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U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED:  3000. 02

Change
Notice G T G R s, e

1. PURPGCSE AND SCOPE. To update the Human Resource Managenent
Manual to include policy on Recruitnent Bonuses and Retention
Al | owances.

2. SUWARY COF CHANGES. Section 339.3 has been added to provide
gui dance on the usage of recruitnent bonuses and retention

al l omances. These guidelines will provide procedures on issuing
recruitment bonuses to newly appoi nted Bureau enpl oyees and
retention allowances to current enployees with unusually high
qual i fications or special organizational needs nmaking it
essential to retain the enpl oyee.

3. TABLE OF CHANGES.

Renove | nsert
Tabl e of Contents pages Tabl e of Contents pages
i through v i through vi

Chapter 3, pages 86 to 90
Attachnents 3-22 to 26

4. ACTION. This Change Notice shall be filed in the front of
P.S. 3000.02, Human Resource Managenent Manual .

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE MO NUgE\EE S;;/Ogo, 1995

1. PURPGCSE AND SCOPE. To provide information regarding the
val ue of job related Cross Devel opnment Courses for pronotion
board consi derati on.

2. SUWARY CF CHANGES. The Human Resource Managenent Manual is
bei ng changed to instruct pronotion boards not using Know edge,
Skills and Abilities procedures to credit points toward an

enpl oynent rating for an applicant's conpletion of job-related
Cross Devel opment Courses. The appropriate point value is cited
in the changed attachnent.

3. TABLE OF CHANGES

Renove | nsert
Attachment 3-12, Page 1 Attachment 3-12, Page 1

4. ACTION. File this Change Notice in front of Program
St at enment 3002. 02, the Human Resource Managenent Manual

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice CHANEE NOTI CE NARER i 22, 1005

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUWARY OF CHANGES. P.S. 3000.02, the Human Resource
Managenent Manual (HRWMM), is being updated to reflect a change in
t he enpl oynent authority for veterans used in vacancy
announcenents. The current |anguage refers to veterans who are
eligible for appoi ntnment under the Veterans Benefits | nprovenent
Act of 1984 (as anended).

This Act contains a variety of sections addressing, in addition
to nonconpetitive hiring of veterans, issues not pertaining to
enploynment. It specifically refers to the Veterans Readj ust nent
Appoi ntrents (VRA) authority. By replacing Veterans Benefits

| mprovenent Act of 1984 (as anmended) with VRA authority, the
specific authority being used is directly referenced.

3. TABLE OF CHANGES

Renove | nsert
Chapter 3, Pages 29 - 30A Chapter 3, Pages 29 - 30
(CN-04 (11/18/94))
Chapter 3, Pages 43 - 44 Chapter 3, Pages 43 - 44

(CN-06 (03/27/95))

4. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual

\ s\
Kat hl een M Hawk



Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice CHANGE NOTI G2 MABER. 007 1oss

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUWARY CF CHANGES. The Human Resource Managenent Manual is
bei ng updated to:

a. Require Associ ate Wardens upon reaching grade 14, and
Executive Assistants upon reaching grade 13, to serve
tenporarily, not to exceed one year, prior to consideration for
per manent pronoti on;

b. Allow Regional Directors to approve pernanent pronotions
for Executive Assistants;

c. Correct Attachnment 2-1 to indicate the del egation of
authority for the selection of GS-12 positions at Staff Training
Centers is made by the Deputy Assistant Director, Human Resource
Managenment and sel ection of positions below the GS-12 is nade by
the Director, Staff Training Center;

d. darify the selection authority of the Director, Assistant
Directors, Regional D rectors, Wardens, Human Resource Managers;
and

e. Designate which office has the responsibility of preparing
the SF-52, Notice of Personnel Action, for these sel ections.

Addi tionally, the Human Resource Managenent Manual is being
updated to correct an error in delegation of classification
authorities. The text in Chapter 2 was changed to nake it
consistent with Attachnent 2-1. This change reflects that Pay
and Position Managenent has classification authority over UN COR
Fact ory Managers, Assistant Factory Managers, Ceneral Forenan,
Busi ness Managers, Assistant Busi ness Managers, and Quality



Assur ance Managers.



P.S. 3000. 02
CN- 07, May 3, 1995
Page 2

3. TABLE OF CHANGES

Renove | nsert
Chapter 2, Pages 1-4 Chapter 2, Pages 1-4A
Attachment 2-1 Attachment 2-1

4. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice HANGE T G2 NS e 27, e

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUMVARY OF CHANGES. Program Statenent 3000. 02, Human
Resour ce Managenent Manual is being revised to update the Merit
Pronotion Plan for Bargai ning Unit and Supervi sory/ Manageri al
Posi ti ons.

3. TABLE OF CHANGES.

Renove | nsert
Chapter 3, Chapter 3,
pages 43, CN-04 & 44, CN-04 pages 43 & 44

4. ACTION. This Change Notice shall be filed with the Human
Resour ce Managenent Manual (P.S. 3000.02), behind the Tabl e of
Cont ent s.

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CHANGE MO NU%ECEE S;-rgﬁ 27, 1995

1. PURPGSE AND SCOPE. This Change Notice refines and clarifies
the procedures and policies regarding PC-TARE tinme and attendance

reporting.

2. SUWARY OF CHANGES. Responsibilities regarding tinme and
attendance reporting under PC TARE have been expanded and
clarified. Leave adjustnent procedures have been added.

3. TABLE OF CHANGES

Renpve | nsert
Chapter 6, pages 1 - 3 Chapter 6, pages 1 - 3c
Li st of Attachnents Li st of Attachnents

Attachment 6-6
Attachment 6-7

4. ACTION. File this Change Notice in front of the Human
Resour ce Managenent Manual

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice CrANGE e 2 NUgE\EE mgﬁber 18, 1994

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUMVARY OF CHANGES. Program Statenent 3000. 02, Human

Resour ce Managenent Manual is being updated to include a standard
mobility requirenent statenment for all Central O fice controlled
trainee positions. Selectees nust be willing to relocate within
the Bureau of Prisons to neet the needs of the agency.

3. TABLE OF CHANGES.

Renove | nsert

Chapter 3, Chapter 3,

pages 29, 30, 43 & 44 pages 29, 30, 30A,
43 & 44

Li sting of Attachments Li sting of

Att achment s

Attachment 3-21

4. ACTION. This Change Notice shall be filed with the Human
Resour ce Managenent Manual (P.S. 3000.02), behind the Tabl e of

Cont ent s.

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
NOtice crANGE NOTHEE NUgE\EE gc\tgger 27, 1994

1. PURPGSE AND SCOPE. To update P.S.3000.02, the Human Resource
Managenent Manual concerning appoi ntnent to a | aw enforcenent
posi tion.

2. SUWARY OF CHANGES. P.S. 3000.02, the Human Resource
Managenent Manual is being revised to reflect the exenption of
Jewi sh Rabbis fromthe maxi numentry age requirenents.

3. TABLE OF CHANGES

Renove | nsert
Chapter 3, Pages 77-78 Chapter 3, Pages 77-78

4. ACTION. File this Change Notice in P.S. 3000.02, the Human
Resour ce Managenent Manual, behind the Table of Contents.

\s\Calvin R Edwards for\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Change
Notice CHAGE N CE N O o 26, 1904

1. PURPCSE AND SCOPE. To update the Human Resource Managenent
Manual .

2. SUMVARY OF CHANGES. Program Statenent 3000. 02, Human
Resour ce Managenent Manual (HRWMM, is being updated to reflect a
change in the accessibility of the open-continuous Nationw de
Vacancy Announcenents for GS-007 Correctional Oficer supervisory
positions. The open-conti nuous announcenent systeminstructions
will reflect this change and the open-continuous vacancy
announcenents Attachnents 3-14, 3-15, and 3-16 will be repl aced
by SENTRY under Mail 1D "BOP Vacancy." Also, vacancy
announcenents for the GS-11/12/13 grade | evels on SENTRY i ncl ude
one additional know edge, skill, and ability (KSA). The use of
SENTRY wi I | allow for easy access and posting of these
announcenent s.

Addi tionally, Program Statenent 3000.02, the Human Resource
Managenent Manual, is being updated to correct an error in the
nunber of points allowed for fully successful ratings and awards
for WAge Boards. The maxi num al | owabl e points were erroneously
printed for the fully successful ratings and omtted entirely for
awar ds under the Wage Board Instructions for Pronotions Boards
(Attachnent 3-13).

3. TABLE OF CHANGES

Renove | nsert
Li sting of Attachments Li sting of Attachments
Chapter 3, Pages 56 - 57 Chapter 3, Pages 56 - 57
Attachnent 3-13 Attachnent 3-13

Attachments 3-14 - 3-16



P.S. 3000.02
CN- 02, Septenber 29, 1994
Page 2

4. ACTION. File this Change Notice with the Human Resource
Managenent Manual (P.S. 3000.02), behind the Table of Contents.

\s\Wade B. Houk for\
Kat hl een M Hawk
Di rector






