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1. PURPOSE AND SCOPE. To update the Human Resource
Managenment Manual regarding student | oan repaynents.

2. SUMVARY OF CHANGES. Program Statenment P3000.02, the Human
Resour ce Managenent Manual (HRMM), Chapter 3, is being updated
to revise the anount of student | oan repaynents, |ist of
eligible student | oans, and procedures for processing student

| oans. The followi ng changes have been nade:

1 Increases the maxi num anpunt of the student | oan

repaynment from $6, 000 to $10, 000 per year; and increases
the lifetime maxi num from $40, 000 to $60, 000, in
accordance with Public Law 108-123.

Renmoves the Plus Loan as an eligible student |oan for
repaynment;

Renmoves the requirenment to prepare a SF-52, Request for
Personnel Action, and AD- 343, Payroll Action Request
Form to process student |oan repaynents. HRM offices
nmust use the Special Payroll Processing System for

W ndows (SPPSWN) (version 04.01) to process repaynments;

I nstructs HRM of fices to place a copy of the approval
meno, Student Loan Repaynment Agreenent, and printed copy
of the Student Loan Repaynent screen fromthe SPPSW N on
the left side of the Oficial Personnel File.

3. TABLE OF CHANGES

Renpve | nsert
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Chapter 3, Pages 93-100 Chapter 3, Pages 93-100
Attachnment 3-31 Attachnment 3-31
Attachnment 3-32 Attachnment 3-32
At tachnment 3-33 At tachnment 3-33

4. ACTION. File this CNin front of P3000.02, the Human
Resour ce Managenment Manual .

/sl
Harl ey G Lappin
Di rector
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340.1 STUDENT LOAN REPAYMENT

1. PURPOSE AND SCOPE. To institute the Bureau's plan for
repayi ng a student loan to a newmy appointed or current

enpl oyee who has been determ ned to be highly qualified and,
absent such an incentive, would be difficult to recruit or
retain.

2. DI RECTI VES REFERENCED

C. 8 5379

C. § 2301

C. § 5514

Part 537

CFR Part 550

DQJ Order 2120. 3B

HRSAG Systens Notice #2001-13

3. BENEFITS AND ELIG BILITY

a. Available Benefit. A student |oan repaynent may be nade
on all or part of an outstanding federally insured student
| oan(%s), excluding |ate fees, up to $10, 000 per cal endar
year. A total benefit of $60,000 is allowed per enployee.
More than one loan may be repaid as long as it does not
exceed the established limts.

The amount of the student | oan repaynent depends on the
avai lability of local funds and the locality’ s anticipation or
assessnent of the enployee’ s value and contribution to the
Bureau. Each student | oan repaynent requires a witten
service agreenent (See Section 6 and Attachnment 3-32) in which
the newmy appointed or current enployee agrees to at |east 36
nont hs of Bureau enploynent. Thirty-six nmonths is the m ninmum
servi ceagreenment period for a |oan repaynent in any anmount up
to $10, 000 per year (up to a maxi mum | oan repaynment of $30, 000
for three years) and may not be prorated should the service
agreenment be unful filled.

*

The student | oan repaynent is |limted to the outstanding
i ndebt ness when the enpl oyee enters into a service agreenent.
Repayments may be nade only on student | oans that are not in
default. New enpl oyees nust successfully conplete
| ntroduction to Correctional Techniques prior to repaynment of
a student loan to the |ender.



Candi dat es and enpl oyees being consi dered for the student
| oan repaynent nust provide witten docunentation (e.g., type
of student | oan, current balance, etc.) fromthe hol der of the
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st udent | oan.

Until such docunentation is submtted for verification, the
Bureau cannot authorize the student repaynent. The candi date
or enpl oyee is responsible for repayi ng any outstandi ng | oan
amount s not covered by the | oan repaynent schedule and for any
applicable | ate fees.

Empl oyees who receive student | oan repaynments and
renegotiate the terns or conditions (e.g., repaynent schedul e)
with the | ender nust notify and provide docunmentation to their
| ocal Human Resource Managenent (HRM Office.

Receiving a student | oan repaynent does not constitute a
right, promse, or entitlenment for continued enploynent or, if
appl i cabl e, non-conpetitive conversion to the conpetitive
service.

Participation in the Student Loan Repaynent Programw || be
made wi t hout regard to race, color, religion, sex, sexual
orientation, national origin, age, physical disability,
marital status, or nmenbership in an enpl oyee organization.

b. Criteria. To be eligible for a student |oan repaynent,
t he candi date or enpl oyee nust neet the following criteria:

(1) the enpl oyee nust occupy or be recruited for a
position with education requirenents as established by the
O fice of Personnel Managenent (OPM Qualification Standards;

(2) the occupation nust have a separation rate exceeding
t he national average separation rate for Bureau positions as
established by the Human Resources Executive Workforce
Pl anni ng Group; and
*

(3) the difficulty in filling the position on a |ocal
| evel nust be denobnstrated.

The student | oan repaynent nust be based on educati on which
has been earned, not in progress, and that fulfills the
m ni mrum OPM qualification requirenments for the occupation.
Unrel ated education is not qualifying. Advanced degrees
beyond the m ni num educati on requirenments nay be consi dered on
a case-by-case basis.

Empl oyees who conpl ete education while enployed in a



position wi thout an education requirement will not be eligible
for a student | oan repaynent until he/she obtains a position
with an education requirenment that neets the above criteria.
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c. Exceptions. Exceptions to the above criteria nmay be
made very rarely, as follows:

(1) if there is a need to enploy individuals in
occupations with no education requirenments who possess uni que
experience, qualifications, and expertise necessary to the
Bur eau; and

(2) for candidates or incunbents of education-required
positi ons whose separation rates are not above the national
separation rate but have extrene |l ocal recruitnent or
retenti on problens.

d. Eligibility. Eligible or prospective enployees my be
in either the conpetitive or excepted service (non-Schedul e C)
and have a full-time or part-tinme schedule. They include the
fol | ow ng:

enpl oyees in permanent positions

tenporary enpl oyees serving on appoi ntnments which
can be converted to term or permanent appointnments
(i.e., Career Experience),

term enpl oyees with at | east three years left on

t heir appoi ntnments; and

enpl oyees serving in excepted appoi ntments which can
be converted to term career, or career conditional
appoi ntnents (i.e., Career Intern, VRA).

The Student Loan Repaynent Program may neither be used to
recruit an individual from another federal agency nor be used
to retain an individual who may | eave for another federa
agency.

e. Continuing Eligibility. To remain eligible for the
st udent
| oan repaynent, the enpl oyee:

! must mai ntain a performance eval uati on of at | east
“fully successful,”
1 remain in the education-required occupation for

whi ch the student |oan repaynent was approved, and
! conply with the Repaynment Agreenent’s conditions.



4. TYPES OF STUDENT LOANS. The followi ng types of student
| oans are eligible for payment under this program

| Subsi di zed, Unsubsi di zed Loans, Direct Subsidized
and Direct Unsubsidi zed Federal Stafford Loans;

| Di rect Subsidized, Direct Unsubsidized Loans and
Federal Consolidation Loans;

*

Def ense Loans;
Nati onal Direct Student Loans;
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Per ki ns Loans;

Nur si ng Student Loan Program Loans;

Heal th Profession Student Loan Program Loans; and
Heal t h Educati on Assi stance Loan Program Loans.

5. PAY ADM NI STRATI ON AND TAXES. Student |oan repaynents
can:

be used in conjunction with other recruitnent and
retention incentives;

are not considered part of the enployee's rate of basic
pay for any other purpose; and

are subject to the aggregate limtation on pay.

6. SERVI CE AGREEMENTS AND PAY- BACK REQUI REMENTS. Before a
student | oan repaynent may be paid, the candi date or enpl oyee
must sign a Student Loan Repaynment Agreenent (Attachment 3-32)
to conplete a m ninum of 36 nonths of enployment with DQJ,
begi nning on the date of the first repaynent. The nmaxi mum

al | owabl e amount for 36 nonths is $30,000 ($10, 000 per

cal endar year).

For repaynents beyond the 36 nonths, the enployee nust sign a
suppl enmental Student Loan Repaynment Agreenent (Attachment 3-
32) to conplete a mninmum of 12 nonths of enploynment w th DQJ
for each whole increnent of $10,000, not to exceed a total
maxi mum r epaynent of $60, 000. Repaynents |ess than $10, 000
(beyond the * 36 nonths) will not necessitate a suppl enental
Agr eenent .

The Repaynent Agreenent nust reflect the student | oan
repaynent’s terns and conditions, including the anmount of
noney aut horized and the time frame covered.

An enmpl oyee who fails to conplete at | east 36 nont hs of DQJ



service as the initial Repaynment Agreenment established or 12
nmont hs of DQJ service under a suppl enmental Repaynment Agreenent
nmust be indebted to the federal governnment and nust repay all
student | oan repaynents received under the rel evant agreenent.

| f an enpl oyee | eaves the Bureau voluntarily or is separated

involuntarily, no further |oan repayments will be nmade under
the Repaynment Agreenent’s terns. |If an enployee noves to
anot her DQJ

conponent during the agreenent’s term the enployee will not

be required to reinburse the Bureau for | oan repaynents
al ready made.

Repayment is required for any of the follow ng:

I Voluntary separation or transfer from DOJ for another
federal agency, unless the receiving federal agency
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aut hori zes rei nbursenent to the Bureau in its service
agr eenment .

Vol untary separation from DOJ for reasons other than
enpl oynment i n another federal agency.

I Involuntary separation due to performance or m sconduct.

The Attorney General may waive the right of recovery of an
enpl oyee's debt under 5 U . S.C. 8 5514 in whole or in part if
it is determ ned that recovery woul d be agai nst equity and
good consci ence or against the public interest.

Amounts owed by an enpl oyee who fails to conplete the period
of enpl oyment established under a Repaynment Agreenent nust be
recovered fromthe enployee in accordance with 5 U S.C. § 5514
and 5 CFR, part 550, subpart K, Program Statenent on Financi al
Managenent - Debt Managenent and DQJ Order 2120. 3B.

7. APPROVI NG OFFI Cl AL’ S DETERM NATI ON ON REPAYI NG A STUDENT
LOAN. Each student | oan repaynent nust be based on a witten
case-by-case determ nation by the approving official that

i ncl udes:

a. an explanation of the difficulty the Bureau would face
in filling a position with a highly-qualified candi date absent
a student |oan repaynent; or retaining a highly-qualified
enpl oyee, who would likely |eave for enploynment outside the
federal service and such departure would inpact activities or
functions deened essential to the agency;

b. a description of the enployee’s high or unique
qualifications or the special need for the enpl oyee’'s
services, as applicable;

c. the criteria used to determ ne the anount of repaynent;
the m ni mum repaynent anmount needed to ensure the acquisition
or retention of the enployee’s services; and the term of the
service agreenent; and

d. an explanation of the extent to which other avail able
recruitnment or retention incentives were consi dered or
of fer ed.

The Chief Executive O ficer nust request each student | oan
repaynment in writing through the Regional Director, who wll
approve or disapprove the request. |If the request is
approved, it is forwarded to the Assistant Director of the



Human Resour ce Managenent Division (HRVD) and the Assi stant
Di rector over the discipline involved (Attachnment 3-31) for
final approval.
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The Bureau General Counsel, with concurrence fromthe

Assi stant Director, HRVMD, nust approve student |oan repaynents
for

attorneys and | aw cl erks.

Upon approval, the servicing HRM O fice nust file a copy of

t he approval nmeno, signed agreenent, and printed copy of the
processed paynent retrieved fromthe Special Payroll
Processing System for W ndows on the left side of the Oficial
Personnel Folder. See Section 9. National Finance Center
(NFC) Requirenents regarding the use of the Special Payrol
Processing System for W ndows.

The Chief Executive Oficer, or designee, is responsible for
initiating paynent, upon approval, for the first three years
of eligibility up to the accunul ated sum of $30, 000. After
the third year, the determ nation to extend the student |oan
repaynent beyond the $30, 000 paynment will require a new

*

Repaynment Agreement and a brief certification statement from
the servicing HRM O fice that all previous eligibility
requirenents are still being net. The Regional Director nust
approve a determnation to continue or discontinue a student
| oan repaynent and have it forwarded to the HRVD Staffing
Section, for concurrence with the Assistant Director, HRMD.

For regional office positions, the above steps apply, with the
request originating with the Regional Director and sent to the
Assi stant Director, HRMD for concurrence with the Assistant
Director of the discipline involved. For Central Ofice
positions, the above steps apply, with the request originating
with the Assistant Director and sent to the Assistant

Director, HRMD, as applicable.

For candi dates recruited and offered a new appoi nt nent,

approving officials must approve the student | oan repaynent
before the enployee enters on duty.

Records justifying student |oan repaynents nust be nmi ntained
for three years follow ng final approval

8. CRITERI A FOR PAYMENT. The recommendi ng and approving



officials will consider the followi ng factors, as applicable:

I the candidate’s or enployee’s qualifications;

funds avail able for repaynent;

the success of recent efforts to recruit/retain
candidates with qualifications simlar to those the
enpl oyee possesses;
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the availability in the | abor-nmarket of candi dates for
enpl oyment who, with mniml training or disruption of
m ssi on acconplishment, can performthe duties and
responsibilities of the enployee’ s position;

the rel ative advantages and di sadvantages (both for the
Bureau and the enpl oyee) of repaying student |oans, as
conpared with other available recruitnment or retention
i ncentives;

the need to maintain a bal anced workforce in which wonen
and menbers of racial and ethnic mnority groups are
appropriately represented.

9. NATIONAL FI NANCE CENTER (NFC) REQUI REMENTS. Enpl oyees
receiving this benefit are responsible for submtting the

l ending institution's electronic fund transfer (EFT) routing
nunber and | oan account nunmber to the HRM Office. Prior to
subm tting this information to NFC, HRM Offi ces nust verify
t he outstandi ng student | oan bal ance and | ending institution
account nunber.

HRM Of fices nust process the student | oan repaynent through

t he Student Loan Repaynment W ndow on the Special Payroll
Processing System for Wndows (SPPSWN). The effective date
of paynment will start the beginning date of the service
agreenent for the enployee. Upon processing, the paynment wl|
be forwarded to the |l ending institution through EFT. If the
enpl oyee el ects paynent other than on annual basis (e.g.,

sem -annual or quarterly), the HRM Offices will be responsible
for maintaining a tickler or other file record to rem nd them
to key these requests. *

The enpl oyee’s Federal income tax withholding rate in effect
at NFC will be applied if it is less than the 28% Federal tax
rate. |If not, the 28% Federal tax rate will be applied.



Enpl oyees interested in having their student |oan repaynent

di sbursed annual ly, sem -annually, or quarterly to the |ending
institution should indicate their preference in the Repaynent
Agreenent. The HRM Office nust notify NFC of the paynent
arrangenent .

Annual |y, HRM Offices nust verify outstanding | oan account
bal ances and determ ne the account is not in default, thus
ensuring proper paynent by NFC. For further guidance on NFC
procedures, refer to HRSAG Systens Notice #2001-13.

10. DEPARTMENT OF JUSTI CE REPORTI NG REQUI REMENTS. The
Staffing Section, HRMD, nust submt a DQJ-required annual
student | oan
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repaynment report to DOJ on Novenber 15. This docunentation
must be avail able for OPM revi ew upon request and include
sufficient information to clearly justify the student |oan
repaynment .

Morever, it nmust explain the criteria used to determ ne the
need

for repaynent and describe the candidate's qualifications in
sufficient detail. To justify the student |oan repaynent and
to comply with DOJ reporting requirenents, all requests nust
be in the format outlined in Attachnment 3-31.
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U. S. Departnent of Justice
Federal Bureau of Prisons

Washi ngt on, DC 20534

MEMORANDUM FOR ( NAME) , ASSI STANT DI RECTOR
HUMAN RESOURCE MANAGEMENT DI VI SI ON

THROUGH: Regi onal or Assistant Director
FROM War den
SUBJECT: St udent Loan Repaynent

A student | oan repaynent is requested for (name), (intended
position), (intended |ocation) in the anmount of (anpunt).

The following brief narrative is provided concerning this
request.

(a) An explanation of the difficulty the Bureau woul d
face in the absence of |oan repaynment in filling
the position with a highly-qualified enployee, or
retaining a highly qualified enployee, including
applicabl e indicators/areas such as:

! the success of efforts to recruit/retain high
gquality candidates in sim|ar positions;

of fer acceptance rates,

t he proportion of positions filled,

the length of time required to fill the
position, and

1 t he vacancy rate;

(b) evidence of local difficulty in recruiting or
retaining
staff in this position, including the separation
rate in conparison to |ocal/national |evels;

(c) a description of the enployee’s high or unique
qualifications or the special need for the
enpl oyee’s services, as it relates to the position;
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(d) the criteria used to determ ne the amunt of
repaynent; and

(e) an explanation of the extent to which other
avai |l abl e
recruitment or retention incentives were consi dered
or offered.

Action: Approved Di sapproved

Date: Si gnat ur e:
Assi stant Director, (insert
di scipline)

Acti on: Approved Di sapproved

Dat e: Si gnat ure

Assi stant Director, Human Resource
Managenment Di vi si on

| f approved:

Amount Offered $ per year for year (s).
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FEDERAL BUREAU OF PRI SONS
STUDENT LOAN REPAYMENT AGREEMENT

I n consideration of the repaynment of ny outstandi ng federally-
i nsured student | oan bal ance as descri bed bel ow,

I (insert enployee’s nane) agree to remain in
the service of the Bureau of Prisons for a period of (i nsert
termof 36 nonths or 12 nonths for supplenental agreenents),
begi nning on the date that the repaynment is nmade. The | oan(s)
subject to this agreenent is not/are not in default.

| enter into this agreenment with the understanding that:

! The | oan repaynent schedule will be as follows: the
Bureau of Prisons will repay $_(insert dollar anount
) in outstanding federally-insured student | oans
directly to (insert nanme of an source)

_in (ampunt and paynent frequency) (e.d.. one
f epaynent of $10.000 in Fiscal year 2004 and one
repayment of $10,000) in Fiscal year 2005);

*

Appropriate tax withholding will be made at the tine
of each paynent;

| am responsi ble for any applicable taxes on repaid
anount s;

| am responsible for the repaynment of any

out st andi ng | oan anounts not covered by the | oan
repaynment schedule, and for any applicable late
f ees.

If 1”"’ma new enpl oyee, | nust successfully conplete
I ntroduction to Correctional Techniques prior to a
student | oan repaynent being nade to the | ender.

| will lose eligibility for continued | oan repaynent benefits
if ol:

separate fromthe Bureau,

the | oan goes into default;

do not maintain a fully successful job perfornmance
|l evel, as reflected in ny nost recent perfornmance



rating;

depart fromthe education-required occupation for
whi ch the student |oan was approved, if applicable;
or
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violate any of the conditions of this agreenent.

| agree to reinburse the Governnent for any repaid anounts if
| do not conplete this period of service due to:

voluntary departure fromthe Departnment of Justice;

voluntary separation or transfer fromthe Depart nment
of Justice to enter service in another federa
agency; or

i nvoluntary separation on account of m sconduct or
per f or mance.

| request the student |oan repaynent to the | ending
institution be disbursed in one of the follow ng nethods:

{ } Annually

{ } Sem - Annual |y

{ } Quarterly

In addition, | understand that:

| may request a waiver of any required reinbursenent
to the Governnent;

| nmust notify the local HRM O fice and provide
docunmentation if | renegotiate the ternms or
conditions (e.g., paynent schedul e, anmount paid) of
my student | oan with the | ender.

This agreenment in no way constitutes a right,

prom se, or entitlenment for continued enpl oynment or,
i f applicable, non-conpetitive conversion to the
conpetitive service; and

Paynments beyond the initial service agreenment wll
require a supplenental service agreenent.

Si gnat ur e/ Dat e



W TNESS ( HRM REPRESENTATI VE) :

Signature/Titl e/ Date

Note: This agreenent should be filed on the left side of the
OPF.
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STUDENT LOAN REPAYMENT

Ampount

Up to $10, 000 per cal endar year for the
first three years of repaynent (up to a
maxi mum amount of $30, 000). Subsequent
anounts up to $10,000 not to exceed a
maxi mum amount of $60, 000. As
requested by the enployee, anpunts paid
annual ly, sem -annually, or quarterly
to the | ender.

Eligibility

Candi dat es of fered enpl oynent and
current Bureau of Prisons enpl oyees who
wll/currently occupy positions as:

- Per mnent enpl oyees;

- Tenporary enpl oyees serving on
appoi nt mnents which can be converted to
term or permanent appoi ntnents;
-Term enpl oyees with at | east three
years left on their appointment; or

- Enpl oyees serving on excepted
appoi nt ments which can be converted to

term career, or career conditional
appoi ntnents (i.e., Career Intern,
VRA) .

Servi ce Agreenent Thirty-six nmonths. For paynents beyond

36 nonths (i.e., $30,000), an

addi tional 12 nonths of service will be
required for each whol e increnent of
$10, 000 pai d.

Approval s Case-by-case basis with witten
docunent ati on. The Assistant Director,
HRVD has been del egat ed general
approving authority by the Director
with the Assistant Director over the
di sci pli ne.

Approval Levels:

General Schedul e and | Request in witing by the Regional or

Wage Grade (Except Assistant Director. Approved by the

At t or neys) Assi stant Director, HRMD and the
Assi stant Director over the discipline.

At t or ney The Bureau of Prisons General Counse
wll submt to the Assistant Director,
HRMVD for conference and final approval

Schedul e C of the I neligible.

Excepted Service




Reports

Bureau of Prisons subnits an annual
report to DOJ Director, Personnel Staff
no | ater than Novenber 15, covering the
preceding fiscal year.




