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1. [PURPOSE AND SCOPE 8551.150. The Bureau of Prisons provides
a requesting victimand/or witness of a serious crinme with
information on the release froma Bureau institution of the

i nmat e convicted of that serious crine.]

The Victimand Wtness Protection Act of 1982, the Crinme Control
Act of 1990, the Violent Crinme Control and Law Enforcenent Act of
1994, as well as the Attorney General's Guidelines for Victimand
Wt ness Assistance set forth procedures to neet the needs of
crime victinse and wtnesses. A mgjor conponent of each of these
directives is to ensure victins/w tnesses are advi sed of the
significant stages in the crimnal justice process. This Program
St at enent establ i shes Bureau procedures for responding to a
request froma victimor w tness who wi shes to be notified
regarding a specific inmate's rel ease or rel ease-rel ated
activities.

2. SUWARY OF CHANGES. This revision incorporates the foll ow ng
changes:

1 Text and procedures for the National Victimof Crine
Notification System (VNS) have been added,

Renoves the requirenent to send final rel ease
notifications via certified mail/return receipt
request ed;

Renoves the requirenment to send carbon copies of
notification letters to the U. S. Attorney
Victim Wtness Coordi nator;

[ Bracketed Bold - Rul es]
Regul ar Typed - I nplenenting Informtion
1 | ncor porates procedures to notify inmate victins
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regardi ng i ncarcerated offenders; and
! | ncor porates procedures when a victimis conprom sed.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Victine who are on record to receive information will be
notified, within established tinme frames, of an inmate's
adm ssion to, or release from an institution or contract
facility.

b. Victinse who are on record to receive information will be
notified, within established tine franes, of opportunities to

appear in person at an inmate's parole hearing or submt witten
coments for consideration

4. DI RECTI VES AFFECTED
a. Directive Rescinded
PS 1490. 05 Victimand Wtness Notification (6/21/00)
b. Directives Referenced
PS 3906. 16 Enpl oyee Devel opment Manual (3/21/97)
PS 5050. 46 Conpassi onat e Rel ease, Procedures for

| npl enentation of 18 U S. C. 3582(c)(1) (A and
4205(g) (5/19/98)

PS 5180. 04 Central Inmate Monitoring System (8/ 16/ 96)

PS 5216. 05 Juvenil e Del i nquents (9/1/99)

PS 5264. 07 Tel ephone Regul ations for Inmates (1/31/02)

PS 5265. 11 Correspondence (7/9/99)

PS 5267. 06 Visiting Regulations (5/17/99)

PS 5280. 08 Fur |l oughs (2/4/98)

PS 5321. 07 Unit Managenent (9/16/99)

PS 5553. 06 Escapes/ Deat hs Notification (8/23/99)

PS 5800. 11 | nmate Central File, Privacy Fol der, and
Parole Mni-Files (12/31/97)

PS 7310. 04 Community Corrections Center (CCC

Utilization and Transfer Procedure (12/16/98)

VNS User Manua

Attorney Ceneral Guidelines for Victimand Wtness
Assi st ance, January 31, 2000

Victimand Wtness Protection Act of 1982, Public Law 97-291
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C. Rules cited in this Program Statenent are contained in 28
CFR 551. 150- 153.

5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards
for Adult Correctional Institutions: 3-4393-1

b. Anmerican Correctional Association 3rd Edition Standards
for Adult Local Detention Facilities: 3- ALDF- 4G 08

c. Anerican Correctional Association 2nd Edition Standards
for Adm nistration of Correctional Agencies: 2-CO4G 02

6. AUTQOVATED VI CTI M NOTI FI CATI ON SYSTEM (VNS) BACKGROUND. The
Department of Justice is commtted to ensuring that

victinms/w tnesses are treated fairly as their case noves through
the Federal Crimnal Justice System In order to provide victins
with notification and information about case events, the
Departnent of Justice has devel oped the National Victim
Notification System (VNS). The VNS program was established as a
result of a cooperative effort between the Federal Bureau of

| nvestigation (FBlI), the Executive Ofice for the United States
Attorneys, and the Federal Bureau of Prisons (BOP)

VNS links the FBI, all Assistant U S. Attorney’ s offices (AUSA),
and the BOP through the Departnent of Justice Intranet, and

all ows these three agencies to share victiminformation. The
system contains the nanes of all identified victins of Federal
crimes. Victin(s) information is entered into the systemat the
time they are identified follow ng the conm ssion of a crine.
The information is used to make notification(s) during the
arrest, arraignnment, prosecutorial, and confinenent phases.

Once an offender is convicted and assigned a U. S. Marshal s nunber
(register nunber), case information is electronically forwarded
to SENTRY to determne if the inmate is in Federal custody. |If
the inmate information is in SENTRY and there is a match (i nmate
regi ster nunber and | ast nane), SENTRY w |l automatically assign
the VWP Case Managenent Assignnent (CMA) to the inmate’s

i nformati on.

Every 24 hours, SENTRY wi || update the VNS dat abase, and when
necessary, VNS will generate a victimnotification request to the
i nmat e’ s assi gned Case Manager.

Al WWP notifications will be acconplished using VNS, and w ||
also include U S. Mlitary inmates, state boarders, D strict of
Col unbi a Superior Court cases, and U. S. Parol e Comm ssion cases.
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At no time are staff permtted to delete victins from VNS

7. PRETRI AL/ HOLDOVER ANDY OR DETAI NEES. Procedures required by
this Program Statenent ordinarily do not apply to these innmates.
Victimnotification is required in accordance with Section 12 of
this Program Statenent when an inmate with a VW assignnment in
SENTRY, in pretrial, holdover or detainer status, releases from
cust ody, escapes, or dies while confined in a BOP institution.

8. INMVATE VICTIMS. Inmates who are enrolled in the VWP as a
result of being the victimof a Federal crinme require the
earliest possible notice of release related events involving an
i ncarcerated of fender. However, the notification tinme franes
required by this Program Statenent ordinarily do not apply to
inmate victinms since staff nmust take into consideration any
security concerns which jeopardizes the inmate victinis or the
of fender’ s safety while incarcerated.

If staff are aware that the victimis an inmate, the i nmate
victimw |l be reviewed on a case-by-case basis in an attenpt to
mnimze the risk involved in conpleting notifications. It may
be determ ned that notification prior to an event occurring would
be a greater security concern for the inmate’ s invol ved.

9. [DEFLNI TIONS 8551. 151

a. For purpose of this rule, "victinl is generally defined as
soneone who suffers direct or threatened physical, enotional, or
financial harmas the result of the commssion of a crinme. The
term"victin also includes the immediate famly of a mnor or a
hom cide victim

b. For purpose of this rule, "witness" is defined as soneone
who has information or evidence concerning a crine, and provides
information regarding this know edge to a | aw enforcenent agency.
Were the witness is a mnor, the term"w tness" includes an
appropriate famly nenber. The term "w tness" does not include
def ense witnesses or those individuals involved in the crine as a
perpetrator or acconplice.

c. For purpose of this rule, "serious crime" is defined as a
crimnal offense that involves personal violence, attenpted or
t hr eat ened personal violence or significant property | oss.

d. For purpose of this rule, the phrase “rel ease froma Bureau
institution” refers to an inmate's furl ough, parole (including
appear ance before the Parole Conm ssion), transfer to a state or
| ocal detention facility, transfer to a community corrections
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center, mandatory rel ease, expiration of sentence, escape
(1 ncludi ng apprehension), death, and other such rel ease-rel ated
i nformation. ]

This also applies to inmates serving a concurrent Federal
sentence in a state or local facility. Refer to Section 10.a. of
this Program Statenent for specific notification procedures
regardi ng state concurrency cases. |Inmates who are transferred
froma BOP institution to a |local detention facility on a
tenporary basis for disciplinary or other reasons, do not require
notification.

e. Federal inmates housed in state facilities (state boarders)
or community corrections centers (CCC) are the responsibility of
t he appropriate Cormmunity Corrections Manager (CCM. In these
situations, the terns “Warden”, “Unit Manager” and “Comrunity
Corrections Manager” are synonynous.

f. "VW" refers to a CMA assignnent assigned to an i nmate
who has victins. Central Ofice VAW staff approve and enter into
SENTRY al | “VWP*” assignnments for an inmate who has a BOP staff
menber as a victim

g. Limted System User (LSU) refers to the Case Manager
Community Corrections Case Manager or Unit Manager who has system
capability to read victiminformation and generate notifications
for inmates on their assigned case | oad.

h. Full System User (FSU) refers to the Victinl Wtness
Coordi nator (VW) or CCM who has system capability to read,
generate reports, approve/cancel notification, create victim
records, update victiminformation, and add i nmates to VNS.

i. Institution VNS Adm nistrator refers to the Conputer
Servi ces Manager whose responsibilities in VNS will include
updating user I D s, assigning passwords and a reporting office,
granting office access rights, and ensuring that the
institution's tel ephone and fax nunbers, etc., are entered for
each user.

10. CENTRAL OFFICE VICTI MW TNESS STAFF. Central Ofice VWP
staff are |ocated in the Correctional Prograns Branch and serve
as the Bureau' s point of contact for victinm wtness issues and
procedures. They are also the primary liaison to Departnment of
Justice staff, other |aw enforcenent agencies, and the public.
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Central Ofice VAP staff will enter the VWP assignnment and victim
information on U.S. Mlitary inmates, District of Colunbia
Superior Court cases, and U S. Parol e Conm ssion cases.

a. State Concurrency Cases. Inmates identified as VW cases
serving a concurrent Federal sentence in a state facility wll be
assigned a VWP CMA assignnent. Central Ofice VWP staff wll
conplete notifications in the follow ng manner (see Attachnment E,
O :

Forward a copy of the notification to the victimwthin
30 cal endar days after VNS posts the notification. A
copy of the letter nust be forwarded to the appropriate
Regi onal Inmate Systens Adm nistrator (Rl SA)

Forward a copy of the notification to the appropriate
official in the state departnent of corrections
confining the inmate, along with a copy of the
Department of Justice Victim Notification System
Panphl et .

Mail all letters via regular mail.

b. Wtness Security Inmates. The Inmate Mnitoring Section,
Central Ofice, coordinates all notification procedures for
Wtness Security inmates wwth a VW CVA assignnent. The Case
Managenment Coordinator (CMC) at the facility where the Wtness
Security inmate is housed will contact the Inmate Mnitoring
Section, Central Ofice, to ensure proper notifications are nmade
to the victinms).

c. Al victiniwtness contact changes (i.e., address, phone
nunbers, fax nunbers, etc.) nust be sent to the Correctional
Progranms Branch, Unit Managenent Section, Central Ofice, to
ensure the changes are entered into VNS on all |inked victins.

11. I NSTI TUTI ON VI CTI M W TNESS COORDI NATOR (WAC). Each Warden
will designate a VAC, ordinarily not bel ow the departnent head
| evel, to provide technical expertise, nonitor, and train staff
on VW and VNS.

If a notification is inadvertently sent to a Case Manager ot her
than the inmate’ s Case Manager, the following steps will occur:

a. Unit staff wll update the case manager assignnment in
SENTRY;

b. Unit staff will notify the VAC of the CSW change;
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c. The WAC will cancel the first notification; and

d. The WAC wll recreate a notification for the appropriate
Case Manager

12. ACCESS TO THE SYSTEM Each victimis assigned a Victim

I dentification Nunber (VIN) and a Personal Ildentification Nunber
(PIN) which allows themto access the automated system \Wen a
victimcontacts unit staff and indicates that they have | ost
their VIN or PIN, unit staff wll regenerate an initial letter
and forward it to the victimat the address contained in VNS.

13. NOTI FI CATI ON [ PROCEDURES 8551. 152

a. Avictimand/or witness of a serious crinme who wants to be
notified of a specific inmte's rel ease nust make this request to
the United States Attorney in the district where the prosecution
occurred. Requests for notification received by the Bureau of
Prisons directly froma victimand/or witness will be referred to
the U S. Attorney in the district of prosecution for approval.

b. Institution staff shall pronptly notify the victimand/or
w tness when his or her request for notification has been
received. Staff shall advise each approved victi mand/ or wtness
of that person's responsibility for notifying the Bureau of
Prisons of any address and/or tel ephone nunber changes.]

c. Types of Notifications and Tine Franmes. All notifications
wll be made by using the tenplate in VNS. The letters created
by the tenplate nust not be altered in any way that wll affect
their content or overall appearance.

However, the Victimand Wtness Notice form (BP-323) may be
conpl eted as needed for the appropriate notification. The
initial notification letter nust include a copy of the Departnent
of Justice VictimNotification System Panphl et.

Initial and subsequent notifications will be sent via regular
mail with the exception of escape notifications, which nust be
mai l ed via certified mail, return recei pt requested.

The “Contact Preferences” option may only be used for initial
desi gnation notifications.

The Unit Manager is responsible for ensuring that notifications
are tinely and accurate in the follow ng circunstances:
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(1) Initial Notification. VNS will create a pending initial
notification (initial designation) once the inmate’ s sentence
conput ati on has been conpleted. Unit staff will conplete the
initial notification to the victims) within 30 cal endar days of
the date the notification was posted on VNS. All initial
notifications (initial designation) can be made using the
“Contact Preferences” option which allows the preferred
notification nethod of the victimto be used when processing this
type of notification.

If the victims preferred nethod of notification is a
letter, the victimw Il also be provided a copy of the Departnent
of Justice VictimNotification System Panphl et which contains a
brief description of VNS procedures and instructions for
accessing the VictimNotification Call Center.

If Central Ofice staff or the institution VWAC enters a
victiminto VNS, an initial notification (initial BOP) will be
generated in VNS. In this type of notification, staff cannot use
the “Contact Preferences” option for providing notification.

Unit staff will conplete an initial notification letter and mai
it with the Departnent of Justice VictimNotification System
Panphlet, to the victinm(s) within 30 cal endar days of the date
the notification was posted on VNS.

If the “Contact Preferences” option is utilized for initial
designation notifications, unit staff will retrieve from VNS and
review a Call Tracing Report and a Notification Report by the
next work day to ensure each victimreceived notification. |If
the victims preferred nethod of contact was unsuccessful, staff
must followup with an initial notification letter to the victim
The Call Tracing Report and the Notification Report used for
verification of the conpleted contact will be maintained in the
Privacy Folder, Section | of the Inmate Central File.

(2) Parole Hearings. Pending parole notifications will be
created by VNS 60 cal endar days in advance of the date of the
anticipated parole hearing. Unit staff nust mail the
notification letter(s) to the victinm(s) 30 cal endar days in
advance of the parol e hearing.

VNS uses the parole hearing date entered in the SENTRY
Parol e Hearing Update transaction to create the parole hearing
notification. Therefore, it is essential that unit staff update
the parole hearing date in SENTRY in order to receive
notifications fromVNS. For exanple, if the Case Manager enters
a parole hearing date of “09-2001,” VNS wll read this as
“09-01-2001,” and will forward a notification to the Case Manager
on 07-01-2001.
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VNS does not autonatically create pending notifications for
record review hearings, therefore, unit staff are required to
manual |y create the pending notification(s) utilizing the BP-323
formwithin VNS. Notification to the victinm(s) will ordinarily
occur nine nonths prior to the Presunptive Parole date, which
coi ncides with when the record review Progress Report is mailed
to the U.S. Parole Conm ssion.

Additionally, unit staff nust prepare a nmenorandumto the
U. S. Parole Comm ssion (Attachment A) indicating a victim(not to
be specifically identified) may wish to submt witten comments
or attend the hearing. This menorandum nust be included in the
review material provided to the Parole Exam ners before the
heari ng.

(3) Escapes. Unit staff nust notify each victim by
t el ephone as soon as possible after the escape is discovered and
confirmed (normally the sane day), and provide the date and tine
of a WIP inmate’s escape. |If there are nultiple victins in the
case, unit staff may contact the VNS Call Center via fax using
t he Escape/ |l medi ate Rel ease/Call Cancellation form (Attachnment
H to initiate the tel ephonic notification system

| f tel ephonic contact is not possible, unit staff wll
conplete the notification process by forwarding a BP-323 formto
the victimby the next work day via certified mail, return
recei pt requested. |If telephonic contact is nmade, unit staff
Wl conplete the notification process by forwarding a BP-323
formto the victimw thin seven cal endar days via certified nail
return recei pt requested.

When the VNS Call Center is utilized to process the
notification(s), unit staff wll review a Call Tracing Report
retrieved fromVNS for that case by the next work day to ensure
each victimreceived notification. The Call Tracing Report wll
be maintained in the Privacy Folder, Section | of the Inmate
Central File. If the systemis unable to contact the victin(s),
unit staff will followup with Directory Assistance and/or
alternate contacts, to obtain the correct tel ephone nunber and
contact the victimimedi ately.

The sending institution is responsible for notification(s)
for escapes which occur during an unescorted transfer. |[If an
escape occurs while a VWP inmate is housed in a CCC or a state
contractual facility, the CCMis responsible for notifying the
victim's) as soon as the escape is confirmed (normally the sane
day) .
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Once the CCM or Unit Manager receives information that the
i nmat e has been apprehended, the victins/w tnesses wll be
notified of the apprehension. The CCMor Unit Manager are
responsi ble for ensuring the BP-323 formis mailed as soon as
possi bl e, but no later than 30 cal endar days after receiving
notification of apprehension. The date the inmate was
apprehended and current | ocation or designation, if known, wll
be indicated on the BP-323 form (section 8. The CCMw ||
forward copies of the BP-323 formto the parent institution to be
included in the Privacy Fol der, Section | of the Inmate Central
File.

(4) Furloughs/Unescorted Transfers. VNS does not
automatically create pending notifications for furloughs or
unescorted transfers, therefore, unit staff are required to
manual |y create the pending notification(s) wthin VNS

Compl etion of the BP-323 formfor unescorted transfers wll
include the institution s name and address, and the date of the
transfer. Conpletion of the BP-323 formfor an inmate approved
for a furlough will only include the city and state, and the
dates the furlough will take place.

| f circunstances do not permt advance witten notification,
unit staff wll furnish the BP-323 information to the victin(s)
by tel ephone. |If telephonic notification is not possible, unit
staff nmust docunent all efforts nade to contact the victimon the
VictimNotification Record (Attachnment B)

(5 Inmate Death. VNS will notify unit staff within 24
hours of SENTRY being updated to reflect the inmate is deceased.
Unit staff will forward a BP-323 formto the victimw thin 30
cal endar days.

(6) Transfer to a Community Corrections Center. VNS w ||
automatically forward notification to unit staff once a CCC
accept ance date has been entered by community corrections staff.
Unit staff will conplete a BP-323 form This BP-323 formis
considered final notification and will be forwarded to the
victinm(s) via regular mail. Wien witten notification to the
victimw |l not likely arrive in advance of the CCC transfer,

t el ephonic contact with each victimw || be nade.

Ordinarily, the notification of CCC placenent is the final
BP-323 notification to the victimw tness; however, if an event
(escape, death, imediate release) in the CCC occurs, the CCM
will send additional notifications to the victimiwtness. CCMs
are prohibited fromforwarding victimwi tness information to CCC
staff, therefore, CCM staff will notify the victinw tness when
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the VWP inmate is released on furlough while at the CCC, using
the sane notification procedures outlined in Section 12.c.(4) of
this Program Statenent.

(7) Release to the Street. VNS will create a final rel ease
notification within 60 cal endar days of the inmate’ s projected
rel ease date. Wthin 30 cal endar days of receipt of this
notification, unit staff will forward a conpleted BP-323 formto
the victimvia regular mail.

Tel ephoni ¢ contact nust be made when the inmate’s rel ease is
unexpected and/or imediate (i.e., court-ordered rel ease, etc.).
Unit staff may contact the VNS Call Center via fax using the
Escape/ | medi ate Rel ease/Call Cancellation form (Attachnent H) to
initiate the tel ephone notification system Unit staff wll
conplete the notification process by forwarding a BP-323 formto
the victimw tness by the next work day via regular mail

When the VNS Call Center is utilized to process the
notification(s), unit staff wll review a Call Tracing Report
retrieved fromVNS for that case by the next work day to ensure
each victimreceived notification. The Call Tracing Report wll
be maintained in the Privacy Folder, Section | of the Inmate
Central File.

If the systemis unable to contact the victin(s), unit staff
will followup with Directory Assistance and/or alternate
contacts, to obtain the correct tel ephone nunber and contact the
victimimedi atel y.

A conpl eted BP-323 formnust al so be forwarded to the
victinms/w tnesses for those inmates rel easing to detaining
authorities (INS, other state or |ocal |aw enforcenent detaining
authorities, treaty transfer to a foreign country, etc.) via
regul ar mail

(8) Conpassionate Rel ease. VNS does not automatically
create pending notifications for conpassionate rel ease
consideration, therefore, unit staff are required to manually
create the pending notification wthin VNS

During the institution’s review of the inmate’ s request for
conpassionate rel ease, the unit staff nust notify the victins and
solicit comments to be incorporated into the Wardens referral
menor andum i n accordance with the Program Statenent on
Conpassi onat e Rel ease, Procedures for I|nplenentation of
18 U.S.C. § 3582(c)(1) (A and 4205(9g).

(9) Wits. Unit staff are not required to notify
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victinms/w tnesses when a VWP inmate is tenporarily rel eased on
wit to other |aw enforcenent authorities, or an escorted trip.
In the event of an escape or death of an inmate tenporarily

rel eased on Federal wit, unit staff fromthe holding institution
must make the required notifications. All other wit cases wll
require unit staff fromthe parent institution to nmake the
required notifications in accordance with Section 13.c.(3) and
(5) of this Program Statenent.

14. RE-COW TMENT OF A VW | NVATE. The foll owi ng procedures
apply to VAP i nmates returned to Federal custody for new crim nal
conduct, or for violation(s) of conunity supervision (parole,
supervi sed rel ease, mandatory rel ease, probation violator, CCC
failures, etc.).

Staff nmust ensure that a current VAP assignnent is entered in
SENTRY and that any prior VAP assignnent is renoved.

a. VWP Recomm tnent Cases - Violation of Supervision. Staff
must notify each victimof a VWP inmate’s return to Federal
custody due to a violation(s) of community supervision, when the
violation is associated with the original sentence in which the
inmate’s initial VW assignnent was assi gned.

The Unit Manager will ensure the original Central File is
i mredi ately requested upon the inmate’s arrival at the designated
i nstitution.

Unit staff will review the available information in VNS, |f
the inmate and victiminformati on was previously | oaded into VNS
due to a prior commtnent, unit staff will conplete a BP-323 form
and mail it to the victimw thin 30 cal endar days fromthe date
VNS creates a pending notification.

If the inmate and victiminformation was not previously | oaded
into VNS, the WAC is responsible for entering the information
into VNS, updating the WAP assignnment in SENTRY, and ensuring a
BOP initial notification is created in VNS. A notification
letter will be mailed to the victin(s) wthin 30 cal endar days of
unit staff receiving the pending notification.

b. WW Recomm tnent Cases - New Crim nal Conduct. VWP innmates
who are returned to Federal custody as a result of new crim nal
conduct nust be reviewed to determne if the VWP assignnment stil
applies. Unit staff nust request cancellation of the VW
assignment if it is determined that an inmate has conpleted his
or her sentence, and all other supervision requirenents
associated wth the initial sentence inposed, which resulted in
the inmate’s VAP assignnment. Unit staff nust use the procedures
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outlined in Section 15 of this Program Statenment when requesting
cancel | ati on approval.

15. [CANCELLI NG THE NOTI FI CATI ON REQUEST 8551. 153

a. Avictimand/or witness nmay request cancellation of the
notification by contacting either the Bureau of Prisons or the
U S Attorney fromthe prosecuting district. The Bureau of
Prisons shall notify the victimand/or witness that his or her
request for notification has been cancell ed.

b. Bureau of Prisons staff may cancel a notification request
when the victimand/or witness has not responded within 60
cal endar days to a Bureau of Prisons inquiry concerning whether
the victimand/or wtness wi shes to continue receiving
notification of the inmate's rel ease(s).]

Unit staff nust take the following steps prior to canceling the
notification requirenent in VNS if a letter is returned to the
institution followng an attenpt to conplete notification:

1 Unit staff nust docunent on the Victim Notification
Record, (Attachment B), all efforts to contact the
victimwi tness, as well as the reason(s) for the
attenpted contact (i.e., inmate returned as a parole
vi ol ator).

If the letter is returned, unit staff nust contact
Directory Assistance to verify address information or
to determne if an address change has occurred.

Contact the appropriate U . S. Attorney's Ofice VWP
Coordi nator for his or her input.

The Unit Manager will forward a brief nenorandumto the
Assi stant Adm nistrator, Correctional Prograns Branch, Unit
Managenment Section, Central Ofice, via BOPNet G oupWse, when
all attenpts to notify the victimhave been unsuccessful for 60
cal endar days fromthe date of the mailing. This nmenorandum nust
provide a brief explanation of all actions taken and efforts nade
to contact the victim

| f the cancell ation request is approved, VW staff from Central
Ofice will send an electronic nmail nessage to the Warden
Central O fice wll access VNS and renove the notification
requi renent contained on the specific victims information sheet.
The menorandumwi |l be filed in the Privacy Fol der, Section | of
the Inmate Central File. Unit staff will nmake an entry on the
Victimi Wtness Notification Record (Attachnment B) indicating that
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VW notification is no longer required for the specific victim

[c. A notification request by a victimand/or wtness
ordinarily term nates when the i nmate has conpl eted service of
the sentence for the serious crine which resulted in the request
for notification.]

d. The Unit Manager will docunent in the formof a nmenorandum
t he nanme, address and tel ephone nunber of the individual who
provided information that a victimis deceased. This nmenorandum
w il be forwarded via BOPNet G oupWse to the Assistant
Adm ni strator, Correctional Prograns Branch, Unit Managenent
Section, Central Ofice, as a request to renove the victims nane
fromthe program

| f the cancell ation request is approved, VW staff from Central
Ofice will send an electronic nmail nessage to the Warden
Central O fice wll access VNS and renove the notification
requi renent contained on the specific victims information sheet.
The menorandumwi |l be filed in the Privacy Fol der, Section | of
the Inmate Central File. Unit staff will nmake an entry on the
VictimiWtness Notification Record (Attachnment B) indicating that
VP notification is no longer required for the specific victim

16. TELEPHONE/ VI SITING LIST. Unit staff nust carefully and

t horoughly review the visiting/tel ephone list of a VAP inmate (to
i nclude pretrial, holdovers and detainees if VAW status is
known), to ensure the inmate is not attenpting to conmunicate
with his or her victims) without prior witten approval. Prior
to approving victinms(s) for inclusion on the inmate's visiting or
tel ephone list, the Unit Manager nust:

a. Contact the appropriate U S. Attorney's Ofice VW
Coordi nator for his or her input;

b. Ensure that the victimis informed of the inmate' s request;
and

c. Obtain witten approval fromthe Warden before placing the
victimon the inmate's visiting or tel ephone I|ist.

If the victimadvises staff that they do not wish to be placed on
the inmate’'s visiting and/or tel ephone list, the inmate wll be
informed of the denial in accordance with the Program Statenents
on Tel ephone Regul ations for Inmates and Visiting Regul ations.

17. CORRESPONDENCE AND FILING  The Unit Manager is responsible
for ensuring all notification and filing procedures conply with
policy requirenents.
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a. Once notification(s) have been conpleted, staff wll
retrieve a Notification Report from VNS which lists the victins
who received notification. This report will be maintained in the
Privacy Folder, Section | of the Inmate Central File. Unit
Managers wll verify and docunent on Attachnment B, that al
notifications have been conpl et ed.

b. Wen sending certified mail, the inmate's name and regi ster
nunber nust not be noted on the certified mail return receipt
requested (green and white card). Once the receipt has been
returned to the institution, it nust be filed in the Privacy
Fol der, Section | of the Inmate Central File.

c. Unit staff nust docunent all communication (e.g.,
t el ephone, certified mail return receipt requested,
correspondence, etc.) with a victin(s), including unsuccessful
contact attenpts, on the VictimNotification Record,
Attachnment B. The VictimNotification Record nust be filed in
the Privacy Folder, Section | of the Inmate Central File, and may
not be disclosed to the inmate. This information may only be
di scl osed to court officials or |aw enforcenent agency personnel
on a need-to-know basi s.

d. An inmate's inclusion or the victinms participation in VNS
must not be disclosed to the inmate or any unauthorized third
party. This condition is not to preclude staff who manage
mental health cases or other potentially dangerous inmates from
taking actions that are intended to protect victins and the
comunity.

e. Material that indicates an inmate's VW status (nmarkings,
rosters, notations, etc.) nmust not be filed in the disclosable
sections of the Inmate Central File. |If staff believe this
i nformati on has been conprom sed, the Correctional Prograns
Branch, Victinm Wtness Program Section, Central Ofice, nust be
notified i med ately.

A careful review nmust be conducted when innates request to
correspond with their victinms/w tnesses (for exanple, a famly
menber or spouse). In the event staff becone aware that a VWP
inmate i s correspondi ng i nappropriately with his or her
victinms/w tnesses, the Unit Manager nust notify the
institutions’s Special Investigative Supervisor (SI'S) and request
that the inmate be placed on the institution’s mail nonitoring
list. The Unit Manager will also follow the procedures contained
in the Program Statenent on Correspondence if it is deened
necessary to place the inmate on Restricted General
Correspondence st at us.
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18. COWROM SED VICTIMS. If an inmate inadvertently is nade
aware of a victims identity, the foll ow ng procedures nust be
fol | owed:

a. WL wll notify Central Ofice VAW staff of the security
breach by sending an e-mail to the VictimWtness G oup nail box.

b. Unit staff wll contact the appropriate Victi mWtness
Coordinator in the U S. Attorney’'s Ofice by tel ephone.

c. Unit staff wll notify SIS and place the inmate on mai
nmoni t ori ng.

d. Unit staff will counsel the inmate instructing the inmate
to have no contact with the conprom sed individual. The
counseling session will be docunented on the VictimNotification
record (Attachnent B)

e. The Warden will forward a letter to the affected victin(s),
Wi th copies to the USAO Victi mWtness Coordinator, and Centra
Ofice VictimWtness staff.

19. STAFF NOTI FI CATI ON. Any Bureau enpl oyee may request
notification of an inmate's rel ease or rel ease-rel ated
proceedi ngs by conpleting and forwarding a Staff Request for
VictimNotification (Attachment C) to the Warden. The Warden
must provide any rel evant comments and forward the request to the
Seni or Deputy Assistant Director, Correctional Prograns Division,
who is the approving authority. The Senior Deputy Assi stant
Director will review the request and notify the Warden of the
decision via a Staff Request for VictimNotification (Attachnment
D). Upon approval, Central Ofice VW staff will enter the
inmate and victiminformati on in VNS,

For inclusion in the VWAP notification process, staff nust
ordinarily nmeet the criteria established for being a “victin’ or
“Wtness,” and “serious crinme” as defined in Sections 8.a., 8.b.
and 8.c. of this Program Statenent. The VWP i nmate nust be
serving a Federal sentence or be under Bureau jurisdiction.

20. TRAINING Al Bureau enpl oyees nust receive information and
training on staff responsibilities as part of the Introductory
Correctional Training for new enpl oyees at the Federal Law
Enforcenment Training Center, dynco, CGeorgia and at subsequent
institution Annual Refresher Training.

21. PUBLI C RELATIONS. Bureau staff nust maintain a high degree
of professionalismand sensitivity at all times when dealing with
vi cti ns.
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At the end of each fiscal year, each institution nust submt a
"Best Efforts” Report to its Regional Ofice. The reporting
period is Cctober 1st through Septenber 30th. The Institution's
"Best Efforts" Reports will be prepared and addressed to the
Regi onal Correctional Prograns Adm nistrator by Novenber 1st.

Each Regional Ofice consolidates those reports and submts a
Regi onal "Best Efforts" Report to the Central Ofice,

Correctional Programs Branch, with attached copies of
institutional reports, by Decenber 1st. Central Ofice VAP staff
will forward the Bureau’'s "Best Efforts" Report to the Ofice for
Victins of Crine as nandated in the Attorney Ceneral's

Gui del i nes.

The “Best Efforts” Report submtted must include:

1 The nunmber of notifications nade to victins to include
initial notifications and rel ease related notifications;

The nunber of inmates invol ved;

Descriptive informati on or procedures which have been used
in illustrating program acconplishnments (i.e., conmunity
contacts, training efforts for staff);

Exceptional cases handl ed that required contact with
victinms/w tnesses and ot her agenci es;

| nmat e prograns;

Institution FRP collections; and

Escape Notifications.

22. STUDY AND OBSERVATI ON COVM TMENTS. | nmates commtted to
Bureau custody under 18 U.S.C. 88 4243(e), 4244, 4245, or 4246
and identified as VAW cases wll| be processed the sane as
sentenced VW cases. Routine notification procedures referenced
in Section 12 of this Program Statenent apply.
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If witten notification is not possible due to the issuance of a
Court Order for Conditional Release, institution staff nust make
t el ephonic contact with the victimimredi ately upon recei pt of
the Court Order. Victimnotification nmust be made prior to the
inmate's actual release fromcustody and docunented on the Victim
Notification Record (Attachnent B)

23. CALL CANCELLATION (Attachnment H, Section 2). When a person
contacts unit staff indicating they are inadvertently being
called by VNS, Attachnent H shall be faxed to the VNS hel p desk
to discontinue the call

/sl
Kat hl een Hawk Sawyer
Director
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FEDERAL BUREAU OF PRI SONS
DATE:

REPLY TO
ATTN OF: , Unit Manager

SUBJECT: VictimiWtness Notification

TO U S. Parole Comm ssion/Mni-File (Section 1)

RE: ( NAMVE)

((NUMBER)

(1 NSTI TUTI ON)

The above-referenced inmate is subject to the provisions of the
Victimand Wtness Protection Act of 1982 (Public Law 97-291).
This inmate is scheduled for a hearing before the U S. Parol e
Comm ssi on during the week of

Al'l victinms and/or w tnesses have been notified of this hearing.
They have al so been advi sed that they nay appear before, and
offer a statenent at, this hearing or send coments to your
office for consideration prior to this hearing. |If requested,

t hese comments may be kept confidential fromthe i nmate.

This information is being provided for informational purposes
only. There is no obligation for your agency to contact any
victimand/or witness. |If you have any questions regarding this
case, please contact ne or the Case Managenent Coordi nator at the
foll ow ng nunber (FTS):

cc: Privacy Folder, Section |, Inmate Central File



