center. 

A target date, usually July 1 is set by the Central Office 
each year for receipt of the budget requests. The Chief of 
Financial Management not i f ies the Bureau Education Administrator 
of the amount of money al located for education and le isure ac t i -  
v i t i es .  Af ter  checking the appropriateness of the a l locat ion 
fiqures based on funds obligated the previous year the Adminis- 
t ra tor  al locates the money to the Regions. These al locations 
are based on ins t i tu t ion  requests and managerial ,judgements made 
in consultation with Regional Education Administrators. The 
Regional Administrators determine the size of the education budget 
for each ins t i tu t ion  within the i r  region. The present method 
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for allocation of education funds is under review and may be 
changed in time for the FY '79 allocations. 

The 312 and 313 cost centers are divided intc PMS (Ferfor- 
mance Measurement System) Codes. PMS is a 3 digit code which 
identifies specific functions ~.,ithin a cost certer. The 312 
cost center is divided into the following PMS Code n~nbers: 

400 Administration 

40] Employee Development 

450 Inmate Library/Learning Centers 

456 A.B.E. (Grade 0 - 6.0) 

457 High School/G.E.D. PFep 

458 College Education 

459 Social Education 

460 Vocational Training - V.T. 

463 Testing Costs - G.E.D., S.A.T. 

499 Research 

The 313 cost center is divided into the following PMS Code 
numbers: 

400 Administration 

401 Employee Development 

465 Entertainment 

466 Inmate Organizations 

468 Special Activities (Drama, Music, Hobbycrafts, Arts, 
Games, etc.) 

The PMS code permits cost center managers to assign specific 
funds to various activities within their cost centers. The code 
also promotes better budget planning and better accounting of cost 
center funds. 

Policy Statements in the 5900 and I000 series contain in~ 
formation and specif ic  instruct ions for preparation of S&E bud- 
get requests. These publications are on f i l e  in the i n s t i t u t i o n  

3 ' j "  
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business o f f ice .  An Operations Memorandum is sent to ins t i tu t ions  
and Regional Offices each year advising of changes that have been 
made in the 5900 series. 

Although Federal Prison Industr ies funding is being gradually 
phased out, vocational t ra in ing in some i n s t i t u t i o n s  is s t i l l  fund- 
ed by FPI. Education Supervisors responsible for  those funds must 
be guided by the provisions of Federal Prison Industr ies Policy. 
and Procedures Manual, Chapter 2 e n t i t l e d  Vocational Training.  
A separate Vocational Training Budget must be prepared and sub- 
mitted to the Warden well in advance of the beginning of a new 
f isca l  year. The VT Budget is then forwarded through the Regional 
Education Administrator to the BOP Education Administrator .  

Federal Prison Industr ies ,  a f t e r  appropriate consultat ion 
with the Education Administrator ,  determines the amount of  FPI 
funding for Vocational Training,  taking into consideration the 
tota l  amount requested. Once the amount has been determined, the 
Bureau Education Administrater  al locates the funds to each insc i -  
tu t ion a f te r  cons~Jltation with Regional Education Administrators.  

205.2 Zero-Based Bud g _ ~  

Perhaps the most d i s t i n c t i v e  feature of Zero Based Budgeting 
(ZBB) is that the current spending level is not regarded ds an 
i n v i o l a t e  base. Present programs or a c t i v i t i e s  are examined along 
with new programs. ZBB gives decision makers the option of t rad-  
ing o f f  a requested increase in one a c t i v i t y  against a reduction 
in another. 

Three elements are involved in ZBB; 

I .  i d e n t i f i c a t i o n  of decision units 

2. analysis of decision units and formulat ion of "decision" 
packages 

3. ranking 

I .  A decision unit  consists of a program, cost center or oganiza- 
t ional  unit .  A decision unit  must have an i d e n t i f i a b l e  manager with 
a u t h o r i t y ' t o  prepare budgets and establ ish p r i o r i t i e s .  Education 
Supervisors, as cost center managers and department heads, meet 
the c r i t e r i a  for decision unit  managers. 

2. Analyais of decision units consists of answering the f o l -  
lowing questions: What wou~d be the consequences i f  the decision 
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un i t  were completely el iminated? How c,~n the decision u n i t ' s  
pur,~oses be achieved in a more cost e f f ec t i ve  manner? How can 
the e f f i c i ency  of  the decis ion u n i t ' s  operat ions be improved? 

A f te r  a Zero-based analys is  of  a decis ion u n i t ' s  a c t i v i t i e s ,  
the decision un i t  manager segments the u n i t ' s  a ~ t i v i t i e s  in to  a 
ser ies of decision packages. The f i r s t  package ccntains a c t i -  
v i t i e s  or port ions of a c t i v i t i e s  assigned the higher p r i o r i t y .  
The second package contains the a c t i v i t i e s  deemed second •in im- 
portance and so on. Savings, costs,  and consequences o f  e~iminat- 
ing,  c u r t a i l i n g ,  maintaining at pres':.nt level or expanding the 
a c t i v i t i e s  of each package are documented fo r  higher level review. 

3. Ranking, the th i rd  element in ZBB, is the procedure whereby 
higher level managers es tab l i sh  p r i o r i t i e s  for  a l l  decis ion 
packages from subordinate un i ts .  I__/ 

205.3 Preparing an S&E B u d ~ t  

As previously mentioned, each year the Central Of f ice  i~sues 
an Operations Memorandum to a l l  f i e l d  i n s t a l l a t i o n s  n o t i f y i n g  
them of  changes made in the 5900 ser ies po l i cy  statements. The 
sect ion of  the Operations Memorandum wh!cli de~.Is wi th e,~ucat!o~ 
cot.rains deta i led i ns t ruc t i ans  on how to prepare a bud qe~ request. 
form (which is attached to that  sect ion of  the memorandum). ~ 
copy of the form for  f i sca l  year 1979, i d e n t i f i e d  as Exh ib i t  
5920A, is included in th i s  handbook in sect ion 205.3.1. The 
form is a l tered s l i g h t l y  from year to year to r e f l e c t  procedural 
changes and i t  may be a l te red in the fu tu re  to provide fo r  zero 
based budgeting. 

The forms that  are included In the annual o~erat ions memo 
merely i l l u s t r a t e  the format for  budget requests. No actual 
forms fo r  th i s  purpose are p r in ted .  

In preparing an S&E Budget Request, Cost Centers must be 
broken down into PMS code numbers or a c t i v i t i e s .  Both the cost  
center and PMS t i t l e  .~nd number must be entered in the l e f t  hand 
column " A c t i v i t y " .  in column (b) "CY A l loca ted" ,  the amount of  
money appropriated for  that  p a r t i c u l a r  a c t i v i t y  during the current  
f i s ca l  year should be entered. In column (c) "Minus Special A l l o t -  
ments", any monies taken away or added to the cost center during 

l__/ Graeme M. Taylor,  " I n t roduc t i on  to Zero Base Budget ing,"  The 
Bureaucrat, 6, Spring 1977, pages 33 - 41. 
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Exhibi t  59ZgA 
Exhlblt 5920A Page 3, C~-I 

5920 
Location: Date: - 7-8-77 

~NUJU. REQUIREMENTS - I~ATE EDUCATIO,~ - BURET ~E~. 

Minus Increase 
Special Budget Year or 

Act | vi ty" CY AI 1 ocated A11ot~ents CY Base Requi r~en ts ~ecrease 

! o • • • 

! 
i 

|i 

TOTALS 

(g) 
Analysts of Special Ailotr~ent5 

Ac t i v i t y  Amount A.A. Date Supervisor of  Education 

4~ 

Chatman. Budget-PXanningComm(ttee 

- .  ~ . ~  ~ ~ c ~ = , ~  L~: ~ , -  ~ .  • ~ ~ , ~  ~ ~c~ ~ ~ ~ ~ ~, 
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205.3.2 E_DUCATIO~ BwSI~ET REI~T.ST 

Exhiblt 5903 Page _ _  of 

Location: 

PART-TIME + CONSLr[.T~Yi 
SERVICES IJ~hlbit 5gO)A 

Page 4, CH-I 
Sg03 
7-8-77 

Budget Activity: 
CosL ~ Center: 

( a )  
(b)  

ESTIV,~TE CF PNTr-TIME & FEE ~RACTORS/CO~SULTANTS 

(c) (d) (e) ( f )  (g) 
Rate of  Re- Total Actual -Est. 
munerat ion Number Oh1 ig.  Obl ig. 

Objective (Specify of  thru 4th Qtr. 
Statement Unit, C~st) Sessions 6-30-6Y CY 

('h)'" 

Tota| 
Oblig. 

¢Y 

( i )  "' ~(j) 
A~ount 

I~ues ted Incr. or 
BY Decrease 

(k) Current Year Allot~ent Submitted by: 
Cost Cente'r ganager (Ra~ and Ti t le)  

Approved by: Revte~J by: ~ . . . . . . .  , . _: 
Chief, Executive OFficer " ~ ' ~ ' ~ ,  ~,-~cget-P]a~n;~ Co~ t tee  
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205.3.3. EDUCATION BUDGET COST CENTER__SS 
Exhibit  5903X 
Page 5, CH-I 
5903 
7 - 8 - 7 7  

Exhibit 5903X 

Location: Date: 

SUMMARY OF REQUIREMENTS 
PART-TIME ~N~--I~I~CONTRACTORS/CONSUL TANTS 

Budget A c t i v i t y  1 
Cost Center 

311 Case Management (Legal 
314 Religious Services 
316 Mental Health 

Assistance) 

lota l  

Budget Activity 2 
Cost Center 

Budget Activity I 

312 Education 
313 Leisure T';me Activities 

Total Budget Activity 2 

Budget A c t i v i t y  3 
Cost Center 

330 Training 

Total Budget A c t i v i t y  3 

Budget A c t i v i t y  
Cost Center 

350 Medical Services 

Total Budget Activity 4 

Budget A c t i v i t y  5 
Cost Center 

317 Drug Abuse Program 

Total Budget Acti,~ity 5 

Grand Total - All Budget Activities 

~ount 
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the current year should be stated. Column (d) "CY Base" wi l l  
show the true base for the current year after the figure in 
column (c) is substracted from column (b). In column (e) the 
amount requested for the new fiscal year should be entered. 
Column (f) is the difference between what was spent during 
the current fiscal and what is being requested. Increases of 
more tilan 5% must be j u s t i f i e d  on an accompanying sheet of paper. 

At the bottom of the Budget Request Form, space is provided 
f o r  the Education Supervisor to explain information that may ap- 
p e a r  in column (c) .  For example, i f  the amount requested for  the 

new f isca l  year exceeds the current year base by 5% because "X" 
number of dol lars were t ransferred fmom •the Eaucation budget to 
Food Service to meet emergency needs, the Education Supervisor 
may wish to make th is known in order to regain the funds the 
next year. 

Budget Requests under the 40A designation should be included 
in the regular S&E budget request. 

Although the cost of contractual fees wi l l  be included in 
the S&E budget request, a separate exhibit must be submitted with 
the budget request. The separate exhibit should include all con- 
su l tan ts ,  part.,-time and contract teacilers involved in providing 
acade~.Mc, occupatlcnal and recreat ional  services to inmates. 
Sample forms are included as sections 205.3.2 and 205.3.3 of the 
handbook. 

205.3.4 A Suggested Method fo r  Budget Preparat ion 

One of the duties of good managers is to develop l~ader- 
ship potent ia l  and managerial qual ic ies among s t a f f  members. One 
way to help accomplish th is  goal cnd to make budget preparat ion 
more precise is to al low s t a f f  members responsible for  the various 
PMS a c t i v i t i e s  to prepare t he i r  own port ion of the education o~' 
le isure a c t i v i t y  budget. 

Examples of th is  would be to have the teacher in charge 
of  ABE (PMS 456), the head GED teacher (PMS 457), and Social Edu- 
cat ion Coordinator (PMS 459), prepare the i r  budget requests in 
su f f i c i en t  time to be reviewed by the Supervisor of Educatio, 
and incorporated into the to ta l  education or le isure a c t i v i t y  
budget. Staf f  members who prepare budgets could be ins t ructed 
to divide the i r  program into major funct ions,  give the current  
year expenditures for  each funct ion and the requested amount fo r  
that  funct ion during the new f isca l  year. Any increases have to 
be j u s t i f i e d .  The Supervisor would then evaluate a l l  requests 
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and decide which increases are j u s t i f i e d  or s t a f f  members could 
be instructed to prepare the i r  budgets with a zero base. In 
this instance, each s ta f f  member would rank t h e i r  a c t i v i t i e s  in 
order of importance and state the consequences of  abolishing that 
a c t i v i t y ,  the consequences of minimum funding of that a c t i v i t y  
and the consequences of ~ i n t a i n i n g  the a c t i v i t y  at the present 
funding level of increasing i ts  funding. 

i n t h e  ZBB approach to budget preparat ion,  p a r t i c i p a t -  
ing s t a f f  members become, in e f f e c t ,  decision unit  managers who 
place the i r  various• functions into "decision packages" and rank 
them in order of importance. .Education Supervisors become higher 
level reviewers who establish p r i o r i t i e s  for the decision packages 
submitted from the decision units.  

Whether or not ZBB is carr ied to the PMS leve l ,  i t  is 
recommended that education and le isure  time s ta f f  par t ic ipa te  in 
developing f iscal  year budget requests. 

205.4 Preparin~ an FPI Funded Vocational Tra in ing_Bud_~ 

The VT Budget request should be prepared in accordance with 
the direct ions found in the FPI Manual, Chapter 2 Vocational Tra in-  
in_ng. In 1977, a new form ent i t l ed  Vocational Traininq. Bu.da~oet Re- 
quest (but with no numerical designation~ replaced Fgl Forms 81a 
and 81b. The new form consolidated information on saiar ies and 
related expenses, with total  requested funds for  Operating Expen- 
ses, Major Equipment and Construction Requests. Form 8ic pre- 
pared by the instructor  for each vocation t ra in ing  area is s t i l l  
in use. Copies of both of these forms are included in this sec- 
t ion of the handbook. 

Form 81c, which deals with Operating Expenses and Major Equip- 
ment Requests for  each individual  VT program or a c t i v i t y ,  should 
be completed by the appropriate inst ructor .  In completing form 
81c, instructors should give a b r i e f  nar ra t ive  statement in jus-  
t i f i c a t i o n  of the operating expenses and any major equipment that  
they have requested, instructors mu;t then break the i r  requested 
operating expenses down into categorles such as supplies, safety 
equipment, audio-visual aids,  textboocs, s t a f f  trainir:g expenses, 
equipment repairs or whatever is appro?riate for  the i r  p a r t i c u l a r  
course. The categories are l i s ted  in t ;~  ~olumn e n t i t l e d  "Kind 
of  Expense". In the column opposite Kind of Expense, the amount 
requested for each category should be entered. These amounts 
should be tota led at the bottom of the column opposite the word 
to ta ls .  This f igure wi l l  represent the tota l  amount of funds re-  
quested by individual  instructors.  
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A t tac 'hm, 'nt  " O p e r a t i n g  Expenm"a" /_ 

"Machinery  and Equipn len l "  l . . . .  

V O C A T I O N A L  T R A I N I N G  B U I ) G E T  R E Q U E S T  - h - 

FY- 

INSTITUTION 

O P E I I A T I N G  E X P E N S E S  (There must be a separate  sheet for ::ach program or act ivi ty.)  

PROGRAM OR ACTIVITY 

Nar r a t i ve  (Opt iona l ) .  

N O T E :  Contrac ts  with schoolsl agencies, etc. are to be listed in "Opera t ing  Expenses"  

Kind of E xpense s  A m o u n t  Kind of E x p e n s e s  

1. 

2. 

3. 

g. 

TOTAL TOTAL 

M A C H I N E R Y  A N D  E Q U I P S ~ E N T  

A m o u n t  

Program or Act iv i ty  

1. 

2, 

3. 

4. 

5. 

6. 

Items 
Q u a r t e r  for  

P u r c h a s e  C~;st 

7 .  

8. 

d 
I I .  

. . . . . . . . . . . . . . . . . .  
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VOCATIONAL TRAINING Bbq)G!~ REQLrEST - B - -  
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2 

3 

4 

5 

6 

7 

8 

9 

i0 

_U 

12 

13 

14 

15 

FIK~-T].ME POSITIONS 
T 1 T I ~  

LAST 
NA/~,E 

DI.~IZLIBUTI~N - (1) COPY TO: 

EDUCATION AII'IINISTRA~R 

~ { k ' q  AII'IINISTRA~R 

EI'XJCAT l ON SUPI.IRVI SOR 

FPI BIIBINESS Ft~IACER 

- WASHINGTON 

-. I~GIUN 

- INST ITUE I ~N 

- INSTIXIKX~N 

GR~Og 
STEP S ~AIARY 

_.| . . . . . . . .  

200.28 

. ~ms*r17TL~iCN " 

(i) (2) 

F_~S I C REgAlED 
SALARY TOTALS 

OPERATING EXPENSE 

MAChinERY & EQUiPmENT 

£I)NSTRUCTION & IMPROVF~L~F 

G~AND TOTAL 

1 

(i) Includes within-grade promotion costs, accrued 
Q leave, and night differential. (pay raise, if any) Ed~cation Supervisor 

(2) Employer's share of social security, retirement, 
life insurance, and health benefits 

I " ~)~ "-~R~~61-rms--Sia and ~ib) ~ [.~ Institution Head ~ 
I ,5:~ 
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The second hal f  of form 81c nrovides space for' l i s t i n g  
major equipment (M&E) requests. Instructors should l i s t  equip- 
ment they wish to purchase in order of  importance or p r i o r i t y .  
They should also state during which quarter of the f iscal  year• 
they plan to purchase each piece of equipment. The exact cost 
of the equipment including shipping charges should be stated in 
the cost column. When checking with manufacturers on the cost 
of major equipment they wish to purchase, i t  is suggested that  
instructors obtain a project ion as to the cost of the equipment 
at least six months a f te r  the date of preparing the budget re- 
quest. The projected cost including shipping is the f igure 
that should be put into the cost column. This pract ice allows 
for  cost increases that may occur between date of budget request 
preparation and the date any M&E money is authorized. Instruc-  
tors should plan 5 years ahead to meet equipment obsolescance 
and request amounts necessary to replace equipment in an order ly  
fashion. 

Af ter  instructors have prepared form 81c, i t  should be sub- 
mitted fo;" approval to the Supervisor of Education. 

Education Supervisors review al l  81c forms received from in-  
structors and make whatever changes they see f i t .  Supervisors 
must then complete forms 81c for any contemplated contract in-  
struct ion.  

The total  requested operating expense for  the VT programs 
is recorded by Supervisors in the appropriate column on the form 
en t i t l ed  VT Budget Request. The tota l  M&E request is recorded 
on this form below operating expenses. Costs of  construction 
and improveme_nt requests are recorded on the next l ine  and the 
three items ( tota l  operating expenses, tota l  M&E request and 
construction requests) are added to give a grand t o t a l .  

Costs of VT salaries and related expenses for  the f isca l  
year are recorded on the VT B~dget Request form. In some in-  
stances, Education Supervisors wi l l  need to consult with the 
FPI Business Manager before supplying this information. 

Once the VT Budget Request is complete, the !ndustries 
Business Manager should review i t  before sending i t  to the 
Warden. 

206 Auxi l iar~ ResPonsibi l i t ies 

In addition to administering a comprehensive education end 
leisure activity program, Education Supervisors generally have a 

0 
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@ 
number o f  a u x i l i a r y  r e s p o n s i b i l i t i e s .  Whi ie  these va ry  somewhat 
from one i n s t i t u t i o n  to  ano the r ,  some o f  the more Con~on ones 
are d i scussed  here.  

206.1 I ncoming__Publ_ications . 

~--"~ P o l i c y  Statement 7300 42D d e s c r i b e s  the Bureau o f  P r i s o n s '  
~-:' p o s i t i o n  in  regard to incoming p u b l i c a t i o n s  f o r  inmates A l l  . . ; ,  ..;~ 

i!ii i:~:~! p u b l i c a t i o n s  ordered by inmates must be sh ipped  e i t h e r  from a 
~-,-"~ books to re  or  d i r e c t l y  from .a p u b l i s h e r  Th is  i n c l u d e s  books: 
-.~_.~.~ newspapers and magazines. 

~<'_L;~ Books~requ i red  by inmates f o r  c o l l e g e  courses o f f e r e d  in  
:,..-r.:~ the i n s t i t u t i o n  may be purchased from the c o l l e g e  books to re  
,~;':'~:~ . . . .  Th i s  i s  u s u a l l y  done th rough the S u p e r v i s o r  o f  Educa t i on ,  Some 
>~ - .... S u p e r v i s o r s  handle  t h i s  by o r d e r i n g  from the c o l l e g e  books to re  
~.~:~-~ enough books f o r  each course to equal the course e n r o l l m e n t -  
~"v~"; Book sa les  are then conducted in  the Educa t ion  Depar tment  w i t h  
'.~~.:.~ inmates s i g n i n g  commissary form 42 to have the cos t  o f  the books 
i-"--:"! deducted from t h e i r  account .  Inmates on Study Release may pu r .  

• :i>:-i~ chase t h e i r  books d i r e c t l y  from the c o l l e g e  books to re .  The 
, ~- . ,  S u p e r v i s o r  o f  Educa t ion  may a u t h o r i z e  inmates to  purchase books 
i-' ~-f: necessary  f o r  cor respondence cou rses .  

- ~-~ Inmates do not  need p r i o r  approva l  to  o r d e r  a p u b l i c a t i o n  
, ~  d i r e c t l y  from a p u b l i s h e r  Wardens howev_~r, do have a u t h o r i t y  

i~..]~.i~ to  rev iew the a c c e p t a b i l i t y  o f  an incoming p u b l i c a t i o n  and to 
~ .~:,. app l y  the g u i d e l i n e s  o f  P o l i c y  Statement  7300.42D. Wardens may 
, '~'~, d e s i g n a t e  s t a f f  members to assume these r e s p o n s i b i l i t i e s .  

~ " ' I: ]-~~ The p o l i c y  s ta tement  g u i d e l i n e s  d e f i n e  unaccep tab le  p u b l i -  
.• ..,. c a t i o n s  as those d e t r i m e n t a l  to  the  s e c u r i t y ,  good o r d e r  o r  d i s -  
.... '"~ c i p l i n e  o f  the i n s t i t u t i o n .  Each i n s t i t u t i o n  i s  a u t h o r i z e d  to 
i;i,~'~ii make i t s  own d e t e r m i n a t i o n  in  t h i s  regard .  

!. i i i i~ P o l i c y  Statement  7300.42D o u t l i n e s  p rocedures  t h a t  must be 
"~ ~-~~'i f o l l o w e d  by the i n s t i t u t i o n  i f  a p u b l i c a t i o n  i s  de te rm ined  to be 
, .  ~:.,~ unaccep tab le .  Inmates may, o f  cou rse ,  i n i t i a t e  a d m i n i s t r a t i v e  
. :ii:!!!~i remedy procedures when a p u b l i c a t i o n  which t hey  w ish  to  r e c e i v e  
,~..~:.~ i s  r e j e c t e d  by the i n s t i t u t i o n .  

' I " .~, ' ~ TO avo id  unnecessary  problems and i l l  f e e l i n g s ,  inmates shou ld  
.,:~ be encouraged to speak to the s t a f f  member who has been d e s i g n a t e d  
.-,,:~ by the ~arden to examine incoming p u b l i c a t i o n s  be fo re  o r d e r i n g .  

I 
I 'ii~'i 206.2 Inmate Manusc r i p t s  

r :!~ C r e a t i v e  w r i t i n g  is  encouraged among inmates in  tl~e i -ederal  
.!.. P r i s o n  System as a c o n s t r u c t i v e  way to use l e i s u r e  t ime .  Under 



',i ~ .;~ 

)i ."%;,i 

~T_ • . ~  

~. ) . :  ,2 

~ . . .  

:':::: Ji 
~..T - T r '-~ 

r.:: ; .:?. 

g.-.<>. 2! 

F: z .  :'r'. 

!i 4!! 

L : ~ . "  

~ .~  -~. .~ 

i > ~1i / • 200.31 " 

• the provisions of Bureau of Prisons' Policy 7300.100, inmates 
are permitted to prepare and mail manuscripts v~ithout pr ior  
apprc.val. Manuscripts mailed out of  the inst~Cution are sub- 

" j ec t  to the same regulations that apply to  al l  other cor- 
resp(:ndence. These regulations are stated in ~olicy Statement 
7300.IA. 

The Bureau of Prisons' encourages inmate par t ic ipat ion in 
the P.E.N. Writing Award for Prisonerswhich is sponsored each 
year by Poets, Playwrites, Essayists and Novelists (P.E.N.)  
Internat ional .  Each year P.E.N. gives cash a~ards for f i r s t  
and second place in each of three categories of creat ive wr i t -  
ing: poetry, ficLion and non-f ic t ion.  

Most Bureau inst i tut ions publish inmate n~wsp~pers and some 
have a l i t e r a r y  quarterly.  In some institutioms one or both of 
these publications come under the supervision ~f  the Supervisor 
of Education. Inmate newspapers provide pr iso~rs  the opportunity 
to report news and sports events, e d i t o r i a l i z e ,  and wri te  feature 
a r t i c les  such as interviews a~d human interest  features. ~ni le 
these publications usually have a regular inmate-staf f ,  other' 
~mbers of the population frequently contribute a r t i c l e s .  

Wherever a l i t e r a r y  quarter ly  ,~ publishe~, a l l  members of 
the population are e l ig ib le  to con~,ibute. Th~se publications 
commonly contain poems, essays and short stories. 

Bureau of Prisons' inst i tu t ions  which have inmate publica- 
tions are urged to par t ic ipate  in the Annual ~mrican Pe~al Press 
Contest sponsored by the School of Journalism ~,f Southern I l l i n o i s  
University.  Awards are made each year for the best penal news- 
papers and magazines as well as for  individual a r t i c l e s .  The 
Central Office makes the deta i ls  of this competition avai lai ) le  
to al l  inst i tut ions each year.  

206.3 Special Purchase Orders and Mail R~m Permits 

Supervisors of Education may have the responsibi l i ty  of ap- 
prnving or disapproving special purchase orders from inmates when 
the concerned purchases involve a c t i v i t i e s  un~r  the ju r i sd ic t ion  
of the Education Department; e.g. musical instruments, ampl i f iers ,  
and hobby craf t  items not normally avai lable a~ the commissary. 
In unit ized inst i tu t ions ,  this function may be the responsib i l i ty  
of  unit  managers. A dol lar  l i m i t ,  i f  any, on special purchases 
varies between inst i tu t ions .  

Education Supervisors may also have the responsib i l i ty  to 
determine whether certain items for  inmates m~y be se:~t into the 
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i n s t i t u t i o n  from outside sources. When an item is approved, a 
mail room author izat ion form must be s~gned by the Supervisor 
and sent to the mail room. 

206.4 Sta f f  Duty Roster 

Education Supervisors, as with other Department Heads, usually 
must take the i r  turn as the Staf f  Duty Of f icer•  T h i s d u t y  is gen- 
e r a l l y  a week in length and usual ly involves a change in working 
hours for the Supervisor. S ta f f  Duty Of f icers must make them- 
selves avai lable for  th is  r e s p o n s i b i l i t y  on the weekends and in 
the evenings. Duty Of f icers are general ly present in the i n s t i -  
t u t i on  during day time hours on weekends and during evening ac t i -  
v i t y  hours on weekdays. They are "on ca l l "  a f te r  evening ac t i -  
v i t i e s  or during the evenings on weekends• 

207 Custody and Securi ty Respons ib i l i t i es  

Education Department employees s~ould keep in mind the fact  
that  al l  Federal Prison System employees are responsible for  the 
custody, secur i ty  and control of inmates• In emergency s i tua t ions  
such as s t r i kes ,  r io ts  and escapes, employees from al l  areas of 
the i n s t i t u t i o n  may be cal led upon to supplement end support the 
correct ional  o f f i c e r  s t a f f  and to f u l f i l l  whatever duties are 
assigned by the Chief Correctional Sp,pervisor• 

The respons ib i l i t y  that  each employee bears for  the custody, 
secur i ty  and control of  inmates is emphasized to each new employee 
in i n s t i t u t i o n  o r ien ta t ion  programs and in the In t roduct ion to 
Correctional Techniques course taught at the S ta f f  Training Cen- 
ters .  The r e s p o n s i b i l i t y  that a l l  employees share in these areas 
is also covered in Pol icy Statement 2000.IC (Custodial Manual). 

Education and le isure a c t i v i t y  s t a f f  because of the d i f f e r e n t  
emphasis of t he i r  work and the educational re la t ionsh ip  which they 
h~ve with inmates may, from time to time, need to check t h e i r  
custodial and secur i ty  r e s p o n s i b i l i t i e s .  Since Supervisors of 
Education, as department heads, are u l t imate ly  responsible for  
the actions of t he i r  s t a f f ,  i t  may be advisable to include re- 
fresher classes on custodial and secur i t y  r e s p o n s i b i l i t i e s  as 
a part of a departmental in -serv ice  t r a i n i ng  program. 

Some of the major secur i t y  and custodial concerns that  educa- 
t ion s t a f f  are described below• This is not an a l l  i nc lus ive  l i s t  
since these areas of concern are also covered in the Custodial 
Manual and s t a f f  may refer  to that  pub l ica t ion  for  more deta i led 
information. 

@ 
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SomE, Major Areas of Concern 

I .  ; . I I  education s t a f f  who have inmates assigned to them are 
held accountable for  those inmates during the assigned per iod. 
The) should know the whereabouts of a l l  members of t h e i r  class 

- or crew at a l l  times. 

2. During the work day, s t a f f  should check on inmates who appear 
in t h e i r  areas without au thor iza t ion .  (Author izat ion such as a 
pass, name on ca l l - ou t  sheet, e t c . )  

3. S ta f f  members should be a l e r t  when around inmates and repor t  
unusual inc idents or conversations that  may pose a po tent ia l  
th rea t  to the secur i ty  of  the i n s t i t u t i o n .  

4. Shakedowns should be conducted of  recreat ion and education 
areas where inmates can hide contraband a r t i c l e s .  Examples of 
such areas are false c e i l i n g s ,  restrooms, and storage areas to 
which inmates have access. 

5. Federal Prison System po l i cy  in regard to key control  and tool 
contro l  should be f a i t h f u l l y  adhered to (reference PS 20000.IC, 
sect ions 500 and 500). 

6. S ta f f  me~nbers have r e s p o n s i b i l i t y  to inmates a~ well as to the 
i n s t i t u t i o n  to intercede when i t  appears as t~.- ...... an argument 
between inmates may lead to negative conseqL, The physical 
wel l  being of  inmates should be protected ~nenever poss ib le .  

7. Al l  s t a f f  should be aware of the Federal Prison System's po l i cy  
on hostages (PS 20001.5). 

While education and le i su re  time personnel share custodia l  
and secur i ty  r e s p o n s i b i l i t i e s  wi th other  i n s t i t u t i o n  s t a f f ,  tr, ese 
r e s p o n s i b i l i t i e s  should be met wi th d i sc re t ion  and common sense. 
S ta f f  should t rea t  inmates wi th the respect and d i gn i t y  that  
every human being deserves, and s t a f f  should avoid p ro jec t i ng  a 
"guard" image during the ord inary  course of events. 

208 Membership in Professional Organizat ions 

Federal Prison Service s t a f f  is comprised of  p ro fess iona ls  
from many d isc ip l i~es  uni ted in e f f o r t s  to achieve conTnon goals. 
Bureau employees are encouraged and expected to belong to profes-  
sional organizat ions re la ted to t h e i r  f i e l d  of  work. Pol icy  

~F Statement 1200.1 presents the Bureau of  PrisGns' po l i cy  in re-  
I " ;•I gard to professional  o rgan iza t ions .  
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Employees are authorized to attend meetings of professional 
organizations on duty time whenever they can be spared from their 
assignments, and when i t  is determined that i t  would be in the 
interest of the prison service for them to do so. Insti tut ions 
are authorized to pay registration fees. l ibrary fees, purchase or 
rental of books, materials and supplies, and to pay per diem, for 
employees to attend professional  meetings w i th in  the ~ontinental 
United States. Funds pe~-mitting, a geneFal gu idel ine might he 
fo r  supervisors to permit employees to attend one professional  
associat ion concerence per year which involves a i r  fare and over- 
n ight  lodging expenses. 
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I n s t i t u t i ons  are s p e c i f i c a l l y  not authorized to pay ind iv idua l  
membership dues. The Bureau's position is that e,;;pleyees should 
have enough interest in their profession to pay their own member- 
ship dues. 

The major r e s t r i c t i o n  placed by the Bureau upon employee 
p a r t i c i p a t i o n  in professional organizat ion a c t i v i t i e s  concerns 
c o n f l i c t  of i n te res t  between the organizat ion and the government. 
This r e s t r i c t i o n  is out l ined on page 4 of po l i cy  statement 1200. I.  

Supervisors of Education should encourage s t a f f  members to 
belong to appropriate professional  organizat ions and they should 
set an example themselves. 

209 Sta f f  Traininf l  

G 

Policy Statement 3410.21 describes the t ra in ing  reqJirements 
~.- f o r  employees of the Federal Prison System, as fo l lows:  

~ :~/•¥~. 209.1 Civ i l  Service Courses 

~;.,-.:~r.;::~ Al l  newly selected f i r s t  l ine  supervisors (Ass is tan t  Super- 
!:"?i~:~:!~ v isors and, in son~ cases, Supervisors of Education) must be given 
~ " - ~  at least  80 hours of supervisory t ra in ing  w i th in  two years of  
!~;~-~'~ t h e i r  se lect ion.  They must receive the f i r s t  f o r t y  hours of th i s  
! :~_.  t r a i n i ng  w i th in  six months of  enter ing on duty as a supervisor,  

!'i : / ' - ~ I  Th_ ~ f311owing Civi l  Service Commission courses are ava i lab le :  

; .;>.' ;~ 1 In*roduct ion to Supervision 

2. Supervision and Group Performance 

. -.:. 3. Basic Management Techniques I 
i .  It! 
]" I "  ~" I ~ I " "~ 4 B a s i c  Management Techniques I i  

, /  
/ ,  
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Either of the f i r s t  two courses is sat is factery  for the 
f i r s t  forty hours of t ra in ing.  Basic Management Techniques I 
or Basic Management Techniques I I  wi l l  sat is fy  the requirement 
for  an additional {orty hours of advanced supervisory t ra in ing.  

Inst i tut ions may substi tute non-government or in-house 
supervisory training programs for the f i r s t  for ty  or even the 
ent i re  eighty hours of superviso~ ~ t ra ining provided the courses 
meet Civi l  Seryice Commission Guidelines. 

In addition to supervisory courses, the Civi l  Service Com- 
mission offers a wide var ie ty  of courses in many d i f fe rent  sub- 
jec ts .  Some of these courses may prove useful to employees in 
the i r  career development. Inst i tu t ions are =~rged to encourage 
employees, as inst i tu t ion  resources permit, to take advantage of 
learning programs that wi l l  enable them to grow in the i r  profes- 
sion and do a more e f fec t ive  job. 

209.2 Sta f f  Training Center Courses 

All  new employees are required to take a 68 hour course 
Introduction to Correctiena~ Techniques at one of the three Bureau 
S ta f f  Training Centers. Thi-s course is an intreductory one and 
is designed for al l  new employees regardless of the i r  area of 
responsib i l i ty .  Th---e course Advanced Correctional Techni~ue___ss is a 
required course offered at the StaTf Training Centers for a l l  
career employees that have been with the Bureau seve~'al years. 
This program serves to update employees by providing them with 
current information about changes in programs, pol ic ies ,  and pro- 
cedures. Ul t imately ,  employees wi l l  take this course once every 
three years. 

209.3 Inst i tu t ion Conducted In-Service Courses 

All new employees must undergo for ty  hours of ins t i tu t iona l  
or ientat ion which includes an overview of the programs, a c t i v i t i e s ,  
special requirements, population character is t ics  and the role of 
the employee in the ins t i tu t ion  operation. 

This or ientat ion program is scheduled for new employees by 
the ins t i tu t ion  Training Of f icer .  Idea l ly ,  i t  occurs during the 
f i r s t  six weeks of employment. However, because of scheduling 
problems, some new employees may not receive this t ra in ing unti l  
l a te r  in the i r  employment. 

New employees are also required to undergo tra ining in I n s t i -  
tut ion Application of Correctional Techniques This course ~s 
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taught at the ins t i tu t ,on  level and is a review of basic material  
tauqht a~ the Sta f f  Training Centers with emphasis on local appl i -  
cation of s k i l l s ,  techniq~es and po l ic ies .  

I ns t i tu t ion  Disc ip l inar  ~ Procedures and Report W[it !n~ are 
two four hour courses required of a l l  emp,oyees. These courses 
cover the systematic approach to the processing Of inmate mis- 
conduc~ reports from i n i t i a l  preparation throug~i d i s c i p l i n a r y  
committees and f ina l  appeal processes. 

Instruct ion i s  given in the mechanic,~ of wr i t ing  c lear ,  con- 
cise reports and the importance of such reports in administrat ive  
and legal processes. 

Administrat ive Remedies Procedure is a one and one hal f  hour 
course offered at every i n s t i t u t i o n ,  and i t  is required of ~ ! I  
employees. This course describes in deta i l  the procedure used to 
process inmate arievances up to and throuqh federal courts. 

Introduction to Interpersonal Communication aqd Advanced In-  
terpersonal Communications are each for ty  hour courses that are 
of fered at every i n s t i t u t i o n .  In these courses, employees are 
taught basic counseling s k i l l s  with emphasis upon working with 
the more d i f f i c u l t  inmates• The Introductory course is requir-ed 
for correct ,onal  o f f icers  for promotional purposes. EducaLion 
s t a f f  and other employees are encouraged to complete both courses. 

Each i n s t i t u t i o n  also of fers  courses in Yearl~ Refresher 
Training and Disturbance Control and Emergency Procedures. The 
time frame of these courses varies from i n s t i t u t i o n  to i n s t i t u -  
t ion.  However, the two courses cover a review of current i n s t i -  
tut ion disturbance plan, r io t  squad i a c t i c s ,  use of f i rearms,  gas 
and other distrubance control e q u i p n ~ n t .  

209.3.1 Departmental In-Service Traininq_ 

There are no prescribed courses for departmental t r a i n -  
ing. I t  is e,'pected that good managers w i l l  hold frequent regu- 
l a r l y  scheduled department meetings, that  they w i l l  be aware of 
s t a f f  needs and that they w i l l  develop in -serv ice  t ra in ing  to 
meet those needs. The t ra in ing  may take place at  regular de- 
partment meetings or at special sessions scheduled by the depart-  
ment head. 

Since academic teachers (ABE, GED, Social Education, 
col lege,  e tc . )  rare ly  know much about ti~e curriculum of occupational 
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classes and occupational i ns t ruc to rs  ra re ly  know much about what 
is taught in an academic classroom and few teachers are f am i l i a r  
wi th  le isure  a c t i v i t i e s ;  a supervisor may f ind i t  advantageous to 
expose a l l  education s t a f f  to a l l  phases of the department's 
operat ion. This Can be done by scheduling various s t a f f  members 
to discuss t he i r  w o r k a t  s t a f f  meetings. This procedure w i l l  
enable stagf members to understand each others work, to answer 
questions from inmates and to counsel them about a l l  program 
a r e a s .  

Another topic that  may be appropr iate fo r  in -serv ice  
t ra in ing  is a review of how to prepare course curr iculums and 
da i l y  lesson plans. 

Other topics for  in -serv ice  t r a i n i ng  might inc lude:  

Testing procedures and tes t  score i n t e r p r e t a t i o n  

U t i l i z i n g  community • resources 

Demonstrations of new audio visual equipment 

@ Motivat ing students 

Occupational out look and emerging job oppor tun i t ies  

Education Supervisors m~y wish to br ing in outs ide 
resource people to discuss various in -serv ice  t r a i n i ng  topics•  

209.4 Other Sources of  Tra in inq 

! 

© 

Professional organizat ions and t h e i r  per iod ic  conferences 
are sometimes an excel lent  sou~'ce of  cont inu ing education or in -  
service t ra in ing .  

Add i t i ena l l y ,  State Departments of  Education and other orga- 
n iza t ions  sometimes sponsor t ra in ing  sessions or  seminars in 
which i n s t i t u t i o n  education personnel can p a r t i c i p a t e .  Majo," 
manufasturers of  audio visual equipment, from time to t ime, 
sponsor t ra in ing  sessions on e f fec t i ve  u t i l i z a t i o n  of  t h e i r  equip- 
ment as well as demonstrations of  new equipment. 

Al l  education and le i su re  time s t a f f  should be encouraged 
to advance t he i r  formal profess ional  education. While in -serv ice  
courses and authorized p a r t i c i p a t i o n  in professional  meetings 
are general ly  held during regular  working hours, formal pro fes-  
s ional  education must be pursued on the i n d i v i d u a l ' s  own time. 
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301 The Learning Resource Center 
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A Learning Resource Center is a f ~ c i l i t y  that provides stu- 
dents with the opportunity to study the subjects they wish to 
study and to learn at the i r  own rate of speed. This is accom- 
plished through the use of programmed instructional n~terials, 
audio visual aids, and individualized personal instruction. 

In 'a  Learning Center students s i t  at study ca r re l l s  working 
with programmed materials in various subject areas or with audio 
visual devices while teachers and tutors move around the room of -  
fer ing help, as needed, on an indiv idual  basis or on a group basis 
in adjoining classrooms. 

The core curriculum of most Learning Centers consists of 
Adult  Basic Education and G.E.D. preparat ion classes. However, 
in many i n s t i t u t i o n s ,  the Learning Resource Center of fers a wide 
range of progran~ned mater ials including occupational "shop" re lated 
courses and le isure  time a c t i v i t i e s ,  brush-up courses and resource 
mater ials for college courses. 

A good Learning Center consists oF a central  room adjoined 
by several smaller rooms. The Center and adjoining rooms should 
be well l ighted ,  well ven t i l a ted ,  and have good acoustics. Tilere 
should be ample storage space with a check out area or other pro- 
vis!on for dispensing mater ia ls .  

@ 

The central room should be equipped with study carrels ar- 
ranged in such a way as to discourage extraneous conversation 
between students that will interfere with the learning process. 
The carrells should preferably be equipped with electrical out- 
lets since some of the hardware used in a Learning Center is 
electrically operated. 

The adjoining classrooms should be equipped with tables and 
chairs or desk-chairs and blackboards. 

Hardware commonly used in Learning Centers consists of a 
video tape recorder and at least one monitor, a number of small 
portable cassette tape recorders, sound filmstrip projectors, 
slide projectors (sound-on-slide projectors are particularly 
useful), Bell and Howell Language Masters, controllea readers, a 
super 8 mm sound filmloop projector and a 16 mm movie projector. 
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Sofcware cons is ts  o f  progran~ned i n s t r u c t i o n a l  mater ia l  at  
var ious ieve ls  of  d i f f i c u l t y  in reading,  n~ath, Engl ish,  s p e l l i n g ,  
science and social  s tud ies.  Commercially prepared progran~ed 
material:s are ava i l ab le  in many subjects  tha t  might be o f fe red  
in a Learning Center. A l i s t  o f  progran~ned ins- t ruct ional  mate r ia l s ,  
t h e i r  publ ishers and hardware manufacturers can be found in Ap- 
pendix I~ I  of  t h i s  handbook • 

301 1 Placement Test and Ind iv idua l ,  P r ~ c r i p t i e n s  

When students enter  an Adult~B~,sic Education or a GED 
preparat ion  class in a Learning Center,  tl,e Learning Center Co- 
o r d i n a t o r  or a teacher c a r e f u l l y  maps out a program of  study with 
each student.  Scores in the various subject  areas of  the Stan-  
ford Achievement t e s t ,  or o ther  appropr ia te  t e s t ,  are consulted 
to suggest a s ta r t ing  point  in each subject  area.  Many program- 
med courses have t h e i r  own placement tests  tha t  are usefu l .  

Once a star~ing point  is determined, an i n d i v i d u a l i z e d  
curr iculum is of ten w r i t t e n  by tlle Coordinator  or teacher  wi th the 
s tudent 's  understanding and consent. This o u t l i n e s  the various 
courses the student w i l l  study and gives a t e n t a t i v e  completion 
date for  each course• 

301.2 I n t e res t  Survey and P r o f i l e  o f  Student Needs © 
Before any attempt is made to es tab l i sh  a Learning Re- 

source Center ,  a complete study of  the educat ional  needs and in-  
t e r e s t s  of  the inmate populat ion should be conducted. This sLudy 
should also in : lude  demographic , educat ional  achievement, per-  
t i n e n t  medical ,  social  and r e l a t e d  data. Obviously,  i t  would be 
inappropr ia te  to es tab l ish  a Center geared p r i m a r i l y  to GED pre-  
para t ion  when a large percentage of  the populat ion are high 
school graduates. 

Several other  fac tors  need to be considered in estab-  
l i s h i n g  a Learning Center. 

( I )  I dea l l y .  a Learning Center should be in a large 
a t t r a c t i v e  area dedicated to tha t  purpose. However. where space 
is  at  a premium i t  can be par t  o f  an already e x i s t i n g  l i b r a r y  or 
some other  appropr iate  area. The concept i s  f l e x i b l e  and lends 
to adaptat ion depending c~ circumstances.  

(2) The a v a i l a b i l i t y  o f  s t a f f  is  a p o t e n t i a l l y  l i m i t i n g  
f a c t o r .  Whenever poss ib le ,  i t  is des i rab le  to s t a f f  the 1_earning 
Center w i th  p ro fess i ona l l y  t, ra ined people• Cerlain!.,!,  a f u l l  time 
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professional s t a f f  person should have d i rec t  supervis ion of 
the Learning Center. This person, usual ly known as a Coordina- 
tor~ can act as a teacher, at least  part of the t ime, as well 
as perform necessary admin is t ra t ive  work. In se lect ing a Co- 
ord inator  and any addi t ional  teachers for  the Learning Center, 
t he i r  professional t ra in ing  should be considered. A teacher 
who majored in adult  basic education or  remedial reading would, 
a l l  things being equal, be well qua l i f i ed .  

(3) Budgetary l i m i t a t i o n s  are, of  course, another fdc- 
t o r t e  be considered in the establishment of  a Learning Center. A 
r e l a t i v e l y  small sum of money can purchase the basic software 
needed and major hardware can be included in major equi~nent re- 
quests. 

There is no in ten t ion  here to suggest that  ABE and GED 
preparation courses taught in a Learning Center environment are 
necessar i ly  a preferred opt ion to t r a d i t i o n a l  classroom methods. 
Both approaches are necessary to reach students who have d i f f e r e n t  
learning sty les and schedulir~g needs. 

302 GED Program 

GED tes t ing  is an essent ial  element of  an i n s t i t u t i o n s '  educa- 
t ional  program. The .majority of inmates who enter federal i n s t i -  
tu t ions  have not completed high school. I t  is one of the goals of  
the Bureau of Prisons out l ined in Pol icy Statement 7300.63A that  
"Al l  residents wi th the need and capaci ty should, during conf ine- 
ment: . . . .  complete the Adult Secondary Education Program." 
The Adult Secondary Program, as defined in the Pol icy Statement, 
is a program designed e i the r  to prepare students to successfu l ly  
pass the GED tes t  or to receive a regular high school diploma. 

I n s t i t u t i o n s  may admini::ter the GED tes t  to inmates who have 
not taken a GED preparation course. However, inmates who score 
below 9.0 on the SAT should be s t rongly  encouraged to enrol l  in 
a GED Preparation Program. Review mater ia ls o f  the programmed 
se l f -s tudy  va r ie ty  should be made avai lab le  to a l l  inmates 
scheduled to take the tes t .  A one-half  length GED tes t  (which 
costs $2.00 per copy) is ava i lab le  from the GED Testing Service. 
This can be used as a pre- tes t  to measure an i n d i v i d u a l ' s  read- 
iness for the f u l l  GED. 

Minimum passing scores on the GED tes t  s t i l l  vary s l i g h t l y  
between states. However, a major i ty  of  states require a minimum 
standard score of 35 on each ind iv idua l  tes t  and a minimum 
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standard score of  45 for  the en : :e b a t t e r f .  Minimum acceptable 
scores are set by s ta te  Departments of  Education as the basis 
on which a high school equivalency or s i m i l a r  c e r t i f i c a t e  w i l l  
be issued. Al l  f i f t y  s tates w i l l  no',l recognize successful GED 
complet ion as an i nd i ca t i on  tha t  an i n d i v i l u a l  possesses know- 
ledge and s k i l l s  that  approximate tha t  o f  a high school graduate. 

Inmates who f a i l  one o~- m~re sect ions of  the GED may be re-  
tes ted  a f t e r  a four  month wa i t i ng  per iod.  They may be re tes ted  
on only  those por t ions of  the t es t  t ha t  they f a i l e d ,  or they may 
take the e n t i r e  ba t te ry  over again.  Education Departments s h o u l d  
not schedule i n d i v i d u a l s  to be re tes ted  unless they can demon- 
s t r a t e  tha t  they have engaged in add i t i ona l  preparat ion dur ing 
the four  month per iod.  

The Bureau of Prisons has a con t rac t ,  renewable annua l ly ,  
w i th  the Overseas Branch, GED Test ing Serv ice,  the American 
Council on Education, One Dupont C i r c l e ,  Washington, D. C. 20036. 
A l l  Bureau i n s t i t u t i o n s  must order t h e i r  GED tes t s  from the GED 
Test ing Service and re turn  the tes ts  there f o r  scor ing - -  usual-  
l y  a f i v e  day turn-around. The Com~cil provides each i n s t i t u -  
t i o n  a de ta i l ed  set o f  i n s t r u c t i o n s  for  GED t e s t  purposes. 

The GED t e s t i n g  program at  i n s t i t u t i o n s  ( p a r t i c u l a r l y  those 
placed o~ probat ion by the GED Test ing  Serv ice because of  compu- 
t e r  detected incidences of cheat ing)  is c l ose l y  monitored by 
Regional Education Admin is t ra to rs .  One of  the pr imary respons i -  
b i l i t i e s  of  federal pr isons as author ized GED Test ing Centers is  
to p ro tec t  the i n t e g r i t y  o f  the t e s t .  The GED Test ing Serv ice 
w i l l  wi thdraw tes t i ng  p r i v i l e g e s  from i n s t i t u t i o n s  t h a t  are 
neg l i gen t  in t h i s  area. A locked safe or some other  secure a r -  
rangement is required to hold the t es t s  before they are admin- 
i s t e red .  

I t  is imPortant tha t  i n d i v i d u a l s  who are re tes ted  use the 
exact  same name on the r e - t e s t  tha t  they used p rev ious l y .  Other-  
w ise,  the Test ing Service w i l l  not be able to i n t e r f a c e  two d i f -  
f e ren t  t e s t i n g  sessions and scores f o r  those persons. I n s t i t u -  
t i ons  should make every e f f o r t  to insure tha t  testees use t h e i r  
legal  names. ~hree copies o f  the t e s t  scores are provided fo r  
each i n d i v i d u a l  tested.  Add i t i ona l  copies cost  $ I .00 each. 

A new GED tes t  is scheduled f o r  use in 1978. I t  w i l l  be a 
sho r te r  t es t  which takes on ly  s i x  hours to admin is te r  as compared 
w i t h  ten hours for  the present t e s t .  The new t e s t ,  l i k e  the 
present  one, w i l l  have twelve d i f f e r e n t  forms, a l l  o f  whic~ w i l l  
be a v a i l a b l e  when the new tes t  is  released. 
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303 Postsecondary Programs 

I t  is the policy of the Federal Bureau of Vrisons (as out- 
l ined in Policy Statement 7300.56A) to encourage inmates to en- 
rol l  in postsecondary education programs. Such programs general- 
ly a~-e occupationally oriented and ar~; provided by vocational-  

t echa ica l  schools, community and junior  colleges and four year 
colleges and univers i t ies .  

A var iety of on-site postsecondary programs ;exist in federal 
correctional inst i tut ions.  These programs range from s e v e r a l  
courses offered each quarter or semes'cer to a fu l l  two year cur- 
riculum leading to an Associate in Arcs and Sciences or equiva- 
lent  degree. Several inst i tu t ions  o f fe r  a four year on-si te  bac- 
calaureate program. The Bureau's primary object ive in this area 
is to of fer  inmates, for  whom postsecondary education is an appro- 
pr iate  program goal, an opportunity to accomplish that goal. Most 
prisoner-students wil l  be unable to cDmplete the i r  postsecondary 
studies during the i r  incarcerat ion.  I t  is ,  therefore,  important 
that  education departments help students who have been act ive in 
on-si te  programs to ident i fy  a pract ical  means of continuing 
the i r  education a f ter  release.  

Before establishing an on-si te  postsecondary program, con- 
siderable preliminary work should be done. 

I .  The Education Superviser should be fami l i a r  with the educa- 
t ional needs of the population. Education record~ and test  scores 
should be consulted to help determine whether there i~ a need for 
a postsecondary program. Also, the population should be surveyed 
to determine whether there, is su f f i c i en t  in terest  in such courses. 
For example, there might be l i t t l e  demand for postsecondary 
courses in a population where 75 percent or more of the res i -  
dents are not high school graduates. 

2. The Supervisor of Education should be fami l ia r  with the higher 
education resources of the local and nearby communities. The 
Supervisor should contcct the o f f i c i a l s  of the various education 
inst i tut ions i~ the area and discuss with them the nature, size 
and scope of any proposed program. I t  is advisable that the 
Warden and/or Associate Wardens be involved in these discussions. 

I f  there is more than one appropriate education ins t i tu t ion  
in the area, a choice may have to be raade as to which school can 
o f fe r  a program better suited to an i n s t i t u t i o n ' s  needs and at 

~ . . . . .  . ,~ ~ . . m r  . . . . . . .  • . ~-,, . . . . . . .  ,~  ~ - , ~ - ' ' ~ " ~ ' ~ - - . ~ . ~ " = ~ J " ~ C ~ ' ~ , ' ~ " ' ~ ' ~  "~  
~ ~ : ' ~  ~ , , - ~ ,  ~ ' ~ ' = ~ ! ~ - ~  ~'. ~ ? ~ : "  Y:':~ ¢ ~ ' ~  -> ~ F ' ~ " ~  r : - ~ - - ~  ~; '~ ~ . ~  " "  ~ ' 3 ~  ~ " ?~ "  : . ~  ~-"  ~ ~" L ~ . "~  !'~ . ' . .  ~ ' '~  " ' ~ "~  "~ " ' ,~ ~ . ~ ' /  ~ " . ', ~ "  "~  

. - - :  _ - • ~ ' •  , ~  . "~-z~C~_~.~"--'j:;'~ . . . . . / ' ~ , ~  . . . .  - ' ~ ' , ' .  . . . . . . . .  ,. I . ' L  "~ ~ ~ ' • . . ~  ~ . . . . . . . . . . . . . .  " c : i / ~ ' -  . i  ~ . . . .  ~~ .  , ~ ~ "  L~ I~_ '? I> '~%L. ;~ : :~ . " "~U"~. : :~ -Y " ~ ~  . _ . ~ . ~ . ~ ~ ~ ~ ~ .  ~ ~",~ ;.~ ~LL-~ ~ :::, " ' 2  ~:.L~- 



D 

• . ]  

- " '5"  g~l 

; .  ~ 

> 

- /  f L  .'~ ; 

. .  

r .  . . . .  

3 0 0 . 5  

the ~ s t  reasonable cost. In some states postsecondary courses 
may be free of charge to the i n s t i t u t i o n  or can be provided a t  
nomina~ costs. I t  is important to comparisen shop in order to 
obtain the most cost -e f fect ive  ~ourse of fer ings.  

A word of caution in connection with choosing an appropriate 
school. Federal inst i tu t ions  are not necessari ly bound by state 
postsecondary ins t i tu t ion  j u r i s d i c t i o n a l l i n e s .  However, a fed- 
eral correctional ins t i tu t ion  should consult with the State Board 
of Higher Education to determine how i t  v i e w s  the best way to de- 
~iver postsecondary education services. 

3. Additional factors that must be considered in planning a post- 
secondary program are space and time. The number of classes that 
can be offered at an i n s t i t u t i o n  during any quarter or semester 
w i l l  depend to some extent on the number of classrooms ava i lab le .  

The Supervisor should make optimum use of classrooms. ~f in-  
s t i t u t i o n a l  security and other considerations can be met, i t  is 
desirable to have both day and evening classes. This promotes 
optimum classroom u t i l i z a t i o n  and provides maximum opportunity 
for  prisoners to par t ic ipate  in programs. 

4. Payment for courses wi l l  depend upon an i n s t i t u t i o n ' s  budget, 
courses of fered,  and the personal f inancia l  s i tuat ion  of students. 

Policy Statement 7300.56A, while not ru l ing out l imi ted  in-  
s t i t u t i o n a l  support for (up to ~ of t u i t i o n  costs) postsecondary 
programs, c lear ly  encourages the Education Supervisor to assist  
students to ident i fy  personal resources including federal and 
other tu i t ion  support programs as fo~lows: 

a. The Basic Education Oppo{tunity Grant (BEOG) adminis- 
tered by the Department of Health,  Education and Wel- 
fare ,  Off ice of Education (OE) is ava i lab le  to many 
inmate-college students who have not been enrol led in 
college courses pr ior  to Apri l  1973. This grant alone 
may not pay a l l  of a student's expenses including 
books. However, i t  w i l l  usuall~ pay more than 
hal f  of the cost of the t u i t i o n  and books. 

© 

@ 

b. The Supplementary Education Opportunity Grant (SEOG), 
another OE grant, is usually ava i lab le  to inmate- 
students who have been enrol led in college and have 
been receiving the BEOG for at least  one term. 

© 
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c. Veterans benef i ts  are p a r t i c u l c r l y  a t t r a c t i v e  to qua l i -  
f ied inmates. Prisoners receiv ing VA benef i ts  can usual-  
l y  pay a l l  col lege expenses and s t i l l  have a considerable 
amount of money to put in savi.~gs or to send home to t h e i r  
fami l ies .  

Veterans with a bad conduct discharge are also e l i g i b l e  
fo r  considerat ion by the VA fo:' educational benef i t s .  
Recent changes in the law, whi le  increasing the amount 
of the ent i t l cment ,  require veterans to use t h e i r  educa- 
t ion  benef i ts  w i th in  ten years of  t h e i r  release from ac- 
t i ve  duty. 

Education Supervisors should contact  the f inanc ia l  aid o f -  
f i c e r  of the contracting college or vocat ional- technical  
school for information and help in securing the BEOG, SEOG 
and perhaps other loans, grants and scholarships. The 
Regional Veterans Administration Off ice or school VA 
counselor can be helpful in securing VA benefits for  
students. 

• 1 

Correct ional  education managers have ava i lab le  a va r ie ty  of 
postsecondary options fo r  those students whose needs cannot be 
met by on-s i te  programs. These programs are ava i lab le  through: 

I .  "Un ivers i ty  Without Walls" - ( w r i t (  Union For Experimenting 
Colleges and Un ive rs i t i es ,  106 Woodrow St ree t ,  Yellow Springs, 
Ohio 43587 fo r  l i s t i n g  of col leges and un i ve rs i t i e s  which par- 
t i c i p a t e  in the Univers i ty  WithouL Walls consortium) NOVA and 
other  "open" un i ve r s i t i e s .  

2. Correspondence Courses - Consult National Un ivers i ty  Extension 
Associat ion "Guide to Independent Study Through Correspondence 
I n s t r u c t i o n " ,  Suite 360, One Dupont C i rc le ,  Washington, D.C. 
20036.  

3. Park College/Crown Center School fo r  Community Education, 
2420 Pershing Road, Kansas C i ty ,  Missouri 64108 Tele. no. 
816-842-6182. 

4. Steed College, Post Of f ice  Box 3098, CRS, Johnson C i ty ,  Ten- 
nessee 37601. 

5. Free Univers i ty  Network, 615 Fa i r ch i l d  Terrace, Manhattan, 
Kansas 66502, te le .  no. 913-532-5866. 

kJ  
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Some of these a l t e r n a t i v e s  may be r e l a t i v e l y  expensive and 

w i l l  g e r e r a l l y  be ava i lab le  to those inmate/students who can a f -  
ford to p~,y from $60 to SlO0 per correspondence course or from 

.$34 to  $5C per c r e d i t  hour.  Veterans B e n e f i t s ,  BEOG, SEOG, and 

. o t h e r  graP~t funds may also be used for  these programs where in-  
mate/students are e l i g i b l e .  " 

304 S_tu__ud~d,, Release 

Two types of study release programs e x i s t  in the Federal P r i -  
son System; l )  release from the i n s t i t u t i o n  during the day and 2) 
f u l l - t i m e  residence at a center away from the correct iona l  i n s t i t u -  
t ion  for  the spec i f ic  purpose of f u l l - t i m e  attendance at an educa- 
t iona l  i n s t i t u t i o n .  The term "study relea~_e '' used in th is  sect ion 
of  the handbook refers to the former; that  i s ,  programs in which 
inmate/students l i ve  in the cor rec t iona l  i n s t i t u t i o n  but leave 
during the day or evening hours to at tend classes at a local  co l -  
lege or vocational  school. Non-school hours are spent in the in -  
s t i t u t i o n ,  and study releasees are encouraged to take an ac t ive  
ro le  in the i n s t i t u t i o n ' s  a c t i v i t i e s .  The other  type of  study 
re lease ,  Residence Release Centers ,  w i l l  be described l a t e r  in 
th is  sect ion of the handbook. 

Several ;:ederal Currect ional  I n s t i t u t i o n s  have study re lease 
programs establ ished in accordance with Pol icy  Statement 7500,20B ~ 
~tandards and gu ide l ines ,  

The c r i t e r i a  for  admission to a study re lease program are 
s p e c i f i e d  in the Pol icy Statement. The ch ie f  c r i t e r i a  are: p r i -  
soners must have a year or less remaining before a probable re-  
lease date; they must have community custody status'~ and *h~y~... 

,,.- -: must be approved for  study re lease by t h e i r  u n i t / c l a s s i f i c a t i o n  
: teams. 

!i. High school graduation or successful completion of the GED 
'~-" is genera l ly  required as a p r e r e q u i s i t e  to considerat ion  for  
~~[i:!!~i study rel  ease. " '  

I~:::i Some i n s t i t u t i o n s  require f u r t h e r  that  inmates demonstrate 
~ I . ]i ~ t h e i r  a b i l i t y  to handle col lege level  work by completing several 
l:::::i on-site col lege courses. 

i~-'i~i The major advantage of study re lease is that  i t  provides 
~:-~ s t i l l  another program opportuni ty  to cor rec t iona l  managers, 

-~i: '~'i p a r t i c u l a r l y  for  those inmate/students whose education and occu- 

I .~:~ pat ional  t r a i n i n g  needs cannot be met by ins ide  programs. F u r t h e r .  
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study release provides prisoners with some opportunity to l i ve  
in the frec world and eases the tra~isit ion following release. 

Tuition and books for students who part ic ipate  in post- 
secondary study release programs .mac/ be handled in the same way 
as par t ic ipat ion in inside courses. Inmates can apply for BEOG 
and SEOG grants or VA educational benef i ts.  

I t  is Bureau policy to encourage the use of study release 
programs; however, the decision to do so is a local one and f re -  
quently depends on proximity to educational inst i tut ion~ security 
level of the ins t i tu t ion  and i ts mission, demographic and educa- 
t ional character ist ics o f i n s t i t u t i o n  population, programs avai lable  
inside the inst i tu t ion  and f inancial  considerations. 

While a number of Federal inst i tu t ions  have study release 
programs only one resident release center for federal prisoners 
is current ly  operational.  I t  is located in the Bureau's Western 
Region at the University of Washington in Seat t le .  

In a resident release program, par t ic ipat ing prisoners l ive  
on campus and take part in regular campus a c t i v i t i e s .  Supervision 
s imi lar  to that provided at Con~nunity Treatment Centers (halfway 
houses) is required. Students must sign out when they leave the i r  
quarters and sign in upon the i r  return.  Curfew hours are enfor- 
ced and passes are required when students are to be away from 
campus overnight. Normally, passes are issued only on weekends. 

The Federal Bureau of Prisons contracts with the Universi ty 
of Washington for room, board, tu i t ion  and books. Prisoners must 
meet the same basic qua l i f ica t ions  for par t ic ipat ion in a resident 
release project as they do for other study release programs. 

The project at the Universi ty  of Washington accepts both fed- 
eral and state prisoners. Lower division as well as upper d iv i -  
sion and graduate level students are e l i g i b l e  for  consideration. 
Prisoners from any federal i ns t i tu t ion  are e l ig ib le  for  considera- 
t ion i f  they plan release in the state of Washington. 

One of the Bureau's long range goals is to have at least  one 
study release resident ia l  center in each Bureau region. 

305 Occupational Education Programs 

Occupational education is an essential part of program a c t i v i -  
t ies  which provide offenders the opportunity to prepare to engage 
in a productive and sat is fy ing career a f te r  release. All  occupa- 
t ional programs should be closely coordinated with other educa- 
t ion,  industr ia l  and work assignments. 
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Four broad •occupational areas should be u t i l i z e d  to provide 
qua l i t~  s k i l l  t ra in ing  programs; i )  exploratory t r a i n i ng ,  2) for-  
mal vocational t ra in ing ,  3) on-the-job t ra in ing  in maintenance 
work aqd correct ional indus t r ies ,  and 4j apprenticeship programs. 
(.See Policy Statement 7300.13A). 

® 

305.1 Explorato[y Trainin.~ is a pre-vocational a c t i v i t y  de- 
signed to evaluate in te res t  and apt i tude in occupations andtrades 
and which uses experimental work operations and projects as a re- 
quirement or condit ion for  entrance int,) spec i f i c  trade or occupa- 
t iona l  t ra in ing .  These courses should be short-term and should 
be used to ass is t  those students who have had very l i t t l e ,  i f  any, 
formal t ra in ing  or work experiences, to gain some ins igh t  in to  
the world o ~ work and in the select ion of a career. Course con- 
tent  shou|d include indus t r ia l  and business operations and should 
not be construed to be an arts and c ra f t s ,  hobby shop type of ac- 
t i v i t y .  

305.2 Vocational T ra inqq  is a formal i ns t ruc t iona l  a c t i v i t y  
that  deals with learning the basic s k i l l s  of career or iented oc- 
cupations and the tools ,  processes and techniques associated wi th 
indust r ies  and businesses which have a demand for  persons who 
posses; these s k i l l s .  Course content and ins t ruc t i ona l  a c t i v i -  
t i es  should place a strong emphasis on the development of qua l i t y  
work s k i l l s ,  academic support subjects related to the occupation, 
and related information which enhances s k i l l  development and pro- 
vides knowledge about indust . ' ia l  organizat ion,  labor and'manage- 
ment, employment pract ices,  the i n te r re la t i onsh ips  of working on 
the job wi th other people, wage and hours laws, social secur i t y ,  
and other socio-economic factors which are essent ia l  to maintain- 
ing job s t a b i l i t y  and secur i ty .  

© 

Vocational t ra in ing  courses can serve as preparat ion t r a i n -  
ing for  entrance into a registered apprenticeship course. For 
instance, a nine month machine shop course can prepare a student 
to enter a machinist apprenticeship program. The apprent iceship 
program may be offered in the i n s t i t u t i o n  or,  i f  not, the student 
may be qua l i f i ed  to enter an apprenticeship program upon release. 
I f  th is  is the ob ject ive,  the student should take the vocational 
t r a i n i ng  course during the las t  year of  incarcerat ion.  

The very minimum ob jec t ive  of a vocational t r a i n ing  course 
should be to prepare a student for  an entry level job in that  
trade. 

Coureofferngsslou1bef lexbletoref i tchanesin 0 i 
inmate in teres ts  and the job market. / /  

i / 
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305.3 On-the-job Tra in ing is organized i ns t ruc t i on  Which• 
u t i l i z e s  the actual working condi t ions in i n s t i t u t i o n a l  main- 
tenance shops, Federal Prison Indus t r ies ,  Production Train ing 
Units and other services in the i n s t i t u t i o n  which can be u t i -  
l ized for  organized i ns t ruc t i on  in various occupations. Course 
content w i l l  be s im i la r  to that  required for  apprentice and oc- 
cupational t ra in ing  in indust ry  and business. •Trainees assigned 

,~a,~,Ing at time they to the shops and o f f i ces  w i l l  be io ~ -  the same 
provide a service for  the i n s t i t u t i o n  and may be rotated t h r o u g h  
ti:e various work assignments and funct ions in order to gain f u l l  
ki~owledge of  the working operat ions of  various occupations. Re- 
lated courses (support ive education) w i l l  be a part  of  t h i s  
organized t ra in ing  as i t  is  fo r  a l l  o ther  vocational t r a in ing  
a c t i v i t i e s .  

On-the-job t r a i n i ng ,  l i ke  vocat ional t r a i n i ng  programs can 
provide inmates with basic background experience necessary to 
qua l i f y  fo r  admission to an apprent iceship program. 

Care must be taken in es tab l i sh ing  and operat ing on- the- job 
t ra in ing  programs to see that  performance object ives are estab- 
l ished and maintained on a cont inuing basis. Pol icy Statement 
8320.2B s p e c i f i c a l l y  assigns Supervisors of Education responsi-  
b i l i t y  fo r  evaluat ing on the job t r a i n i ng  programs. Supervisors 
w i l l  need to secure the f u l l  support of  the Warden and Associate 
Wardens since, in the performance of  t h i s  duty, they may have to 
cross departmental l i nes .  

305.4 A_]zprentice Train inq is s im i l a r  in design to on- the- job  
t ra in ing  except that  i t  is more h igh ly  s t ruc tured and includes 
seauential i ns t ruc t i on  that  meets the standards fo r  the respec- 
t ive  trades approved by the Jo in t  Apprent iceship Tra in ing Commit- 
tee and the Bureau of  Apprent iceship and Tra in ing ,  U. S. Depart- 
ment of  Labor or a s ta te  apprent iceship t ra in ing  agency. 

Bureau Pol icy Statement 7001.2A spec i f ies  steps to be taken 
i f  an i n s t i t u t i o n  desires to es tab l i sh  an apprent iceship program. 
Any proposed apprent iceship program should have the f u l l  backing 
of the i n s t i t u t i o n ' s  executive s t a f f .  

The local or s tate Bureau of  Apprent iceship Tra in ing rep- 
resentat ive is the key person to contact once approval o f  the 
i n s t i t u t i o n ' s  executive s t a f f  has been obtained. I f  problems 
ar ise that  cannet be solved at the local  or state leve l ,  ass is -  
tance is ava i lab le  from the BOP Regional Education Admin is t ra to r  
or the Central Off ice s t a f f .  

t•L; • 
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Once a proposed app ren t i cesh ip  progr~~m is  approved, i t  w i l l  
come under the j u r i s d i c t i o n  o f  a j o i n t  a p p r e n t i c e s h i p  t r a i n i n g  
committee. Committee membership i s  compo'.ed o f  t rade union 
leaders  and rep resen ta t i ves  from the busi , less community. This 
committee w i l l  screen and approve appl icators fo r  the i n s t i t u t i o n  s 
app ren t i cesh ip  program, mon i to r  the progress o f  app ren t i ces ,  and 
take a c t i o n ,  i f  necessary ,  to drop from the program an appren t i ce  
whose performance is  not up to s tandards.  

A n a t i o n a l l y  recognized c e r t i f i c a t e  of  complet ion i s  awarded 
i n d i v i d u a l s  who complete an a p p r e n t i c e s h i p  program to the s a t i s -  
f a c t i o n  o f  the j o i n t  a p p r e n t i c e s h i p  t r a i n i n g  committee. Th is  
c e r t i f i c a t e  i s  issued by the Bureau o f  App ren t i cesh ip  T r a i n i n g .  

Inmates, who are re leased from the i n s t i t u t i o n  p r i o r  to the 
comple t ion  o f  an apprent ices i~ ip  program and who des i re  to con- 
t i n u e  t h e i r  t r a i n i n g ,  can u s u a l l y  secure a l e t t e r  from the j o i n t  
committee. The l e t t e r  w i l l  be addressed e i t h e r  to the union 
l oca l  o r  to another  j o i n t  a p p r e n t i c e s h i p  t r a i n i n g  committee in 
the l o c a l i t y  where the o f f ende r  w i l l  be l i v i n g .  The l e t t e r  w i l l  
s t a t e  tha t  the i n d i v i d u a l  was e n r o l l e d  in  an approved app ren t i ce -  
sh ip  program, and i t  w i l l  record the number o f  completed hours 
o f  t r a i n i n g .  The l e t t e r  may a lso comment on the q u a l i t y  o f  the 
a p p r e n t i c e , s  work. 

I n s t i t u t i o n s  which e s t a b l i s h  approved a p p r e n t i c e s h i p  pro-  
grams should des ignate  a s p e c i f i c  s t a f f  member to act  as appren- 
t i c e s h i p  c o o r d i n a t o r .  This person may be ~, teacher  and have 
o t h e r  du t i es  as w e l l .  However, the a p p r e n t i c e s h i p  c o o r d i n a t o r  
wi . l l  need some t ime to work w i t h  the a p p r e n t i c e s h i p  program and 
the J o i n t  Appren t i cesh ip  Committee. 

306 Correspondence Courses 

The number and v a r i e t y  o f  correspondence courses on the mar- 
ket  today is  almo~.t i n f i n i t e .  Correspondence courses are a v a i l -  
ab le  in  p r a c t i c a l l y  every sub jec t  imag inab le  ranging from complex 
eng inee r i ng  courses to courses designed f o r  hobby e n t h u s i a s t s .  
Inmates can e n r o l l  in most o f  the courses a v a i l a b l e  w i t h o u t  v i o -  
l a t i n g  Bureau or i n s t i t u t i o n a l  p o l i c i e s .  

Gene ra l l y ,  inmates must make t h e i r  own arrangements in  re-  
gard to o rde r ing  and paying f o r  correspondence courses.  The 
cost  o f  r e t u r n i n g  lesson m a t e r i a l s  to the school must a lso  be 
borne by the inmate. The p r o v i s i o n  o f  P o l i c y  Statement 7300.56A 
concern ing  i n s t i t u t i o n  fund ing  o f  co l l ege  programs may be app l i ed  
to acc red i t ed  co l l ege  correspondence courses at the d i s c r e t i o n  
o f  the i n s t i t u t i o n .  Superv isors  o f  Educat ion are u s u a l l y  r'~'s - 
p o n s i b l e  fo r  g r a n t i n g  mail room a u t h o r i z a t i o n  fo r  inmates to 

71 

® 

® 

/ 

© 

~ _  ~ . - - . . ~ . . "  ~-  ".  ~ , ~°.,_~s~-~:~- ~ • ~ ~ ~ _ ~ / ~ ~ .  ~ , ~ ; . ,  ~ -,~,~ ~ . ~ , ~ - ~ < ~ - ~ < ~ ' . ~ ~ . ~ m ~ a ~ _ . m T ~ ~ f ] ~ . ~ ~ . ~ . m ~  ~ ' : ~  -~'~',~ ~ ~ . < .  ~ ~ - ~ .  ' ~ . . % ~ - . ~  ~ .  ~ L ' ~ , ~  ~ ~ ~---~:.z,_~2.4~ ~ ~ . ~ , ~  ~ ' ~ ' ~  ~ i  

°~ 



O 
/ 

/ 

p~  = • . "  r ~ ; ,  z 

2" ":,5"i <.~" ¢i 

~ ~ .  '~ ".,.~ 

0 

_ 0  

@ 

. .  / 

/ 

. 

/ 

/ 
/ 

300.12 

receive the courses. The Supervisors' duty here l ies  in trying 
to ascertain that whatever is shipped to the inmate wi l l  not 
v io late  ins t i tu t ion  pol icy or security.  

The major accredit ing agency for correspondence schools is 
the National Home Study Council in Washington, D. C. This or- 
ganization sets minimb.a standards that schools which hold ~ -  
bership must meet. Only a few schools which hold membership in 
this erganization o f fe r  college level courses. Most of  them 
of fe r  occupationally related correspondence courses. One mem- 
ber school, Internat ional  Correspordence School (ICS) does o f fe r  
college level courses that have recently been accredited by the 
Middle States Association of Colleges and Secondary Schools. 

The major national association of colleges and univers i t ies  
which o f fer  extension courses through correspondence is the Na- 
t ional University Extension Association. Member schools o f fe r  
courses for high school and college credi t  as well as non-credit  
courses. 

A few member institutions offer graduate work for independent 
study. The NUEA cautions, however, that credit for graduate work 
is usually available o~ly from th~ institution which offers the 
c~)urse. 

Regardless of the accreditation of a correspondence school, 
i t  is advisable for students to check with the school from which 
they plan to graduate before enrolling in a correspondence course. 
Most colleges and universities str ict ly  l imit  the amount of in- 
dependent study credit tha~ can be applied toward a degree. 

Inmates el igible for Veterans Educational Benefits can re- 
ceive the benefits for correspondence courses. However, veterans 
should make sure that the VA approves the course that they v~ish 
to take. VA approval of correspondence work is on a course by 
course basis. 

The fact that a Correspondence School is approved for veterans 
training does not mean that every course offered is approved. Con- 
versely, schools that do not have VA approval may offer some 
courses that are approved. 

Education Departments should have information about corres- 
pondence courses available to inmates upon request. Staff mem- 
bers should have some knowledge of correspondence schools and 
should be prepared to assist veterans to obtain VA benefits for 
approved courses. However, everyone involved should be sensi- 
tive to the high dropout rate of students who enroll in cor- 
respondence courses. Students should be co unseJed not to enroll 
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in expensive programs until they have tested their educational 
A [.i';:~i~!!!~ perserverance !nsome in-house s e l f - s t u d y  programs. Wnerever ." 
w., ~ * - ; . ~  p o s s i b l e  educat ion s t a f f  should o f f e r  to a s s i s t  cor respondence .- 

i.!-~4~!~i~ course s tudents  in d i scuss ions  o f  course con ten t  and r e l a t e d  
~;~;.'~1 ~] ma t te r s .  . . 

!::.:i'~:;~]~ ~ 307 L i b ra r y  ~ Serv ices " 

D i;-;/?i!~i~ ~'~ A v a i l a b i l i t y  o f  l i b r a r y  se r v i ces  to the inmate # o p u l a t i o n  I 

~ ' I ~I ~ ~ i S a Drogram goal impor tan t  to the o v e r a l l  ope ra t i on  o f  an i n -  ~, 
~ ;![~,]~ s t i t u t i ) n  not on ly  f o r  educa t i ona l  and c u l t u r a l  purposes but  as 

• i= ~.~-i~ a l e i s u r e  a c t i v i t y  t ha t  w i l l  i n t e r e s t  a s i g n i f i c a n t  number o f  
'" i : " i~:~ inmates.  

!"ti~:ii~-~ 307.!  Physical  Lay_out o f  L ibrary_ 

~.ii~,~=i:~ Some i n s t i t u t i o n s  have a c e n t r a l l y  l oca ted  space ~hat i s  ~ 
~.-~=~-~ des igna ted  as the l i b r a r y .  Other  i n s t i t u t i o n s  ma in ta in  small  " 
!i-~::'.~i ~ l i b r a r y  and reading area space w i t h i n  each housing u n i t .  What- - " - 
!ii~!~•~ ever  the arrangement,  space set  as ide  f o r  l i b r a r y  purposes shou ld  - 
~'::.:~ ~ be we l l  l i g h t e d ,  we l l  v e n t i l a t e d ,  t a s t e f u l l y  decora ted and corn- - f  

I !:"i ~ .->~ fo r ta  bl e. 

~j~i!i'!" ~ Some inst i tut ions lack space and funds for internal l ibrary __ 
~...!~:~ se rv i ces  but u t i l i z e  bookmobi le o r  o~her a p p r o p r i a t e  loca l  l i b r a r y  @ 
~ - : / ' ~  s e r v i c e s .  

- - "  ~" : "I: :" 1 :~ I t  is the goal o f  the 'Bureau  o f  P r i sons  t h a t  l i b r a r y  serv ]ce~  
I I '  i-"-.:.i~ s i m i l a r  to those a v a i l a b l e  i,~ the o ~ t s i d e  wor ld  w i l l  be n,ade . 

!- ~L]:~ a v a i l a b l e  to inmates.  The way in which these se rv i ces  are p ro -  . 
!~[ ://;~I v ided w i l l  depend on i n d i v i d u a l  i n s t i t u t i o n  s i t u a t i o n s .  ~ " " ;  

• ; , : . ~ i ~ !  " " " s . . . .  307 2 M a t e r i a l s  A v a i l a b l e  Through Inmate L i b r a r y  Serv ice  ~_ ~ - . . . . . . . . . .  ~ . . . .  _~ _ ~  . / 

i"i[LTi!~] Each i n s t i t u t i o n  should make a v a i l a b l e  to inmates as wide ,~ , "  
I i~.~.,~ a range o f  read ing m a t e r i a l s  as p o s s i b l e ;  e . g . ,  p e r i o d i c a l s ,  news- ' 

!.L.-},~ papers ,  f i c t i o n ,  n o n - f i c t i o n  and re fe rence  books. I f  c o l l e g e  " 
~ i?~-~ courses are o f f e r e d ,  a p p r o p r i a t e  resource  books shou ld  be ac- 
~ ~ ,~I c e s s i b l e  to s tuden ts  f o r  research  purposes.  

iii.i:~.~i ~ 307.3 Sources o f  L i b r a r y  Books 

D "!1:-: -!i~ '~ Some i n s t i t u t i o n s  u t i l i z e  l oca l  bookmobi le  s e r v i c e s .  Another  
i ' : " ~  e x r e l l e n t  source of  books is  the i n t e r - l i b r a r y  loan ar rangement  

• ;-- - i ; - ~  th rough  which books dea l i nq  w i t h  an a lmost  u n l i m i t e d  v a r i e t y  o f  
• = "  , ~  s u b j e c t s  can be ob ta ined .  " 

: : I 0 ' . 
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Univers i ty  l i b r a r i e s  also make books ava i lab le  through in-  
t e r - l i b r a r y  loan procedures. The Supe-visor of  Education (or 
person designated by the Supervisor) c:~n coordinate th i s  ser- 
v ice.  

Tnst i tu t ions that maintain t h e i r  ~'•~n in-house co l l ec t i on  
of  books may f ind that a por t ion  of the education budget can be 
put aside for  the purchase of  new books or replacement of worn 
out volumes. 

One plan for building and maintaining an in-house lib~'ary 
collection i~ the McNaughton Plan. This is a lending/purchase 
plan approved by GSA for federal l ibrar ies.  Under i ts  provis- 
ions, a l ibrary is loaned a basic collection of books and re- 
ceives a given number of prepaid new books each month. The 
number of loaned books in the core collection and the number 
of  prepaid new books received each i~nth depends upon the sub- 
s c r i p t i o n  rate paid by the i n s t i t u t i o n .  

The B~rea,~ of Prisons does not necessar i ly  endorse the Mc 
Naughton Plan. I t  is mentioned here as one r e l a t i v e l y  inexpen- 
s ive ~ " of bu i ld ing an on -s i t e  l i b r a r y .  Further in format ion on 
t h i s  Plan is avai lable from the Central Of f ice Education Section. 

The National Women's Con~ittee of Brandeis Un ivers i t y  is a 
source of free books to federal  pr isens.  The Committee suppl ies 
books from surpluses of book sa les,  and from unsold books of 
national publisher~ such as Bantam Books, Ace, Dell, etc. Over 
300,000 books have been distr ibuted to 32 federal prisons by the 
Brandeis Committee, since 1973. Most of the books available 
through this program are paperback f ic t ion.  Inst i tut ions which 
wish to participate in this program should contact the Regional 
Education Administrator or the Centrai Office Education Section. 

307.4 Spanish Language and other non-English Publications 

I t  is important to remember that approximately 20% of fed- 
eral pr isoners are of Hispanic background; a s i g n i f i c a n t  number 
consider Spanish t he i r  f i r s t  language• Appropr iate e f f o r t s  
should be made to provide l e i su re  time and other  reading mater ia ls  
in Spanish or any other fore ign lar~uage used by a s i g n i f i c a n t  
number of inmates. 

308 Legal Libraries 

The Bureau of Prisons Policy Statement 2001.2B requires fed- 
eral inst i tut ions to afford inmates reasonable access to l:_gal 
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mater ia ls ,  counsel, and reasonable oppor tun i ty  to prepare legal 
documents  Each i n s t i t u t i o n  is expected ~o have a taw l i b r a r y  
and to es tab l ish  procedures which provide the maximum number of 
inmate~ optimum opportuni ty for  i t s  use. 

308.1 Physical Layout and Location of Leqal Librar_j~ 

The legal l i b ra ry  should be in a central  loca t ion ,  read i l y  
accessible to a l l  inmates. I f  a regular  inmate " i ibrary ex is ts  
in the i n s t i t u t i o n ,  i t  may be des i rab le  from the standpoint  Of 
convenience of locat ion and superv is ion,  to place the legal 
l i b r a r y  in Lhe same area. Regardless o~ the legal l i b r a r y ' s  
loca t ion ,  every e f f o r t  should be made to insure that  a l l  inmates 
know where i t  is located. In-house pub l i ca t ions ,  b u l l e t i n  
board notices and other communications should announce the 
l i b r a r y ' s  locat ion,  hours, etc.  

The area that is selected for  a legal l i b r a r y  should be 
large enough to contain a l l  present volumes and pe r iod i ca l s ,  
and there should be space for  expansion. The room should be 
wel l  l igh ted  and contain s u f f i c i e n t  tables and chairs to ac- 
commodate comfortably f i f t een  to twenty residents at a time. 

Typewriters should be provided in the legal l i b r a r y ,  or 
some other arrangement should be made, so that  inmates can get 
t h e i r  legal work typed. 

308.2 Hpurs of Operation 

In accord wi th Pol icy Statement 2001.2B, legal l i b r a r i e s  
should be open during evening hours, weekends, and hol idays as 
well  as during regular work days. Such a schedule should pro- 
vide a l l  inmates, regardless of  job assignment, the opportuniLy 
to use the i n s t i t u t i o n ' s  legal resources. 

308.3 St__affin 9 and Respons ib i l i t y  for  the Legal L ibrar ] !  

Legal l i b r a r i e s  now o f f i c i a l l y  come under the supervis ion 
of the Education Supervisor. 

Bureau po l icy  requires tha t  one s t a f f  member be designated 
as the "law l i b r a r i a n " .  Pre ferab ly ,  th i s  person should have 
some f a m i l i a r i t y  with l i b r a r y  procedures. This ind iv idual  w i l l ,  
in most i n s t i t u t i o n s ,  have other  dut ies and r e s p o n s i b i l i t i e s  as 
wel l .  However, whoever is designated l a w - l i b r a r i a n  w i l l  be res- 
pons ib le ,  under the Education Supervisor, for  seeing that  the 
l i b r a r y  conforms to Bureau po l icy .  
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Tra ined  inmate • s t a f f  can a s s i s t  iq  t h e  o p e r a t i o n  o f  t he  
l i b r a r y .  The " law l i b r a r i a n "  however shou ld  be r e s p o n s i b l e  
f o r  s u p e r v i s i o n  o f  inmate s t a f f .  

S t a f f  w i l l  be o f f e r e d  t r a i n i n g  o p p o r t u n i t i e s ,  from t i m e - t o -  
• t ime  to a s s i s t  them to c a r r y  ou t  t h e i r  law l i b r a r y  r e s p o n s i b i l i t i e s .  
They should p a r t i c i p a t e  in  these programs as o~ten as necessary  
and, in t u r n ,  t r a i n  o t h e r  a p p r o p r i a t e  s t a f f  a~d• inmate a s s i s t a n t s •  

308.4 Content  o f  the Legal L i b r a r y  

';ince the p u b l i c a t i o n  o f  P o l i c y  Statement  2001.2B,  the Bureau 
o f  Prisons has expanded the l i s t  o f  requ i red  p u b l i c a t i o n s .  In 
a d d i t i o n  to p u b l i c a t i o n s  l i s t e d  in the P o l i c y  Statement ,  each 
law l i b r a r y  should conta in  the f o l l o w i n g :  

l )  T i t l e  5, Sect ion 1 5100 o f  the Uni ted  States Code 

2) Legal Research,  W r i t i n g  and Ana lys i . s  by S ta t ksy  

3) C o r r e c t i o n s  and P r i sone rs  R iqh ts  In a Nu tshe l l  by Kran tz  

4) Legal Research In a N u t s h e l l  by Cohen 

5) Modern Cr im ina l  Procedure by Hal l  a~ :  Kamisar 

6) Modern Federal  P r a c t i c e  ~ ,  Volumes 16 - 18A, 26, 26A, 
39, 42 and, cummulat lve supplement  

7) Un i ted  Sta tes  Supreme Cour t  R e p o r t e r ,  Volomes 91 94A 

8) Dec is ions  o f  the Un i ted  S ta tes  Supreme Court  (cemple te  s e t )  

9) Cr im ina l  Law Re~or te r  (Bureau o f  N a t i o n a l  A f f a i r s )  Volumes 16 - 
c u r r e n t  

I 0 )  Shepard 's  Federal  C i t a t i o n s  

A change has been made in one p u b l i c a t i o n  r e q u i r e m e n t  s p e c i -  
f i e d  in P o l i c y  Statement  2001.2B. Legal l i b r a r i e s  are no l o n g e r  
r e q u i r e d  to have cop ies o f  Sec t i ons  1975 - 2010 o f  T i t l e  42 o f  
the  Un i ted  S ta tes  Code. I n s t e a d ,  t hey  are  now r e q u i r e d  to  have 
cop ies  o f  s e c t i o n s  4001 to  end o f  t i t l e  42, 

The l i s t  o f  r e q u i r e d  l e g a l  r e f e r e n c e  mater~al  is  expanded 
and ; : v i sed  from t ime to t ime by the  O f f i c e  o f  G~neral Counsel 

t ~ . . . . . . .  ~-~ . . . .  ~-~- ~.,-~-- ~ ~ ~ ...... ~ ....... ~ . ,  ~ , ~ , ~ , ~ - - ~ - ; ~ e ~ ; , ~ ~ ~ . . ~ , ~  ~ . _ ~ . ~  ~ ~  ~ ,~ .:', ~'~ .-.'~ 
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to maintain consistency with current jud ic ia i  opinions. The 
Central Off ice l ibrar ian provides inst i tu t io~s  with an up-to- 
date l i s t  of required legal documents. Provisions of Policy 
Statement 2211.3 concerning Inmate Accessib i l i ty  to Supreme 
Court Opinions should al~o be taken into consideratior, in 
establishing and maintaining a legal l ib ra ry .  

The Central Off ice,  through the Central Off ice l ib ra r ian ,  
pays for each inst i tu t ion 's  annual renewa~ of the following pub- 
l ica t ions:  

1 ) Federa_]_l R_e_porter 

2) Federal Su~_]ements 

3) C r!min__al Law Reporter 

4) Pocket p~rts of US Code Annotate__d 

5) L aw~ers' Edition of Supreme Court Reports 

6) Pocket parts of Modern Federal Di,e_~_es_t 

30~,5 Reproduction of Le~,31 Reference Materials 

Inst i tut ions are expected to establ ish procedures whereby 
inmates can have legal documents duplicated i f  they can demon- 
s t ra te  that more than one document must be submitted to the 
court or i f  the material is needed for Y, esearch outside the 
l ib ra ry  area. The time during which this material can be dup- 
l ica ted  should be set by the s ta f f  su as not to in ter fe re  with 
regular ins t i tu t ion  operations. Inmates should bear the cost 
of such duplication services unless s t a f f  waives this requirement 
for a par t icu lar  inmate. I t  is ant icipated that inmates who 
r.'~ake frequent requests for large quant i t ies of duplicated material 
wi l l  be required to bear the expense. Several inst i tu t ions are 
successfully using coin operated copying rnachines; other i n s t i -  
tutions may want to explore this a l te rna t ive .  

309 Leisure Act iv i t ies  

A well balanced leisure a c t i v i t i e s  program (the term l e i -  
sure a c t i v i t i e s  includes all  recreational  programs) wi l l  include 
a var ie ty  of a c t i v i t i e s .  They should be s u f f i c i e n t l y  d ivers i f ied  
to provide something for everybody. Further,  these a c t i v i t i e s  
should include "organized" and structured programs as well as 
informal ones. 
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Polic~ Statement 7300.88 provide~ general guidel ines for  

the administrat ion of le isure programs as ~el l  as de f in i t ions  
of terms. 

Inmate par t i c ipa t ion  in organized le isure a c t i v i t i e s  should 
be r,~ported via IPRS (see Handbook Section 203 - IPRS) when in-  

mates are progran~ned for  a pa r t i cu la r  a c t i v i t y  by ~he i run i t  c lass i -  
f i ca t ion  team. 

Enrollments, completions and withdrawals from these programs 
must be recorded on form BP 5.1 for  s~bmission to the Bureau 
through IPRS. 

309.10b#ectives 

A leisure activity program should be designed to help parti- 
cipants achieve the following objectives: 

I .  Good physical and mental health 

F 

; .C,  : I  

' . ,o~1 

. i 

, . : y  

J 

. ~ 

:2 --, 

Q 

2. Good sportsmanship and teamwork 

3. High moraie 

4. Leadership sk i l l s  

5. Good interpersonal re la t ions 

6. In te l lec tua l  and cu l tura l  advancement 

7. Constructive use of le isure time 

8. An acceptable degree of se l f  d i sc ip l i ne  

9. Preparation for return to the community through appropriate 
le isure programs 

In order to meet these object ives,  a le isure a c t i v i t y  pro- 
gram should consist of at least  the fo l lowing components: ath- 
l e t i c s ,  cu l tura l .and social a c t i v i t i e s ,  inc luding visual and 
performing ar t  programs, hobbycrafts, and " l i ve "  entertainment. 

309.2 Ath le t ics  

Intramural competit ion is the major focus of  a th le t i cs  in 
a good le isure a c t i v i t i e s  program. Most federal i n s t i t u t i o n s  
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are now organized around func t iona l  un i t s .  Intramural a t h l e t i c  
a c t i v i t i e s  can serve an important ro le in these i n s t i t u t i o n s  b y  
f os te r i ng  compet i t ion between the un i t s  thereby bu i ld ing  morale 
and a sense of  teamwork and pr ide in the u n i t .  Correct ional  
counselors and other un i t  personnel should be encouraged to 
form teams from t h e i r  u n i t s .  

In a l l  federal pr isons,  intramural  a t h l e t i c a c t i v i t i e s  pro- 
v ide oppo r tun i t i es  for  inmates to p a r t i c i p a t e  for reasons Of 
personal development and s a t i s f a c t i o n  as wel l  as for  the chal-  
lenge o f  compet i t ion.  

Intramural a t h l e t i c  a c t i v i t i e s  usua l ly  include s o f t b a l l ,  
baske tba l l ,  v o l l y b a l l ,  soc:•~r, t rack and t enn i s ,  ~ e i g h t l i f t i n g ,  
br idge and chess. 

Many federal pr isons also organize v a r s i t y  teams in these 
a c t i v i t i e s .  The v a r s i t y  teams compete aga ins t  non-professional  
a n d  non-scho las t ic  teams from the community. Even maximum sec- 
u r i t y  i n s t i t u t i o n s  c,n sometimes make arrangements fo r  t h e i r  
v a r s i t y  team to leave the i n s t i t u t i o n ,  p roper ly  escorted,  to 
p lay scheduled games or to p a r t i c i p a t e  in community based 
a c t i v i t i e s .  I n s t i t u t i o n s  tha t  have func t iona l  uni~ts may choose 
t h e i r  best un i t  team to represent them• Ins%ituti:Gns tha t  do 
not have func t iona l  un i t s ,  may choose members of  t l~eir  v ~ r s i t y  
teams from the best players on the var ious intramural  teams. 

Recreation coordinators are encouraged to arrange w i th  t~Be 
i n s t i t u t i o n  admin i s t ra t i ve  s t a f f  and the Food Service Superv isor  
to hold an Awards Banquet at  the end of  each v a r s i t y  season to 
recognize outstanding p a r t i c i p a t i o n .  

A good le i su re  a c t i v i t y  program should provide o p p o r t u n i t i e s  
f o r  ad hoc groups of inmates to organize themselves in to  teams 
and to compete against  e~ch othe'.. Oppor tun i ty  sb~ould also be 
provided fo r  such a c t i v i t i e s  as handbal l ,  weight~%ft ing,  horse- 
shoes, shuf f leboard ,  go l f ,  m in i tu re  g o l f ,  tab le  tenn is  and 
b i l l i a r d s .  

On ho l idays ,  compet i t ion in a wide v a r i e t y  o f  events should 
be scheduled• 

As a par t  of  a "sound body and mind" program, s t a f f  are 
encouraged to conduct and invo lve  inmates in orga~i'zed physica l  
f i t n e s s  programs cons is t ing  o f  ca les then ics ,  walkimg and jogg ing 
around the t rack and other appropr ia te  a c t i v i t i e s •  Perhaps a 
phys ica l  f i t n e s s  program could be organized to in~o~ve both in -  
mates and s t a f f .  S ta f f  modeling in the area o f  physical  f i t n e s s  
would be to the mutual bene f i t  o f  s t a f f  and inma~e.s. 

7,J 
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-~.~I - 309.3 Cul tura l  and Social A c t i v i t i e s  

~:~ In n~ost Federal i n s t i t u t i o n s  the~e is  a greWing number o f  
• i~;:~ inmate a c t i v i t i e s  tha t  may be classi1~ied as e i t h e r  soc ia l  or  

~;-.~ c u l t u r a l .  Cul tura l  groups include special  o rgan iza t ions  o f  
~:~ Blacks, Hispanic-Americans and American Ind ians;  a r t  and drama 

groups;, musical o rgan iza t ions  such as r o c k - n - r o l l ,  jazz and 
~ .~ country and western bands; dance groups; and, author ized in -  
, . ~  n~te produced in-house pub l i ca t i ons  such as, a weekly newspaper 
~S~.~ d i s t r i b u t e d  te the populat ion and/or a o ~ a r t e r l v  magazine f ea tu r -  
i~L~ ing prose and poetry w r i t t e n  by members o f  the popu la t ion .  

~T 
...~ Soc ia l l y  or iented groups inc lude Jaycee3, Toastmasters, and 
~-.~ chess and br idge clubs. A d d i t i o n a l l y ,  many i n s t i t u t i o n s  have -~. .  ,~ 

'.'-~ var ious r e l i g i o u s  and s e l f - h e l p  groups. 

• ~--~" Bureau po l i cy  encourages the establ ishment  o f  inmate organ- 
i:.~ i za t i ons  and Po l icy  Statement 7300.!15A sets f o r t h  gu ide l i nes  
~ ~ f o r  t h e i r  establ ishment.  Leisure A c t i v i t y  Coordinators should 
i ~ be thoroughly f a m i l i a r  w i th  these gu ide l i nes .  
~ - 

~,~<~ Leisure A c t i v i t y  Coordinators are respons ib le  f o r  moni to r -  
". ~-~ ing inmate o rgan iza t ions .  This moni tor ing is  accomplished by 

• , i '.i ~-~ determining t ha t  each o rgan iza t ion  is  in compliance w i th  the 
-..:...~ 0 gu ide l ines  ~et f o r th  in Po l i cy  Statement 7300.I15A, The Coordi-  

; !~:~i na tor  is  also respons ib le ,  in most i n s t i t u t i o n s ,  f o r  schedul ing 
L~:i meetings and a c t i v i t i e s  o f  inmate o rgan iza t ions  and f i n d i n g  
- .., space fo r  t h e i r  a c t i v i t i e s .  Whenever ou ts ide  v i s i t o r s  are 

~ invo lved in tI~ese programs, the Coord inator  mL'st compile l i s t s  
~""~ o f  the v i s i t o r s '  names and arrange s e c u r i t y  clearance fo r  them. 

: ~,,~ 309.4 Movies and Sta~e Shows 

';. ! A number of  i n s t i t u t i o n s  cont inue to rent  motion p i c t u res  
/ ~o~i f o r  showing on a regular  bas is .  Sometimes these programs are 

!~-~ supplemented wi th  f i lms obta ined on loan  from var ious " f ree "  
• !.~•~ sources (such as those l i s t e d  in the Educator 's  Guide t o  .Free 

~ .~ Fi lms) and from local l i b r a r i e s .  Some program managers are 
~ i i  able to rent  16 m i l l i m e t e r  vers ions o f  o lder  Hollywood produc- 
; .;~ t i ons  for  e nominal fee. 

--~i Po l i cy  Statement 7300.126 sets f o r t h  procedures f o r  f i lm, 
~ '~] se lec t i ons  and s p e c i f i c a l l y  bans "X" rated f i lms  in federal  i n -  

I -. <i-! s t i t u t i o n s .  

• :.~ In many areas where Federal Cor rec t iona l  I n s t i t u t i o n s  are 
i -,~i located en te r ta ine rs  and enter ta inment  groups perform at loca l  

"- ~ clubs or on local  TV or rad io .  These groups are o f ten w i l l i n g  
~: to v i s i t  the i n s t i t u t i o n  and perform fo r  the popu la t ion  w i t h o u t  

i-.~ 0 
~.. :~ c h a r q e .  

1 
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Within the bounds of secur i ty  considerations and common 
sense, such programs should be encouraged Sometimes even 

: n a t i o n a l l y  known a r t i s t s  or entertainment groups w i l l  take a 
few hours out of the i r  bus) schedule to perform at the i n s t i -  
tu t ion  when they are in the area, i f  they are inv i ted .  

30(l. 21 

Other l i ke ,  ources of " l i v e "  entertainment are inmate 
drama groups aria ,aff-inmate ta lent  shows. Movies and stage 
productions often a t t rac t  a larger percentage of the population 
than any other single le isure a c t i v i t y .  

~d9.5 ~.obbycraft 

Hohbvcrafts are also important in a comprehensive recrea- 
t ion a' eisure a c t i v i t y  program. Each i n s t i t u t i o n  should of-  
fer  as Idrge and diver ~~ed a hobbycraft program as the i n s t i -  
t u t i o n ' s  funds and pa~ ~nt in te res t  ind icate.  Hobbycrafts 
o f f e r  people s t i l l  ano, :)pportunity to be creat ive on an 

vidual basis, and to use le isure time in a construct ive man- 

yk 

i ' ' ;  

• i,! 
t 

A d i v e r s i f i e d  hobby shop program includes, but is not neces- 
s a r i l y  l imi ted to, o i l  and water color pa in t ing ,  leather and cop- 
per work, ceramics, pot tery ,  lap idary,  needlepoint and macrame. 

Hobby shops should be open during hours which w i l l  insure 
maximum u t i l i z a t i o n .  In many i n s t i t u t i o n s  evening and weekends 
are the most opportune times for  hobby shop operation. A number 
of program managers u t i l i z e  contract personnel for  hobby shop 
ins t ruc t i on  and supervision. Whether contract or f u l l  time 
s t a f f  are u t i l i z e d ,  thorough methods of tool control are 
absolute ly necessary. I t  is important that  these procedures be 
fol lowed closely.  Loss of p o t e n t i a l l y  dangerous tools menaces 
the well being of the population and s t a f f ,  and also jeopardizes 
the cont inuat ion of the hobbycraft program. 

Pol icy Statement 7300.83A defines hobbycraft a r t i c l e s  and 
ar t  work. I t  out l ines methods of purchasing materials and d is -  
pos i t i on  of f in ished products. Al l  program managers and hobby- 
c ra f t  ins t ruc tors  should be thoroughly fam i l i a r  with the pro- 
v is ions  of th is  Pol icy Statement. 

@ ~ " ,L 

309.6 Inmate Involvement 

Leisure A c t i v i t i e s  should be emphasized and publ ic ized in 
appropriate ways. such as: a r t i c l es  in the inmate newspaper about 
sports or le isure a c t i v i t y  events, a le isure a c t i . , i t y  handbook [I o 
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distributed during orientation sessions to all newly admitted 
inmates, and official recognition of winning teams and out- 
standing players. Some institution, s promote leisure activit ies 
by sponsoring an Inmate of the Month Award. 

The Education Department staff member who conducts A&O in- 
terviews should explain the i n s t i t u t i o n ' s  le isure a c t i v i t y  pro- 
gram to new inmates. Z f for ts  should be made to determine the i r  
needs and specif ic  recommendations shou!d be made to the u n i t  
c lass i f i ca t ion  te~m. 

Maximum u t i l i z a t i o n  Should be made of inmate resources in 
le isure a c t i v i t y  programs sincr ,  in most cases, professional 
s t a f f  must spend a considerable portion of  the i r  time planning, 
organizing and providing the supervision n~cessary for  the various 
a c t i v i t i e s .  Frequently, ex'Jerienced inmates can be found to ~erve 
as coaches, umpires, refer'~es, and instructors .  Whenever there 
is insuf f i c ien t  experienced personnel avai lable  in the inmate 
population, the Leisure Ac t iv i t y  Coordinator may wish to i n i t i a t e  
a t ra in ing program. 

309.7 Staf f ing Patterns 

The following are recon~ended minimum sta f f ing  patterns for 
a l l  ins t i tu t ions  except Metropoli tan Correctional Centers and pr i -  
son camps: 

1 Leisure Activity Coordinator 

3 Leisure Activity Staff 
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310. SOCIAL EDUCATION 

310.1 Def ini t ion and Purpose 

Social Education is~ quite simply, learning to l ive  with 
oneself and others, and knowing how to cope with t h e s o c i a l  and 
economic conditions of the present day world. Practical exper- 
ience as well as many published studies indicate that l i ke  most 
people, many prisoners can benefit  f,-om programs designed to 
strengthen coping sk i l l s .  I t  seems ",ikely tha t ,  in some cases, 
the fa i lure  to develop a posit ive self- image and adequate social 
sk i l l s  may be a contributing factor  to i l l ega l  behavior. 

Because of this l ikel ihood and because of the strong opinion 
within the BOP that Social Education can contribute to posit ive 
l i f e  styles,  Policy Statement 7300.118 was issued. This Policy 
Statement sets standards and provides guidelines for the estab- 
lishment of social education programs. All ins t i tu t ions  which 
want to become involved are required by the Policy Statement to 
develop a social education action plan. These plans (along with 
a copy of an inst i tu t ional  policy statement concerning Social 
Education) are on f i l e  in the Education Services Section of the 
Central Off ice• Regional Off ices should also have a copy of 
the Social Education Action Plans and Policy Statements for each 
inst i tu t ion  in i ts region. 

Each inst i tu t ion has been provided with a copy of the Bureau's 
Social Education Handbook. This Handbook can be helpful to those 
who have the responsibi l i ty  to design and implement Social Edu- 
cation programs. 

Following are examples of how Social Education can be part 
of a l l  inst i tut ional  operations - how each department and a c t i -  
v i ty  can contribute to the total  social education experience. 

310.2 Role of Education Services in Social Education 

College level or other courses in marriage and the family,  
parenting, and human re lat ions can promote understanding of 
others. 

Consumer education, personal finance managen~nt, and drivers 
education courses along with others of a s imi la r  nature can con- 
t r ibute  to stronger socio--economic coping s k i l l s .  

I 
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310.3 Role of Leisure A c t i v i t i e s  in Social Education 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

S~,rvice clubs such as Toastmaster~ and Jaycees contrih:Jte 
to a i )osi [ ivc self-image by provid ing sp.eaking oppor tun i t ies  
for t he i r  members, by having members work together on club pre- 
jec ts ,  and by the i r  public service or iented a c t i v i t i e s  ( I t  
feels good to do something for  someone else).  Under proper 
d i rec t ion  cul tural  groups can cont r ibute not only to a pos i t i ve  
se l f  inage but to understanding people of d i f f e ren t  ethnic back- 
ground. Sports and otner a c t i v i t i e s  (such as bridge and chess) 
fos ter  competition and help to increase feel ings of se l f -wor th  
and teamwork. 

310.4 Ro.le of Psychology and Cha.~.jaincy Services in Social Education 

Group therapy, t ransact ional  analys is ,  Self Image Seminars, 
Guides to Better L iv ing,  Self  Improvement Groups, Yokefel!ows, 
Alcoholics Anonymous, Success Mot iva t ion ,  Therapeutic Co~nuni- 
t i e s .  Zen Meditat ion and a host of other a c t i v i t i e s  can fos ter  
understanding of se l f  and others. 

310.5 Staf f  Modelin~ 

Sta f f  as pos i t i ve  models, provide an e f f ec t i ve  way to teach 
Social s k i l l s  and al l  departments can cont r ibute to th is  process. 
Crew supervisors in indust ry ,  ,nechanical serv ices,  food service 
and throughout the i n s t i t u t i o n  can, by example, teach punctua- 
l i t y ,  good grooming, pride in workmanship, considerat ion of others,  
teamwork and many other desirable cha rac te r i s t i cs .  

There has been no attempt here to mention a l l  the a c t i v i t i e s  
that contr ibute to a well rounded Social Education program. Nor 
is there any in tent  to imply that  Social Education is for  inmates 
only. Since correct ional s t a f f  members are human, they too vary 
widely in the i r  self-concepts and a b i l i t y  to cope wi th the world 
around them. Sta f f  Training and Social Education Coordinators 
should schedule classes in image bu i ld ing ,  inter-personal  com- 
munications, transactional analysis and other courses designed 
to increase s t a f f  p ro f ic iency in Social Education s k i l l s .  Some 
programs can be designed for  both ~ ta f f  and inmate p a r t i c i p a t i o n  
and can foster  bet ter  understanding between the two groups. 

Each i n s t i t u t i o n  through the use of in -serv ice  t ra in ing  ses- 
sions and such other means as seem appropr iate,  should conduct 
on-going t ra in ing  in pos i t i ve  s t a f f  modeling. This should be a 
part of the i n s t i t u t i o n ' s  t r a i n i ng  program for new employees. 
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310.6 Role of Social Education Coordinator 

Policy Statement 7300.118 requires the Warden of each p a r t i -  
cipating inst i tu t ion to designate a Social Education Coordinator. 

Social Education within an ins t i tu t ion  is an interdepartmen- 
tal  concern; the Social Education Coordinator, therefore,  need 
not necessarily be an Education s ta f f  member° 

Although the duties of the Coordinator wi l l  be an adjunct to 
other duties, i t  is probably desirable to designate a Coordinator 
at the department head level. 

A department head should be able to bring to the job the 
author i ty ,  influence and status necessary to have an e f fec t ive  
Social Education program. Some inst i tu t ions  may want to establish 
a Social Education Con~ittee which consists of various departT~nt 
heads and the Warden or ~ssociate Warden. The Social Education 
Coordinator should be a ~mmittee member and should make periodic 
reports on the status of Social Education within the ins t i tu t ion .  
The Coordinator should bring new proposals and plans before the 
committee for administrat ive input, approval and support. 

The duties of the Coordinator wil~ involve interdepartmenta! 
l ia ison and extensive contact with members of the local community. 
Therefore, i t  is desirable that the person chosen for  this task 
be e f f i c i e n t ,  outgoing, l i kab le  and possess considerable verbal 
s k i l l s .  Above a l l ,  this person should be a f i~1 bel iever  in tile 
value of a comprehensive Social Education pregram. 

311 Pre-Release Preparation 

Pre-Release Training is a very v i ta l  area and should occupy 
a high pr io r i ty  in ins t i tu t iona l  progran~ning. Education Depart- 
ments should be act ive ly  involved in the t ra in ing.  

Policy Statement 7300.87 establishes the Bureau of Prison's 
pol icy in regard to pre-release programs. Under the provisions 
of the Policy Statement, Education Supervisors wi l l  be involved 
in pre-release programs. 

A good pre-release program plan wi l l  include instruct ion in 
managing personal finances, job search s k i l l s ,  consumer educa- 
t ion ,  and drivers education. 

Personal Finance Management may be a formal course offered 
under contract with a college or un ivers i ty ,  or i t  may be taught 
by a member of the Education Department s t a f f  u t i l i z i n g  resource 
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peop e such as bank o f f i c e r s ,  department s to re  c r e d i t  dePar t -  
meet managers, tax p repara t ion  s p e c i a l i s t s ,  accoun tan ts ,  e tc .  
Some major ob jec t i ves  o f  the course should be to teach inmates 
how to l i v e  w i t h i n  t h e i r  means, how to e s t a b l i s h  good c r e d i t  and 
how- to . ' j repare  federa l  inconle tax r e t u rns .  
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A s t a f f  i n s t r u c t o r  can be ass igned to teach a course in  job  
search s k i l l s .  Topics such as how to f i l l  out  an a p p l i c a t i o n  
form, how to w r i t e  a personal 6esume, good grooming, how to dress 
f o r  a job  i n t e r v i e w  and how to conduct onese l f  du r ing  an i n t e r -  
view should be covered as well as i n f o rma t i on  on where to look 
f o r  jobs and how to set  r e a l i s t i c  job e x p e c t a t i o n s .  Again,  o u t -  
s ide  resource people can and should be used. Resource persons 
cou ld  i nc lude  a p roba t ion  o f f i c e r ,  i n s t i t u t i o n  personnel  s t a f f ,  
personnel  s t a f f  from loca l  companies and State Employment O f f i c e  
Counselors .  

Consumer Educat ion is  another  phase o f  p r e - r e l e a s e  t r a i n i n g  
t h a t  can be assigned to a Q u a l i f i e d  s t a f f  member or  conducted by 
c o n t r a c t  personnel .  Representa t i ves  from Consumer o r g a n i z a t i o n s ,  
the loca l  Be t te r  Business Bureau o r  o the r  groups can be i n v i t e d  
to p a r t i c i p a t e .  A wide v a r i e t y  o f  audio v i s u a l  teac[ying a ids 
are a v a i l a b l e  in t h i s  area i n c l u d i n g  some e x c e l l e n t  programs on 
v ideo tape. The M iss i ss ipp i -Cambr idge  Consumer Educat ion Program 
c o n s i s t s  o f  a se r ies  o f  video tapes accompanied by workbooks. 
Th is  program seems e s p e c i a l l y  s u i t e d  f o r  s tudents  below the n i n t h  
or  ten th  grade educat iona l  l e v e l .  At a somewhat h i g h e r  educa t iona l  
l e ve l  and equa l l y  wel l  done, are the Maryland Center f o r  Pub l i c  
B roadcas t i ng ' s  Consumer Surv i va l  K i t s .  Th is  program c o n s i s t s  o f  
severa l  se r ies  o f  video tapes each accompanied by a workbook. 
Ser ies 100 o f  t h i s  program is a v a i l a b l e  on a loan bas is  to i n s t i -  
t u t i o n s  from the Bureau's M u l t i - M e d i a  Center in  Washington, D. C. 
Workbooks can be purchased from the Maryland Center f o r  Pub l i c  
Broadcas t ing .  

@ 

When p o s s i b l e ,  Dr i ve rs  Educat ion should  be a p a r t  o f  pre-  
re lease programming. In today 's  s o c i e t y  o f  long d i s t ance  com-.. 
mut ing and g e n e r a l l y  inadequate p u b l i c  t r a n s p o r t a t i o n ,  i t  i s  hard-  
l y  r e a l i s t i c  to expect re leasees to f i n d  and hold jobs i f  they .do  
not  possess a v a l i d  d r i v e r s  l i cense •  A lso ,  in  some cases, even 
the s l i g h t e s t  i n f r a c t i o n s  w i l l  j eopa rd i ze  an inmate 's  paro le •  
and people who have not d r i ven  in  severa l  years cannot be ex- 
pecte~ to know a l l  the ru les  o f  the road o r  to be s k i l l f u l  
d r i v e r s .  

A q u a l i f i e d  d r i v i n g  i n s t r u c t o r  should teach t h i s  phase o f  
p r e - r c l e a s e  t r a i n i n q .  Even in i n s t i t u t i n n s  wherc i t  i s  not 
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possible for inmates to gain pract ic~l  experience behind the 
wheel of a car, the classroom portion of dr iver 's  education 
should s t i l l  be taught. While text  books in drivers education 
are avai lable  from various publ ishers,  state drivers manuals 
can serve as a basic text .  In most states these can be obta in-  
ed • free from the State Department of Motor Vehicles or the H i g h -  
way Patrol .  Inmates wio reside in states other ~han the one 
where the ins t i tu t ion  is located may wish to wr~te the appropriate 
agency in the i r  home state for a copy of that s ta te 's  manual to 
supplement the i r  t ra in ing.  

A wide var iety  of audio visual aids are ava i lab le  and should 
be used in teaching drivers education. Frequently,  exce l lent  16mm 
fi lms which i l l u s t r a t e  the hazards of  bad dr iv ing or dr iv ing 
under the influence of drugs or a lcohol ,  can be obtained on a 
loan basis ( free of charge) from public l i b r a r i e s  or government 
agencies. 

312 Special Programs 

312.1 Art is t - in -Residence 

During f iscal  year 1976 the Bureau of Prisons, in coopera- 
t ion with the National Endownment for  the Arts~ establ ished visual 
a r t  p i l o t  projects in three federal i n s t i t u t ! o n s .  Thc number of  
projects was exFanded to f ive  in FY '77. 

In these p i io t  programs, professional a r t i s t s  are hired to 
conduct classes for inmates and to employ the i r  personal a r t i s t i c  
ta lents  in the ins t i tu t ion  environment. 

T~,e role of ~he a r t i s t s  in these programs ~s that  of a 
l e a d e r - f a c i l i t a t o r ,  rather than that of a conventional teacher.  
This s i tua t ion ,  plus the a r t i s t s  broad knowledge of visual media 
make i t  possible for students to help determine the d i rec t ion  of 
the i r  workshops. Classes can choose to explore photograph and 
f i lm  development while others may explore paint ing in water-  
colors and o i ls  or work in s i lkscreening or scu}pture. 

During f iscal  year 1977 Lompoc, Tal lahassee, Oxford, La Tuna, 
and Alderson par t ic ipated in Artist-in-Reside;~.ce programs. 

In 1978 El Reno, Lexington, Petersburg, Spr ingf ie ld  and 
Terminal Tsland wi l l  be the p i lot /demonstrat ion si tes for  these 
programs. The Terminal .~sland project  is a "performing ar ts"  
theater  workshop program. 
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Education Supervisors who are in teresLed in es tab l i sh ing  a r t  
programs s i m i l a r  to A r t i s t - i n -Res idence  pr~>jects should contact  
the Education Supervisor at one o f  the p a r , i c i p a t i n g  i n s t i t u t i o n s  
and/or  the corresponding Regional Educatio:~ Admin i s t ra to r .  Pro- 
grams beyond, those selec[ed for  p i l o t - demo~s t ra t i on  purposes must 
be funded out of general education funds ava i l ab le  to the i n s t i -  
t u t i o n .  

The Ar ts  provide a wide range of  o p p o r t u n i t i e s  for  the pro- 
duc t i ve  and p o s i t i v e  use of l e i su re  time and can, under special  
c i rcumstances, lead to job o p p o r t u n i t i e s .  Education Supervisors 
are urged to include these kinds of  programs at t h e i r  respect ive  
institutions. 

312.2 A r t i s t s - i n - P r i s o n  (Performin9 Arts_~ 

A p i l o t  program in the Performing A r t s ,  was conducted at 
FCl Terminal Is land during calendar years 1976 and 1977. This 
program was funded by the National Endownment f o r  the A r t s ,  the 
C a l i f o r n i a  Ar ts  Council and by the Bureau of  Pr isons.  The pro- 
j e c t  cons is ted of  a workshop, at  times i n v o l v i n g  up to s i x t y  in -  
mates, conducted by a n o n - p r o f i t  group o f  thea t re  p ro fess iona ls  
known as A r t i s t s  in Prison. Under the d i r e c t i o n  of two profes-  
s i ona l s ,  inmates at Terminal Is land wrote and performed two 
o r i g i n a l  plays "Conv ic t ions"  and "Jump S t r e e t " .  'No Place To 
Be Somebody" was also performed by workshop p a r t i c i p a n t s .  Cos- 
tumes and sets fo r  each of  the plays were designed and made by 
inmate members o f  the workshop. 

In 1978 th is  program became an "Ar t i s t - i n - -Res idence"  pro- 
gram. Both the A r t i s t s - i n -Res idence  and A r t i s t s - i n - P r i s o n  pro- 
j e c t s  appear to enhance the sense of  s e l f  worth and d i g n i t y  of  
p a r t i c i p a n t s  and con t r ibu te  to a more p o s i t i v e  i n s t i t u t i o n  c l i -  
mate. 

© 

312.3 V i s i t i n  9 Room Proqrams 

V i s i t i n g  rooms in federal pr isons are o f ten  l i m i t e d  in space 
and f a c i l i t i e s .  As a consequence, dur ing v i s i t i n g  hours, f a m i l i e s ,  
p a r t i c u l a r l y  those w i th  ch i l d ren ,  f ind  i t  d i f f i c u l t  to discuss 
fami l y  matters and to have meaningful v i s i t i n g  exper iences,  in 
an e f f o r t  to overcome some of  these problems, v i s i t i n g  room pro- 
grams have been developed and now operate in a t  l eas t  a h a l f - a -  
dozen federal p r isons .  I t  is  h igh ly  recommended tha t  s i m i l a r  
programs be i n i t i a t e d  in a l l  Bureau f a c i l i t i e s  where appropr ia te  
and f e a s i b l e .  The Ch i ld ren 's  Te lev i s i on  Workshop, (CTW) community 
educat ion se rv i ces ,  ass is ted in developing and i~;;pleL,entin§ 
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the f i r s t  v is i t ing room e f for ts .  Their' assistance wi l l  continue 
to be avai lable (under special circumstances) in the future.  

~n order to i n i t i a t e  a v is i t ing  room program a 9 by 12 foot 
workshop area, adjacent to the i n s t i t u t i o n ' s v i s i t i n g  room is 
necessary. In addition, the following minimum equipment and 
s t a f f  time are  required: 

MATERIALS (PERF~NENT) 

to$s, games, books, & etc. 
video tapes 
video tape recorded & monitor 
tables,  chairs, cabinets 
carpet,  curtains,  traverse rods & etc.  
outside playground equipment 

$ 500.00 
500.00 

2,000.00 
1,000.00 
1,000.00 
1,500.00 

MATERIALS (CONSUMABLE) 

one calendar year 1,000. O0 

STAFF 

@ Consultant - 25 hr. week @ $5.00/hr .  
one calendar year - 1300 hours 6,500.00 

$ 14,000.00 

During v is i t ing  hours, with the assistance of trained inmate/ 
chi ld development associates, children are taken to the chi ldren's 
workshop area and are involved in watching educational TV programs 
and part ic ipat ing in play a c t i v i t i e s  designed to provide learn-  
ing experiences. The inmate/child development associates may 
receive college credit  for the i r  par t ic ipat ion  in this program 
i f  appropriate arrangements are made with nearby community or 
jun ior  colleges. These arrangements should be made whenever 
possible since post-release employment opportunit ies or con- 
tinued educational experiences could resul t  from par t ic ipat ion  
in this program. 

Parents should be involved in the play and learning a c t i v i -  
t ies  wherever possible during a portion of the i r  v is i t ing  time. 
IT SHOULD BE KEPT IN MIND THAT THE PURPOSES OF THIS PROGRAM ARE 
TO PROVIDE THE VISITING CHILDREN WITH POSITIVE PLAY/LEARNING 
EXPERIENCES AND BOTH THE CHILDREN AND PARENTS WITH A GROWING 
AWARENESS OF THE POTENTIAL FOR STRONGER AND MORE POSITIVE FAMILY 
RELATIONSHIPS. 

© 
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I f  a c o r r e c t i o n a l  e d u c a t i o n  m a n a g e r  i s  g i v i n g  s e r i o u s  c o n -  • "- . .  
• _ s i d e r a t i o n  to  t h e  i n t r o d u c t i o n  o f  a v i s i t i n g  room p r o g r a m ,  a 

:-,,~~ . v i s i t  should be arranged to an i n s t i t u t i o n  which a l ready  has an 
;":~ ' on-go ing program.. Fu r the r ,  con tac t  should be made w i th  the edu- 
:~i.,~ c a t i o n  s u p e r v i s o r  a t  t h e  v i s i t e d  i ~ s t i t u t i o n ,  f o r  i n f o r m a t i o n  and  
.~:~ ass i s tance .  V i s i t i n g  room programs are now opera t ing  a t :  

• :':.-.~i~ I .  FCI Butner 

• . ~ 2. FCI Lompoc 

"~ 3. FCI F o r t  Wor th  

-.:~ 4, FCI Seagov i l l e  
• ~:" 4 

T 

~ :.= 5. New York C i t y  - MCC 

-. ~ FCI Englewood and Terminal Is land are p lann ing  to i n i t i a t e  
->- v i s i t i n g  programs in the near f u t u r e .  

• ~ Var ious brochures and r e l a t e d  m a t e r i a l s  can be ob ta ined  from 
' the educat ion superv i so rs  at these i n s t i t u t i o n s .  A f i l m  "Sesame 

~-~ S t r e e t  Goes to P r i s o n " ,  is  a v a i l a b l e  from the Bureau 's  Media Cen- 
."!! t e r .  I t  can be used to o r i e n t  s t a f f  to t h i s  program concept.  I f  
' ~ CTW help is  des i red ,  contact  the app rop r i a t e  Regional Educat ion 
,.;~ A d m i n i s t r a t o r .  
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APPENDIX I 

COURSE OFFERINGS 
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INSTITUTION 

Alderson 

A1 lenwood 

Ashland 

9~ 

SOCIAL EDUCATIO~ 

career Development Center 
S.E.L.F. (Self Evaluation 

for Life Fulfillment) 
Pre-Release 

Ftlm Series 

Social ]~plication- 
Basic Social Communications 

.OCCUPAT IO~AL EI~CATION 

Certified Medical Lab Tech 
Accounting 
Business Machines 
Drafting 
Fll inj  

Economics 
I{'_-ypunch 
liedtc~l C]~rlca] Training 
liedicai Lab Aide 
National Cash Register Training 
Office Practice 
Shorthand 
Typing 

Auto Kechantcs 
Carpentry 
Drafting 
Electricity 
Electronics 
Rasonry 
Radio & "iV Repair 
Refrigeration & Air Conditioning 
Welding 

Welding 
AutoBody Fender & Repair 
Drafting I 
Drafting ! I  
Architectural Drafting 
Engt~rtng Draf t ing.  

400.1 

APPRENTICESHIP 

Bricklaying 
Carpentry 
Electrical 
P l~ Ing  
Painting 
Cabinet P~ktng 
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l~lln~l~ 

Ashland (~nt) 

• Atlan~ 

Burner 

~nbury 

SOC Lea. E~.~'.AT I O~ 

Book Otsc~Jssion Groups 
Guides For Better Living 
Hu~nittes Groups 
Progra~ of Progress 
Transactional Analysis 

Arabic 
Yoga 

Transactiorusl Analysls 
Leadership Classes 
Yoga 

OCCUPAT IO.~AI_ EDUCATIO,~ 

Manufacturing Drafting 
Pdnting 
Photography 
Journal i s~ 
Electricity 
Electronics 

. Audio Visual 
Accounting 
Office Filing 
Typing I & II 

A11~nt & Brakes : 
Auto Air ~nditioning:& Refrlg~ration 
Masonry 
Office Machine Repair 
Small Engine Repair 
Welding 

Heating & Air Conditioning 
Optical Mechanics Prooram 

011 Burner Repair 
Radio & TV Repair 
S~11 Engine Repair 
Clerical Typing 
Welding 
Professional Truckers 
O~fset PrJntlng 

9, 

APPRD~ICESHIP 

AirConditioning 
&.Refrigeration 

Steam Fitting 
Drafting 
Auto Hechantcs 
I~achinist 
Dental Technician , 
Baker 
Cooking 
Powerhouse Operator 
Auto Body Repair 

9F, 
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SOCIAL E17,T~T I ~1 

A~rlcan Institute of Discussion 
E ~ p l o ~  Relations 
Groomng 

. Release Readiness 

Englewood Street Law 
Transactior~1 Analysis 
Va1~s Clarif ication 
Yoga 
Pre-Release 
Admission & Orientation 
Human Potential Seuinar 

Ft. Worth Real it), Tr~rapy 
Change Agent 
Femnine Oevelo~x~nt 
Transactional Analysts 
Guides for Better Living 
Mood Control 
Peer Control 

i 

I 

OCCUPATI~ EI~JCATIO)( 

Auto Shop 
B1ueprlnt Reading 
Drafting 
Food Senice _ 
I~Ichir~ Shop 
Welding 
Keat Cutting & Processing 
Carpentry 
Electrical 
:Plu~ing 
Barbering 
Machine Tool & Die 
P~r Plant ~eration 

Auto Body Repair 
Auto.~ottve .~echanfc$ 
Transmission Repair 
Building Construction 
Vocational Welding 
Vocational B~ine~s 
lCulti l~edia Production 
lelevlslcn C~,-~ra~n 
P~-Voc~tl~al Training 

Keypunch Preparatory 
Welding 
Typing 
Secretarial II 
Industrial Video 
CB Repair 
Career Guidance 

0 

400.3 

APPRE,~FTICESHIP 
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INSTITUTIO~ SOCIAL E{~JCATION 

Ft. Worth (Cont) Achlev~t Motlvati~ Program 
Gestalt Therapy 

La Tuna Job Seeking Skills 
Job Retention Skills 
P~Itf~Motlvati~ 
Guides to eetter Living 
Life coping Skills 

Leavenworth 

9~ 

OCCUPATIONAL EI~'. '.CAT I 0,'1 

Blueprint Reading 
Child Development 
JLvto Mechanics 
Hu~n Resource Aide 
Hair Styling 
Shorthand 
8eckI~-eplng 
Electricity 
Painting 
Carpentry 
Flu=blng 
Refrigeration & Air Conditioning 

Building & Maintenance Repair 
Auto Mechanics 
Air Conditioning & Refrigeration 
Welding 
Masonry 
Dairy Production 
Art l  flcial Insemination 
Constr~ti~ Esti~tin9 
Pilot Oround School 
Typing 
Blueprint Reading 

Drafting 
Farm Machinery Repair 
Carpentry 
Painters & Drywall Finishers 
Graphlc A~s 
Cc~puter Pr'ogra:~crl ng 
Refrigeration & Air Conditioning 

APPRE,~TICESHIP 

Carpentry 
Painters & Dry- 

wall Finishers 
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IHSTITUTIO.~ 

t erlsburg 

Lexington ' 

lOC 

SOCIAL EOUCATIO~ 

Communication Sktlls 
Arabic 
Jaycees 
S~a11 Bustqess Machine 
t~CP 
Toastmasters 

P~-Release 

Body Language. 
Changing Roles tn Today's 

Society 
Child l~velopment 
Feminine Self I)e~elop~ent 
Human Relations Lab 
Marriage and F~ily 
Music Theory 
Career Development 
Planned Parenthood 
Psycho Drama 
RAP (Real Attitude Potential) 
RST (Rattor~i BehaviOr Training) 
ResI~nslbli Ity 
Self Awareness 
Stngle Parent 
TOPS (Take O f f  Pounds Sensibly) 
Transactional Analysts 
Worsen at Work 

~PATIO~(,~J. E)JCATIOH 

~ating & Air Conditioning 
~11 Engine Repair 
Carpet Laying 
Dental Technology 
Food Service Manag~ent 
Building & C~nstr~ctlc~ 
~tlr~ti~ 

Elect~ntcs & P~,~er Technolo~ 

Atr Conditioning & Refrigeration 
~anlcs 

- Ba~r 
Bl~nt Readi~/Draftlng 
Bricklayer 
Cabinet l~aker 
Carpenter 
Ce~nt Fints.~r 
Cook 
Oental Assistant 
Oental Lab Te'_hntctan 
Ora~ry ~nu facture 
Electrician 
Flortstry 
Hospital Attendant 
Meatc~tttn~ 
Painter 

Sheet ~tal ~;o~er 
X-~y Technician 

~PRE~ICESHIP 

Baking 
C~ktng 
Electronics Equip. 

Mechanic 
£ngireering Draft- 
ing 

M-~hinist 
Sewing ~chlne 

Rep a I r 
Tool & Die Making 

) 
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  ZTUTZ .  
Loq~c 

Montgomery 

McNell Island 

• • Miami 

10: 

SOCIAL E{~JCATIO~ 

Re~tivation Seminar 
Suld~s to ~e_tter Living 
Positive V~ntal Attitude 

Coping in the l~orld of Work 

Pacif ic Institute S~Inar 
Pacific Institute Follow-up 
Pacif ic Ins t i tu te  Video Tape 

Courses 
Self I~4~rove~ent Group 
Pre-Release Program 
Dynamics of Persia1 Motivation 
Street Law 
Dollars and Sense 
Legal Research 

Values Analysts 
Latin A~erican Studies 
Conversational Spanish 
Mass C~Ic~tl~ 
Consumer Survival Skills 
Pre- Release 

OCCUPATI O)4AL EDUCATIO)( 

Auto Mechanics 
Barbering 
Electronics 
Machine Shop 
Neat Processing . . . . . . . .  
Refr igeration/Air conditioning 
~ a l l  Engine Repair 
Welding 

Refrigeration & Air Conditioning 
Trade Theory 
Welding 
Accounting 
Typing 
Shorthand 

E1ectronlcs 
Welding 
S~11 Engine Repair 
Business Cluster 
Barbering 

APPR~(TI CESHIP 

Cooking 
Baking 
Machinists 

Cabinet ~ak!ng 
Radio - TV 
DteseI Mechanic 
Painter 
Steam~*i tter 

ACCOunti ng 
Blueprint Reading 
Bookkeeping 
Building Construction . 
Business Machines 
B i ss Ma--g nt 103 ) 

) 
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INSTITUTION 

Mia~ (c.~t) 

Milan 

SOCIAL EI)JCATIO~I " 

Personal Oevelopment 
Business Legal Research 
• Spanish Language 
Vocational Counseling 
Alcohol A~areness 

OC-CUPATIO~L EDUCATION 

Business Education 
Career Development & Guidance 
Cer~tcs 
Co~puter Logic . . . .  
Construction Estimating 
Drafting 
Elec~r| ctty 
Electronics 
Ftltng 
Keyptmch 
l~ot~rcycle Mechanic 
Photography 
Pilot Ground School 
Pr~ocati~al training 
~frl~ratlo~ & Air Cmnditlo,~ing 

~APPRENTICESHIP 

t -  

S~11 Engine Repair 
Typing 
¥~ldtng 

Ilasonry 
Carpentry 
Electricity 
P l~ tng  & Heating 
Welding 
Machine Shop 
Spray Painting 
Industrial Maintenance 
general l~mc~nics 
Auto Body 
Lawn & Garden Equipment 
Electronic Tune-up 
Brakes 

Carpentry 
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INSTITUTIO~ 

l¢ilan (Cont) 

V, organto~ 

10,, 

SOCIAL ED~JT.ATI OH 

@~eri can Values 
Interpersonal Co~nunl cation 
Family Relationships _ 

Human Sepal Ity 
Race & Ethnic Relations 
Media & Ihnopaganda 
Street Law 
~onsu~r Education 
Release Readiness 
Occupational Career Awareness 
The Autc~obile 
I ~ l e / F e ~ l e  Identity 
Hm-.an Relati~ 
Pr/vacy 
Contemporary Issues 
Xntrod~:ctlo~ to Psychology 
Abnormal Psychology 
First Ald 
Defensive D r i v i ng  
Business Writing 
l~oral Choices 
The Future o f  Man 
Nurses Aide 

_OCCUPATIO~At EE"JCAT I 0,~ 

Auto A|r Conditloning 
Front End Allgn~nt 
Service Station Management 

. . . . . . . . . . . . . . . .  -Cook lng  ._ - . . . . . . . .  
Baking 
l~atcutting 
C o ~ u t e r  P rog ra~ ing  

Electricity/Electroni cs 
Graphic Arts 
Auto Mechanics 
Welding 
Drafting 

• ICetals 
Construction 
Typing 

~PRENTICESHIP 
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INST]TUTIO~ 

Petersburg 

Oxford 

Pleasanton 

Sa fford 

SOCIAl. EDUCATI ON 

Drivers Education 
Counseling 
Pre-I~iease 
Black History 
l(umlc Appreciation • 
Soctal Education Enrich~ent 

Pregra~ 
Simulation Life Lab 

Human Relations 
World of Work 
V~xtcan Culture 
Chicano Culture. 
lndianCulture 
Black Culture 
Work Release 
Prep Course 
Surviving Col'lege and Tra(fe 

Schoo| 
Pre-Release 

_OCCUPATIO.XAL EBJCATIO~ 

Auto Body Repair 
k~to l~chanic~ 
Air Conditioning & Refri~eratlon 
Barbering 
B~Iness ~nage~ent 
l(achlne Shop 
Masonry 
~elding 

S~ill Engine Repair 
Welding 
@~toV~chanlcs 
Drafting 

Business Skills 
C~'~antcattons Media 
6raphtcs 
6rocery CP.~cictng 
Eetatl Sales & l~.rchandtztng 
Key Punch- 

_ ~_ PPRENTICESHIP k 

Alcohol i ts Anonymous 
Inmate Activity Group 
Prc-relea:e 
Dynamics of ;_~vl. Control 
D~mamtc$ of Person=l Motivation lOS I ~' 
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ll~Tr ITUTI(~'i 

Sandstone 

San- Diego 

Springfield 

SOCIAL EDUCATIO~I 

Transactional Analysis 
Hurt.an Resources Development 
Modules .in: Aggression 

Valuing 
Interpersonal 

Relations 
Marriage Enr ich~ t  
EnvironS1 Ethic 
Black Studies 
Spanish Studies 
Indian Studies 

New Start (Drug Counseling) 
Project Jove (Pre-Release) 
Teen Challenge (C~Jn i t y  Based 

- Drug Counseling) 
World of Work 
Women's Literature Seminar 
Releasee Aid Program 

OCCUPAT I O?(At EDUCATIO~ 

Building Trades 
Welding 
I)rafting 
Auto Mechanics 
Farketing 

Hospital Attendant 
Medical Lab Technician 
Operating Roo~ Technician 
X-ray Technician 
S~a11 Engine Repair 
@~T~o ~ycl e Mechanic 

~P~IESHIP 

Cc~ok 
Baker 
Mmatcutter 
Prosthetic A.~- 

p] i~.ce 

I I~  11~: 

~L , 

O 

I. 

) 

I 

0 
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iNStZTUtZO,,, 

Ten~inal Island 
(cont) 

Texarkana 

SOCBI E~.CATIO~I 

Mexican A;~ric~n Studies 
Black Studies 
Indian Studies 
Creative Writing 
S~i~r for 
Yoga 

Career Information Syst~ 
Pre-Release Progra~ 
Jaycees 
Gavel Club 
Group Latina 
Black Awareness 
Careers Inc. 
Alcohol iCS Ancny=ous 
• Parrlageand F~-'-~i l y  
Transactior~l L~ lysts  
World of Work 

. . . .  ° . 

OCCUPATIO~ EDUCAT I~  

l{ey Punch 
Brick Masonry 
Machlr~ Shop 

Auto P~chanics 
Air Conditioning & P~frlgeratio.1 
S~all Engine Repair 
Welding 
Pilot Ground School 
B1~prlnt Reading 
Printing 
Drafting 
Occupatlonal Math 
Basic Electr ici ty 
Ccc~untcatton Sktlls 
l~Ic~l Technician 

I' 
i- 

0 i 

400.11 

APPRD,fIC~SHIP 

llJ i 

L 



I I  . . . .  i . . . . . . .  

e 

) 

0 0 

) 

i 

l 

0 

t 

II~'TITUT ION 

Terre Haute 

Tallahassee 

SOCIAL E~JCATIO?i 

Guides fnr Bett~rLivl~ 
Positive H~tal Attitu~ 
~lf I~ge ~nar 
A~atlo~ Ground School 
Personal & Business In~ 

Taxes 

Plu=binq 

I~ental Attitudes 
Career OeveloF,-~nt 
Creative Writing 
Art & Psychology 

OCOb?AT lO~J_ E~C~T i0~ 

gelding 
Drafttng 
Blueprint Reading 
Cooking 
Baking 
reatcutting 
/~ointenan, ce Electricity 
Industrial Electricity 
Air Conditioning, Heating & 

Refrigeration 
P l ~ t n g  
Patnttng 
P~chtne Shop 

-Farm ~chtn~ry Repair- 
5-~11 Engine Repair 
Business Education 

ButIdtng Maintenance 
Electronics 
Food Servtce 
T~y;ing 
Eusiness Vanage~ent 
Pre*vocettonal Tratntng 
Auto Body ~alr~n 
Auto Her.Jmnt cs 
Machine Shop 
l~ascnry 
~elding 

Teminal Island Human Relations Oraftinq 
~ , ~  6onsumer Education Welding 

(~0.1Z 

APpRC,'~'T I CESH{ p 

Alr Conditioning 
PI~Ing 
l~achlne Shop 
.Paintlng 
14aintenanc~ 

Electr ici ty 
]n~'ustrlal 

Electricity 
Cabtnet Maklng 
Cooktng 
Baking 
P~atcutting 
Sheet M~tal 
Heating & 

Refr/geratlc~ 

I I  

) 
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- -INSTITUTIO.1 SOCIAL EOUCATION 

Terre Haute 

Tallahassee 

Temlnal Island 

Guides for Better living 
Posltl~V~ntal Attitudes 
Self I~ge S~inar 
Aviation Ground School 
Personal & Business Inc~Tax~ 

Mental Attitudes 
Career Oevelop~nt 
Creative Writing 
Art & Psychology 

Hun~n Relations 
Consumer Education 

~CUPAT_IO~IAL EDUCATION 

Welding 
Drafting 
Blueprint Reading 
Cooking 
Baking 
Meatc~ting 
Maintenance Electricity 

k ndustrial Ele:trtctty 
i[loC~nndittonir, t ,  Heating &Refrlgera- 

~ l~Ina a~nt~ng 
Machine Shop 
FamMachtnery Repair 
S~aT1 Engine Reoair 
Business Education 

Butlding Valntenance 
Electronics 
Food Service 
Typing 
Business /~nagement 
Pre-vocattonal Training 
Auto Body Repairman 
Auto Mechanics 
Machine Shop 
Masonr~ 
%~elding 
g~odworking 

Drafting 
gel di ng 

0 

© 

~ 0 . 1 3  

~PRE)fTICESHIP 

Air Conditioning 
Plu,~ing 
Machine hop 
7alnting 
Yaintcnance 

E l e c t r i c i t y  
Industrial 

Electricity 
Cablnot Hiking 
Cooking 
Baking . 
~atcuttlng- 
Sheet Hetal 
Heating & 

Refrioerat%n 
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APPENDIX II 

@ 
This Appendix l is ts ,  by inst i tut ion, all federal civi l  

service education and leisure act ivi ty staff employed in the 

Federal P~'ison System. 
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© 
CENTRAL OFFICE 

POS!'FION 

Education Administrator 
Asst. Education Administrator 
Education Specia l is t  
Education Specia l ist  
Administrative Aide 
Administrative Aide 

NAME 

McCOLLUM, Sylvia G. 
JOHNSON, Shelvy E. 
NIX, Jimmie 
EARLEY, Ed 
MILLS, Wanda A. 
STOKES, Linda J. 

® 

© 
1!,-9 
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" / . ~  REGIONAL EDUC~T!ON STAFF 

, ~;'-. ~ 

" - . ~ , X ,  L 

• - . ~ / - ' , ;  ~ 

I ~  "~. ~!~ 

. . . . .  ~ ~ 

1~"  ' 7- . . , 

g" ! - ;~  

• -. ~ , ,  .~ 

" " " -P- i  " : !  

~U 
- , i~i 

L • . 

SOUTH CENTRAL REGION 

Education Administrator,  Richard E. Cassell 

SOUTHEAST REGION 

Education Administrator ,  Arthur R El lard 

NORTHEAST REGION 

Education Administrator ,  Dale W. Clark 

NORTH CENTRAL REGION 

Education Administrator ,  Margaret C. Hambrick 

WESTERN REGION 

Education Administrator ,  Dana G. Stra ight  
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/ AL.DERSON 

POSITION NAME 

Supervisor of Education ~ - 
Asst. Supervisor of Education 
Program Analyst 
Education Specialist 
Educatio~ Technician 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Ins~,'uctor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive EG. 
Leisure Activity Specialist 
Leisure Activity Assistant 

CREECH, Ruth C. 
SALISBURY, Joe 
GIVE~S, Marguerite 
TENNY, Donna 
McCORMICK, Nancy 
Vacant 
G~INN, 3obbie 
JOHNSON, Betty 
McNUTT, Joseph 
TAYLOR, Cleopatra 
CHEMSAK, Michael 
FARMER, Robert M. 
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ALL E NWOOD 

500.4 

POSITION 

Supervisor of-Education 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Leisure Act iv i ty  Special ist 

NAME 

LANGDON, No.fan 
SEARER; Boyd 
GREGORY, Louis 
HOWARD, John 

I • ~. ':~-,~,:~. ~ ,~ ? -~:%~,! ~- ~:_- ~-~,~,:.~ .... ,~-~:~:,:i~ .... ~:;,~ ~:~>~, ~i~ I !"~i 
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POS I T ION 

Supervis'or of Education 
Asst. Supervisor of Fducation 
Seci~etary 
Ins t ruc tor ,  Supportive Ed. 
Ins t ruc tor ,  Supportive Ed. 
Insc.ructor, Supportive Ed. 
Inst.ructor,  Supportive Ed. 
Inszructor ,  Supportive Ed. 
Leisure A c t i v i t y  Coordinato. ~ 
Leisure A c t i v i t y  Spec ia l is t  
Ins t ruc tor ,  Occupational Ed. 
Ins t ruc tor ,  Occupational E.i. 
I ns t ruc to r ,  Occupational Ed. 
I ns t ruc to r ,  Occupational Ed. 
l l ls t ructor ,  Occupational Ed. 
Ins t ruc tor ,  Occupational Ed. 
Ins t ruc tor ,  Occupational Ed. 
Recreation Spec ia l is t  
Ins t ruc tor ,  Supportive Ed. 
Ins t ruc tor :  Occupational Ed. 
Ins t ruc to r ,  Occupational Ed. 
Ins t ruc tor ,  Occupational Ed. 
Ins t ruc tor ,  Occupational Ed. 

ASHLAND 

NAME 

SAMMONS, J. T. 
BRITTON, Wi l l iam R .  
LONG, Llewl lyn 
SHATTLES, David A. 
Vacant 
COMET, Ralph 
HARI~iS, Mary 
DICKENS, Fred A. 
TUBBS, Isa~a:~ 
BEAR~ P h i l l i p  
SLIPPER, Frederick 
CARMAN, Charl( , 
PIERCE, Lester  
Vacant 
BRELSFORD, Neil  
PETTIT, Ronald 
CHESSER, Donald 
DOBE, Daniel 
VANOVER, James 
Vacant 
BRALEY, Richard 
Vacant 
Vacant 

~ J L  
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ATLANTA 

POSITION 

Supervisor of Education 
Asst.. Supervisor r f  Education 
Administrative Assistant 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instruclor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Occu 
Instructor, Occu 
instructor, Occu 
Instructor, Occu 
Instruc;or, Occu 
Instructor, Occu 
Instructor, Occu 

Dational Ed. 
)ational Ed. 
)ationai Ed. 
)ational Ed. 
)ational Ed. 
)ational Ed. 
)ational Ed. 

Leisure Act iv i ty  Coordinator 
Leisure Ac t i v i t y  Specialist 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 

500.6 

NAM~ 

PORTERFIELD, Donald G. 
STRONG, William C. 
STATON, Charles R. 
GEBARA, Edward W. 
G~AF, George E. 
JOHNSON, Nathan Jr. 
SMITH, Eddie L. 
TODD, Robert L. 
POUNDS, Jerry E. 
CANUTESON, Rolla:~d E° 
CLARK, Eugene E. 
EVANS, Robert H. 
JOHNSON, Frank Jr. 
BECK, Paul R. 
NUNNELLY, Tom W. 
SMITH, Fred 
DUNN, Edward L. 
ELSWICK, Ervin C. 
KNIGHT, Euros J. 
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® " f i e  BU, I', ~'R 

POSITION 

Supervisor of Education 
Education/Training Coordinator 
Education Technician 
Spec. Prog. Coordinator 
Leisure Act iv i ty  Special ist  
Leisure Act iv i ty  Special ist  

t 

I 

• . . i  . . . . . . .  

5o0.7 

NAME 

SEYLER, David A. 
DRIVER, Gary 
GILCHRIST, Barbara 
ADIR, Frank 
HARLESS, Richard A. 
SWANSON: qonald J. 

0 

0 
12 , 

- ",+ : • 1  " ' .  . . . .  • ~  : : ~ + + . -  " . • : + . -  +1 ,  / + , r ' , L . , . + - - ' + +  " ~ +  : + + '  / . ' '  " "+': " / + : ' ~  

E - .  - +' . . . .  1 ~ . , ~ .  , , ~ .  ,. . . . . . . . . . . . . . . . . . .  I F  ~ . . . .  • ~ , .  . . . . .  . . . . . . .  , . . . . .  ~ . . . . . . . . . . . . . . . . . .  =~. ~ . ~  

_ . ++1~  . . . . .  



. / ; ' l  

0 

. / /  

J 

O •/ 

/ 

/ 

/ 

,/i' 
.,/ 

= . 

i' 
i / 

/ 
/ 

POSITION 

C H I C A G O  

Supervisor of Education Katherine 

N A M E  

H O G A N ,  

500.8 
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DANB~RY 

500.9 
. . ' , . . . . . . . . . . . . . .  

POSTTION~, .- 

Supervisor of Education 
Asst. Supervisor of Education 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instrt .ctor, Occupational Ed. 
Instructor,  Occupationa] Ed. 
Instructor ,  Occupatio:lal Ed. 
Leisure Ac t i v i t y  Specialist 
Leisure Ac t i v i t y  Specialist 

,~AM,- 

WEIGLER, Richard .J. 
PAQUET~ E, Paul 
ARAYA, M~ ry 
BOGDAN, Greg 
LIBBY, Delwin 
MAHON, james 
ORTiZ, Frank 
COHEN, Charles 
RARDIN, Richard 
ROTUNDA, Frank 
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Supervisor of Education 
Instructor-, Supportive Ed. 
Leisure Activity Specialist 

EGLIN 
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NAME 

STEWART, Roberta 
APPLEGATE, Ralph 
MEANS, Jim 
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THIS DOCUItEPtT h~s I~en p;inted e~actly as r~c~iw¢l from th~ 
l~rson or organization originatin{t it. Points o~ view o~ opinions 
stated do not necessarilv represent offici@l f~Iation~l Onsti~ut~ o; 
Education position or policy. 

Prepared by ERIC Document Reproduction Service 
Operated by 

The qual i ty of  this document ~curatelv r ~ r ~ n t s  th~ c;uslity o~ = th? origin@l 
document f rom which it was reproduced. 
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ENGLEWOOD @ 

POSITION 

SuTmrvisor of Education 
A s s t .  Supervisor of Education 
Ac~in is t rat ive Assistant 
ADP Clerk 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instr~;ctor> 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 

Supportive Ed. 
Supportive Ed. 
Supportive Ed. 
Supportive Ed. 
Supportive Ed, 
Supportive Ed. 
Supportive Ed. 
Supportive Ed. 
Occupational Ed. 
Occupational Ed. 
Occupational Ed, 
Occupational Ed, 
Occupational Ed. 
Occupational Ed. 

Instructor, Occupational Ed. 
Leisure Activity Coordinator 
Leisure Activity Specialist 

NAME 

WALLACE, Jimmie 
NYSTROM, Karl 
DOLLAHITE, Dorothy 
ROBERI'SON, Mary 
DAVIS, Ware 
BERKELEY, Ch4rles 
RUSHKIN, Theodore 
GANS, Har (gene 
TVETEN, Edward 
GECLOVET, Fred 
HAVERTH, Donald 
EPPS, C l i f f o rd  
DEVORE, Harold 
BECKER, M a r g a r e t  

S T O R S ~ ,  Edward 
WILLIAMS, John 
FAI RBANKS, Earl 
A D A M S ,  James 
MILSTEAD, Donovan 
DEWIG, Hugh 
WOBBROCK, Thomas 

lJO iJ~_, ! 

AC@% ISlTt©N  
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0 
FORT WORTH 

POSITION 

Supervisor o f  Education 
Ins t rucLor ,  Support ive Ed. 
I n s t r u c t o r ,  Support ive Ed. 
I n s t r u c t o r ,  Support ive Ed. 
l :~s t ruc tor ,  Support ive Ed. 
I n s t r u c t o r ,  Support ive Ed. 
I n s t r u c t o r ,  Support ive Ed. 
I n s t r u c t o r ,  Support ive Ed. 
I n s t r u c t o r ,  Suppo~t iveEd.  
I n s t r u c t o r ,  Support ive Ed. 
Adm in i s t r a t i ve  Ass is tan t  
I n s t r u c t o r ,  Occupational Ed. 
I n s t r u c t o r ,  Occupational Ed. 
Le isure A c t i v i t y  
Le isure A c t i v i t y  

..... J 

500.!3 

NAME 

CLARK, Robert 
CARSWELL, John 
CASEY, Joe 
COLLEY, E l la  
JARVIS,'John ~ 
McVICKER, W. C. 
WHITAKER, David 
CAGGINS, E l l i o t t  
MOLINA, S i x to  
LEVELS, Maxine 
HOLTON, Nancy 

'KILLION, Jack 
TACHECO, Hemrico 
ADAMS, Clarence 
KORWIN, Denis 
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POSITION 

LA TUNA 

- NAME 

Supervisor of Education 
~ducation Specialist 
Instructor, Occupational Ed. 
Education Specialist. 
Instructor, Occupational Ed. 
Education Specialist 
Education Specialist 
Administrative Assistant 
Leisure Activity 
Leisure Activity 

DINGESS, Leslie 
BLEDSOE, Don 
F!OL, Henry 
MORA, OsCar 
MYLLO, Carl 
RQDRIQUEZ, Eden 
MACIAS, Robert 
SILVA, Leon 
CAMPBELL, JOhn. 
HIC~N,  Charles 

@ 

@ 
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~, --: ;;~i 500.15 

: ~;:~ 0 LEAVENWORTH 
" 

}':i Supervisor of Education MOORE, Lonnie 
,i:::.~.~ Asst. Supervisor of Education HUFF, Charles 
~..i-~:_. I n s t r u c t o r ,  S u p p o r t i v e  Ed. McKAY,  J .  W. 
~LT.<:~': Instructor, Supportive Ed. SPENCER, J. F. 
~,:T-~;:~...:.:.._: Instructor, Supportive Ed. SPRINGNETHER, j .  
.... C Instructor, Supportive Ed. SHOUSE, J. R. 
,~,:~i-..i" Instructor, Supportive Ed. MEYER, K. G 
f: ..--,.#~ E.-~;~ Instructor, Occupational Ed. FOWLER, John 

~, Instructor, Occupational Ed. BEALL, M. W. 
r ,~: !  Instructor, Occupational Ed. SCHMITT Thomas 
:~_-..:.< Leisure Activity Coordinator NELMS, A1 
. . . .  • .,:,~; Leisure Activity Specialist EVANS, S. J. 
. . . .  ~ Leisure Activity Specia l i s t  VINCENT, D. P. 
~,:.':~.:~ Leisure Activity Specialist SMITH, L 

i', ~ -  , :2 L 

[;i "/L~"~ 
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POSITION 

500.16 

LEWISBURG Q 

NAME 

Supervisor of Education 
Asst. Supervisor of Education 
Education Speclalist 
Education Specialist 
Instructors Supportive Ed. 
Administrative Librarian 
Education Specialist 
Education Specialist 
Education Specialist 
Education Specialist 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Leisure Activity Coordinator 
Leisure Activity Specialist 
Leisure Activity Specialist 
Instructor, Leisure Activity 

NAVE, Cecil 
TOEVS, Harold 
YOUNGMAN, James 
MECKLEY, Robert 
LEVINE, Sidney 
EVERITT, Jeffrey 
SH/~FFER, Charles 
SWISHER, Jack 
SCHOBERT, Fred. 
SPEACHT, Richard 
MAHAN, Richard 
BOTTIGER, Gerald 
SHRIVER, Fred 
ZUCH, Robert 
FLECK, John 
WEST, Robert 
BUFFONE, John 
Reynolds, Jerry 

0 

! 3.I 0 
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....... ~:. i LEXINGTON 

~.: %;, 7.,~ 
:' .:" " : :~  POS I T I ON NAME 
";~ ~:.~. i~;7~ . . . . . . . . .  
7:7.: ;%~ 
.~i..~i.:)4 Superv iso~  o f  Educa t i on  McCOLLOUGH, d a n i c e  
:~>:~,;~ As',~t. Supervisor of Education COPELAND, James B. 

i Education Specialist HEANEY, Bill 
7'~"~::;~.>'~ " E d u c a t i o n  S p e c i a l i s t  JEFFERSON, K a t i e  
!"S;.:~: / .Education Specialist DOYLE, John 

~" Education Specialist , ~: ~;].~:'!':~:! KNIGHT Suzanne 
~. ~,~.-:~.~.~ Education Spec ia l /s t  REICHERT, Don 
~li;{~:-~ Instructor, Supportive Ed. REYNOLDS, Verla 

Leisure Activity Coordinator IVANCHIC, Nick 
} Leisure Activity Specialist MARTIN, Curtis 

+ 3 ~" =',"~ L' 

l::;T .73"+. ; ~1.91 
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, , .  ..... POSITION 

Supervisor- of Education 
'%~-~~.~ Asst. Supervisor of Zducation 
;i i.i'-i:i:i~ Leisure Act iv i ty  Coordinator 

Instructor,  Occupational Ed. 
Instru, tor, St.,pportive Ed. 
Instructor,  SupporOive Ed. 
Instructor,  Occupational Ed. 

;i Instructor,  Supportive Ed 
F Educatior. Technician 

i Instructor,  Supportive Ed. 
Instructor,  Supportive Eg. 
Instructor,  Supportive Ed. 
Instructor,  Occupational Ed. 
instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Leisure Act iv i ty  Special ist 
Leisure Act iv i ty  Special ist 
Education Special ist 

i 

LOMPOC . . . . . . . . . . .  

NAME 

~ U U .  I I !  

SCOTT, Donald R. 
HAYS, Robert D. 
WOLAHAN, Edward C. 
KOLAKOWSKI, Gene ~. 
BURRELL, Timothy T. Jr. 
RICKS, Wi l l ie  
Vacant 
PANNKUK, Raymond R. 
QUART, Sylvia 
GROSSINI, Dennis J. 
STEPHENS> ,John E. 
DAY, Clyde C. 
MARKON, John J. 
MURPHY, Walter L. 
HINKENS, Russell S. 
GROSSPLAN, John Ro 
MEKUS, Richard J. 
WATKINS, John H. 
ALLEN, Cnarles S. 
SIMPSON~ B i l l y  
GARClA, Louis 
ALLEN, Byron 

® 
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POSITION / 

Supervisor of Education 
Administrative Assistant 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supporti,.e Ed. 
Instructor,  Occupational Ed. 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 

MARION 

500.19 

NAME 

WILLIAMS, Richard 
WESTWOOD, Dennis 
CHURCH, C. R. 
DEEDS, Loren 
HENK, Lawrence 
LANG, James 
McMURRAY, Ken 
STREEO, James 
CHURCH, Robby 
SHAFFER, Lou 
MUSKGRAVE, Richard 

@ 
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McNEIL ISLAND 

500.20 
. , , , . . . . . . . . . . . . . .  

@ 

Supervisor of Education 
Asst. Suoervisor of Education 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, OccupCtional Ed. 
Leisure Activity Specialist 
Leisure Activity Specialist 
Learning Center Coordinator 
Administrative Clerk 

PALMQUIST, Joseph S. 
EKBERG, Jerry L. 
MERRITT, Morris 
O'NEIL, Clement J. 
PATON, Rae Y. 
BARROWS. Walter M. 
HOROWITZ, Leonard 
OTIS, Robin E. 
RANGE, Cornell H. 
STEWART, Damon H. 
BLOTZE, Jacob 
BOWEN, William A. 
BORAJAS, Eduardo Jr.  
RAIISEY, Lloyd C. 

® 

l,?C 

0 

• • . ~ . > " ~ J  . . . .  " t _ ~  " . . . . . . . . .  - - " " : " " : t . V  - • . . . . . . .  - " ' .  : ' • , "  : ~ . t  

"~ ~ ' . • - .~ q .  . . ' .  - - . '  , , ~ ' ~ :  " .  - . . . .  • - - ,  c ,  . ~ |  
. . - . . . . . • . . .  . . . ~ - ,  ~ . . . . . . . . . .  . .  . ..., . .  . . ~ , . : .  • . . ~  . [ . : . .  ! _ . . . ~ . ~  

! 



0 

Q 

0 

D 

i 

i a .  : 2 . w  !.4 w"{ 
i -  . } /  

[:!: 7 
• , = 

• _ .{ 

>. 5i 

} ' '  

• . a~  

f.}!:.i:~ 

' : .  ' } : - " 2  

&l 

. . . . .  : N 

• . ~  

" 1  

• ¶ 

-.~ 

" 4 

.,.1 
• F ' . ~  

© 
.., . . . .  ,. 

MEMPH I S 

POSITION 

Supervisor of Education 
Asst. Supervisor of Education 
Leisure Act iv i ty  Coordinator 
Secretary 
Leisure Act iv i ty  Specialist 

@ 

0 133' 

5oo.21 

NAME 

REYNOLDS, Harry L. 
CYRUS, Joe 
HOWARD, Larry 
HARRELL, Sharon L. 
TUMINELLO, Frank 

,,t 
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POSITION 

.. MIAMI 

Superv isor  o f  Educat ion 
Superv isory  Educat ion S p e c i a l i s t  
Educat ion S p e c i a l i s t  
I n s t r u c t o r ,  Suppor t ive  Ed. 
i n s t u r c t o r ,  Suppor t ive  Ed. 
I n s t r u c t o r ,  Suppor t i ve  Ed. 
~ n s t r u c t o r ,  Suppor t ive  Ed. 
Clerk •Typist 

~AME 

JONES, James B. 
TAYLOR, June A. 
McKENZIE, J e r r y  T. 
BLANCO, A r tu ro  
CRIMI, Ronald 
MEYER, John L. 
OWENS, G lo r i a  A. 
CARRIER, A lec ia  

5 0 0 . 2 2  
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MILAN 

POSITION 

Supervisor of Education 
Asst. Supervisor of Education 
Administrative Clerk 
.Instructor, Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Occupational Ed .  
Instructor,  Occupational Ed. 
Instructor.  Occupational Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Leisure Act iv i ty  Coordinator 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 
Instructor,  Supportive Ed. 

• ¢ 

500.23 
• . . . . . . . . . . . . . . . . . .  . . . . . . .  . . . . . . . . .  . . . . . . . . . . . . . . . . .  . . . . .  

NAME 

ANTHONY, William 
BAKER, Bruce 
ANDREWS, Bonnie 
McSHAN, Shirley 
HENDRYX, Dennis 
LAMS, Henry 
RUSSELL, Robert 
Mc,~'EER, Hary 
MI.~KERIK, John 
McKINNIES, Jimmie 
CONSOLVER, Dave 
LAURENOVICS, Warner 
STOWELL, Norman 
YOAKUM, Marvin 
PETE;,.SON, Scott 
FOSTER, Stephen 
DOS!ER, Carter 
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MORGANTOWN 

POSITION 

Supervisor ef Education 
Asst. Supervisor of Education 
Education Special ist  
Education Special ist  
Education Special ist  
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Education Special ist  
Education Special ist  
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Supportive Ed. 
Leisure Activi ty Coordinator 
Leisure Act iv i ty  Special ist  
Leisure Act iv i ty  Special ist  

500. ~14 

© 

NAME 

MALONE, Michael R. 
DAVIS, John 
ESTLACK, Crystalee 
TOMER, David 
YUSUFF, Khurshid 
LE~NAWEAVER, Kay 
HENRY, ~ary 
SMITH, John 
CLARKE~ J. Scott 
UMSTEAD~ Russell 
BROWN, Daniel 
SEE, Larry 
GROSE, John 
HUFFMAN, Gary 
YERKOVICH, Ray 
EDWARDS, Dixon 
REICH, Cyril 
STEWART, Brenda 
BAILEY, Carey 
JONES, Shawn 
McCAULEY, Paul 

© 
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POSITION 

, 

/ 

/ 

MONTGOMERY 

Supervisor of Education 
Instructor ,  Occupational Ed. 
Leisure Activi ty Coordinator 

NAME 

SALL, Doug 
LAMOUREUX, W. A. 
HUDSON, Charlie 

500.25 
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NEW YORK MCC 

POSITION 

Supervisor of Education 

NAME 

HARRIS, Robert 
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© OXFORD 

POSITION 

Supervisor of Education 
Asst. Supervisor of Education 
Instructor,  Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Administrative Assistant 
Leisure Activity Specialist 
Leisure Activity Specialist 
Leisure Activity Specialist 
Leisure Activity Specialist 

Q 

Q 

NAME 

. . . . . . .  . . ~ ,  . . . . . . . . . . .  . . 

500.27 

1 4  5 

CLEAVINGER, Ted 
PUGH, Royce 
SNIDER, Lyle 
STRF.ET, James 
CARNICHAEL, Richard 
KIIIGSLAND, Fred 
JOHNSON, Duane 
t.IACHKOVECH, Ester 
MURRAY, Jose 
JOHNSON, Lonnie 
MERCHANT ~, Bruce 
RODRIQUEZ, .James 
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/ PETERSBURG 

POSITION 

Supervisor of Education 
A~;st. Supervisor of Education 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupationai Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Instructor,  Occupational Ed. 
Education Clerk 

500.28 

NAME 

LEWIS, Newton 
JACOBS, Calvin 
BLANKENSHIP, Richard 
CLARK, James R. 
FITZPATRICK, James 
JARVIS, Russeli D. 
JAYNER, Larry T. 
MONTEMORRA, Lawrence 
MOORE, Vincent A. 
NORBREY, Maurice 
ROBINSON, Claire S. 
RUSNAK, Ph i i l i p  N. 
SMITH, Harold D. 
SPENCE, William 
ELLIS, Will iam 
ETHRIDGE, Woodrow 
FITCH, John W. 
GENTRY, Will iam L. 
SUTTON, Robert 
WINKLER, Gary D. 
JOHNSON, Audrie D. 
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PLEASANTON 

POSIIION NAME "" 

Supervisor of Education 
Instructor,  Supportive Ed. 
Instructor,  Supportive Ed. 
Leisure Act iv i ty  Specialist 
Administrative Assistant 
Education Coordinator 
Leisure Ac t iv i ty  Coordinator 
Instructor,  Supportive Ed. 
InstrJctor,  Supportive Ed. 
Instructor,  Supportive Ed. 

KAHLER, Harold 
CARRAWAY, Rachelle 
CAVANAUGH, Rachael 
COVINGTON, Jim 
HUGHES, Clara 
HUNGATE, C. 

McVAY, George 
SCHMITZ, Gerald 
WALL, James 
FERGUSON, Phylis 
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POSITION 

Supervisor of Education 
Education Specia l is t  

SAFFORD 

- NAME 

DOSHIER, Dale 
ROMERO, Frank 
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@ / SANDSTONE 

POSITION ' NAME 

Supervisor of Education 
Administrat ive Assistant 
Inst ructor ,  Supportive Ed. 
Inst ructor ,  Occupational Ed. 
Inst ructor ,  Occupational Ed.- 
Inst ructor ,  Occupational Ed. 
Inst ructor ,  Occupational Ed. 
Inst ructor ,  Supportive Ed. 
Inst ructor ,  Occupational Ed. 
Inst ructor ,  Occupational Ed. 
Leisure Ac t i v i t y  Coordinator 
Inst ructor ,  Supportive Edo 
Leisure Ac t i v i t y  Specia l is t  
Leisure Ac t i v i t y  Specia l is t  

KETNER, David • 
HACKBORTH, Otto 
FAIT, Harold 
BE~N, Jack 
FRYE, Dale 
HAYES, James 
NELSON, Harry 
VESSEL, Marty 
CHAMBARD, Glen 
NELSON, Tony 
LOUVAR, Dick 
CLAUSEN, Dale 
LEXINGTON, Manuel 
FJ~TZ, David 
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SAN DIEGO MCC 

POSITION 

Supervisor.of Education 

NAME 

McNALLY, Thomas 
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POSITIOPI 
/ 
i 
Supervisor of Education 
Instructor, Supportive Ed.- 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Supportive Ed. 
Instructor, Occupational Ed. 
Leisure Activity Specialist 
Lei, sure Ac t i v i t y  Specia l is t  

S E A G O V I L L E  

NAME 

DOOLEY, Carl 
BENTHUL, Jerry 
BURCH, Jerry 
TAYLOR, E. L. 
WARD, Kenneth 
CARSON, Lee 
EBERLY, James 
YANCEY, Kenneth 
P,IEYERS, James 
JONES, Lunford 
LEHRMAN~, Curtis 

5 0 0 . 3 3  
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SPRINGFIELD 

POSITION 

Supervisor of Education 
Asst. Supervisor of Edudation 
Instructor, Supportive Ed. 
Leisure Activity Coordinator 
Leisure Activity Specialist 
Instructor, Supportive Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Administrative Assistant 
Instructor, Supportive Ed. 
Leisure A~ivity Specialist 
Instructor, Supportive Ed. 

NAME 

McFERREN, T. 
RICH, pete 
SHANNON, James 
CREGON, John 
LOWREY, Boyd 
DECKER, Bill 
DRIVER, Allen 
PRIER, Fred 
BAXTER, Donna 
BILLS, David 
TUCKER,T. 
STAUFFER, Allen 
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i ;  ~i O TALLAHASSEE 

ii POSITION NAME 
B i "~ Supervisor of Education EDWARDS, Davey 
i-;i;-/~ Asst. Supervisor of Education !HOMAS, Cleveland 
i Administrative Clerk MEACHUM, Sonya 

"~'i] Instructor ,  ~-pportive Ed. JAMES, Lewis 
i iii~ Ins t ruc to r ,  Supportive Ed. ,JONES, Warren H. 

• I ns t ruc to r ,  Support ive Ed Vacant 
• ~i I ns t ruc to r ,  Supportive Ed MEUSCH, Wi l l iam J. 

I n s t r u c t o r ,  S u p p o r t i v e  Ed MORAGNE, Edward J r .  I ~iil Instructor,  Supportive Ed NESMITH, Paola D. I: i Instructor. Supportive Ed PALMQUIST, Mark 
' i  I n s t r u c t o r  Support ive Ed WATTS, Larry E. 

..-- I n s t r u c t o r  Occupational Ed DASHER, Coy B. 
~.-~ I n s t r u c t o r  Occupational Ed FRAZIER, Hershel 
.~ i ns t ruc to r  Occupational Ed LANSBERRY, Wi l l iam R. 
~ Instructor. Occupationai Ed PAVIA, Manuel V. 

: .~ Ins t ruc to r  Occupational Ed SPEER, Richard 
~'~ Ins t ruc to r ,  O c c u p a t i o n a l  Ed SWILLEY, John  J .  

.;~i Leisure Ac t i v i t y  Coordinator BILES, Jack 
. . . .  Leisure A c t i v i t y  S p e c i a l i s t  McELRAY, James 
'/ =! Leisure Ac t iv i t y  Special is t  OTT, Paul W. 
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POSITION,' 

Sup(~rvisor of Education 
Instructor, Supervisory 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Lei:~ure Activi ty Specialist 
Leisure Activi ty Specialist 
Ins~:ructor, Occupational Ed. 
Bus{hess Education 
Instructor, Supportive Ed. 
Librarian 
Inter-Group Coordinator 
Administrative Assistant 
Leisure Activi ty Specialist 

TERMINAL ISLAND 

500.36 

NAME 

BUTTS, D. 
CROSIES, Stel la 
BURTON, Wanda 
PEOPLES, G. 
REARDIN, Dave 

-HARDER, C. 
COUCH, M. 
NORMAN, O. 
McCLURE, A. 
BOOKER, M. 
CARTER, James 
PROCTOR, Wi l l ie  May 
SIMMONS, Herberg 
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TERRE HAUTE 

POS IT I ON 

Supervisor of Education 
Asst. Supervisor of Education 
Administrative Assistant 

Education Counselor 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
Instructor, Supportive Ed. 
instructor', Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Instructor, Occupational Ed. 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 

155 
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NAME 

BOERINGA, George 
HAENZE, LeROY 
SCANLON, Sharon 
SHIREMAN, Jerald 
PENDER, Charles 
LANCE, William 
VALANDINGHAM, Rick 
SMITH, Glen 
HAMBROCK, H. O. 
MOLES, W. E. 
GREENWOOD, Harold 
PECK, John W. 
VELTRI, John 
ROSS, Rusty 
KERR, Ed 
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TEXARKANA 

POSITION 

Supervisor of Education 
Administrative Clerk 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 
Instructor, 

Supportive Ed. 
Supportive Ed. 
Supportive Ed. 
Occupational Ed. 
Occupational Ed. 
Occupational Ed. 

Leisure Act iv i ty  Specialist 
Leisure Act iv i ty  Specialist 

i 

• . i . . . . . . .  500.38.. 

NAME 

WILLIAMS, Richard 
FILLINGAME, Gayle 
BLACK, Thelma 
BUSSEY, June 
WALLS, Gary 
BOATWRIGHT, Ronald 
BROWN, Melvin 
GORUM, James 
MILLS, Jack 
JACKSON, Olden 
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ADULT BASIC E~UCATION 

.English and Spel l in 9 

From A to Z 
by Dee D. Hancock 
Grade ! level 
Steck Vaugh Comoanv 
Austin, Texas 

Using English 
by M. S. Robertson 
Grades 3 - 4 
Steck Vauqhn Company 
Austin,  Texas 

Everyday English 
Harley Smith and Ida Lee King Wi lber t  
Grades 4 - 5 
Steck Vaughn Company 
Austin,  Texas 

Building Word Power 
John C. Adams 
Grades 3 - 4 
Steck Vaugh Company 
Austin,  Texas 

Spell ing for Writing 
Robert L. H i l l e r i c k  and Sharon Gould 
Grades 1 8 
Charles E. Merr i l l  Publishing Company 
1300 Alison Creek Drive 
Columbus, Ohio 43216 

Word Clues 
Elizabeth C. Adamson 
Grades 4 - 9 
Charles E. Merr i l l  Publishing Company 
1300 Alison Creek Drive 
Columbus, Ohio 43216 

l lO0 Words You Need to Know 
Murray Brombery and Melvin Gordon 
6th Grade level 
Barrons Educational Series Inc. 
113 Crossways Park Drive 
Woodbury, New York 11797 

1, C, 
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t ~ t t  Basic Language S k i l l s  Proqram 
Grades 0 - 6 
A l l i ed  Council on Education 
Galien, Michigan 49113 

Readin~ 

Readinq for  Understanding 
Junior  Edi t ion 
Grades 3 - 8 
Science Research Associates 
259 East Erie Street  
Chicago, l l l i n o i s  60611 

SRA Readino Lab 3a, 2b, 2c 
Grades•4 - 6 
Science Research Associates 
259 East Erie Street  
Chicago, l l l i n o i s  60611 

Programmed Reading 
M. W. Su l l i van  and ClD Buchanan 
Grades 0 - 4 
1221 Avenue of the Americas 
New York, New York 10020 

Working With Words, Revised 
Mildred Putnam 
Grades 2 - 3 
Steck Vaughn Company 
Post Of f ice Box 2028 
Aust in ,  Texas 78768 

~orking With Word Pat terns ,  Revised 
Mildred Putnam 
Grades 2 - 3 
Steck Vaughn Company 
Post Of f ice  Box 2028 
Aust in ,  Texas 78768 

Adul t  Reader, Revised 
M. S. Robertson 
Grades 3 - 4 
Steck Vaughn Company 
Post Of f ice  Box 2028 
Aust in ,  Texas 78768 

600.2 
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Mathematics 

Steps to Mathematics, Revised 
Book l and 2 
Grades l . -  4 
Steck Vaughn Company 
Post Off ice Box 2028 
Aust in,  Texas 78768 

600.3 

Programmed Math for  Adults 
Series I and I I  
Sul l ivan Associates 
Grades 1 - 12 
Webster Division 
McGraw Hi l l  Book Company 
1221 Avenue of tile Americas 
New York, New York ION20 

Figure I t  Out 
Books 1 and 2 
Grades 1 - 8 
F o l l e t t  Publishing Company 
I010 West Washington Boulevard 
Chicago, I l l i n o i s  60607 

Multimedia Programs for  ABE 

System 80 
Records, f i l m s t r i p s  and learn ing k i t s  in varicus subject areas 
Borg Warner Educational Systems 
600 West Univers i ty  Drive 
Ar l inqton Heiqhts, l l l i n o i s  60004 

Ken Cook Education Systems 
SR I00 Student Console 
Cartr idge programs contain ing 16 mm f i l m s t r i p  and audio tape in many 

areas including Basic Reading 
Ken Cook Company 
9929 West Si lver  Spring Road 
Milwaukee, Wiscensin 53225 

Mer r i l l  Phonics Sk i l l  Tapes 
The sound and s t ruc tu re  of words grades 1 thru 6 
Cassett6 tapes and student workbook 
Charles E. Mer r i l l  Publ ishing Company 
1300 Al ison Creek Drive 
Columbus, Ohio 43216 

Mer r i l l  Mathematics Sk i l l t apes  
Grades 4 - 8 
Cassettes wi th student workbooks 
Charles E. Mer r i l l  Publ ishing Company 
1300 Al ison Creek Drive ~ { ~ 0  
Columbus, Ohio 43216 
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Recognizing Words - Using Phonics 
c~r ies  of 20 learning-packages cons i s t ing  of c a s s e t t e  tapes and 

s tudent  a c t i v i t y  books 
Media Materials Incorporated 
2936 Remington Avenue 
Baltimore, Maryland 21211 

C.  

Basic Word Attack and Basic Word Attack Sk i l l s  
So~nd f i lms t r i ps  and study guides 
Grades 2 - 3 
Educational Development Laboratories 
McCraw Hi l l  Book Company 
1221 Aw~nue of the Americas 
New York, New York 10020 

We The People Read 
Grades 1 - 4 
20 video tapes accompanied by worktext in newspaper format 
Cambridge Book Company 
488 Madison Avenue 
New York, New York 10020 

Nosotros Leemos 
Grades 1 - 4 
Designed for  Spanish sDeakin~ adults who read below 4th grade level 

in Spanish 
20 video tapes with worktexts in newspaper format 
Cambridqe Book Company 
488 Madison Avenue 
New York, New York 10020 

ENGLISH AS A SECOND LANGUAGE 

Preparation for the Spanish High School Equivalency Diploma Test 
Arco Publishing Company 
219 Park Avenue South 
New York, New York 10003 

Velazquez Spanish and English 
D ic t ionary ,  Fo l l e t t  Book Company 
I010 West Washington Boulevard 
Chicago, l l l i n o i s  60607 

Los Verbos En Ing l i s  
Book 1 through IV 
Grades 7 - 8 
Steck Vaughn Company 
Post Off ice Box 2028 
Aust in ,  Texas 78768 
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Q GED PREPARATION 

Reading for  Survival 
: GradesA four 4b°°k- 8remedial reading seriE~s spanning 

~ Cambridge Book Company 
488 Madison Avenue 
New York, ~ew York 10002 

Preparation for the High School Equivalency Examination 
A f ive volume series focusing on Zhe f ive areas of the GED includes 

the fol!ewing t i t l e ~ :  
Correctness and Effectiveness of Expression 

. 

0 

.-! 

! [. ,!i 

Interpretat ion of Reading Materials in the Social Sciences 
Interpretat ion of Reading Materials in ' the  Natural Sciences 
Interpretat ion of L i te rary  Materials 
General Mathematical A b i l i t y  
Cambridge Book Company 
488 Madison Avenue 
New York, New York 10002 

@ 

Barrons Developing Sk i l l s  for the High School Equivalency Examination 
(GED) in Grammar, Usage, Speaking and Vocabulary 
Barrons Educational Series 
113 Crossways Park Drive 
Woodbury, New York 11797 

~arrons Developing Sk i l l s  for the ~igh Schooi Equivalency Examination 
(GED) in Mathematics 
Barrons Educational Series 
113 Crossways Park Drive 
Woodbury, New York 11797 

Barrons Developing Reading Sk i l l s  for  the High School Equivalency 
Examination in Social Studies, Science and L i te ra tu re  
Barrons Educational Series 
113 Crossways Park Drive 
Woodbury, New York 11797 

Advanced General Education Program 
U. S. Department of Labor 
Manpower Administration 
U. S. Government Pr int ing Off ice 
North Capitol Street 
Washington, D. C. 20401 

0 

Correctness and Effectiveness of Expression Preparation and Review 
for the English Part of the High School Equiva3ency Diploma Test 
Arco Publishing Company 
219 Park Avenue 
New York, New York 10003 
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.General Matehmatical A b i l i t y  Preparation and Review of the Mathematics 
Par t .o f  the High School Equivalency Diploma Test 
Arco PuLlishing Company 

" 219 Park: Avenue 
,~Iew York, N~,' York 10003 

@ 

Reading Interpretat ion in Social Sciences~ Natural Sciences and 
L i tera ture  Preparation and Review for the Reading Part of the 
High School Equivalency Diploma Test 
Arco Publishing Company 
2!9 Park Avenue 
New York, New York 10003 

English 2200 - A Prograni~ed Course in Gray,mar and Usage: Second 
Edit ion with Index 
Grade 7 - 8 
Harcourt Brace Jovanovich Inc. 
757 Third Avenue 
New York, New York 10017 

English 2600 - A Programmed course in Grammar and Usage: Fourth Edition 
with Index 
Grades 9 - I0 
Harcourt Brace Janovich Inc. 
757 Third Avenue 
New York, New York 10017 

@ 

Basic Essentials af Mathematics 
Revised Parts 1 and 2 
Grades 5 - 9 
Steck Vaughn Company 
Post Off ice Box 2028 
Aust in,  Texas 78768 

GED Multimedia Mater ials 

Cambridge/KET GEn 
Basic S k i l l s  Program 
24 - ½ hour video tapes 
with study guides 
Cambridge Book Company 
488 Madison Avenue 
New York, New York 10022 

SOCIAL EDUCATION 

Guide to Beauty,: Charm and Poise 
Ruth Tolman 
Mclady Publishing Corporation 
3829 White Plains Road 
Bronx, New York ]0467 
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We Are ~hat We Eat 
Hazel Taylor Spetze and Patr icia Rotz 
Steck Vaughn Company 
Post Office Box 2028 
Austin, Texas 78768 

You and Your Money, Revised 
Dorothy Y. Goble 
Steck Vaughn Company 
Post Office Box 2028 
Austin, Texas 78768 

How to Get a ,Job and Keep I t ,  Revised 
Dorothy Y. Goble 
Steck Vaughn Company 
Post Office Box 2028 
Austin, Texes 78768 

Man and Woman: Myths and Stereotypes / 
The Center for Humanities inc. 
Two Holland Avenue 
White Plains, New York 10603 

© The Accent S~ries Reading levels 3 - 8 
T i t les  include: 
Accent on Personality 
Accent on the World of Work 
Accent on Family Finance 
Accent on Jobs and Job Models 
Accent on Consumer Education 
Fol le t t  Publishing Company 
I010 West Washington Boulevard 
Chicago, l l l i n o i s  60607 

Survival Handbook for Preschool Mothers 
Helen Wheeler Smith 
Fol le t t  Publishing Company 
I010 West Washington Boulevard 
Chicago, l l l i n o i s  60607 

Multimedia Programs in Social Education 

Parenting 
Set of 4 f i lmstr ips and 4 records or cassette 
Ti t les include: 
Becoming a Parent 
Caring for the Young Child 
The Single Parent 
When Both Parents Work 
Society for Visual Education, Inc. 
1345 Diversey Parkway 
Chicago, l l l i no is  60614 ~ ' . ~  
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Job Opportunities Now 
set of 6 f i lms t r i ps ,  3 records or cassettes 
T i t les  include: 
Requirements in the World of Jobs 
Achieving Success in the World of Jobs 
Job Opportunities in a Restaurant 

.Job Opportunities in a Hospital 
Job O)por~unities in a Department Store- 
Job Oi)portunities in a Supermarket 
Society for Visual Education Inc. 
1345 Oiversey Parkway 
Chicago, I l l ino is  60714 

Just Around the Corner 
Series I :  Consumer Education 
15 videotapes and student workbook 

Series I I :  Jobs and Employment 
8 videotapes and workbook 

Series I I I :  Health, Safety and Wel~ Being 
14 videotapes and workbook 

Series IV: Rights and Citizenship 
8 videotapes and workbook 

Cambridge Book Company 
488 Madison Avenue 
New ','ork, New York 10022 

LEISURE ACTIVITIES 

Weight L i f t i ng  and Weight Training 
George W. Kerkley 
Arco Publishing Company 
219 Park Avenue South 
New York, New York 10003 

Working Out With Weights 
Steve Jar re l l  
Arco Publishing Company 
219 Park Avenue South 
New York, New York ]0003 

Ceramics Handbook 
Richard Hyman 
Arco Publishing Company 
219 Park Avenue South 
New York, New York 10003 I 
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Rod Lavers Tennis Digest 
Rod Laver and Bud Collins 
Follett Publishing Company 
lOlO West Washington Boulevard 
Chicago, Illinois 60607 

Badminton 
Paul and Sue Whetnall 
Fo l le t t  Publishing Company 
I010 West Washington Boulevard 
Cnicago,-llli~ois 60607 

Table Tennis 
Chester Barnes 
Barrons Education Series inc. 
l l3 Crossways Park Drive 
Woodbury, New York i1797 

Multimedia Project for Leisure A c t i v i t i e s  

@ 

A series of 8 mm color film loops are available in each of the 
following sports area 

Basketball 
Badminton 
Womens tennis 
Mens tennis 
Womens gymnastics 
Mens gymnastics 
Mens track and f i e l d  
Womens track and f i e l d  

Society for Visual Education 
1345 Diversey Parkway 
Chicago, 131inois 60614 
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A P P E N D I X  I V  

E D U C A T I O N  R E L A T E D  P O L I C Y  S T A T E M E N T S  
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NUMBER 

12oo.i 

7001.2A 

7300.a2D 

7300.55A 

7300.63B 

7300 83A 

7300.87 

7300.88 

7300.I00 

7300.I15B 

7300.I18 

7300.128 

7300.137 

7500.20B 

7500.25C 

8320.2B 
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Relationships With Professional Organi- 
zations 

Apprenticeship Training In Institutions 

Incoming Publications 

Colleg( _~vel Programs for Inmates 

Education, Training and Leisure Time 
Program Standards 

Inmate Arts, Hobbycr;,fts and Literary 
Works 

Pre-Reiease Program 

The Recreation Program As A Treatment 
~ooI and Guidelines for Its Administration 

Inmate Manuscripts 

Inmate Organizations 

Guidelines For the Development of the 
Total Institution Social Education 
Experience 

Optional Programming (Education/!'T) 

Education Tests: Minimum Standards for the 
Administration, Interpretation and Use At 
At1 Bureau of Prisons Institutions 

Work/Study Release Policies and Procedures 

Inmate Participation in Community 
Activities 

On-The-Job Training Programs 

700.1 

DATE 
ISSUED 

4-5-66 

6-I0-74 

10-18-77 

6-I0-74 

5-11-78 

6-26-74 

8-4-73 

12-10-73 

3-18-76 

1-16-78 

8-9-76 

II-22.-77 

6-15-78 

II-16-71 

7-30-76 

6-I 5-74 'iiq 
I: 
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The po l icy  statements l is ted-be low per ta in  to cer ta in  sub,jects 
covered in the Education Handbook and t~ey are referenced in the tex t .  
They are not included in th is  appendix, however, because they w e r e  
not issued by the Education Services Section and are 'emluded in 
manuals and handbooks issued by other branches and sect ions of the 
Federal Prison System. 

NUMBER SUBJECT DATE 

lO01.5A Managenmnt Assistance V i s i t s  to Bureau 
of Prisons F a c i l i t i e s  and A c t i v i t i e s  10-22-74 

2001.2B Access to Legal Reference Materials 
and Preparation of Legal Documents 5-8-72 

3430.1D Performance Evaluation Program 9-13-74 

3430.2 Performance Evaluation Plan for 
Probationary Employees 9-16-74 

35000. IA Production Training Units 6-14-76 

7300.71B Inmate Program~ Reporting System 
Training and Reference Manual 5-9-77 Q 

7600.50C Extra Good Time 10-31-77 
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. . . . . . . . . . . . . .  C 0 P. .Y . . . . . . . . . . . .  
F E D E R A L  PRISON SYSTEM 

0 

" ' ~  ORGA,N i ZATI6~ 

" w A s H i N G T O N , D I C .  2 0 5 3 4  

I !t 
I N U M B E R  

I I oo.1 ] 
IDAT~_ 5 -  66 

F P I , M I - - g - I O , ?  ~ ~ U . e l $ O  

I .  POLICY. I t  is the pol icy of  the Federal Prison Service tha t :  

a. Professional societ ies whose a c t i v i t i e s  and i n te res t  re la te  to  the 
Federal Prison Service mission and are cons is tent  wi th Federal 
Prison Service pol icy shai l  be of fered every reasonable assistance 
and encouragement. 

b. The Federal Prison Service sha l l ,  in the publ ic  i n t e r e s t ,  co~nunicate 
wi th  and seek suggestions from professional  soc ie t ies  which evidence 
an in te res t  in helping to solve problems bearing on the Federal Prison 
Service mission. 

c. Employees si~all be given reasonable encouragement toward •their personal 
development and performance improvement through membership in profes- 
sional soc ie t ies .  

d. Employees shal l  be encouraged to attend meetings of  professional  
soc ie t ies  when they can be spared from t h e i r  assignments, and the i r  
attendance would be to the advantage of  the Federal Prison Service 
to equip them to bet ter  perform t h e i r  dut ies .  

e, When i t  is determined tha t  needed services cannot be p rac t i cab ly  
obtained, elsewhere, wardens can, and are encouraged to ,  cont rac t  
w i th  a professional  society  for  the serv ice.  (Note: Tt is the 
Federal Prison Service's po l i cy  that  no employee w i l l  receive pay 
from the professional soc ie ty  fo r  work performed fo r  the soc ie ty  
in connection wi th the soc ie ty ' s  cont rac t .  Each proposed contract  
must be given appropr iate Central Of f ice legal review.)  

~. PURPOSE. This order encourages the personal development of  the Federal 
Prison Service's work force through p a r t i c i p a t i o n  in profes- 

sional soc ie t ies  and c l a r i f i e s  the FeGeral Prison Serv ice 's  re la t i onsh ip  
wi th  these organizat ions.  

3. COVERAGE. This Pol icy Statement covers a l l  employees of  the Bureau of 
Prisons, Federal Prison Indus t r i es ,  Incorporated and members 

of  the Publ ic Health Service serving wi th  the Bureau of  Prisons. 

Q 
1;0 

," ~ /_ :  ; ~ . ~  ::: ~,~: ' .  :? ~ii:S,~!: :i,i: ;:~: L>.:i~.; 'T !'.L:::~ >~-:%~.':~.: 7~=':::i.~ ;; ~,~,~?'~::~ ~'? ~ 'C:I ~ !' :~:<~'t ~i~ 
• / - -  ' • ; ~ ~. ;. ~ .'~.- ~.'.. ' . ~  L-,I~, " -  - : ' ~  "~ .=> ' . ' : '  ,-~-:' .~ " L  - ~ ! ' :  . ' .  ~ ' : ; . "~ - ,~ . "~  " ~ : - ~ '  "'~ "~ ; : . ~ ' i " ~ i ~ ' : ~ : , ' . ~  "-c~: 



~ . .  . . .  

/ 

/ 
! 

, / f  

- -  f 
/ 

/ 

4. PERMISSIBLE SUPFORT TO EMPLOYEES. 

• Page 2 
1200.1 
4-5-66 

a. The Federal Prison Service wil l  encourage emp'Ioyee membership in 
professional societieswhen the purpose Of membership is one or 
more of the (ollowing: ~ 

(1) To acqui:'e knowledges and ski l ls needed i r  the performance of 
o f f i c i a l  du t i e s .  

(2) To acquire information which wi l l  make a significant contribu- 
t i on to  improved conduct, supervision, or management of assigned 
functions. 

(3) To contribute to the pool of professional knowledge from which 
the Federal Government draws. 

(4) To provide information concerning the Federal Prison Service to 
f u l f i l l  a public interest obligation. 

(5) To enable rc~olution of mutual problems of the Federal Prison 
Service, Jther Government agencies, and industrial and profes- 
sional activities wherein common resolution would be beneficial 
to the Federal Prison Service. 

b. The following fees and service costs may be paid for employees 
designated to represent the Federal Prison Service and/or insti- 
tution: 

( I )  Reg is t ra t ion fees. 

(2) L ib ra ry  and laborator~ fees. 

(3) Purchase or rental  of  books, mater ia ls and suppl ies .  

(4) Travel and per diem. 

c. I n s t i t u t i o n a l  membership in a given professional  soc ie ty  may be 
author ized.  Requests fo r  i n s t i t u t i o n a l  membership w i l l  be approved 
by the Ass is tan t  D i rec tor ,  (Management), a f t e r  coord inat ion wi th 
the Central Off ice Service Head and the Central Of f ice Personnel 
O f f i ce r  who w i l l  maintain and disseminate a cur rent  l i s t  of  the 
soc ie t ies  in which the Federal Prison Service has i n s t i t u t i o n a l  
membership. 

NOTE: Under no circumstances w i l l  the Federal Prison Service pay 
fo r  ind iv idual  membership fo r  employees. 
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d. Financial support may be provided when benefits wi l l  be derived by 
the Federal Prison Service. Br ie f ly ,  this support to our employees 
may be as follows: 

( I )  When attending meetings away from the i r  duty stat ion,  travel and 
per diem may be paid and employees placed in a duty status when: 

(a) They part ic ipate as panel members or speakers, or to present 
a professional study in a program and the i r  attendance fu i -  
f i l l s  one or more of the conditions of paragraph 4a. 

(b) They are invited as the recipients of awards to individuals,  
groups and f a c i l i t i e s .  

(2) When attending meetings within the commuting area of the i r  duty 
stat ion,  employees may be placed in a duty status i f  one or more 
of the conditions of paragraph 4a are met. 

(3) Supervisors wil l  adopt a l ibera l  a t t i tude toward approval of 
annual leave for any emoloyee desiring to attend a professional 
society meeting when the conditions of paragraph 4a are not met 
and when his absence wi l l  not in ter fe re  with the accomplishment 
of the w o r k l o a d .  

i 52 
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5. PERMISSIBLE SUPPORT TO PROFESSIONAL SOCIETIES. 

0 

a. Accommodations. Wardens may, in the public in terest ,  make avai lable 
to e-~igibie professional societies inst i tu t ion  conference rooms, 
l i b r a r i e s ,  and similar accommodations for conducting mee•~ings, 
symposiums, conferences, seminars, or l i t e r a t u r e  search; for  pre- 
senting exhibits or demonstrations; and for other a c t i v i t i e s  con- 
cerning correctional subject matter and technology, when those 
accommodations can be spared without detriment to ins t i tu t ion  pro- 
grams or loss of productivi~:y. 

b. Public Awards. Reasonable assistance may be given professional 
societ ies,  including co-sponsorship, in granting awards to those 
who have made s igni f icant  contributions to corrections. The Central 
Off ice must approve use of funds or manpower before they can be 
committed to any such project .  

6. ENCOURAGEMENT OF FEDERAl. PRISON SERVICE MANAGEMENT TO SEEK PROFESSIONAL 
SOCIETY ASSISTANCE IN SOLVING PROBLEMS. 

~ 
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a. Wardens are encouraged to consult  wi th th(' o f f i ce r s  and the member- 
ship o f  professional soc iet ies on matters of i n te res t  to the Federal 
Prison Service. This may include any number of  possib le courses of  
ac t ion.  Some of these are: 

( I )  The sponsorship of a symposium or problem solv ing meeting. 

(2) Open inv i ta t ions  to a l l  members of  a professional  society to 
submit t he i r  views or recommended so lu t ions to spec i f i c  problems. 

(3) Requesting permission fo r  Federal Prison Servi~e personnel to use 
a soc ie ty 's  l i b r a r y  and research f i l e s .  

L I 

(4) Issuance of i nv i t a t i ona l  t ravel  orders and'payn~nt o f  expenses to 
non-Government professional  society members to consul t  wi th  Fed- 
eral  Prison Service o f f i c i a l s .  

b. Wardens are encouraged to cont ract  wi th a profess ional  society  fo r  
needed services a f te r  i t  has been determined that  they cannot be 
obtained elsewhere. 

7. CONFLICT OF INTEREST AND ,(ELATED MATTERS. While e f f ec t i ve  p a r t i c i p a t i o n  
in profess ional  soc ie t i es ,  

inc lud ing  the holding of o f f i ce  in those soc ie t i es ,  is des i rab le  both from 
the Federal Prison Service's and the employee's po in t  of view, employees 
must avoid any real or apparent c o n f l i c t  of  i n te res t  in connection wi th such 
p a r t i c i p a t i o n .  For example, they must not: 

a. D i r e c t l y  or i n d i r e c t l y  con=nit the Federal Prison Service to a course 
o f  act ion not approved in t h i s  Pol icy Statement. 

b. Espouse any cause which might be detr imental  to the i n t e r e s t  o f  the 
Government. 

c. Permit t h e i r  names to be attached to documents, the d i s t r i b u t i o n  of  
~:hich would l i k e l y  embarrass the Federal Prison Service. 

d. Under any circumstance, receive pay from a profess ional  soc iety  fo r  
work performed for  the society  in connection wi th the soc ie t y ' s  
con t rac t  with the Federal Prison Service. 

8. AUTHORITY. Wardens and Central Of f ice Service Heads are author ized and 
responsible for  implementation of  th i s  Pol icy Statement. 

9. RESPONSIBILITIES. The Central Of f ice Personnel O f f i ce r  is  responsib le 
for  issuing implementing d i rec t i ves  and guidance 

pe r ta in i ng  to the broad area of the Federal Prison Serv ice 's  re la t i onsh ips  
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with professional • societies. The institution initiating a proposed Federal 
Prison Service contract with a professional society must obtain appropriate 
Central Office legal review of the contract to assure that the Federal 
Prison Service's intended action is not violative of public policy or law 
a~d to ,~ssure that i t  will be improbable that Federal employees will be in 
a position to unwittingly violate conflict of interest statutes. 
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/s l  
MYRL E. ALEXANDER 

Director ,  Bureau of Prisons 
Commissioner, Federal Prison Industr ies,  Inc. 
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C, 0 P Y " 
FEDERAL PRISON SYSTEM WASHINGTON,  D.C. 20534  

Pot cy Statememt  
\;~~~:~ SUBJECT.. APPRENTICE TRAINING IN IN£TITUTION~. . 

NUMBER 

• 7001.2A 

I DATE 

6-10-74 

F P I - N I - - g .  I O • '  ¢~• N - ~ | , ~  G 

I .  PURPOSE. To inform i n s t i t u t i o n s  that  the Bureau of Apprent iceship a n d  
Training, Mahpower Admin is t ra t ion,  U. S. Department of  Labor, 

through i t s  Regional, State and area representat ives,  w i l l  make the BAT's 
personnel avai lable to educational s ta f f s  for  the development of approved 
apprent iceship programs to ass is t  in providing good t ra in ing  oppor tun i t ies  
fo r  inmates. 

2. DIRECTIVE AFFECTED. Pol icy Statament 7001.2 dated 8-23-71 is hereby 
cancel led. 

3. BACKGROUND. The BAT is the Nat ion 's  ch ie f  promoter in the development 
and implementation qf programs of apprent ice t ra in ing .  

Through the Off ice of Special A c t i v i t i e s  i t  is engaged in ass i s t i ng  Federal 
and State correct ional  i n s t i t u t i o n s  in the development and r e g i s t r a t i o n  of 
programs of apprent iceship for  inmates. By u t i l i z i n g  these serv ices,  the 
Federal Prison System.. is provided an exce l lent  oppor tuni ty  to take advantage 
of add i t iona l  t ra in ing  resources w i th in  th~ i n s t i t u t i o n s '  maintenance shops, 
indus t r ies  and other areas where standards of apprent iceship can be a f fec t i ve  
in the t ra in ing  of inmates fo r  career ~nployment in various trades and 
occupations. 

4. INFORMATION. Attached to th i s  Pol icy Statement is a l i s t  o f  BAT Regional 
and S t~e  representat ives nearest to the i n s t i t u t i o n s  of 

the Bureau of Prisons. These representat ives w i l l  be ava i lab le  to discuss 
the f e a s i b i l i t y  of estab l ish ing an apprent iceship program in a cor rec t iona l  
i n s t i t u t i o n .  These o f f i c i a l s  should be contacted f i r s t  fo r  d iscussing and 
planning the development of progra;~s. 

5. ACTION. 

a. Contact both the Regional and State Apprentice Tra in ing Representative 
in your area. 

b. 

C, 

d. 

Establ ish a meeting wi th  these representat ives and discuss the pros- 
pects of organizing an apprent iceship program. 

Advise the Regional Admin is t ra t i ve  Of f i cer  (Education) about the 
resu l ts  and progress of  the meeting. 

Request th:'ough the BOP Regional Off ice any assistance required for  
the establishment of these programs. 
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e. BOP Regional O f f i c e  w i l l  coo rd i na te  w i t h  the Cent ra l  O f f i c e ,  
Educat ion Branch. 

I s l  

NORMAN A. CARLSO~I 
Director~ Bureau of Prisons 
Commissioner, Federal Prison Industr ies,  Inc, 
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BUREAU OF APPRENTICESHIP A'(D TRAINIt(G 
(DIRECTORf OF REPRESENTATIVES) 

IIISTITUTION RESIO.~ REGIO;iAL OFFICE STATE OFFICE 

m• ,m l • . •  

O 

i • 

1. Danbury I 

2. Petersburg I I I  

3. Lewtsburg III  

Je~,.e J. Hagge~y 
Regional Director 
Bureau of Apprenticeship & Training 
John F. Kennedy Building 
Ro~ 1703-A 
~ver~t Center 
Boston, Vassachusetts 02203 
FTS: ~17-223-6740 

J. B. Archer 
R~lonal Director 
Bureau of Appr.tlceshlp & Training 
P. O. Box 8796 
Philadelphia, P~nsylvanla 19101 
FTS: 21~43-7760 

(Sa~e as Petersburg) 

John H. Burnes 
State Supervisor of Apprenticeship 

Training 
Post Office Building 
Roo~ 303-304 
]35 High Street 
Hartford, Connecticut 06101 
FIS: 203-244-3.8~6 

• i Norris H. Holt Aoprenticeshlz State Supervisor of - 
Training 

400 North 8th Street 
Rict~nd, Vi~Inia 2)240 
FTS: 703-78Z-24~ 

Paul R. ~Ith 
State Supervisor of A~prentlceshi~ 

Training i 
Roe~ 77Z ) Federal Building 

Harrisburg, Pennsylvania 17108 
FTS: 717-78Z-3496 

! 

4. l~.ntg~ery 

# • 

IV George W. Sabo 
Regional Director 
Bureau of Apprenticeship & Training 
1371 Peachtree Street, NE 
Atlanta, Georgia 30309 
FTS: 404-526-5405 

George H. Davis 
State Supervisor of Apprentlcesht~ 

Training t South Twentieth Butldtng 
1931 9th t,.renue, South 
Bimlngham, A1a~ra 35205 ~ - ~  
FT~: 20~325-3125 

! 

J 
) . 
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5. Tal iahassee IV (5a~e as Montgo~ry) (Vacant) 
State Supervisor of 

Apprenticeship Training 
Suite 418 
1309 Tho~,asville Road 
Tallahassee, Florida 32303 
FTS: 904-377-4241 

6. Atlanta IV (Sa~e as Montgomery) WIlII~= I .  E1rod 
State Supervisor of 

Apprenticeship Training 
1371 Peachtree Street, NE 
Atlanta, Georgia 30309 
• FTS: 404-526-5403 

7. Ashland IV (Sa~ a s Montgomery) Jan~s H. Fitzgerald 
State Supervisor of 

ApprenticeshlpTralning 
Federal Building, R~ 187L 
600 Federal Place 
Louisville, Kentdck.v 40202 
FTS: S02-582-5223 

8. Eglin IV (Same as P~ontg~ry) (Same as Tallahassee) 

0 

9. ~ r l on  ¥ Tho=as Augustine 
Regional Director 
Bureau of Apprenticeship 

& Training 
U.S. Courthouse & Federal Office 

Building - R~ 854 
219 South Dearborn 3treet 
Chicago, Illinois 60604 
FIS: 312-353-7205 

0 

Joseph T. Su111van 
State Sup4~r~Isor of 

Apprenticeship Tralni~ 
$3|| St. Charles Road 
Berkeley, I l l i no i s  ~3163 
FTS: 312-547-94C~ 

150 

0 
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10. 'Te~'e Haute V (sa=e as Farion) Mirl R. tlenin~j~r 
State Supervisor of ' 

M~op~tlceshlp Training 
Centu~Buildlng, Ro=.416 
36 Y~)u~P~n Street 
.Indianapolis, Indiana 462N 
RS: 317-633-7626 

I I .  Milan V (Sa~e as ~larlon) 
• Wllll~A..Prlce 
State Supervisor of 

Appr~ticeshlp •Training 
~llist~r hilding, Ro~ (51 
106 West All~an Street 
Lansing, Michigan 48933 
FTS: 517-372-1557 

lZ. Sandstone V (S~e as ~r ion)  ~Iph W. Dalln~n 
State Supervisor of 

Appt~nt|ceshlp Training 
Fderal B~llding and U. S. 

Courthouse, Room 134 
316 Robert Street 
St. Paul, H,Innesota 55101 
FTS: 612-725-7951 

13. El Reno Vl Ralph Hunt 
I)eputy Regtonal Director 
Bureau of Apprenticeship &Tratntng 

W|11|am J. Houllston 
State Supe_rvtsor of 

Apprenticeship Training 

0 

) 

l ~ayflo~er Building. Roa= 312 U. S, Post Office & Courthouse 
1 ~ .  411 .~orth Akard Street Building. Roor~ 725 

Dallas, Texas 75201 3rd ar~ 1;orth Robinson Streets 1~,~ , 
I~S: Z14-749-2901 Okla.hc~a City, Oklaho~ 7310Z 

• FTS: 405-231-4559 • , 
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14. La Tuna VI (Same as E1 Reno) Carrol Foren 
State Supervisor Of 

Apprenticeship Traihi. 
Room 1003 
1416 Co~,erce Street 
Dallas, Texas 75201 
ITS: 214-749-2176 

lS. Seagoville Vl 

16. Texarkana VI 

17.  Leavenworth VIII 

(Same as E1 Reno) 

(S&.~e as E1 Reno) 

Raymond C. Ti l lotson 
Regional OIr~tor 
Bureau If Apprenticeship & 

Training 
Federal Office Bldg., Room2107 
911 Walnut Stneet 
Kansas City, Missouri 64106 
~S: 81~374-~ 

(Same as La Tuna) 

(Same as ta i'u~) 

ll~s P. ~Ginnls 
State Supervisor of 
Apprenticeship Training 

320 West 33~ Street 
Topeka, Kansas 66611 
IriS: 913-234-8236 

18. SPringfield Vll 

+ l ~ J  

(Same as Leavenworth) Carlos E. Rutledge 
State SupervisOr of 

App rentI ces h lp Tra t n tng 
Roc~ 554 
2]0 North 12th Blvd. 
S~. Louis, MiSsouri 63101 
FTS: 314-622-4522 

15, 

0 0 0 

7 



@ 

t • 

' ' . . . . .  • : "  " t ,  " C 

0 0 0 

Page 5 
Attachm.ent 
7001.2A 
6-10-74 

19. Englewood YlII Warren C. Van Home 
Acting Regional Director 
Bureau of  Ap,~renticeship 

& Tratning 
Federal Building 
1961 Stout Street 
Denver, Colorado 80202 
FTS: 303-837-479] 

(Vacant) 
State Supervisor of 

Apprenticeship Training 
Federal Building 
Lock Box 3503 
1961 Stout Street 
Denver, Colorado 80ZOZ 
FTS: 303-837-4793 

20. ~ompoc IX 

21. Teminal l s l .  ix 

Morris E. Skinner 
Regional Director 
-Bureau- of  Apprenticeship 

& Training 
Roem 10451 - P. O. Box 36084 
450 Golden Gate Avenue 
San Francisco, California 94102 
FTS: 415-556-1186 

(Same as Lompoc) 

E@aard T. Denny 
State Supervisor of 

Apprenticeship Ira inlng 
Room 2015 - P. O. Box 36017 
450 Golden Gate Averme 
San Francisco. C~l~fornla 9~102 
IriS: 415-556-320! 

(Same as Lo~poc) 

22. F<?|eil l s l .  

18:, 

Roscoe H. Burr 
Regional Director 
Bureau o f  Apprenticeship 

& Training 
Arcade Plaza B u i l d i ~  Rc~ 2055 
1321 Second Avenue 
Seattle, Washington 98101 
F'IS: 206-442-5287 

V, Htlo Hansen 
State Supervisor of 

Apprenttcesh!p Tratnlng 
~atth Tower 2006 
506 Second Avenue 
Seattle. Washlngton gslo~ 
FT$: 20~-5a3-~7 ~6 

• . 1 8 C  

; ~ - , .  
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F E D E R A L  PRISON SYSTEM 

/ .  . " 

. Pohey S t a t e m e n t  
~ : INCOMING PUBLICATIONS • " 

i. PURPOSE. 

W A S H I N G T O N ,  D.C. 20534  

NUMBER 
• I 7300.42D "'! I 

IDATE 
IO-18-77 I 

*p * *w : - -O  I~  ?e ZU 41 )6  

The purposes of the changes inpollcy.incorporated in this State- 
ment are: 

a. To permit inmates to subscribe to publications without prior approval. 

b. To establish procedures to determine whether any incoming publication 
will be detrimental to the security, discipline, or good order of an 
institution. 

2. POLICY. The head of each institution is responsible for making decisions 
regarding incoming publications, and applying the guidelines of 

the Policy Statement. 

3. DIRECTIVES AFFECTED. Policy Statement 7200.42C is hereby superseded. 

4. CUIDELINES . 

a. This policy applies to publications, which means msgazlnes, newspapers, 
and books. It does not include such materials as advertising brochures, 
flyers, and catalogues. Publications may be ordered either directly from 
the publlsher or from a bookstore. Books ordered from bookstores, however, 
must be screened for contraband by a member of the institution staff, in- 
mates involved in approved education courses who require books that can 
be purchased from the educational institution bookstore may arrange to 
obtain these books through the Supervisor of Education. Supervisors of 
Education will arrange to have the purchased books sent directly to them. 
After appropriate inspection the books will be delivered to the inmate/ 
student. * 

b. A publication is not acceptable if it is determined to be detrimental to 
the security, good order or discipline of the institution. 

c. The Chief Executive Officer at each institution will designate tile staff 
members responsible for reviewing and approving incoming publications. 
It is recommended that an inmate who wishes to order a puDlication speak 
t~, a designated staff member, to ascertain whether the publication is 
;ipproved or likely to be. This prior discussion is not required, but it 
.~ay avoid disappointments and bookkeeping problems where a publication is 
d~finitely unacceptable. 

H. ,\ p u b l i c a t i o n  may  b e  e x c l u d e d  f r o m  t h e  i n s t i t u t i o n  o n  t h e  b a s i s  o f  t h e  
s t . t n d a r d  o f  p a r a g r a p h  4 b a b o v e .  A b o o k  o r  i s s u e  w h i c h  d e m o n s t r a t e s  

S " I 
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© 
- u n a c c e p t a b i l i t y  on t h a t  s t a n d a r d  may be p l a c e d  on an e x c l u d e d  

l i s t .  A n u b s c r i p t i o n  p u b l i c a t i o n  w h i c h  i s  q u e s t i o n a b l e  may r e - .  
q u i r e  t h e  r e v i e w  of s e v e r a l  I s s u e s  b e f o r e  a d e c i s i o ~  i s  made as  
t o  p e r m i t t i n g ;  o r  e x c l u d i n g  t h e  p u b l i c a t i o n .  O c c a s i o n a l l y ,  i n d i v i d u a l  
i s s u e s  o f  o t h e r w i s e  p e r m i t t e d  p u b l i c a t i o n s  may be f ound  to  be u n a c -  
c e p t a b l e  and may be i n d i v i d u a l l y  e x c I u d e d .  I t  I s  s u g g e s t e d  t h a t  
this policy • can best be implemented by having posted in the mail I'~'~;~;~ 
room a list of permitted publications and a-nother list of excluded ~$ 
publications. W-hen a publication is received, the mail room officer 
can refer to this llst, to see whether it can be delivered or not. ~i..~/lj~ 

e. 

f. 

A publication which is not listed would be referred to the designaLed 
staff for review and decision. 

As indicated in ~b above, the decision not to forward a publication 
to an inmate under this Policy Statement must be based on a showing 
that doing so will be detrimental to the security, @iscipline or good 
order of the institution. It should not be based solely on its 
religious, philosophical, political, social or sexual views. 

lChere a publication is found to be unacceptable under this Policy 
Statement, the inmate will be advised in writing of the decision and 
the reasons. The Administrative Remedy procedure (P.S. 2001.6) may 
be used to complain of the decision. The unacceptable publication 
will ordinarily be returned to the publisher, A copy of the rejection 
letter wili be sent to the publisher, with a request to discontinuc 
the mailing if it is a subscription; which is found unacceptable. The 
publisher will be advised as we~l that he .may obtain an independent 
review of the rejection by w~iting ~:o the Regional Director within 
15 days of the rejection letter. An inmate may request a further re- 
view, after a lapse of at least 6 months, of a subscription publication. 

[ 
~.;. :.~ 

o !;!! 
g. Limits may be ~et locally, for housekeeping and security reasons, on 

the number of publications an i~.mate may receive or may retain in his 
quarters. 

h. Ordinarily, when an inmate is transferred, the receiving institution 
should permit completion of any subscription which hms been approved 
by the sending institution. Upon transfer, the inmate should notify 
the publisher of his new address. 

/ 

5. ACTION. The head of each institution will develop local policy state- 
ments and/or working guidelines to implement this policy. These 

will be submitted to the Assistant Director, Correctional Programs for re- 
vle,~. 

6, THIS POLICY STATEMENT WII.L BE TRANSLATED INTO SPANISH. 

NORMAN A. CARLSON~ ~{~ 
Director, Bureau of Prisons 

Commissioner, Federal Prison Industries 

/ 
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, ~ S U B J E C T :  COLLEGE LEVEL PROGRAI, IS FOR INMATES 6 - I 0 - 7 4  I I 
t p t .  N l - - ~ , ~ C , . 7  6 • ~ t l f . l ~ l ~  6 

R . . . . . . .  

I .  PURPOSE. To es tab l i sh  po l i cy  and procedures fo r  the implementation o f  co l -  
lege level  programs. 

2. POLICY. I t  shall  be the pol icy  of  the Bureau of  Prisons to encourage in -  
mate involvement in col lege level  programs whenever an inmate is 

in te res ted  in col lege level studies and his t reatment  team agrees that  such 
involvement is an appropr iate  t reatment goal .  ,The term "cel lege level  pro- 
grams" as used in th~s Pol icy Statement shal l  include courses of  study pro- 
vided by j u n i o r  or community co l leges ,  four year  col leges and u n i v e r s i t i e s  
and post-secondary vocational  or technical  schools.  

3. DIRECTIVES AFFECTED. Pol icy  Statement 7300.56 dated 7-13-70 "is superseded. 

4. ACTION. 

® a. Ir, cases where an inmate is i n te res ted  in col lege level  work and his 
t reatment team agrees that  i t  is  an appropr ia te  program geal~ a thorough 
review should be made of  poss ib le  sources of  t u i t i o n  support :  the in -  
d i v i dua l  inmate's resources, e l g i b i l i t y  to veterans '  b e n e f i t s ,  support 
by s ta te  administered Vocat ional R e h a b i l i t a t i o n  funds, or such other 
appropr ia te  resources as may be a v a i l a b l e .  I n s t i t u t i o n s  o f  h igher 
learn ing may consider waiv ing t u i t i o n  costs in se lected cases. Assistance 
from the Regional Of f i ce  might be he lp fu l  in t h i s  connect ion and such 
ass is tance is ava i l ab le  upon request. 

b. I n s t i t u t i o n  funds for  col lege level  programs should be planned and 
programmed for  on an annual basis and appropr ia te  budget support  
sought. I t  is an t i c i pa ted  tha t  t reatment  goals i n v o l v i n g  col lcge 
level  programs w i l l  be appropr ia te  fo r  approx imate ly  20 to 35% of  a 
p a r t i c u l a r  i n s t i t u t i o n ' s  popu la t ion depending on age d i s t r i b u t i o n  of 
inmates and re la ted  fac to rs .  

c. P a r t i c i p a t i o n  in a col lege level  program, where i n s t i t u t i o n a ~  funds 
or where other  Federal resources are used, w i l l  be open to those 
i n d i v i d u a l s  fo r  whom the t reatment team has ind i ca ted  tha t  col lege 
leoel work is  an appropr ia te  program goal .  

d. The i n s t i t u t i o n  may, as resources permi t ,  pay up to 50% of  the cost 
o f  co l lege level  courses and re la ted  expenses in those cases where 
co l lege level  p a r t i c i p a t i o n  has been determined by the t reatment 
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team to be an appropriate goal and i t  has been determined that 
individua.ls concerned do not have the personal resources to pay 
total  cost. Inst i tut ions are encouraged to• pay-total  costs when 
budget resources permit, i t  has been determined that al l  other 
sources of support are unavailable,  and i~ has been determined 
that college level part ic ipat ion is a treatment need of the 
individual .  

e. These f inancial  arrangements shall apply to inst i tu t ional  and com- 
munity based (study release) and corresponlence programs offered by 
junior  or community colleges, four year colleges and universi t ies 
and post-secondary vocational or technical schools. 

f .  In the event an inmate withdraws from a course for personal reasons, 
immediate action should be i n i t i a t e d  to obtain a refund of the Govern- 
ment's share of the tu i t ion.  

g. Post-release planning should consider college application and entrance 
among the rea l i s t i c  a l ternat ives open to releasees whose treatment 
goaIs, while in the ins t i tu t ion ,  included preparation for or involvement 
in college level programs. Federally insured student loans, work- 
study programs, foundation tu i t ion grants, individual scholarships, 
and other resources should be examined and applied for where appro- 
pr ia te  well in advance of the individual inmate's anticipated release 
date. The attached l i s t  shows some of the major possible sources of 
tu i t ion  support. The Education Department of each inst i tu t ion  shall 
be responsible for researching grant and other support sources and 
assist ing residents in making appropriate appl icat ion for such 
assistance. 

Is~ 
tiORMAN A. CARLSON 
Director ,  Bureau of Prisons 
Commissioner, Federal Prison IndusOries, Inc. 
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SOURCES OF POSSIBLE COLLEGE LEVEL TUITION SUPPORT OR 

INFORMATION ABOUT SUCH SUPPORT 

I .  The Rehabil i tat ion Services Administration (formerly VRA) HEW - 
Washington, D. C. 20201. 

Each state has i ts own Rehabi l i tat ion Administration Agency. 

A ~:omplete l i s t  of state VRA agencies can be obtained from RSA - HEW - 
Wa:~hington, D. C. 

2. Veterans Administration - Veterans Benefits Of f ice ,  2033 M Street ,  N. W., 
Washington, D. C. 20421. 

3. Government Insured Student Loans* - (pr imar i ly  for study-release or post- 
release college enrollment).  Applicatioz~s for  loans may be obtained from 
individual banks or f inancial  assistance o f f icers  of college or univers i t ies .  

Students may borrow up to SI,O00.O0 academic year for under-graduate 
study and $2,500.00 for graduate and "Professional" studies. 

4.  ~ e  ~ o r k  S tud  tqd~_~_P~_iO_9__ram - S t u d e n t s  w o r k  as l a b o r a t o r y  a s s i s t a n t s ,  
cafeter ia  helpers, teachers assistants,  playground supervisors, etc. dp 
to 15 hours per week during school term and up to 40 hours per week during 
vacations. 

5. .Basic Educational Opportunity Grant Pro ~931a_~ ! - Ti~ese HEW - Off ice of Edu- 
cation grants can be used to help defray the costs of t u i t i o n ,  fees, 
room, board, and miscellaneous expenses for students attending over 59000 
e l i g i b l e  colleges, un ivers i t ies ,  junior  colleges, vocational,  technical ,  
career training schools, and hospital schools of nursing. For additional 
information write to the address l is ted  below and re fer  to Clearinghouse 
Distr ibut ion No. m-74 of May 8, 1974. 

For further  information about items 3 - 5 wr i te :  

Division of Student Financial Aid 
Bureau of Higher Education 
U. S. Office of Education 
Washington, D. C. 

6. "Need a Li f t?" - An annually revised 132 page handbook published as a 
part  of The American Legions Education and Scholarship Program to assist  
~?Jdents, parents, and counselors to secure current information on 

i 
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careers, loans and scholarships. Available from The American Legion, 
Dept. S. ,  P.O. Box 1055, Indianapolis, Indian~. 46206, ($0.50) prepaid 
or in quanti t ies of I00 or more $0.30 per cop'/. 

*Note: Prepayment of part or all  of the loan may be cancelled i f  student- 
borrower becomes a teacher and teaches in certain designated schools° 

/ 
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i .  PURPOSE. To establish standards for inmate education, t ra in ing and le isure 
a c t i v i t y  programs in the feJeral prison system. 

2. DISCU3SION. The Bureau of Prisons wishes to establish uniform education, 
training and leisure a c t i v i t y  standards for programs throughout 

the federal prison system. Uniform standards are necessary for purposes of 
program accountabi l i ty and evaluation and for resource a l locat ion.  In addit ion,  
experience suggests that c lear ly  defined standards contribute to e f fect ive  
orogram management and thereby enlarge inmate education, t ra in ing and le isure 
a c t i v i t y  opportunit ies.  Addi t ional ly ,  uniform., standards f a c i l i t a t e  comparative 
cost -benef i t  analyses which can serve as the basis for fur ther  program improve- 
ments. 

3. [~TRECTIVES AFFECTED. Policy Statement 7300.63A dated 7-18-74 is hereby 
cancelled. Reference is made to Leisure Act iv i ty  

Policy Statements 7300.88 (12-10-73),  7300.83A (6-26-74) and Social Education 
7300.118 (8-9-76) .  

,i C~~,.'q ~- All inmates with the need and capacity should, during confinement: 

a . . . .  complete the Adult Basic Education Program; 
b . . . .  complete the Adult Secondary Education Program; 
c . . . .  acquire or improve an employable sk i l l  through one 

or more programs of Occupational Education; 
d . . . .  complete one or more Postsecondary Education a c t i v i t i e s ;  
e . . . .  complete one or more organized Social Education ac t i -  

v i t i es ;  
f . . . .  complete one or more prescribed Leisure a c t i v i t i e s .  

(See Policy Statement 7300.88, 12-10-73 and 7300.83A 
6-2a-74 for related le isure a c t i v i t y  program standards). 

5. STANDARDS. The following standards sllall apply to ful l  time Civil  Service 
and contract teachers in a l l  federal correctional  inst i tu t ions 

(because of the i r  d i f fe r ing  mission, these standards shall not apply to 
metropolitan correctional or detention centers) .  
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A. Minimum class s ize ,  da i l y  hours of i ns t r uc t i on  
teacher-student contacts and program completions. 

ABE ASE VT 
(Adul-T-Basic (.Adult Secondary (Vocational 
Education Education) Tra in ing)  
i nc l .  E.S.L.)  

Min. Class size 
per i ns t ruc to r  
(no. of students 
in average d a i l y  
attendance) 

Teacher-student con- 
tac t  hours per day 

Teacher-student con- 
tac ts  per year 

I0 15 

60 90 

200 300 
Completions per in -  

s t r u c t o r ,  per year 45 50 

+Vocational Tra in in~  

Length of VT programs and number of contacts ~ i l l  vary as fo l lows:  

Length of Program 
N,~mber of teacher -s tudent  
contacts per year 

15 
60 

165 ( I I  mo. y r . )  
720 (48 wk. y r . )  

1 year 
3 months 
1 month 
1 week (exp lora tory  programs)*** 

.4 ** VT program completions should be approximately 60% of enrol lments.  
~:~!. * * *  Al l  VT programs under I00 hours are exp lora tory  programs. 

• 
~ i  

.4 

15 

90 

1 5 - 720* 

9 - 430** 

NOTE: Where any i n s t r u c t o r  teaches less than f u l l  t ime, a l l  standards w i l l  be 
scaled p ropor t i ona te l y .  

B. Leisure A c t i v i t i e s  and Social Education (LA and SE) 

Leisure a c t i v i t i e s  and social education are organized in d i f f e r e n t  
ways in d i f f e r e n t  i n s t i t u t i o n s .  A d d i t i o n a l l y ,  non-education s t a f f  
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sometime share respons ib i l i t i es  for development and super- 
vision of these a c t i v i t i e s .  Therefore no national standards 
shall  be established for class size:, da i ly  hours of ins t ruc t ion ,  
teacher-student contacts and prograr} completions. 

Each institution shall establish its; own standards for these 
program areas. These standards and their degree of implementation 

shall  be reviewed by the appropriate Regienal Education 
Administrator during annual staff assistance visits and an 
evaluation shall be made at that time of whether the implementation 
of these standards is consistent 1) with an institution's program 
plans for these two activity areas and 2) with related Bureau 
Policy Statements:Leisure ActiviLies Policy Statements 7300.88 
(12-I0-73), 7300.83A (6-24-74) and Social Education 7300.118 
(8 -g -76 ) .  

C. The fol lowing are de f in i t ions  of program completions. 

© 

1. ABE - an adult  basic education program completion shall  
be the achievement by a student of 6.0 intermediate 
battery median SAT score, or in the case of non-English ABE 
programs, achievement of a score equivalent  to the SAT 
6.0 grade. 

2. ASE - an adult  secondary progra~a completion shall be the 
achievement of GED national norms determined by The American 
Council on Education or a high school diplo~la ( i f  a student 
achieves both through separate courses of study each shall  
be counted as a completion).  

An ASE Refresher course may be counted as a completion 
for inmates who already have a high school or GED, but who 
par t ic ipa te  in secondary level programs to improve t h e i r  
s k i l l s .  

. VT - a vocational t ra in ing  completion s h a l l  be the 
achievement of a c e r t i f i c a t e  by a s ta te ,  federal or 
professional organizat ion or an accredited educational 
i n s t i t u t i o n .  Where programs are not c e r t i f i e d  or part  
of an approved apprenticeship program, a completion shall  
be measured by a student receiving a c e r t i f i c a t e  for 
passing an examination ~pproved by the Bureau's Education 
Administrator .  Al l  courses which do not lead to 
c e r t i f i c a t i o n  and/or are less than I00 hours in length 
shall be considered exploratory courses. 

4.  PSE - a postsecondary education program completion shall 
~ ] ~ be the receipt of a passing grade in a course provided by 

] ~ an accredited postsecondary educational i n s t i t u t i o n .  

r !l 
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LA and SE - ~. leisure a c t i v i t y  or social education 
~c t i v i t y  shall be considered completed when a student 
ilas met the part ic ipat ion and achievement stdndards 
established by the ins t i tu t ion  f o r  that a c t i v i t y .  
:)n!y a c t i v i t i e s  in which par t ic ipat ion is expected and 
attendance taken shall be reviewed and evaluated. 

. PROGRAM CHARACTERISTICS. 

a. The Education Program will operate on a 12-month basis with minimum 
break periods for holidays. 

b. School and other education a c t i v i t i e s  shall be programmed at least  
I0 hours per day. (They need not be consecutive; e .g . ,  7-11 a.m.,  
I -4  p.m., 6-9 p.m.).  

c. Opportunities for residents to par t ic ipate  in a c t i v i t i e s  supervised 
by the education department wi l l  be avai lable  seven days a week. 

d. Supervised evening and weekend a c t i v i t i e s  wi l l  be scheduled at 
least  four hours on Saturdays and at least  two hours on Sundays. 

e .  Education, training and leisure programs will develop and establish 
maximum use of community resources. This can be in the form of 
study reledse, education furloughs and "in-house" use of eutside 
resources• 

f .  Education opportunities will be provided for bilingual and bi- 
cultural residents. To ensure achievement of this program 
characteristic, i t  will be necessary that staff members reflect 
the bilingual make-up of a particular institution's population. 
Bilingual teaching materials and resources should also be obtained 
and util ized. 

g. Recruitment and s ta f f  practices of supervisors of education 
wi l l  give strong support to the Bureau's general policy of en- 
couraging the employment of b i l i ngua l /b icu l tu ra l  persons, ~in-  
o r i t i e s  and women to serve most e f f e c t i v e l y  the needs of the resident 
population. 

7. PROGRAM PLANS. Supervisors of Education wi l l  submit by July 1 of each 
f iscal  year to the Chief Executive of the i r  inst i tu t ions  

(with a copy to the corresponding Regional Education Administrator and the 
Education Administrator,  Central Off ice)  an annual plan of action which, re f lec ts  
the standards outl ined in this Policy Statement. These plans of action wi l l  
include the establishment of specif ic quant i ta t ive  goals for each of the 
fol lowing program areas: 

1(j  
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~:~ A d u l t  B a s i c  E d u c a t i o n  
!~;:~ Adult Secondary Education 
~ i  Occupational Education 

Postsecondary Education 
~ Social Education 
~ . Leisure Act ivi t ies 

ir.~ 8. STAFF ASSISTANCE VIS ~¢. I,~ All programs shall be evaluated against 
these standards and these evaluations shall 

.!~-~ be included i~ Regional Education Administrators' annual staf f  assista~ce 
~:~ v is i t  reports. These reports shall provide quantitative performance data 
i~ ~ for a l l  program areas for which national or local quantitative standards 

have been established. 

• ~ii 9. REVIEW OF STANDARDS. These ~tandards and definit ions shall be 
reviewed periodically (no less than once every 

two years) and revised and up-dated when necessary. 

@ 

NORMAN A. CARLSON 
Director, Dureau of Prisons 

Commissioner, Federal Prison Industries, inc. 
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Policy StaLement 
$~J~gT: INMATE ARTS, HOBBYCRAFT, A~fD LITERARY 

WORKS 

i 7300.83A .... I 

r ] 

I-~.! 
].. POLICY. It is the policy of the Bureau of Prisons to 

encourage the inmate to make constr~c=ive use 
of leisure time. In addition to the structured and organized 
spol-ts program, inmates may wish to wriEe manuscripts, or 
engage in a~-t, leather or other hobbycraft areas. 

i- (v, 
i- " -J 

< { 
7 i - .  

+ . 

I. ) 

,: ~ . +  

- .  } 

i ' .  i 

, , ,  + 

. ! 

• .; 

t . . 
. !  

2 .  ~ ,  

. , 

" i  

® 

O 

2. PURPOSE. This Policy Statement establishes policies and 
procedures t~ be followed concerning the review 

of manuscrfpts written by inmates, azt work, and hobbycraft 
articles and their disposition. 

3. DIRECTIVES AFFECTED. 

4 . DEFINITIONS. 

Policy Statement 7300.83 dated 
April 17, 1973 is hereby superseded. 

a. In___mate Manuscripts - Inmate manuscripts include fiction, 
non-fiction, poetry, music and lyrics, drawings and 
cartoons, and all other writings. 

b. Art Work - Art work includes all paintings and sketches 
and may be rendered in any of the usual media (oils, 
pastels, crayons, pencils, inks, charcoals) with the 
exception of Frinters or india ink and/or in accordance 
with local institutions policies regarding materials. 

Co Hobbycraft Articles - Hobbycraft articles include 
leatherwork, models, clay, mosaics, crocheting, 
knitting, sculptures, woodworkin~s) lapidary, and 
other forms dependent upon periodic interests and/or 
institution regulations. 

d. Non-profit Organization - A non-profit organization is 
defined as one which is not intended to make a profit 
from the sale and will not require ill excess of 30fo 
of the sale to cover the organization cost for over- 
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• Bead (rent, maintenance, •utilities, taxes, etc.) 
~ n d  r e ' T m b u r s e m e n t  t o  p e r s o n s  f o r  l o s t  o r  d a m a g e d  " - 

articles received. 

__5 . EXPLANATION. 

° 

a. Inmate: Manuscripts 

(I) An ir~nate is permitted to prepare manuscripts 
(including memoirs, diaries, etc.) for his 
own use without institution appr.oval, if he 
does not intend to submit the manuscript for 
publication while he is in custody, or 
circulate it within the institution in any way. 
If an unapproved manuscript is circulated, or 
if the inmate attempts to submit it for 
p~blication, it may be confiscated~ as provided 
in subparagraph (5). 

(2) Inmates are permitted to publish manuscripts in 
the institutional inmate magazine (if one exists) 
or to submit a manuscript for publication, or 
flistribution outside the institution, except that 
a manuscript shall not be approved for publication 
if it deals with the life or criminal career 
of the writer, with ~p!oyees of the Bureau, 
with other inmates with matters presently 
in litigatio,l, or the publication contains 
statements that are likely to incite violence 
or seriously affect good order. The inmate's 
right to express any and all grievances, 
including those related to staff and conditions 
of confinement, through free and uncensored 
access of the U. S. Courts, Mpmbers of Congress 
and certain other Government t, lficials, through 
the Prisoners' Mail Box remain~ unimpaired. 
(See Policy Statement 7300. 2]~.) .. 

(3) An inmate wishing to write for possible 
]~ublication shall submit a statement of his 
intentions and the general natn,r, of his 
p!an~.ed manuscript to the Wardc:, or his 
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(4) 

designee. As long as the inmate's stated 
intentions are not in conflict with para- 
graph 5a(l) and (2), above, the Warden, or 
his designee shall mark or stamp the inmate's 
stater.ent, prepare a memo, or in some fashion 
clearly indicate that the iL-~nate's plan to 
write is approved. The stamped or marked 
statement, memo~ or other indication of 
recognition will be given to the inmate to 
serve as a "cover" for his manuscri'pt while 
it is in preparation. No such "covered" 
manuscripts will be confiscated unless in 
review with the Warden or the above-named 

designee it is determined that the writer 
has deviated significantly from his stated 
intent. 

Manuscripts will be reviewed by the Warden or 
his designee. In the event of disapproval, 
the reviewer shall identify in writing the 
reason for disapproval, with specific reference 
to parts of the manuscript, and these reasons 
shall be provided to the inmate. 

(5) An inmate may appeal the disapproval of his 
manusc7 ipt as follows: 

(a) the manuscript will be re-submitted to the 
Warden with a request for submission to 
the Regional Office. 

I "  'i 

(b) 

(c) 

the Warden, or his designee, will submit a 
disapproved manuscript and the reasons for 
the disapproval to the Regional Director, 
who may review the manuscript with 
representatives of the Legislative and 
Legal Counsel and the Education Branch 
as appropriate. 

a decision will be made by th.e Negional 
Director with reference to the manuscript's 

200 
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content in relation to the standards 
~et forth above. The decision and the 
reasons for the decision will be 
communicatcd to the ~Tarden and inmate. 

Disapproved manuscripts ~hall be retained 
by the head of the institution until time 
of release, at which time the m~nuscript 
shall be included with the personal 
property returned to the inmateo~~ 

An inmate shall not communicate with an 
editor, publisher, or literary agent 
regarding the writing of, placement or 
disposition of a manuscript until all the 
preceding conditions have been met. 

An inmate who derived a substantial portion 
of his income from writing prior to the 
commencement of his current sentence shall 
not be permitted to sell manuscripts for 
financial reward. 

Inmates must not permit their living area 
to become untidy because of an unreasonable 
accumulation of writing product. If an 
inmate's area becomes untidy because of 
this materipl, it may be confiscated, as 
provided in subparagraph (5). 

Art Work 

(I) Materials may only be obtained through: 

(a) donations by the institution art training 
program (if one exists) to an inmate 
registered in a regular course of art 
instruction. 

(b) the Commissary Sales Unit. 

(c) special Purpose Commissary orders, 
providing the commissary sales unit, 
is unable to stock a sufficient 
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!~ ! amount of materials needed (brand 
%1 name not included) to supply the ~?,~ 
/!~ interested population. ~ 

" (.2) The •size of paintings and drawings will ~:~.~, 
conform to institution policies. All ~.~".. ..... :., 
work must be in good taste and reasonable ~;i"-,~ 
in content. It cannot, in public display, ~'-i~ 
Jeopardize the goodwill and relations ~::,:~ 
between ::ny community and the Bureau of Ii'~":il 
Prisons. 

® 

(3) The meney to be spent ~n art materials will 
be subject to the limitations set by the 
institution regarding amounts and expend- 
itures from spending or savings accounts. 

(4) All art work must be identified by a label, 
or some other form of identification, to 
appear on the reverse side, bearing name 
of owner and register number. 

Co Hobbycraft. The same applies for all hobbycraft 
items as mentioned above (Art Work) with 

regard to content, acquisition of materiais, and 
expenditures. 

. DISPOSITION. Once all preceding conditions as 
mentioned above have been met, the 

ir~u~ate may dispose of his completed work(s) by: 

r ~k~  

g~N 
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(a) donating to the institution; 
(b) taking with him when he is released; 
(c) giving to an authorized visitor (dependent 

upon local institution regulations); 
(d) mailing to authorized correspondent; 
(e) offer for sale through the institution Art and 

Hobbycraft sale program (if one exists); 
(f) non-profit organizations concerned with the 

advancement and promotion of art and hobbycraft 
offering to provide an outlet for inmate products. 
Inmate art and hobbycraft articles may be mailed 
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to these organizations through approved 
'institution channels. The liability for 
loss or damage of arti:les shipped from 
an institution to a nou-profit organi- 
zation will rest with ~he ir~mate or the 
requesting organization and not with the 
institution. 

NORMAN A. CARLSON 
Direc tor 
Bureau of Prisons 
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Polic:y NiLate enIL 

I .  PURPOSE. 

W A S H I N G T O N ,  D.C. 20534  

I N U M B E R  

• 7300.87 I 

IDATE 

8-4-73 ,,,1 
F P I - M I - - 9 . ~ 0 - 7  g - l U - O l )  J 

To transmit guidel ines for  the establishment of Pre-Release Pro- 
grams. 

2. POLICY. To provide a program that  w i l l  supplement i n s t i t u t i o n  treatment pro- 
grams that are aimed at preparing the releasee for  t rans i t ion  to 

the community. In l ine with the guidelines given in this Policy Statement, 
spec i f ic  ins t i tu t ion  programs should be developed which w i l l  r e a l i s t i c a l l y  re-  
l a t e  to the par t icu la r  i n s t i t u t i o n ' s  mission. 

3, BACKGROUND. There has been no established Bureau-wide pol icy that has been 
subjected to wr i t ing  on the subject of  Pre-Release Programs. 

Instead,  each i n s t i t u t i o n  has been allowed to determine i ts  own needs for  a 
Pre-Release Program. While some ins t i tu t ions  have established workable, worth- 
while programs, others have elected not to become involved in a Pre-Release 
Program. 

4. ACTIJN. 

a. I t  shall be the respons ib i l i t y  of the Associate Warden responsible for  
the area of programs to designate an i rd iv idua l  under h is /her  supervision 
to be responsible for  coordination of the Pre-Release Program. This re- 
spons ib i l i ty  can not be delegated lower than the GS-I I  l e ~  

b. The person who is designated as being responsible for  the Pre-Release 
Program wi l l  s o l i c i t  the ccaperation of the Administrat ive Assistant 
(Record Of f i ce ) ,  the Supervisor of Education, the Chief Correctional 
Supervisor, the Chief of C lass i f i ca t ion  and Parole,  and the Hospital 
Administrat ive Of f icer  as well as others in the i n s t i t u t i o n ,  to assist  
with the necessary information and resources needed to establ ish and 
maintain a viable Pre-Release Program. 

5. GUIDELINES. The releasees who are e l i g i b l e  for and who are placed in the 
Work/Study Release Programs wi l l  be involved in the Pre- 

Release Program in accord with the fol lowing guidel ines: 

a. The Pre-Release Program should be structured to use s t a f f ,  inmate, and 
community resources as extensively  as possible. Avai lab le  community re- 
sources w i l l ,  of course, vary from i n s t i t u t i o n  to i n s t i t u t i o n ,  which 
w i l l  necessitate the more extensive use of i n s t i t u t i o n  resources and 
audio-visual aids. Federal resources should be cu l t iva ted  and u t i l i z e d  

i 
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and should be designed to include such areas • as pa r t i c i pa t i on  by the 
U. S. Probation Of f icers ,  Community P~gram Of f icers ,  ConTnunity Treat-  
ment Center Personnel, Social Secur i ty Personnel, Veterans Admipistra- 
t ion Personnel, and other federal agencies and employees. 

b. I t  is expected that the inst i tut ion staff  wi l l  strongly encourage and 
support participation in a Pre-Release Program. However, participation 
in a specific number of programs should be mandatory while other ses- 
::ions can be kept op a voluntary basis, except in those inst i tut ions 
where the staff  believes that mandatory participation to be feasible. 
The Pre-Release Coordinator and the Managers l isted in Section 4, Sub- 
hearing b., wi l l  establish specific guidelines for participation in the 
Pre-Release Program. 

c. S ta f f  pa r t i c i pa t i on  in lecture sessions and other facets o f the program 
should be s t rongly  encouraged by the Program Administ rator .  

d. Separate housing may be establ ished fo r  pre-releasees+ i f  i t  is deemed 
to be desirable by the i n s t i t u t i o n  s ta f f .  

e. Those ind iv idua ls  who are approved fo r  co~mnunity treatment centers should 
pa r t i c i pa te  in a spec i f i c  number of  sessions p r i o r  to t h e i r  actual 
placement in the comcnunity treatment center. These sessions should be 
designed to .nfo~n the releasee about l i f e  in the Community Treatment 
Center. 

f ,  The Pre-Release Coordinator should establish outlines of areas which 
need to be covered in ~he Pre-Release Program. 

:].~: g, The releasee should receive as much ind iv idual  a t ten t ion  as poss ib le .  
Plans should be developed in d i r ec t  re la t i onsh ip  to the release needs 
of inmate. Such things to be considered are; area of  release, 
educational and vocational s k i l l s ,  need for  pa r t i c i pa t i on  in on-going 
community programs, such as Department of Vocational Rehab i l i t a t i on ,  
Manpower Development and Training ~ssistance, State Employment Agencies, 
Labor Unions, Drug Abuse Programs, Alcohol ics Anonymous Programs, and 
Mental Health C l in ics .  

The various social  act ion clubs, such as Jaycees, Toastmasters, Rotary 
I n te rna t i ona l ,  and the Lions Club, should be in~uded in the program. 

h. The program coordinator  w i l l  be p r imar i l y  responsible for  scheduling 
and contact ing volunteers from the local community. 

.+ i .  I t  is suggested that  furloughs fo r  release purposes be u t i l i z e d  to 
ass is t  in the release process but only in accord with the guide l ines 
estab l ished in the Pol icy Statement on Inmate Furloughs, P. S. 7300.12A 

- CH-1, 5-27-70. 
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j .  I t  is imperative that e f for ts  be extended to help releasees obtain 
proper ident i f ica t ion ,  such as Dr iver 's  Licenses, Social Security 
Cards, Birth Cer t i f ica tes ,  and anj other documents needed by the 
releasee to help establish himself in the community. A check l i s t  
should be established to insure that the above docun~nts are ava i l -  
able and delivered to the inmate at the time of his release. 

k. The Pre-Release Prng~am must be developed and implemented in such a 
way ~.s to be measurable in accordance with Policy Statement 7300.16A 
where i t  applies to pre-release procedures. 

. 

m .  

The use of video tape, audio-visual aids, and selected reading 
material should be u t i l i zed  in the Pre-Reiease Program. 

At least  60 days pr ior  to the release of an individual u~der Mandatory 
Release or Minimum Expirat ion,  a Terminal Report in the form of a b r i e f  
l e t t e r  should be sent to the Supervising United States P~Jbation Of f icer  
with a copy to the United States Probation Of f icer  in the d i s t r i c t  of 
or igin.  A br ie f  summary of the a c t i v i t i e s  of the individual wi l l  be 
outlined and the U. S. Probation Of f icer  should be informed of ' the  
release plan, resources, and potential  problem areas he wi l l  face while 
working with the man. 

DIRL . . . .  ES, Each inst i tu t ion  shall develop a local policy statement for 
the establishment of th~ Pre-Release Program withi~ tile 

guidelines of this Policy Statement and care should be given to insure that 
the inst i tu t ion  policy r e a l i s t i c a l l y  relates to the mission of each par t icu la r  

• ins t i tu t ion .  The ins t i tu t ion  policy statement should be submitted to the 
Assistant Director,  Ins t i tu t iona l  Services, for  review and comfiest within 
90 days from the receipt of this Policy Statement. 

Is/  

NORMAN A. CARLSON 
Director ,  Bureau of Prisons 

Commissioner, Federal Prison Industr ies,  Inc. 
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I .  PURPOSE. To es tab l ish  general g u d e l i n e s  for  the admin is t ra t ion of the 
Recreation Program and to insure adequate considerat ion by t r e a t -  

ment teams of the prescribed use of recreat ion a c t i v i t i e s  as in tegra l  components 
of the treatment program designed for  ind iv idual  res idents .  

@ 

2. BACKGROUND. An analysis has been made of the d i f f e r e n t  recreat ion programs 
offered and promoted at a l l  i n s t i t u t i o n s .  There is a wide 

variance among these programs and although i t  would be inappropr iate to es tab l i sh  
a uniform program for  a l l  i n s t i t u t i o n s ,  minimum program guidel ines are needed. 
The minimum guidel ines set f o r th  i n t h i s  document should be regarded as ta rge t  
levels  of performance below which no i n s t i t u t i o n  should funct ion wi thout 
appropr iate j u s t i f i c a t i o n .  The overal l  goal is to o f f e r  the widest possible 
range of recreat ion a c t i v i t i e s  to a l l  of fenders.  In performing the foregoing 
ana lys is ,  i t  was discovered that  education superv isors,  recreat ion spec ia l i s t s  
who comprlse part  of  the educational s t a f f ,  cor rec t ions counselors, mental 
heal th coord inators ,  case management personnel and others in the cor rect ions 
f i e l d  are becoming increas ing ly  aware of the pos i t i ve  cont r ibu t ions  that  spec ia l l y  
designed recreat ional  a c t i v i t i e s  can make to the res iden t ' s  tota~ treatment 
program. Current o r ien ta t i on  pract ices and personnel assignments to funct ional  
un i t s ,  however, are such that  the potent ia l  con t r ibu t ions  are sometimes over- 
looked. In order to remedy th i s  p a r t i c u l a r  s i t u a t i o n ,  the fo l lowing act ion 
steps are proposed: 

3. ACTION. 

a. Education personnel assigned te treatment teams are charged with 
the r e s p o n s i b i l i t y  of helping the teams to consider the a d v i s a b i l i t y  
of prescr ib ing spec ia l l y  designed recreat ion a c t i v i t i e s  for  selected 
residents to f u l f i l l  speci f ic  needs and interests of a physical, 

: social or psychological nature. Each education supervisor w i l l  inform 
his or her s t a f f  members of th i s  r e s p o n s i b i l i t y  and es tab l ish  ways of 
implementing, moni tor ing,  and re in fo rc ing  th i s  pract ice .  

b. The recreat ion s t a f f  w i l l  develop appropr iate ways to i d e n t i f y  
rec rea t ion - re la ted  treatment needs of res idents during t he i r  period of 
admission and o r i en ta t i on ,  and w i l l  es tab l i sh  an e f fec t i ve  mechanism 
for  communicating his or her f ind ings  and recommendations regarding 
ind iv idual  cases to the treatment team 
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C. The recreation supervisor wi l l  report per iodical ly  to the 
treatment team on the progress residents assigned to 
recreation by the team are making toward the achievement 
of treatment goals. 

d. Recreation special ists ,  in cooperation and consultatio~ with 
other s ta f f  members, are urged to develop, test ,  evaluate 
and improve programs that are l i k e l y  to be most conducive 
to meeting specif ic treatment needs of offenders. 

e .  The Central Office is prepared to provide technical assistanc~ 
ahd specif ic ideas about procedures, practices and guidelines 
that wi l l  help to ensure the development of a balanced, e f fec t ive  
and treatment oriented inst i tu t ional  program in the area of 
recreat ion.  

4. DISCUSSION. "Recreation Program" is a term used to describe a 
broad range of formal and informal a c t i v i t i e s ,  some 

of which may b~ ?rescribed for an offender by his treatment team to meet 
various physical, sociological and psychological needs. A general 
recreation program includes a c t i v i t i e s  such as sports, table games, 
movies, or cu!tural events which are offered and promoted primari ly  
as physical or em..otional outlets.  When such a c t i v i t i e s  are sl,oke~ 
of as "organized" recreation a c t i v i t i e s ,  they are those which are of fered,  
promoted, and supervised through the recreation o f f i ce ,  and for which 
there is an accounting by registrat ion or roster of individual 
par t ic ipat ion .  

An e f fec t i ve  recreation program also promotes "ac t iv i t i es  awareness," 
i . e .  involves the offender in recreation a c t i v i t i e s  presently unfamil iar  
to him, thereby providing the kind of knowledge and experience which 
may help him to u t i l i z e  his leisure hours productively a f ter  release 
from confinement. The a c t i v i t i e s  awareness dimension of the recreation 
program frequently iF~cludes arts ,  music, drama, l i t e racy  persuits,  
special cultural  events, and hobbycrafts. Ac t i v i t i es  of a competitive 
nature are also an important facet of a complete recreation program. 
Competition can take place on the a th le t ic  f i e l d ,  at the bridge table,  
on the stdge in an a r t  exhibit ion.  The competition may be "intramural" 
( involving residents only) or "varsity" (p i t t ing  res!dents who have 
exhibited outstanding achievement in intramural a c t i v i t i e s  against the i r  
counterparts in the community). 

5. GOALS. 

a o  

b. 

A recreation program should be broad enough to include elements 
of general recreat ion,  a c t i v i t i e s ,  awareness, and competition. 

A recreation program should be used to the maximum extent 
feasible  as an aid in meeting specif ic  treatment needs of 
offenders. ~ ~.) ~] 
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c. A recreation program should be designed to attrac, residents 
regardless of ethnic, racial and s(:x differences, and to 
provide positive carry-over value ",~or post-release involvement 
in community activities. 

d. Organized recreation activities, as defined above, should 
inv:)l've a minimum of 1/3 of the.total population and should 
be offered on a year round basis. 

6. STAFFING PATTERNS. 

a. The recreation program should be directed by a fully qualified 
person who reports directly to the Supervisor of Ed,~cation. 
Penitentiaries, Correctional Institutions, Reformatories, 
Youth and Juvenile institutions should include, in addition 
to the recreation supervisor, one full-time staff ~ember with 
expertise in sports organization, one fu!3-tin,e staff mt~ber 
with expertise in hobbycrafts~ and at least three part-time 
(contract) personnel, (e.g. music instructor, leathercraft 
instructor, and art instructor). Although the personnel 
requirements are of smaller magnitude in prison camps, 
community treatment centers, and metropolitan corrections 
centers, such institutions should employ a sufficient number of 
recreation specialists to provide a well-rounded program of 
indoor and outdoor activities. 

b. Where a Group Activities Coordinator position has been 
established, the incumbent should be afforded sufficient 
authority to coordinate programs across dpDartmental lines. 
All resident and/or community group activities scheduled to 
take place within the institution, regardless of contracting 
department, should be coordinated by the Group Activities 
Coordinator. 

6. PROGP~M AREAS. 

a .  

b. 

The supervisor of recreation should prepare an outline of 
available recreation activities and should be involved in the 
orientation of the incoming offender to tl;e existence of 
such activities. 

The supervisor of recreation, in consultation with the 
Supervisor of Education, should develop a procedure in 
accordance with section 3 above whereby the treatment team 
will become aware of treatment needs that can be served by 

l i  I Q the recreation program. Reports of the offender's progress 
• toward the achievement o f  treatment  goa l s  should be sent  "" i'll periodically to the treatment team through the Supervisor of 

Education as p r e s c r i b e d  in s e c t i o n  3 above. 
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c Each inst i tut ion should develop a hobbycrafts program which 
offers a minimum oF four organized hobbycraft act iv i t ies  
and which ut i l izes resources available in the geographic 
area. Hobbycraft programs might include beadwerk, carving, 
ceramic:s, copper tooling, other metalcraft ,  crocheting, 
drawing, embroidering, etching~ jewelry- lapidary,  knitt ing, 
leathercraft ,  model making, sewing, sketching, thread 
handicraft, weaving, ~odcra f t ,  and yarn. 

d. Each insti tut ion should offer a music p"ogram that affords 
opportunities fo~ learning basic theory~ ~ l o p i n g  
appreciation, and improving one's musical performan~ sk i l ls .  

e. Each inst i tut ion should organize a minimum of three on-going 
intramural competitive act iv i t ies  for each appropriate season 
o---~th~ year (e .g . ,  softbal l ,  basketball,  chess). 

f .  Each inst i tut ion should consider whether or not i t  wil l  be 
appropriate to provide instructio~) in Sports Off ic iat ion 
accredited by a recognized national organizations such as 
the National Baseball Congress or the Amateur Softball 
Association. ® 

3. PHYSICAL FACILITIES. 

a. Each inst i tut ion should consider e~tablishing a display and sales 
outlet for offenders' finished art  and craft  pieces. 

b. Efforts should be made to equip a Leisure Center and/or Game 
Room within the inst i tut ion.  

c. Each inst i tut ion should attempt to provide rooms, preferably 
soundproofed, for individual and group music practice. 

d. Each inst i tut ion should provide outdoor f a c . l i t i e s  and equip- 
ment for open participation in a minimum and eight outdeor 
sports act iv i t ies .  Sports ac t iv i t ies  might include any of 
the following: badminton, baseball, bicycling, bocciball,  
basketball, croquet, flag footbal l ,  miniature gol f ,  golf,  
handbal~, horseshoes, jogging, shuffleboard, sof tbal l ,  
soccerbal!, tennis vol leybal l ,  etc. 

8. OTHER ACTIVITIES. 

a. Each inst i tut ion should organized at least three offender 0 
stage productions ( i . e . ,  talent show, drama production, 
musical performance, etc.)  per year. 
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b. 2ach ins t i tu t ion  should have a minimum of one occasion per 
month when outside groups provide in-house entertainment 
events. 

c. ~n addition to the provisions in section (b) ,  each 
ins t i tu t ion  should have a minimum of three occasions per 
m~nth when co,T~nunity residents par t ic ipate  with offenders 
in organized recreation a c t i v i t i e s .  

d. Offenders should be u t i l i z e d  as assistant coaches, 
~dministrat ive clerks,  equipment cl~rks,  o f f i c i a t o r s ,  
instructors and genera ~ recreation aides where resident 
interest  is expressed and a b i l i t y  is apparent. 

9. PLAN OF IMPLE~IENTATION. Each supervisor of education, in 
cooperation with the s~pervisor of 

recreat ion,  wi l l  submit to the Warden/Director/Superintendent of his 
i n s t i t u t i o n  and the Administrator,  Education Branch, Central Of f ice ,  
a local policy statement and plan of action which re f lec ts  the goals 
and program character ist ics out l ined in this Policy Statement by 
February 15, 1974. 

These local statements and plans ~ecome operational upon approval 
by the Administrator,  Education Branch, Bureau of Prisons. 

l !'i 
/ s /  

NORMAN A. CARLSON 
Director ,  Bureau of Prisons ~ 

Commissioner, Federal Prison Industr ies ,  Inc. i~ 
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Q FEDERAL P R I 6 G N  SYSTEN W A S H I N G T O N .  D.C. 20.334 

T J C : INMATE MANUSCRIPTS 

NUMBER 
I 7300. i00 I 

@ 

I. POLICY. It is the policy of the Bureau of Prisons to en- 
courage inmates to use their leisure time for 

creative writing and to permit the direct mailing of all manu- 
script." as in the case of ordinary correspondence. 

2. DIRECTIVE AFFECTED. Policy Statement 7300.83A dated June 26, 
1974, Section 4a and 5a, Paragraphs 

(i) thru (9) are superseded. 

3. DEFINITION. Manuscripts for the purpose of this Policy 
Statement include fiction, non-fiction, po- 

etry, music and lyrics, dL'awings and cartoons and other writings. 

4. DIRECT MAILING. ~m inmate is permitted to prepare manuscripts 
for private use or publication while in 

custody without institution appi-oval. Manuscrlpts may be mailed 
directly as ordinary correspondence, in accordance with the 
Correspondence Policy Statement, P.S. 7300.1A as amended. The 
institution may limit the amount of writinq work-product 
accumulated in living areas in the interests of safety or fire 
prevent ion. 

5. ACTION. Each facility will develop a local policy statement 
permitting direct mailing of manuscripts as outlined. 

Copies will be sent to the Regional Director and Assistant Director, 
Correcti~.,al Programs Division, within 30 days of receipt of this 
Policy Statement. ~ ~ ~  

NORMAN A. CARLSON 
Director, Bureau of Prisons 

Con~missioner, Federal Prison Industries 

@ 21,  
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Polxcy Statemez t 
" " ~ ~ ~ "  SUBJECT: INMATE ORGANIZATIONS 

D A T E  

1-16-78 

• FPI, Wl---0-t 0.~ 6 .Z ~. d I ] 6 

I .  PURPOSE. To estab l ish guidel ines governing the approval and supervision of 
organized inc i te  groups. To assure that  adequate fund accountab i l i t y  

procedures are establi'~hed and maintained. To re-emphasize the Bureau po l icy  
that  s t a f f  w i l l  not accept g i f t s  or renumer~tion in any form from inmates or 
inmate organizat ions.  

! 

2. DIRECTIVES AFFECTED. Policy Statement 7300.I15A, Inmate Organizat ions is 
cancel led. Pol icy Statement 3712.1, Standards for  

Employees' Organizations to Establ ish Accounting and General Guidelines for  
Employee Organizations is referenced. 

3. BACKGROUND. The approval and supervis ion of organized inmate groups has 
been the r e s p o n s i b i l i t y  of each i n s t i t u t i o n .  

@ Department of Just ice and Bureau of  Prisons audi t  c i t a t i ons  over the past 
years point  to the lack of f inanc ia l  con t ro ls .  A s i g n i f i c a n t  increase in the 
number and type of these groups ind icate  a need to es tab l i sh  agency-wide nuide- 
l i nes .  

4. APPROVAL. Inmates are authorized to pa r t i c i pa te  in only those organiza- 
t ions which have been recognized and sanctioned by the Warden. 

Any proposed organizat ion must submit a request to the Warden fo r  recogni t ion 
p r i o r  to becoming act ive.  

T!Ii 
The request must be accompanied by the organ iza t ions '  t en ta t i ve  Const i tu-  

t ion  and By-laws which must include the prov is ions of Pol icy Statement 3712. i ,  
except fo r  the required quar te r l y  f i nanc ia l  statement. Any inmate organizat ion 
which works in opposi t ion to the secu r i t y ,  d i s c i p l i n e  and good orde:" of the 
i n s t i t u t i o n  w i l l  not be approved. 

5. STAFF SUPERVISION. Every inmate organ izat ion must have a s t a f f  sponsor. 
The sponsor w i l l  be on o f f i c i a l  duly status when per- 

forming those funct ions normally associated wi th such sponsorship (such as 
scheduling meetings, signing f inanc ia l  repor ts ,  and arranging supervis ion fo r  
organizat ion funct ions) .  The sponsor's Posi t ion Descr ipt ion should r e f l e c t  
the dut ies of  inmate organizat ion sponsorships. 

S ta f f ,  inc luding the sponsor, may volunteer addi t iona l  time to work with 
an inmate organizat ion in a capaci ty other  than sponsor. Such involvement 
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• • and work wi l l  not be a part of the volunteer 's regularly prescribed •duties 
nor be ref lected in the volunteer's Position Description. 
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' 6 .  OPERATIONAL REQUIREMENTS. 
i 

l 

a. Constitution. Each organization must have a constitution defining 
its purpose and operations, and the duties and responsibii~ties of the 
officers. The constitution is subject to the approval of the Warden and 
may be amended by the Warden as necessary. 

b. ~ ~ .  Meetings shall be held at times which are not competitive 
with regularJy scheduled inmate work and program activit ies. Meeting schedules 
must be approved by the Warden or an authorized representative and supervised 
by a staff  member. 

c. Activities and Projec__c~ts. All activit ies and projects sponsored by the 
organizat ion must be approve~ by the Warden. Fund raising projects should 
be l imi ted to those a c t i v i t i e s  in which the inmate members of the organization 
are ac t ive ly  engaged in a substantial portion of the work required. Fund- 
raising projects should not be competit ive with the Commissary or in ter fe re  
with the orderly operation of the i n s t i t u t i o n .  In reviewing fund-raising 
projects for approval, consideration wi l l  be given to the addit ional  work- ~ 
load which wi l l  be imposed upon the s t a f f  in processing fund withdrawals, 
and shall not be approved i f  they wi l l  create work beyond the capabi l i ty  of 
resources avai lable  to the i n s t i t u t i o n .  Inmate organization funds shall not 
be used to finance s t a f f  m~mbers attendance at meeting s or to furnish g i f ts  
or compensate s ta f f  members in any way. Government funds may be used to 
finance s t a f f  members travel expenses for meetings and conventions out of 
town, provided the s t a f f  member is in a duty status,  and is d i rec t l y  involved 
with the inmate organization on a continuing basis. 

d. Dues. I f  dues are col lected,  the rate and method of  col lect ion is sub- 
j e c t  to the approval of the Warden. Inmates may not be excluded from member- 
ship in the organization solely on thP basis that  they lack funds for dues. 

* e. Accountabi l i t~ of Funds. Inmate organizations are required to maintain 
f inancia l  records in accordance with accepted accounting pract ices.  Financial 
records must be maintained currently to record ( I )  recei, pt/income ident i f i ed  
by the source (2) expenditures in check form to payee supported by applicabl~ 
receipts with disbursements approved in accordance with ghe organizat ion's 
const i tu t ion .  All inmate travel in connection with i n ~ t e  organizations wi l l  
be in accordance with Federal Travel Regulat11ons and d~cumented by travel 
vo'ucher. The voucher shall be f i l e d  with organization records to support 
the expenditure. The Warden shall disband inmate organiizations that  fa i l  
to maintain suitable f inancial  records, furnish f inanc~l:  statements or com- 
plete the required annual audit. I t  is the responsibility of earn Warden to 
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insure that f inancia l  records and reports are maintained. Financial Records 
procedures are to be included in the organiz; ] t ion 's const i tu t ion as pre- 
scribed by Policy Statement 3712.1. Financi~l statements shall be prepared 
by the organization treasurer, presented to ~he n~mbership of the organiza- 
t i on ,  reviewed by the sponsor and furnished %o the Warden by 20 Ap r i l ,  
20 Ju ly ,  20 October, and 20 January each yea~'. Copies shall be furnished 
the Business Manager. 

Audits w i l l  be conducted at least once per calendar year by a co,T~nercia! 
accounting f i rm or an employee with accounting experience. Af ter  the audit  
a narrat ive report w i l l  be submitted to the Chief Executive OFficer. The 
Business Manager w i l l  maintain copies of each f inancia l  statement and annual 
aud i t ,  and w i l l  i n i t i a t e  action to assure compliance with these f inancia l  
record requirements. 

f .  Special Ac t i v i t i e s .  Special a c t i v i t i e s  such as the inclusion of guests 
in reou]ar n~etings, banquets, pa r t i c ipa t ion  in conn,:unity programs or con t r i -  
butions to char i table causes, must be approved by the Warden and w i l l  be 
~mder the d i rec t  supervision of the s t a f f  coordinatcr.  Guests shall be re- 
quired to deposit a cash meal t i c ke t  when attending banquets, unless spec i f i ca l l y  
covered by Policy Statement 17615, Guest Meal Tickets.  

g. Annual Report. Each Warden shall f o ~ a r d  annually to the Regional 
Di rector ,  a complete l i s t  of a l l  act ive inmate organizations at the close 
of the f isca l  year, with a copy of the annual audi t  and a copy of the 
Spetember 30 f inancia l  staten~nt. * 

7. FINAL AUTHORITY. The Warden of each i n s t i t u t i o n  may delegate author i ty  to 
regulate inmate organizations to the level of Department 

Head, but retains f ina l  respons ib i l i t y  fo r  a l l  decisions regarding inmate 
organizat ions. 

Is l  
NORMAN A. CARLSON 
Director  
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" ~ J ~ ~  S U B J E C T '  OF THE TOTAL INSTITUTION SOCIAL I 7a~ 

~{ " ~  ' EDUC.ATION EXPERIENCE 
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. - - . i  

I. PURPOSE. To encourage all staff anJ inmates• in the Federal 
Prison System to develop a gceater sense of 

responsibility for each other and motivation for continued 
personal growth. 

2. DEFINITION. Social education is the process of creating 
a learning environment composed of experiences 

by which an individual gains tbe knowledge, skills an~ attitude 
necessary to shape, support and maintain a worthwhile and positive 
self-image and to interact in responsible ways with other human 
beings. 

3. BACKGROUND. I t  is recognized• that life skills -- interpersonal 
relationships, communication~ self-motivation, 

realis.tic goal setting and a positive basia self concept -- 
cannot be taught to inmates just prior to release. Realistically, 
exposure to programs fostering these skills should be available 
early during the inmate's incarceration and reinforced by all staff 
contacts throughout his or her Stay. 

Furthermore, it has been demonstrated that many social education 
programs, developed and implemented at institutions in the past, 
have been abandoned due to staff changes. 

Institutions need to voluntarily respond to both these concerns 
by developing plans of action for further implementation of soeJ.al 
education throughout Bureau facilities. 

Thus, the emphasis becomes two-fold: 

a. To raise the level of staff awareness concerning 
social education so that institutions may identify 
current initiatives in this area and at the same 
time analyze future needs which may lead to new 
implementations. 

7~ 
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To incorporate the :oncept of social education 
into Lhe total institution (involvement of 
a!] departments and institutional staff) to 
provide for 6onsistent and continuing programs. 

Q 

4. SPECIFIC PROGRAM CHAN.ACTERISTICS. Social education is 
found in many fo~ns 

throughout the institution. An experience qualifies as 
social education if it teaches or reinforces self development 
and personal growth. Social education encompasses activities 
which help inmates and staff increase self-understanding, 
develop realistic self-concepts, and gain appropriate skills 
in interpersonal relationships and coping with the problems 
to be faced as consumers, family members, wage earners,• and 
responsible citizens. Four main approaches which should be 
utilized in fostering social education are: 

a . Regularly •organized activities which have 
a written outline with beginning and end 
dates, dealing with human relations skills; 
e.g., Positive Mental Attitudes, Self 
Evaluation for Life Fulfillment, Change 
Agent, Guides to Better Living, AA, etc. 

© 

b. Activities which are periodically scheduled, 
often on a one tLme basis, which teach social 
skills; e.g., Gabriel Richard, Pacific Institute 
Image Seminar, etc. 

c. The positive interpersonal interactions between 
staff and inmates (positive staff modeling, 
which should be happening constantly). 

d. On-going activities (correctional counseling 
groups, voluntary groups) which have recognizable 
elements of social education. 

5. STANDAPJ~S. The following standards apply to all institutions 
who realize the total institution social 

education experience. 

a . Each institution will through a systematic assessment 
of needs, identify and write objectives which will 
promote the total institution social education milieu 
and provide for the greatest number of opportunities 
for social education. 

© 
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b. Each department wiil identify its own activities 
and experiences that address, teach, or reinforce' 
specific social skills; these should become part 
of the department's training effort and a subject. 
for continual review at departmental staff meetings. 

C. Each inmate during his or her incarceration should 
be encouraged to asstL~e the responsibility to 
identify any specific :ocial education needs, set 
personal goals and decide on involvement in 
activities, programs and/or work experiences which 
will assist in reaching these goals. 

d. Each institution will develop an approved !oca~ system 
of evaluation for social education. 'this assessment 
may include self concept scales and/or cor:ectional 
institution environment scales as well as participation 
rates for regularly organized activities. 

6. STAFF, It is the responsibility of all. Central Office 
branch administrators to encourage and support 

their sections becoming involved in the social education 

process. 

It is the regional education administrators' responsibility 
to monitor institutional progress in this area, and provide 
e_~sistance in developing programs which are consiscent with 
the principles of social education in their institutions. 

The staff and inmate population of each institution, under 
the leadership of the Warden, are responsible for providing 
experiences which encourage each individual to see~ 

• opportunities for personal growth. All departments of the 
institution have the responsibility to contribute to the 
overall social education environment. Involvement may vary 
from actively presenting or sponsoring programs to supporting 
other staff and inmate efforts by conveying through word 
and example the same principles as those set forth in the 
structured social education programs. 

Q 
Social education coordinators are designated at each 

institution by the Warden. 

219 
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7. REPORTING. Reported activities (RAPS BP 6.2) will be 
limited to those identified as regularly 

organized activities as defined in section 4.a. of this 
policy statement. All ocher Social Education program 
activities will be reported via verbal departmental reports. 

Monitoring will be done by the Regional Office Education 
Aclministrator or his designee through specially requested 
reports. All official staff assistance visits to institutions 
will include a report on observable kinds of social inter- 
action; e.g. unit team identification of social education needs, 
departmental outlines of their contribution to the total- 
institution social educatio~ ~ program, and communications of 
staff and residents heard and perceived as being positive 
and building rather than negative and destructive. 

8. PLAN OF ACTION. An action plan for developing total 
institution involvement in social 

education should be submitted by each participating institution 
by December 31, 1976. Each institution has the option of 
requesting Centr~l and Regional Office assistance to develop 
its plan to further implement soci~l education. 

Once the plan has been written, a local policy statement 
shall be developed and submitted, to the Regional and Central 
Offices. 

Director, Bureau of Prisons 
Commissioner, Federal Prison Industries, inc. 
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FEDERAL PRISON SYSTEM WASHINGTON, D.C. 20534 

Poiicy St texnent 
~ S U B J E C T :  OPI IONAL PROGRAMMING ( EDUCAT ION/VT) 

7300. 

IDATE 
11-22-77 1 

I .  BACKGROU~D. I t  is an e x p l i c i t  assumption of  the Bureau of  Prisons tha t  
inmates can increase the l i k e l i h o o d  of  t h e i r  making a successful  

re tu rn  to the free world conmlunity through p a r t i c i p a t i o n  in a v a r i e t y  of educat ion /  
VT programs. Fur ther ,  i t  is genera l l y  accepted ' that coercion fos te rs  res is tance 
toward, ra ther  than acceptance o f ,  the a c t i v i t y  being pressed upon the i n d i v i d u a l .  
These cons idera t ions  have led to the development o f  an "opt ional  programming" 
concept as the Over r id ing  Bureau of Pr isons '  program phi losophy in the educat!on 
and v o c a t i o n a l t r a i n i n g  areas. 

2. POLICY. I t  is the po l i cy  o f  the Bureau o f  Prisons to es tab l i sh  and operate 
safe, humane i n s t i t u t i o n s  f o r  the confinement of  Federal law 

v i o l a t e r s .  During t h e i r  per iod o f  i n c a r c e r a t i o n ,  pr isoners shal l  have an 
o p p o r t u n i t y  to use t h e i r  time c o n s t r u c t i v e l y .  This e n t a i l s  inmates being able 
to choose from among a wide v a r i e t y  o f  q u a l i t y  programs, those which would be 
most he lp fu l  in increas ing the l i k e l i h o o d  of  a successful post - re lease 
adjustment in the outs ide community. The process o f  program se lec t i on  invo lves  
the inmate in a c o l l a b o r a t i v e  r e l a t i o n s h i p  w i th  the Un i t  or  C l a s s i f i c a t i o n  Team. 
A f t e r  a per iod of exposure to a program fo r  a spec i f i ed  per iod o f  t ime,  an inmate 
can "opt  out"  w i thou t  any negat ive consequences. The spec i f i ed  per iod of  
progra~ exposure w i l l  not exceed 90 days. The length o f  the per iod of t r i a l  in 
a program before op t ing  out should depend on the nature o f  the program, the 
i nna te ' s  experience and a t t i t u d e  and o ther  opt ions a v a i l a b l e .  

3. DISCUSSION: Opt ional programming does not mean tha t  inmates can remain 
i d le  and do noth ing c o n s t r u c t i v e  fo r  the per iod o f  t h e i r  

i n c a r c e r a t i o n .  All inmates w i l l  have a f u l l  program o f  e i t h e r  work or o ther  
s t r uc tu red  a c t i v i t i e s .  • Opt ional programming means tha t  a f t e r  a d iscuss ion w i t h  
the U n i t / C l a s s i f i c a t i o n  Team, an inmate can be placed in an appropr ia te  educat ion /  
VT program for  a per iod up to 90 days. At the end of  t h i s  per iod o f  time there 
w i l l  he another U n i t / C l a s s i f i c a t i o n  Team meeting at which time the inmate can 
"opt  ,out" w i thout  any negat ive consequences. 

4. ,%T IOri : 

a. I t  is incumbent upon co r rec t i ona l  s t a f f  to develop a t t r a c t i v e •  q u a l i t y  
programs which w i l l  encourage inmates to remain in a c t i v i t i e s  which w i l l  
a s s i s t  in accomplishing t h e i r  own goals and help them make a successful 
re turn  to the free wor ld .  

b. Inmates should have maximum choice among programs o f fe red  at any p a r t i c u l a r  
i n s t i t u t i o n .  However, c l e a r - c u t  c r i t e r i a  fo r  e l i g i b i l i t y  and acceptance 
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i n t o  a program need to be e s t a b l i s h e d  and made w ide l y  known; such 
s t a n d a r d s  6re no d i f f e r e n t  than the s~ tua t i on  each o f  us encounters 
in soc i e t y .  

Each i n s t i t u t i o n  w i l l  e s t a b l i s h  loca l  p o l i c y  Which w i l l  d e t a i l  ( I )  the 
procedures which place inmates in educa t iona l /VT  programs;  (2) t h e  
minimum stay in the program before an inmate can "opt  o u t " ;  (3) the 
procedures for" " op t i ng  ou t " .  

Each inmate 's  Uni t  or  C l a s s i f i c a t i o n  Team should p rov ide  an element of  
guidance in the program s e l e c t i o n  p ~ c e s s .  This is necessary because of  
the h i g h l y  s e l e c t  nature  of  a p r i son  p o p u l a t i o n - - o n e  which fo r  the most 
pa r t  has repeated ly  exper ienced f a i l u r e  in ~ v a r i e t y  o f  under tak ings .  
For" example, inmates who in the past  c o n s i s t e n t l y  f a i l e d  to l ea rn  to 
read cannot be expected to know tha t  the BOP reading program is  d i f f e r e n t  
than the one they knew "on the s t r e e t s . "  Consequent ly ,  we have an 
o b l i g a t i o n  to place an inmate who cannot read i n t o  an app rop r i a te  
school p~gram.  We a lso have an o b l i g a t i o n  to l e t  o f fenders  "op t  out "  
w i t h  no negat ive  consequences i f ,  a f t e r  a reasonable per iod  o f  t ime ,  the 
i n d i v i d u a l  cont inues to r e j e c t  such a Dregram. 

Op t iona l  programming does not mean tha t  inmates may remain i d l e  f o r  the 
l eng th  o f  t h e i r  p e r i o d • o f • i n c a r c e r a t i o n .  A l l  inmates are expected to 
per form some type o f  work. A d d i t i o n a l l y ,  in  u n i t i z e d  i n s t i t u t i o n s ,  they 
are a lso  exnested to be present  at  a l l  w i t h i n - u n i t  a c t i v i t i e s - - , e . g . ,  
Town Meet]r~gs. 

Any need at the i n s t i t u t i o n a l  l eve l  to dev ia te  from t h i s  e s t a b l i s h e d  
p o l i c y  should be submi t ted f o r  rev iew by the A s s i s t a n t  b i r e c t o r ,  
C o r r e c t i o n a l  Programs D i v i s i o n  9 _ r i o / .  t 0  imp lementa t ion .  

NORMAN A. CARLSOrl 
D i r e c t o r  
Bureau o f  Pr isons 
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~SL~!j.~ ~ J  EDUCTION TESTS: MINIMUM STANDARDS FOR IOA"rF 
• ~ : ~ ~ # '  . . . . . . . .  THE ADMINISTRATION, INTERPRETATION AND IjUN I9:'g 

\ ~ ~  SU~JB~T: USE AT ALL BUREAU OF PRISONS' INSTITU- . 1 ~ 
TIONS ............... . .... ,. 

. I .  PURPOSE. To es tab l i sh  minimum~ standards f o r  an educat ion t e s t i n g  program 
• for federal •prisoners and I;o establish responsibility for the 

• ., program. 
• _ ~ 

"- ~-' :~ 2. DIRECTIVES AFFECTED. Po l i cy  Statement 7300.61 i s  hereby superseded. ,; " "  d ;"  . , .  ~":d~ 

O .... ~" ~ 3. BACKGROUND. I t  has been the experience o f  program admin i s t r a to r s  dur ing 
~. ,~ the five years since minimum test standards were established 

-~ ~--.-~..~ for the Bureau of Prisons that the Revised BETA and the General Aptitude Test 
• " ~  Battery (GATB) tests are of special rather than universal value in education 

• . .~.. program plah,~ing for the maj()ritv of inmates. The Educat'ion Task Force and 
• .~.~ education administrators have recommended that the Revised BETA and the GATB 

• I:.-iCil be discontinued as required tests. 

x ,  [:i! I @ 4. ACTION. Supervisors of Education wi l l  be responsible for the administra- 
" ii~!.i-~ t ion  of  the Stanford Achievc~nent Test (SAT) to a l l  inmates who can 

read Engl ish.  "{A non-Engl ish vers ion  o f  the SAT i s  not p resen t l y  a v a i l a b l e . )  

. .  ,'>-:i~ The Revised BETA and GATB may be administered to se lected inmates for  
I-~- '"~ s p e c i f i c  purposes where i t  is  presumed tha t  the re_~ults may be use fu l ,  but 
I iL'i'3!i ~! they are no longer required. Other appropriate education achievement and 

- '  ~-::=' aptitude tests may be administered, as needed. 

" - . / i  -.~ Tests administered for psychological purposes are the responsibility of 
~ } i  the Chief of Psychology Services; a separate Policy Statement covers the 

• . ir~- I .  . administration of psychological tests. 

..'! 5. CONTROLS ON TEST ADMINISTRATION AND INTERPRETATION. 

-g a. Standardized tests administered for education purposes shall be 
y." .-"~'~ supervised by professional staff responsible to the Supervisor of 

" ;~:--~ Education. The r a t i o  o f  testees per s t a f f  person shal l  be in 
-~ accordance with the standards set by the test publis~,er. Contract 

i ~< '-~ s t a f f  may be hired to admin i s te r  and score t e s t s  where such serv ices 
! :  . ,~ . ~  are warranted. Under no circumstances wi l l  inmates be ~nvolved in 
L,.,~ the adm in i s t r a t i on ,  sco r ing ,  i n t e r p r e t a t i o n ,  or c l e r i c a l  handl ing of  
~,-:~ standardized tests. 
p -  - 
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Test procedures described in th is  pol icy statement do not apply 
to tests u;ed in specif ic  courses of instruct ion ;uch as the GED 
(Gener~l Educational Development), gener~l education courses, vo- 
cat ional  t ra in ing ,  e tc . ;  or to speci f ic  tests for cour t - re fer red  
study cases. 

The services of a professional contractor for  machine processing 
o f  tests should be used whenever possible.  

Test infor~at ion wi l l  be provided by the Education Supervisor in 
response to specif ic  questions from s ta f f  on a need-to-know basis. 
Results of SAT tests wi l l  be reported on forms provided and in 
accordance with instruct ions contained in Policy Statement 42 .110.1 ,  
Inmate Information System. 

Education test records and mater ia ls  shall  be f i l e d  in a secure, 
central  location under the supervision of the s ta f f  person respon- 
s ib le  for  education test  programs. 

Tile SAT shall be administered to a l l  newly admitted inmates except 
those con~nit~ed with a sentence of less than one year,  within one 
rr~nth of the i r  a r r lva l  at an i n s t i t u t i o n .  Administrators of i n s t i -  
tut ions may determine to test  newly admitted inmates with a sentence 
of less than one year i f  test  resul ts  are required for program 
placement and other purposes, 

Upon t ransfer ,  the education s~pervisor of the sending i n s t i t u t i o n  
shall  insure thai  relevant education achievement and test  data are 
sent to the educacion supervisor in the receiving i n s t i t u t i o n .  

Education persopr.el involved in test  adminis t ra t ion ,  scoring, and 
in te rpre ta t ion  shall receive appropriate t ra in ing  consistent with 
~neir needs. Eefresher t ra in ing  at least  every 3 years shall be 
provided to Fersons who use test  reports• These t ra in ing  require-  
ments shall be monitored by Regional Education Administrators and 
reported on in the i r  regular s t a f f  assistance v i s i t  reports.  

in aooit ion t~ cost resul ts ,  observational data,  pr ior  experience, 
i n t e r e s t s ,  and individual  needs should play an important part in 
the placement of inmates in education programs. 

Achievement t e s t  score data sh~: j lJ  be included in preprat ion of 
per iodic population p r o f i l e s  to indicate the need for  education 
and re lated programs.• Prof l ]es  Should be prepared at least  annual- 
ly  by a l l  i n s t i t u t i o n s ,  and more often as needed. 
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0 . "  '"[~] .. b. Each i ns t i t u t i on  should have a minimum of on~ occasion per 

• Eli month when outside groups provide in-house entertainment 
M events. ~ . 

I~ c. I~i addit ion to the provisions in ~ection (b),  each 
'" H i ns t i t u t i on  should have a minimum of three occasions per 

'~I month when community residents par t i c ipa te  with offenders 

d. 

in organized recreation a c t i v i t i e s .  

Offenders should be u t i l i zed  as assistant coaches, 
administrat ive clerks, equipment c ierks,  o f f i c i a t o r s ,  
instructors and general recreation aides where resident 
in terest  is expressed and a b i l i t y  is apparent. 

@ 

9. PLAN OF IMPLEMENTATION. Each supervisor of education, in 
cooperation with the supervisor of 

recreat ion,  w i l l  submit to the Warden/Director/Superintendent of his 
i n s t i t u t i o n  and the Administrator,  Education Branch, Central Off ice,  
a local pol icy statement and plan of act ion which re f lec ts  the goals 
and program character ist ics out l ined in th is  Policy Statement by 
February 15, 1974. 

T~ese local statements and plans become operational upon approval 
by th~ Administrator, Education Branch, Bureau of Prisons. 

Is~ 

NORMAN A. CARLSON 
Director ,  Bureau of Prisons 

Commissioner, Federal Prison Industr ies,  Inc. 
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FEDERAL PRISON SYSTEM 

~ SUBJECT: INMATE M~/qUSCRI PTS 

WASHINGTON, D.C. 20334 

• I N U M B E R  

[ 73oo.1oo I 
I D A T E  

3 - 1 8 - 7 6  . ] 

_ ~i ~ 
i. POLICY. It is the policy of the Bureau of Prisons to en- '{i,~ 

ccurage inmates to use their leisure time for ~ 
creative writing and to permit the direct mailing of all menu- ~;~! 
scripts as in the case of ordinary correspondence. 

2. DIRECTIVE AFFECTED. Policy Statement 7300.83A dated June 26, i~>~ 
1974, Section 4a and 5a, Paragraphs ~ 

(i) thru (9) are superseded. 

3. DEFINITION. Manuscripts for the purpose of this policy 
Statement include fiction, non-fiction, po- ~; 

etry, music and lyrics, drawings and cartoons and other writings. ~i 

4. DIRECT MAILING. An inmate is permitted to prepare manuscripts 
for private use or publication while in 

custody without institution approval. Manuscripts may be mailed ~ 
directly as ordinary correspondence, in accordance with the ~<~:~ 

Policy Statement, P.S. 7300.1A as amended. The 2~ Correspondence 
institution may limit the amount of writing work-product F~ 

accumulated in living areas in the interests of safety or fire 
prevention. ~ 

5. ACTION. Each facility will develop a local policy statement 
permitting direct mailing of manuscripts as outlined. 

Copies will be sent to the Regional Director and Assistant Director, 
Correctional Programs Divisic;n, within 30 days of receipt of this 
Policy Statement. ~ ~ ~  

NORMAN A. CARLSON 
Director, Bureau of Prisons 

Commissioner, Federal Prison Industries 
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i l::i F E D E R A L  PRISON SYSTEM W A S H I N G T O N ,  D.C. 20534  [[i 

i!;, ~. U BJECT: INMATE ORGANIZATIO, ~,'. ,,.~ 

~:i 1. PURPOSE. To establish guidelines governing the approval and supervi~i6n.of  
• '.C! organized inmate groups To assure that adequate fur,,': accountabi l i ty  

i?/! procedures are established and maintained. To re-emphasize the Bureau policy ..... ..,!:i that s t a f f  wi l l  not accept g i f ts  or renumeration in any. form from inmates or 

!! 
inmate organizatiens. ~ . 

2. DIRECTIVES AFFECTED. Policy Statement 7300.I15A, Inmate Organizations is 
cancelled. Policy Statement 3712.1, Standards for 

• Employees' organizations to Establish Accounting and General Guidelines for 
Employee Organizations is referenced. 

3. BACKGROUND. The approval and supervision of organized inmate groups l~as ~:~ 
been the responsib i l i ty  of each ins t i tu t ion .  H 

of Justice and Bureau o,  Prisons audit c i ta t ions over the past ~:i~ Department 
years point to the lack of f inancial  controls.  A s ign i f icant  increase in the 
number and type of these groups indicate a need to establ ish agency-wide guide- 
l ines.  
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4. APPROVAL. Inmates are authorized to par t ic ipa te  in only those organiza-- 
tions which have been recognized and sanctioned by the Warden. 

Any proposed organization must submit a request to the Warden for recognition 
pr ior  to becomit:g act ive.  

The request mu:~t be accompanied by the organizat ions'  tenta t ive  Constitu- 
t ion and By-law£ which must include the provisions of Policy Statement 3712.1, 
except for the required quarterly f inancia l  statement. Any inmate organization 
which works in opposition to the securi ty ,  d isc ip l ine  and good order of the 
i n s t i t u t i o n  wi l l  not be approved. 

5. STAFF SUPERVISION. Every inmate organizat ion must have a s ta f f  sponsor. 
The sponsor wi l l  be on o f f i c i a l  duty status when per- 

, . forming those functions normally associated with such sDonsorship (such as 
• scheduling meetings, signing f inancial  reports,  and arranging supervision for i<~ 

organizat ion functions).  The sponsor's Posit ion Description should re f lec t  L~ 
the duties of inmate organization sponsorships. H 

[ 

Sta f f ,  including the sponsor, may volunteer addit ional time to work with I~ 
an inmate organization in a capacity other than sponsor. Such involvement ~ @ f'l 

a 
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and work wi l l  not be a Part of the volunteer's regularly prescribed duties 
nor-be reflected ir  the volunteer's Position Description. 

6. OPERATIONAL REQUIREMENTS. 

a. Constitution. Each organization must have a constitution defining 
its purpose and operations, and the duties and responsibilities of the 
officers. The constitution is subject to the approval of the Warden and 
may be amended by the Warden as necessary. 

b. Meetings. Meetings shall be held at times which are not competitive 
with regularly scheduled inmate work and program activit ies. Meeting schedules 
must be approved by the Warden or an authorized representative and supervised 
by a staff member. 

c. Activities and Projects. All activities and projects sponsored by the 
organization must be approved by the Warden. Fund raising projects should 
be limited to those activities in whichthe inmate members of the organization 
are actively engaged in a substantial portion of the work required. F~nd- 
raising projects should not be competitive with the Co~m~issary or interfere 
with the orderly operation of the institution. In reviewing fund-raising 
projects for approval, consideration will be given to the additional work- 
load which will be imposed upon the staff in processing fund withdrawals, 
a~:~ shall not oe approved i f  they will create work beyond the capability of 
resources available to the institution. Inmate organization funds shall not 
be used to finance staff members attendance at meetings or to furnish gifts 
or compensate staff members in any way. Government funds may be used to 
finance staff  members travel expenses for meetings and conventions out of 
town, provided the staff member is in a duty status, and is directly involved 
with the inmate organization on a continuing basis. 

d. Dues. I f  dues are collected, the rate and method of collection is sub- 
ject to the approval of the Warden. Inmates may not be excluded from member- 
ship in the organization solely on the basis that they lack funds for d~as. 

e. Accountability of Funds. Inmate organizations are required to maintain 
financial records in accordance with accepted accounting practices. Financial 
records must be maintained currently to record (1) receipt/income identified 
by the source (2) expenditures in check form to payee supported by applicable 
receipts with disbursements approved in accordance with the organization's 
constitution. All inmate travel in connection with inmate organizations will 
be in accordance with Federal Travel Regulations and documented by travel 
voucher. The voucher shall be filed with organization records to support 
the expenditure. The Warden shall disband inmate organizations that fail  
to maintain suitable financial records, furnish financial statements or com- 
plete the required annual audit. I t  is the responsibility of each Warden to 

h~ 
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i n s u r e  t h a t  f i n a n c i a l  records  and r e p o r t s  a re  main ta ined .  F inanc ia l  Records 
p m c e d u r e s  are to be included in the  o r g a n i z a t i o n ' s  c e n s t i t u t i o n  as p re -  

i~ scribed by Policy Statement 3712.1. Financial statenmnts shall be prepared 
, by the o r g a n i z a t i o n  t r e a s u r e r ,  p r e s e n t e d  to the  membership o f  the  o r g a n i z a -  

r~ , t ion ,  reviewed by the sponsor and furnished to the Warden by 20 Apri l  . . . .  
20 J u l y ,  20 October ,  and 20 January  each y e a r .  Copies sha l l  be f u r n i s h e d  

the Business Manager. i l  

Audi ts  • wi l l  be conducted a t  leas; ;  once per  ca l enda r  y e a r  by a c o r ~ e r c i a l  
"~ accounting ~irm or an employee with accounting experience. Af ter  the audit 

~ a narrat ive report wi l l  be submitted to the Chief Executive Of f icer .  The 
-~_ Business Manager w i l l  maintain copies of each f inancial  statement and annual 

aud i t ,  and w i l l  i n i t i a t e  action to assure compliance with these f inancia l  
record requl rements. 

f .  Spec i a l  A c t i v i t i e s .  Special  a c t i v i t i e s  such as the  i n c l u s i o n  of  g u e s t s  
.,~ In regular ,neetinqs,. banquets, par t ic ipa t ion  in community programs or cont r i -  
' butions to chari table causes, must be approved bY the Warden and w i l l  be !!i! 

under the  d i r e c t  s u p e r v i s i o n  o f  the s t a f f  coo rd ina to ; ' .  Guests  sha l l  be re -  
!~ quired to deposit a cash meal t i cke t  when attending banquets, unless spec i f i ca l l y  
~,~!~-; Q covered by Policy Statement 17615, Guest Meal Tickets. I! ! 

:~ * g. Annual Report. Each Warden shall forward annually to the Regional ,~ 
. Director,  a complete l i s t  of a l l  active inmate organizations at the close 
~' of the f iscal  year, with a copy of the annual audit  and a copy of the 
' i l k  

;.i] Spetember 30 f i n a n c i a l  s t a t emen t .  '~i 
1 

~: 7. FINAL AUTHORITY. The Warden of each i n s t i t u t i o n  may delegate author i ty  to i i~ 
~: regulate inmate organizations to the level of Department ~~ 

~ Head, but retains f inal  responsib i l i ty  for a l l  decisions regarding inmate ~i 
~; organi  z a t i  ons.  .:~-~ ._. 

-) Is~ ;;~ +., 

NORMAN A .  CARLSON ,;) 
• . Director -:! 
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"~::\k ~ # ~ /  GUIDELINES FOR THE DEVELOPMENT i ~~~SUBJECT"  OF THE TOTAL INSTITUTION SOCIAL :~-~ 

g ' 5  

~.~ 
~~  

@ 3. BACKGROUND. It is recognized that li':e skills -- interpersonal ~l*i;~ 
r e l a t i o n s h i p s ,  c o . n ~ , u n i c a t i o n ,  s e l f - m o t i v a t i o n ,  ;~ ~ 

realistic goal setting, and a positive basic self concept -- ~:~:~ 

cannot be taught to inmates just prior to release. Realistically, i;):!! ~ 
exposure to programs fostering these skills should be available ~ii: 
early during the inmate's incarceration and reinforced by all staff ~ ~ 
contacts throughout his or her Stay. ~i~i 

Furthermore, it has been demonstrated that many social education li~! 
programs, developed and implemented at institutions in the past, : 
ha , , e  b e e n  a b a n d o n e d  due t o  s t a f f  c h a n g e s  -) ~ " ~ ' .2  

Institutions need to voluntarily respond to both these concerns ,, -'~, 
by developing plans of action for further implementation of social ,-!, , 
education throughout Bureau facilities. 

Thus, the emphasis becomes two-fold: '~:i 

a. To raise the level of staff awareness concerning ~b 
s o c i a l  e d u c a t i o n  so t h a t  i n s t i t u t i o n s  may i d e n t i f y  ,--.: 

• " 2 . . ° :  

current initiatives in this area and at the same ~:i 
time analyze future needs which may lead to new • 

Q impleme~tations. ~-:~ 
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EDUCATION EXPERIE~$CE 

I. PURPOSE. To encourage all staff and inmates in the Federal 
Prison System to develop a grea=er sense of 

responsibility for each other and motivation for continued 
personal growth. / 

2. DEFINITION. Social education is the process of creating 
a learning environment composed of experiences 

b~T which an individual gains the knowledge, skills and att~.tude 
necessary to shape, support and maintain a worthwhile and positive 
self-image and to interact in responsible ways with other human 
beings. 
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4. SPECIFIC PROGRAM CHARACTERISTICS. Social education is 
found in many fo~ns 

through0ut the institution. An experience qualifies as 
social education if it teaches or reinforces self development 
and personal growth. Social education encompasses activities 
which help inmates and staff increase self-understanding, 
develop realistic self-concepts, and gain appropriate skills 
in interpersonal relationships and coping with the problems 
to be faced as consumers, family members, wage earners, a~d 
responsible citizens. Four main approaches which should be 
utilized in fostering social education are: 

a . 

b. 

Regularly organized activities which have 
a written outline with beginning and end 
dates, dealing with human relations skills; 
e.g., Positive Mental Attitudes, Self 
Evaluation for Life Fulfillment, Change 
Age at, Guides to Better Living, AA, etc. 

Activities which are periodically scheduled, 
often on a one time basis, which teach social 
skills; e.g., Gabriel Richard, Pacific Institute 
Image Seminar, etc. 

c ° The positive interpersonal interactions between 
staff and inmates (positive staff modeling, 
which should be happening constantly). 

d. On-going activities (correctional counseling 
groups, voluntary groups) which have recognizable 
elements of social education. 

5. STANDAP0)S. The following standards apply to all institutions 
who realize the total institution social 

education experience. 

a . Each institution will through a systematic assessment 
of needs, identify and write objectives which will 
promote the total institution social education milieu 
and provide for the greatest number of opportunities 
for social education. 
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b. Each department will identify its own activities 
and experiences that a£1dress, teach, cr reinforce 
specific social skills; these should become part 
of the department's training effort and a subject 
for continual review at departmental staff meetings. 

c. Each inmate during his or her incarceration should 
be encouraged to assu~me the responsibility to 
identify any specific social education needs, set 
personal goals and decide on involvement in 
activities, programs and/or work experiences which 
will assist in reaching these goals. 

• _ ~ x  , ~ , _ e m  d .  E a c h  i n s t i t u t i o n  w i l l  d e v e l o p  a n  a p p z o v e d  l o c a l  o . ~  
of evaluation for social education. This assessment 
.may include self concept scales and/or correctional 
institution environmenu scales as well as participation 
rates for regularly organized activities. 

O 6. STAFF. It is the responsibility of all Central Office 
~; : branch administrators to encourage and support 
~i : their sections becoming involved in the social education 

!~ ~ process. 

i~ " It is the regional education administrators' responsibility 
~ ': to monitor institutional progress in this area, and provide 

.i.. ,~ assistance in developing programs which are consistent with 
,. ! the principles of social education in their institutions. 

I I~:!~'~ The staff and inmate population of each institution, under 
I! - the leadership of the Warden, are responsible for providing 

.:'~ experiences which encourage each individual to seek 
opportunities for personal growth. All departments of the 
institution have the responsibility to contribute to the 
overall social education environment. Involvement may vary 

• from actively presenting or sponsoring programs to supporting 
• other staff and inmate efforts by conveying through word 

!. and example the same principles as those set forth in the 
I ::'~: structured social education programs. 

t • Social =ducation coordinators are designated at each 
[/ .~ ~ institution by the Warden. 
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7. Rep~ ted activities (RAPS BP 6.2) will be 
limited to those identified as regularly 

o-rganized activities as defined in section 4.a. of this 
POlicy statement. All other Social Education program 
activities will be reported via verbal: departmental reports. 

Monitoring will be done by the Regional• Office Education 
Administrator or his designee through specially requested 
reports. All official staff a~sistance visits to institutions 
will include a report on observable kinds of social inter g 
action; e.g. unit team identification of social education needs, 
departmental outlines of their contribution to the total- 
institution social education program, and communications of 
staff and residents heard and perceived as being positive 
and building rather than negative and destructive. 

8. PLAN OF ACTION. An action plan for developing total 
institution involvement in social 

education should be submitted by each participating institution 
by December 31, 1976. Each institution has the option of 
requesting Central and Regional Office assistance to develop 
its plan to further implement social education. 

Once the plan has been written, a local policy statement 
shall be developed and submitted, to the Regional and Central 
Offices. 

NOR~MAN A. CARLSON 
Director, Bureau of Prisons 

Co,nmissioner, Federal Prison Industries, Inc. 
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F E D E R A L  P R I S O N  S Y S T E M  W A S H I N G T O N ,  D .C .  2 0 5 3 4  

\ ~ ~ S U ~ J E C T :  OPTIONAL PROGRAMMING (EDUCATION/VT) 

NUMBER 
i 7 3 0 0 .  ] 2 8 

I DATIEI - 2 2 - / 

I 
1 

J 

© 

I. BACKGROUND. I t  is an e x p l i c i t  assumption Of the Bureau o f  Prisons that  
inmates can increase the l i k e l i h o o d  of  t h e i r  making a successful 

re turn  io the free world community through p a r t i c i p a t i o n  in a v a r i e t y  of  educat ion/  
VT programs. Fur ther ,  i t  is genera l l y  accepted tha t  coercion fos te rs  res is tance 
toward, ra ther  than acceptance o f ,  the a c t i v i t y  being pressed upon the i n d i v i d u a l .  
These cons iderat ions have led to the development o f  an "opt iona l  programming" 
concept as the over r id ing  Bureau of  Pr isons '  program phi losophy in the education 
and vocat ional  t r a i n i n g  areas. 

2. POLICY. I t  is the p~ l i cy  o f  the Bureau o f  Prisons to es tab l i sh  and operate 
safe, humane i n s t i t . u t i o n s  fo r  the confinement of  Federal law 

v i o l a t e r s .  During t h e i r  per iod o f  i n ca r ce ra t i on ,  pr isoners shal l  have an 
oppo r tun i t y  to use t h e i r  t ime c o n s t r u c t i v e l y .  This e n t a i l s  inmates being able 
to choose from among a wide v a r i e t y  of  q u a l i t y  programs, thc~e which would be 
most helpfu l  in increasing the l i k e l i h o o d  of  a successful post - re lease 
adjustment in the outs ide community. The process o f  pro,'!ram se lec t ion  invu lves 
the inmate in a co l l aoo ra t i ve  r e l a t i o n s h i p  w i th  the Un i t  or C l a s s i f i c a t i o n  Team. 
A f t e r  a period of exposure to a program fo r  a spec i f i ed  per iod o f  t ime,  an inmate 
can "opt out" w i thout  any negat ive consequences. The spec i f i ed  per iod of  
pcoqram exposure w i l l  not exceed 90 days. The length o f  the per iod of t r i a l  in 
a program before opt ing out should depend on the nature of  the program, the 
inmate's experience and a t t i t u d e  and other  opt ions ava i l ab l e .  

3. DIFCLISSION: Optional progra,m~;ing does not mean tha t  inmates can remain 
. . . . . . . . .  id le  and do noth ing c o n s t r u c t i v e  for  the per iod o f  t h e i r  

i nca rce ra t i on .  All inmates w i l l  have a f u l l  program o f  e i t h e r  work or other  
s t ruc tu red  a c t i v i t i e s .  Optional programming means tha t  a f t e r  a d iscuss ion w i th  
the U n i t / C l a s s i f i c a t i o n  Team, an inmate can be placed in an appropr ia te  educat ion/  
Vl program for  a period up to 90 days. At the end of  t h i s  per iod o f  time there 
w i l l  he another U n i t / C l a s s i f i c a t i o n  Team meeting at which time the inmate can 
"opt out"  w i thout  any negat ive consequences. 

. ACT I O.~i : 

a. It is /incull~bent U~)O~I co r rec t i ona l  s t a f f  to develop a t t r a c t i v e ,  q u a l i t y  
programs which w i l l  encourage inmates to remaih in a c t i v i t i e s  which w i l l  
a s s i s t  in accomplishing t h e i r  own goals and help them make a successful 
re turn  to tt~e free wor ld .  

© b. Inmates should have maximum cho i ]e  among programs o f fe red  at any p a r t i c u l a r  
i n s t i t u t i o n .  However, c l e a r - c u t  c r i t e r i a  for  e l i g i b i l i t y  and acceptance 

233 
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in to  a program need to be establ ished and :nade widely known; such 
standards are no d i f f e r e n t  than- the  s i t u a t i o n  each of us encounters 
in soc ie ty .  

Each i n s t i t u t i o n  w i l l  es tab l ish  local  pol icy  which w i l l  de ta i l  ( I )  the 
procedures which place inmates ir, educat io: la l /VT programs; (2) the 
minimum stay in the program before an inmate carl "opt out";  (3) the 
procedures for  "opting out" .  

d. Each inmate's Unit or C l a s s i f i c a t i o n  Team should provide an element of 
guidance in the program se lec t ion  process. This is necessary because of  
the h ighly  se lect  nature of  a prison populat ion- -one which for  the most 
par t  has repeatedly experienced f a i l u r e  in a var ie ty  of undertakings.  
For example, inmates who in the past cons is tent ly  f a i l e d  to learn to 
read cannot be expected to know that  the BOP reading program is d i f f e r e n t  
than the one they knew "on the s t r e e t s . "  Consequently, we have an 
o b l i g a t i o n  t o p i a c e  an inmate who cannot read into an appropr ia te  
school program. We also have an o b l i g a t i o n  to l e t  of fenders "opt out" 
wi th  no negative consequences i f ,  a f t e r  a reasonable period of  t ime,  the 
i n d i v i d u a l  continues to r e j e c t  such a program. 

e. Opt ional  programming does not mean that  i~,,,ates may remain id le  for  the 
length of  t h e i r  period of i n c a r c e r a t i o n .  A l l  inmates are expected to 
perform some type of work. A d d i t i o n a l l y ,  in un i t i zed  i n s t i t u t i o n s ,  they 
are also expected to be present at a l l  w i t h i n - u n i t  a c t i v i t i e s - - e . g . ,  
Town Meetings. 

f .  Any need at the inst i~ .ut ional  leve l  to dev ia te  from th is  establ ished 
p o l i c y  should be submitted for  review by the Assistant  D i r e c t o r ,  
Correc t iona l  Programs Div is ion  D_r_io.r to implementation.  

NORMAN A. CARLSOII 
Di rec tor  
Bureau of Prisons 

/ "  

0 



/ "  

~ " " / 7  

J 
/ 

@ 

.~ :.~ 

.,f 

• ~ 

L .i 

!i-. " 

L ;'I 

:4 

. !  
• . , )  

I 

/ /. 
/ 

FEDERAL PRISON SYSTEM 
/ 

/ 

, 0  
_ .C  

' r 

\ r : j 

2 

i - ° -  , 

[ .  ~1 

o 

" ;  " " ".i 

• • 

j , ,  ; -- 

• WASHINGTON,  D.C. 20534  

1 ~ ~ ~ ~ POla CV g} se e g 
: i . i ~  ~,# '~ " EDUCC~TION TES,S: MINIMUM STANDARDS FOR 
~ ~ ~ % ~  THE ADMINISTRATION, INTERPRETATION AND 

C ~ SUBJECT: ~EN;T ALL BUREAU OF PRISONS' INSTITU- 

INU~B~ 
7300.137 1 

iDATE 
! 

JUN 15 1978 | 
1 

, r  

I .  PURPOSE. To establish minim~n standards for an education testing program 
~ " ~  for federal prisoners and to establ!:~; responsibility for the 

program. 

2. DIRECTIVES AFFECTED. Policy Statement 7300.61 is hereby superseded. 

T P I . W I - - | - ~ O  75.2W ~ l ] i  

i rl_. 

@ 

3. BACKGROUND. I t  has been the experience ~f program administrators ~uring 
the f ive years since minimum test standards were established 

for  the Bureau of Prisons that the Revised BETA and the General Aptitude Test 
Battery (GATB) tests are of soecial rather than universal value in education 
program planning for the ma ~ - r i t y  of inmates. The Education Task Force and 
educatien administrators have recommended that the Revised BETA and the GATB 
be discontinued as required tests.  

4. ACTION. Supervisors of Education wi l l  be responsible for the administra- 
tion of the Stanford Achievement Test (SAT) to a l l  inmates who can 

read English. ~A non-English ve,'sion of the SAT is not presently ava i lab le . )  

The Revised BETA and GATB may be administered ~o selected inmates for 
speci f ic  purposes where i t  is presumed that the results may be useful,  but 
they are no longer required. Other appropriate education achievement and 
aptitude tests may be administered, as needed. 

Tests administered for psychological purposes are the responsib i l i ty  of 
t~e Chief of Psychology Services; a separate Policy Statement covers the 
administration of psychological tests .  

5. CONTROLS ON TEST ADMINISTRATION AND INTERPRETATION. 

a, Standardized tests administered for education purposes shall be 
supervised by professional staff responsible to the Supervisor of 
Education. The ratio of testees per staff person shall be in 
accordance with the standards set by the test publisher. Contract 
staff may be hired to administer and score tests where such services 
are warranted. Under no circumstances will inmates be involved in 
the administration, scoring, interpretation, or clerical handling of 
standardized tests. 

© 
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. "~ ..... b. Test  procedures descr ibed in t h i s  p o l i c y  statement do not app ly  
I ' ": . to  t es t s  used in s p e c i f i c  courses o f  i n s t r u c t i o n  such as the GED 

(General Educat ional  Development), general  educat ion courses ,  vo- 
~ c a t i o n a l  t r a i n i n g ,  e t c . ;  or  to s p e c i f i c  t e s t s  f o r  c o u r t - r e f e r r e d  

ii!  • ~. . . . . .  ;.;~ c. The se rv i ces  of a p ro fess iona l  c o n t r a c t o r  f o r  machine process ing  
- , -,-~ ef tests ~.houid be used whenever possible. 

~-j:i ~ d. Test  i n fo rma t i on  w i l l  be prov ided by the Educat ion Superv iso r  in 
i " ~  respon.~e to ~pec i f i c  ques t ions  from s t a f f  on a need-to-know bas is .  
i.: ~: Result,.,~ of SAT tests wi l l  be reported on forms provided and in 
~-: ! accordance with instructions contained in Policy Statement 42.110.1, 
;. ~: Inmate Information System. 

~ ; .  ~:~.~~i e. Educat ion t e s t  records and m a t e r i a l s  sha l l  be f i l e d  in a secure,  
:~ central location under the supervision of the s ta f f  person respon- 

, ~.,'.~ s ibl~ for education test programs. 

' [~ ~ f .  The SAT shall be administered to a l l  ne~ly admitted inmates except 
"~ ~ ' ,  - those co~mitted with a sentence, of ~ess. than one year, within one 

i ::, Administrators of i n s t i -  ;-,,~ month o f  t h e i r  arr~va! at  an i n s t i t u t i o n .  
• :,:~ t u t i o n s  may determine to t e s t  newly admi t ted inmates w i t h  a sentence 

! o f  less  than on o year i f  ~e~t r e s u l t s  are requ i red  f o r  r)ro~ram 
i;.":# placement and other purposes. 

,;-~;i' g. Upon t ransfer,  :Y,e education s~pervisor of the sending i ns t i t u t i on  
; ~;~ s h a l l  insure tnaL re levan t  educat ion  achievement and t e s t  data are 
..... - sent  to the educat ion supe rv i so r  in the r e c e i v i n g  i n s t i t u t i o n .  

.... ~i]  ~! ..... h. Educat ion pe;'~oPr.e~ invo lved in  t e s t  a d m i n i s t r a t i o n ,  s c o r i n g ,  and 
1 i -'.!~ i n t e r p r e t a t i o n  sha l l  rece ive  a p p r o p r i a t e  t r a i n i n g  c o n s i s t e n t  w i t h  
, . .  .~ ~ne i r  needs. F, e f resher  t ra ln~ng  a t  l e a s t  every 3 years  sha l l  be 

~" ii p rov ided to '-e~'sons who us~ t es t  r epo r t s .  These t r a i n i n g  r e q u i r e -  
• -.~ merits sha~l be ~K)n~tored by Re!~onal Educat ion A d m i n i s t r a t o r s  and 

~ . ~_~. repor ted  on in t h e i r  regu la r  s t a f f  ass i s t ance  v i s i t  r e p o r t s .  

--: i .  it, amb i t ion  t~ ~:(,.~t r e s u l t s ,  o b s e r v a t i o n a l  da ta ,  p r i o r  expe r ience ,  
!~.,: i n t e r e s t s ,  and i n d i v i d u a l  needs should p lay  an impor tan t  p a r t  in  

..~ the placement of iamates in educa t ion  programs. 

:..d j .  Achievement t es t  score data ,]r}~.J(.~ be inc luded  in  p r e p r a t i o n  o f  
~:~-:';~ p e r i o d i c  'Jopu]aLion p r o f i l e s  to i n d i c a t e  the need f o r  educa t ion  
i [c.~ -and r e l a t e d  programs. P;-of~les ShOuld be prepared at  l e a s t  annua l -  
i ~_ t/. l y  by a ] l  i n s t i t u t i o n s ,  and more o f t en  as needed. 
. . 
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b. 

C. 

d. 

Each i n s t i t u t i o n  should have a miaimum of one occasion per 
month when outside groups provide in-house en'-ertair,ment 
events. 

In addi t ion to the prov is ions in sect ion (b) ,  each 
i n s t i t u t i o n  should have a minimum of three occasions per 
month when con~nunity res idents p a r t i c i p a t e  wi th offenders 
in organized recreat ion a c t i v i t i e s .  

Offenders should be u t i l i z e d  as ass i s tan t  coaches, 
admin is t ra t ive  c lerks ,  equipment c le rks ,  o f f i c i a t o r s ,  
i ns t ruc to rs  and general recreat ion aides where res ident  
i n te res t  is expressed and a b i l i t y  is apparent. 

-! 
/ 

i~:-"~ 

@ 

9. PLAN OF .IMPLEMENTATION. Each supervisor of education, in 
cooperation with the supervisor of 

recreat ion,  wi l l  submit to the Warden/Director/Superintendent of his 
i n s t i t u t i o n  and the Administrator,  Education Branch, Central Of f ice ,  
a local policy statement and plan of action which re f lec ts  the goals 
and program character ist ics out l ined in th is  Policy Statement by 
February 15, 1974. 

These local statements and plans become operat ional  upon approval 
by the Admin is t ra tor ,  Education Branch, Bureau of Prisons. 

Is /  

NORMAN A. CARLSON 
Director ,  Bureau of Prisons 

Commissioner, Federal Prison Industr ies ,  Inc. 
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[ S U b J e C T :  INMATE MANUSCRIPTS - 

INUMBER " 
7300"100 I 

FDAT ~: 1 
I 3-18-76 _~i 

!. POLICY. It is the policy of the Bureau of Prisons to en- 
courage inmates to use their leisure time for 

creative writing and to permit the d::.rect mailing of all manu- 
scripts as in the case of ordinary correspondence. 

2. DIRECTIVE AFFECTED. Policy Statement 7300.83A dated June 26, 
1974, Section 4a an~ 5a, Paragraphs 

(I) thru (9) are superseded. 

3. bEFINITION. Manuscripts for the purpose of this Policy 
Statement include fiction, non-fiction, po- 

etry, music and lyrics, drawings and cartoons and other writings. 

4. DIRECT MAILING. An inmate is permitted to prepare manuscripts 
for private use or publication while in 

custody without institution approval. Hanusc£ipts [nay be mailed 
directly as ordinary correspondence, in accordance with the 
Correspondence Policy Statement, P.S. 7300.1A as amended. The 
institution may limit the amount of writing work-product 
accumulated in living areas in the interests of safety or fire 
prevention. 

5. ACTION. Each facility will develop a local policy statement 
permitting direct mailing of manuscripts as outl~.~ed. 

Copies will be sent to the Regional Director and Assistant Director, 
Correctional Programs Division, within 30 days of receip t of this 
Policy Statement. ~ ~ 

NORMAN A. CARLSON 
Director, Bureau of Prisons 
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Co~issioner, Federal Prison Industries 
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:~++i~ I .  PURPOSE. To establish guidelines governing the approval and supervision c f  
• ~i~ organized inmate groups. To assure that adequate •fund accountabi l i ty 

!i ,- procedures are established and maintained. To re-emphasize the Bureau policy 
+++m that s t a f f  wi l l  not accept g i f ts  or renumeration in any form from inmates or 
. . . .  ~+ inmate or¢3anizations. 

+.~ :++ 

+ 2. DIRECTIVES AFFECTED. Policy Statement 7300.115A, Inmate Organizations is 
~!; cancelled. Policy Statement 371 2 .1 ,  Standards for 

• i.++~ Employees Organizations to Establish Accounting and General Guidelines for 
~:+,+ Employee Organizations is referenced 

3. BAC£GROUND. The approval and .supervision of organized inmate groups has 
been the responsibi l i ty  of each ins t i tu t ion .  

~ / :T! ~ D e p a r t m e n t  o f  J u s t i c e  a ~ d  B u r e a u  o f  P r i s o n s  a u d i t  c i t a t i o n s  o v e r  t h e  p a s t  

+:i~ ~ years point to the lack"of f inancial  controls. A s igni f icant  increase in the 
/ ++++~ number and type of these groups indicate a need to establ ish agency-wide guide- 

--~i I i nes. 
~.~ 

>i 4. APPROVAL. Inmates are authorized to par t i c ipa te - in  only those organiza- 
:+'+ tions which have been recognized and sanctioned by the Warden. 
'+'+ Any proposed organization must submit a request to the Warden for recognition 

, :~ pr ior  to becoming active.  
• ~,~ 

/ The request must be accompanied by the organizations' tenta t ive  Constitu- 
. "  +, tion and By-laws which must include the provisions of Policy Statement 3712.1, 

!~,~ except for  the required quarter ly f inancial  statement. Any inmate organization 
~:+:~ which works in opposition to the s++curity d iscipl ine and good order of the + .~ 

~ ] - +  r-+< ins t i tu t ion  wil l  not be approved 

+~+~ 5. STAFF SUPERVISION. Every inmate organization must have a s t a f f  sponsor. 
-++ !+~) The sponsor wi l l  be on of f ic ia~  duty status when per- 

i+.~ forming those functions normally associated with suc~ sponsorship (such as 
, :/+' scheduling meetings, signing f inancial  reports, and arranging supervision for 

:++-:+: organization functions).  The sponsor's Position Description should re f lec t  
• i~ the duties of inmate organization sponsorships. 

. . . .  :~ S t a f f ,  including the sponsor, may volunteer additional time to work with 
]'i an inmate organization in a capacity other than spons+r. Such involvement 
+. 
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and work wi l l  not be a part of the volunteer's r~gulerly prescribed duties 
nor be reflected in the volunteer's Position Description. 

6 .  OPERATIONAL REQUIREMENTS. 

a. Const i tu t ionL Each organizat ion must have a cons t i t u t i on  def in ing 
i ts  purpose and operations, and the duties and responsibi l i t ies of the 
off icers. The constitution is subject to the approval of the Warden and 
may be amended by the Warden as necessary. 

b. Meetin_~. Meetings shal l  be held at times which~are not competi t ive 
with re--~ar]y scheduled inmate work and program act iv i t ies.  Meeting schedules 
must be approved by the Warden or an authorized representative and supervised 
by a s ta f f  member. 

c. Act iv i t ies and Projects. All act iv i t ies and projects sponsored by the 
or! ,n iza t ion  must be approved by the Warden• Fund ra i s ing  pro jec ts  should 
be l im i ted  to those a c t i v i t i e s  in which the inmate n~mbers of  the organizat ion 
are a c t i v e l y  engaged in  a substant ia l  por t ion of  the work required.  Fund- 
ra i s i ng  pro ject~ should not be competi t ive wi th  the Commissary or i n t e r f e re  
wi th  the o rde r l y  operat ion of the i n s t i t u t i o n .  In reviewing fund- ra is ing  
p ro jec ts  fo r  approval, considerat ion w i l l  be given to the addi t iona l  work- 
load which w i l l  be imposed upon the s t a f f  in processing fund wi thdrawals,  
and shal l  not be approved i f  they w i l l  create work beyond the capab i l i t y  of  
resources ava i lab l~ to the i n s t i t u t i o n .  Inmate organizat ion funds shal l  not 
be used to f inance s t a f f  members attendance at meetings or to fu rn ish  g i f t s  
or  compensate s t a f f  members in any way. Government funds may be used to 
f inance s t a f f  members t ravel  expenses fo r  meetings and conventions out o f  
town, provided the s t a f f  member is in a duty s ta tus ,  and is d i r e c t l y  involved 
wi th  the inmate organizat ion on a cont inuing basis.  

d. Dues. I f  dues are collected, the rate and method of collection is sub- 
ject to the approval of the Warden. Inmates may not be excluded from member- 
ship i~ the organization solely on the basis that they lack funds for dues. 

e. Accountability of Funds. Inmate organizations are required to maintain 
financial records in accordance with accepted accounting practices. Financial 
records must be maintained currently to record (1) receipt/income identif ied 
by the source (2) expenditures in check form to payee supported by applicable 
receipts with disbursements approved in accordance with the organization's 
constitut ion. All inmate travel in connection with inmate organizations wi l l  
be in accordance with Federal Travel Regulations and documented by t ravel  
voucher. The voucher shall be f i led with organization records to support 
the expenditure. Tfe Warden shall disband inmate organizations that fa i l  
to maintain suitabl~ financial records, furnish financial statements or com- 
plete the required annual audit. I t  is the responsibi l i ty of each Warden to 
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insure thai; f inancial records and reports a~e maintained. Financial Records 
procedures are t o b e i n c l u d e d  in the organization's constitut ion as pre- 
scribed by Policy Statement 3712.1. Financial statements shall be prepared 
by the org~:nization treasurer,  presented to the membership of the organiza- 
t ion,  reviewed by the sponsor and furnished to the Warden by 20 Apr i l ,  
20 JulY, 21) October, and 20 January each year. Copies shall be furnished 
the Business Manager. 

Audits wil l  be conducted at least  once per calendar year by a com~,ercial 
accounting firm or an employee with accounting experience. Af ter  the audit 
a narrat ive report wil l  be submitted to the Chief Executive Of f icer .  The 
Business Manager wi l l  maintain copies of each f inancial  statement and annual 
audi t ,  and wi l l  i n i t i a t e  action to assure compliance with these f inancial  
record requirements. 

f .  Special Act iv i t i es .  Special a c t i v i t i e s  such as the inclusion of guests 
in regular meetings, banquets, par t ic ipat ion in community programs or contr i -  
butions to charitable causes, must be approved by the Warden and wi l l  be 
under the direct  supervision of the s t a f f  coordinator. Guests shail be re- 
quired to deposit a cash meal t i cke t  when attending banquets, unless spec i f ica l ly  
covered by Policy Statement 17615, Guest Meal Tickets. 

g. Annual Report. Each Warden shall fo~vard annually to the Regional 
Director ,  a complete l i s t  of al l  active inmate organizations ac the close 
of the f iscal  year, with a copy of the annual audit and a copy of the 
Spetember 30 f inancial  statement. * 

7. FINAL AUTHORITY. The Warden of each ins t i tu t ion  may delegate authority to 
regulate inmate organizations to the level of Department 

Head, but retains f inal  responsibi l i ty  for  al l  decisions regarding inmate 
organizations. 

Ii:i 

~! 

F;! 

Is/ 
NOR~Ari ~. CARLSON 
Director 
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FEDERAL PRISON SYSTEM 

olacv N 
~ ~ ~ _  GUIDELINES.FOR THE DEVE'~DPMENT 
"%.Y~j~ 8~ECT" OF THE TOTA~ ~NST~TUT,O~'~ SOCIAL 

~ : ~  - EDUCATION EXPERIENCE 

WiASHINGTON, D.C. 20534 

] • 1 NUMBER 
7300. 118 

I DATE 

I. PURPOSE. To encourage all staff and irm~m=tes in the Federal 
Prison System to develop a greater sense of 

responsibility for each other and motivatiom for continued 
personal growth. 

© 

2. DEFINITION. Social education is the pro=ess of creating 
a learning environment compassed of experiences 

by which an individual gains the knowledge, ~kills and attitude 
necessary to shape, support and maintain a wo,rthwhile and positive 
self-image and to interact in responsible ways with other human 

beings. 

3. BACKGROUND. It is recognized that life s,kills -- interpersonal 
relationships, co-~mnunication~, self-motivation 

realistic goal setting, and a positive basic self concept -- 
cannot be taught to inmates just prior to re~ease. Realistically, 
exposure to programs fostering these skills mhould be available 
early during the inmate's incarccration and reinforced by all staff 
contacts throughout ',~s or her Stay. 

Furthermore, it has been demonstrated that many social education 
programs, developed and implemented at institutions in the past, 
have been abandoned due to staff changes. 

Institutions need to voluntarily respon~ to both these concerns 
by developing plans of action for further implementation of social 
education throughout Bureau facilities. 

Thus, the emphasis becomes two-fold: 

O 

a. To raise the level of staff awareness~ concerning 
social education so that institutions: may identify 
current initiatives in this area and at the same 
time analyze future needs which may ~ead to new 
implementations. 
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b. To incorporate the concept of social education 
into the total institution (involvement of 
all departments and institutional Staff) to 
provide for consistent and continuing programs. 

4. SPECIFIC PROGRAM CHARACTERISTICS. Social education is 
found in many fo~ns 

throughout the institution. An experience qualifies as 
social education if it teaches or reinforces self development 
and personal growth. Social education encompasses activities 
which help inmates and staff increase self-understanding, 
develop realistic self-concepts, and gain appropriate skills 
in interpersonal relationships and coping with the problems 
to be faced asconsumers, family members, wage earners, and 
responsible citizens. Four main approaches which should be 
utilized in fostering social education are: 

a . 

b .  

C . 

-i 

:~1 

i 

" i  

i: 

d. 

Regularly ,..~-ganized activities which have 
a written outline with beginning and end 
dates, dealing with human relations skills; 
e.g., Positive Mental Attitudes, Self 
Evaluation for Life Fulfillment, Change 
Agent, Guides to Better Living, AA, etc. 

Activities which are periodically scheduled, 
often on a one t Lme basis, which teach social 
skills; e.g., Gabriel Richard, Pacific Institute 
Image Seminar, etc. 

The positive interpersonal interactions between 
staff and inmates (positive staff modeling, 
which should be happening constantly). 

On-going activities (correctional counseling 
groups, voluntary groups) which have recognizable 
elements of social education. 

5. STANDAP~)S. The following standards apply to all institutions 
who realize the total institution social 

education experience. 

® 

; j  

~.~i 

5:I 

~.~ 

!q 

I. -~ '  

I: i l 

I .",¢J 
k 

i:!i 

~.~ 

e ,o 

L! 

i,i 
a. Each institution will through a systematic assessment 

of needs, ide..tify and write objectives which will 
promote the total institution social education milieu 
and provide for the g~eatest r, umber of opportunities 
for social education. 
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Each department will identify its own activities 
and experiences that add:ess, teach, or•reinforce 
specific social skills; these should become part 
of the department's training effort and a subjec t 
for continual review at departmental staff meetings. 

C . Each inmate during his or her incarceration should 
be encouraged to ass~e the responsibility to 
identify a~y specific social education needs, set 
personal goals and decide on involvement in 
activities, programs and/or work experiences which 
will assist in reaching these goals. • 

@ 

d. Each institution will develop an approved local system 
of evaluation for social education. This assessment 
may include self c~mcapt scales and/or correctional 
institution environment scales as well as participation 
rates for regularly organized activities. 

6. STAFF. It is the responsibility of all Central Office 
branch administrators to encourage and support 

their sections becoming involved in the social education 
process. 

It is the regional education administrators' responsibility 
to monitor institutional progress in this area, and provide 
assistance in developing programs which are consistent with 
the principles of social education in their institutions.• 

The staff'and inmate population of each institution, under 
the leadership of the Warden, are responsible for providing 
experiences which encourage each individual to seek 
opportunities for personal growth. All departments of the 
institution have the responsibility to contribute to the 
overall social education environment. Involvement may vary 
from actively presenting or sponsoring programs to supporting 
other staff and inmate efforts by conveying through word 
and example the same principles as those set forth in the 
structured social education programs. 

Q 
Social education coordinators are designated at each 

institution by the Warden. 

I- 
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7. REPORTING. Reported activities (RAPS BP 6.2) will be 
limited to those identified as regularly 

organized activities as defined in section 4.a. of this 
policy statement. All other Social Education program 
activities will be reported via verbal departmental reports. 

Monitoring will be done by the Regional Office Education 
Administrator or his designee through specially requested 
reports. All official staff assistance visits to institutions 
will include a report on observable kinds of social inter- 
action; e.g. unit team identification of social education needs, 
departmental outlines of their contribution to the total- 
institution social education program, and communications of 
staff and reside,~ts heard and perceived as being positive 
and building •rather than negative and destructive. 

8. PLAN OF ACTION. An action plan for developing total 
institution involvement ".n social 

education should be submitted by each participating institution 
by December 31, 1976. Each institution has the option of 
requesting Central and R,~.gional Office assistance to develop 
its plan to further implement social education. 

Once the plan has been written, a local wolicy statement 
shall be developed and submitted, to the Regional and Central 
Offices. 

© 

NOP~MAN A. CARLSON 
Director, Bureau of Prisons 

Commissioner, Federal Prison Industries, Inc. 
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" ~ ! ~ ~  $ U ~ J F C T :  OPTIONAL PROGRAMMIN,~ (EDL]CATION/VT) 

WASHINGTON, D.C. 20534 

INUMBER 1 ! 
:/300.128 

DATE i. " ] 
/ 11-2 -77 i " 

I .  BACKGROU~D. I t  is  an e x p l i c i t  assumption o f  the Bureau o f  Pr isons tha t  
inmates can inc rease  the l i k e l i h o o d  o f  t h e i r  making a successfu l  

r e t u r n  to the f ree wor ld community througi~ p a r t i c i p a t i o n  in  a v a r i e t y  o f  educa t i on /  
VT programs. Fu r the r ,  i t  i s  g e n e r a l l y  accepted t h a t  coerc ion f o s t e r s  r es i s t ance  
toward,  r a t h e r  than acceptance o f ,  the a c t i v i t y  being pressed upon the i n d i v i d u a l .  
These c o n s i d e r a t i o n s  have led to the development o f  an " o p t i o n a l  programming" 
concept as the o v e r r i d i n g  Bureau o f  P r i sons '  program ph i l osophy  in  the educat ion  

~--:i,~ and voca t i ona l  t r a i n i n g  areas. 

;I ,22 , .::~Z 2. POLICY. I t  is  the p o l i c y  o f  [he Bureau o f  Pr isons to e s t a b l i s h  and operate 
: : :~  sa fe ,  humane i n s t i t u t i o n s  f o r  the conf inement  o f  Federal law 

~; ~ v i o l a t e r s  Bur in9 t h e i r  per iod  o f  i n c a r c e r a t i o n ,  p r i sone rs  s h a l l  have an 
lji.::~! o p p o r t u n i t y  to use t h e i r  t ime c o n s t r u c t i v e l y .  This e n t a i l s  inmates being able 
~ / : ~  to choose from among a wide v a r i e t y  o f  q u a l i t y  progra, " ~ose which would be 

most h e l p f u l  in  i nc reas ing  the l i k e l i h o o d  o f  a succe: . . . . .  ~ost - i -e iease 
. . . .  ~-:~ "~'~ adjustme~t in the ou ts ide  community. The process ;)f pronram s e l e c t i o n  i nvo l ves  
[!:"1~ the inmate in a c o l l a b o r a t i v e  r e l a t i o n s h i p  w i th  ti~e Un i t  or  C l a s s i f i c a t l o n  Team. 
I,,- ',4 A f t e r  a per iod o f  exposure to a program fo r  a s p e c i f i e d  per iod  o f  t ime,  an inmate 
~:. --! can "op t  out "  w i t h o u t  any nega t i ve  consequences. The s p e c i f i e d  ner iod  of  
....... .... ; program, exposure w i l l  not  exceed 90 days. The l eng th  o f  the pe r iod  of  t r i a l  in 
i,v,!:4~ a progra;~l before op t ing  out should depend on the na tu re  o f  the program, ~h~ 
~'.,. ~4 inmate 's  exper ience and a t t l t u d e  and o the r  op t i ons  a v a i l a b l e .  

3. DISCUSSIO>I: Op t iona l  progrmmling does not mean t h a t  inmates can remain 
i d l e  and do no th ing  c o n s t r u c t i v e  fo r  the pe r iod  o f  t h e i r  

i n c a r c e r a t i o n .  A l l  inmates w i l l  have a f u l l  program o f  e i t h e r  wolk or  o the r  
s t r u c t u r e d  a c t i v i t i e s .  Opt ional  programming meres t h a t  a f t e r  a d i scuss ion  w i t h  
the U n i t / C l a s s i f i c a t i o n  Team, an inmate can be placed in  an a p p r o p r i a t e  educa t ion /  
VT program fo r  a per iod up to 90 days. At the end o f  t h i s  pe r iod  o f  t ime there 
w i l l  he another  U n i t / C l a s s i f i c a t i o n  Team meeting at which t ime the inmate can 
"op t  ou t "  w i t h o u t  any negat ive  consequences. 

4. &CT IOri: • 

a. I t  is  incumbent upon c o r r e c t i o n a l  s t a f f  to develop a t t r a c t i v e ,  q u a l i t y  
programs which w i l l  encourage inmates to remain ;n a c t i v i t i e s  which w i l l  
a s s i s t  in  accompl ish ing t h e i r  own goals and he lp  them make a successfu l  
r e t u r n  to the f ree wor ld .  

b. .Inmates should have maximum choi.:e among programs o f f e r e d  at any p a r t i c u l a r  
i n s t i t u t i o n .  However, c l e a r - c u t  c r i t e r i a  fo r  e l i g i b i l i t y  and acceptance 

24 d 



0 

j ' "  

f 

0 

0 
/ 

I 

# - . ] ~  

; 2  - 
a2 

• "i 5 

~ ' , . .  - . ,~= " '  " ; { ~ , ~ I ! . , ' < . . : _ ,  ~ : ,  , '..., • . . ' :L~-- '¢ ~ "- =~ :  . . . . . .  ' ~  . ~ <  ,.--.. "~ ' ,  .-.'~, , ' . :>f ' , '~; ' - : -~ '$. : - :T ' -~ :,..Y~-~L'~.#~.~t~'~'.~" " ~ ~ " ~ _ : ~  

. , . ,  . . .  

J 

I '  

P a g e  2 

7 3 0 0 .  1 2 , ~  

I | - 2 2 - 7 7  

i n t o  a program need to be establ ished and made widely known; such 
standar~Js are no d i f f e r e n t  than the  s i tua t ion -each  of us encounters 

.. in society .  

c. Each i n s t i t u t i o n  w i l l  es tab l ish  local po l icy  which w i l l  de ta i l  ( i )  t h e  
procedures which place inmates in educat ional /VT programs; (2) the 
minimum stay in t h e p r o g r a m b e f o r e  an inmate can "opt out"-; (3) the 
procedures for  "opting out".  

d. Each inmal;e's Unit or C l a s s i f i c a t i o n  Team should provide.an element of 
guidance in the program se lec t ion  process. This is :neces'sarybecause of  
the highly  se lect  nature of a prison population--.one,w.hlich for  the most 
part  ha..; repeatedly experienced f a i l u r e  in a v a r i e { y  o.f~ undertakings.  
For example, inmates who in the past c o n s i s t e n t l y  f a i l e d  to learn to 
read cannot be expected to know that  the BOP rea.ding program is d i f f e r e n t  
than the one they knew "on the s t r e e t s . "  Consequently,  we have an 
o b l i g a t i o n  to place an inmate who cannot read into an appropr ia te  
school program. We also have an o b l i g a t i o n  to l e t  offenders "opt out" 
with no negat ive consequences i f ,  a f t e r  a reasonable period of  t ime,  the 
ind iv idua l  continues to r e j e c t  such a program. 

e. Optional  programming does not mean that  inmates may remain i d l e  for  the 
length of t h e i r  period of i -ncarcerat ion.  A l l  inmates are expected to 
perform some type of work. A d d i t i o n a l l y ,  in un i t i zed  i n s t i t u t i o n s ,  they 

a ~ l ,  , t ~ e s - - e . g .  , are also expected to be present at a l l  w i t h i n - u n i t  ~ ' " ~  " 
Town Meetings. 

f .  Any need at the i n s t i t u t i o n a l  level  to dev ia te  from this es tab l i3hed 
pol icy  should be submitted for  review by the Ass is tant  D i r e c t o r ,  
Correct ional  Programs Div is ion p_r_!or to implementat ion.  

• NORMAI,I A. CARLSOH 
Di rector  
Bureau of Prisons 
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FEDERAL PRISON ~ Y S T ~  WASHINGTON, D.C. 20534 

\ ~ ~ . ~  EDUCXTION TESTS: WINIMUM STANDARnS FOR 
~ ~  THE A[PAINISTRATION, INTERPRETATION AND 
~ ~  ~UBJ~CT: USE AT ALL BUREAU OF PRISONS' INSTITU- 

TIONS 

'i 
7300.137 ] 

I~ATE J 
UN 1 5 ~97B 

; p I . l l l - - I )  . tO -  7 6 ,~  W.g  I ' II 

m _ - -  - 

I .  PURPOSE. To establish minimum standards'for an education testing program 
for federal prisoners and to establish responsibility for t he  

program., I 
J 

2. DIRECTIVES AFFECTED. Policy Statement 7300.61 is hereby superseded. 

3. BACKGROUND. i t  has been the experience of program administrators during 
the five years since minimum test standards were established 

for the Bureau of Prisons that the Revised BETA and the General Aptitude Test 
Battery (GATB) tests are of special rather than universal value in education 
program planning for the majority of inmates. The Education Task Force and 
education administrators have reconTnended that the Revised BETA and the GATB 
be discontinued as required tests. 

4. ACTION. Supervisors of Education wil l  be responsible for the administra- 
tion of the S~anford Achievement Test (SAT) to all inmates who can 

read English. ~A non-English version of the SAT is not presently available.) 

The Revised BETA and GATB may be a~ministered to selected inmates for 
specific p~rposes where i t  is presumed that the results may be useful, but 
they are no longer required. Other appropriate education achievement and 
aptitude tests may be administered, as needed. 

Tests administered for psychological purposes are the responsibility of 
the Chief of Psychology Services; a separate Policy Statement covers the 
administration of psychological tests. 

5. CONTROLS ON TEST ADMINISTRATION AND INTERPRETATION. 

a. Standardized tests administered for education purposes shall be 
supervised by professional staff responsible to the Supervisor of 
Education. The ratio of testees per staff person shall be in 
accordancewith the standards set by the test publisher. Contract 
staff may be hired to adminis:er and score tests where such services 
are warranted. Under no circumstances wil l  inmates be involved in 
the administration, scoring, interpretation, or clerical handling of 
standardized tests. 

 4,3 
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b .  Test procedures described in this polic'¢ statement do not apply 
" to tests used in. specific courses of instruction such as the GED 

(General Educational Development), general• education courses, vo- 
cational training, etc.; or to specific tests for court-referred 
study =ases. 

c. Theservices of a professional contractor for machine processing 
of tests should be used whenever possible. 

d. Test information wi l l  be provided by the Education Supervisor in 
response to specific questions from staFf on a need-to-know basis. 
Results of SAT tests wi l l  be reported o~ forms provided and in 
accordance with instructions contained in Policy Statement 42.110.I, 
Inmate Information System. 

e. Education test records and materials shall be f i led in a secure, 
central location under the supervision of the staf f  person respon- 
sible for education test programs. 

f .  The SAT shall be administered to all newly admitted inmates except 
those committed with a sentence of less than one year, within one 
month of their urrlval at an inst i tut ion.  Administrators of ins t i -  
tutions may determine to test newly admitted inmates with a sentence 
of less than one year i f  test results are required for program 
placement and other purposes. 

g. Upon transfer, zhe education s~pervisor of the sending inst i tu t ion 
shall insure tna~ relevant education achievement and test data are 
sent to the eGucacion supervisor in the receiving inst i tu t ion.  

h. Education persop~.~i involve~ in . . . . . .  administration scoring, and 
interpretation sha!l receive appropriate training consistent with 
their needs. Eefresher training at least every 3 years shall be 
provided to ;ers~ns who use test reports. These training require- 
ments shal l  be monitored by Reg:onal E.'ucation Admin is t ra tors  and 
reported on in t he i r  regular s t a f f  assistance v i s i t  repor ts .  

i .  En aac~tion t~ test  resu l t s ,  observat ional data, p r i o r  experience, 
i n t e res t s ,  and indiv idual  needs should play an important par t  in 
the placement of inmates in educatien programs. 

j .  Achievement tes t  score data should be included in preprat ion of 
per iod ic  populaLion p ro f i l es  to ind icate the need fo r  education 
and re lated programs. ?rof~]es sno=Id be prepared at leas t  annual- 
ly  by a l l  i n s t i t u t i o n s ,  and more often as needed. 
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6. CONTROLS ON TESTING FOR RESEARCH. The Administration of education 
tests for research purposes, other 

than the SAT, will be authorized in accordance with Bureau Policy State- 
ment 611O.IA "Research". 

7. METROPOLITAN CORRECTIONAL CENTERS SHALL.BE EXEMPT FROM THE.PROVISIONS 
OF THIS POLICY STATEMENT. .. 

NORMAN A. CARLSON 
Director ,  Bureau of Prisons 
Commissioner, Federal Prison 

Industr ies,  Inc. 
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F E D E R A L  PRISON SYSTEM W A S H I N G T O N ,  D,C. 20534  

. • . . N U M B E R  

75,.__.~00.20g Pohcy Statement I ° '" 

" ~ ~ "  SUBJECT" . . . .  WORK/STUDY RELEASE P~LICIES AND PRO- [ I I -16-71 
CEDURES 

I.  PURPOSE. To revise and expand existing pol icies and procedures in accordance 
with current assessments of operating experience. 

2. DIRECTIVES AFFECTED. i 

a. Policy'Statement 7500.20A, dated 4/4/67 - hereby cancelled. 

b. Policy Statement 7500.26, dated 12/4/67 - hereby cancelled. 

3. POLICY. 

@ 

a. Work Release and Study Release are correctional tools to serve those 
offender 's needs for which there are r~sources avai lable in the com- 
munity. These inmate needs fa l l  in three categories: 

I .  Temporary 

a. Release funds 
b. Extension of ins t i tu t iona l  t ra ining or education 

2. Transitional 

a. Community re -or ientat ion 
b. Use of community resources for problem solving 

3. Permanent 

a. Entry or return into stable employment or educational program 
b. Re-establishment of family and con~nunity t ies  

Since most Work/Study Release inst i tu t ions release l imited .members 
to the local community, category ( I )  is applicable to the bulk of 
par ' ic ipants ;  (2) is applicable to a l imited number; and (3) is 
applicable only to those being released to the local cor~nunity. 
Therefore, where suitable contract Work/Study Release f a c i l i t i e s  
ex is t ,  or can be developed in a candidate's home area, he should 
not be placed in the ins t i tu t iona l  work/study release program. 

© 

b. Only the Warden, Director,  or Superintendent is empowered to admit 
an inmate to Work/Study Release status or to remove him. Administra- 
t ive  responsib i l i ty  should be delegated to the Associate Warden or the 
Associate Warden (Program), and dai ly operational respons ib i l i ty  for 
managing Work/Study Release should be delegated to the Chief of 
C lass i f ica t ion  and Parole at each ins t i tu t ion .  

/ '  
J 
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4. ADMINISTRATIOH. 

a. All inmate:-; admitted to Work/Study Release status remain in the 
cJstody of the. Attorney General. An inmate who w i l l f u l l y  absconds 
shall be processed as an escapee. (See Policy Memorandum 7300.7, 
dated 8 /2 /66 . )  

Each job must meet acceptable community wag(~ standards and adequately 
f u l f i l l  the program goals for the inmate in~'olved. 

Work releasees shall not be employed as str ike  breakers, or under 
working conditions at less than acceptable minimum standards, or in 
any other situations that would evoke adverse public reaction towaFd~ 
the inmate, the Prison Service, or the Government. 

. L  

!~ - ':i ,] 

• ; . . 2 .  

. /2~  

b. Community Relations. I t  is essential that  the Chief Executive Of f icer  
and s ta f f  promote public understanding and 

support for the Work/Study Release program wherever i t  exists.  In 
par t ,  this i s  a matter of developing and maintaining communications 
networks for the purpose of imparting basic information, interpret ing 
the aims of Work/Study Release and explaining i ts  role in the total  
correctional process. I t  is important that inst i tu t ions  take this 
into account in designing s ta f f  t ra ining and development programs. 
Total s t a f f  involvement in Work/Study Release plays a s ign i f icant  
role in the professional growth of Bureau employees. 

I t  is no less important that the o f f i c i a l  and other important segments 
of the con~nunity be kept advised of progress, modifications and 
program innovations. To real ize the program's fu l l  potential  and 
to guard against any tendency on the part of employers and others to 
over-protect  Work/Study Release inmates, the understanding and 
continuing good wi l l  of community groups must be maintained. 

In l ine  with the requirements that consultations with unions be 
carr ied out before inmates are placed in Work Release posit ions, i t  
is'emphasized that this requirement applies to government employee 
unions, as well as those in pr ivate industry. I t  is the responsib i l i ty  
of each Chief Executive Off icer  to insure that these consultations 
are carr ied out as prescribed. 

o! 
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c. Select ion 

I .  General Qua l i f i ca t ions .  

a. Any inmate wishing to be considered fo r  Work/Study Release 
must apply on the prescr ibed form. 

b. Candidate shal l  be phys ica l l y  and mental ly capable of  
performing the work (study) approved for  him. 

c. Candidate shall  have demonstrated a level of  r e s p o n s i b i l i t y  
which w i l l  provide r e , o n a b l e  assurance tha t  he w i l l  comply 
f u l l y  with a l l  requirements of the program. 

2. Custody. Full minimum custody is a p re requ is i te  in a l l  cases. 
Inmates who have been designated Special Offenders in 

accordance with Pol icy Statement 7900.47 must be re fer red to the 
Assis tant  Di rector ,  Correct ional  Programs D iv is ion ,  f o r  approval. 
S im i la r l y ,  inmates whose presence in the community would a t t r a c t  
adverse publ ic  react ion must be referred to ~he Regional D i rec tor  
for  approval. 

Inmates convicted of  serious crimes against the person or 
whose records include such offenses and inmates whose offenses 
involved v io la t ions  of  f inanc ia l  t r u s t  may be approved by the 
Warden for  Work/Study Rel,~ase, but a special memorandum must 
be w r i t t en  to the record ou t l i n i ng  the reasons f o r  placement. 

3. Physical condi t ions.  The candidate for  Work Release shal l  be 
in good health and phys i ca l l y  able to 

perform the proposed assignments. This requirement should not 
preclude the use of  Work Release as an unusual oppor tun i ty  to 
aid a phys ica l l y  handicapped person in obta in ing community 
emplo.vment cons is tent  wi th his c a p a b i l i t i e s .  

4. Emotional and behavioral fac tors .  Candidates wi th  ser ious 
emotional or pe rsona l i t y  

defects and those wi th h i s to r i es  of  v io len t  or  assau l t i ve  
behavior w i l l  be excluded. However, Work/Study Release may 
be considered, under l im i ted  circumstances, fo r  others who 
are mental ly or emot ional ly  i~andicapped and who are not 
dangerous to others,  when i t  is apparent that  community 
employment or t r a in ing  w i l l  s i g n i f i c a n t l y  aid t h e i r  post-  
release adjustment. !! 
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5. Type of Work. There nee~ be no general r e s t r i z t i o n s  on ~he kinds of 
work release jobs for  which candidates may be considered. 

The expectat ion is t~at the job selecte~ w i l l  be that which best f u l -  
f i l l s  the purpose of Work Release in each ca~e, consistent with the 
fact that the employed inmate is s t i l l  in custody. Good employment 
placement w i l l  give preference to jobs that are related to p r i o r  t r a i n -  
ing, work experience, or i n s t i t u t i o n a l  t ra in in l ;  and may be su i tab le  
for  cont inuing post-release employment. The ':break-even" point  between 
wages and expenses w i l l  tend to el iminate temporary, par t - t ime,  and 
i n t e r m i i ~ n t  employment; except when combined with a study release 
program. 

6. Duration. When used for  pre-release purposes, Work Release placements 
shall be l im i ted o r d i n a r i l y  to a period of approximately 

s i x  months immediately preceding the probable release date. The 
optimum period w i l l  probably be three to s ix  months. Exceptions can 
be made when f u l l y  j u s t i f i e d .  

When Study Release is on a part- t ime basis (as attendance at evening 
c lasses),  the same time l im i t a t i on  appl ies.  When pa r t i c i pa t i on  is to 
be on a f u l l - t i m e  basis in excess of one academic year, p r i o r  approval 
of the Regional Case Management Adminis t rator  must be obtained. 

7. Transfers. Inmates shall be recommended for  t rans fer  to an i n s t i t u l  
operating a Work/Study Release program, so long as al l  

other e l i g i b i l i t y  requirements for t ransfer  are met. (For ins t ruc t ions  
per ta in ing  to t ransfers to non-federal f a c i l i t i e s ,  see Pol icy Statement 
7550.20A). 

d. Transportat ion.  All t ranspor ta t ion arrangements shall be approved by 
• the Chief Executive Of f i ce r .  Where possib le,  com- 

mercial t ranspor ta t ion shall be used. When use of conmlercial t rans-  
por ta t ion  is not feasib le and i n s t i t u t i o n a l  vehicles must be used, a 
charge comparable to commercial t ranspor ta t ion  shall be made to the 

inmate  and appropriate records w i l l  be maintained to support reimburse- 
ments. 

The Chief Executive Of f i cer  is authorized to waive t ranspor ta t ion and/ 
' or subsistence reimbursements at his d i sc re t i on ,  when such a waiver 

is warranted, i . e . ,  low salary,  unusual work expenses, etc. Such 
waivers of  t ranspor ta t ion  and/or subsistence reimbursements should be 
documented. 

e. I n s t i t u t i o n a l  A c t i v i t i e s .  While in the i n s t i t u t i o n  during non-work 
hours, Work/Study Release inmates shall be 

encouraged to pa r t i c i pa te  in i n s t i t u t i o n a l  a c t i v i t i e s ,  espec ia l l y  those 
which w i l l  promote t he i r  capacity to adjust in the community. 

© 

@ 

© 
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Industrial and Camp Good Time are not legal ly  applicable 
to Work Release. However, Work/Study Release inmates 

and residents of Pre-Release Guidance Centers, Community Treatment 
Centers, and Contract F a c i l i t i e s  may be awarded Meritorious Good 
Tim~ at "Camp Good Time" rates. Inmates earning "extra" good time 
of any kind may have i t  converted to Meritorious Good Time at the 
app:~priate "Camp" rate upon entering Work Release, a PRGC, CTC, 
or Contract Fac i l i ty .  They shall continue to be awarded Meritorious 
Good Time so long as they f u l f i l l  a l l  expectations of conduct, 
a t t i tude ,  and performance. Inmates not ear~ing "extra" good time 
at the time of their  assignment to Wnrk/Study Release or admission 
to a PRGC, CTC, or Contract Fac i l i t y  may qual i fy for  an award of 
Meritorious Gocd Time during par t ic ipat ion ,  as above. 

N 

f .  Follow-up. Field checks should be made at reasonable in terva ls  on 
community trainees and work placements. While these 

checks should not disturb the t ra ining or work program, the under- 
lying purposes of them are to provide supervision of the person in 
the program, to assure that the placement is sat is factory  and to 
develop and maintain a re lat ionship in which responsib i l i t ies  for 
the program are shared. 

@ g. Con~munity Act iv i t i es .  The fu l l  potential  of Work/Study Release, for 
certain offenders, wil~ be real ized when 

regular employment or t ra in ing becomes the means of providing a 
programmed and supervised t rans i t ion  to co~uni ty  l i f e .  On the basis 
of individual needs and case management goa)s, the program is aimed 
at the offender's progressive se l f -suf f ic ie~cy  in the community. 
Accordingly, part ic ipat ion in community rel ig ious,  educational,  
social ,  c iv ic ,  and recreational  a c t i v i t i e s  may be considered when 
there is reason to believe that such part ic ipat ion wi l l  contribute 
s ign i f i cant ly  to the offender 's learning and exercise of personal 
responsibi l i ty .  S imi lar ly ,  within ~he statutory 30 day l i m i t ,  
furloughs may be authorized as program resources, but not as rewards. 

h. Clothing. The Work/Study Release inmate sha}l be ou t f i t t ed  with 
clothing suitable for the kind of work or other placement 

at which he wi l l  be employed. Work/Study ReTease inmates shall 
purchase with thei r  own funds al l  supplemental and replacement 
clothing. This may be purchased through regular ins t i tu t ion  
ConTnissary procedures or d i rec t ly  from outside cash conmmercial 
sources. Civ i l ian clothing shall not be worn by Work/Study Release 
inmates inside the ins t i tu t ion .  Special arrangements must be made 
for lockers, clothing change and laundry service. 

i .  Laundr~ Services. The ins t i tu t ion  may provide laundry service for .!!~ 
Work/Study Release cloth~mg provided the same 

supervisory control is exercised over these c i v i l i a n  sty le  clothes ~i 
Q as is now exercised over Of f icers '  Uniform C~othing. Generally,  this 

r )  p _  
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Releasee gets establ ished on his job and earnings are received:  
Then commercial laundromat, or other  arrangements may be worked out 
by Work/Study Releasees wi th  the Work/Study Release Coordinator to 
f i t  the needs and f a c i l i t i e s  ava i l ab le .  Payment fo r  such serv ices 
should be d i r ec t  to the commercial f i nn  by the work/study releasee 
or through the Coordinator at the time tl~e laundry is picked up or 
as soon the rea f te r  as possible and the i n s t i t u t i o n  should in no 
event get involved in con t r i bu t i ng  to the. vendor through i n s t i t u t i o n  
accounts. The Work/Study Release Coordinator  w i i !  be responsib le  
f o r  arranging pick-up and d e l i v e r y  schedules and making other  
arrangements as required.  

j .  Guidance and Counselinq. To the f u l l e s t  ex ten t  poss ib le ,  guidance 
and counsel ing serv ices shal l  be made 

ava i l ab le  to Work/Study Release inmates. Often there w i l l  be 
special  and immediate needs fo r  such serv ices a r i s i ng  from problems 
on the job and working condi t ions in add i t i on  to the usual range o f  
personal and fami ly  matters. Caseworkers' hours should be scheduled 
to permit  no less than weekly contact  w i th  a l l  Work/Study Releasees, 
and these contacts w i l l  o r d i n a r i l y  include a combination of  both 
group and i n d i v i d u a l  guidance. 

b 

k. Terminat ions.  The removal o f  an inmate from Work/Study Release fo r  
w i l l f u l  negligence or misconduct is  as much a case 

management dec is ion as was the approval o f  h is enter ing  the program 
in the f i r s t  place. He should be requi red to l i v e  up to the ru les 
and expectat ions of  the program. While a double standard o f  conduct 
is  to be avoided w i t h i n  the i n s t i t u t i o n ,  the status of  a Work/Study 
Release inmate is  d i f f e r e n t .  As a guid ing p r inc ipTe,  the judgements 
and standards wh--Tch under l ie  counsel ing and removal dec is ions should 
be more c lose ly  i d e n t i f i e d  w i th  those appropr ia te  to the e f f e c t i v e  
management o f  a parolee than w i th  adherence to t r a d i t i o n a l  pr ison 
d i s c i p l i n e .  

® 

I .  Mon_M_qDe_~ C. Al l  f i nanc ia l  t ransac t ions  shal l  be conducted in accordance 
w i th  standard po l i c i es  and procedures as ou t l i ned  in the 

Accounting Management Manual. 

Da i l y  subsistence w i l l  be paid as provided by law and in the amounts 
.es tab l i shed  by the D i rec to r ,  but work release inmates shal l  not be 
requ i red or permi t ted to reimburse the i n s t i t u t i o n  except f o r  add i t i ona l  
expenses incurred in the Work Release Program such as t r a n s p o r t a t i o n  
when using Government vehic les to and from ti le Work Releasee's place 
o f  employment. 

The Bu reauo f  Pr isons,  through planning w i th  the i n s t i t u t i o n  
Superv isor  o f  Educat iop, may p a r t i c i p a t e  in payment fo r  educat ional  
courses tha t  lead d i r e c t l y  to development, or incP-~se, o f  a 
sa leable occupat ional s k i l l ,  in accordance w i th  Pol icy  Statement @ 
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7300.56, dated 7/13/70. I:~ i 

m. Reports and Records. I t  shall be the responsibility of the ~'~;,~'<~ 
* Classification and Parole Department to 

coordinate essential documentation of the Work/Study Release program. . ,_ I :J~2_ 
I t  is important that planning for  Work/Study Release placement begin F~.I~%:~_ 
at i n i t i a l  c lass i f i ca t ion  as would consideration for  any other ~1~ 

" i ns t i t u t i ona l  and community program. Class i f ica t ion Studies, 
Progress Reports and other communications must c lear ly  explain the f ,~ 
purpose and ful l  meaning of placement in, and the removal from, ~c"~ 
community-based programs. Progress in these programs needs to be ilii 1 
s p e l l e d  out  and i n t e r p r e t e d  wi th  r e f e r e n c e  to r ead ines s  f o r  p a r o l e ,  
treatment needs, relevance to release planning, and re lat ionship to 
goal s set at the time of in i t ia l  classification. [,~-~ 

Institutions need only to complete RAPS form BP-6.2 and ETS form BP-7.1 
to sa t is fy  a l l  Central Off ice report ing requirements for  Work Release ~:~ 
and Study Release. While r.o other reporting forms are required by ~-::~ 
Central Of f ice,  i ns t i t u t i ons  w i l l  wish to retain Appl icat ion and I~:!~ 
Agreement and Assignment under the Work Release (BP-CS-I) and the [~.~ 
Report of Removal (BP-CS-3) for  purposes of program management. ~; 
Copies of the l a t t e r  two forms are not to be forwarded to the Bureau. i~".~ 
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n. Compensation. Bureau General Counsel is of the opinion tha t ,  since 
a work releasee in jureJ on the jcb is not employed by 

Federal Prison Industr ies nor involved in any work a c t i v i t y  in con- 
nection with the maintenance or operation of the i n s t i t u t i o n  where 
confined, he is not e l i g i b l e  for  compensation under the Inmate 
Accident Compensation procedures. Generally, work release inmates 
who are injured in work related accidents w i l l  be covered by state 
workman's compensation laws. Unfortunately, compensation laws vary 
between states and many states exempt employers having fewer than a 
specif ied number of employees. We should not i ns i s t ,  however, that 
employer5 or prospective employers be covered by workman's compensa- 
t ion laws or by an insurance arrangement to cover in jured employees 
as th is approach could hinder the work release program. I t  is f e l t  
that  inmates assigned to work release should be made aware that  in the 
event of an on-the-job accident, any claims ar is ing w i l l  be a matter 
between employee and employer; the Federal Government assumes no 
respons ib i l i t y  for  the in ju ry ,  but may provide medical treatment 
while the inmate remains in the custody of the Attorney General. 
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5. DELEGATION OF AUTHORITY. Wardens, Directors, and Superintendents are 
delegated authority to implement this Policy 

Statement, except where the Bureau or Regional Office re_tains approval 
for placemer;ts of specific types of offc-nders. There should also be 
referred to the Regional Office for decision any other cases in which 
appropriateness of Work/Study Release is in doubt. The Regional 
Director has the authority to approve an inmate housed in a contract 
fac i l i t y  for Work/Study Re~ease placement. 

Is/ 
NORMAN A. CARLSON 

Di rec to r ,  Bureau of Prisons 
Cormfissioner, Federal. Prison Indus t r ies ,  Inc. @ 
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Policy Statemem  
" ~ ~ S U B J E C T :  ~T~II:~T~RTICIPATION IN COMMUNITY 

[ N U h ,  R, B E R  

7500.25C i 

I~ATE 

_7-30-76 '1 
. . . . . . . . . . . . . . . .  - -  . . . . . . . . . . .  H . . . . . . . . . . . . . . .  

I .  PURPOSE. To provide c l a r i f i c a t i o n  of policy with respect to inmate p ~ r t i c i -  
pation in community activities: 

. 

. 

UIRECTIVES AFFECTED. Policy Statement 7500.25~, Inmate Participation in 
Community Activities, dated August 15, 1975, is hereby 

cancelled. Policy Statement 7300.I12, Custody Classifications is referenced. 
Policy Statement 7300.12D, Furloughs, is referenced. 

POL____ICY. I t  is the policy of the Bureau of Prisons to allow selected inmates 
t o  par t ic ipate  in conTnunity a c t i v i t i e s  which cuntr ibute to t h e i r  

personal programs and promote a bet ter  public understanding of the corrections 
process,  t 

. ACTION. Because of ,.,n increasing awareness of the b e n e f i t s  which accrue both 
to the inmate par t ic ipants  Jnd to the i n s t i t u t i o n a l  s t a f f  i t s e l f ,  

i n s t i t u t i o n a l  administrators are encouraged to develop programs to provide 
more community exposure to individual  inmates. 

. BACKGROUND. Many f a c i l i t i e s  receive a considerable number of requests from 
community or i n s t i t u t i o n a l  groups for inmates to par t ic ipate  in 

community a c t i v i t i e s .  Under past procedures such requests could not be 
honoredexcept in unusual and c a r e f u l l y  control led circumstances. Each i n s t i -  
tut ion should establ ish a procedure for reviewing requests for inmate p a r t i c i -  
pation to determine the appropriateness of  the par t ic ipa t ion  and to screen 
prospective par t ic ipants .  

6. IMPLEMENTATION. In administering the program the fol lowing guidelines r hould 
be follcwed: 

3 .  Types of Requests• Only requests from establ ished groups should be 
honored. Inmate organizations which have counter-parts in the community 
such as A.A.,  Gavel Club~ Jay Cees, Narcotic Addiction Treatment Centers 
and re l ig ious organizations are well known. However, a l l  requests for 
appearances which appear to be va l id  must be thoroughly invest igated by 
a fu l l  time s t a f f  member and be approved by the Chief Executive Of f icer  
or his delegated representat ive .  

0 
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Public A~earances. Inmates should appea:" in no situations in which they 
are exp-T0i'ted due to their status, their prior criminality or one in 
which their past l i fe  is held open to ridicule. Actfvit ies shoule be 
limited to those areas and topics in which the inmate can make a viable 
contribution. 

c. Custody. Only those inmates wi th minimumand community custody w i l l  be 
permit ted to pa r t i c ipa te  in community a c t i v i t i e s .  Escorts w i l l  be 
required for  minimum custody inmates as d i rec ted in Pol icy Statement 7300.112, 
Custody C lass i f i ca t i ons .  

(I. S ta f f  Pa r t i c i pa t i on .  I t  is recommended tnat  a f u l l  time s t a f f  ,member 
accompany an inmate to an a c t i v i t y  in which the inmate is to give a 
speech or perform, in some manner. 

e. 

f .  

Religious Act iv i t ies. I t  is desirable for inmates to participate in 
co~',munity-based religious act iv i t ies on a,~ extended and conti~,uing basis. 
I t  is preferred that inmates participating in such act iv i t ies be accom- 
panied by chapel volunteers approved by the ins t i tu t ion.  The volunteer 
wi l l  be a member of the approved com~nunity religious organization and wi l l  
be under the supervision of an inst i tu t ion Chaplain. Escorts wi l l  be the 
same sex as the inmate except when members of the same family are 
sponsoring the act iv i ty.  Inmates part icipating in act iv i t ies sponsored by 
a volunteer must meet furlough e l i g i b i l i t y  requirements and be placed on 
furlough for each act ivi ty.  Minimum custody inmates may participate in 
such act iv i t ies only when under the supervision of a fu l l  time staf f  mem- 
ber as required by Policy Statement 7300.I12, Custody Classification. 

L im i ta t i ons .  Inmates should t ravel  no fa r the r  than the normal commuting 
distance for  the area in which the i n s t i t u t i o n  i s  located. They should 
be able to leave the i n s t i t u t i o n ,  p a r t i c i p a t e  in the a c t i v i t y ,  and return 
to the i n s t i t u t i o n  at a reasonable hour. 

g. Select ion of Inmates. 

(I) Persons i d e n t i f i e d  as Central Moni tor ing Cases must be re fer red  
to the Ass is tant  D i rec tor ,  Correct ional  Programs Div is ion for  
approval. 

(2) Those persons whose presence in the community would a t t r a c t  undue 
pub l ic  a t ten t ion  may be approved by the Warden, but a special  memo- 
randum must be wr i t ten  fo r  the f i l e  g iv lng the ra t i ona le  fo r  
approval.  

(3) Persons convicted of ser ious crimes against  the person may be 
approved by the Warden, but a special memorandum must be w r i t t e n  
f o r  the f i l e  giv ing the ra t i ona le  for  approval.  

O 
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~![-:~./I (4) I f  the inmate is allowed to part ic ipate in the program witho,~t 
F:-!I.~ ~ staf f  escort, the inmate is to be om furlough and must meet the 
i. .*~ " selection cr i ter ia  set forth in Policy Statement 7300.12D. 
' .'~-~ Furloughs granted for community act iv i t ies under this policy may 

i "-;"~ be in addition to furloughs granted under Policy Statement 7300.12D, 

' :  3~ I .  THIS POLICY SkATm-MENT HAS BEEN TRANSLATED INTO SPANISH. 

i:~ii - "~ D rec a i ~ons 
/,:-~ ~ Commis r,  FeBera! Prison Industries, Znc. 
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Policy Statement 
$ ~ J E C T :  ON-THE-JOB TRAINING PROGRAMS 

8320.2B 

6-14-74 

i. I~JRPOSE. To continue and improve on-the-job training programs and to 
delineate those factors which will identify training programs 

having a high level of integrity and quality. 

I 
2. DL-RECTr/E AFFECTED, Policy Statement 8320.2A is hereby superseded. 

3. POLICY. On-the-job training is a means of teaching a marketable 
skill. To fully utilize institutional resources, programs 

other thanpure vocational training must be developed and structured to 
provide nKrketable skill training. 

4. ACTION. On-the-job training programs will be established in each 
institution. 

a. Associate Wardens, Department Heads and Supervisors of Education will 
review the training potential in each shop. In those shops that have 
training potential, the education staff will then determine the 
behavioral goals or perforau~nce tasks which can realistically 
be accomplished by the trainer. Assignments will be made to 
on-the-job training only when the program has been approved by 
the Supervisor of Education. 

b. Once the performance tasks have been identified, it is the 
responsibility of the educator to design a program so that 
men assigned to training will have an opportunity to complete 
the training prior to release from the institution. 

c. On-the-job training assigrm~ents will be made to meet the 
marketable skill needs of those individuals having this 
correctional deficit. Assignments will be made to on-the-job 
training only when there is an identifiable need and it is 
recommended by the treatment team. 

d. When a man has completed the training, a certificate will be 
issued only when a member of the educatio~al staff has 
evaluated the man's performance by visual testing of 
the performance tasks to measure the man's level of ability 
to perform. Upon the recommendation of the education staff, 
a certificate will be issued. 

,-/ 
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e. A man assigned to training by the treatment te~m as part of 
his program plan will be afforded an opportunity to partici- 
pate in all aspects of this plan. If it has been determined 
that a correctional deficiency exists which is to be satisfied 
and requires the attendance of the individual in an activity, 
then arrangements must be made with the trainer and the 
Department Head to assure the individual's participation in 
the program. ~le total number assigned t~ each 0n-the-job 
training area should be kept to a realistic number in order 
to maintain quality instruction. 

f. 

g. 

The trainer will be responsible primarily for the teaching of Job 
performance tasks. He will not undertake classroom teaching on a 
scheduled basis. ~y academic instruction that requires at least 
one hour per week will be conducted by the supportive education 
staff. This does not preclude incidental academic instruction on 
the part of the trainer in teaching performance tasks. 

The educational supervisor shall be responsible for maintaining 
the quality and integrity of the training program and it shall 
~e his responsibility to recommend approval or eliminatien of 
progr~ns, if, in his opinion~ a program does not meet either 
the performance tasks established or the quality of instruc- 
tion established, then he has the responsibility to recommend 
to the Associate Warden concerned the discontinuance of the 
program. It is the responsibility of all department heads to 
periodically evaluate the on-the-Job training programs to assure 
a high level of program integrity. 

h. Every effort will be made to utilize skills learned in the formal 
vocational training program in follow-on assignments to maintenance 
and industries programs. Such integration of program planning 
provides the greatest opportunity for maximum use of institutional 

.resources. 

i. 

J. 

On-the-job training is also a useful vehicle for helping to prepare 
residents to er~a~ge subsequently in an approved apprenticeship pro- 
gram if such program exists at the institution. 

This program will require changes to the position descriptions 
and performance standards of the employees involved. Annual 
Performance Evaluations should include consideration of the 
effectiveness in this area. The Super¢isor of Education should 
discuss the performance of each trainer with the trainer'S 
supervisor on a continuing basis. The supervisor should review 
with the ~nployee any problem areas and achievements discussed. © 
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Xqqese program activities will be reviewed by Regional office 
staff members during staff assistance visitations. 

Machinery and equi~ent used in these programs will be furnished 
by the institutions. Federal Prison Industries will not fund 
any maehiner~ or equipment acquisitions for these progr~ns. 

NORMAN A. C~.RLSON 
Direetor~ Bureau of Prisons 

, Co~znissioner, Federal Prison Industries, Inc. 

"., 

h 

@ 

' l  

/ 
/ 

/. 



/ 

I 

e 

/ 

/ 
• , /  

[ : 

L 

I' :i 
• N':q:~ 

!!i 
k;i 

2 

' ;"j 

"'1 
4 
:L! 

-~1 

E 

AttacI~nent 1 
Page 1 ~' 
8320.2B 
6-14-74 ..... 

i. SCOPE. OJT Programs apply to all activities used to support 
institutional maintenance. Such activities are distinctly 

separate and apart from formalized vocational "raining programs. 

2. LIMITATIONS. On-the-job training activities will be restricted 
to those f~/nctions which support the maintenance of 

the institution. Training activities will include only those tasks 
which are used routinely in the day-to-day operation of institutional 
maintenance. Additional job tasks over and above those normally 
carried out in institutional maintenance are not to be assi~,ed to the 
OJT program~. Inmates will be assigned to institutional support 
functions as determined by institutional staff. (For clarification 
refer to Par. 4-~.) For exan~le, if an assignment is made to food 
services the inmate will be primarily assigned to perform institutional 
support duties. OJT programs which may result from this assignment 
will be deveioped after the i~unate is on the job. ~"~,e desirable 
aspect of this procedure is that the inmate may become self-motivated 
to participate in +he progr~n and/or the work supervisor will identify 
inmates who have th~ talent and/or interest and then provide training 
activities. Note: Such assignment does nc~ preclude an~ future 
~lacement in a formal vocational training program. 

3. PROPOSED ACTIONS~ The first step required to implement this 
guideline is to identify job performance tasks 

routinely performed in the day-to-day support of institutional main- 
tenance functions. The identification of these tasks must be stated 
in behavioral and measurable'terms, e.g. can the student perform 
a horizontal weld to withstand ?0 ibs. of pressure? Is he able to 
set up a machine within a 30 minute time period? Can he tune up an 
eight cylinder engine with an air-conditioning unit attached within 
45 minutes? An outline of the task provides the key steps in the 
design of an on-the-job training program. 

Once the performance tasks for a specific work area have 
bean written by selected field personnel, the Regional Office will 
distribute a copy of the tasks to other institutions. This action 
will enable each institution to establish OJT programs without dupli- 

cation of effort. 

4. RESPONSIBILITIES. The education staff in the Regional Office, will 
be responsible for the administration of this 

program. However, since this progr~n encompasses many facets of the total 
institutional operations, individuals involved in the preparation of 
program plans are free to request assistance from Regional Office staff 
members who would have direct interest in such planning. For exampie, 
in an OJT in the area of Mechanical Services, consultation would involve 
the Regional Facilities Administrator° 
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9. E'IALI.~%TION~ gach institution is requested to designate a member .:~ 
of the educational staff, preferably a related t, radcs t::~' ~: : a  

instructor who will upon the request of-the work supe rvisor, evaluate i::iil 
an i~ate's performance in each of those tasks recommended by the 
supervisor. For example, at the request of the supervisor, the re- ~:L:.! 

-:~ fated try.des instructor will ask the irm~te to perform those tasks (~:~: 
~'~ recommended by his supervisor, if the irnuate .satisfactorily perfor~,s [ .;~ 
~ the ~tated tasks, t~hen the related trades instructor will place, a / '~;,:_~ 
" ~  record of this achie%~ment on the Bureau's Educational Reporting '~ 

6. ACTIONS TO BE TAFZN. 

a. Each institution should coordinate on a continuing basis with ,,~-: 
the Regional Office education staff the operational status of ~.~ .... 
all a~proved OJT units. ,. ,:,. 

• [ - ~  

~.  b. Appro~l and continuation and/or discontinuation of OJT units f~':i 
~-::= should be coordinated with the Regional Office educat ion staff, i!:'ii~ 

~;.: c. The work supervisor, in coordination with a related trades 
i., ~ instructor will identify the Job performance tasks that are 

~ the work ~ tea, ~..~.~ .... ~ ..... p.erfo~d ~n re,,t ~.~ y _ . Tn e.~Djunc~.ion "~ th ~:: ~! ~"  
~ w r i t i n g  p e r f o n ~ a n c e  tasks i n  a n y  s e l e c t e d  : , t a i n t e n a , l c e  s u p p c r t  
~.~ area, the work supervisor and the related trades instm,~ctor are F;. 
~ ;  requested to identify teaching aids that support the teaching i .  

of OJT tasks. These teaching aids, when obtained, will be 
ti~:~ placed in the work area.~ so i~mates or work ~upervisors may 

-4 ;%i - use them as the need arises. 
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