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100.

INTRODUCTION

101 Purpose of Handbook

This publication is designed to serve as a resource hand-
book for Education Supervisors and Assistant Supervisors. Every
effort has been made to make the handbook as comprehensive as
possihle, covering every area of a manager's responsibility in-
sofar as it relates to *he operation of an Education Department.

It is the overall policy of the Bureau of Prisons to provide
in each institution, as comprehensive an education, training and
leisure activity program as space and resources permit. This hand-
book describes the type of activities which should appropriately
take place in each federal correctional institution in order to
meet this goal.

In addition to being a rescurce book, this handbook is in-
tended to be a “how to do it" guide for enterprising education
managers who wish to establish meaningful programs.

This handbook also contains all current Bureau Policy State-
ments which relate to the resporsibilities of an Education Super-
visor, and the effective management of frograms and personnel.

The handbook is directed primarily toward education managers;
however, teachers and leisure activity staff can zlso find it use-
ful. '

Publication of this handbook is not intended as a one time
event. The Education Section of the Central Office plans to re-
view and revise the handbook as often as necessary so that it will
remain complete and up-to-date. Pages are numbered in a manner
to facilitate required modifications. In keeping with this objec-
tive, suggestions from field personnel are always welcome. Sugges-
tions for additions, changes or revisions in the handbook should
be forwarded to the Central Office, through the appropriate Re-
gionai Education Administrator. Regional Administrators are in-
vited to comment on these as well as their own suggestions.

102 Mission

The primary mission of the Bureau of Prisons is to protect
society by carrying vut judgments imposed by Federal Courts. The
Bureau's mission is to develop programs based on a balanced philo-
sophy that recogrnizes that punishment, deterrence, incapacitation

'




and access to opportunities for self-improvement are all valid
purposes of incarceration. The Bureau's basic objectives in-
clude: : : . , ‘

‘-~ Providing a safe and humane environment for inmates and
staff. ’

-- Increasing the number of inmates who achieve a successful
‘adjustment upon release to the community by offering of-
fende: s a wide variety of opportunities for work, job
training, education and counseling.

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

The goal of the Education Services within the Federal Prison
System js to assist inmates to acquire maximum post-release em-
ployability by providing occupationally oriented programs. The
fulfillment of this objective requires that Education Departments
offer education and training opportunities comparable to those
availabie in the free world.

103 Organization Charts d

The follewing charts wnich immediately follow this section de-
scribe the administrative organization of the Federal Bureau of
Prisons and those administrative units which directly impact Edu-
cation Services in the Bureau. : .

103.1 Federal Prison System

103.2 Correctional Programs Division

103.3 Inmate Program Services Branch

103.4 Education Services

103.5 A Typical Fducation Department Organization Chart

«
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 200. ADMINISTRATIVE RESPONSIBILITIES AND PROCEDURES

201 Geals, Definitions, and Guidelines

Pelicy statement 7300.63B sets forth minimum standards and -
guidelines to be followed by all institutions in the operation
of education and training programs. These guidelines represent
an effort to establish coordination and cooperaticn among all
institutions, functioning as a part of one system, united in
striving to achieve common goals. These guidelines also establish
goals against which program effectiveness can be measured.

An Education Supervisor may encoutitdr some obstacles in meet-
ing the standards established in Policy Statement 7300.638. The
nature of these obstacles will vary smong institutions. However.
some are predictable: .

1. Custody considerations: e.g. coverage of education areas
by appropriate staff during evening, Saturday and Sunday hours;
required scheduling of students for full day in lieu of preferrad
half-day or shorter periods of time.

2. Availability of staff to cover all programs especially on
weekends and holidays.

3. Competition of industries, institutional maintenance and
other programs and services with education and leisure activity
programs.

4. Inmate indifference toward program opportunities.

5. Availability of funds for a balanced education and leisure
activities program.

No obctacle, however, need be insurmountable. Qualified Eau-
cation Supervisors are generaliy creative, innovative and equal
to the challenges represented by these obstacles. Education Super-
visors can be counted on to find ways to staff Learning Centers
and to provide leisure-time opportunities during evening hours
and on weekends; to insure that each instructor has maximum con-
tact with as many students as possible per day; to stimulate in-
mate interest in educational and leisure activity programs; and
to explore ways to expand programs beyond limitaticns imposed by
budgets.
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Fach Supervisor should realize that the problems encoUntered

"in operating a program are not unique to one institution, nor do

Education Supervisors necessarily have more obstacles to over-

- come in carrying out education programs than do other department

heads in the same institution. It is the unique responsibility -
and challenge of each Education Supervisor to establish and main-
tain educational, vocational, and leisure activity programs that
will bl~nd smoothly with the overall operaticn of particular in-

“stitutions and, at the same time. move toward meeting applicable

Bureau goals and objectives.

201.1 How to Handle Some Typical Problems

1. Security and custody considerations: Education staff, par-
ticularly the Supervisor, should initiate cocperative relaticn-
ships with custodial staff to insure mutual respect and concern
for each others responsibilities and goals; for example, by at-
tending, from time-to-time, the regular correctional supervisor
meeting or by inviting tne chief correctional supervisor to at-
tend education staff meetirgs. Communication should be frequent.
and open and problems addressed as soon as they arise. Education
staff should provide contact and continuity of educaztion programs
to inmates in administrative detention, assist in the provisicn
of effective supervision of special programs (study release, town-
trips for job interviews or special examinations, etc.). The
goal here is to appreciate the need for both effective security
and positive programs.

2. Staff coverage: corrections is a 24 hour, 7 day per week
activity. Education and leisure activity programs cannot be
Timited to daytime or week days only. Programs need to be offered
and supervised during evening hours, weekends and sometimes on
holidays. Rotation of hours, surveys to ideniify staff who pre-
fer to work other than day shifts or week days, effective use of
contract staff or volunteers and similar approaches can help pro-
vide program coverage. When all else fails, it will be necessary
for the education supervisor to assign staff to cover required

program hours.

3. Competition for inmate time: There is no simple or uniform
way to meet this problem. Education staff should be involved with
classification and unit management teams, institution planning
task forces and other inter-department or institution-wide admin-
istrative groups to insure that the importance of assigning in-
mates, in need, to appropriate education and training programs
is recognized in classification and assignment decisions. If

el L
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200.2

programs are under-utilized and are not cost-effective, these
matters should be discussed with the Asssciate Warden respon-
sible for supervision of education programs.

4. Inmate Motivation: The education area should be an at-
tractive and eventfull area of the institution so that it will
attract students. The education story should be communicated to
prisoners during orientation and admissinn procedures in a stimu-
lating and effective manner. Video~tapes and brochures wihich
describe programs and instructors, job opportunities and post-
release implications of training and other realistic and well
throught-out overtures should be made early and as often as
possible.

5. Funds: The education and training budget is cnly one re-
source available to the education administrator. Community based
(scmetimes "free") instructors are often available through local
school districts, boards of education, community and junior col-
leges, volunteer organizations, etc. Basic education cpportunity
grants (BEOG), Supplementary Education Opportunity Grants (SECS),
Veterans Benefits, Vocational Rehabilitation Benefits, special
pilot-demonstration grants (Comprehensive Employment and Training
Administration CETA) may be available to supplement programs sup-
ported by Bureau funds. Each education supervisor should study
the community and state in which an institution is lozated, as
well av Federal legislation, to icentify these suppiementary
sources of funds and staff. A1l education staff should read the
monthly Clearihghouse Distribution releases prepared bv tne Cen-
tral Office Education Staff, as well as Correctional Comments,
nrepared monthly by the Correctional Programs Division. These
publications often refer to outside assistance opportunities.

6. Use of Inmate Instructors: Since the size of tno educa-
tion departmert's professional staff will affect the extent and
kind of programs offered, it may be desirable from time to time,
to seek the assistance of inmates to serve in teaching roles.

It is the Federal Prison System's policy that inmates with
professional training and experience may be assicned to jobs where
they can utilize their training and experience, when appropriate.
Inmates with the proper background may be used to teach non-
accredited courses and may be utilized as teachers aides in
accredited courses.

Under no circumstances should inmate instructors be permitted
to evaluate other inmates in accredited courses or in courses that
are offered in preparation for the GED test. Etvaluation in these
courses should always be performed by professional staff members.




201.2 Annua? Plans of Action

In accordance with the provisions of Policy 5tatement 7300.63B,
Supervisors of Education are required, annually, to prepare a Plan
of Action for the fiscal year beginning October 1.  These plans
should cutline the goals that Supervisors expect their departments
to achieve during the upcoming fiscal year. They should be sith-
mitted to the chief executive of the respective institutions by
July of each year, with a copy to the corresponding Regional
Education Administrator and the Education Administrator, Central
Office.

Policy Statement 7390.63B provides that the 2lan of Action
from each Fducation Supervisor should reflect the standards out-
lined in the Policy Statement and specific quantitative goals for
each major program area.

A1l programs are evaluated annually by Regional Education
Administrators and their reports can serve as the basis for each
Education Supervisor's review with appropriate staff of program
achievements and the need for additional planning.




202 Admission and Orientation Responsibilities

202.1 Interviewing

Education Supervisors, in addition to being Masier Teachers,
capable administrators and farsighted planners, must also be able
promoters. They must be ingenious in findiny ways to convince
potential students that acquiring a trade or a higher level of
education is in their own best interest. Frequently, education pro-
grams are in competition with prison industries' paid employment,
institution maintenance assignments, movies, T.V. or the lure of
numerous social or recreztional activities. 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 Orientation (A%0)
interview. The education department should insure that the A&D
interview is used to good advantage to familiarize potential
studerits with program opportunities.

202.1.1 Education Data

The Education Department in each institution is required
to complete the Education data portion of BP Form 6 on each new coli-
mittment. A copy of this form is sent to the inmate's central file
and is used by the classification team for initial classification
purposes. The A&0 irterview is a good time to obtain the educa-
tion data required by the BP-6 form,

202.1.2 Personal History Data Fo a BP-6

The following BP-6 form contains a variety of personal
history information about each inmate. The following items must
be filled in by the Education Department.

22. Highest school grade completed

23. Age at completion
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_A. Semester hours
B. Quarter hours
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. Highest college degree earned

>
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1 = A.A. ' 3= Master§
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202.1.3 Education Handbooks

A tool that is often used to "sell" education is the
distribution of an Education Handbock to new committments. These
books, prepared locally, introduce the new prisoner to the insti-
tution's education staff and give a concise but comgrehensive run-
down of the programs available. Frequently, these handbooks contain
a message from the Warden or the Education Supervisor urging in-
mates to avail themselves of opportunities offered. If possiblz,
it also helps tc print letters from inmates {or former inmates)
who feel that they have profited from the education or training

programs.

It is impertant to continue to strive to ensuce that
educational opportunities are aveilable to all inmates regardliess
of their reasons for participating. Many inmates, who have en-
rolled in courses for dubious reasons, become sincere, dedicated
students. It is, to some degree, a measure of program effective-
ness, if those who came just for the record or to pass time, stay

to complete the program.

202.2 Testing

Policy Statement 7300.71B requires all Federal institutions
to administer the Stanford Achievement Test (SAT) to all commit-
tments except those with sentences of less than one year. In the
case of prisoners who have been transferred from another Fedeial in-
stitution, re-testing need not be done if previous test results are
available. Residents may be re-tested, however, after they have
completed specific education or training programs.

Although the SAT is the only required educational test
identified in the Policy Statement additional tests may be re-
quired by a region or a local instituticn or just used as the need

arises.
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The Stanford Achievement Test is particu‘arly important to
an educational program because it helps to identify the level at
which inmates should begin their education. 7Yhe Advanced EBattery
of the 1973 Stanford Achievement Test is frequently best suited
for use in Federal correctional institutions. This battery was
desigred primariiy for use with students at the Junior High level,
grades 7 to 9.5. The average Federal prisoner reads at the 7th
grade level and functions academically at the 9th crade level.

Although designed primarily for Junior High students, the
Advanced Battery actually measures performance levels from 3rd
through 12th grade. The subject areas covered by the test are
<pelling, English, Math, Science, and Social-Science.

The SAT Advanced Battery was not designed to be administered
in one day. Most institutions, for scheduling purposes, administer
the test in two or three days.

ATl education staff members should be familiar with the prin-
ciples of good testing: 1) Tests should be used to help identify
the individual's strengths on which positive learning experiences
can be built. Tests should never be looked upon as a means to
exclude people from programs. 2) Tests should be administerad and
interpreted only by qualified personnel. Under no circumstances
should prisoners be used in any capacity in the administraticn of
standardized tests to other prisoners. Supervisors who fail to use
qualified test administrators jeopardize the validity of test
results and violate professional standards of conduct. 3) Test
results should be shared and discussed with those tested. 4) know-
ledge of testing and common sense must be exercised at all times.

&2

“In some instances, paper and pencil tests may not be appropriate.

There may be a language barrier or a reading deficiency invoived,
or a student may have an emotional block to taking a paper and
pencil test. Under thes=z circumstances the education staff should
try to find an appropriate alternative. One alternative may be

* to permit such students to enroll in what anpear to be appropriate

programs accompanied by close monitoring to determine the students'
potential. ABE and GED teachers should be especially sensitive

to these problems. 5) Over-testing should be avoided. Tests
should not be given when there is some doubt as to their useful-
ness. 6) When the interpretation of test results does not

coincide with common sense, common sense should preveil.

Following an interview, the interviewer should make every
effort to remain in contact with the inmate and assist the unit
or classification team in every way possible. In some instances,
a follow up interview may be in order.

A2
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Supervisors of Education will wanu to insure ihat members
of classification and functional unit teams are aware cf admis-
sion qualifications, if any, for the various educational programs
and hew to go about enrolling and encouraging students to parti-
cipate in programs. .

Authority to authorize the testing of irmates for resegarch
purposes does not lie at the institution level. Research test-
ing in Bureau institutions must be approved by the Director. of
the Bureau of Prisons, as provided in Policy Statement :
Research, dated

202.3 Unit Education Advisor/Representative

In institutions that have functional units, members of the
education department professional staff normally serve as members
of the unit team. These people are known as Unit Education Ad- .
visors or Unit Representatives.

Education Supervisors may, if they wish, designate one or
two staff members to serve as Educational Representatives to all
the teams. It is recommended, however, that this duty be dis-
tributed evenly among the professional staff s¢ that severu} people
will gain unit team experience and so that teachers will be able
to spend the majority of their time teaching. .

The inmate population also will probably benefit from having
different education advisors assigned to different uniis. This
procedure will prevent the entire inmate population from oeing
exposed to one or two points of view. It may even be advisable 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-
tion, training and leisure activity. The advisor should be a
permanent voting member of the unit team sitting 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.

If the institution does not have a specialized A&0 Lait, then
unit Education Advisors should do the initial education inter-
viewing and be in charge of administering the SAT to each new
committment.

With due consideration being given tu unit size, it is an-
ticipated that education advisors will become familiar with each
inmate's record and be famiiiar with the major problems and con-
cerns of inmates in the urnit. b
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Education Advisors or representatives assigned to a YCA Unit’
should. ideally, be involved with the unit on a full 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 noraally
performed 7or the unit, the YCA Education Advisor should be more
fully involved with unit related activities throughout the week.
For example, the Advisor may organize or heip supervise unit
leisure activities, interunit competition in various sports and
contests, teach a pre-release or social education class for in-
mates assigned to the unit. Education Advisors assigned to YCA
Units should monitor 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 Programming

The Functional Unit or Classification Team works closely with
inmates to help them choose programs and activities most Tikely
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 appropriata
team. Irnmates may withdraw from such programs {(opt ont) after a
specified period, not to exceed S0 days, without negative counse-
quences. (See Policy Statement 7300.128 dated 11-22-77).

Education and leisure activity staff, 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 suggesticas and advice from people
with special competencies in education, training and leisure
activities. Participation of the Education Department in program
planning for inmates should begin with the A&0 interview in which
the interviewer discusses available education, vocational train-
ing. recreation and leisure activity programs. EFach institution
is encouraged to prepare a colorful, illustrated handbook which
describes these programs to distribute to inmates during the A&C
interview.

203 Inmate Program Reporting System (IPRS)

The Inmate Program Reporting System (IPRS) -- formerely RAPS --
is designed to coliect data to meet the many needs of Bureau pro-
gram managers. The system has undergone many changes as it
strives to provide reliable and relevant information. The success
of any data collection and reporting system depends not only on
its design, but also on those who feed information into the sys-
tem.
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The IPRS form with which Education Supervisors are primari-
1y concerned is the Inmate Activity Report, BP Form 6.2. It is
utilized to report an inmate's enrolimeat in, withdrawal from, or
completion of an activity. The IPRS haidbook (wnich has been
distributed to all Education Departments) contains complete in-
structions on the use of this form. Each Supervisor should con-
.. 4er the appointment of one staff member to be respensible for
preparing and transmitting the BP 6.2s.

The BP 6.2 forms should be prepared and transmitted to the
Central Office Computer via Sycor on a weekly basis. The infor-
mation from the 6.2s 1is compiled and returned so that each in-
stitution can more effectively manage its resources.

204 Supervision of Programs

In accordance with Policy Statement 3500.1C, Definition of
Department Head and Assistant Department Head, $-16-74, the
Supervisor of Educaticn, as a department head, should have a
functional knowledge of all programs in which the Education Depart-
ment is directly or indirectly involved. These programs normally
include testing and educational interviewing; aduit basic educa-
tion; G.E.D. preparation (including high schocl cempleticon);
postsecondary education, occupational education; study reiease;
social education; leisure activities; and library services in-
cluding the legal library.

The Assistant Supervisor of Education, where this position
exists, should work under the immediate supervision of the Educa-
tion Depariment head, and should be totally involved in the day-
to-day operation of the Education Department. The Assistant
should have an intimate and detailed knowledge of the department'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 Performance Evalua-
tions subject to the Supervisor's review. Whenever feasible, tne
Assistent Education Supervisor should assume relief teaching
responsibilities.

Instructional leadership is another major role of Assistant
Supervisors, and a very importent one. They should undertake
formal classroom visits in order to evaluate instructional methods
and to assist instructors to strengthen instructional procedures
and to identify effective instructional materials.

204.1 Determining the Need for Programs

The Education Supervisor, with the assistance of other staff
members, should review all programs periodically to detcemine the
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need for new programs and whether or not to continue on-going
ones,

In deiermining the need for new programs, the following fac-
tors should be considered: .

1) Needs and desires of inmate population - assessment.
questionnaires for these surveys have been provided
by the Central Office. Both English and Spanish lan-
guage questionnaires are available.

2) Performance level of inmate population.

3) Instituticn facilities.

4) Staff aqualifications and availability.

5) Community resources.

Whenever decisions are made regarding expansion or modifica-

tion of Occupational course offerings, the supply and demand of
the present labor market and projected future trends should also

be studied.
204.2 Model Program

Variables, such as size and compesition cf the inmate pepula-
tion, physical facilities, staff, budget and community resources
will affect the scope of an institution's education and leisure
activity programs. It is expected, however, that every institu-
tion will meet minimum programs goals contained in Policy State-
ment 7300.63B.

204.2.1 Model Program Chart

. The following chart illustrates the framework within
which education and ‘leisure programs of all institutions should
operate.
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204.3 Evaluating the Effectiveness of Programs

204.3)1 Internal Evaluation

One of the primary duties of Supervisors of Education
and Assistant Supervisors is to conduct on-geing documented evai-
uations of all programs under their jurisdiction. Instructors
should assist in this evaluation, particularly with respect to
quality and course relevancy to student needs.

Each instructor should updatz course outliines and
dally lesson plans at least annually. Ctach course, wherever
possible, should be accredited and should lead to a recognized
performance certificate or license. Supervisors should make
regular classroom visits a part of their work schedule. Teachers
should be required to establish and maintain teaching cbjectives
for each course and be able to demonstrata the progress they
are making toward the achievement of these ubjectives. Daily
lesson plans and teaching objectives should be reviewed periodi-
cally. Supervisors should maintain a copy of 211 lesson plans.
When visiting classes, Supervisors should attempt tc determine
whether lesson plans are being followed and teaching objectives
met.

Supervisors should periodically talk with studeits
about programs. However, care should be taken rot to form judge-
ments on courses or instructors, based solely on student opinions.

Another means of determining the effectiveness of pro-
grams is to survey ex-offenders who have "graduzted" from programs.
Surveys of this nature should attempt to determine whether programs
have helped ex-~offenders to:

1) make successful overall post-release adjustments

2) find jobs in field for which trained or in related
field

3) re-establish or maintain family ties

Ex-offenders' entry level and other wage data should
be included in the survey questionnaire. Supervisors who wish
to conduct a mail survey of releasees should realize that the
rate of return will probably be low. The assistance of probation
~taff and pre-release coaching of students concerning the impoiv-
vance of the survey can materially increase questionnaire return
rates.

Ca
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The relevance of Occupational course offerings should
be re-evaluated from time to time by checking labor market supply
and demand data. This information is generally availeble from
the State Employment Service. Five year projections of supply
and demand in the various labor markets are available in the
Occupatioral Outlook Handbook published annually by the U. S.
Department of Labor and available from the Government Printing
Office in Washington. D. C. )

Tools of program evaluation that can be used by in-
structors as well as administrators are standardized achievement
tests such as the Stanford or the Caiifornia Achievement tests.
These tes:s can be administered to the same students at periodic
intervals to measure their progress. Teacher or publisher designed
pre-tests and post-tests can also be useful to instructors to
measure the success of a course or their success in teaching it.
Where programs are accredited or certified, such as the FCC 2nd
Class Radio Operator, the percent who pass the Test and obtain a
license is an excellent program evaluation measurement.

204.3.2 External Evaluation

External evaluation of institution programs is pro-
vided for in Policy Statement 1001.5A. The evaluation is con-
ducted by the Regional Education Administrator at least once
every year. Regional Administrators may be accompaniad and as-
sisted in their evaluations by members of the Central Office staff
or by Education Supervisors from other institutions.

Policy Statement 1001.5A lists several types of visits
that may be conducted by Regional and Central Office staff. A
visit by the Regional Education Administrator is known as a Staff
Assistance Visit and corresponds closely with the audit type of
visit described in the policy statement.

After each Staff Assisiant Visit, the Regional Educa-
tion Administrator submits a report to the Regional Director
(there is a standard form for this purpose). Copies of that re-
port go to the Warden and the Supervisor of Education of the in-
stitution involved. Copies are also sent to the Assistant Direc-
tor for Correctional Services and to the Central Office Education
Administrator. The Warden is required to respond to the report
in writing. The response must be completed and forwarded to the
Regional Director and the Central O0ffice within sixty days.

The American Correctional Association in its Manual
of Standards for Adult Correctional Institutions published
August 1977 provides in Standard 4359 for outside assessment of
educational and vocational training programs by qualified persons,

or groups., or agencies every three years. Ci}
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Those assessments are under the general supervision of
the Central Office and Regional Education Administrators who are
cooperatively providing assessment forms, recommendations for
"assessment” resources and related matters to all Education
Supervisors.

204.4 Evaluating the Effectiveness of Staff

204.4.1 Contract Staff

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

When an institution contracts with a school or school
district, the contractor normally provides the instructors. The
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 full 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. If a proper relationship exists between the Education
Department and the contractor, the school administration is usually
very willing to help resoive problems. Also, the contracting
institution generally has the right to specify that a subject will
not be taught in the institution again unless a different instruc-
tor is provided. The institution can always cancel a class after
it has begun, although that option may involve the loss of con-
tract money and other administrative problems. In communities
where several potential contractors exist, it may be desirable
to change contractors at the end of a school term if performance
has not been satisfactory.

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

Education Supervisors should devise and implement or1entatioq programs
for all new contract personnel to familiarize them with institution
procodures and policies.




_200.16

204.4.2 Civil Service Staff

Policy Statement 3430.1D sets forth overall Bureau
policy for evaluating Civil Service personnel. Written standards
are required for all employees at the GS-11 or below level. The
performance of Career Employees must be evaluated aga..st the
performaice standards of the job on an annual basis. Normally,
the Assistant Supervisor of Educaticn is the rating official and
the Supervisor is the Reviewing Official for all Education Depart-
ment employees.

As outlined in Policy Statement 3430.1D, there are
three ratings that may be given an employee: Satisfactory, Out-
standing or Unsatisfactory. A narrative statement is required to
support either an Outstanding or Unsatisfactory rating. This
statement should be prepared by the rater and concurred in by the
reviewer. This narrative statement should relate directly and
specifically to a statement of performance standards which is
provided to each education staff member at the beginnirg of the
rating period. For this reason it is important that all perfor-
mance standards be stated clearly and in measurable terms. It
is a good practice for the rater to prepare the statement and
discuss it with the reviewer before preparing the BP-110 form
(Annual Performance Evaluation). In instances where the rater
and reviower cannot resolve differences of opinion. the reviewer
may make a statement on the BP-110 form indicating points over
which there is disagreement.

The Policy Statement does not require a narrative
statement for employees who are given Satisfactory rating. How-
eve:, a narrative statement is highly desirable and is required by
some Wardens or top administrative officers of some Bureau units.

Outstanding and unsatisfactory ratings, even though
accompanied by supportive narrative., must be approved by tne
Warden or by an individual holding primary personnel management
authority.

In addition to BP-110's. Supervisors must annually com-
plete a BP-117 form (Promotion Readiness Evaluation) on all non-
supervisory personnel and a BP-118 (Promotion to Supervisory
Positions) on all supervisory personnel. For example: the Super-
visor of Education, once a year, should complete a BP-118 on
the Assistant Supervisor. The Assistant should complete a BP-
117 on 211 teachers. The Reviewer has the opportunity to dis-
agree with the rater on either form. Both forms contain space
for comments by the reviewer as well as the rater. Often. if
a difference of opinion exists between a rater and a reviewen
the review2r may choose to use cne of these forms rather than
disagree with the rater on the BP-110.

30
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Policy Statement 3430.2 outlines procéﬂures for eval-
uating Probationary Employees. Supervisors are urged to be
especiaily alert co an employee's deficiencies during the first
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-110 may
be used for this purpose at. the discrevicn of the Supervisor.
A1l ratings should be discussed with, and initialed by the
employee. The supervisor of each probationary employee must,
by no later than the end of the tenth month of emplovment, sub-
mit a signed statement through channels certifying whether or
not the employee's performance, conduct, and character have been
satisfactory.

In evaluating all emplcyees, whether probational or
career, it is extremely important that the Supervisor let employees
know what is expected, and, if they are not performing catisfac-
S torily, what they should do to improve their performance. All
L. conferenzes with employees about unsatisfactory work should be
L carefully documented.

U 204.5 Staff Meetings

@ L b Education Supervisors should hold meetings of all education
{ and leisure time staff on a regular basis. These meetings serve
several purposes:

P S
T T R

(1) They give the Supervisor an opportunity to discuss with
the entire staff things that the department should be doing, things
that should be done differently and problems that the department
as a whole faces. ,

ENRTIN

Tt

(2) They provide an opportunity for the Supe?visor to recognize
before the rest of the staff, staff members who have been doing an
_exceptional Jjob.

Y 1 (3) The meetings provide the Supervisor and staff an opportunity
D SR . . to jointly set departmental goals and assess the department's
y ;Akg ~ progress toward meeting previously set goals.

i : (4) Reqularly scheduled department meetings afford the
Supervisor the opportunity to share with the education staff, when
appropriate, information that is discussed at the Warden's staff
meetings.

R R I
VRGO BT Y

(5) Department meetings provide a good opportunity for in-
- service training. The training can be conducted by members of the
A education department, institution staff or by outside trainers or
speakers.

ahil 2B
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It is recommended 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 5e on a regularly
scheduled basis. The schedule must have the sanction oiv the
Harden and institution administration so that employees can be
freed from duties to attend. Supervisors should make every
effort to encourage the Warden and Associace Wardens as well as
other department heads or key staff to attend when appropriate.

205 Budget Planning and Management 4
! |
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 Activities and
313 is for Leisure Activities. Education Supervisors are respon-
sible for preparation of a proposed budget for each of the two
cost centers well in advance of the beginning of a new fiscal
year. Proposed budgets are submitted to the Warden and become a
part of the overall institution budget request.

The institution budget request is submitted to the Regional
Office. Regional Offices then submit projosed budgets to the
Financial Management Branch of the Central Office. Regional bud-
get requests are broken down by institution 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 notifies the Bureau Education Administrator
of the amount of money allocated for education and leisure acti-
vities. After checking the appropriateness of the ailocation
fiqures based on funds obligated the previous year the Adminis-
trator allocates the money to the Regions. These allocations
sre based on institution requests and managerial judgements made
in consultation with Regional Education Administrators. The
Regional Administrators determine the size of the education budget
for each institution within their region. The present method

e
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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 diQided intc PMS (Ferfor-
mance Measurement System) Codes. PMS is a 3 digit code which
identifies specific functions within a cost certer. The 312
;ost center s divided into the following PMS Code numbers:

- 400 Administration |

407 Employee Development

450 Inmate Library/Learning Centers

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

457 High School/G.E.D. Prep

458 College Education V

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 1000 series contain in-
formation and specific instructicns for preparation of S&E bud-
get requests. These publications are on file in the institution
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business office. An Operations Memorandum is sent to institutions
and Regional Offices each year adv1s1ng of changes that have been
made in the 5900 series.

Although Federal Prison Industries fuqd1ng is being gradually
nhased out, vocational training in some institutions is still fund-
ed by FPI. Education Supervisors responsible for those funds must
be guided by the provisions of Federal Prison Industries Poiicy
and Procedures Manual, Chapter 2 entitled Vocational Training.

A separate Vocational Tra1n1ng Budget must be prepared and sub-
mitted to the Warden well in advance of the beginning Of a new
fiscal year. The VT Budget is then forwarded through the Regional
Education Administrator to the BOP Education Administrator.

Federa] Prison Industries, after appropriate consultation
with the Education Administrator, determines the amount of FPI
funding for Vocaticnal Training, taking into consideration the P
total amount requested. Once the amount has been determined, the T
Bureau Education Administratcer allocates the funds to each insci- <
tution after consultation with Regional Education Acministrators.

205.2 Zero-Based Budgeting -~

Perhaps the most distinctive feature of Zero Based Budgeting P
(ZBB) is that the current spending level is not regarded d4s an t
inviolate base. Present programs or activities are examined along
with new programs. ZBB gives decision makers the option of trad-
ing off a requested increase in one activity against a reduction
in another.

Three.e1ements are involved in ZBB:

y
1. identification of decision units A
2. analysis of decision units and formulation of "decision”
packages \
. . . . \
3. ranking \

1. A decision unit consists of a program. cost center or oganiza-
tional unit. A decision unit must have an identifiable manager with
authority to prepare budgets and establish priorities. Education
Supervisors, as cost center managers and department heads. meet
the criteria for decision unit managers.

2. Analyais of decision units consists of answering the fol-
lowing questions: What would be the consequences if the decision

40
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unit were completely eliminated? How can the decision unit's
purnoses be achieved in a more cost effective manner? How can
the efficiency of the decision unit's operations be improved?

After a Zero-based analysis of a decision unit's activities,

the decision unit manager segments the unit's activities into a
series of decision packages. The first package ccatains acti-
vities or portions of activities assigned the higher priority.

The second package contains the activities deemed second in im-
portance and so on. Savings, costs, and consequences of eiiminat-
ing, curtailing, maintaining at presant level or expanding the
activities of each package are documented for higher level review.

3. Ranking, the third element in ZBB, is the procedure whereby
higher level managers establish priorities for all decision
packages from subordinate units. 1/

205.3 Preparing an S&E Budget

As previously mentioned, each year the Central 0ffice issues
an Operations Memorandum to all field installiations notifying
them of changes made in the 5900 series policy statements. The
section of the Operations Memorandum which deals with education,
cortains detailed instructions cn how to prepare a budget reguest
form (which is attached to that section of the memorandum). A
copy of the form for fiscal year 1979, identified as Exhibit
5920A, is included in this handbook in section 205.3.1. The
form is altered slightly from year to year to reflect procadural
changes and it may be altered in the future to provide for zero
based budgeting.

The forms that are included in the annual operations memo
merely illustrate the format for budget requests. No actual
forms for this purpose are printed.

In preparing an S&E Budget Request, Cost Centers must be
broken down into PMS code numbers or activities. Both the cost
center and PMS title and number must be entered in the left hand
column “"Activity". In column (b) "CY Allocated", the amount of
money appropriated for that particular activity during the curren*
fiscal year should be entered. In column (¢) "Minus Special Aliot-
ments", any monies taken away or added to the cost center during

1/ Graeme M. Taylor, "Introduction to Zero Base Budgating," The

Bureaucrat, 6, Spring 1977, pages 33 - 41.
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205.3.1 BUDGET REQUEST FORM . EDUCATION COST CENTER
. _ Exhibit 5920A
Exhibit 5920A v o Page 3, CH-1
5920
Location: _ Date: __ . 7-8-77-

RNNUAL REQUIREMENTS - INMATE EDUCATION - BUDGET Yiaz

e

(£)) () O] (@) &) 1823
: Minus .‘ Ircrease
S . ’ . . Special Budget Year or
-~ Activity CY Allocated Allotments CY Base Requirezents ~ Decrease

- TOTALS

WAL oy

- {q)
“Analysis of Special Allotments

Activity  Amount A.A. Date Purpose Supervisor of Education F '

Chaiman. Budget-Planning Committee
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Approved by:
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205.3.2 EDUCATION BUDSET REQUEST PART-TIME + CONSULTANT |
- SERVICES — Exhibit 59034
. Page 4, CH-Y
5503
Exhioit 5303 Page of 7-8-77
~Location: -
‘Budget Activity: (a)
Cost  Center: (b) )
_ : ESTI¥ATE OF PART-TIME & _FEE CONT RAUORS/COﬁSMTMT S
() A ()] (e) §) )] Q) 6)) S £
Rate of Re- Total . Actual ‘Est.
runeration Kuzber Cdlig. Oblig. Total Fxount ,
Objective (Specify of thru 4th Qtr. Oblig. Requested Incr. or
Statement Unit Cost) Sessions 6-30-CY cy cY _.BY " Decrease
(k) Current Year Allotment Submitted by:

“Cost Center Manager {(Name and Title)

Reviewed by:

Chief, Executive Officer
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205.3.3. EDUCATION BUDGET COST CENTERS
. Exhibit 5903X
page 5, CH-1
5903
7-8-77
Exhibit 5903X
Location: ' Date:
SUMMARY OF REQUIREMENTS
PART-TIME END FEE CONTRACTORS/CONSULTANTS
Budget Activity 1 :
Cost Center | Amount
311 Case Management (Legal Assistance)
314 Religious Services
316 Mental Health
‘Total Budget Activity 1
Budget Activity 2.
Cost Center -
312 Education
313 Leisure Time Activities
; Total Budget Activity 2
e Budget Activity 3
SRR Cost Center
] A
;:;' 3 330 Training
Total Budget Activity 3
® | Budget Activity 4
. Cost Center
% 350 Medical Services
; Total Budget Activity 4
5 ]
@ | ’; Budget Activity 5
2 2 Cost Center
n 317 Drug Abuse Program
o Total Budget Acti-ity §
¢ % Grand Totai - All Budget Activities
A
. ':‘ TR T e T




/ - o L © 200.25

the current year should be stated. Column (d) “"cy Base" will
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 than 5% must be justified on an accompanying sheet of paper.

At the bottom of the Budget Reauest Form, spaceis provided
“for the Education Supervisor to explain information that may ap-
“pear in column (c). For example, if th2 amount requested for the
new fiscal vear exceeds the current year base by 5% because X
number of dollars were transferred from the Eaucation budget to
Food Service to meet emergency needs, the Education Supervisor
may wish to make this 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 tfees will be included in
the S&E budget request, a separate exhibit must e submitted with
the budget request. The separate exhibit should include &il coa-
sultants, part-time and contract teachers involved in providing
acadeniin, occupaticnzl and recreational services to inmates.
Sample forms are included as sections 205.3.2 and 205.3.3 of the -
handbook. o

205.2.4 A Suggested Methed for Budget Preparation

One of the duties of good managers is to develep ieader-
ship potential and managerial qualicies among staff members. One \
way to help accomplish this goal cnd to make budget preparation e
more precise is to allow staff members responsible for the various
PMS activities to prepare their own portion of the education ov
leisure activity budget.

Examples of this would be to have the teacher in charge ‘
of ABE (PMS 456), the head GED teacher (PMS 457), and Social Edu- L e
cation Coordinator (PMS 459), prepare their budget requests in 7
sufficient time to be reviewed by the Supervisor of Education i
and incorporated into the total education or leisuve activity
budget. Staff members who prepare budgets could be instructed
to divide their program into major functions, give the current
year expenditures for each functicn and the requested amount for
that function during the new fiscal year. Any increases have to
be justified. The Supervisor would then evaluate all requests
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“and decide which increases are justified or staff members could
. be instructed to prepare their budgets with a zero base. In

this instance, each staff member would rank their activities in
nrder of importance and state the consegquences of abolishing that
activity, the consequences of minimum funding of that activity
and the consequences of maintaining the activity at the present
funding level of increasing its funding.

In the ZBB approach to budget preparation, participat-
ing staff members become, in effect, decision unit managers who
place their various functions into "decision packages" and rank
them in orcer of importance. Education Supervisors become higher
level reviewers who establish priorities for the decision packages
submitted from the decision units.

Whether or not ZBB is carried to the PMS level, it is
recommended that education and leisure time staff participate in
developing fiscal year budget requests.

205.4 Preparing an FPI Funded Vocational Training Budget

The VT Budget request should be prepared in accordance with
the directions found in the FPI Manual, Chapter 2 Vocational Train-
ing. In 1977, a new form entitled Vocat1ona1 Training Budget Re-
quest (but with no numerical designation) renlaced F51 Forms 81a
and 81b. The new form consolidated information on salaries and
related expenses, with total requested funds for Operating Expen-
ses, Major Equipment and Construction Requests. Form 8ic pre-
pared by the ‘nstructor for each vocation training area is still
in use. Copies of both of these forms are included in this sec-
tion of the handbook.

Form 81c, which deals with Operating Expenses and Major Equip-
mert Requests for each individual VT program or activity, should
be completed by the appropriate instructor. 1In completing form
81lc, instructors should give a brief narrative statement in jus-
tification of the operating expenses and any major equipment that
they have requested. Instructors must then break their requested
operating expenses down into categories such as supplies, safety
equipment, audio-visual aids. textboows. staff training expenses,
equipment repairs or whatever is appropriate for their particular
course. The categories are listed in tne Lolumn entitled "Kind
of Expense". In the column cpposite Kind of Expense, the amount
requested for each category should be entered. These amounts
should be totaled at the bottom of the column opposite the word
totals. This figure will represent the total amount of funds re-
quested by individual instructors.

40
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205.4.1

YT Form Rie
/i

OPERATING EXPENSES

FY-

200.¢/

Attachment “Operating Fxpenses™
“Machinery and Equipment™

VOCATIONAL TRAINING BUDGET REQUEST - A -

INSTITUTION

(There must be a separate sheet for ach program or activity.)

PROGRAM OR ACTIVITY

Narrative (Optional).

NOTE: Contracts with schools, agencies, etc. are to be listed in ‘Operating Expenses”

Kind of Expenses Amount Kind of Expenses Amount
1.
2. .
3.
6.
TOTAL TOTAL
MACHINERY AND EQUIPMENT Program or Activity
Quarter for
Purchase Cost

Items

Sl e

b

Wt

&

PRI M. —3% 13 13 300.4107 g D




205.4.2

[:’ .
VOCATIONAL TRATNING BUDGIT REQUESH - B -~

INSTYTUTION

(L)

)

FISCAL YEAR:

=

FULL-TIME POSITIONS iAST  |GRADE
No.| TITLES « NAE  |siEp

ANNUAL
BASIC
SALARY

ANNUAL
RELATED
SALARY

10

11

12

b——

13

14

15

DISTRIBUTION - (1) COPY TO: TOTALS

EDUCATION AIMINISTRATOR -  WASHINGTON . | OPERATING EXPENSE

EDUCATION AIMINISTRATOR - REGION MACHINERY & EQUIPMENT

EDUCATTON SUPIRVISOR

b -

INSTITUTION CONSTRUCTION & IMPROVEMENT

FPI BUSINESS MANAGER -  INSTITULION GRAND TOTAL

(1) Includes within-grade promtion costs, accrued
leave, and night differential. (pay raise, if any)
(2) Inployer's share of social security, retirement,
life insurance, and health benefits

Education Supervisor

(Replaceég Forms 8la and 31b) -

Institution Head




" ment they wish to purchase in order of importance or prisrity. !

The second half of form 8lc nrovides space for listing
major equipment (M&E) requests. instructors. should list equip-

They should also state during which quarter of the fiscal year
they plan to purchase each piece of equipment. The exact cost
of the equipment including shipping charges should be stated in o
the cost column. When checking with manufacturers on the cost !
of major equipment they wish to purchase, it is suggested that
instructors obtain a projection as to the cost of the equipment
at least six months after the date of preparing the budget re-
quest. The projected cost including shipping is the figure
that should be put into the cost column. This practice 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 pian 5 years ahead to meet equipment obsolescance
gnd request amounts necessary to replace equipment in an orderly
ashion.

After instructors have prepared form 8lc, it should be sub-
mitted for approval to the Supervisor of Education.

Education Supervisors review all 8lc forms received from in-
structors and make whatever changes they see fit. Supervisors
must then complete forms 81c for any contemplated contract in-
struction.

The total requested operating expense for the VT programs
is recorded by Supervisors in the appropriate column on the form
entitled VT Budget Request. The total M&E request is recorded
on this form below operating expenses. Cocsts of construction
and improvement requests are recorded on the next 1ine and the
three items (total operating expenses, total M&E request and
construction requests) are added to give a grand total.

Costs of VT salaries and related expenses for the fiscal
year are recorded on the VT Budget Request form. In some in-
stances, Education Supervisors will need to consult with the
FPI Business Manager before supplying this information.

Once the VT Budget Request is complete, the Industries
Business Manager should review it before sending it *o the
Warden.

206 Auxiliary Responsibilities

In addition to administering a comprehensive education and
leisure activity program, Lducation Supervisors generally have a




number of auxiliary responsibilities. Whiie these vary somewhat
from one institution to ancther. some of the more common ones
are discussed here.

206.1 Incoming Publications

Policy Statement 7300.42D describes tne Bureau of Prisons'
position in regard to incoming publications for inmates. All
pubTications ordered by inmates must be shipped either frem a
bookstore or directly from a publisher. This includes books.
newspapers and magazines.

Books required by inmates for college courses offered in
the institution may be purchased from the college bookstore.
This is usually done through the Supervisor of Education. Some
Supervisors handle this by ordering from the college bookstore
enough books for =2ach course to equal the course enrollment.
Book sales are then conducted in the Education Department with
inmates signing commissary form 42 to have the cost of the books
deducted from their account. Inmates on Study Release may pur-
chase their books directly from the college bookstore. The
Supervisor of Education may authorize inmates to purchase books
necessary for correspondence courses.

Inmates do not need prior approvai to order a publication
directiy from a publisher. Wardens, howev:r., do have authority
to review the acceptability of an incoming publication and tc
apply the guidelines of Policy Statement 7300.42D. Wardens may
designate staff members to assume these responsibilities.

The policy statement guidelines define unacceptable publi-
cations as those detrimental to the security, good order or dis-
cipline of the institution. Each institution is authorized to
make its own determination in this regard.

Policy Statement 7300.42D outlines procedures that must be
followed by the institution if a publication is determined to be
unacceptable. Inmates may, of course, initiate administrative
remedy procedures when a publication which they wish to receive
is rejected by the institution.

To avoid unnecessary problems and i1l feelings, inmates should

be encouraged to speak to the staff member who has been designated
by the Warden to examine incoming publications before ordering.

206.2 Inmate Manuscripts

Creative writing is enccuraged among inmates in the rederal
Prison System as a conctructive way Lo use leisure time. Under




the provisions of Bureau of Prisons' Policy 7350.100, inmates
are permitted to prepare and mail manuscripts without prior
apprcval. Manuscripts mailed out of the institution are sub-
ject to the same regulations that-appiy to all other cor-
respcndence.  These regulations are stated in Policy Statement

7300.1A.

The Bureau of Prisons' encourages inmate participation in

the P.E.N. Writing Award for Prisoners which is sponsored each

year by Poets, Playwrites, Essayists and Novelists (P.E.N.)
International. Each year P.E.N. gives cash awards for first
and second place in each of three categories of creative writ- .
ing: poetry, ficiion and non-fiction.

Most Bureau institutions publish inmate newspapers and some
have a literary quarterly. In some institutions one or both of
these publications come under the supervision of the Supervisor
of Education. Inmate newspapers provide prisorers the opportunity
to report news and sports events, editorialize, and write feature
articles such as interviews and human interest features. WHnile
these publications usually have a regular inmate-staff, other
members of the population freauently contribute articles.

Wherever a literary quarterly :3 published, all members of
the population are eligible to coni,ibute. These pubtications
commonly contain poems, essays and short storigs.

Bureau of Prisons' institutions which have irmate publica-
tions are urged to participate in the Annual Aserican Peral Press
Contest sponsored by the School of Journalism of Southern I11inocis
University. Awards are made each year for the best penal news-
papers and magazines as well as for individual articles. The
Central Office makes the details of this competition availaple
to all institutions each year.

206.3 Special Purchase Orders and Mail Roem Permits

Supervisors of Education may have the responsibility oy ap-
proving or disapproving special purchase orders from inmates when
the concerned purchases involve activities under the Jurisdiction
of the Education Department; e.g. musical instruments, amplifiers,
and hobby craft items not normally avsilable at the commissary.

In unitized institutions, this function may be the responsibility
of unit managers. A dollar limit, if any, on special purchases
varies between institutions.

Education Supervisors may also have the responsibility to
determine whether certain items for inmates may be sent into the
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institution from outside sources. When an item is approved. g
mail room authorization form must be signed by the Supervisor
and sent to the mail room.

206.4 Staff Duty Roster

Education Supervisors, as with other Department Heads, usually
must take their turn as the Staff Duty Officer. This duty is gen-
erally a week in length and usually involves a change in working
hours for the Supervisor. Staff Duty Officers must make them-
celves available for this responsibility on the weekends and in

I SRR the evenings. Duty Officers are generally present in the insti-
TS tution during day time hours on weekends and during evening acti-
SR vity hours on weekdays. They are "on call" after evening acti-

T4 vities or during the evenings on weekends.

207 Custody and Security Responsibilities

. ¥

= fducation Department employees shtould keep in mind the fact

S { that all Federal Prison System employees are responsibie for the

§;§3‘ B custody. security and control of inmates. In cmergency situations

SR such as strikes. riots and escapes, employees from all areas of

' the institution may be called upon to supplement and support the

correctional officer staff and to fulfill whatever duties are A
assigned by the Chief Correctional Srpervisor. [ OF:

The responsibility that each employee bears for the custody,
security and control of inmates is emphasized to each new employee
in institution orientation programs and in the Introduction to
Correctional Techniques course taught at the Staff Training Cen-
ters. The responsibility that all employees share in these areas
is also covered in Policy Statement 2000.1C (Custodial Manual).

Education and leisure activity staff because of the different
emphasis of their work and the educational relationship which they

e f have with inmates may, from time to time, need to check their
- ﬁé custodial and security responsibilities. Since Supervisors of
R Education. as department heads. are ultimately responsible for

: the actions of their staff, it may be advisable to include re-
o fresher classes on custodial and security responsibilities as
g a part of a departmental in-service training program.

A ‘Some of the major security and custodial concerns that educa-
L j? tion staff are described below. This is not an all inclusive list
" since these areas of concern are also covered in the Custodial
3 Manual and staff may refer to that publication for more detziled
information. :

S
b
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Scme: Major Areas of Concern

1. I educatfon staff who have inmates assigned to them are
held accountable for those inmates during the assigned period.
They should know the whereabouts of all members of their class

- or crew at all times.

2. During the work day, staff should check on inmates who appear
in their areas without authorization. (Authorization such as a
pass, name on call-out sheet, etc.)

3. Staff members should be alert when around inmates and report
unusual incidents or conversations that may pose a potential
threat to the security of the institution.

4. Shakedowns should be conducted of recreation and education

areas where inmates can hide contraband articies. Examples of
such areas are false ceilings, restrooms, and storage areas to
which inmates have access.

5. Federal Prison System policy in regard to key control and tool
control should be faithfully adhered to {reference PS 20000.1C,
sections 500 and 600).

6. Staff members have responsibility to inmates as well as to the
institution to intercede when it appears as th~ -~ an argument
between inmates may lead to negative consequ . The physical
well being of inmates should be protected whenever possible.

7. A1l staff should be aware of the Federal Prison System's policy
on hostages (PS 20001 5).

While education and leisure time personnel share custodial
and security responsibilities with other institution staff, tnese
responsibilities should be met with discretion and common sense.
Staff should treat inmates with the respect and dignity that
every human being deserves, and staff should avoid projecting a
"guard” image during the ordinary course of events.

208 Membership in Professional Organizations

Federal Prison Service staff is comprised of professionals
from many disciplines united in efforts to achieve common goals.
Bureau employees are encouraged and expected to belong to profes-
sional organizations related to their field of work. Policy
Statement 1200.1 presents the Bureau of Priscns’ policy in re-
gard to professional organizations.

1200.33
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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 it is determined that it would be in the
interest of the prison service for them to do so. Institutions
are authorized to pay registration fees. library fees, purchase or
rental of books. materials and supplies, and to pay per diem, for
employees to attend professional meetings within the continental
United States. Funds permitting, a geneval guideline might bho
for supervisors to permit employees to attend one rrofessional
associaticn concerence per year which involves air fare and over-
night lodging expenses.

Institutions are specifically not authorized to pay individual
membership dues. The Bureau's position is that e:plcyees shoula
have enough interest in their profession to pay their own member-
ship dues.

The major restriction placed by the Bureau upon employee
participation in professional organization activities concerns
conflict of interest between the organization and the government.
This restriction is outlined on page 4 of policy statement 1200.1.

Supervisors of Education should encourage staff members to
belong to appropriate profescional organizations and they should
set an example themselves.

209 Staff Training

Policy Statement 3410.21 describes the training reguirements
for employees of the Federal Prison System. as follows:

209.1 Civil Service Courses

A1l newly selected first line supervisors (Assistant Super-
visors and, in some cases, Supervisors of Education) must be given
at least 80 hours of supervisory training within two years of
their selection. They must receive the first forty hours of this
training within six months of entering on duty as a supervisor.

Th2 following Civil Service Commission courses are available:

1. Introduction to Supervision

2. Supervision and Group Performance

3. Basic Management Techniques 1

4. Basic Management Techniques [1

Gt
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Either of the first two courses is satisfactery for the
first forty hours of training. Basic¢ Management Techniques I
or Basic Management Tecnniques Il will satisfy the reguirement
for an additional forty hours of advenced supervisory training.

Institutions may substitute non-government or in-hcuse
supervisory training programs for the first forty or even the
entire eighty hours of supervisory trairing provided the courses
meet Civil Seryice Commission Guidelines.

In addition to supervisory courses, the Civil Service Com-
mission offers a wide variety of courses in many different sub-
jects. Some of these courses may prove useful to employees in
their career development. Institutions are urged to encourage
employees, as institution resources permit, to take advantace of
learning programs that will enable them to grow in their profes-
sion and do & more effective job.

209.2 Staff Training Center Courses

P . ,s A1l new employees are required to take a 68 hour course
: gﬁg Introduction to Correctiona! Techniques at one of the three Bureau
k

Staff Training Centers. This course is an jntroductory one and
is designed for all new employees rejardiess of their area of
s responsibility. The course Advanced Correctional Techniques is a
S required course offered at the Staff 1raining Centers for all
CE i career employees that have been with the Bureau several years.
® | - This program serves to update employees by providing them with
DR current information about changes in programs, policies, and pro-
cedures. Ultimately, emplioyees will take this course once every
three years.

209.3 Institution Conducted In-Service Courses

LR A1l new empioyees must undergo forty hours of institutional

- orientation which includes an overview of the programs, activities,

S special requirements, population characteristics and the role of
R the employee in the institution operation.

the institution Training Officer. Ideally, it occurs during the
4 first six weeks of empioyment. However, because of scheduling

: E problems, some rew employees may not receive this training until
AN later in their employment.

:ig This orientation program is scheduled for new employees by

A New emplcyees are also required to uncergo training in Insti-
tution Application of Correctional Techniques. This course is

(3 57
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taught at the institution level and is a review of basic material
taught at the Staff Training Centers with emphasis on local appii-
cation of skills, techniques and policies.

Institution Disciplinary Procedures and Report Writing are
two four hour courses required of all empiovees. These courses
cover the systematic approach to the processing of inmate mis-
conduct reports from initial preparation through discipiinary
committees and final appeal processes.

Instruction -is given in the mechanics of writing clear, con-
cise reports and the importance of such reports in administrative
and legal processes.

Administrative Remedies Procedure is a one aind one half hour
course offered at every institution, and it is required of a1l
employees. This course describes in detail the procecure used to
process inmate arjevances up to and through federal courts.

Introduction to Interpersonal Communication and Advanced In-
terpersonal Communications are each forty hour courses that are
_offered at every institution. In these courses, employees are
taught basic counseling skiils with emphasis upon working with
the more difficult inmates. The Introductory course is required
for correctional officers for promotional purposes. Education
staff and other employees are encouraged to complete both courses.

Each institution also offers courses in Yearly Revresher
Training and Disturbance Control and Emergency Procedures. The
time frame of these courses varies from institution to institu-
tion. However, the two courses cover a review of current insti-
tution disturbance plan. riot squad “actics, use of firearms, gas

and other distrubance control equipment. -

209.3.1 Departmental In-Service Training

There are no prescribed courses for departmental train-
ing. It is e-pected that good managers will hold frequent regu-
larly scheduied department meetings, that they will be aware of
staff needs and that they will develop in-service training to
meet those needs. The training 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,
college. etc.) rarely know much about tne curriculum of occupational
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classes and occupational instructors rarely know much about what
is taught in an academic classroom and few teachers are familiar
with leisure activities; a supervisor may find it advantageous to
expose all education staff to all phases of the department's
operation. This can be done by scheduling various staff members
to discuss their work at staff meetings. This procedure will
enable staff members to understand each others work, to answer
guestions from inmates and to counsel them about all program
areas.

Another topic that may be appropriate for in-service
training is a review of how to prepare course curriculums and
daily lesson plans.

Other topics for in-service training might include:

Testing procedures and test score interpretation

Utilizing community resources

Demonstrations of new audio visual equipment

Motivating students

Occupational outlook and emerging job opportunities

Fducation Supervisors may wish to bring in outside
resource people to discuss various in-service training topics.

209.4 Other Sources of Training

Professional organizations and their periodic conferences
are sometimes an excellent sou=ce of continuing education or in-
service training.

Additionally, State Departments of Education and other orga-
nizations sometimes sponsor training sessions or seminars i
which institution education personnel can participate. Major
manufacturers of audio visual equipment, from time to time,
sponsor training sessions on effective utilization of their equip-
ment as well as demonstrations of new equipment.

A1l education and leisure time staff should be encouraged
to advance their formal professional education. While in-service
courses and authorized participation in professional meetings
are generally held during regular working hours, formal profes-
sional education must be pursued on the individual's own time.
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300. PROGRAM SCOPE AND CCONTENT

301 The Learning Resource Center

A Learning kesource Center is a fecility that provides stiu-
dents with the opportunity to study the subjects they wish to
study and to learn at their own rate of speed. This is accom-
plished through the use of prougrammed instructional materials,
audio visual aids, and individualized personal instruction.

1 .

In a Learning Center students sit at study carrells working
with programmed materials in various subject areas or with audio
visual devices while teachers and tutors move around the room of-
fering help, as needed, on an individual 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. preparation classes. However,
in many institutions, the Learning Resource Center offers a wide
range of programmed materials including occupational “shop" related
courses and leisure time activities, brush-up courses and resource
materials for college courses.

A gcod Learning Center consists o7 a central room adjoined
by several smaller rooms. The Center and adjoining rccms should
be well lighted, well ventilated, and have good acoustics. There
should be ample storage space with a check out area or other pro-
vis:on for dispensing materials.

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-
Jets 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 projecters,
slide projectors (sound-on-slide projectors are particularly
useful), Bell and Howell Language Masters, controlled readers, a
super 8 mm sound filmloop projector and a 16 mm movie projector.




Sof:-ware consists of programmed instructional material at
- various ievels of difficulty in reading., math, English, spelling,
science and social studies. Commercially prepared programmed
materials: are available in many subjects that might be offered
in a Learning Center. A list of prugrammed instructional materials,
their publishers and hardware manufacturers can be found in Ap-
pendix Iil of this handbook.

301.1 Placement Test and Individual Prescriptions

When students enter an Adult Basic Education or a GED
preparation class in a Learning Center, tle Learning Center Co-
ordinator or a teacher carefully maps out a program of study with
each student. Scores in the various subject areas of the Stan-
ford Achievement test, or other appropriate test, are consulted
te suggest a starting point in each subject area. Many program-
med courses have their own placement tests that are useful.

Once a starting point is determined, an individuaiized
curriculum is often written by the Coordinator or teacher with the
student's understanding and consent. This outlines the varijous
courses the student will study and gives a tentative completion
date for each course.

301.2 Interest Survey and Profile of Student Needs 623

Before any attempt is made to establish a Learning Re-
source Center, a conplete study of the educational needs and in-
terests of the inmate population should be conducted. This study
should also inzlude demographic , educational achievement, per-
tinent medical, social and related data. Obviously, it would be
inappropriate to establish a Center geared primarily to GED pre-
paration when a large percentage of the population are high
schcol graduates.

Several other factors need to be considered in estab-
lishing a Learning Center.

(1) Ideally. a Learning Center should be in a large
attractive area dedicated to that purpose. However. where space
is at a premium it can be part of an already existing library or
some other appropriate area. The concept is flexibie and lends
to adaptation depending ¢ circumstances.

(2) The availability of staff is a potentially limiting
factor. Whenever possible. it is desirable to staff the Learning
Conter with professionally trained people. Certeiniy. & full time




professional staff person should have direct supervision of
the Learning Center. This person, usually known as a Coordina-
tor, can act as a teacher, at least part of the time, as well
as perform necessary administrative work. In selecting a Co-
ordinator and any additional teachers for the Learning Center,
their professional training should be considered. A teacher
who majored in adult basic education or remedial reading would,
all things beinyg equal, be well qualified.

(3) Budgetary limitations are, of course, another fac-
tor to be considered in the establishment of a Learning Center. A
relat-vely small sum of money can purchase the basic software
needed and major hardware can be included in major equipment re-
quests. '

There is no intention here to suggest that ABE and GED
preparation courses taught in a Learning Center environment are
necessarily a preferred option to traditicnal classroom methods.
Both approaches are necessary to reach students who have different
learning styles and schedulirg needs.

302 GED Program

GED testing is an essential element of an institutions' educa-
tional program. The majority of inmates who enter federal insti-
tutions have not completed high school. It is one of the goals of
the Bureau of Prisons outlined in Policy Statement 7300.63A that
"Al1 residents with the reed and capacity should, during confine-
ment: . . . . complete the Adult Secondary Education Program."

The Adult Secondary Program, as defined in the Policy Statement,
is a program designed either to prepare students to successfully
pass the GED test or to receive a regular high school diplioma.

Institutions may administer the GED test to inmates who have
not taken a GED preparation ccurse. However, inmates who score
below 9.0 on the SAT should be strongly encouraged to enroll in
a GED Preparation Program. Review matérials of the programmed
self-study variety should be made available to all inmates
scheduled to take the test. A one-half length GED test (which
costs $2.00 per copy) is available from the GED Testing Service.
This can be used as a pre-test to measure an individuai's read-
iness for the full GED.

Minimum passing scores on the GED test still vary slightly
between states. However, a majority of states require a minimum
standard score of 35 on each individual test and a minimum
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standard score of 45 for the en::ie battery. Minimum acceptable
scores are set by state Departments of Education as the basis

on which a high school equivalency or similar certificate will

be issued. All fifty states will nov recognize successful GED
_completion as an indication that an individual possesses know-
ledge and skills that approximate that of a high school graduate.

Inmates who fail one or more secticns of the GED may be re-
tested arter a four month waiting period. They mav be retested
on only those portions of the test that they failed, or they may
+ake the entire battery over again. Education Departments should"
not schedule individuals to be retested unless they can demon-
strate that they have engaged in additional preparation during
the four month period. :

The Bureau of Prisons has a contract, renewable annually,
with the Overseas Branch, GED Testing Service, the American
Council on Educaticn, One Dupont Circle, washington, D. C. 20026.
Aj1 Bureau institutions must order their GED tests from the GED
Testing Service and return the tests there for scoring -- usual-
ly a five day turn-around. The Council provides each institu-
tion a detailed set of instructions for GED test purposes.

The GED testing program at institutiens (particularly those
placed on probation by the GED Testing Service because of compu-
ter detected incidences of cheating) is clesely monitored by
Regional Education Administrators. One of the primary responsi-
bilities of federal prisons as authorized GED Testing Centers is
to protect the integrity of the test. The GED Testing Service
will withdraw testing privileges from institutions that are
negligent in this area. A locked safe or some other secure ar-
rangement is required to hold the tests before they are admin-
istered.

It is important that individuals who are retested use the
exact same name on the re-test that they used previously. Other-
wise, the Testing Service will not be abie to interface two dif-
ferent testing sessions and scores for those persons. Institu-
tions should make every effort to insure that testees use their
Tegal names. Three copies of the test scores are provided for
each individual tested. Additional copies cost $1.00 each.

A new GED test is scheduled for use in 1978. It will be a
shorter test which takes only six hours to administer as compared
with ten hours for the present test. The new test, like the
present one, will have twelve different forms, all of which will
be available when the new test is released.
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303 Postsecondary Programs

It is the-policy of the Federal Bureau of Prisons (as out-
lined in Policy Statement 7300.56A) to encourage inmates to en-
roll in postsecondary education programs. Such programs general-
ly a~e occupationally oriented and are provided by vocational-

_techaical schocls, community and junior colleges and four year

colleges and universities.

A variety of on-site postsecondary programs .exist in federai
correctional institutions. These programs range from several.
courses offered each quarter or semescer to a full two year cur-
riculum leading to an Associate in Arc¢s and Sciences or equiva-
lent degree. Several institutions offer a four year on-site bac-
calaureate program. The Bureau's primary objective in this area
is to offer inmates, for whom postsecondary education is an appro-
priate program goal, an opportunity to accomplish that goal. Most
prisoner-students will be unabie to complete their postseccndary
studies during their incarceration. It is, therefore, important
that education departments help students who have been active in
on-site programs to identify a practical means of continuing
their education after release.

Before ectablishing an on-site postsecondary program, con-
siderable preliminary work should be done.

1. The Education Supervisor should be familiar with the educa-
tional needs of the population. Education records and test scores
should be consulted to help determine whether there is a need ¥or
a postsecondary program. Also, the population should be surveyed
to determine whether there.is sufficient interest in such courses.
For example, there might be 1ittle demand for postsecondary
courses in a population where 75 percent or more of the resi-
dents are not high school graduates.

2. The Supervisor of Education should be familiar with the higher
education resources of the local and nearby communities. The
Supervisor should contcct the officials of the various education
institutiors in the area and discuss with them the nature, size
and scope of any proposed program. It is advisable that the
Warden and/or Associate Wardens be involved in these discussions.

' If there is more than one appropriate education institution
in the area, a choice may have to be made as to which school can
offer a program better suited to an institution's needs and at
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the most reasonable cost. In some states postsecondary courses
may be free of charge to the institution or can be provided at.
noininal costs. It is important to compariscn shop in order to
obtain the most ccst-effective course offerings.

: A word of caution in connection with choosing an appropriate
school. Federal institutions are not necessarily bound by state
postsecondary institution jurisdictional lines. However, a fed-
eral correctional institution should consult with the State Board

-~ of Higher Education to determine how it views the best way to de-

liver postsecondary education services.

3. Additional factors that must ba considered in planning a post-
secondary program are space and time. The number of classes that
can be offered at an institution during any quarter or semester

will depend to some extent on the number of classrooms available.

The Supervisor should make optimum use of classrooms. If in-
stitutional security and cther considerations can be met, it is
desirable to have both day anc¢ evening classes. This promotes
optimum classroom utilization and provides maximum opportunity
for prisoners to participate in programs.

4. Payment for courses will depend upon an institution's budget, P}
courses offered, and the personal financial situation of students.

Policy Statement 7300.56A, while not ruling out limited in-
stitutional support for (up to ! of tuition costs) postsecondary
programs, clearly encourages the Education Supervisor to assist
students to identify personal resources including federal and
other tuition supporc programs as foilows:

a. The Basic Education Opportunity Grant (BEOG) adminis-
tered by the Department of Health, Education and Wel-
fare, 0ffice of Education (OE) is available to many
inmate-college students who have not been errolled in
college courses prior to April 1973. This grant alone
may not pay all of a student's expenses including
books. However, it will usually pay more than
half of the cost of the tuition and books.

b. The Supplementary Education Opportunity Grant (SEOG),
another OE grant, is usually available to inmate-
students who have been enrolled in college and have
been receiving the BEOG for at Teast one term,

63
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c. Veterans benefits are particulirly attractive to quali-
fied inmates. Prisoners receiving VA benefits can usual-
1y pay all college expenses and still have a considerable
amount of money to put in saviags or to send home to their
families.

Veterans with a bad conduct discharge are also eligible
for consideration by the VA fo. educational benefits.
Recent changes in the law, while increasing the amount
of the entitlement, require veterans to use their educa-
tion benefits within ten years of their release from ac-
tive duty. »

Education Supervisors should contact the financial aid of-
~ficer of the contracting college or vocational-technical
school for information and help in securing the BEOG, SEOG
“and perhaps other loans, grants and scholarships. The
Regional Veterans Administration Office or schcol VA
counselor can be helpful in securing VA benefits for
students.

Correctional education managers have availabie a variety of

tsecondary options for those students whose needs cannot be

by on-site programs. These programs are available through:

"University Without Walls" - (write Union For Experimenting
Colleges and Universities, 106 Woodrow Street, Yellow Springs,
Ohio 43587 for listing of colleges and universities which par-
ticipate in the University Witho:i Walls consortium) NOVA and
other "open" universities.

. Correspondence Courses - Consult National University Extension

Association "Guide to Independent Study Through Correspondence
Instruction", Suite 360, One Dupont Circle, Washington, D.C.
20036.

. Park College/Crown Center School for Community Education,

2420 Pershing Road, Kansas City, Missouri 64108 Tele. no.
816-842-6182.

. Steed College, Post Office Box 3098, CRS, Johnson City, Ten-

nessee 37601.

Free University Network, 615 Fairchild Terrace, Manhattan;

Kansas 66502, tele. no. 913-532-5866.

T,




Some of these alternatives may be relatively expensive and
will gererally be available to those inmate/students who can af-
. Tord to pay from $60 to $100 per correspondence course or from

534 to $5C per credit hour. Veterans Benetits, REOG, SEOG, and
.other grant funds may also be used for these prograns where in-
mate/students are eligible.

304 Study Release

Two types of study release programs exist in the Federal Pri-

son System; 1) release from the institution during the day and 2)
full-time residence at a center away from the correctional institu-

tion for the specific purpose of full-time attendance at an educa-

tional institution. The term "study releace” used in this section
of the handbook refers to the former; that is, programs in which
inmate/students live in the correctional institution but leave
during the day or evening hours to attend classes at a local col-
lege or vocational school. Non-school hours are spent in the in-
stitution, and study releasees are encouraged to take an active
role in the institution's activities. The other type of study
release, Residence Release Centers, will be described later in
this section of the handbook.

Several iederal Correctional Institutions have study release
programs established in accordance with Policy Statement 7500.208
standards and guidelines.

The criteria for admission to a study release proqram are
specified in the Policy Statement. The chief criteria are: pri-
soners must have a year or less remaining before a probable re-
lease date; they must have community custody status; and they
must be approved for study release by their unit/classification
teams.

High school graduation or successful completion of the GED
is generally required as a prerequisite to consideration for
study release.

Some institutions require further that inmates demonstrate
their ability to handle college level work by completing several
on-site college courses.

The major advantage of study release is that it provides
stil] another program opportunity to correctional managers,
particularly for those inmate/students whose education and occu-

pational training needs cannot be met by inside programs. Further.
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study release provides prisoners with some opportunity to live
in the free world and eases the traisition following release.

Tuition and books for students who participate in post-
secondary study release programs mas be handled in the same way
as participation in inside courses. Inmates can apply for BECG
and SEOG grants or VA educational benefits.

It is Bureau policy to encourage the use of study release
programs; however, the decision to do so is a iocal one and fre-
quently depends on proximity to educational institution, security
Tevel of the institution and its mission, demographic and educa-
tional characteristics of institution population, programs available
inside the institution and financial consideratiocns.

While a number of Federal instituticns have study release
programs only one resident release center for federal prisoners
is currently operational. It is located in the Bureau's Western
Region at the University of Washington in Seattle.

In a resident release program, participating prisoners live
on campus and take part in regular campus activities. Supervision
similar to that provided at Community Treatment Centers (halfway
houses) is required. Students must sign out when they leava their
quarters and sign in upon their return. Curfew hours ave enfor-
ced and passes are required when students are to be away from
campus overnight. Normaily, passes are issued only on weekends.

The Federal Bureau of Prisons contracts with the University
of Washington for room, board, tuition and books. Prisoners must
meet the same basic qualifications for participation in a resident
release project as they do for other study release programs.

The project at the University of Washington accepts both fed-
eral and state prisoners. Lower division as well as upper divi-
sion and graduate level students are eligible for consideration.
Prisoners from any federal institution are eligible for considera-
tion if they plan relcase in the state of Washington.

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

305 Occupational Education Programs

A SR Occupational education is an essential part of program activi-
JUREEE o ties which provide offenders the opportunity to prepare to engage
- R | in a productive and satisfying career after release. ATl occupa-
o A tional programs should be closely coordinated with other educa-
‘ tion, industrial and work assignments.
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Four broad occupational areas should be utilized to provide
quality skill training programs: 1) exploratory training, 2) for-
mal vocational training. 3) on-the-job training in maintenance
work and correctional industries. and 4, apprenticeship programs.
(See Policy Statement 7300.13A). A

205.1 Exploratory Training is a pre-vocational activity de-
signed to evaluate interest and aptitude in occupations and -trades
and which uses experimental work operations and projects as a re-
guirement or condition for entrance int)y specific trade or occupa-
tional training. These courses should be short-term and should
be used to assist those students who have had very little, if any,
formal training or work experiences, to gain some insight into
the world of werk and in the selection of a career. Course con-
tent should include industrial and business operations and should
not be construed to be an arts and crafis, hobby shop type of ac-
tivity. :

305.2 Vocational Train ng is a ferwal instructional activity
that deals with learning the basic skills of career oriented oc-
cupations and the tools, processes and techniques associated with
industries and businesses which have a demand for perzons who
possess; these skills. Course content and instructioral activi-
ties should place a strong emphasis on the development of quality
work skills, academic support subjects related to the occupation,
and related information which enhances skill development and pro-
vides knowledge about indust,ial organization, labor and ‘manage-
ment, employment practices, the interrelationships of woerking on
the job with other people, wage and hours laws, social security,
and other socio-economic factors which are essential to maintain-
ing job stability and security.

Vocational training courses can serve as preparation train-
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 apprenticeship
program may be offered in the institution or, if not, the student
may be qualified to enter an apprenticeship program upon release.
If this is the objective, the student shouid take the vocational
training course during the last year of incarceration.

The very minimum objective of a vocational training course
shotild be to prepare a student for an entry level job in that

trade.

Course offerings should be flexible to refiect changes in
inmate interests and the job market.
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305.3 On-the-job Training is organized instruction which.
utilizes the actual working conditions in institutional main-
tenance shops, Federal Prison Industries, Production Training
Urits and other services in the institution which can be uti-
lized for organized instruction in various occupations. Course
content will be similar to that required for apprentice and oc-
cupational training in industry and business. -~ Trainees assigned
to the shops and offices will be learning at the same time they
provide a service for the institution and may be rotated through
the various work assignments and functions in order to gain full
kiowledge of the working operations of various occupations. Re-
lated courses (supportive education) will be a part of this
organized training as it is for all other vocational training
activities.

On-the-job training, like vocational training programs can
provide inmates with basic background experience necessary to
qualify for admission to an apprenticeship program.

Care must be taken in establishing and cperating on-the-job
training programs to see that performance objectives are estab-
lished and maintaired on a continuing basis. Policy Statement
8320.2B specificaily assigns Superviscrs of fducaticn responsi-
bility for evaluating on the job training programs. Supervisors
will need to secure the full support of the Warden and Associate
Wardens since, in the performance of this duty, they may have to
cross departmental lines.

305.4 Apprentice Training is similar in design to on-the-job
training except that it is more highly structured and includes
sequential instruction that meets the standards for the respec-
tive trades approved by the Joint Apprenticeship Training Commit-
tee and the Bureau of Apprenticeship and Training, U. S. Depart-
ment of Labor or a state apprenticeship training agency.

Bureau Policy Statement 7001.2A specifies steps to be taken
if an institution desires to establish an apprenticeship program.
Any propused apprenticeship program should have the full backing
of the institution's executive staff.

The local or state Bureau of Apprenticeship Training rep-
resentative is the key person to contact once approval of the
institution's executive staff has been obtained. If problems
arise that cannot be solved at the local or state level, assis-
tance is availab’e from the BOP Regional Education Administrater
or the Central Office staff.
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Once a proposed apprenticeship program is approved. it will
come under the jurisdiction of a joint apnrenticeship training
committee. Committee membership is compoted of trade union
leaders and representatives from the business community. This
committee will screen and approve applicants for the institution's
apprenticeship program. wonitor the progress of apprentices, and
take action, if necessary, to drop from the program an apprentice
whose performance is not up to standards.

A nationally recognized certificate of completion is awarded
individuals who complete an apprenticeship program to the satis-
faction of the joint apprenticeship training committee. This
certificate is issued by the Bureau of Apprenticeship Training.

Inmates, who are released from the institution prior to the
completion of an apprenticeship program and who desire to con-
tinue their training, can usually secure a letter from the joint
committee. The letter will be addressed either to the union
local or to another joint apprenticeship training committee in
the locality where the offender will be living. The letter will
state that the individual was enrolled in an approved apprentice-
ship program, and it will record the number of completed hours
of training. The letter may also comment on the quality of the
apprentice's work.

Institutions which establish approved apprenticeship pro-
grams should designate a specific staff member to act as appren-
ticeship coordinator. This person may be 2 teacher and have
other duties as well. However, the apprenticeship coordinator
will need soine time to work with the apprenticeship program and
the Joint Apprenticeship Committee.

306 Correspondence Courses

The number and variety of correspondence courses on the mar-
ket today is almost infinite. Correspondence courses are avail-
able in practically every subject imaginable ranging from compiex
engineering courses to courses designed for hobby enthusiasts.
Inmates can enroll in most of the courses available without vic-
fating Bureau or institutional policies.

Generally. inmates must make their own arrangements in re-
gard to ordering and paying for correspondence courses. The
cost of returning lesson materials to the school must also be
borne by the inmate. The provision of Policy Statement 7300.56A

. concerning institution funding of college programs may be applied
' =4 to accredited college correspondence courses at the discretion
® S of the institution. Suvervisars of Education ave usually ros-
5 ponsible for granting mail room authorization for inmates to

by
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receive the courses. The Supervisors' duty here lies in trying
to ascertain that whatever is shipped to the inmate will not
violate institution policy or security.

The major accrediting agency for cofrespondence schools is

_the National Home Study Council in Washington, D. C. This or-

ganization sets minimua standards that sciools whici hold wmem-
bership must meet. Only a few schools which hold membership in
this crganization offer college level courses. Most of them
offer occupationally related correspondence courses. One mem-
ber school, International Correspordence School (ICS) does offer
college level courses that have recently been accredited by the
Middle States Association of Colleges and Secondary Schooils.

The major national association of colleges and universities
which offer extension courses through correspondence is the Na-
tional University Extension Association. Member schocls offer
courses for high school and college credit 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 only from the institution which offers the
course.

Regardless of the accreditation of a correspondence school,
it is advisable for students to check with the school from which
they plan to graduate before enrclling in a correspongence course.
Most colleges and universities strictly limit the amount of in-
dependent study credit that can be applied toward a degree.

Inmates eligible 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 wish
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 rot 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 schoois and
should be prepared to assist veterans to obtain VA benefits for
approved courses. However, everyone invoived should be sensi-
tive to the high dropout rate of students who enroll in cor-
respondence courses. Students should be counseied not tc enroll
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in expensive programs until they have tested their éducational
perserverance in some in-house self-study programs. Wnerever
possible education staff should offer to assist correspondence
course students in discussions of course content and related
matters.

307 Library Services

Availability of library services to the inmate population
is a program goal important to the overall operation of an in-
stitution not only for educational and cultural purposes but as
a leisure activity that will interest a significant number of
inmates. »

307.Y Physical Layout of Library

Some instituticns have a centrally located space that is
designated as the iibrary. Other institutions maintain small
library and reading area space within each housing unit. What-
ever the arrangement, space set aside for library purposes should
be well lighted, well ventilated, tastefully decorated and com-
fortable.

Some institutions lack space and funds for internal library
services but utilize bookmobile or other appropriate local library
services.

It is the goal of the Bureau of Prisons that library services
similar to those available in the outside world will be made
available to inmates. The way in which these services are pro-
vided will depend on individual institution situations.

307.2 Materials Available Through Inmate Library Services

Each institution should make available to inmates as wide
a range of reading materials as possible; e.g.. periodicals, news-
papers. fiction, non-fiction and reference books. If college
courses are offered, appropriate resgurce books should be ac-
cessible to students for research purposes.

307.3 Sources of Library‘Books

Some institutions utilize local bookmcbile services. Another
excellent source of books is the inter-library lcan arrangement
through which books dealing with an aimost unlimited variety of
subjects can be ohtained.
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University lihraries also make bocks avaiiabTe through in-
ter-1library loan procedures. The Supe-visor of Education (or
person designated by the Supervisor) cin coordinate this ser-
vice. :

Thstitutions that maintain their wn in-house collection
of books may find that a portion of the education budget can be
put aside for the purchase cf new books or replacement of worn
out volumes. '

One plan for buiiding and maintaining an in-house library
collection is the McNaughton Plan. This is a lending/purchase
plan approved by GSA for federal libraries. Under its provis-
jons, a library 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 coilection and the number
of prepaid new books received each month depends upon the sub-
scription rate paid by the institution.

The Bureau of Prisons does not necessarily endorse the Mc
Naughton Plan, It is mentioned here as one relatively inexpen-
sive v of building an on-site library. Further information on
this Plan is available from the Central Office Education Section.

The National Women's Committee oY Brandeis University is a
source of free books to federal prisons. The Committee suppliies
books from surpluses of book sales, and from unsold books of
national pubiishers such as Bantam Books, Ace, Dell, etc. Over
300,000 books have been distributed to 32 federal priscns by the
Brandeis Committee, since 1973. Most of the books availablie
through this program are paparback fiction. Institutions which
wish to participate in this program should contact the Regional
Education Administrator or the Centrai O0ffice Education Section.

307.4 Spanish Language and other aon-English Publications

It is important to remember that approximately 20% of fed-
eral prisoners are of Hispanic background; a significant number
consider Spanish their first language. Appropriate efforts
should be made to provide leisure time and other reading materials
in Spanish or any other foreign larjuage used by a significant
number of inmates.

308 Legal Libraries

The Bureau of Prisons Policy Statement 2001.28B requires fed-
eral institutions to afford inmates reasonable access to Y=gal




—

300. 15

materials, counsel. and reasonable opportunity to prepare legal
documents.” Each institution is expected to have a law library

and to establish procedures which provide the maximum number of
inmates optimum opportunity for its use.

378.1 Physical Layout and Location of Legal Library

The Tegal library should be in a central location, readily
accessible to all inmates. If a reqular inmate library exists
in the institution, it may be desirable from the standpoint of . e
convenience of location and supervision, to place the legal
library in the same area. Regardless G’ the legal library's
location, every effort should be made to insure that all inmates
know where it is located. In-house publications, bulletin
board notices and other communications should announce the
Yibrary's location. hours. etc.

The area that is selected for a legal library shouid be
large enough to contain all present volumes and pericodicals.,
and there should be space for expansion. The room should be
well lighted and contain sufficient tables and chairs to ac-
commodate comfortably fifteen to twenty residents at a tima.

)
i

Typewriters should be provided irn the ifegal library, or
some other arrangement should be made, so that inmates can get

their legal work typed.

308.2 Hours of Operation

In accord with Policy Statement 2001.2B, legal libraries
should be open during evening hours. weekends, and holidays as
well as during regular work days. Such a schedule should pro-
vide all inmates. regardless of job assignment, the opportunity
to use the institution's legal resources.

308.3 Staffing and Responsibility for the Legal Library

Legal libraries now officially come under the supervision
of the Educaticn Supervisor.

Bureau policy requires that one staff member be designated
as the "law librarian". Preferably, this person should have
some familiarity with library procedures. This individual will,
in most institutions, have other duties and responsibilities as
- .y well. However. whoever is designated law-librarian will be res-

= A - ponsible, under the tducation Supervisor, for seeing that the
» library conforms to Bureau policy.
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Trained inmate 'staff can assist in the operation of the
library. The "law librarian" however should be responsible
for supervision of inmate staff.

Staff w,i1 be offered training opportunities, from time-to-
time to assist them to carry out their law library responsibilities.
They should participate in these prcgrams as often as necessary
and, in turn, train other appropriate staff and .inmate assistants.

308.4 Content of the Legal Library

Since the publication of Policy Statement 2001.28B, the Bureau
of Prisons has expanded the list of required publications. In
addition to publications 1isted in the Policy Statement, each
law library should contain the following:

1) Title 5, Section 1 - 5100 of the United States Code

2) Legal Research, Writing and Analysis by Statksy

3) Corrections and Prisoners Rignts In a Nutshell by Krantz

4) Legal Research In a Nutshell by Cohen

5) Modern Criminal Procedure by Hall am! Kamisar

6) Modern Federal Practice Ligest, Volumes 16 - 18A, 26, 26A,
39, 42 and.cummulative supplement _ .

7) United States Supreme Court Reporter, Volumes 91 - 94A

8) Decisions of the United States Supreme Court (crmplete set)

9) Criminal Law Reorter (Bureau of National Affairs) Volumes 16 -
current

10) Shepard's Federal Citations

A change has been made in one publication requirement speci-
fied in Policy Statement 2001.2B. Legal libraries are no fonger
required to have copies cf Sections 1975 - 2010 of Title 42 of
the United States Code. Instead, they are now required to have
copies of sections 4001 to end of title 42.

The list of required legal reference material is expanded
and +.vised from time to time by the Office of General Counsel




to maintain consistency with current judiciai opinions. The W
Central Office librarian provides institutions with an up-to- el
date list of reauired legal documents. Provisions of Policy

Statement 2211.3 concerning Inmate Accessibility to Supreme

Court Opinions should also be taken into consideration in

establishing and maintaining a legal library.

The Central Office. through the Central Office librarian,
pays for each institution’s annual renewai of the following pub-

lications:

1) Federal Reporter !

2) Federal Supplements

3} Criminal Law-Reporter

4) Pocket part§ of US Code Annoiated

%) Lawyers' Edition of Supreme Court Reports

6) Pocket parts of Modern Federal Digest

308.5 Reproduction of tegal Refererce Materizls

Institutions are expected to establish procedures whereby
inmates can have legal documents duplicated if they can demon-
strate that more than one document must be submitted to the
court or if the material is needed for research outside the
library area. The time during which this material can be dup-
licated should be set by the staff su as not to interfere with
reqular institution operations. Inmates should bear the cost
of such duplication services unless staff waives this requirement
for a particular inmate. It is anticipated that inmates who
riake frequent requests for large quantities of duplicated material
will be required to bear the expense. Several institutions are
successfully using coin operated copying machines; other insti-
tutions may want to explore this alternative.

309 Leisure Activities

A well balanced leisure activities program (the term lei-
sure activities includes all recreational programs} wiil include
a variety of activities. They should be sufficiently diversified

to provide something for everybody. Further. these activities
should include "organized" and structured programs as well as

informal ones.

-
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“mate. are programmed for a particular activity by thair unit classi-

Policy Statement 7300.88 provides general gUidelines for
the administration of leisure programs as well as cefinitions

of terms.

Inmate participation in organized leisure activities should
be reported via IPRS (see Handbook Section 203 - IPRS) when in-

fication team.

Enroliments, completions and withdrawals from these programs
must be recorded on form BP 5.1 for submission to tne Bureau

through IPRS.

309.1 Objectives

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

1. Good physical and mental health
Good sportsmanship and teamwork

High moraie

Sow N

L2adership skills

Good interpersonal relations

o

Intellectual and cultural advancement
Constructive use of leisure time

An acceptable degree of self discip]iﬁe

O 0 N O

Preparation for return *o the community thvyugh appropriats
leisure programs

In order to meet these objectives, a leisure activity pro-
gram should consist of at least the following components: ath-
Jetics, cultural-and social activities, including visual and
performing art programs, hobbycrafts, and "live" entertainment.

309.2 Athletics

Intramural competition is the major focus of athletics in
a good leisure activities program. Most federal institutions
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are now organized around functional units. Intramural athletic

“activities can serve an important role in these institutions by

fostering competition between the units thereby building morale
and a sense of teamwork and pride in the unit. Correctional
counselors and other unit personnel should be encouraged to
form teams from their units.: :

In all federal prisons, intramural athletic activities pro-
vide opportunities for inmates to participate for reasons of
personal development and satisfaction as well as for the chal-
lenge cf competition.

Intramural athletic activities usually include softball,
basketball, vollyball. soc-2r, track and tennis, weightlifting.
bridge ana chess.

Many federal prisons also organize varsity teams in these
activities. The varsity teams compete against non-professional
and non-scholastic teams from the community. Even maximum sec-
urity institutions cun sometimes make arrangements for their
varsity team to leave the institution, properly escorted, to
play scheduled games or to participate in community based
activities. Institutions that have functional units may choose
their best unit team to represent them. Institutiaens that do 3.
not have functional units, may choose members of thieir varsity
teams from the best players on the various intramural teams.

Recreation coordinators are encouraged to arrange with the
institution administrative staff and the Food Service Supervisor
to hold an Awards Banquet at the end of each varsity season to
recognize outstanding participation.

A good leisure activity program should provide opportunities
for ad hoc groups of inmates to organize themselves into teams
and to compete against each othe:. Opportunity sthould also be
provided for such activities as handball. weightlifting, horse-
shoes, shuffleboard. golf, miniture golf, table tennis and
billiards.

On holidays. competition in a wide variety of events should
be scheduled.

As a part of a "sound body and mind" program, staff are
encouraged to conduct and involve inmates in orgamized physical
fitness programs consisting of calesthenics. walking and jogging
around the track and other appropriate activities. Perhaps a
physical fitness program could be organized to imwolve both in-
mates and staff. Staff modeling in the area of physical fitness
would be to the mutual benefit of staff and inmates. éé?
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309.3 Cultural and Social Activities

In most Federal institutions there is a growing number of
inmate activities that may be classified as either social or
cultural. Cultural groups include special organizations of
Blacks, Hispanic-Americans and American Indians; art and drama
groups; musical organizations such as rock-n-roll, jazz and
country and western bands; dance groups; and, authorized in-
mate produced in-house pubiications such as, a weekly newspaper
distributed to the population and/or a quarterly magazine featur-
ing prose and poetry written by members of the population.

Socially oriented groups include Jaycees, Toastmasters, and
chess and bridge ciubs. Additionally, many institutions have
various religious and self-help. groups.

Bureau policy encourages the establishment of inmate organ-
jzations and Policy Statement 7300.115A sets forth guidelines
for their establishment. Leisure Activity Coordinators should
be thoroughly familiar with these guidelines.

Leisure Activity Coordinators are responsible for monitor-
ing inmate organizations. This monitoring is accomplished by
determining that each crganization is in compliance with the
guidelines set forth in Policy Statement 7300.115A. The Coordi-
nator is also responsible, in most institutions, for scheduling
meetings and activities of inmate organizations and finding
space for their activities. Whenever outside visitors are
jnvolved in these programs, the Coordinator mst compile lists
of the visitors' names and arrange security clearance for them.

309.4 Movies and Stage Shows

A number of institutions continue to rent motion pictures
for showing on a regular basis. Sometimes these programs are
supplemented with films obtained on loan from various "free"
sources {such as those listed in the Educator's Guide to Free
Films) and from local libraries. Some program managers are
able to rent 16 millimeter versions of older Hcllywood produc-
tions for & nominal fee. ’

Policy Statement 7300.126 sets forth procedures for film
selections and specifically bans "X" rated films in federal in-
stitutions.

In many areas where Federal Correctional Institutions are
located entertainers and entertainment groups perform at local
clubs or on local TY or radio. These groups are often willing
to visit the institution and perform for the population without
charge.

50
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Within the bounds of security considerations and common
sense, such programs should be encouraged Sometimes even

-‘nationally known artists or entertainment groups will take a

few hours out of their busy schedule to perform at the insti-
tution when they are in the area, if they are invited.

Othar like: ources of "live" entertainment are inmate
drama-groups ana .aff-inmate talent shows. Movies and stage
productions often attract a larger percentage of the population
than any othnr single leisure activity.

5U9.5 i.ubbycraft

Hobbvcrafts are also important in a comprehensive recrea-

tion a 2isure activity program. Each institution should of-
fer as large and diver "~“ied a hobbycraft program as the insti-
tution's funds and pa: int interest indicate. Hobhycrafts
offer people stili ano. . opportunity to be creative on an

vidual basis, and to use leisure time in a constructive man-

t

A diversified hobby shop program includes, but is not neces-
sarily limited to, oil and water color painting, leather and cop-
per work, ceramics, pottery, lapidary, needlepoint and macrame.

Hobuy shops should be open during hours which will insure
maximum utilization. In many institutions evening and weekends
are the most opportune times for hobby shop operation. A number
of program managers utilize contract personnel for hobby shop
instruction and supervision. Whether contract or full time
staff are utilized, thorough methods of tool control are
absolutely necessary. It is important that these prccedures be
followed closely. Loss of potentially dangerous tools menaces
the well being of the population and staff, and also jeopardizes
the continuation of the hobbycraft program.

Policy Statement 7300.83A defines hobbycraft articles and
art work. It outlines methods of purchasing materials and dis-
position of finished products. A1l program managers and hobby-
craft instructors should be thoroughly familiar with the pro-
visions of this Policy Statement.

309.6 Inmate Involvement

Leisure Activities should be emphasized and publicized in
appropriate ways. such as: articles in the inmate newspaper abcut
sports or leisure activity events. a leisure actirsity handbook
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distributed during orientation sessions to all newly admitted
inmates, and official recognition of winning teams and out-
standing players. Some institutiors promote Jeisure activities
by sponsoring an Inmate of the Month Award.

The Education Department staff member who conducts A&0 in-
terviews should explain the institution's leisure activity pro-
gram to new inmates. cfforts should be made to determine their
needs and specific recommendations should be made to the unit
classification team. ’

Maximum utilization should be made of inmate resources in
leisure activity programs sincf, in most cases, professional
staff must spend a considerab’e portion of their time planning,
organizing and providing the supervision necessary for the various
activities. Frequently, exuerienced inmates can be found to cerve
as coaches, umpires, refer.es, and instructors. Whenever there
is insufficient experienced personnel available in the inmate
population, the Leisure Activity Coordinator may wish to initiate

a training program.

309.7 Staffing Patterns

The following are recommended minimum staffing patterns for
all institutions except Metropolitan Correctional Centers and pri-

SoOn camps:
1 Lejsure Activity Coordinator

3 Leisure Activity Staff
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310. SOCIAL EDUCATION

310.1 Definition and Purpose

Social Education is. quite simply, learning to Tive with
oneself and others, and knowing how to cope with the.social and
economic conditions of the present day world. Practical exper-
ience as well as many published studies indicate that like most
peopie, many prisoners can benefit f.om programs designed to
strengthen coping skills. It seems iikely that, in some cases,
the failure to develop a positive self-image and adequate social
skills may be a contributing factor to illegal behavior.

Because of this likelihood and because of the strong opinion
within the BOP that Social Education can coniribute to positive
life styles, Policy Statement 7300.118 was issued. This Policy
Statement sets standards and provides guidelines for the estab-
Tishment of social education programs. All institutions which
want to become involved are required by the Policy Statement to
develop a social education action plan. These pians {along with
a copy of an institutional policy statement concerning Social
Education) are on file in the Education Services Section of the
Central Office. Regional Offices should also have a copy of
the Social Education Action Plans and Policy Statements for each

institution in its region.

Each institution has been provided with a copy of the Bureau's
Social Education Handbook. This Handbook can be helpful to those
who have the responsibility to design and implement Social Edu-
cation programs.

Following are examples of how Social Education can be part
of all institutional operations - how each department and acti-
vity can contribute to the total social education experience.

310.2 Role of Education Servfces in Social Education

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

Consumer education, personal finance management, and drivers
education courses along with others of a similar nature can con-
tribute to stronger socio-economic coping skills.
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310.3 Role of Leisure Activities in Social Education

Service clubs such as Toastmasters and Jaycees contribute
to a positive self-image by providing :ipeaking opportunities
for their members. by having members work together on club pro-
jects. and by their public service criented activities. (It
feels good to do something for someone else). Under proper
direction cultural groups can contribute not only to a pesitive
self inage but to understanding people of different ethnic back-
ground. Sports and otner activities {such as bridge and chess)
foster competition and help to increase feelings of self-worth
and teamwork.

310.4 Role of Psychology and Chaplaincy Services in Social Education

Group therapy. transactional analysis, Self Image Seminars,
Guides to Better Living, Self Improvement Groups. Yokefellows.
Alcoholics Anonymous. Success Motivation. Therapeutic Communi-
ties. Zen Meditation and a host of other activities can foster
understanding of self and others.

310.5 Staff Modeling

Staff as positive models. provide an effective way to teach
Social skills and all departments can contribute to this process.
Crew supervisors in industry, mechanical services. food service
and throughout the institution can, by example. teach punctua-
lity. good grooming. pride in workmanship, consideration of others,
teamwork and many other desirable characteristics.

There has been nc attempt here to mention all the activities
that contribute to a well rounded Social Education program. Nor
is there any intent to imply that Social Education is for inmates
only. Since correctional staff members are human, they too vary
widely in their self-concepts and ability to cope with the world
around them. Staff Training and Social Education Coordinators
should schedule classes in image building, inter-personal com-
munications, transactional analysis and cther courses designed
to increase staff proficiency in Sccial tducation skills. Some
programs can be designed for both staff and inmate participation
and can foster better understanding between the two groups.

Each institution through the use of in-service training ses-
sions and such other means as seem appropriate. should conduct
on-going training in positive staff modeling. This should be a
part of the institution's training program for new empioyees.

84
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310.6 Role of Social Education Coordinator

Policy Statement 7300.118 requires the Warden of each parti-
cipating institution to designate a Social Education Coordinator.

Social FEducation within an institution is an' interdepartmen-
tal concern; the Social Education Coordinator, therefore, need
not necessarily be an Education staff member.

Although the duties of the Coordinator will be an adjunct to
other duties, it is probably desirable to designate a Coordinator
at the department head level.

A department head shouid be able to bring to the Jjob the
authority, influence and status necessary tc have an effective
Social Education program. Some institutions may want to establish
a Social Education Committee which consists of various depariment
heads and the Warden or Associate Warden. The Social Education
Coordinator should be a :~mmittee member and should make periodic
reports on the status of Social Education within the institution.
The Coordinator should bring new proposals and plans before the
committee for administrative input, approval and support.

The duties of the Coordinatcr wili involve interdepartmental
liaison and extensive contact with members of the local community.
Therefore, it is desirable that the person chosen for this task
be efficient, outyoing, likable and possess considerable verbal
skills. Above all, this person shouid be a firm believer in the
value of a comprehensive Social Education program.

311 Pre-Release Preparation

Pre-Pelease Training is a very vital area and should occupy
a high priority in institutional programming. Education Depart-
ments should be actively involved in the training.

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

in pre-release programs.

A good pre-release program plan will include instruction in
managing personal finances, job search skiils, consumer educa-
tion, and drivers education.

Personal Finance Management may be a formal course of fered

vnder contract with a college or university, or it may be taught
by a member of the Education Department staff utilizing resource

§C
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. people such as bank officers, department store credit depart-
ment managers, tax preparation specialists. accountants. etc.
Some major objectives of the course should be to teach inmates
how to live within their means, how to establish good credit and
. how to.prepare federal income tax returns..

A staff instructor can be assigned to teach a course in job
search skills. Topics such as how to fill out an application
form, how to write a personal resume, good grooming, how to dress
for a job interview and how to conduct oneself during an inter-
view should be covered as well as information on where to look
for jobs and how to set realistic job expectatiorns. Again, out-
side resource people can and should be used. Resource persons
could include a probation officer, institution personnel staff,
personnel staff from local companies and State Employment Office
Counselors.

Consumer Education is another phase of pre-release training
that can be assiagned to a quaiified staff member or conducted by
contract personnel. Representatives from Consumer organizations,
the local Better Business Bureau or other groups can be invited
to participate. A wide variety of audio visval teaching aids
are available in this area including some excellent programs on -
video tape. The Mississippi-Cambridge Consumer Education Program Hoss
consists of a series of video tapes accompanied by workbooks.
This program seems especially suited for students below the ninth
or tenth grade educational level. At a somewhat higher educational
level and equally well done, are the Maryland Center for Public
Broadcasting's Consumer Survival Kits. This program consists of
several series of video tapes each accompanied by a workbook.
Series 100 of this program is available on a loan basis to insti-
tutions from the Bureau's Multi-Media Center in Washington., D. C.
Workbooks can be purchased from the Maryland Center for Public
Broadcasting.

When possible, Drivers Education should be a part of pre-
release programming. In today's society of long distance com- -
muting and generally inadequate public transportation, it is hard-
ly realistic to expect releasees to find and hold jobs if they-do
not possess a valid drivers license. Also, in some cases, even
the sl'ghtest infractions will jeopardize an irmate's parole.
and peopse who have not driven in several years cannot be ex-
pected to know all the rules of the road or to be skillful
drivers.

A quatlified driving instructor should teach this phase of
pre-release training. Lven in institutions where it is not




possible for inmates to gain practical experience behind the
wheel of a car, the classroom portion of driver's education
should still be taught. While text books in drivers education

; _ are available from various publishers, state drivers manuals

T " can serve as a basic text. In most states these can be obtain-

' ed free from the State Department of Motor Vehicles or the High-.
way Patrol. Inmates who reside in states other than the one
where the institution is located may wish to write the appropriate
agency in their home state for a copy of that state's manual to
supplement their training.

A wide variety of audio visual aids are available and should
be used in teaching drivers education. Frequently, excelient 16mm
films which illustrate the hazards of bad driving or driving
under the influence of drugs or alcohol, can be obtained on a
loan basis (free of charge) from public libraries or government
agencies.

312 Special Programs

312.1 Artist-in-Residence

Diring fiscal year 1976 the Bureau of Prisons, in coopura-
tion with the National Endownment for fhe Acts, established visual
art pilot projects in three federal institutions. The number of
projects was expanded to five in FY '77.

In these piiot programs, professional artists are hired to
conduct classes for inmates and to employ their personal artistic
talents in the institution environment.

The role of the artists in these programs is that of a
leader-facilitator, rather than that of a conventional teacher.
This situation, plus the artiscts broad knowledge of visual media
make it possible for students to help determine the direction of
their workshops. - Classes can choose to explore photograph and
film development while others may explore painting in water-
colors and oils or work in silkscreening or sculpture.

During fiscal year 1977 Lompoc, Tailahassee, Oxford, La Tuna,
and Alderson participated in Artist-in-Residence programs.

In 1978 E1 Reno, Lexington, Petersburg, Springfield and
;5 Terminal Tsland will be the pilot/demonstration sites for these
" programs. The Terminal Island project is a "performing arts"
= theater workshop program, ' ’
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Education Supervisors who are interesied in establishing art
programs similar to Artist-in-Residence projects should contact
the Education Supervisor at one of the pariicipating institutions
and/or the corresponding Regional Education Administrator. Pro-
grams beyond- those selected for pilot-demornstration purposes must
be funded out of general education funds availatle to the insti-
tution. .

The Arts provide a wide range of opportunities for the pro-
ductive and positive use of leisure time and can, under special
circumstances, lead to job opportunities. Education Supervisors
are urged to include these kinds of programs at trheir respective
institutions.

312.2 Artists-in-Prison (Performing Arts)

A nilot program in the Performing Arts, was conducted at
FCI Terminal Island during calendar years 1976 and 1977. This
program was funded by the National Endownment for the Arts, the
California Arts Council and by the Bureau of Prisons. The pro-
ject consisted of a workshop. at times involving up to sixty in-
mates, conducted by a non-profit group of theatre professionals
known as Artists in Prison. Under the direction of two profes-
sionals, inmates at Terminal Island wrote and performed two
oriaginal plays "Convictions" and "Jump Street". “No Place To
Be Somebody" was also performed by workshop participants. Cos-
tumes and sets for each of the plays were designed and made by
inmate members of the workshop.

In 1978 this program became an "Artist-in-Residence” pro-
gram. Both the Artists-in-Residence and Artists-in-Prison pro-
jects appear to enhance the sense of self worth and dignity of
narticipants and contribute to a more pnsitive institution cli-
mate.

312.3 Visiting_Room Programs

Visiting rooms in rederal prisons are often limited in space
and facilities. As a consequence, during visiting hours, families,
particularly those with children, find it difficult to discuss
family matters and to have meaningiul visiting experiences. in
an effort to overcome some of these problems, visiting room pro-
grams have been developed and now operate in at least a half-a-
dozen federal prisons. It is highly recommended that similar
programs be initiated in all Bureau facilities where appropriate
and feasible. The Children's Television Workshop. (CTW) community
education services, assisted in developing and implancnting
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the first visiting room efforts. Their assistance will continue
to be available (under special circumstances) in the future.

in order to initiate a visiting room program a 9 by 12 foot
workshop area, adjacent to the institution's visiting room is
necescary. In addition, the following minimum equipment and
staff time are required: '

MATERIALS (PERMANENT)

toys, games, books, % etc. $ 500.00
video tapes 50G.00
video tape recorded & monitor 2,000.00
tables, chairs, cabinets 1,000.00
carpet, curtains, traverse rods & etc. 1,000.00
outside playground equipment 1,500.00
MATERIALS (CONSUMABLE)

one calendar year 1,000.00
STAFF

Consultant - 25 hr. week @ $5.00/hr.
one calendar year - 13C0 hcurs 6,50C.00

$ 14,000.00

During visiting hours, with the assistance of trained inmate/
child development associates. children are taken to the children's
workshop area and are involved in watching educational TV programs
and participating in play activities designed to provide learn-
ing experiences. The inmate/child development associates may
receive college credit for their participation in this program
if appropriate arrangements are made with nearby community or
junior colleges. These arrangements should be made whenever
possible sinice post-release employment opportunities or con-
tinued educational experiences could result from participation
in this program.

Parents should be involved in the play and learning activi-
ties wherever possible during a portion of tneir visiting 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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[f a correctional education manager is giving sevious con-
sideration to the introduction of a visiting room program, a
visit should be arranged to an institution which alvready has an
on-going program. Further, contact should be made with the edu-
cation supervisor at the visited institution for information and
assistance. Visiting room programs are now operating at:

1. ?CI Butner

2. FCI Lompoc

3. FCI Fort Worth

4. FCI Seagoville

5. New York City - MCC

FCI Englewood and Terminal Island are planning to initiate

visiting programs in the near future.
Various brochures and related materials can be obtained from
i the education supervisors at these institutions. A film "Sesame
E Street Goes to Prison", is available from the Bureau's Media Cen-
ter. It can be used to orient staff to this program concept. If
CTW help is desired, contact the appropriate Regional Education

Administrator.
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APPENDIX I
COURSE OFFERINGS




oS

" INSTITUTION
Alderson

Allenwood -

Ashland

SOCIAL EDUCATION

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

for Life Fquil]ment)
Pre-Release

Film Series

Social Implication
Basic Social Commwunications

OCCUPATIONAL EDUCATION

Certified Medical Lab Tech
Accounting

Business Machines

Drafting

Filinj

Home Economics

Kzypunch

Medical Clerical Trafning
Kedical Lab Aide :
Natfcnal Cash Register Training
Office Practice

Shorthand

Typing

Auto Mechanics

Carpentry

Drafting

Electricity

Electronics

Mascnry

Radio & TV Repair

Refrigerstion & Air Conditioning
¥2lding

Nelding

Auto Body Fender 8§ Repair
Drafting 1

Drafting '1

Architectural Drafting
Enginz2ring Drafcing

APPRENTICESHIP

Bricklaying
Carpentry
Electrical
Plunding

- Pafnting
Cadinet Making
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INSTITUTION - SOCIAL EXXATION OCCUPATIONAL EDUCATION -APPRE.‘WICESHIP
e e e
Ashland (Cont) Manufacturing Drafting Air Conditioning
Printing & Refrigeration
Photography Stean Fitting {
Journalisn Drafting -
- Electricity Auto Mechanics
- Electronics Machinist
. Audio Visual Dental Technician
Accounting Baker
Office Filing Cooking
Typing 1 8 II Powerhouse Operator
_ Autc Bady Repair
- Atlanta Book Discussion Groups Alignment 8 Brakes -
Guides For Better Living Auts Air Conditioning*8 Refrigaration
Humanities Groups Masonry 1
Prograa of Progress Offize Machine Repair i
Transactional Analysis Small Engine Repair .
. Welding
Butner Arabic Heating & Air Conditioning
Yoga Optical Mechanics Projram
Nanbury Transactional Analysis 013 Burner Repair L
Leadership Classes Radic & TY Repair -
Yoga Small Engine Repair 1
Clerical Typing
¥Welding
Professional Truckers
0ffsat Printing :
- E
9o
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El'Reno

Englewood

" Ft. Worth

SOCIAL ETCUCATION

Anerican Institufe of Discussion

Eployzent Relations
Grocming

. Release Readiness

Street Law
Transactional Analysis
Values Clarification
Yoga

Pre-Release

Adaissfon 8 Orientation
Human Potential Seminar

Realfty Trerapy

Change Agent

Fexinine Development
Transactional Analysis
Guides for Better Living
¥ood Control

Peer Control

OCCUPATIONAL EDUCATION

Auto Shop

Blueprint Reading
Drafting

Food Service

Kachine Shop

Welding

¥eat Cutting & Processin
Carpentry .
Electrical

Pluthing

Barbering
Machine Tool 8 Die
Power Plant Cperation

Auto Body Repair
Autorotive Mechanics
Transmission Repair
8uilding Construction
Vocational Welding
Yocational Busiress
Multi Media Production
Televisicn Cameraman
Pre-Yecational Training

Keypunch Preparatory
Welding .
Typing

Secretarfal 11
Industrial Video

CB Repair

Career Guidance

400.3
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INSTITUTION SOCIAL EDUCATION

Ft. Worth (Cont) Achievement Motivation Pregran
6estalt Therapy

La Tuna Job Seeking Skills
Job Retention Skills
Positive Motivation
Guides to Better Living
Life Coping Skills

Leaverworth

OCCUPATIONAL EDUCATION

Blueprint Reading

Child Development

Auto Mechanics

Human Resource Aide

Hair Styling

Shorthand

Beckkeeping

Electricity

Painting

Carpentry

Pluding :
Refrigeration & Air Conditicning

Butlding & Maintenance Repair

. Auto Mechanics

Air Conditioning & Refrigeration
¥elding

Masonry

Dairy Productfon

Artificial Insemination
Construction Estimating

Pilot Ground School

Typing

Blueprint Reading

Drafting

Farm Machinery Repatir
Carpentry

Painters & Drywall Finfishers
6raphic Arts

Computer Programming
Refrigeration & Air Conditioning

APPRENTICESKIP

Carpentry
Painters & Ory-
wall Finfshers

x/-
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INSTITUTION

SocIAL EDUCATION

Lewisburg

' _ Lexington

10¢

Commmication Skills
Arabic

Jaycees

$2all Business Machine
NAACP
Toastmasters
AA

Pre-Release

Body Language .

Changing Roles ir Today's
Society

Child Development

Feainine Self Development

Human Relations Lab

Marriage and Fanily

Kusic Theory

Career Development

Planned Parenthood

Psycho Drama

R?P (Real Attitude Potentfal)

RST (Rational Behavior Training)

Responsibility

Self Awareness

Single Parent

10PS (Take Off Pounds Sensibly)

Transactional Analysis

Wocen at Work

OCCUPATIONAL EDUCATION

Heating & Air Conditicning

Szall Engine Repair

Carpet Laying

Dental Techrology

Food Service Management

Building & Construction
Estizating

Electrenics 8 Power Technology

Afr Conditioning & Refrigeratioﬁ

Auto Mechanics

- Baker

Blueprint Reading/Drafting
Bricklayer : -
Cabinet Maker :
Carpenter

Cezent Finfsher
Cock

Dental Assistant
Dental Lab Techaician
Drazery Panufacture
Electrician
Floristry

Hospital Attendant
Meatcutting
Painter

Pluzder

Powerhousae 7o irirap
Sheet Meial Borker
X-ray Technician

430.5

APPRENTICESHIP

Baking
Cocking

Electronics Equip.

Machanic

Engineering Draft-
ing

Machinist

Sewing Machine
Repair

Tool & Die Making

101
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Mass Corunication
Consumer Survival Skills
Pre-Release

® ® ® e [ ] ® 9 ®
e, i
:?‘ - e o h _: L . - @ a0 i u;j‘ .
- 800.6
INSTITUTION SOCIAL EDUCATION OCCUPATIONAL EDUCATION Appgg}nr_ggmp
Lospoc " Recotivation Sexinar Auto Mechanics ' ' '
Suides to Batter Living Barbering
Positive Mental Attitude Electronics
. Machine Shop
Keat Processing T T e
Refrigeration/Air Conditioning
Small Engine Repair
¥elding .
Montgomery Coping in the Rorld of VWork . Refrigeration 8§ Air Conditicning
. Trade Theory
. Welding
Accounting
Typing
o Shorthand
Mclieil Island  Pacific Institute Seminar Electronics Cocking
Pacific Institute Follow-up Welding Baking
Pacific Institute Video Tape Small Engine Repair Machinists
Courses Business Cluster Plu=der
Self Improvement Group Barbering Cabinet Making
Pre-Release Program Radio - TV
Dynamics of Personal Motivation Diesel Mechanfc
Street Law Painter '
Dollars and Sense Steamfitter
Legal Research :
© Miami Values Analysis Accounting
Latin Azerican Studies Blueprint Reading
Conversaticnal Spanish Bookkeeping

Building Construction
Business Machines
Businress Management

105
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INSTITUTION

SOCIAL EDGCATION

Kiazi (Lont)

Milan

Personal Development‘

Business Legal Research
Spanish Language

Vocational Counseling
Alcohol Awareness

OCCUPATIONAL EGUCATION

Business Education

Career Development & Guidance

Cerazics
Computer Logic

Construction Estimating

- Drafting

Electricity
Electronics

. Filing
- Keypunch

Kotorcycle Mechanic
Photography

Pilot Ground School
Pre-vocational training

Refrigeration & Air Conditioning

Small Engine Repair
Typing

¥2lding

Masonry

Carpentry
Electricity
Plutbing & Heating

~ Welding

Kachine Shop

Spray Painting
Industrial Maintenance
General Machanics

Auto Body

Lawn & Garden Equfpment
Electronic Tune-
Brakes o

400.7

APPRENTICESHIP

Carpentry

103
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INSTITUTION SOCIAL ECRCATION OCCUPATIONAL EDUCATION APPRENTICESHIP
.Milan (Cont) Auto Air Conditioning
Front £nd Alignment
Service Station Management
- — <= -~ - .. Cooking S e
Baking
Keatcutting
Computer Prograzming
Vorgantown Prerican Values . Electricity/Electronics
. . Interpersonal Cotmunication - Graphic Arts
Family Relationships Auto Mechanics
Human Sexuyality Welding ‘
" Race & Ethnic Relations Drafting
Media 8 Propaganda -Matals
Street Law : Construction
Consumer Education Typing
Release Readiness :
Occupational Career Awareness
The Autccobile
Male/Female Identity
Human Relations
Privacy -
Conterporary Issues
Introduction to Psychology
Abrormal Psychology
First Aid
Defensive Driving
Business Writing
Moral Choices
The Future of Man : :
102 Nurses Aide 107
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400.9

i Lt

INSTITUTION SOCIAL EDUCATION OCCUPATIONAL EDUCATION _ PPPRENTICESHIP
Petersburg Drivers Education Auto Body Repair
Counseling Auto Mechanics
Pre-Ralease Air Conditioning & Refngeration
Black History ‘Barbering
Music Appreciation - Business Management
Socfal Education Enrichment Kachine Shop
Pregran Masonry
.Simulation Life Lab ¥elding
Oxford Small Engine Repair -
’ ¥elding -
Ruto Mechanics
Drafting
Pleasanton Human Relations Business Skills
' World of Work Communications Fedia
VPexican Culture 6raphics
Chicano Culture: 6rocery Cracking
Indian Culture Retail Sales & N«rchandizing
Black Culture Key Punch
Work Release
Prep Course
Surviving College and Trade
School
Pre-Release
Safford Alcoholics Anonymous
Inmate Activity Growp o
Pre-releaze 1 ~
Dynanics of o4 Control Ve
Dynamics of Personal Motivation :
100
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INSTITUTION
Sandstone

1 San- Diego

Springfield

11¢

SOCIAL EDUCATIOY

Transactional Analysis

Hucan Resources Development

Modules in: Aggressicn
Valuing
Interpersonal

Relations

Marriage Enrichment

Enviror=ental Ethic

Black Studies

Spanish Studies

Indian Studies

‘New Start (Drug Counseling)

Project Jove (Pre-Release)

Teen Challenge (Community Based
" . Drug Counseling)

¥orld of Work
Women's Literature Seminar
Releasee Aid Program

OCCUPATIONAL EDUCATIOM

Building Trades
Welding
Drafting

Auto Mechanics
Marketing

Hospital Attendant
Medical Lab Technician
Operating Room Technician
X-ray Technician

$mall Engine Repair
¥otorcycle Mechanic

200.10

APPIENTICESHIP

Cosk

Baker

Meatcutter

Prosthetic Ap-
pliance
Technician
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400.11
-
INSTITUTION SOCIAL EGUCATION GCCUPATIONAL EDUCATINN APPRENTICTSHIP

Terminal Island Mexican American Studies
(cont) Black Studies
i Indian Studies -
Creative Writing
Sexinar for ¥en
Yoga

Career Inforzation Systes
. Pre-pelease Prograa

PN Jaycees

’ Gavel Clud

Group Latina

Black Awareness
Careers Inc.
Alcoholics Ancny=ous
¥Yarriage and Fanily
Transactional Analysis
World of Work

Texarkana

112

Key Punch
Brick Masonry
Machine Shop

Auto Mechanics

Air Conditioning & #2frigeration
Saall Engine Repair

Welding

Pilot Ground School

Blueprint Reading

Printing
Drafting

- Occupational Math

Basic Electricity
Communication Skills
Pedical Technician

113
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Terminal Island

114

Career Developrment
Creative Writing
Art & Psychology

Human Relations
Consuzer Education

Electronics

Focd Service

Tyoing

Business Management
Pre-vocational Training
Auto Bcdy Repairman
Auto Mechanics

Machine Shop

Mascnry

- ¥elding

Brodeorking

Drafting
Welding

B I | O ® o ® 0
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400.12
INSTITUTION SOCTAL EDUCATION OCCUPATIONAL E'u'dCATfON APPRENTICESHIP
Terre daute 6uides for Better Living Welding Alr Conditioning
Positive Mental Attitudes Drafting Pluzding
Self Image Seminar Blueprint Reading Machine Shop
Aviation Ground School Cooking Painting
Personal & Business Income Baking Maintenance
Taxes Keatcutting Electricity
aintenance Electricity Industrial
Industrial Electricity Electricity
. Air Conditioning, Heating & Cadinet Making
' - Refrigeraticn Cocking
Pludbing Pluzbing Baking
: Painting Faatcutting
Fachine Shop Sheet Metal
-Fara Rachirery Repair: Heating &
S=all Erngine Repair Refrigeration
Business Education
Tallahassee Mental Attitudes Building Maintenance

115
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430.13
-~ INSTITUTION SOCIAL EDUCATION OCCUPATIONAL EDUCATION APPRENTICESHIP ‘
ARAL LN 2TrReNTILEHIP
JYerre Haute Guides for Better Living Welding Air Conditioning
Positive Mental Attitudes Drafting Plumbing :
Self Image Seminar Blueprint Reading Machine hop
Aviation Ground Schaol Cooking Rainting
- Personal & Business Income Taxes Baking Yaintenance
Keatcutting flactriziny
Maintenance Electricity _ Industrial
lr;du trial Eleztricity . Electricity
l{ionndltiomnq. Heating & Refrigera- Cabinot Making
F]P‘[ﬂﬁ Cocking
ainting Baking .
. Machine Shop Featcutting
" Farm Machinery Repair Sheet Metal
Scall Engine Repair Heating & .
Business Education Refrigeration
' Tallahassee Mental Attitudes Building Maintenance
Career Development Electrenics
Creative Writing Food Service
Art & Psychology Typing
Business Management
Pre-vocational Training
Auto Body Repairman
Auto Mechanics
Machine Shop
Masonry
Welding
Woodworking
Terminal Island Human Relations Drafting 117
Consumer Education Welding
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APPENDIX Il

This Apnendix Tists. by institution. all federal civil
service education and leisure activity staff employed in the

Federal Prison System.
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CENTRAL OFFICE

POSITION

Education Administrator

Asst. Education Administrator
Education Specialist
Education Specialist
Administrative Aide
Administrative Aide

NAME

McCOLLUM, Sylvia G.
JOHNSON, Shelvy E.
NIX, Jimmie .
EARLEY, Ed

MILLS, Wanda A.
STOKES, Linda J.

.. :.
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REGICNAL EDUCATION STAFF

SOUTH CENTRAL REGION

Education Administrator, Richard E. Cassell

SOUTHEAST REGION

Educaticn Administrator, Arthur R. Ellard

NORTHEAST REGION

Education Administrator, Dale W. Clark

'

NORTH CENTRAL REGION ;

Education Administrator, Margaret C. Hambrick

WESTERN REGION

_Education Administrator, Cana G. Straight




POSITION

Supervisor of Education

Asst. Supervisor of Education .

Program Analyst
Education Specialist
Educatior Technician

Instructor,
Instructor,
Instructor,
Instructor,
Instructor,

Supportive
Supportive
Supportive
Supportive
Supportive

Ed.
£d.
Ed.
.

tu.

Leisure Activity Specialist
Leisure Activity Assistant

o -
~ 4

NAME

CREECH, Ruth C.
SALISBURY, Joe
GIVENS, Marguerite
TENNY, Conna
McCORMICK, Nancy

. Vacant

GVINN, Sobbie

JOHNSON, bBetty

McNUTT, Joseph
TAYLOR, Cleopatra
CHEMSAK, Michael
FARMER, Robert M.




LLENWGOD

POSITION

Supervisor of -Education
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Leisure Activity Specialist

NAME

LANGDON, Norman
SEARLR; Boyd
GREGORY, Louis
HOWARD, John

500.4




QUV. D

1 £ C o ASHLAND
{ @ i P
R . POSITION - NAME
3 A : Superv1sor of Education , SAMMONS, J. T.
3 Asst. Supervisor of Fducation K BRITTON, William R.
Ce : Secretary , LONG, Llewilyn
i : Instructor, Supportive Ed. . . SHATTLES, David A.
i - Instructor, Supportive Ed. . . Vacant
h Ins:zructor, Supportive Ed. COMET, Ralph

Instructor, Suppeortive £d. AARRIS, Mary
Instructor, Supportive Ed. DICKENS, Fred A.
- Leisure Activity Coordinator - TUBBS, Isainn
Leisure Activity Specialist BEAR, Phillip
Instructor, Occupational Ed. SLIPPER, Frederick
Instructor, Occupational £4. CARMAN, Charic .
Instructor, Occupational Ed. PIERCE, Lester
Instructor, Occupational Ed. Vacant
Instructor, Occupational Ed. BRELSFORD, Neil
Instructor, Occupational Ed. PETTIT, Ronald
Instructor, Occupational Ed. CHESSER, Donald
Recreation Specialist DOBE, Daniel
Instructor, Supportive Ed. VANOVER, James
Instructor, Occupational Ed. Vacant
Instructor, Occupational £d. - BRALEY, Richard
Instructor, Occupational Ed. Vacant
Instructor, Occupational Ed. Vacant

BRSNS A RO R el i i T o A A M G 0 M e VP P TTT
< 2 s . S e

K wauie
)

ey

- N
:: 4
: L.y
I
L TR R T Eiii0 plans Zeuad
L - Y . h
r ) S
1 - oo i
N S
N c. EAEA

e BTt e G e ST s el st
e AT S SN e B L LR e b A S 2 e T R LY




R Y YT T

r-.; :v-m\\l. "

R

T , :‘,,(. . ,
R ISP R s A,

1

D b E

o e bt ke

inbaa prela Lo

o
R B

ATLANTA

POSITION

Supervisor of FEducation
Asst. Supervisor rf Education
Adminiszrative Assistant
Instriuctor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive Ed. .
Instructor, Supportive Ed.
Instructor, Occupational £d.
Instructor, Occupational £d.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instruc:or, Occupational Ed.
Instruccor, Occupational Ed.
Instructor, Cccupational Ed.
Leisure Activity Coordinator
Leisure Activity Specialist
Leisure Activity Specialist
Leisure Activity Specialist

- 500.6

NAME

PORTERFIELD, Donald G.
STRONG, William C.

" STATON, Charlies R.

GEBARA, FEdward W.
GRAF, George E.
JOHNSON, Nathan dJdr.
SMITH, Eddie L.
TODD, Robert L.
POUNDS, Jerry L.
CANUTELON, Rolland 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.




|
] ' 500.7
i .

BUTKER
 POSITION NAME

Supervisor of Education SEYLER, David A.
Education/Training Coordinator © DRIVER. Gary
Education Technician GILCHRIST, Barbara
Spec. Prog. Coordinator ADIR, Frank
Leisure Activity Specialist _ HARLESS, Richard A.
Leisure Activity Specialist SWANSON, fonald J.
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POSITION

Supervisor of fducation

CHICAGO

 NAME

HOGAN, Katherine

500.8




DANBURY.

POSITION

Supervisor of Education

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

500.9

NAME

WEIGLER, Richard .J.

PAQUETIE, Paul
ARAYA, Miry
BOGDAN, Greg
LIBBY, Delwin
MAHON, James
ORTIZ, Frank
COHEN, Charles
RARDIN, Richard
ROTUNDA, Frank




500,00

EGLIN |

Leisure Activity Specialist MEANS, Jim

- ‘ POSITION NAME
L Supervisor of Education "~ STEWART, Roberta
‘ . Instructor, Supportive Ed. APPLEGATE, Ralph S/

"'w_)_\/
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ENGLEWOOD | |

POSITION . NAME

Supervisor of £ducation WALLACE, Jimmie
Asst. Supervisor of fducation NYSTROM, Kar
Administrative Assistant DOLLAHITE, DBorothy
ADP (lerk ROBERTSON, Mary
Instructor, Supportive Ed. DAVIS, Ware '
Instructor, Supportive Ed. "BERKELEY, Chirles
Instructor, Supportive £d. RUSHKIN, Theodore
Instructor, Supportive Ed. GANS,. Marigene
Instructor, Supportive Ed. TVETEN, Edward
Instructor, Supportive Ed. DECLOVET, Fred
Instructor, Supportive £d. . HAVERTH, Donald
Instructor, Supportive Ed. : EPPS, Clifford
Instructor, Occupational Ed. DEVORE, Harold
Instructor, Occupational Ed. BECKER, Margaret
Instructor, Occupational Ed. STORSMA, Edward
Instructor, Occupational Ed. WILLTIAMS, John
Instructor, QOccupational Ed. FAIRBANKS, Earl
Instructor, Qccupational Ed. ADAMS, Jdames
Instructor, Occupational Ed. MILSTEAD, Donovan
Leisure Activity Coordinator DEWIG, Hugh

i

£k

Leisure Activity Specialist WOBBRQOCK, Thomas




POSITION

Supervisor of Education

Instructor,
Instructor,
Instructor,
Iastructor,
Instructor,
Instructor,
Instructor,
Instructor,
* Instructor,

Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive

Supportive

Supportive

FORT WORTH

Administrative Assistant

Instructor, Occupational Ed.
Instructor, Occupational Ed.
Leisure Activity
Leisure Activity

I‘A
o

NAME

CLARK, Robert
CARSWELL, John
CASEY, Joe '
COLLEY, Ella
JARVIS, ‘John
McVICKER, W. C.
‘WHITAKER, David
CAGGINS, Elliott
MOLINA, Sixto
LEVELS, Maxine
HOLTON, Nancy
KILLICON, Jack

! TACHECO, Hemrico
AGAMS, Clarence
KORWIN, Denis




'
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POSITION

Supervisor of Education
%ducation Specialist
Instructor, Occupational Ed.
ducation Specialist.
Instructor, Occupational Ed.
{ducation Speacialist
Education Specialist
Administrative Assistant

Leisure Activity
Leijsure Activity

NAME

DINGESS, Leslie
BLEDSOE, Don
FIOoL, Henry
MORA, Oscar
MYLLO, Carl
RODRIQUEZ, Eden
MACIAS, Robert
SILYA, Leon
CAMPBELL, John .
HICKMAN, Charles
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LEAVENWORTH

POSITION

Supervisor of Education
Asst. Supervisor of Education
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive fd.-
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Leisure Activity Coordinator
Leisure Activity Specialist
Leisure Activity Specialist
Leisure Activity Specialist

S

‘NAME

MOORE, Lonnie
HUFF, Charles
MCKAY, J. W.
SPENCER, J. F.
SPRINGNETHER, J.
SHOUSE, J. R.

MEVER, K. G.
FOWLER, John
BEALL, M. W,
SCHMITT, Thomas
NELMS, Al
EVANS, S. J.
VINCENT, D. P.
SMITH, L
9
s




LEWISBURG

POSITION

Supervisor of Education
Asst. Supervisor of Education
Education Specialist
Education Specialist
Instructor, Supnortive Ed.
Administrative Librarian
tducation Specialist
tducation Specialist
Education Specialist
Education Specialist
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Leisure Activity Coordinator
Leisure Activity Speciaiist
Leisure Activity Specialist
Instructor, Leisure Activity

NAME

NAVE, Cecil
TOEVS, Harold
YOUNGMAN, James
MECKLEY, Robert
LEVINE, Sidney
EVERITT, Jeffrey
SHAFFER, Charles
SWISHER, Jack
SCHOBERT, Fred.
SPEACHT, Pichard
MAHAN, Richard
BOTTIGER, Gerald
SHRIVER, Fred
ZUCH, Robert
FLECK, John
KWEST, Robert
BUFFONE, John
Reynolds, Jerry
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PCLITION

Supervisor of Education
Asst. Supervisor of Education
Education Specialist
Education Specialist
Education Specialist
Education Specialist
Education Specialict
Education Specialist
Instructor, Supportive Ed.
Instructor, Occupational £d.
Leisure Activity Coordinator
Leisure Activity Specialist

L e e TIU R eEy e -
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500.17

NAME

McCOLLOUGH, Janice
COPELAND, James B.
HEANEY, Bill
JEFFERSON, Katie
DOYLE, John
DEEKEN, Paula
KNIGHT, Suzanne
REICHERT, Don
REYNOLDS, Verla
STEPHENS, Jim
WANCHIC, Nick
MARTIN, Curtis




SUU. 10

© LOMPOC

POSITION : NAME

SCOTT, Donald R.
HAYS, Robert D.
WOLAHAN, Edward C.
KOLAKOWSKI, Gene f.

Supervisor of Education

Asst. Supervisor of tducation
Leisure Activity Coordinator

Instructor, Occupational Ed.

Instru’ tor, Supportive Ed.
Instructor, Supporiive Ed.

Instructor,

Occupational Ed.

Instructor, Supportive Ed.
Educatior. Technician
Supportive Ed.

Instructor,

BURRELL, Timothy T. Jr.
RICKS, Willie

Vacant

PANNKUK, Raymond R.
QUART, Sylvia

GROSSINI, Dennis J.

Instructor, Supportive Ed. STEPHENS, John E.
Instructor, Supportive Ed. DAY, Clyde C.
Instructor, Occupational Ed. MARKON, John J.

v Instructor, Occupational Ed. MURPHY, Walter L.
Instructor, Occupational Ed. HINKENS, Russell S.

* Instructor, Occupational Ed. GROSSMAN, John R.

“Instructor, Occupational Ed. MEKUS, Richard J.
Instructor, Occupational Ed. WATKINS, John H.
Instructor, Occupational Ed ALLEN, Cnarles S.

Leisure Activity Specialist

Leisure Activity Specialist
Education Specialist

Yy

SIMPSON, Billy
GARCTA, Louis
ALLEN, Byron

g )
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- Supervisor of Education

Administrative Assictant
Instructor, Supportive Ed.

“Instructor, Supportive Ed.

Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Occupaticnal fd.
Leisure Activity Specialist
Leisure Activity Specialist
Leisure Activity Specialist

f . MARION

500.19

HAME

WILLIAMS, Richard
WESTWOOD, Dennis
CHURCH, C. R.
DEEDS, Loren
HENK, Lawrence

" LANG, James

McMURRAY, Ken
STREED, James

"CHURCH, Robby

SHAFFER, tou

MUSKGRAVE, Richard
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McNEIL ISLAND

Supervisor of Education
Asst. Supervisor of Education
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive £d.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupaticnal Ed.
Instructor, Occupational £d.
Lteisure Activity Specialist
Leisure Activity Specialist
Learning Center Coordinator
Administrative Clerk

500.20

PALMQUIST . Joseph S.
EKBERG, Jerry L.
MERRITT, Morris
O'NETL, Clement J.
PATON, Rae V.
BARRONWS ., Walter M.
HORCWITZ, Leonard
OTIS. Robin E.
RANGE, Cornell H.
STEWART, Damon H.
BLOTZE, Jacob

BOWEN, William A.
BORAJAS, Eduardo Jr.
RAMSEY, Lloyd C.




POSITION

Supervisor of Education

Asst. Supervisor of Education
Leisure Activity Coordinator
Secretary

Leisure Activity Specialist

=
F
3

| _ MEMPHIS
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500.21

NAME

REYNOLDS, Harry L.
CYRUS, Joe

HOWARD, Larry
HARRELL, Sharon L.
TUMINELLO, Frank
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[ . MIAMI
POSITION _ . T RAME
Supervisor of Education " JONES, James B.
Supervisory Education Specialist TAYLOR, June A.
Education Specialist . s McKENZIE, Jerry T.
Instructor, Supportive Ed. BLANCO, Arturo
insturctor, Supportive Ed. : * CRIMI, Ronald
Instructor, Supportive Ed. MEYER, John L.
Instructor, Supportive Ed. : OWENS, Gloria A.
Clerk Typist CARRIER, Alecia
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MILAN

POSITION

Supervisor of Education
Asst. Supervisor of Education
Administrative Clerk

Inctructor, Supportive td.

Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructer, Supportive Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor. Occupational Ed.
Instructor, Occupational [d.
Instructor, Occupational Ed.
Leisure Activity Coordinator
Leisure Activity Specialist
Leisure Activity Specizlist
Instructor, Supportive €d.

C NAME

ANTHONY, William
BAKER, Bruce
ANDREWS, Bonrnie
McSHAN, Shirley
HENDRYX, Dennis
LAMS, Henry
RUSSELL, Robert
McHEER, Hary
MISKERIK, John
McKINNIES, Jimmie
CONSOLVER, Dave
LAYURENOVICS, Warner
STOWELL, Norman
YOAKUM, Marvin
PETEXSON, Scott
FOSTER, Stephen
DOS!ER, Carter

14g
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MORGANTOWN

POSITION

Supervisor cf Education
Asst. Supervisor of Education
Education Specialist
Education Specialist
Education Specialist
Instructor, Supportive td.
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Instructer, Supportive Ed.
Educaticn Specialist
Education Specialist
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Occupational Ed.
Instructor, Supportive Ed.
Leisure Activity Coordinator
Leisure Activity Specialist
Leisure Activity Specialist

. .50C. 24

NAME

MALONE, Michael R.

DAVIS, John
ESTLACK, Crystalee
TOMER, David
YUSUFF, Khurshid
LEINAWEAVER, Kay
HENRY, Mary
SMITH, John
CLARKE, J. Scott
UMSTEAD, Russell
BROWN, Daniel
SEE, Larry
GROSE, John
HUFFMAN, Gary
YERKOVICH, Rav
EDWARDS, Dixon
REICH, Cyril
STEWART, Brenda
BAILEY, Carey
JONES, Shawn
McCAULEY, Paul
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/ f MONTGOMERY

i

POSITION

Supervisor of Education

‘Instructor, Occupational Ed.
‘Leisure Activity Coordinator

500.25.

- NAME

SALL, Doug

-LAMOUREUX, W. A.

HUDSON, Charlie
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NEW_YORK MCC

POSITION

NAME

HARRIS, Robert

Supervisor of Education
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OXFORD

POSITION

Supervisor of Education

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

NAME.

CLEAVINGER, Ted
PUGH, Royce
SNIRER, Lyle
STREET, James
CARMICHAEL, Richard
KINGSLAND, Fred
JOHNSON, Duane
MACHKOVECH, Ester
MURRAY, Jose
JOHNSON, Lonnie
MERCHANT, Bruce
RODRIQUEZ, James

500.27
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POSITION

Supervisor of Education -
Acst. Supervisor of Education

Instructor,

- Instructor,

Instructor.
Instructer,
Instructonr,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor.
Instructor,
Instructor,
Instructor,

Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive

Occupational
Occupational
Occupationai
Occupational
Occupational
Occupational
Education Clerk

PETERSBURG
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NAME

LEWIS, Newton

~ JACOBS, Calvin

BLANKENSHIP, Richard
CLARK, James R.
FITZPATRICK, James
JARVIS, Rucsell D.
JAYNER, Larry T.
MCNTEMOPRA, Lawrence
MOORE, Vincent A.
NORBREY, Maurice
ROBINSON, Claire S.
RUSNAK, Phiilip W.
SMITH, Harold D.
SPENCE, Willjam
ELLIS, William
ETHRIDGE, Woodrow
FITCH, John W.
GENTRY, William L.
SUTTON, Robert
WINKLER, Gary D.
JOHNSON, Audrie D.




PLEASANTON

POSITION

Supervisor of Education
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Leisure Activity Specialist
Administrative Assistant
Education Coordinator
Leisure Activity Coordinator
Instructor, Supportive Ed.
Instructor, Supportive £d.
Instructor, Supportive Ed.

~a
I

NAME

KAHLER, Harcld
CARRAWAY, Rachelle
CAVANAUGH, Rachael
COVINGTON, Jim
HUGRES, Clara
HUNGATE, C.

“McVAY, George

SCHMITZ, Gerald
WALL, James
FERGUSON, Phylis
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SAFFORD &
POSITION 7 NAME
Supervisor of Education DOSHIER, Dale
Education Specialist - ROMERG, Frank

140
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POSITION

500.31

SANDSTONE

Supekvisor of Education
Administrative Assistant

Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,

Supportive Ed.

Occupational Ed.
Occupational Ed.
Occupational Ed.
Dccupational Ed.

Supportive Ed.

Occupational Ed.
Occupational Ed.

NAME

KETNER, David
HACKXBORTH, Otto
FAIT, Harold
BEAN, Jack
FRYE, Dale
HAYES, James

" NELSON, Harry
VESSEL, Marty
CHAMBARD, Glen
NELSON, Tony

Leisure Activity Coordinator
Instructor, Supportive Ed.

Leisure Activity Specialist
Leisure Activity Specialist

112

LOUVAR, Dick
CLAUSEN, Dale
LEXINGTON, Manuel
KATZ, Devid
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SAN DIEGO MCC

POSITION ' NAME
Supervisor-of Education : McNALLY, Thomas
1 |

-
. ]
) i
- '?.
. 3
3 -~
5 3
. i3
S
[N T Ereey
E.
L

8
<
1
:
§
¢
.




/
/.
/

- POSITION

SEAGOVILLE

/
Supervisor of Education

Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,

Supportive Ed.-
Supportive Ed.
Supportive Ed.
Supportive Etd..

Occupational Ed.
Occupational Ed.

Supportive £d.

Occupational td.

Leisure Activity Specialist
Leisure Activity Specialist

151

NAME

DOOLEY, Carl
BENTHUL, Jerry
BURCH, Jerry
TAYLOR, E. L.
WARD, Kenneth
CARSON, Lee
EBERLY, James
YANCEY, Kenneth
MEYERS, James

-JONES, Lunford

LEHRMANN, Curtis

500.33




 SPRINGFIELD
POSITION

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

500.34

NAME

MCFERREN, T.
RICH, Pete
SHANNON, James
CREGON, John
LOWREY, Boyd
DECKER, Bil1
DRIVER, Allen
PRIER, Fred
BAXTER, Donna
BILLS, David

 TUCKER, 'T.

STAUFFER, Allen

i

SN A AT

N

E A R S N




i

- Ty e e
OV R I
S e SN 3) ol - -

TALLAHASSEE

POSITION

Supervisor of Education

Asst. Supervisor of Education
Administrative Clerk
Instructor, ..pportive Ed.

NAME

Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,
Instructor,

Supportive
Supportive
Supportive
Supportive
Supportive
Supportive
Supportive

Occupational Ed.
Occuputional Ed.
Occupational Ed.
Occupational Ed.
Occupational Ed.
Occupational Ed.

Leisure Activity Coordinator
Leisure Activity Specialist

Leisure Activity Specialist

SUU. 35

EDWARDS, Davey
THOMAS, Cleveland
MEACHUM, Sonya
JAMES, Lewis

JONES, Warren H.
Vacant

MEUSCH, William J.
MORAGNE, Edward Jdr.
NESMITH, Panla D. .
PALMQUIST, Mark A
WATTS, Larry E. ’
DASHER, Coy B.
FRAZIER, Hershel
LANSBERRY, William R.
PAVIA, Manuel V.
SPEER, Richard
SWILLEY, John J.
BILES, Jack

McCELRAY, James

OTT, Paul W.
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POSITION'

Supervisor of Education
Instructor, Supervisory
Instructor, Supportive Ed.
Instructor, Supportive Ed.
Leisure Activity Specialist
Leisure Activity Specialist

Insuructor, Occupational Ed.
. Business Education

Instructor, Supportive Ed.
Librarian

Inter-Group Coordinator
Administrative Assistant
Leisure Activity Specialist

i ' : TERMINAL ISLAND

500. 36

NAME

BUTTS, D.
CROSIE", Stella
BURTON, Wanda
PEOPLES, G.
REARDIN, Dave

- HARDER, C.

COUCH, M.

NORMAN, O.

MECLURE, A.

BOOKER, M.

CARTER, James .
PROCTOR, Wiilie Mav
SIMMONS, Herberg




L .500.37
® TERRE HAUTE
POSITION ' NAME
Supervisor of Education -~ - - BOERINGA, George '
Asst. Supervisor of Education HAENZE, LeROY
Administrative Assistant SCANLON, Sharon
.Education Counselor SHIREMAN, Jerald
- ) Instructor, Supportive Ed. PENDER, Charles
2 T Instructor, Supportive Ed. LANCE, William
S Instructor, Supportive Ed. . VALANDINGHAM, Rick
Y : instructor, Occupational Ed. SMITH, Glen
T " Instructor, Occupational Ed. HAMBROCK, H. 0.
Instructor, Occupational Ed. MOLES, W. E.
4 Instructor, Occupational Ed. GREENWOOD, Harold
3 Instructor, Occupational Ed. PECK, John W.
3 Leisure Activity Specialist VELTRI, John
Leisure Activity Specialist ROSS, Rusty
Leisure Activity Specialist KERR, Ed

) R
St i Plaa "t“‘_«i"ﬁf R

e 0 e
e e ey

Lk




. 500.38.. ..
TEXARKANA
POSITION _ NAME
Supervisor of Education © 'WILLIAMS, Richard
) Administrative Clerk FILLINGAME, Gayie
S Instructor, Supportive Ed. BLACK, Thelma
S Instructor, Supportive Ed. _ BUSSEY, June
S : Instructor, Supportive Ed. WALLS, Gary
o Instructor, Occupational Ed. BOATWRIGHT, Ronald
O : Instructor, Occupational Ed. BROWN, Melvin
e o - Instructor, Occupational Ed. ' GORUM, James
o3 . Leisure Activity Specialist MILLS, Jack
o Leisure Activity Specialist JACKSON, 0lden
3 s ‘ "
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ADULT BASIC EDUCATION

English and Spelling

From A to 7
by Dee D. Hancock
Grade 1 level
o : Steck Vaugh Companyv
Austin, Texas '

Using English

by M. S. Robertson
Grades 3 - 4 :
Steck Vaughn Company
Austin, Texas

Everyday English

Harley Smith and Ida Lee King Wilbert
Grades 4 - 5

Steck Vaughn Company

Austin, Texas

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

Spelling for Writing

Robert L. Hillerick and Sharon Gould
Grades 1 - 8

Charles E. Merrill Publishing Company
1300 Alison Creek Drive

Columbus, Ohio 43216

Word Clues

Elizabeth C. Adamson

Grades 4 - 9

Charles E. Merrill Publicshing Company
1300 Alison Creek Drive

Columbus, Ohio 43216

1100 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
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© 600.2

Mott Basic Language Skills Program
Grades 0 - 6

Allied Council on Education
Galien, Michigan 45113

Reading

Reading for Understanding
Junicr Edition

Grades 3 -~ 8

Science Research Associates
259 East Erie Street
Chicago, I1linois 60611

SRA Readinag Lab 3a, 2b, 2c /
Grades.4 - 6

Science Research Associates

259 East Erie Street

Chicago, I1linois 60611

Programmed Reading

M. W. Sullivan and CID Buchanan
7 Grades 0 - 4

TE 1221 Avenue of the Americas
: New York, New York 10020

Working With Words, Revised
Mildred Putnam

Grades 2 - 3

Steck Vaughn Company

Post Office Box 2028
Austin, Texas 78768

"‘1’27*.’:"!?!‘;?

N

Working With Word Patterns, Revised
Mildred Putnam

Grades 2 - 3

Steck Vaughn Company

Post Office Box 2028

RSN IR R PR

- Austin, Texas 78768

o Adult Reader, Revised

% M. S. Robertson &
g Grades 3 - 4 R

Steck Vaughn Company
Post Office Box 2028
Austin, Texas 78768 %
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Mathematics

Steps to Mathematics, Revised
Book 1 and 2

Grades 1-- 4

Steck Vaughn Company

Post Office Box 2028

Austin, Texas 78768

Programmed Math for Adults
Series I and I

Sullivan Associates

Grades 1 -~ 12

Webster Division

McGraw Hil1 Book Company
1221 Avenue of the Americas
New York, New York 10020

Figure It Out

Books 1 and 2

Grades 1 - 8

Follett Publishing Company
1010 West Washington Boulevard
Chicago, I1linois 60607

Multfmedia Programs for ABE

System 80 . :

Records, filmstrips and learning kits in varicus subiect areas
Borg Warner Educational Systems

600 West University Drive

Arlington Heights, I11inois 60004

Ken Cook Education Systems

SR 100 Student Console _

Cartridge programs containing 16 mm fiimstrip and audio tape in many
areas including Basic Reading

Ken Cook Company

9929 West Silver Spring Road

Milwaukee, Wisconsin 53225

Merrill Phonics Skill Tapes

The sound and structure of words grades 1 thru 6
Cassette tapes and student workbook

Charles E. Merrill Publishing Company

7 - 1300 Alison Creek Drive

- Columbus, Ohio 43216

Merrill Mathematics Skilltapes

™ Grades 4 - 8
Cassettes with student workbooks
Charles E. Merrill Publishing Company

1300 Alison Creek Drive 160
Columbus, Ohio 43216 by
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Recognizing Words - Using Phonics

“aries nf 20 learning packages consisting of cassette tapes and
student activity books

Media Materials Incorporated

2536 Remington Avenue

Baltimore, Maryland 21211

Basic Word Attack and Basic Word Attack Skills
Sound filmstrips and study guides

Grades 2 - 3

Educational Development Laboratories

McCraw Hill Book Company

1221 Avenue of the Americas

New York, New York 10020

We The People Read

Grades 1 - 4

20 video tapes accompanied by worktext in riewspaper format
Cambridye Book Company

488 Madison Avenue '

New York, New York 10020

Nosotros Leemos

Grades 1 - 4

Designed for Spanish sbeaking adults who read below 4th grade level
in Spanish

20 video tapes with worktexts in newspaper format

Cambridge Book Company

488 Madison Avenue

New York, New York 10020

ENCLISH 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
Dictionary, Follett Book Company
1070 West Washington Boulevard

" Chicago, Illinois 60607

Los Verbos En Inglis

Book 1 through IV

Grades 7 - 8

Steck Vaughn Company

Post Office Box 2028

Austin, Texas 78768 .1(;i
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GED PREPARATION

Reading for Survival

A four book remedial reading series spanning
Grades 4 - 8

Cambridge Book Company

488 Madison Avenue

New York, Mew York 10002

Preparation for the High School Equivalency Examination

A five volume series focusing on the five areas of the GED includes
the following titles: '

Correctness and Effectiveness of Expression

Interpretation of Reading Materials in the Social Sciences

Interpretation of Reading Materials in' the Natural Sciences

Interpretation of Literary Materials

General Mathematical Ability ’

Cambridge Book Company

488 Madison Avenue

New York, New York 10002

Barrons Developing Skills for the High School Equivalency Examination
(GED) in Grammar, Usage, Speaking and Vocabulary

Barrons Educational Series

113 Crossways Park Drive

Woodbury, New York 11797

Parrons Developing Skills for the 1igh Schooi Equivalency cxamination
(GED) in Mathematics

Barrons Educational Series

113 Crossways Park Drive

Woodbury, New York 11797

Barrons Developing Reading Skills for the High School Equivalency
Examination in Social Studies, Science and Literature

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 Printing Office
North Capitol Street

Washington, D. C. 20401

Correctness and Effectiveness of Expression Preparation and Review
for the English Part of the High School Equivaiency Diploma Test
Arco Publishing Company

219 Park Avenue

New York, New York 10003
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.Genera] Matehmatical Ability Preparation and Rev1ew of the Mathemat1cs
Part of the High School Equivalency Diploma Test

Arco Putlishing Company

"~ 219 Park Avenue

New York, Ne:* York 10003

Reading Interpretation in Social Sciences, Natural Sciences and
Literature Preparation and Review for the Reading Part of the
High School Equivalency Diploma Test

Arco Publishing Company

219 Park Avenue

New York, New York 10003

English 2200 - A Programmed Course in Grammar and Usage: Second
Edition 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 - 10

Harcourt Brace Janovich Inc.

757 Third Avenue

New York., New York 10017

Basic Essentials of Mathematics
Revised Parts 1 and 2

Grades 5 - 9

Steck Vaughn Company

Post Office Rox 2028

Austin, Texas 78768

GED Multimedia Materials

Cambridge/KET GEN

Basic Skills Program

24 - 4% hour video tapes
with study guides
Cambridge Book Company
488 Madison Avenue

New York, New York 10022

SOCTAL ENUCATION

Guide to Beauty; Charm and Poise

g Ruth Tolman
g McTlady Publishing Corporation
b 3829 White Plains Road
s Bronx, New York 10467
= 165
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We Are What We Eat

Hazel Taylor Spetze and Patricia 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 It, Revised
Dorothy Y. Goble .

Steck Vaughn Company

Post Office Box 2028

Auctin, Texes 78768 {
Man and Woman: Myths and Stereotypes |
The Center for Humanities Inc.

Two Holland Avenue

White Plains, New York 10603

The Accent Series Reading levels 3 - 8
Titles include:

Accent on Personality

Accent on the World of Work

Accent on Family Finance

Accent on Jobs and Job Models

Accent on Consumer Education

Follett Publishing Company

1010 West Washington Boulevard
Chicago, I1linois 60607

Survival Handbook for Preschool Mothers
Helen Wheeler Smith

Follett Publishing Company

1010 West Washington Boulevard

Chicago, I1linois 60607

Multimedia Programs in Sncial Education

Parenting
Set of 4 filmstrips and 4 records or cassette
Titles 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, 111inois 60614 , 1€
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Job Opportun1t1es Now

Set of 6 filmstrips, 3 records or cossettes
Titles include: :
Requirements in the World of Jobs .
Achievting Success in the World of Jobs

Job Opportunities in a Restaurant

-Job Opportunities in a Hospital

Job Ojpertunities in a Department Store- -
Job Opportunities in a Supermarket
Society for Visual Education Inc.

1345 Diversey Parkway

Chicago, I1linnis 60712

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

Series II: Jobs and Employment
8 videotapes and workbook

Series III: Health, Safety and Well Being
14 videotapes and workbook

Series IV: Rights and Citizenship
8 videotapes and workbook

Cambridge Book Company
483 Madison Avenue
New Vork, HNew York 10022

LEISURE ACTIVITIES

Weight Lifting and Weight Training
George W. Kerkley

Arco Publishing Company

219 Park Avenue South

New York, New York 10003

Working Out With Weights
Steve Jarrell

Arco Publishing Company
219 Park Avenue South
New York, New York 10003

Ceramics Handbook

Richard Hyman

Arco Publishing Company

219 Park Avenue South l -
New York, Mew York 10003 L

600.8




Rod Lavers Tennis Digest

Rod Laver and Bud Collins
Follett Publishing Company
1010 West Washington Boulevard
Chicago, I1lincis 60607

Badminton

Paul and Sue Whetnall

Follett Publishing Company
1010 West Washingtoen Boulevard
Chicago, Il1linois 60607

Table Tennis

Chester Barnes

Barrons Education Series iInc.
113 Crossways Park Drive
Woodbury, New York 11797

Multimedia Project for Leisure Activities

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 field
Womens track and field

Society for Visual Education
1345 Diversey Parkway
Chicago, Iilinois 60614
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3 _ //' ‘ ' T S o DATE
: ’ NUMBER / ’ SUBCECTY ‘ ) X - - ISSUED
F : / ‘ : o
oF 12001 Relationships With Professional Organi-
) zations , - 4-5-66
©7001.28 . Apprenticeship Training In Institutions 6-10-74
7300.42D Incoming Publications - - - 10-18-77
o , .
3 7300.55A College ..vel Programs for Inmates - 6-10-74
g 7300.638 Education, Training and Leisure Time
= ' Program Standards A _ 5-11-78
g 7300 83A Inmate Arts, Hobbycrifts and Literary
. Works 6-26-74
-5 7300.87 Pre-Release Program 8-4-73
%é 7300.88 The Recreation Program As A Treatment
-3 Tool and Guidelines for Its Administration 12-10-73
b 3 7300.100 Inmate Manuscripts 3-18-76
%; 7300.1158 Inmate Organizations ' 1-16-78
E? 7300.118 Guidelines For the Development of the
X Total Institution Social Education
o Experience 8-G-76
= 7300.128 Optional Programming (Education/T) 11-22-77
3
9 7300.137 Education Tests: Minimum Standards for the
E Administration, Interpretation and Use At
F A1l Bureau of Prisons Institutions 6-15-78
7] 7500.208 Work/Study Release Policies and Procedures ~ 11-16-71
,f 7500.25C Inmate Participation in Community -
; Activities 7-30-76 ;-
{; 8320.28B On-The-Job Training Programs 6-15-74 f
i
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.The policy statements listed below pertain to certain subjects
covered in the Education Handbcok and they are referenced in the text.
They are not included in this apoendix, however, because they were -
not issued by the Education Services Section and are. ‘acluded in
manuals and handbooks issued by other branches and sections of the
Federal Prison System.

NUMBER

1001.5A
2001.2B

3430.1D
3430.2

35000.1A
7300.718

7600.50C

SUBJECT

Management Assistance Visits to Bureau
of Prisons Facilities and Activities

Access to Legal Reference Materials
and Preparation of Legal Documents

Performance Evaluation Program

Performance Evaluation Plan for
Probationary Employees

Production Training Units

Inmate Programs Reporting System
Training and Reference Manual

Extra Good Time

165

DATE

5-8-72
9-13-74

9-15-74
6-14-76

5-9-77
10-21-77
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0 P.Y. ... - S
FEDERAL Pmsow SYSTEM ; WASHINGTON, D.C. 20534

NUMBER
: o 9 A . ]
Policy Statement 1200.1
RN R . DATE

X552 SUBJECT:  RELATIONSHIPS WITH PROFESSIONAL 4-5-66
-
) 3 ORGANIZATIL™S
'3':—“? FPI.MI—9-10.76 24.€130

1. POLICY. It is the policy of the Federal Prison Service that:

a. Professional societies whose activities and interest relate to the
Federal Prison Service mission and are consisient with Federal
Prison Service policy shail be offered every reasonable ass1stance

and encouragement. |

b. The Federal Prison Service shall, in the public interest, comnunicate
with and seek suggestions from professional societies which evidence
an interest in helping to solve problems bearing on the Federal Prison
Service mission.

c. Employees shall be given reasonable encouragement toward their personal
development and performance improvement through membership in profes-
sional societies.

d. Employees shall be encouraged to attend meetings of professional

societies when they can be spared from their assignments, and their
. attendance wouid be to the advantage of the Federal Prison Service
® to equip them to better perform their duties.

e. When it is determined that needed services cannot be practicably
4 obtained elsewhere, wardens can, and are encouraged to, contract
3 with a professional society for the service. (Note: It is the

o Federal Prison Service's policy that no employee will receive pay
& from the professional society for work performed for the society
& in connection with the society's contract. Each proposed contract
must be given appropriate Central Office legal review.)

Z. PURPOSE. This order encourages the parsonal development of the Federal

Prison Service's work force through participation in profes-
sional societies and clarifies the Federal Prison Service's relationship
with these organizations.

3. COVERAGE. This Policy Statement covers all employees of the Bureau of
Prisons, Federal Prison Industries, Incorporated and members
of the Public Health Service serving with the Bureau of Prisons.
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4. PERMISSIBLE SUPFORT TO EMPLOYEES.

a. The Federal Prison Service will encourage employee membership in
professional societies when the purpose of membersh1p is one or
more of the ‘ollowing:

(l) To acquire knowledges and skills needed ir the performance of
offjcia] duties.

(2) To acquire information which will make a significant contribu-
tion to improved conduct, supervision, or management of assigned
functions.

(3) To contribute to the pool of professionai knowledge from which
the Federal Government draws.

(4) To provide information concerning the Federal Prison Service to
fulfill a public interest obligation.

(5) To enable rcsolution of mutual problems of the Federal Prison
Service, uther Government agencies, and industrial and profes-
sional activities wherein common resoluticn 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:

(1) Registration fees.
(2) Libra»y and laboratory fees.
(3) Purchase or rental of books, materials and supplies.

(4) Travel and per diem.

¢. Institutional membership in a given professional society may be
authorized. Requests for institutional membership will be approved
by the Assistant Director, (Management), after coordination with
the Central (Office Service Head and the Central Office Personnel
Officer who will maintain and disseminate a current list of tne
societies in which the Federal Prison Service has institutional
membership.

NOTE: Under no circumstances will the Federal Prison Service pay
for individual membership for employees.
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d. Financial support may be provided when benefits will be derived by
the Federal Prison Service. bBriefly, this support to our employees
may be as follows: )

(1) When attending meetings away from their duty station, travel and
per diem may be paid and employees placed ir a duty status when:

(a) They participate as panel members or speakers, or to present
a professional study in a program and their attendance fui-
fills one or more of the conditions of paragraph 4a.

(b) They are invited as the recipients of awards to individuals,
groups and facilities.

(2) When attending meetings within the commuting area of their duty
station, employees may be placed in a duty status if one or more
of the conditions of paragraph 4a are met,

(3) Supervisors will adopt a liberal attitude toward approval of
annual Teave for any employee desiring to attend a professional
society meeting when the conditions of paragraph 4a are not met
and when his absence will not interfere with the accomplishment
of the workioad.

5. PERMISSIBLE SUPPORT TO PROFESSIONAL SOCIETIES.

a. Accommodations. Wardens may, in the public interest, make available
to eligibie professional societies institution conference rocms,
libraries, and similar accommodations for conducting meetings,
symposiums, conferences, seminars, or literatura search; for pre-
senting exhibits or demonstrations; and for other activities con-
cerning correctional subject matter and technology, when those
accommodations can be spared without detriment to institution pro-
grams cr loss of productivi:y.

b. Public Awards. Reasonable assistance may be given professional
societies, including co-sponsorship, in granting awards to those
who have made significant contributions to corrections. The Central
Office 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 with the officers and the member-
ship of professional societies on matters of interest to the Federal
Prison Service. This may include ainy number of possible courses of
action. Some of these are:

(1) The sponsorship of a symposium or problem solving meeting.

(2) Open invitations to all members of a professional society to
submit their views or recommended solutions to specific problems.

(3) Requesting permission for Federal Prison Servi.e personnel to use
a society's library and research files. ‘

(4) Issuance of invitational travel orders and payment of expenses to
non-Government professional society members to consult with Fed-
eral Prison Service officials.

b. Wardens are encouraged to contract with a professicnal society for
needed services after it has been determined that they cannot be
obtained elsewhere.

7. CONFLICT OF INTEREST AND ELATED MATTERS. While effective participation

- in professional societies,
including the holding of office in those societies, is desirable both from
the Federal Prison Service's and the employee's point of view, employees
must avoid any real or apparent conflict of interest in connection with such
participation. For example, they must not:

a. Directly or indirectly commit the Federal Prison Service to a course
of action not approved in this Policy Statement.

b. Espouse any cause which might be detrimental to the interest of the
Government.

" c. Permit their names to be attachad to documents, the distribution of
=hich would likely embarrass the Federal Prison Service.

d. Under any circumstance, receive pay from a professicnal society for
- work performed for the society in connection with the society's
contract with the Federal Prison Service.

8. AUTHORITY. Wardens and Central Office Service Heads are authorized and
responsible for implementation of this Policy Statement.

9. RESPONSIBILITIES. The Central Office Personnel Officer is responsible
for issuing imclementing directives and guidance
pertaining to the broad area of the Federal Prison Service's relationships
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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 pubiic policy or law
and to issure that it will be improbable that Federal employees will be in
a position to unwittingly violate conflict of interest statutes.

/s/
MYRL E. ALEXANDER
Director, Bureau of Prisons
Commiscioner, Federal Prison Industries, Inc.
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FEDERAL PRISON SYSTEM WASHINGTON, D.C. 20534
L3 ’ NUMBER
Policy Statement | jonax
: DATE
" SUBJECT: APPRENTICE TRAINING IN INSTITUTIONS 6-10-74

FPI-MI—9.10-7¢. M-0128

1. PURPOSE. To inform institutions that the Bureau of Apprenticeship and

Training, Manpower Administraticn, U. S. Department of Labor,
through its Regjonal, State and area representatives, will mzke the BAT's
personnel available to educational staffs for the development of approved
apprenticeship programs to assist in providing good training opportunities
for inmates.

2. DIRECTIVE AFFECTED. Policy Statement 7001.2 dated 8-23-71 is hereby
cancelled. '

3. BACKGROUND.  The BAT is the Nation's chief promoter in the development

and implementation ~f programs of apprentice training.
Through the Office of Special Activities it is engaged in assisting Federal
and State correctional institutions in the development and registration of
programs of apprenticeship for inmates. By utilizing these services, the
Federal Pricon System is provided an excellent opportunity to take advantage
of additional training resources within the institutions' maintenance shops,
industries and other areas where standards of apprenticeship can be affective
in the training of inmates for career employment in various trades and
occupations.

4. INFORMATION. Attached to this Policy Statement is a 1ist of BAT Regional

and Stute representatives nearest to the institutions of
the Bureau of Prisons. These representatives will be available to discuss
the feasibility of establishing an apprenticeship program in a correctional
institution. These officials should be contacted first for discussing and
planning the development of prograns.

5. ACTION.

a. Contact both the Regional and State Apprentice Training Representative
in your darea.

b. Establish a meeting with these representatives and discuss the pros-
pects of organizing an apprenticeship program.

C. Advise the Regional Administrative Officer (Education) about the
results and progress of the meeting.

d. Request thiough the BOP Regional Office any assistance required foi
the establishment of these programs.
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BOP Regional Office will coordinate with the Central Office,
Education Branch. ,

/s/

NORMAN A. CARLSOM

Director. Bureau of Priscns

Commissioner, Federal Prison Industries, Inc.
4 I .
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INSTITUTION

BUREAU OF APPRENTICESHIP AND TRAINING
{DIRECTORY OF REPRESENTATIVES)

Attachment
7001.2A '
6-10-74

Atlanta, Georgfa 30309
F1S: 404-526-5405

REG10Y REGIONAL OFFICE STATE CFFICE ﬁ»
1. Danbury I Jerome J. Haggerty John H. Burnes :
Regional Director State Supervisor of Apprenticeship
Bureau of Apprenticeship & Training ) Training
John F. Kennedy Building Post Office Building
E Rocm 1703-A Rocms 303-3043
e Govermment Center 135 High Street
Boston, Massachusetts 02203 Hartford, lonrecticut 06101 )
FIS: ¢©17-223-6740 F1S: 203-244-3336
- : ) . A , - :
2. Petersburg I J. B. Archer -Korris H. Holt = - } N
Regional Director State Supervisor of Apprenticeshi;:
Bureau of Apprenticeship 8 Training Training -
P. 0. Box 8796 400 North 8th Street '
Philadelphia, Pennsylvaniz 19101 Richmond, Virginta 23240
FI1S: 215-438-7700 FIS: 703-782-2433 ‘
A
3. tewisburg 111 (Same as Petersburg) Paul R. Smith . 3
’ - State Supervisor of Apprenticeship
- Training :
e Federal Building Rocm 772
’ Harrisburg, Penrsylvania 17108
F1S: 717-782-3496 3
4. Wntgomery [V George . Sabo George u. Davis §
Regional Director State Supervisor of Apprenticeship
—— Bureau of Apprenticeship 8 Training Training :
‘. 1371 Peachtree Street, NE South Twentfeth Building

1331 9th &renue, South

B8irmingham, Alab2ra 35205 1..’j
FI13: 205-328-3323 LA
i . §
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s, Tallahassee

6. Atlanta

8. €Egqlin

9, Marfon

7. Ashland

1y

v

v

v

(Saze as Montgomery)

(Saze as Montgomery)

(sane as Montgomery)

{Sane as Hontgomery)

Thormas Augustine

Regional Director

Bureau of Apprenticeship
& Training

U.S. Courthouse & Federal Office
Building - Room 854

219 South Dearborn Street

Chicago, I1linois 60604

- FIS:  312-353-7205

RISy J, 3 s T e
Page 2
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~ (Vacant)

State Supervisor of
Apprenticeship Training

Suite 418

1309 Thomasville Road

Tallahassee, Florida 32303

FTS: 904-377-4231

Williaa 1. Elrod

State Supervisor of
Rpprenticeship Training

1371 Peachtree Street, N&

Atlanta, Georgia 30309

FTS: 404-526-5403

James M. Fitzgerald

State Supervisor of
Apprenticeship Training

Federal Building, Room 187L

600 Federal Place

Ltouisville, Kentucky 402G2

FIS: 502-582-5223

(Same as Tal_lahassee)

Joseph T. Sullivan
State Supervisor of
Apprenticeship Training
6311 St. Charles Road
Berkeley, 111inois 60163
FIS: 312-547-94G0 1'“
o
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10.

11.

12.

13.

‘Terre Haute

Milan

Sandstone

vl

" {Same as Marion)

(Saxe as Marion)

(S2e as Marfon)

Ralph Hunt

Deputy Regional Director

Bureau of Apprenticeship & Training
Mayflower Building, Room 312

411 North Akard Street

Dallas, Texas 75201

FIS: 214-749-2991

Page 3
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7001.24
6-10-74

Kirl R. Heninger

State Supervisor of -
Apprenticeship Training

Century Building, Room 416

36 South Penn Street

Indianapolis, Indiana 46204

FIS: 317-633-7626 :

_William A. Price
~ State Supervisor of

Apprenticeship Training
Hollister 8uilding, Room 451
106 West Allegan Street
Lansing, Michigan 48333
F1S: 517-372-1557

Ralph W. Dallman

State Supervisor of
Apprenticeship Training

Federal Building and U. S.
Courthouse, Room 134

316 Robert Street

" $t. Paul, Minnesota 55101

F1S: 612-725-7951

Willfaa J. Houliston

State Supervisor of _
Apprenticeship Training

U. S. Post Office & Courthouse

Building, Room 725

. 3rd and NKorth Acbinson Streets

Oklahoma City, Oklahoma 73102
FTS: 405-231-4559° :
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14. La Tuna VI (Same as E1 Reno) Carrol Foren
. State Supervisor of .
Apprenticeship Traini. 3
Room 1003 '
1416 Commerce Street
Dallas, Texas 752391
F1S: 214-743-2176
15. Seagoville . VI {Same as E1 Reno) (Same as La Tuna)
16. Texarkana V1 (Same as E1 Reno) {Same as La juna)
17. Leavenworth VIII Raymond C. Tillotson Thomas P. McGinnis
Regional Director State Supervisor of
Bureau 57 Apprenticeship & Apprenticeship Training
Training 320 West 33rd Street
Federal Office Bldg., Room 2107 Topeka, Kansas 66611
911 Walnut Street FIS: 913-233-8236
Kansas City, Missouri €4106
F1S: 816-374-3856
18. Springfield vII (Same as Leavenworth) Carlos E. Rutledge
State Supervisor of
Anprenticeship Training
Rocm 554
1 s 9 2]0 North 12th Blvd.’
- 52 St. Louls, Missouri 63101
FTS: 314-522-4522
| 15,
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19. Englewood viII Warren C. Van Horne (vacant)
Acting Regional Director State Supervisor of
Bureau of 5pwrent1cesh1p Apprenticeship Training
& Training Federal Building
Federal Building Lock Box 3503
1961 Stout Street 1961 Stout Street
Denver, Colorado 80202 Denver, Colorado 80202
FTS: 303-837-4791 FT1S: 303-837-4793
20. . ompoc X Morris E. Skinner .Edward T. Denny
: Reyional Director : State Supervisor of
-Bureau- of Apprenticeship Apprenticeship Training
& Training Room 2015 - P. 0. Box 36Q17
. Room 10451 - P. 0. Box 36084 450 Golden Gate Averue
] 450 Golden Gate Avenue San Francisco, California 94102
' San Francisco, Caltfornia 94102 - F1S: - 415-556-3201
i FT1S: 415-556-1186 , '
21. Terminal Isl. X (Same as lompoc) (Same as Lompoc)
22. - Mclieil Isl. X Roscoe H. Burt V. Milo Hansen
‘ Regional Director State Supervisor of
Bureau of Apprenticeship Apprenticeship Training
& Training Suith Tower 2006
Arcade Plaza Building, Reom 2055 §06 Second Avenue
1321 Secornd Avenue S2attle, Washinaton 98103
Seattle, Washington 98101 FTS: 208-333-4736
FIS: 206-442-5287
1505 18C
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FEDERAL PRICON SYSTEM = ‘ WASHlNGTON. D.C. 20534

/ y o | ; o o NUMBER
Policy Statement | nww
K ' . : DATE
" SUBJECT:  INCOMING PUBLICATIONS ' 10-18-77

FPioMi—B 10 786 2u 6136

-

1. PURPOSE. The purposes of the changes in policy incorporated in this State-
ment are: '

a. To permit inmates to subscribe to publications without prior apprcval.

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. i

3. DIRECTIVES AFFECTED. Policy Statement 7200.42C is hereby superseded.

4. CUIDELINES.

a. This policy applies to publications, which means magazines, newspapers,
and books. It does not include such materials as advertising brochures,
flyers, and catalogues. Publications may be ordered either directly from
the publisher 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 themn.
After appropriate inspection the books will be delivered to the inmate/
student.

A publication is not acceptable if it 1s determined to be detrimental to
the security, good order or discipline of the institution.

The Chief Executive Officer at each institution will designate the staff
members responsible for reviewing and approving incoming publications.

It 1s recommended that an inmate who wishes to order a publication speak
to a designated staff{ member. to ascertain whether the publication is
approved or 1lftkely to be. This prior discussion is not required, but it
may avoid disappointments and bookkeeping problems where a publicaiion is
definitely unacceptable.

e e
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A publication may be excluded from the institution on the basis of the
standard of paragraph 4 b above. A book or issue which demonstractes

T

Ty
SHLa

%




Page 7V
7360.42n
10-18-77

unacceptability on that standard may be placed on an excluded

list. A subscription publication which is questionable may re-.

quire the review of several issues before a decision ig made as

to permitting or excluding the publication. Occasionally, individual

issues of otherwise permitted publications may be found to be unac-

ceptable and may be individually excluded. It 1is suggested that

T this policy can best be implemented by having posted in the mail

‘ room a list of permitted publications and another list of excluded
publications. When a publication is received, the mail room officer
can refer to this list, to see whether it can be delivered or not.
A publication which i3 not listed would be referred to the designated
gtafi for review and decision.

R A B e o e R ™

e. As indicated in 4b 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, discipline or good
order of the institution. It should not be based solely on its
religious, philosophical, political, social or sexual views.

f. Where a publication is found to be unacceptable under this Policy
Statement, the inmate will be advised in writing of the decision and
the reasoris. 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 will be sent to the publisher, with a request to discontinuc
the mailing if {t is a subscripticn which is found unacceptable. The
publisher will be advised as weil that he may obtaim an independent
review of the rejection by writing ro 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.

g. Limits may be set locally, for housekeeping and security reasons, on
the number of publications an limate may receive or may retain in his
quarters.

h. Ordinarily, when an inmate is tranzferred, the receiving institution
should permit completion of any subscription which has been approved
by the sending institution. Upon transfer, the inmate should notify
the publisher of his new address.

'
.

5. ACTIOM. 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 Pregrams for re-
view.

6. THIS POLICY STATEMENT WILIL_BE TRANSLATED INTO SPANISH.

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries
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FEDERAL PRISON SYSTEM

WASHINGTON, D.C. 20534

NUMBER

P@E}@y Statement 7300.56A

DATE
SUBJECT: COLLEGE LEVEL PROGRAMS FOR INMATES ‘ 6-10-74

|
J

POLMI—D.15.76.1M-6136

1. PURPOSF. To establish policy and procndurcs for the inplementation of col-

lege level programs.

2. POLICY. It shall be the po]icy of the Bureau of Prisons to encourage in-

mate involvement in college level programs when.ver an inmate is
interested in college level studies and his treatment team agrees that such
involvement is an appropriate treatment goal. The term "ccllege level pro-
grams"” as used in this Policy Statement shall include courses of study pro-
vided by junior or community colleges, four year colleges and universities
and post- secondary vocational or technical schools.

3. DIRECTIVES AFFECTED. Policy Statement 7300.56 dated 7-13-70 s superseded.

4. ACTION.

a. In cases where an inmate is interested in college level work and his

treatment team agrees that it is an appropriate program goal. a thorough

review should be made of possible sources of tuition suppert: the in-

dividual inmate's resources, elgibility to veterans' benefits, support

by state administered Vocational Rehabilitation funds, or such other
appropriate resources as may be available. Institutions of higher

learning may consider waiving tuition costs in selected cases. Assistance

from the Regional Office might be helpful in this connection and such
assistance is available upon request.

b. Institution funds for college level programs should be planned and
programmed for on an annual basis and appropriate budget support
sought. ‘It is anticipated that treatment goals involving collcge
level programs will be appropriate for approximately 20 to 35% of a
particular institution's population depending on age distribution of
inmates and related factors.

. Participation in a college level program, where institutiona’ funds
or where other Federal resources are used, will be open to those
individuals for whom the treatment team has indicated that college
Tevel work is an appropriate program goal. :

(o]

d. The institution may, as resources permit, pay up to 507 of the cost
of college level courses and related expenses in those cases where
college level participation has been determined by the treatment

182
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team to be an appropriate goal and it has been determined that
individuels concerned do not have the personal resources to pay
total cost. Institutions are encouraged {o pay-total costs when '
budget resources permit, it has been determined that all other
sources of support are uravailable, and it has been determined
that college level participation is a treatment need of the
individual. :

These financial arrangements shall apply to institutional and com-
munity based (study release) and correspondience programs offered by
junior or community colleges, four year colleges and universities
and post-secondary vocational or technical schools.

In the event an inmate withdraws from a course for personal reasons,
immediate action should be initiated to obtain a refund of the Govern-
ment's share of the tuition.

Post-release planning should consider college application and entrance
among the realistic alternatives open to releasees whose treaiment
goals, while in the institution, included preparation for or involvement
in college level programs. Federally insured student loans, work-
study programs, foundation tuition grants, individual scholarchips,
and other resources should be examined and applied for where appro-
priate well in advance of the jindividual inmate's anticipated release
date. The attached 1ist shows some of the major possible socurces of
tuition support. The Education Department of each institution shall
be responsible for researching grant and other support sources and
assisting residents in making appropriate application for such
assistance,

/s/
NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Induscries, Inc.
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SOURCES OF POSSIBLE COLLEGE ‘LEVEL TUITION SUPPORT OR

INFORMATION ABOUT SUCH SUPPORT

Washington, D. C. 20201. :
tach state has its own Rehabilitation Administration Agency.

A complete 1ist of state VRA agencies can be obtained from RSA - HEW -
Wzshington, D. C.

Veterans Administration - Veterané Benefits Office, 2033 M Street, N. W.,

. Government Insured Student Loans* - (primarily for study-release cr poct-

. College Mork Study Program - Students work as laboratory assistants,

Washington, D. C. 20421.
release college enrollment). Applications for loans may be obtained from
individual banks or financial assistance officers of college or universities.

Students may borrow up to $1,000.00 academic year for under-graduate
study and $2,500.00 for graduate and "Professional" studies.

cafeteria helpers, teachers assistants, playground superviscrs, etc. Jdp
to 15 hours per week during school term and up to 40 hours per week during
vacations. '

Basic Educational Oppertunity Grant Program - These HEW - Office of Edu-

cation grants can be used to help defray the costs of tuition, fees,
room, board, and miscellaneous expenses for students attending over 5,000
eligible colleges, universities, junior colleges, vocational, technical,
career training schools, and hospital schools of nursing. For additional
information write to the address listed below and refer to Clearinghouse
Distribution No. 4-74 of May 8, 1974.

For further information about items 3 - 5 write:
Division of Student Financial Aid

Bureau of Higher Education

U. S. Office of Education

Washington, D. C.

"Need a Lift?" - An annually revised 132 page handbook published as a

part of The American Legions Education and Scholarship Program to assist
«"1dents, parents, and counselors to secure current information on
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careers, loans and scholarships. Available from The American Legion,
Dept. S., P.0. Box 1055, Indianapolis, Indian. 46206, ($0.50) prepaid
or in quantities of 100 or more $0.30 per copr.

*Note: Prepayment of part or all of the loan may be cancelled if student-
borrower becomes a teacher and teaches in certain designated schools.

, /
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| ' S o NUMBER
(.4 .‘,A_- . . ‘ .
P@h@y Statement 0.

4 ' . DATE
SUSJECT tducation, Tr‘a"‘mg and Leisure-Time MAY 11 158

Program Standards

1. PURPOSE. To establish standards for inmate education, training and leisure
activity programs in the federal prison system.

2. DISCLISION. The Bureau of Prisons wishes to establish uniform education,

training and leisure activity standards for programsthroughout
the federal prison system. Uniform standards are necessary for purposes of
program accountability and evaluation and for resource allocation. In addition,
experience suggests that cleariy defined standards contribute to effective
orogram management and thereby enlarge inmate education, training and leisure
activity opportunities. Additionally, uniform standards facilitate comparative
cost-benefit analyses which can serve as the basis for further program improve-
ments.

o
s

5. DIRECTIVES AFFECTED. Policy Statement 7300.63A dated 7-18-74 is hereby

cancelled. Reference is made to Leisure Activity
Policy Statements 7300.88 (12-10-73), 7300.83A (6-26-74) and Sccial Education
7300.118 (8-9-76).

4. GGALS. A1l inmates with the need and capacity should, during confinement:

a. ... complete the Acdult Basic Lducation Program;

b. ... complete the Adult Secondary Education Program;

C. ... acquire or improve an employable skill through one }
or more programs of QOccupational Education; '

d. ... complete one or more Postsecondary Education activities;

e. ... comnlete one or more organized Sccial Education acti-
vities;

f. ... complete one or more prescribed Leisure activities.

(See Policy Statement 7300.38, 12-10-73 and 7300.83A
€-24-74 for related leisure activity program standards).

5. STANDARDS. The following standardsshall apply to full time Civil Service
and contract teachers in all federal correctional institutions

'j (because of their differing mission, these standards shall not apply to
3 metropolitan correztional or detention centers).
; 193
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Minimum class size; daily houfs of instruction
teacher-student contacts and program completions.

? ABE ASE oo
(Adult Basic {Adult Secondary (Vocational
fducation Education) Training)

incl. E.S.L.)

Min. Cless size
per instructor
(no. of students

in average daily

attendance) 10 15 15
Teacher-student con-

tact hours per day 60 90 : 30
Teacher-student con- '

tacts per year 200 300 15 - 720%
Completions per in-

structor, per year 45 50 9 - 430**

*Yocational Training

Length of VT programs and number of contacts will vary as follows:

iWvmber of teacher-student

Length of Program contacts per year

1 year 15

3 months 60

1 month : 165 (11 mo. yr.)
1 week (exploratory programs)*** 720 (48 wk. yr.)

** VT program completions should be approximately 60% of enrollments.
»** A1l VT programs under 100 hours are exploratory programs.

NOTE: Where any instructor teaches less than full time, all standards will be
scaled proportionately.

B. Leisure Activities and Social Education (LA and SE)

Leisure activities and social education are organized in different
ways in different institutions. Additionally, non-education staff
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sometime share responsibilities for development and super-
visicn of these activities. Therefcre no national standards
shall be established for class size. daily hours of instruction,
teacher-student contacts and progran 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 Regicnal 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

§é2-10-§3). 7300.83A (6-24-74) and Social Education 7300.118
-9-76).

The following are definitions 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 prograw completion shall be the
achievement of GED national norms determined by The American
Council on Education or a high school diploma (if a student
achieves both through separate courses of study each shall
be ccunted as a complietion).

~ An ASE Refresher course may be counted as a completion
for inmates who already have a high school or GED, but who
participate in secondary level programs to improve their
skills.

3. VT - a vocational training completion shall be the
achievement of a certificate by a state, federal or
professional organization or an accredited educational
institution. Where programs are not certified or part
of an approved apprenticeship program, a completion shall
be measured by a student receiving a certificate for
passing an examination cpproved by the Bureau's Education
Administrator. All courses which do not lead to
certification and/or are less than 100 hours in length
shall be considered exploratory courses.

4. PSE - a postsecondary education program completion shail
be the receipt of a passing grade in a course provided by
an accredited postsecondary educational institution.
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5. LA and SE - 2 leisure activity or social education
gctivity shall be considered compieted when a student
nas met the participation and achievement standards
astablished by the institution for that activity.

Jnly activities in which participation is expected and
attendance taken shall be reviewed and- evaluated.

6. PROGRAM CHARACTERISTICS.

"a. The Education Program will operate on a 12-month basis with minimum
break periods for holidays. :

b. School and other education activities shall be programmed at least
10 hours per day. (They need not be consecutive; e.g., 7-11 a.m.,
1-4 p.m., 6-9 p.m.).

c. Opportunities for residents to participate in activities supervised
by the education department will be_avai]able seven days a week,

d. Supervised evening and weekend activities will be scheduled at
least four hours on Saturdays and at least two hours on Sundays.

e. FEducation, training and leisure programs will develop and establish
maximum use of community resources. This can be in the form of
study release, education furloughs and "in-house" use of cutside
resources.

f. Education opportunities will be provided for bilingual and bi-
cultural residents. To ensure achievement of this program
characteristic, it 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 utilized.

g. Recruitment and staff practices of supervisors of education
will give strong support to the Bureau's general policy of en-
couraging the employment of bilingual/bicultural persons, min-
orities and women to serve most effectively the needs of the resident
population,
7. PROGRAM PLANS. supervisors of Education will submit by July 1 of each
fiscal year to the Chief Executive of their institutions
(with a copy to the corresponding Regional Education Administrator and the
Education Administrator, Central Office) an annual plan of action which. reflects
the standards outlined in this Policy Statement. These plans of action will

include the establishment of specific quantitative goals for each of the
following program areas:
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Adult Basic Education
Adult Secondary Education
Occupational Education’
Postsecondary Education
Social tducation

Leisure Activities

8. STAFF ASSISTANCE VISITS. A1l pregrams shall be evaluated against

‘ these standards and these evaluations shall
be included in Regional Education Administrators' annuai staff assistaiice
visit reports. These reports shall provide quantitative performance data
for all program areas for which national or local quantitative standards
have been established.

9. REVIEW OF STANDARDS. These standards and definitions shall be
reviewed periodically (no less than once every

two years) and revised and up-dated when necnssary.

N QL

NORMAN A, CARLSON
Director, Cureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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BUREAU OF PRISONS YWASHINGTON, D. C. 20537
Policy Statement 7300.83
SUBIECT: INMATE ARTS, HOBBYCRAFT, AND LITERARY 62674
WCRKS
1. POLICY. 1t is the policy of the Bureau of Prisons to

encourage the inmate to make constructive use
of leisure time. In addition to the structured and orgenizead
sports program, inmates may wish to write manuscripts, or
engage in art, leather or other hobbycraft areas. ‘
2, This Policy Statement establishes policies and
procedures > be followed concetning the review
of manuscrzpts written by inmates, art work, and hobbycraft
articles and their disposition.

PURPOSE.

3. DIRECTIVES AFFECTED. Policy Statement 7300.83 dated
April 17, 1973 is hercby superseded.
4. DEFINITIONS.
a. Inmate Manuscripts - Inmate manuscripts include fiction,

non-fiction, poetry, music and lyrics, drawings and
cartoons, and all other writings.

Art Work - Art work includes all paintings and sketches
and may be rendered in any of the usual media (oils,
pastels, crayons, penc1lo, inks, charcoals) with the
exception of printers or india ink and/or in accordance
with local institutions policies regarding materials.

Hobbycraft Articles - Hobbycraft articles include
leatherwork, models, clay, mosaics, crocheting,
knitting, sculptures, woodworkings, lapidary, and
other forms dependent upon periodic intcrests and/or
institution regulations.

Nou:-prefit Organization - A non-profit organization is
defined as one which is not intended to make a profit
from the sale and will not require in excess of 30/
of the sale to cover the organization cocst for over-
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o . : ’
head (rent, maintenance, utilities, taxes, etc.)
and reimbursement to persons for lost or damaged
articles received. - -

EXTPIANATICON.

a. Inmat¢ Manuscripts

(1) An inmate is permitted to prepare manuscripts
(including memoirs, diaries, etc.) for his
cwn use without institution approval, if he
does not intend to submit tle 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
publicatior, it may be confiscated, as provided
in sutparagraph (5).

Inmates are permitted to.publish manuscripts in
the institutional inmate magazine (if one exists)
‘or to submit a manuscript for publication, or
(istribution 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 employees of the Bureau,

with other inmates with matters presently

in litigatica, or the publication contains
statements that are likely to incite violence

or seriously affect good order. The inmate's
right to express any ané all grievances,
including those related to staff and conditions
of confinement, through free and uncensored
access of the U. S. Courts, Members of Congress
and certain other Government officials, through
the Prisoners' Mail Box remains unimpaired.

(See Policy Statement 7300.21).

An inmate wishing to write for possible
publication shall submit a statement of his
intentions and the general naturc of his
plani.ed manuscript to the Ward¢:, or his
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designee. As long as the inmate's stated
intentions are not in conflict with para-
ecraph 5a(l) and (), above, the Warden, or
his designee shall mark or stamp the immate's
stater eut, prepare a memo, or in some fashion
clearly indicate that the inmate'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 manuscript 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
siiall be provided tc the inmate.

An inmate may appeal theldisapproval of his
manuscr ipt as follows:

(a) the manuscript will be re-submitted to the
Warden with a request for submission to
the Regional Office.

(b) the Warden, or his designee, will submit a
disapproved manuscript and the reasons fov
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 the Kk:gional
Directcr with reference teo the manuscript's

<00
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content in relation to the standards
cet forth above. The decision and the
reasons for the decisicn will be
cormunicaced to the Warden and inmate.

(6) Disapproved manuscripts thall be retained
by the head of the institution until time
of release, at which time the manusczript
shall be included with the persbnal
property returned to the inmate,

.« 0w
-

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 iuncome from writing prior to the
commencement of his current sentence shall
not be pexmitted to sell manuscripts for

finencial reward.

Inmates must not permit their living area

to become untidy because of an unreasonable

accunulation of writing product. If an
inmate's area becomes untidy because of
this materirl, it may be confiscated, as
provided in subparagraph (5).

Art Worlk

(1) 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.

the Commissary Sales Unit.

special Purpose Commissary orders,
providing the commissary sales unit,
is unabie to stock a sufficient
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/ ~ amount of materials needed (bfand
neme not included) to supply the
interested population.

(2) The size of paintings and drawings wiill

conform to institution policies. All

work must be in good taste and reasonable
in content. It cannot, in public display,
jeopardize the goodwill and relations :
between -ny community and the Bureau of
Prisons.

(3) The mcney to be spent on 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.

Hobbycraft. The same applies for all hobhycraft

items as mentioned above (Lrt Work) with
regard to content, acquisition of materials, and
expenditures.

DISPUSITION. Once all preceding conditions &as

wentioned above have been met, the

ir:nate may dispose ¢f his completed work(s) by:

(a)
(b)
(c)

(d)
(e)

(£)

donating to the institution;

taking with him when he is released;

giving to an authorized visitor (dependent

upon local institution regulations);

mailing to authorized correspondent;

offer for sale through the institution Art and
Hobbycraft sale program (if one exists);
non-profit organizations concerned with the
advencement 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 thesa 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 inmate or the
requesting organization and not with the
institution.

i
r

NORMAN A, CARLSON

Director
Bureau of Prisons
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- Policy Statement 7300.87
5 ' ' ' DATE
SUBJECT: PRE-RELEASE PROGRAM -~ : 8-4-73

1. PURPOSE. To transmit guidelines for the establishment of Pre-Release Pro-
grams. ' .

2. POLICY. To provide a prograem that wi'l supplement institution treatment pro-
grams that are aimed at preparing the releasee for transition to

the community. In line with the guidelines given in this Policy Statement,

specific institution programs should be developed which will realistically re-

late to the particular institution's mission.

3. BACKGROUND. There has been no established Bureau-wide policy that has been

subjected to writing on the subject of Pre-Release Programs.
Instead, each institution has been allowed to determine its own needs for a
Pre-Release Program. While some institutions have established workable, werth-
while programs, others have elected not to become involved in a Pre-Release
Program.

4. ACTION.

a. It shall be the responsibility of the Associate Warden responsible for
the area of programs to designate an irdividual under his/her supervision
to be responsible for coordination of the Pre-Release Program. This re-
sponsibility can not be delegated lower than the GS-11 Te.e

b. The person who is designated as being responsible for the Pre-Release
Program will solicit the ccoperation of the Administrative Assistant
(Record Office), the Supervisor of Education, the Chief Correctional
Supervisor. the Chief of Classification and Parole, and the Hospital
Administrative Officer as well as others in the institution, to assist
with the necessary information and resources needed to establish and
maintain a viable Pre-Release Program.

. 5. GUIDELINES. The releasees who are eligible for and who are placad in the
Work/Study Release Programs will be involved in the Pre-
Release Program in accord witi the following guidelines:

a. The Pre-Release Program should be structured to use staff, inmate, and
community resources as extensively as possible. Available community re-
sources will, of course, vary from institution to institution, which
will necessitate the more extensive use of institution resources and
audio-visual aids. Federal resources should be cultivated and utilized

205




Page 2
7300.87
8-4-73

and should be designed to include such areas as participation by the
. S. Probation Officers, Community Program Officers, Community Trest-
ment Center Personnel, Social Security Personnel, Veterans Admiristra-
tion Personnel, and other federal agencies and employees.

It is expected that the institution staff will 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 or a voluntary basis, except in those institutions
where the staff believes that mandatory participation to be feasible.
The Pre-Release Coordinator and the Managers listed in Section 4, Sub-
hearing b. wili establish specific guidelines for participation in the
Pre-Release Program.

. Staff participation in lecture sessions and other facets of the program

should be strongly encouraged by the Program Administrator.

Separate nousing may be established for pre-releasees, if it is deemed
to be desirable by the institution staff.

. Those individuals who are approved for community treatment centers should

participate in a specific number of sessions prior to their actual
placement in the community treatment center. These sessions should be
designed to .nform the releasee about 1ife in the Community Treatment
Center.

The Pre-Release Coordinator should establish outlines of areas which
need to be covered in the Pre-Release Program.

The releasee should receive as much individual attention as possible.
Plans should be developed in direct relationship to the release needs

of inmate. Such things to be considered are; area of release,
educational and vocational skills, need for participation in on-going
community programs, such as Department of Vocational Rehabilitation,
Manpower Development and Training Assistance, State Employment Agencies,
Labor Unions, Drug Abuse Programs, Alcoholics Anonymous Programs, and
Mental Health Clinics.

The various social action clubs, such as Jaycees, Toastmasters, Rotary
International. and the Lions Club, should be inciuded in the program.

The program coordinator will be primarily responsible for scheduling
and contacting volunteers from the local community.

It is suggested that furioughs for release purposes be utilized to
assist in the release process but only in accord with the guidelines
established in the Policy Statement on Inmate Furloughs. P. S. 7300.12A
CH-1, 5-27-70.
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j. It is imperative that efforts be oxtended to help releasees obtain
proper idantification, such as Driver's Licenses, Social Security
Cards, Birth Certificates, and ans other documents needed by the
releasee to help establish himself in the community. A check list
should be established to insure that the above documents are avail-
able and delivered to the inmate at tha time of his release.

k. The Pre-Release Prnoram must be developed and impiemented in such a
way «S to be measurable in accordance with Policy Statement 7300.16A
where it applies to pre-release procedures.

1. The use of video tape, audio-visual aids, and selected feading
material should be utilized in the Pre-Release Program.

m. At least 60 days prior to the release of an individual urder Mandatory
Release or Minimum Expiration, a Terminal Report in the form of a brief
Tetter should be sent to the Supervising United States Probation Officer
with a copy to the United States Probation Cfficer in the district of
origin. A brief summary of the activities of the individual will be
outlined and the U. S. Probation Officer should be informed of the
release plan, resources, and potential problem areas he will face while
working with the man.

6. DIRECTIVES: FEach institution shall develop a local policy statement for
the establishment of th: Pre~Release Program within the
guidelines of this Policy Statement and care should be given to insure that
the institution policy realistically relates to the mission of each particular
“institution. The institution policy statement should be submitted tc the
Assistant Director, Instituticnal Services, for review and corment within
90 days from the receipt of this Policy Statement.

/s/

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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2¥ gUBJECT: THE RECREATION PROGRAM AS A TREATMENT 12-10-73
TOOL AND GUIDELINES FOR ITS
ADMINISTRATION . _F'I-II—D~!0~76‘2I«CISI

1. PURPOSE. To establish general gu-delines for the administration of the

Recreation Program and to insure adequate consideration by treat-
ment teams of the prescribed use of recreation activities as integral components
of the treatment program designed for individual residents.

2. BACKGROUND. An analysis has been made of the different recreation programs
offered and promoted at all institutions. There is a wide
variance among these programs and although it would be inappropriate to establish
a uniform program for all institutions, minimum program guidelines are needed.
The minimum guidelines set forth in this document should be regarded as target
levels of performance below which no institution should function without
appropriata justification. The overall goal is tc offer the widest possible
range of recreation activities to 311 offenders. In performing the foregoing
analysis, it was discovered that education supervisors, recreation specialists
who comprise part of the educational staff, corrections counselors, mental
health coordinators, case management personnel and others in the corrections
field are becoming increasingly aware of the positive contributigns that speciaily
designed recreational activities can make to the resident's totai treatment
program. Current orientation practices and personnel assignments to functional
units, however, are such that the potential contributions are sometimes over-
looked. In order to remedy this particular situation, the following acticn

steps are proposed:

3. ACTION.

a. Education personnel assigned to treatment teams are charged with
the responsibility of helping the teams to consider the advisability
of prescribing specially designed recreation activities for selected
residents to fulfill specific needs and interests of a physical,
social or psychological nature. Each education supervisor will inform
his or her staff members of this responsibility and establish ways of
implementing, monitoring, and reinforcing this practice.

b. The recreation staff will develop appropriate ways to identify
recreation-related treatment needs of residents during their period of
admission and orientation, and will establish an effective mechanism
for communicating his or her findings and recommendations regarding
individual cases to the treatment team.
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¢c. The recreation supervisor will report periodically to the
treatment team on the progress residents assigned to
recreation by the team are making toward the achievement

-1 of treatment goals.

d. Recreation specialists, in ccoperation and consultation with
other staff members, are urged toc develop, test, evaluate
and improve programs that are Tikely to be most conducive
to meeting specific treatment needs of offenders.

e. The Central Office is prepared to provide technical assistance
and specific ideas about procedures, practices and guidelines
that will help to ensure the development of a balanced, effective
and treatment oriented institutional program in the area of
recreation. :

"Recreation Program" is a term used Lo cescribe a
broad range of formal and informal activities, some

of which may be »rescribed for an offerder by his treatment team to meet
various physical, sociological and psychological needs. A general
recreation program includes activities such as sports, table games,
movies, or cultural evenis which are cffered and promoted primarily

as physical or emotional outlets. Vhen such activities are suoken

of as "organized" recreation activities, they are those which are offered,
promoted, and supervised through the recreation office, and for which
there is an accounting by registration or roster of individual
participation.

4. DISCUSSION.

An effective recreation program also promotes "activities awareness,"
i.e. involves the offender in recreation activities presently unfamiliar
to him, thereby providing the kind of knowledge and experience which
may help him to utilize his leisure hours productively after release
from confinement. The activities awareness dimension of the recreation
program frequently inciudes arts, music, drama, literacy persuits,
special cultural events, and hobbycrafts. Activities of a competitive
nature are also an important facet of a complete recreation program.
Competition can take plare on the athletic field, at the bridge table,
on the stage in an art exhibition. The competition may be "intramural"
(involving residents only) or “"varsity" (pitting residents who have
exhibited outstanding achievement in intramural activities against their
counterparts in the community).

5. GOALS.

a. A recreation program should be broad enough to include elements
of general recreation, activities, awareness, and competition.

b. A recreation pregram snould be used to the maximum extent
feasible as an aid in meeting specific treatment needs of

<0<

offenders.
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c. A recreation program should be designed to attrac. residents
regardless of ethnic, racial and sex differences, and to
provide positive carry-over value vor post-release involvement
in community activities.

d. Organized recreation activities, as defined above, should
involve a minimum of 1/3 of the.total population and shouid
be oftered on a year round basis.

6. STAFFIMG PATTERNS.

i

a. The recreation program should be directed by a fully qualified
person who reports directly to the Supervisor cof Edication.
Penitentiaries, Ccrrecticnal Institutions, Reformatories,
Youth and Juvenile institutions should include, in addition
to the recreation supervisor, one full-time staff member with
expertise in sporis organization, one fuli-timne staff member
with expertise in hobbycrafts, and at least three part-time
(contract) personnel, (e.g. music instructor, leathercraft
instructor, and art instructor). Although the pe.sonnel

requirements are of smaller magnitude ir pricon camps, 7
£ community treatiment centers, and metropolitan corrections 3
A4 centers, such institutions should employ a sufficient number of %
recreation specialists to provide a well-rounded projgram of %
indoor and outdoor activities. i
-
b. Where a Group Activities Coordinator position has been &
established, the incumbent shouid be afforded sufficient £
authority to coordinate programs across deoartmental Tines. -
i A1l resident and/or community group activities scheduled to %
IR take place within the institution, regardless of contracting x
PRV S ' department, should be coordinated by the Group Activities o
L ’ Coordirztor. #
.? S
TR 6. PROGPAM AREAS.

i , a. The supervisor of recreation should prepare an outline of
available recreation activities and should be invoived in the
orientation of the incoming offender to tiie existence of

such activities.

,’....:_.." §
W SR . :
N b. The supervisor of recreation, in consultation with the ¢
S Supervisor of Education, should develop & procedure in ¥
N accordance with section 3 above whereby the treatment team ié'
o f will become aware of treatment needs that can be served by 4
R the recreation program. Reports of the offender's progress E
L toward the achievement of treatment goals should be sent £

periodically to the treatment team through the Supervisor of k
fducation es prescribed in section 3 above. ’
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c. Each institution.shod]d develop a hobbycrafts'program which

offers a minimum of four organized hobbycraft activities
and which utilizes resources available in the geographic
area. Hobbycraft programs might include beadwerk, carving,
ceramizs, copper tooling, other metalcraft, crocheting,
drawing, embroidering, etching, jewelry-lapidary, knitting,
leathercraft, model making, sewing, sketching, thread '
kandicraft, weaving, woodcraft, and yarn. .

d. Each institution should offer a music pogram that affords
opportunities for learning basic theory, deveioping
appreciation, and improving one's musicatl performance skills.

e. Each institution should organize a minimum of three on-going
intramural competitive activities for each appropriate season
of the vear (e.g., softball, basketbail, chess).

f. FEach institution should consider whether or not it will be
appropriate to provide instruction in Sports Orficiation
accredited by a recognized national orgarizations such as
the National Baseball Congress or the Amateur Softball
Association.

PHYSICAL FACILITIES.

a. Each institution should consider establishirg 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 institution.

c. Eacn institution should attempt to provide rooms, preferably
soundproofed, for individual and group music practice.

x|

g;% d. Each institution should provide outdoor fac.lities and equip-

] ment for cpen participation in a minimum and eight outdcor

L3 sports activities. Sports activities might include any of

o the following: badminton, baseball, bicycling, bocciball,

_ basketball, croquet, flag football, miniature golf, golf,

3 handball, horseshoes, jogging, shuffleboard, softball,

[ soccerball, tennis vollevball, etc. _

- OTHER ACTIVITIES. £

3

3 a. FEach institution should organized at least three offender S
3 stage productions (i.e., talent show, drama production, ’“3
. musical performance, etc.) per year. &
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b. Cach institution should have a minimum of one occasion per
month when cutside groups provide in-house entertainment
events.

c. “n addition to the provisions in section (b}, each
institution should have a minimum of three occasions per
menth when community residents participate with offenders
in organized recreation activities.

d. Offenders should be utilized as assistant coaches,
administrative clerks, equipment clcrks, officiators,
instructors and genera® recreation aides where resident
interest is expressed and ability is apparent.

9. PLAN OF IMPLEMENTATION. Each supervisor of education, in
cooperation with the supervisor of
recreation, will submit to the Warden/Director/Superintendent of his
jnstitution and the Administrator, Education Branch, Central Office,
a local policy statement and plan of action which reflects the goals
znd program characteristics outlined in this Policy Statement by
February 15, 1974.

These local statements and plans tecome operationai upon approval
by the Administrator, Education Branch, Bureau of Prisons.

/s/

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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1. POLICY. It is the policy cf the Bureau of Prisons tc 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.

?. DIRECTIVE AFFECTED. Policy Statemenf 7300.83A dated June 26,
_ 1974, Section 4a and 5a, Paragraphs
(1) 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 wricings.

4. DIRECT MAILING. An inmate is permitted to prepare manuscripts
' for private use or publication while in
custody without institution approval. Manuscripts may ke mailed
directly as ordinary correspondernce, in accordance with the
Correspondence Policy Statement, P.S. 7300.l1A as amended.
institution may limit the amount of writing work-product
accumulated in living areas in the interests of safety or fire

prevention.

The

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 Directcer,

Correctic..al Programs Division, within 30 days of receipt of tiiis
Policy Statement.

... cCL

NORMAN A.
Director,
commissioner,

CARLSON
Bureau of Prisons
Federal Prison Industries
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'Y - ' : DATE :
, i . : 1-1€-78 3
5 SUBJECT: INMATE ORGANIZATIONS
24 k2
9 ‘ CFPIMI—9.10.76.2H.6136 ’3
' ;' 1. gU_RPOSE. To estabiish gquidelines goverm"ng the approvail and supervision of ~
: organized intate groups. To assure that adequate fund accountability -
@ procedures are established and maintained. To re-emphasize the.Bureau policy ’;
that staff will not accept gifts or renumeration in any form from inmates or S
inmate organizations. %
. . . E
o 2. DIRECTIVES AFFECTED. Policy Statement 7300.115A, Inmate Organizations 1s &
A cancelled. Policy Statement 371Z.1, Standards for ]
¥ Empioyees' Organizations to Establish Accounting and General Guidelines for [
N Employee Organizations is referenced.
3. BACKGROUND. The approval and supervision of organized inmate groups has %
. been “he responsibility of each institution. i"g
i N Department of Justice and Bureau of Prisons audit citaticns over the past n{j
'@ b ;ﬁ_& years point to the lack of financial controls. A significant increase in the
;‘ y number and type of these groups indicate a need to establish agancy-wide guide- 3
E S Yines.
B 3 4. APPROVAL. Inmates are authorized to participate in only those organiza-
- R tions which have been recognized and sanctioned by the Warden. b
F;% Any proposed organization must submit a request to the Warden for recognition 3
e = prior to becoming active. =
4 o A
7 The request must be accompanied by the organizaticns' tentative Constitu- ‘r‘
- 1 tion and By-laws which must include the provisions of Policy Statement 3712.1, )
. except for the required quarterly financial statement. Any inmate organization f%
z which works in opposition to the security, discipline and good orde: of the &
® . institution will not be approved. : %
)
T R e 5. STAFF SUPERVISION. Every inmate organization must hzve a statf sponsor. F,g
R 3 The sponsor will te on official duty status when per- 4
et forming those functions normally associated with such spunsorship (such as
E scheduling meetings, signing financial reports, and arranging supervisioun for %
S 3 organization functions). The sponsor's Position Description should reflect %
@ g £ the duties of inmate organization sponsorships. o3
r'ﬁ §taff, including the sponsor, may volunteer additional time to work with *
E an inmate organization in a capacity other than sponsor. Such involvement '
3 g
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1
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- and work will not be a part'of the volunteer's Fegufa?]y prescribed duties
.nor be reflected in the volunteer's Position Description.

6. OPERATIONAL REQUIREMENTS.

a. Constitution. .Each~organizétion must have a constitution defining

its ‘purpose and operations, and the duties and responsibiiities of the

officers. The constitution is subject to the approval of the Warden and

. may be amended by the Warden as necessary. :

b. Meetin$g. Meetings shall be held at times which are not competitive
with reguTartly scheduled inmate work and program activities. Meeting schedules
must be approved by the Warden or an authorized representative and supervised
by a staff member.

¢. Activities and Projects. A1l activities and projects sponsored by the
organization must be approved by the Warden. Fund raising projects should
be Timited to those activities in which the inmate members of the organization
are actively engajged in a substantial portion of the work required. Fund-
raising projects should not be competitive with the Commissary or interfere
with the orderly cperation 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,
and shall not be approved if they will create work beyond the capability of
resources available to the institution. Inmate organization funds shall not
be used to finance staff mombers 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 cf
town, provided the staff member is in a duty status, and is directly invoived
with the inmate organization on a continuing basis.

d. Dues. If 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 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 identified
by the source (2) expenditures in check form to payee suppcrted 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 jravel Regulations and documented by trave:

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 ¥inancial statements or com-
plete the required annual aucit. It is the responsibiliity of eacn Warden to
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insure that financial records and reports are maintained. Financial Records
procedures are to be included in the organization's constitution as pre-
scribed by Policy Statement 3712.1. Financial statements shall Le prepared
by the crganization treasurer, presented to -he membership of the organiza-
tion, reviewed by the sponsor and furnished .o the Warden by 20 April,

20 July, 20 October, and 20 January each yea:. Copies shall be furnished
the Business Manager.

Audits will be conducted at least once per calendar year by a commercial
accounting firm or an employee with accounting experience. After the audit
a narrative report will be submitted to the Chief Executive Gfficer. The
Business Manager will maintain copies of each financial statement and annual
audit, and will initiate action to assure compliance with these financial

record requirements.

f. Speciai Activities. Special activities such as the inclusion of gues@s
in reguiar mecetings, banguets, participation in community programs or contri-
butions to charitable causes, must be approved by the Warden and will be
under the direct supervision of the staff coordinatcr. Guests shall be re-
quired to deposit a cash meal ticket when attending banquets, unless specifically
covered by Policy Statement 17615, Guest Meal Tickets.

g. Annual Report. Each Warden shall forward annually to the Regional
Director, a compiete iist of all active inmate organizations at the close
of the fiscal year, with a copy of the annual audit and a copy of the
Spetember 30 financial statement.

7. FINAL AUTHORITY. The Warden of each institution may delegate authority to
requiate inmate organizations to the level of Department

Head, but retains final responsibility for all decisions regarding inmate
organizations.

/s/
NGRMAN A. CARLSOCN
Director
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2 . GUIDELINES FOR THE DEVELOPMENT {CATE
" SUBJECT: OF THE TOTAL INSTITUTION SOCIAL g-9-76

EDUCATION EXPERIENCE -

To encourage all staff and inmates. in the Federal
Prison System to develop a greater sense of
responsibility for each other and motivation for continued
personal growth,

1. PURPOSE.

Social education is the process of creating

a learning ervironment composed of experiences

by which an individual gains the knowledge, skills and attitude
necessary to shape, support and maintain a worthwhile and positive
self-image and to interact in respensible ways with other human
beings.

2. DEFINITION.

3. BLCKGROUND., ([t is recognized that life skills -- interpersonal
relationships, communication, self-motivation,

cealistic goal setting and a positive basic self concept --

cannot be tauzht 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 staif

contacts throughout his or her stay.

been demonstrated that many social educaiion
implemented at institutions in the past,
to staff changes.

Furthermore, it has
programns, developed and
have been abandoned due

Institutions need to voluntarily respond to both these concerns
by developing plans of action for further implementation of sonial
education throughout Bureau facilities.

Thus, the emphasis becomes two-fold:

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.

a.
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b. To incorporate the -oncept of social education
into ihe total institution (involvement of
all departments and institutional staff) to
provide for donsistent and continuing programs.

4, SPECIFiC PROGRAM CHARACTERISTICS. Social education is

_ found in many forms
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 earmers, 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 time basis, which teach social
skills; e.g., Gabriel Richard, Pacific Institute
Image Seminar, etc.

c. The bositive 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 recognizabdle
elements of social education.

5. STANDARDS. 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. .

217
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b. Fach department will 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 imcarceration should
be encouraged to assume the responsibility to
identify aany specific tocial 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 leca. system
of evaluation for social education. This assessment
may include self concept scales and/or cor:<ctional
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
scsistance 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 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 sare principles as those set forth in the
structured social education programs.

Social education coordinators are designated at each
institution by the Warden.




7. REPORTING.
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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 ccher Social Education program
activities will be reported via verbal departmental reports.

Monitoring will be done by the Regional Office Educatiomn
Administrator or his designee through specially requested
reports. All official staff assistance visits to institutions
will inciude 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-
institutior. social educatior program, and communications of
st2ff and residents heard and perceived as being positive .
and building rather than negative and destructive,

An action plan for developing total
institution iuvolvement in social
education should be submitted by each participating institution
by December 31, 1976. Each institution has the option of
requesting Central and Regional Cf{fice assistance to develop 7,
its plan to further implement sociil education. :

8. PLAN OF ACTION.

Once the plan has been written, a local policy statement
shall be developed and submitted, to the Regional and Central
Offices.

ORMAN A, CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.

21l
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SUBJECT: OPTIONAL PROGRAMMING {EDUCATION/VT)

1. BACKGROUND. It is an explicit assumption of the Bureau of Prisons that

, inmates can increase the likelihood of their making a successful
return to the free world community through participation in a variety of educaticn/
VT programs. Further, it is generally accepted that coercion fosters resistance
toward, rather than acceptance of, the activity being pressed upon the individual.
These considerations have led to the development of an "optional programming"
concept as the overriding Bureau of Prisons' program philosophy in the education
and vocatioral training areas.

2. POLICY. It is the policy of the Bureau of Prisons to establish and operate

safe, humane institutions for the confinement of Federal law
violaters. During their period of incarceration, prisoners shall have an
opportunity to use their time constructively. This entaiis inmates being able
to choose from among a wide variety of quality programs, those which would be
most helpful in increasing the likelihood of a successful post-release
adjustment in the outside community. The process of program selecticn involves
the inmate in a collaborative relationship with the Unit or Classification Team.
After a period of expasure to a program for a specified period oF time, an inmate
can "opt out” without any negative consequences. The specified period of
progra: exposure will not exceed 90 days. The length of the period of triai in
a program before opting out should depend on the nature of the program, the
inmate's experience and attitude and other options available.

3. DISCUSSION: Optional programming does not mean that inmates can remain

idle and do nothing constructive for the period of their
incarceration. A1l inmates will have a full program of either work or other
structured activities. Optional programming means that after a discussion with
the Unit/Classification Team, an inmate can be placed in an appropriate education/
VT program for a period up to 90 days. At the end of this pericd of time there
will be another Unit/Classification Team meeting at which time the inmate can
"ont out" without any negative consequences.

4. ACTION:

a. It is incumbent upon correctional staff to develop attractive quaiity
programs which will encourage inmates to remain in activities which will
assist in accomplishing their own goals and help them make a successful
return to the frere world.

Inmates should have maximum choi:e among proqrams offered at any particular
institution. However, clear-cut criteria for eligibility and acceptance
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into a program need to be established and made widely known: such

‘standurds are no different than the situaticn each of us encounters

in society.

Fach institution will establish local policy which wiil detail (1) the
procedures which place inmates in educational/VT programs; (2) the
minimum stéy in the program before an inmate can "opt out"; (3) the
nrocedures for "opting out”. .

Each inmate's Unit or Classification Team should provide an element of
guidance in the program selection process. This is necessary because of
the highly select nature of a prison population--one which for the most
part has repeatedly experienced failure in & variety of uncertakings.
For example, inmates who in the gast consistently failed to learn to
read cannot be expected to know that the BOP reading program is different
than the one they knew "on the streets."” Consequently, we have an
obligation to place an inmate who cannot read into an appropriate

school program. We also have an obligation to let offenders "opt out"
with no negative concequences if, after a reasonabie period of time, the
individual continues to reject such a prcgram.

Optional programming does not mean that inmates may remain idle for the
length of their period of incarceration. All inmates are expected to
perform some type of work. Additionally, in unitized institutions, they
are also exnectod to be present at all within-unit activities--e.g.,

Town Meetirigs.

Any need at the institutional level to deviate from this established
policy should be submitted for review by the Assistant Director,
Correctional Programs Division prior to implementation.

A OC e,
/
NORMAN A. CARLSON

Director
Bureau of Prisons
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epUG{TION TESTS: MINIMUM STANDARDS FOR  ror=z
THE ADMINISTRATION, INTERPRETATION AND  |jin'ys 1978

/i
3

SUBJECT: s; AT ALL BUREAU OF PRISONS' INSTITU-
© TIONS ~

1. PURPOSE. To establish minimum standards for an education testing program
for federal prisoners and to establish responsibility for the
program.

2. DIRECTIVES AFFECTED. Policy Statement 7300.61 is hereby superseded.

3. BACKGROUND. It has been the experience of program administrators during

the five years since minimum test standards were established
for the Bureau of Priscns that the Revised BETA and the General Aptitude Test
Battery (GATB) tests are of special rather than universal value in education
program planaing for the majority of inmates. The Education Task Force and
education administrators have recommended that the Revised BETA and the GATD
be discontinued as required tests.

4. ACTION. Supervisors of Education will be responsible for the administra-
tiop of the Stanford Achievement Test (SAT) to all inmates who ©an
read English. (A non-English version of the SAT is not presently available.)

The Revised BETA and GATB may be administered to selected inmates for
specific purposes where it 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 purposés 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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Test procedures described in this policy statement do not apply
to tests used in specific courses of instruction such as the GED
(Generxl Educational Development), general education courses, vO-
caticnal training, etc.; or to specific tests for court-referred
stusy cases.

The services of a professional contractor for machine processing

"of tests should be used whenever possible.

Test information will be provided by the Education Supervisor in
response to specific questions from staff on a need-to-know basis.
Results of SAT tests will be repcrted on forms provided and in
accordance with instructions contained in Policy Statement 42.11G.1,
Inmate Information System.

Education test records and materials shall be filed in a secure,
central location under the supervision of the staff person respon-
sible for education test programs.

The SAT shall be administered to all newly admitted inmates except
those committed with a sentencz of less than one year, within one
month of their arrival at an institution. Administrators of insti-
tutions may determine to test newly admitted inmates with a sentence
of less than one year if test results are requived for program
placement and other purposes.

Upon transfer, the education supervisor of the sending institution
shall insurc that relevant education achievement and test data are
sent to the education supervisor in the receiving institution.

Education personr.=l invelved in *tost administration, scoring, and
interpretation shall receive appropriate training consistent with
their needs. Refresher rtraining at least every 3 years shall be
provided tc rersons who use test reports. These training require-
ments sha}l be monitored by Regional Educaticn Administrators and
reported on in their regular staff assistance visit reports.

irn adaition tu test results, observaticnal data, prior experience,
interests, and indjvidual needs should play an important part in
the placement of inmates in educaticn programs.

Achievement test score data <nuuld be ircluded in prepration of
periodic populaiion profiles %o indicate the need for education

and reiated programs.. Profiles snould be prepared at least annual -
1y by all institutions, and more often as needed.
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b. Each instituticn should have a minimum cf ore occasion per
month when outside groups provide in-house entertainment
esents.

c. I= addition to the provisions in section (b), each
- . institution should have a minimum of three occasions per
month when community residents participate with offenders
- in organized recreation activities. : .

d. Offenders should be utilized as asnistant coaches,
administrative clerks, equipment c:erks, officiators,
instructors and general recreation aides where resident
interest is expressed and ability is apparent.

9. PLAN OF IMPLEMENTATION. Fach supervisor of education, in
cooperation with the supervisor of
recreation, will submit to the Warden/Director/Superintendent of his
institution and the Administrator, Education Branch, Central 0ffice,
a local policy statement and pian of action which refiects the goals
and program characteristics outlined in this Policy Statement by
February 15, 1974.

Trese local statements and plans become operational upon approval
by th: Administrator, Education Branch, Bureau of Prisons.

/s/

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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5 DATE
SURJECT: INMATE MANUSCRIPTS o 3-18-76 |

N
1. POLICY. It is the policy of the Bureau of Prisons to en-
ccurage inmates to use their leisure time for
creative writing and to permit the direct 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 and 5a, Paragraphs

(1) 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.

= 4. DIRECT MAILING. An inmate is permitted to prepare manuscripts
e for private use or publication while in
custody without institution approval. Manuscripts may be mailed
directly as ordinary correspondence, in accerdance with the
Correspondence policy Statement, P.S. 7300.1a as amended.
institution may limit the amount of writing work-product
accumulated in living areas in the interests of safety or fire

prevention.

The

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 Divisicn, within 30 days of receipt of this

Policy Statement. :

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries
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B V. Policy Statement -
Ef e DATE
© B SUBJECT: INMATE ORGANIZATION! 1-16-78
¥ . N
;i 1. PURPOSE. To establish guidelines governing the approval and supervicion of
I , organized inmate groups. To assure that adequate vunc sccountability
- procedures are established and maintained. To re-emphasize the Bureau policy
- ' that staff will -not accept gifts or renumeration‘in any form from inmates or

inmate organizaticens.

2. DIRECTIVES AFFECTED. Policy Statement 7300.115A, Inmate Organizations is
. cancelled. Policy Statement 3712.1, Standards for

Employees' Organizations to Establish Accounting and General Guicdelines for
Employee Organizations is referenced.

3. BACKGROUND. The approval and supervision of organized inmate groups has
been the responsibilityv of each institution.

Department of Justfce and Bureau o/ Prisons audit citations over the past
years point to the lack of financial controls. A significant increase in the
number ancd type of these groups indicate a need to establish agency-wide guide-

lines.

o 4. APPROVAL. Inmates are authorized to participate in only those organiza-
- 4 tions which have been recognized and sanctioned by the Warden.

S Any proposed o~ganization must submit a request to the Warden for recognition
Q% prior to bzcominrg active.
7 The request must be accompanied by the organizations' tentative Constitu-
3 tion and By-laws which must include the provisions of Policy Statement 3712.1,
x except for the required quarterly financial statement. Any inmate organization
5 which works in opposition to the security, discipline and good order ot the
Q% institution will not be approved.
wf 5. STAFF SUPFRVISION. Every inmate organization must have a staff sponsor.

i The sponsor will be on official duty status when per-

3 forming those functions normally associated with such sponscrship (such as
- ' scheduling meetings, signing financial reports, and arranging supervision for
b organization functions). The sponscr's Position Description should refiect

3 the duties of inmate organization sponsorships.

3
= $taff, including the sponsor, may volunteer additional time to work with
= an inmate organization in a capacity other than sponsor. Such involvement
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and work wiil not be a bart 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 ccnstitution is subject to the approval of the Warden and
may be amended by the Warden as necessary.

b. Meetinas. Meetings shall be held at times which are not competitive
with reqularly scheduled inmate work and program activities. Meeting schedules
must be approved bv the Warden or an authorized representative and supervised
by a staff member.

c. Activities and Projects. A1l activities and projects sponsored by the
organization must be approved by the Warden. Fund raising projects shouid
be limited to those activities in which the inmate members of the organization
are actively engaged in a substantial portion of the work required. Fund-
raising projects should not be competitive with the Commissary or interfere
with the orderly operation of the institution. In reviewing fund-raising
projects for approval, consideration will be given to the additional work-
Toad which wiil be imposed upor the staff in processing fund withdrawzls,
a=d shall not oe approved if 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 sta’f members travel expenses for meetings and conventicns 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. If 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 duas.

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 applicabie
receipts with disbursements approved in accordance with the organization's
constitution. A1l inmate travel in connection with inmate organizations will
be in accordance with Federal fravel Reguiations 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. It is the responsibility of each Warden to

ey
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insure that financial records and reports are maintained. Financial Records
procedures are to be included in the organization's constitution as pre-
scribed by Policy Statement 3712.1. Financial statements shall be prepared
by the organization treasurer, presented to the membership of the organiza-
tion, reviewed by the sponsor and furnished to the Warden by 20 April,

20 July, 20 October, and 20 Jenuary each year. Copies shall be furnished
the Business FManager. ' ,

Audits will be conducted at leas: once per calendar year by a commercial
accounting firm or an employee with accounting experience. After the audit
a narrative report will be submitted to the Chief Executive Officer. The
Business Manager will maintain copies of each financial statement and annual
audit, and will initiate action to assure compliance with these financial
record requirements.

f. Special Activities. Special activities such as the inclusion of guests
in regular meetings, banquets, participation in community progrems or contri-
butions to charitable causes, must be approved by the Warden and will be
under the direct supervision of the staff coordinator. Guests snall be re-
quired to deposit a cash meal ticke® when attending banquets, unless specifically
covered by Policy Statement 17615, Guest Meal Tickets.

g. Annual Report. Each Warden shall forward annually to tha Regional
Director, a complete list of all active inmate organizations at the close
of the fiscal year, with a copy of the annual audit and a copy of the
Spetember 30 financial statement.

7. FINAL AUTHORITY. The Warden of each institution may delegate authority to
regulate inmate organizations to the level of Department
Head, but retains final responsibility for all decisions regarding inmate
organizations. :

/s/
NORMAN A. CARLSON
Director
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l . NUMBER
Policy Statement 1300.118
L GUIDELINES FOR THE DEVELOPMENT DATE
SUBJECT: OF THE TOTAL INST1TUTION SOCIAL 8-9-76

EDUCATION EXPERIENCE

1. PURPOSE. To encourage all staff and inmates in the Federal

Prison System to develop a greater 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 which an individual gains the kncwledge, skills and 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. It is recognized that lile skills -- interpersonal
reiationships, communication, self-motivation,

realistic goal setting, and a positive basic self concept --

cannot be taught to inmates just prior to release. Reslistically,

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
prograns, 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 social
education throughout Bureau faciliiies,

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. :
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b. To incorporate the concept of social education
into the total institution (involvement of
.all departments and inscitutional staff) to

provide for consistent and continuing programs.

4. SPECIFIC PROGRAM CHARACTERISTICS. Social education is
found in many forms

- throughout the instituticn. 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
Ageat, Guides to Better ILiving, AA, etc.

b. 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 recognizabdle
elements of social education.

5. STANDARDS. The following standards apply to all institutions
who realize the total insticution social
education experience,.

a. Each institution will throuzh a systematic assessment
of needs, identify and write objectives which will
promote the total institution social education milicu
and provide for the greatest number of opportunities
for social education.
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b. Fach department will identify its own activities
and experiences that acdress, teach, cr reinforce
specific social skills; these should become part
of the department's trzining effort and a subject
for continual review at departmental staff meetings.

¢. Each inmate during his or her incarceration should
be encouraged to assume the responsibility to
| identify any specific sccial education needs, set
personal goals and decide on involvement in
activities, programs and/or work experiences which
will assist in reaching these goals.

d. FEach institution will develop an approved local system
of evaluation for social education. This assessment
.may include self concept scales and/or correctional
institution environment scales as well as participation
- rates for regularly organized activities.

6. STAFF,

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

The staff and
the leadership of
experiences which
opportunities for

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

Social <ducation coordinators are designated at each
institution by the Warden.

It is the responsibility of all Central Office
: branch administrators to encourage and support
their sections becoming involved in the social education

Page 3
7300.118
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social education in their institutions.

inmate population of each institution, under
the Warden, are responsible for providing
encourage each individual to seek

personal growth. All departments of the

education programs,




;o S ‘
[ SR S Page 4
VA ©©7300.118
/ . - B-9-T6

Repc.ted activities (RAPS BP 6.2) will be
o limited to those identified as r2gularly
organized activities as defined in section &4.a. of this
policy statement. All other Social Education program
activitiec will be reported via verba’ departmental reports,

7. REPORTING.

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 c¢f 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.

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 educationm.

8. PLAN OF ACTION.

Once the plan has been written, a local policy statement
shall be developed and submitted, to the Regional and Central

Offices.

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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i Policy Statement | RES I T
3 ' DATE :
. ! SUBJECT: OPTIONAL PROGRAMMING (EDUCATION/VT) . 11-22-77

.

O X )

1. BACKGROUND. It is an explicit assumption of the Bureau of Prisons that

S '

S inmates can increase the 1ikelihood of their making a successful
o return to the free world community through participation in a variety of education/ )
4 VT programs. Further, it is generally accepted that coercion fosters resistance <
E toward, rather than acceptance of, the activity being pressed upon the individual.

These considerations have led to the development of an “optional programming"
concept as the overriding Bureau of Prisons' program philosophy in the education
and vocational training areas.

2. POLICY. It is the prlicy of the Bureau of Prisons to establish and operate

safe, humane institutions for the confinement of Federal law
violaters. During their period of incarceration, prisoners shall have an
opportunity to use their time constructively. This entails inmates being able
to choose from among a wide variety of quality proarams, thc.e which would be
most helpful in increasing the likelihood ¢f a successiul nost-release
adjustment in the outside community. The process of progran selection invulves
the inmate in a collaporative relationship with the Unit or Classification Team.
After a period of exposure to a program for a specified period of time, an inmate
can "opt out" without any negative consequences. The specified period of
prograim exposure will not exceed 90 days. The length of the period of trial in
a prograa before opting out should depend on the nature of tne progranm, the
inmate's experience and attitude and other options available.

3. DIRCUSSINN: Optienal programming does not mean that inmates can remain

idle and do nothing constructive for the period of their
incarceration. A1l inmates will have a full program of either work or otner
structured activities. Optional programming means that after a discussion with
the Unit/Classification Team, an inmate can be placed in an appropriate education/

3 VT program for a period up to 90 days. At the end of this period of time there
: will be another Unit/Classification Team meeting at which time the inmate can
T "opt wut" without any negative consequences.
i 4. ACTION:
. | a. 1t is ‘incumbent upon correctional staff to develop attractive, quality
3 programs which will encourage inmates to remain in activities which will

assist in accomplishing their own goals and help them make a successful

j 3 return to the free world.
5. Inmates should have maximum choi:e among proqrams offered at any particular
E institution. However, clear-cut criteria for eligibility and acceptance

232
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into a program necd to be established and wnade widely known; such
standards are no different than the situaticn each of us encounters
in society.

Each institution will establish local policy which will detail (1) the
procedures which place inmates in educational/VI programs; (2) the

.minimum stay in the program before an inmate can "opt out"; (3) the

orocedures for “opting out".

Each inmate's Unit or Classification Team should provide an element of
guidance in the program selection process. This is necessary because of
the highly select nature of a prison population--one which for the most
part has repeatedly experienced failure in a variety of undertakings.
For example, inmates who in the past consistently failea to learn to
read cannot be expected to know that the BOP reading program is different
than the one they knew "on the streets." Consequently, we have an
obligation to piace an inmate who cannot read into an appropriate

school program. We also have an obligation to let offenders "opt out"
with no negative consequences if, after a reasonable period of time, tie
individual continues to reject such a program.

Optional programming does not mean that inwates may remain idle for the
length of their period of incarceration. All inmates are expected to
perform some type of work. Additionally, in unitized institutions. they
are also expected to be present at all within-unit activities--e.q.,

Town Meetings.

Arny need at the institutional level to deviate from this established
policy should be submitted for review by the Assistant Director,
Correctional Programs Division prior to implementation.

NORMAN A. CARLSOM

Director
Bureau of Prisons
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Policy Statement  |[nswaw

EDUCATION TESTS: MINIMUM STANDARDS FOR ATE

D
~ . THE ADMINISTRATION, INTERPRETATION AND . |7u
SUBJECT: C¢ a7 AL BUREAU OF PRISONS' InsTITU- (oo 19 B78

TIONS 3 - FPI-M1—B.10 762K €138

1. PURPOSE. To establish minimum standards for an education cescing program
for federal prisoners and to establ*:rn responsibility for the

program.

2. DIRECTIVES AFFECTED. Policy Statement 7300.61 is hereby superseded.

3. BACKGROUND. It has been the experience »f program administrators auring
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 vaiue in education
program planning for the ma‘ rity of immates. The Education Task Force and

educaticn administrators have recommended that the Revised BETA and the GATB
be discontinued as required tests.

4. ACTION. Supervisors of tducation will be responsible for the administra-
tion of the Stanford Achievement Test (SAT) to all inmates who can
reac¢ English. (A non-English version of the SAT is not presently available.)

The Revised BETA and GATB may be administered tn selected inmates for
snecific purposes where it is presumed that the results may be useful, but
they are ro 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 TNTERPRETATION.

a. Standardized tests administered for education purposes shall be
supervised by professional staff responsible to the Supervisor of
FEducation. The ratio of testees per staff perscn 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 admiristration, scoring, interpretation, or clerical handling of

standardized tests.
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Test procedures described in this policy statement do not apply
to tests used in specific courses of instruction such as the GED
(General Educational Development}, general educaticn courses, vo-
cational training, etc.; or to specific tests for court-referred
study cases. :

The services of a professional contractor for machine processing
of tests cshouid be used whenever possibie.

Test information will be provided by the Education Supervisor in
response to cpecific questions from staff on a need-to-know basis.
Result: of SAT tests will be reported on forms provided and in
accordance with instructions contained in Policy Statement 42.110.1,
Inmate Information System.

Fducation test records and materials shall be filed in a secure,
central location under the supervision of the staff person respon-
sible for education test programs.

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 arrival at an institution. Administrators of insti-
tutions may determine to test newly admitted inmates with a sentence
of less thaen one year if test results are required for prograr
nlacement and other purposes.

Upon transfer, the education supervisor of the sending institution
chall insure tnat relevant education achievement and test data are
sent to the education supervisci in the receiving institution.

Fducaticn personrzi invelved in test administration, scoring, and
interpretation shall receive aporopriate training consistent with
their needs. FRefresher training at least every 3 years shall be
provided to ;ersons who use test reports. These training require-
ments sha'l be monitored by Rev.onal Education Administrators and
reported on in their reguiar staff assistance visit reports. '

irn adcition tu test results, obscrvational data, prior experience,
interests, and individual needs should play an important part in
the placement of ismates in educC2ticn programs.

Achievement *est score ¢ata ¢nould bz included in prepration of
periodic nopulaiion profiles to indicate the need for education
and relcated programs. ProTiles snould be prepared at least annual-
1y by all institutions, and mora often as needed.
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Each institution should have a minimum of ore occasion per
month when outside groups provide in-house en“ertairment
avents.

In addition to the provisions in section (b). each
institution should have a minimum of three occasions per
month when community residents participate with ¢ffencers
in organized recreation activities.

Offenders should be utilized as assistant coaches,
administrative clerks, equipment clerks, officiators,
instructors and general recreaticn aides where resident
interest is expressed and ability is apparent.

~. PLAN OF IMPLEMENTATION. Each supervisor of education, in
cooperation with the supervisor of
recreation, will submit to the Warden/Director/Superintendent of his
jnstitution and the Administrator, Education Branch, Central Office,
a local policy statement and plan of action which reflects the goals
and program characteristics outlined in this Policy Statement by
February 15, 1974.

These local statements and plans beccme operational upon approval
by the Administrator, Education Branch, Bureau of Prisons.

/s/

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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Policy Statement 7300.100
; o _ ' DATE ’
SUBJECT: INMATE MANUSCRIPTS ' | . 3-18-76

1. POLICY. It is the policy of the Bureau of Priscns to en-

courage inmates to use their leisure time for
creative writing and to permit the direct mailing of all manu-
scripts as in the case of ordinary correspcndence.

2. DIRECTIVE AFFECTED. Policy Statement 7300.834 dated June 26,
1974, Section 4a and 5a, Paragraphs

(1) thru (9) are superseded.

3. LEFINITION. 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. Ar inmate is permitted to prepare manuscripts
for private use or publication while in
custody without institution approval. Manusccipts 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 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 outliaed.

Copies will be sent to the Regional Director and Assistant Director,

Correctional Programs Divisior, within 30 days of receipt of this

Policy Statement.
... cGo.

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal P~ison Industries
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WASHINGTON, D.C. 20534

| .' NUMBER
1 7300.1158
Policy Statement
y DATE
SUBJECT: INMATE ORGANIZATIONS 1-16-78

1. PURPOSE. Tn establish guidelines governing the approval and supervision ¢f

organized inmate groups. To assure that adequate fund accountability
procedures are established and maintained. To re-emphasize the Bureau policy
that staff will not accept gifts or renumeration in any form from inmates or
inmate orcanizations.

2. DIRECTIVES AFFECTED. Policy Statement 7300.115A, Inmate Organizations is
cancelled. Policy Statement 371Z2.1, 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 has
been the responsibility of each institution.

Department of Justice and Bureau of Prisons audit citations over the past
years point to “he lack of financial controls. A significant increase in the
number and type of these ¢roups indicate a need to establish agency-wide guide-
lines.

4. APPROVAL. Inmates are authorized to participate-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 reccgnition
prior to becoming active.

The request must be accompanied by the organizations' tentative Constitu-
tion and By-laws which must include the provisions of Policy Statement 372.1,
except for the required quarterly financial statement. Any inmate organization
which works in opposition to the sucurity, discipline and good order of the
institution will not be approved.

5. STAFF SUPEZRVISION. Every inmate organization must have a staff sponsor.
The sponsor will be on official duty status when per-
forming those functions normally associated with such sponsorship (such as
scheduling meetings, signing financial reports, and arranging supervision for
organization functions). The sponsor's Position Deseription should reflect
the duties of inmate organization sponsorships.

Staff, including the sponsor, may volunteer additional time to work with
an inmate organization in a capacity other than spomsor. Such involvement

FPI-MI-—9.10-76 . 4.6136
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and work will not be a part of the volunteer's regd]af]y prescribed duties
nor be reflected in 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 tne Warden as necessary.

b. Meetings. Meetings shall be held at times which.are not competitive
with regu1ariy scheduled inmate work and program activities. Meeting schedules
must be approved by the Warden or an authorized representative and supervised
by a staff member.

¢. Activities and Projects. All activities and projects sponscored by the
ortnization must be approved by the Warden. Furd raising projects should
be limited to those activities in which the inmate members of the organization
are actively engaged in a substantial portion of the work required. Fund-
raising projects should not be competitive with the Commissary 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,
and shall not be approved if they will creat: 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. If 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 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 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. A1l inmate travel in connection with inmate organizations will
be in accordance with Federal Travel Regulaticons and documented by travel

voucher. The voucher shall be filed with organization records to support
the expenditure. Tre Warden shall disband inmate organizations that fail
to maintain suitable financial records, furnish financial statements or com-
plete the required annual audit. It is the responsibility of each Warden to
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“insure thai financial records and reports are maintained. Financial Records

procedures are to be-included in the organization's constitution as pre-
scribed by Policy Statement 3712.1. Financial -statements shall be prepared
by the orgenization treasurer, presented to the membership of the organiza-
tion, reviawed by the sponsor and furnished to the Warden by 20 April,

20 July, 20 October, and 20 January each year. Copies shall be furnished
the Business Manager. i ,

Audits will be condicted at least once per calendar year by a commercial
accounting firm or an employee with accounting experience. After the audit
a narrative report will be submitted to the Chief Executive Officer. The
Business Manager will maintain copies of each financial statement and annual
audit, and will initiate action to assure compliance with these financial
record requirements.

f. Special Activities. Special activities such as the inclusion of guests
in regular meetings, banquets, participation in community programs or contri-
butions to charitable causes, must be approved by the Warden and will be
under the direct supervision of the staff coordinator. Guests shail be re-
quired to deposit a cash meal ticket when attending bancuets, unless specifically
covered by Policy Statement 17615, Guest Meal Tickets.

g. Annual Report. Each Warden shall forward annually to the Regional
Director, a complete list of all active inmate organizations at the ciose
of the fiscal year, with a copy of the annual audit and a copy of the
Spetember 30 financial statement.

7. FINAL AUTHORITY. The Warden of each institution may delegate autherity to
requlate inmate organizations to the level of Department
Head, but retains final responsibility for all decisicns regarding inmate
organizations.

/s/
NORMAK A. CARLSON
Director
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Policy Statement 7300118 ]
o BT GUIDELINES FOR THE DEVELOPMENT DATE

& SUBJECT: OF THE TOTAL INSTITUTION SOCIAL 8-9-76
= ! = : EDUCATION EXPERIENCE —

‘1. PUPPOSE. To encourage all staff and inmates in the Federal

Prison System to develop a greater sense of
responsibility for each other and motivatiom for continued
personal zrowth. :

2. DEFINITION. Social education is the process of creating

a learning environment composed of experiences
by which an individual gains the knowledge, +kills and 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. It is recognized that life skills -- interpersonal
relationships, communicatiem, self-motivation,

realistic goal setting, and a positive basic 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 incarcecration and reinforced by all staff

contacts throughout l.s or her stay.

Furthermore, it has been demonstrated that many social education
prograns, developed and implemented at institutions in the past,
have been abandoned due to staff changes.

£

éé Institutions need to voluntarily respond to both these concerns
% by developing plans of action for further implementation of social
5 education throughout Bureau facilities.

Ai .

- : 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.
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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

A found in many forms
throughout the institution. An experience qualifies as
social education if it teaches or reinforces self development
and personal growth. Social education encompagsses 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 earmers, and
responsible citizens. Four main approaches which should be
utilized in fostering social education are:

a. Regularly .rganized 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 time 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).

d. On-going activities (correctional counseling °*

groups, voluntary groups) which have recognizable

elements of social education.

5. STANDARNDS. The following standards apply to all institutions
who realize the total institution social

education experience.

a. Each institution will throuzh a systematic assessment
of needs, ide..tify 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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Fach department will identify its own activities

and experiences that add:ess, teach, cor reinforce
specific social skills; these should become part

of the department's tr91n1ng effort and a subject
for continual review at departmental staff meetings.

Each inmate during his or her incarceration should
be encouraged to assume 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. :

D
.

d. Each institution will develop an approved local system
of evaluation for social education. This assessment
may include self cuonczpt 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 previde
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 praviding
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.

Social education coordinators are designated at each
institution by the Warden.
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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.

Moniteoring 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 resideats heard and perceived as being positive

and building rather than negative and destructive.

&. 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. Fach institution has the option of
requesting Central and Regional Office assistance to develop
its plan to further implement social education.

é;,g;

X

Once the plan has been written, a local policy statement
shall be developed and submitted, to the Regional and Central

Offices.

O Qe

NORMAN A. CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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"WASHINGTON, D.C. 20534

. - ~ [NUMBER
Policy Statement 300.128
. . ‘ ~ foave .
SUBJECT: OPTIONAL PROGRAMMING (EDUCATION/VT) 11-22-77

1. BACKGROUND. It is an explicit assumption of the Bureau of Prisons that

inmates can increase the likelihood of their making a successful
return to the free world community through participation in a variety of education/
VT programs. Further, it is generally accepted that coercion fosters resistance
toward, rather than acceptance of, the activity being pressed upon the individual.’
These considerations have led to the development of an "optional programming"
concept as the overriding Bureau of Prisons' program philosophy in the education
and vocational training areas.

2. POLICY. It is the policy of the Bureau of Prisons to establish and operate

safe, numane institutions for the confinement of Fedaral law
violaters. During their period of incarceration, prisoners shall have an
opportunity to use their time constructively. This entails inmates being able
to choose from among a wide variety of quality prosra: - wase which would be
most helpful in increasing the likelihood of a succes. . Jost-release
adjustment in the outside community. The process of pronram selection involves
the inmate in a collaborative relationship with the Unit or Classification Team.
After a period of exposure to a program for a specified period ¢f time, an inmate
can "opt out" without any negative consequences. The specified period of
program exposure will not exceed 30 days. The length of the period of trial in
a program before opting out should depend on the nature of the program, the
inimate's experience and attitude and other options available.

3. DISCUSSION: Optional programming does not mean that inmates can remain

idle and do nothing constructive for the period of their
incarceration. All inmates will have a full program of either work or other
structured activities. Optional programming mens that after a discussion with
the Unit/Classification Team, an inmate can be placed in an appropriate education/
VT program for a period up to 90 days. At the end of this period of time there
will he another Unit/Classification Team meeting at which time the inmate can
"opt out" without any negative consequences.

4. ACTION:.

a. It is incumbent upon correctional staff to develop attractive, quality
programs which will encourage inmates to remain in activities which will
assist in accomplishing their own goals and help them make a successful
return to the free world.

=3

Inmates should have maximum choi-e among proqrams offered at any particular
institution. However, clear-cut criteria for eligibility and acceptance
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into a progrém need to be established and made widely known: such

standards are no different than the situation each of us encounters
in society.

Each institution will establish local policy which will detail (1) the
procedures which place inmates in educational/VT programs; (2) the
minimum stay in the program before an inmate can "opt out™; (3) the
nrocedures for "opting out"”. :

Fach inmace's Ynit or Classification Team should provide.an element of

guidance in the program selection process. This is.necessary because of
the highly select nature of a prison population--one which for the most
part ha:s repeatedly experienced failure in a ‘variety of undertakings.

For example, inmates who in the past consistently failed to learn to

read cannot be expected to know that the 80P reading program is different
than the one they knew "on ‘the streets."” Consequently, we have an
obligation to place an inmate who cannot read into an appropriate

school program. We also have an obligation to let offenders “opt out”
with no negative consequences if, after a reasonable period of time, the
individual continues to reject such a program.

Optional proaramming does not mean that inmates may remain idle for the
length of their period of incarceration. All inmates are expected to
perform some type of work. Additionally, in unitized institutions. they
are also expected to be present at all within-unit activities--e.q..
Town Meetings.

Any need at the institutional level to deviate from this established
policy should be submitted for review by the Assistant Director.
Correctional Programs Division prior to impiementation.

iyzann-a-\cjtligtlxmﬁ\
- NORMAM A. CARLSOM

Director
Bureau of Prisons
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Policy Statement = |lmwo.w
. EDUCKTION TESTS: WINIMUM STANDARDS FOR ===

.o THE ADMINISTRATION, INTERPRETATION AND |7
SUBJECT: |G AT ALL BUREAU OF PRISONS' INSTITU- (oo LS 178

TIONS FPI-M1—D.10.-78.2M-6106

{ . : 1. PURPOSE. To establish minimum standards for an education testing program
) for federal prisoners and to establish responsibility for the -

'{3 ' program. !

é} 4 2. DIRECTIVES AFFECTED. Policy Statement 7300.61 is hereby superseded.

f -4 3. BACKGROUND. It has been the experience of program administrators during

] A 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 vaiue in education

program planning for the majority of inmates. The Education Task Force and
education administrators have recommended that the Revised BETA and the GATS
be discontinued as required tests.

;f% 4. ACTION. Supervisors of Fducation will be respensible for the administra-
s tion of the Sianford Achieverent 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 administered to selected inmates for
¢necific purposes where it is presumed that the results may be useful, but
they are no lnnger 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.

[N

R 5. CONTROLS ON TEST ADMINISTRATION AND INTERPRETATION.

Las adi
Lo aé

[ a. Standardized tests administered for education purposes shail be

SR ' supervised by professional staff responsible to the Supervisor of
Education. The ratio of testees per staff person shail 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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Test procedures described in this policy statement do not apply
to tests used in specific courses of instruction such as the GEO
(Genersl Educational Deveiopment), general education courses, Vo-
cational training, etc.; or to specific tests for court-referred
study cases. : : '

The services of a professional ccntractor for machine processin
of tests should be used whenever possible. S . :

Test information will be provided by the Education Supervisor in
response to specific questions from statf on a need-to-know basis.
Results of SAT tests will be reported o1 forms provided and in
accordance with instructions contained in Policy Statement 42.110.1,
Inmate Information System.

Education test records and materials shall be filed in a secure,
central location under the supervision of the staff person respon-
sible for educaticn test programs.

The SAT shall be administered to all newly admitted inmates except

those commitrted with a sentence of less than one year, within one

month of their urrival at an institution. Administrators of insti-

tutions may determine to test newly admitted inmates with a sentence -
of less than one year if test resuits are required for program 5?3
nlacement and otrer purposes.

pon transfer. the aducation supervisor of the sending institution
shall insure tnat relevant education achievement and test data are
cent to the eaucalion supervisor in the receiving institution.

Education personnzi invglvad in *est administration, scoring, and
interpretation spall receive appropriate training consistent with
their needs. HRefresher training at least every 3 years shall be
provided te ;ersans who use test reports. These training require-
ments <hall pe monitored by Regional E.'ucation Admiristrators and
reported on i their regular staff assistance visit reports.

ir agcition ts test results, cbservational data, prior experience,
interests, an¢ individual needs should play an important part in
the placement of iamates in educaticn programs.

Achievement *est score cata c¢nouil be included in prepration of
periodic populaiion profiles %o sndicate the need for education

and related programs. ?Profiles snould be prepared at least annual-
1y by all institutions, and more nften 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 6110.1A “Research”.

7. METROPOLITAN CORRECTIONAL CENTERS SHALL.BE EXEMPT FROM THE .PROVISIONS
OF THIS POLICY STATEMENT. . '

NORMAN A. CARLSON

AN

Director, Sureau of Prisons
Commissioner, Federal Prison

Industries, Inc.

I SO DA oty e £ 0 439
A S L ~§f

iR e TR
re S A T LT
ok e i ey k33 sk

TR T PR A p TR TR -
ST e SRR A L e el S i i 4',,"_65...,2 L L




WASYHINGTON, D.C. 20534

NUMBER

Policy Staternent 7500.208

DATE

SUBJECT: WORK/STUDY RELEASE POLICIES AND PRO- 11-16-71

CEDURES

FPL.MI——F.10.T6.-2%.6126

. PURPOSE. To revise and expand existing policies and prdcedures in accordance

with current assessments of operating experience.

DIRECTIVES AFFECTED. i

a. Policy Statement 7500.20A, dated 474767 - hereby cancelled.
b. Policy Statement 7500.26, dated 12/4/67 - hereby cancelled.
. POLICY.

a. Work Release and Study Release are correctional tools to serve those

offender's needs for which there are rascgurces available in the com-
munity. These inmate needs fall in three categories:

1. Temporary

a. Release funds
b. Extension of institutional training or education

2. Transitional

a. Community re-orientation
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 community ties

Since most Work/Study Release institutions release limited members
to the local community. category (1) is applicable to the bulk of
par-icipants; (2) is applicable to a Timited number; and (3} is
applicable only to those being released to the local community.
Therefore, where suitable contract Work/Study Release facilities
exist, or can be developed in a candidate's home area, he should
not be placed in the institutional work/study release program.

. Only the Warden, Director, or Superintendent is empowered to admit

an inmate to Work/Study Release status or to remove him. Administra-

tive responsibility should be delegated to the Associate Warden or the

Associate Warden (Program), and daily operational responsibility for
managing Work/Study Release should be delegated to the Chief of
Classification and Parole at each institution.

<51
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4, ADMINISTRATIOM.

a.

A1l inmates admitted to Work/Study Release status remain in the

custody of the Attorney General. An inmate who wiilfully absconds

shall be processed as an escapee. (See Policy Memorandum 7300.7,
dated 8/2/566.)

Each job must meet acceptable community wage standards and adequateTy
fulfill the program goals for the inmate involved.

Work releasees shall not be employed as strike breakers, or under
working conditions at less than acceptable minimum standards, or in
any other situations that would evoke adverse public reaction towards
the inmate, the Prison Service, or the Government.

Community Relations. It is essential that the Chief Exécutive Officer

and staff promote public understanding and
support for the Work/Study Release program wherever it exists. In
part, this .is a matter of developing and maintaining communications
networks for the purpose of imparting basic information, interpreting
the aims of Work/Study Rclease and explaining its role in the tolal
correctional precess. t is important that institutions take this
into account in designing staff training arnd development programs.
Total staff involvement in Work/Study Release plays a significant
role in the professional growth of Bureau employees.

It is no less important that the official and other important segments
of the community be kept advised of progress, modifications and
program innovations. To realize the program's full 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 will of community groups must be maintained.

In Tine with the requirements that consultations with unions be

carried out before inmates are placed in Work Release positions, it

js ‘'emphasized that this requirement applies to government employee
unions, as well as those in private industry. It is the responsibility
of each Chief Executive Officer to insure that these consultations

are carried out as prescribed.
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. ¢. Selection

1. General qualifications.

a. Any inmate wishing to be considered for Work/Study Release
must apply on the prescribed form.

b. Candidate shall be physically and mentally capable of
performing the work (study) approved for him.

c. Candidate shall have demonstrated a level of responsibility
which will provide reascnable assurance that he will comply
fully with all requirements of the program,

2. Custody. Full minimum custody is a prerequisite in all cases.
Inmates who have been designated Special Offenders in
accordance with Policy Statement 7900.47 must be referred te the
Assistant Director, Correctional Programs Division, for approval.
Similarly, inmates whose presence in the community would attract
adverse public reaction must be referved to the Regional Directai
for approval.

Inmates convicted of serious crimes against the person or
whose recnrds include such offenses and inmates whose offenses
involved violations of financial trust may be approved Ly the
Warden for Work/Study Relcase, but a special memorandum must
be written to the record outlining the reasons for placement.

3. Physical conditions. The candidate for Work Release shall be
in good health and physically able to
perform the proposed assignments. This requirement should not
preclude the use of Work Release as an unusual opportunity to
aid a physically handicapped person in cbtaining community
employment consistent with his capabilities.

4. Emotional and behavioral factors. Candidates with serious
emotional or personality
defects and those with histories of violent or assaultive
behavior will be excluded. However, Work/Study Release may
be considered, under limited circumstances, for others who
are mentally or emotionally handicapped and who are not
dangerous to others, when it is apparent that community
employment or training will significantly aid their post-
release adjustment.
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Type of Work. There need be no general restrictions on the kinds of
work release jobs for which candidates may be considered.
The expectation i5 that the job selected will be that which best ful-
fills the purpose of Work Release in each case, consistent with the
fact that the empioyed inmate is still in custody. Good employment
placement will give preference to jobs that ara related to prior train-
ing, work experience, or institutional trainir: and may be suitable
for continuing post-release employment. The “break-even" point between
wajges and expenses wili tend to eliminate temporary, part-time, and
intermi‘ . nt employment; except when combined with a study release
program. :

Duration. When used for pre-release purposes, Work Release placements

shall be limited ordinarily to a period of approximately
six months immediateiy preceding the probable release date. The
optimum period will probably be three to six months. Exceptions can
be made when fully justified.

When Study Release is on a part-time basis (as attendance at evening
classes), the same time limitation applies. MWhen participation is to
be on a full-time basis in excess of one academic year, prior approval
of the Regional Case Management Administrator must be obtained.

Transfers. Inmates shall be recommended for transfer to an institu’

operating a Work/Study Release program, so long as all
other eligibility requirements for transfer are met. {For instructions
pertaining to transfers to non-federal facilities, see Policy Statement
7550.20A).

Transportation. All transportation arrangements shall be approved by
. the Chief Executive Officer. Where possible, com-
mercial transportation shall be used. When use of commercial trans-
portation is not feasible and institutional vehicles must be used, a
charge comparable to commercial transportation shall be made to the

- inmate and appropriate records will be maintained to support reimburse-

ments. :

The Chief Executive Officer is authorized to waive transportation and/
or subsistence reimbursements at his discretion, when such a waiver

is warranted, i.e., low salary, unusual work expenses, etc. Such
waivers of transportation and/or subsistence reimbursements should be
documented.

Institutional Activities. While in the institution during non-work
hours, Work/Study Release inmates shall be
encouraged to participate in institutional activities, especially those
which will promote their capacity to adjust in the community.

Crpeos
LD x




A | _ . 7500.208
P | o 1-16-71

Good time. Industrial and Camp Good Time are not legally applicable
to Work Release. However, Work/Study Release inmates
and residents of Pre-Release Guidance Centers, Community Treatment
Centers, and Contract Facilities may be awarded Meritorious Good
Time at "Camp Good Time" rates. Inmates earning "extra" good time
of any kind may have it converted to Meritoriocus Good Time at the
appropriate "Camp" rate upon entering Work Release, a PRGC, CTC,
or Contract Facility. They shall continue to be awarded Meritorious -,
Good Time so Tong as they fulfill all expectations of conduct, =
attitude, and performance. Inmates not earning "extra" good time
at the time of their assignment to Work/Study Release or admission
to a PRGC, CTC, or Contract Facility may qualify for an award of
Meritorious Gocd Time during participation, as above.

f. Follow-up. Field checks should be made at reasonable intervals on
community trainees and work placements. While these
checks should not disturb the training 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 satisfactory and to
develop and maintain a relationship in which responsibilities for
the program are shared. )

g. Cormunity Activities. The full potential of Work/Study Release, for
certain offenders, will be realized when
rejular employment or training becomes the means of providing a
programmed and supervised transition to community life. On the basis
of individual needs and case management goals, the program is aimed
at the offender's progressive self-sufficiency in the community.
Accordingly, participation in community religious, educational,
social, civic, and recreational activities may be considered when

e there is reason to believe that such participation will contribute

= significantly to the offender's learning and exercise of personal
responsibility. Similarly, within ine statutory 30 day limit,
furloughs may be authorized as program resources, but not as rewards.

L h. Clothing. The Work/Study Release inmate shall be outfitted with

clothing suitable for the kind of work or other placement
at which he will be employed. Work/Study Release inmates shall
purchase with their own funds all supplemental and replacement
clothing. This may be purchased through regular institution
Commissary procedures or directly from outside cash commercial
sources. Civilian clnthing shall not be werm by Work/Study Release
inmates inside the institution. Special arrangements must be made
for lockers, clothing change and laundry service.

3 i. Laundry Services. The institution may provide laundry service for
P Work/Study Release clothimg provided the same
1} \ supervisory control is exerciced over these civilian style clothes

3 as is now exercised over Officers' Uniform Ciathing. Generally, this
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service is extended with the initia! issue and until the Work/Study
Releasee gets established on his job and earnings are received:
Then commercial laundromat, or other arrangements may be worked out
by Work/Study Releasees with the Work/Study Release Coordinator to
fit the needs and facilities available. Payment for such services
should be direct to the commercial firm by the work/study releasee
or through the Coordinator at the time the laundry is picked up or
as soon thereafter as possible and the institution should in no
event get involved in contributing to the. vendor through institution
accounts. The Work/Study Release Coordinator will be responsible
for arranging pick-up and delivery schedules and making cther .
arrangements as required. i

. Guidance and Counseling. To the fullest extent possible. guidance
and counseling services shall be made
available to Work/Study Release inmates. Often there will be
special and immediate needs for such services arising from problems
on the job and working conditions in addition to the usual range of
personal and family matters. Caseworkers' hours should be scheduled
toe permit no less than weekly contact with all Work/Study Releasees,
and these contacts will ordinarily include a combination of both
group and individual guidance.

. Terminations. The removal of an inmate from Work/Study Release for
willful negligence or misconduct is as much a case

management decision as was the approval of his entering the program
in the first place. He should be reguired to live up to the rules
and expectations of the program. While a double standard of conduct
is to be avoided within the institution, the status of a Work/Study
Release inmate is different. As a guiding principie, the judgements
and standards which underlie counseling and removal decisions should
be more closely identified with those appropriate to the effective
management of a parolee than with adherence to traditional prison
discipline. .

. Money. A1l financial transactions shall be conducted in accordarce
with standard policies and procedures as outlined in the
Accounting Managemant Manual.

Daily subsistence will be paid as provided by law and in the amounts
-established by the Director, but work release inmates shall not be
required or permitted to reimburse the institution except for additional
expenses incurred in the Work Release Program such as transportation
when using Government vehicles to and from the Work Releasee's place

of employment.

The Bureau of Prisons, through planning with the institution
Supervisor of Educatior, may participate in payment for educational
courses that lead directly to development, or incr~ase, of a
saleable occupational skill, in accordance with Policy Statement

L1
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7300.56, dated 7/13/70.

m. Reports and Records. It shall be the responsibility of the

Classification and Parole Department to
coordinate essential documentation o7 the Work/Study Release program.
It is important that planning for Work/Study Release placement begin
at initial classification as would consideration for any other -~
institutional and community program. Classification Studies,
Progress Reports and other communications must clearly explain the
purpose and fuil meaning of placement in, and the removal from,
community-based programs. Progress in these programs needs to be
spelled out and interpreted with reference to readiness for parole,
treatment needs, relevance to release planning, and relationship to
goals set at the time of initial classification.

Institutions need only to compiete RAPS form BP-6.2 and ETS form 8p-7.1
to satisfy all Central Office reporting requirements for Work Release
and Studv Release. While ro cther reporting forms are required by
Central Office, institutions will wish to retain Application and
Agreement and Assignment under the Work Release (BP-CS-1) and the
Report of Removal (BP-CS-3) for purposes of program management.

Copies of the latter two forms are not to be forwarded to the Bureau.

n. Compensaticn. Bureau General Counsel is of the cpinion that. since
a work releasee injured on the job is not employed by

Federal Prison Industries nor involved in any work activity in con-
nection with the maintenance or operation of the institution where
confined, he is not eligible for compensation under the Irmate
Accident Compensation procedures. Generally, work release inmates
who are injured in work related accidents will be covered by state
workman's compensation laws. Unfortunately, compensation laws vary
between states and many states exempt employers having fewer than a
specified number of employees. We should not insist, however, that
employers or prospective employers be covered by workman's compensa-
tion laws or by an insurance arrangement to cover injured employees
as this approach could hinder the work release progran. It is felt
that inmates assigned to work release should be made aware that in the
event of an nn-the-job accident, any claims arising will be a matter
between employee and emplcyer; the Federal Government assumes no
responsibility for the injury, but may provide medical treatment
while the inmate remains in the custody of the Attorney General.

25%
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B . Statement, except where the Bureau or Regional Office retains apbproval
7 for placements of specific types of oficnders. There should also be -
: referred to the Regional Office for decision any other cases in which
s appropriateness of Work/Study Release is in doubt. The Regicnal
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5. DELEGATION OF AUTHORITY. Wardens, Directors, and Superintendents are
delegated authority to implement this Policy

- Director has the authority to approve an inmate housed in a contract
£ A facility for Work/Study Reiease placement. _

- /s/
NORMAN A. CARLSOM
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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NUMBER
» 3 * : 7500.25C
Policy Stetement
y ' DATE
. SUBJECT: INMATE PARTICIPATION IN COMMUNITY 7-30-76

ACTIVITIES

)

PURPOSE.  To prov1de clarificaticn of policy with reqpect to inmate partici-
: paticn in community activities.

UDIRECTIVES AFFECTED. Policy Statement 7500.258, Inmate Participation in
Community Activities, dated August 15, 1975, is hereby
cancelled. Policy Statement 7300.112, Custody Classifications is referenced.
Policy Statement 7300.12D, Furloughs, is referenced.

POLICY. It is the policy of the Bureau of Prisons to u]low.seIected inmates

to participate in cormmunity activities which cuntribute to their
personal programs and promobe a better public understanding of the corrections
process.

ACTION. Because of «n increasing awareness of the benefits which accrue both

to the inmate participants ind to the institutionai staff 1tse!1
institutional administrators are encouraged to develop programs to provide
more community e:;posure to individual inmates.

BACKGROUND. Many facilities receive a considerable number of reguests from

o community or institutional groups for inmates to participate in
community activities. Under past procedures such requests could not be i
honored except in unusual and carefully controlled circumstances. Each insti-
tution should establish a procedure for reviewing requests for inmate partici-
pation to determine the appropriateness of the participation and to screen
prospective participants.

IMPLEMENTATION. In administering the program the following guidelines ~hould
be follcwed:

a. Types of Requests. Only requests from established 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 religious organizations are well known. However, 211 requests for
appearances which appear to be valid must be thoroughly investigated by
a full time staff member and be approved by the Chief Executive Officer
or his delegated representative.
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Public Anpearances. Inmates should appea in no situations in which they

- are exploited due to their status, their prior criminality or one in

which thair past 1ife is held open to ridicule. Activities shoulu be
limited o those areas and topics in wh1ch the inmate can make a v1ab1e

contribucion.

Custody. Only those inmates with minimum and community custody will be
permitted to participate in community activities. Escorts will be

required for minimum custody inmates as directed in Po:1cy btatement 7300.112,
Custody Classifications.

Staff Participation. It is recommended tnat a full time staff member
accompany an inmate to an activity in which the inmate is to give a
speech or perform in some manner.

Religious Activities. It is desirable for inmates to participate in
conmmum ty-based reiigious activities on an extended and continuing basis.
It is preferred that inmates participating in such activities be accom-
panied by chapel volunteers approved by the institution. The volunteer
will be a member of the approved community religious organization and will
be under the supervision of an institution Chapiain. Escorts will be the
same sex as the inmate except when members of the same family are
sponsoring the activity. Inmates participating in activities sponsored by
a voluntrer must meet furlough eliyibility requirements and be placed on
furiough for each activity. Minimum custody inmates may participate in
such activities only when undar the supervitsion of a full time staff mem-
ber as required by Policy Statement 7300. 112 Custody C1ass1f1cat101

Limitations. Inmates should travel no farther than the normal commuting

distance for the area in which the institution is located. They should
be able to leave the institution, participate in the activity, and return

to the institution at a reasonable hour.

Selection of Inmates.

(1) Persons identified as Central Monitoring Cases must be referred
to the Assistant Director, Correctional Programs Division for

approval.

(2) Those persons whose presence in the community would attract undue
public attention may be approved by the Warden, but a special memo-
randum must be written for the file giving the rationale for
approval.

(3) Persons convicted of serious crimes against the person may be
approved by the Warden, but a special memorandum must be written
for the file giving the rationale for approval.
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-(4) If the inmate is allowed to participate in the program without
staff escort, the inmate is to be on furlough and must meet the
selection criteria set forth in Policy Statement 7300.120.
Furloughs granted for community activities under this policy may
be in addition to furloughs granted under Policy Statement 7300.12D,
Furloughs. :

7. THIS_POLICY SiATEMENT HAS BEEN TRANSLATED INTO SPANISH.

ey

NO A. CARLSON
Dfrecto yreau ot Pricons
Commisdioner, Féderal Prison Industrias, Inc,
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Policy Statement 8320.28
SUBJECT: ON-THE-JOB TRAINING PROGRAMS €-16-74

"1. PURPOSE. To continue and improve on-the-job training programs and to

delineate those fectors which will identify training programs
having a high level of integrity and guality.

2. DIRECTIVE AFFECTED. Policy Statement 832@.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 than pure vocational training must be developed and structured to
provide msrketsble 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 eech shop. In those shops that have

training potential, the education staff will then determine the
behavioral goals or performance tasks which can realistically
be accomplished by the trainer. Assigmments will be made to
on-the-job training only when the prcgram 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 assigmments 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

. recormended by the treatment team.

d. When a man has completed the training, a certificate will be
issued only when a member of the educatiomal starlf 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 team as part of
his program plan will be afforded an opportunity to partici-
pete in all aspects of this plan. If it has been determined
that a correctional deficiency exists which is to be setisfied
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. The total number assigned i> each on-the-job
training area should be kept to a realistic number in order
to maintair quality instruction.

f. The trainer will be responsible primarily for the teaching of job
performance tasks. He will not undertake classroom teaching on a
scheduled basis. Any acedemic instruction that requires at least
one hour per week will be conducted by the supportive education
staff. This does not preclude incidentel academic instruction on
the part of the trainer in teaching performance tasks.

€. The educational supervisor shall be responsible for maintsining
the quality and integrity of the treining program and it shall
»e his responsibility to recommend approvsel or eliminatien of
prograuss. If, in his opihion, a8 program does not meet either
the performance tusks established or the quality of instruc-
tion established, then he has the responsibility to recommend
to the Asscciate Warden concerned the discontinuznce of the
program. It is the responsibility of all department heads to
periodically evaluate the on-the-job training progrems to essure
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, On-the-job training is also a useful vehicle for helping to prepare
residents to emgage subsequently in an approved apprenticeship pro-
gram if such program exists at the institution.

J. 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 Supervisor of Education should
discuss the performance of each trainer with the trainer's
supervisor on s continuing basis. The supervisor should review
with the employee any problem areas and achievements discussed.
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Thece program act1v1t1es will be revicwed by Reg*onal Office
staff members during staff assistance v1sitations.

M&chinery and equipment used in these programs will be furnishea

by the institutions. Federal Prison Industries will not fund
any machinery or equipment acquisitions for these programs.

NORMAN A, CARLSON
Director, Bureau of Prisons
Commissioner, Federal Prison Industries, Inc.
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1. SCOPE. OJT Programs apply to all activities used to support
institutional maintenance, Such activities are distinctly
separate and apart from formalized vocational ".raining progrems.

2. LIMITATIONS. On-the-job training activitics will be restricted

) to those functions which support the mainterance of
the institution. Training activities will include only those tasks
which are used routinely in the day-to-day operation of institutionel
maintenance. Additional job tasks over and above those normally
carried out in.institutional maintenance are not to be assigned to the
OJT program. Inmates will be assigned to institutional support
functions as determined by institutionel staff. (For clarification
refer to Par. 4-C&E.) For example, 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 developed after the inmate is on the job. The deslirable
aspect of this procedure is that the inmate may become self-motivated
to participate in the program and/or the work supervisor will identify
inmates who have the talent and/or interest and then provide training
activities. Note: Such assignment does not preclude any future
placement in a formal vocational training program.

3. PROPCSED 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 70 1lbs, 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
besn 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.

The education staff in the Regional Office, will

be responsible for the administration of this
program.. However, since this program encompasses many facets of the total
institutional operations, individuals invoived 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 example,

in an OJT in the area of Mechanical Services, consultation would involve
the Regional Facilities Administrator.

L, RESPONSIBILITIES. -
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. gﬁ%ILMJTON; Fach institution is requeéted to designate'a member

. © of the educational staff, preferably a related trades
instructor who will upon thc request of the work supervisor, evaluate
an innate's performance in each of those tasks recommended by the
supervisor. For example, at the request of the supervisor, the re-
lated trades instructor will esk the inmate to perform those tasks
recormended by his supervisor. If the inmate .satisfectorily performs
the stated tasks, then the related trades instructor will place a
record of this achievement on the Bureeu's Educational Reporting
Systen. ' :

6. ACTIONS TO BE TAKEN.

a. Each institution should coordinate on a continuing basis with
the Regional Office education staff the operstional status of

all approved OJT units.

b. Approvel and continuation and/or discontinuation of OJT units
should be coordinated with the Reglonal Office education staff.

c. The work supervisor, in coordinaticn with a related trades
" instructor will identify the Job performance tasks that are

routinely performed in the work area. Tn conjunction with
writing performance tasks in any selected maintenaice suppcrt
area, the work supervisor and the related trades instructor are
requested to identify teaching aids that suppert the teaching
of OJT tasks. These teaching aids, when obtained, will be
pisced in the work areas so inmates cr work supervisors may
use them as the need arises., :
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