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U. S. Departnent of Justice
Federal Bureau of Prisons

Notice

DATE: 12/19/2001

1. PURPOSE AND SCOPE. To revise tinme franes for the Correctional
Counsel ors certification requirenents consistent wwth the On-the-
Job-Training (QAJT) time franes.

2. SUVWWARY OF CHANGES. The time frame for conpleting
certification in Central Inmate Mnitoring, Unit Discipline
Commttee, and the National Crine Information Center required in
Section 13 has been changed from anytine during the 90-day QT
period to within weeks one to four of the QJT peri od.

3. TABLE OF CHANCGES
Renove | nsert
Pages 5 and 6 Pages 5 and 6

4. ACTION. File this Change Notice in front of PS 3932.09, the
Correctional Counsel or Training and Reference QGuide.

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

OPI : CPD
P r O g ram NUVBER: 3932. 09
DATE: 2/ 15/ 2001
SUBJECT: Correctional Counsel or
Trai ni ng and Reference

Statement s

1. PURPOCSE AND SCOPE. To provide guidance and direction for the
trai ning and devel opnment of Correctional Counsel ors.

2. SUWARY OF CHANGE. This revision clarifies training
requi renments for Correctional Counselors specifically as it
applies to formal group counseling training.

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

a. Correctional Counselors will successfully conplete form
trai ni ng.

b. Correctional Counselors wll be proficient in all mandatory
training areas.

c. Correctional Counselors wll devel op know edge and skills
needed to i ndependently conduct inmate counseling groups.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 3932. 06 Correctional Counsel or Training and Reference
Gui de (3/5/97)

b. Directives Referenced

PS 3510. 08 Case Managenent Coordi nator, Rol e of
(6/16/97)
PS 3906. 16 Enpl oyee Devel opnent Manual (3/21/97)

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

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4082 and 3-4384

b. Anerican Correctional Association 3rd Edition Standards for
Adult Local Correctional Detention Facilities: 3- ALDF- 4F- 03

c. Anerican Correctional Association 2nd Edition Standards
Adm ni stration of Correctional Agencies: None

d. Anerican Correctional Association Standards for Adult Local
Correctional Boot Canp Progranms: None

6. PRETRI AL, HOLDOVER, AND/ OR DETAI NEE PROCEDURES. Procedures
and requirenments specified in this Program Statenent apply to al
Correctional Counsel ors.

7. APPLI CABI LI TY

a. Training Requirenments. Training requirenents referenced in
this Program Statenment are not retroactive but apply to al
Correctional Counsel ors appointed after the effective date of
this Program Statenent.

Correctional Counsel ors who have previously net all training
requi renents, and desire to refresh their group counseling skills
are encouraged to do so; however, this training is not a
mandatory requirenent for them

b. Goup Counseling Requirenents. |Individual and unit group
counsel i ng prograns, conducted by a Correctional Counselor, are
encouraged and should be available in each unit. It is

recomended t hat each Counsel or provide a m ni num of four hours
counseling per nonth. This could be in the form of individual
counseling, or structured group counseling, or any conbi nation of
t he two.

8. RESPONSI BI LI TI ES

a. Wardens nust ensure that each newy selected Correctiona
Counsel or successfully conpletes all conponents of the fornal
training programpresented in this Program Statenent.

b. Associate Wardens (Prograns) are to desi gnate subject
matter experts to instruct portions of the training. In al
cases, the subject matter expert’s workload will be considered in
maki ng this selection.
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c. Supervising Unit Managers are responsible for the
Correctional Counselor training programis overall coordination

d. Case Managenent Coordinators (CMC) and Enpl oyee Devel opnent
Managers (EDM are to help inplenment and nonitor the Correctional
Counsel or training program however, the ultimate responsibility
lies with the supervising Unit Manager.

e. Psychology Staff. A Psychology staff menber is responsible
for providing mandatory training to Correctional Counselors. The
Chi ef Psychol ogist is responsible for certifying that the
Correctional Counsel or has conpleted the training program
successful ly.

9. DEPARTMENT ORI ENTATION. Correctional Counsel ors assigned at
pretrial or holdover facilities are to be provided the sane
orientation with special enphasis on pretrial or hol dover

I ssues/ procedures.

Each newy selected Correctional Counselor is to conplete
successfully a formal orientation programthat includes the
follow ng institution departnents:

| nmat e Syst ens;

Educati on;

Correctional Services;
Psychol ogy Servi ces;

Heal t h Servi ces;

Fi nanci al Managenent ;
Rel i gi ous Servi ces;

Saf ety Manager

Case Managenent Coor di nat or
UNI COR;

Adm ni strative Renedy (Departnent assigned);
Legal 1ssues; and,

Conput er Servi ces.

3TFT I FTe@reaenoo

The Unit Manager will coordinate and nonitor the Correctional
Counselor's orientation with the various departnents to ensure
that quality training is conducted consistent with the approved
| esson plan. Normally, newy selected Correctional Counselors
wi |l have prior correctional experience and have a working
knowl edge of the institution to which they were sel ect ed.

Correctional Counselor selections with no I ocal institutional
experience may require additional training time. The Unit
Manager is to schedule a brief introduction to all departnents
wthin the institution.
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10. ON-THE-JOB TRAINNNG On-The-Job Training (QJT) has been
determned to be the nost effective nethod to prepare newy

sel ected Correctional Counselors for the demands of their
position. Accordingly, a mninmm90 day (480 hours) QIT period
is established at each institution. However, the Warden nmay
allow an QJT period of |ess than 90 days, when the newly sel ected
Correctional Counsel or has previous Correctional Counsel or
experience and has conpleted all certification requirenents.
Odinarily, the QJT period begins the first day the enpl oyee
assunes the duties of the Correctional Counsel or.

During the QJT period, the supervising Unit Manager w || neet
with the QJT Correctional Counsel or as necessary, or at |east
nonthly, to answer any questions or respond to any concerns. In
addition, the Correctional Counselor wll be placed in a
mentoring relationship with a highly notivated and qualified
Correctional Counselor when the QJT period starts. The
Correctional Counselor nmentor need not be assigned to the QJT
Correctional Counselor's unit.

The QJT Correctional Counselor will not be assigned any duties or
casel oad responsibilities during the first nonth (120 hours) of
the QJT period. The Correctional Counselor’s casel oad
responsibility will be assigned and ordinarily increased as

i ndi cat ed bel ow

Weeks 1 - 4 neet all certifications requirenents;
Weeks 5 - 8 assune % of expected casel oad;
Weeks 9 - 12 assune full casel oad.

As noted above, the Correctional Counselor will conplete al
certification requirenents, including the national certification
and institution certification requirenents, in weeks 1-4.

11. COUNSELI NG SKILLS TRAINING  The Counsel or Skills Training
requirenent will ordinarily be conpleted within 12 nonths of
assum ng the position. Wen the Skills Training process

concl udes, Psychol ogy staff wll conplete the Correctional
Counsel or Training Checklist (Attachnment A). Psychol ogy Services
staff will forward Attachnent A to the appropriate Unit Manager
to docunent that the training has been conpleted. During this
training period, Unit Managers nust ensure that newy appointed
Correctional Counselors are afforded anple opportunity to
participate in any psychol ogi cal -educati onal groups or classes

t hrough Psychol ogy Services. |If additional tinme is required to
conplete this training conponent, the Unit Manager nust submt a
menmor andumto the Associ ate Warden requesting the additional tine
and the reasons why. If this tine period is extended, witten
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notification of this extension wll be provided to the enpl oyee,
including the anticipated conpl etion date.

To conplete this training program successfully, the Correctional
Counsel or nust participate in and master the skills involved in
conducting group counseling. This wll be acconplished in phases
by having the Correctional Counselor first observe, then co-I|ead,
and then, independently |ead group sessions under the supervision
of an experienced group facilitator fromthe Psychol ogy

Depart nent .

| ncunbent Correctional Counselors who desire to refresh their
skills are encouraged to participate in this training. However,
this training requirenent is not mandatory for incunbent

counsel ors.

12. I NSTI TUTI ON CERTI FI CATI ON AREAS. All Correctional

Counsel ors selected after the effective date of this Program
Statenent are required to denonstrate their know edge and skills
in all unit managenent topics. Standardized Certification Sheets
(Attachnents B-G provide an overview for each topic to ensure
consi stency in training.

It is expected, however, that Correctional Counselors assigned to
a specialized institution, or unit, are able to denonstrate their
know edge and skill in that institution's or unit's mssion. The
Institution Certification Areas |isted bel ow, because of their
critical nature, require certification by the supervising Unit
Manager :

SENTRY and G oupW se;

Vi siting;

| nt ake Screeni ng;

Cl assification and Program Revi ew,
VictinifWtness Notification Program and,
| nmat e Fi nanci al Responsibility Program

TPa0oTe

Proficiency certification in the Institution Certification Areas
must be conpleted during the Correctional Counselor's QJT peri od.
Odinarily, if additional tine is required to conplete this
training, the Correctional Counselor should assune a ful

casel oad while conpleting the training.

Proficiency certification is required and awarded after
Correctional Counsel ors have denonstrated successfully they can
performthe task(s) listed under "Functions" in Attachnments B
through G for each performance objective. Conpetency nust be
denonstrated in all training areas listed on the Correctional
Counsel or Certification Sheets (Attachnents B-Q.
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The Unit Manager nust ensure that Correctional Counsel ors can

al so denonstrate their ability to access docunents through
BOPDOCS. A working know edge of BOPDOCS is essential in order to
retrieve current Program Statenments and Operations Menoranduns.

13. NATI ONAL CERTI FI CATIONS. All Correctional Counsel ors nust
conplete and nmaintain the follow ng national certifications:

e Central Inmate Monitoring (CIM Certification
e Unit Discipline Commttee (UDC) Self-Study Certification
e National Crine Information Center (NCIC

Correctional Counselors must conplete all three national
certification progranms successfully within weeks one through four
of the AJT period. Al staff nust be conscious of re-
certification procedures established in Bureau policy. *

14. EMPLOYEE DEVELOPMENT MANAGER (EDM). The Unit Manager is to
notify the EDM when the Correctional Counselor's enrollnent in
the 90-day QJT period has begun. Simlarly, when the QJT period
has ended, all training conpletions nust be forwarded to the EDM
to include in the enployee's training records. The EDMis to
assi st the enployee's Unit Manager in nonitoring the enployee's
career devel opnent pl an.

15. EVALUATION. To neet certification requirenents, the
Correctional Counsel or nmust conplete successfully all conponents
detailed in this Program Statenent within 12 nonths of assum ng
the position. The Unit Manager certifies that the Correctional
Counsel or has conpleted all training requirenents.

The assigned Unit Manager nust maintain docunentation and forward
a copy to the CMC when all training conponents referenced in this
Program St atenment are conpleted. The conpl eted docunentation
must contain a Correctional Counselor Training Program Checkli st
(Attachnment H) initiated by the Unit Manager, indicating

conpl etion dates for each training conponent. Upon conpletion of
the QJT period and all other mandatory training:

a. The Case Managenent Coordinator, the enpl oyee's Unit
Manager, and the enpl oyee nust neet to:

. di scuss the enpl oyee's performance during the training
peri od;

. identify additional training needs; and,

. di scuss future expectations.

Thi s di scussion nmust be docunented in an QJT Conpl etion
Menmor andum signed by the CMC, Unit Manager, Associ ate Warden
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(Prograns), and the enployee to certify QIT training requirenents
are conpl et ed.

b. The enployee nust conplete a witten evaluation of the QJT
program This evaluation, at a mninum nust address the
foll ow ng areas:

suitability of course content;

| ength of training period;

the three nost inportant areas covered; and,
changes that could inprove the program

16. COUNSELI NG GROUPS. Unit Managers are encouraged to assi st
Correctional Counselors in the devel opnment of counseling prograns
in order to neet the individual needs of inmates confined.

It is encouraged that all Correctional Counsel ors conduct on-
goi ng group counseling. Correctional Counsel ors are encouraged
to sel ect sub-topics for inmate counseling groups that provide
inmates with information such as quality of life, victimzation,
di versity, prerelease issues, personal devel opnent, etc. O her
specific sub-topics that relate to the above may be offered upon
approval fromthe Unit Manager.

Counsel i ng groups should be ongoing and scheduled to neet at a

m ni mum of one hour per nonth. Docunentation of inmate
participation nust be maintained for at |east one year, and nust
i nclude | esson plans or course outlines, as well as attendance
records. The |l esson plans or course outline requires approval of
t he Chi ef Psychol ogi st and the Unit Manager.

17. REFERENCE GUI DE. Correctional Counselors will maintain an
up-to-date Reference Guide to use for resolving everyday
uni t/ case managenent and counseling issues. The Reference GQuide
must have three separate sections with the foll ow ng conponents:

e Current Program Statenents applicable to each
unit/ Correctional Counselor function (if BOPDCCS is
available in the unit, hard copies of the Program Statenents
do not need to be maintained in a working binder).

e Current Institution Supplenents (if applicable) for Program
Statenents (if a Shared Directory is available), hard copies
of the Institution Supplenents do not need to be naintained
in a working binder.
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e Counseling group |esson plans or course outlines on inmate
counsel i ng groups, and attendance records.

New Correctional Counselors will be provided hard copies of al
appl i cabl e Program Statenents and Institution Supplenents as
noted on the certification sheets attached as soon as practicable
upon assunption of Correctional Counselor duties. The
Supervising Unit Manager will either retrieve or assist the
Correctional Counselor in using BOPDOCS to assenbl e the
Correctional Counselor Training and Reference Guide (as outlined
in Section 17). Supervising Unit Managers who do not have

i mredi at e access to BOPDOCS may, upon request receive a Training
and Reference Guide fromthe Chief, Policy Review and

Devel opnent, Correctional Progranms Branch, Central Ofice.
Correctional Counselors are responsible for updating their
reference guides as policy and procedural changes are nade.

/sl
Kat hl een Hawk Sawyer
Director
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CORRECTI ONAL COUNSELCR
TRAI' NI NG CHECKLI ST

| NSTI TUTI ON:

NAMVE OF CORRECTI ONAL COUNSELOR:

The Correctional Counselor will conplete a m ninum 20 hours
training programin basic counseling skills, adm nistered by
Psychol ogy Services. The focus of this training should include
the foll ow ng:

. I ntroduction to Counseling Theories and Techni ques
. I ndi vi dual and Group Counseling

. Crisis Intervention

. I dentification of the Suicidal |Inmate

. Victim zation

. Interview ng Skills (Individual/Mss)

. Anger Managenent

Upon conpl etion of the mnimum 20 hours training, Psychol ogy
staff will forward this formto the appropriate Unit Manager to
docunent that the Correctional Counsel or has conpleted the
trai ni ng.

Nane of Psychol ogy Facilitator:

Dat e:

(This formmay be duplicated in W)
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:

COVPONENTS:

FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

CLASSI FI CATI ON AND PROGRAM REVI EW OF | NVATES

Correcti onal Counsel or

Provides Unit Classification Teamwth
i nf ormati on.

htains information from staff.

Contact or visit Unit Oficers, Detail
Supervi sors, Business Ofice FRP staff, other
staff.

I nformation accurately reflects inmate's work
habits, program participation, behavior,
sanitation habits, and general adjustnent.

PS dassification and Program Revi ew of | nmates
PS Unit Managenent

PS Inmate Financial Responsibility Program

PS Victimand Wtness Notification

PS Furl oughs

PS Rel ease Preparation Program Institution

PS Escorted Trips

PS Marriage of |Innates

ACTI ON: After observing a classification team neeting
with the Correctional Counselor in attendance,
the Unit Manager will certify proficiency.

CORRECTI ONAL COUNSELOR' S NANME: DATE:

UNI T MANAGER S SI GNATURE: DATE:
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:

COVPONENTS:

FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

ACTI ON:

| NTAKE SCREENI NG

Correcti onal Counsel or
Screens New Conmmi t ments.

By review ng and gat hering pertinent SENTRY
transactions, records, forns, and any other

avai lable information. Interpreting that
information, and verifying that the inmte is
appropriate for placenent in general popul ation
of the institution. Determning if special
housi ng arrangenents are necessary.

Read policy. Receive instructions fromthe
institution Subject Matter Expert. Conduct
i nt ake screeni ng.

In accordance with policy. Inmate is
appropriate for placenent in general popul ation.
Any alternative housing arrangenents are within
policy and appropriate for inmate.

PS Intake Screening
PS Central Inmate Monitoring System

After observing the Correctional Counsel or
conducting a representative sanple of new

comm tment screenings and a review of the inmate
pl acenents as a result of the screening, the
Unit Manager will certify proficiency.

CORRECTI ONAL COUNSELCOR S NAME: DATE

UNI T MANAGER S SI GNATURE: DATE
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:

COVPONENTS:

FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

SENTRY

Correctional Counsel or
Uses SENTRY, including electronic mail.

By accessing SENTRY term nal, displaying proper
screens, retrieving data, making changes,
printing fornms, updating data, routing nmessages,
bri ngi ng up/taki ng down machine, pulling rosters
and census.

Recei ve instructions fromthe institution
Subj ect Matter Expert in the use of the
termnal, read and use SENTRY manual as a
ref erence.

Properly brings SENTRY up, conpletes al
functions accurately, routes to proper ID, using
SENTRY manual if needed.

SENTRY General Use Manual ; institution E-Mi
Tr ai ni ng.

ACTI ON: After observing the Correctional Counsel or using
SENTRY with a sanple of the functions, the Unit
Manager will certify proficiency.

CORRECTI ONAL COUNSELOR' S NANME: DATE

UNI T MANAGER S SI GNATURE: DATE
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:

COVPONENTS:
FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

ACTI ON:

VI SI TI NG

Correctional Counsel or
Est abl i shes and maintains visiting |ists.

Conpi | es, updates, and distributes visiting
lists, requests background information when
necessary, analyzes relevant data, and notifies
i nmat es of approval s or di sapprovals.

Recei ve training and guidelines from Unit
Manager after review of policy.

Visiting lists are current and in accordance
wi th policy, and background materials are
appropriately fil ed.

PS Visiting Regul ations
PS Victim Wtness

After reviewng a sanple of visiting lists

conpl eted by the Correctional Counselor, and
conparing the sanple with the visiting roomfile
and central file supporting docunentation, the
Unit Manager will certify proficiency.

CORRECTI ONAL COUNSELCOR S NAME: DATE

UNI T MANAGER S SI GNATURE DATE
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:
COVPONENTS:

FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

| NMATE FI NANCI AL RESPONSI BI LI TY PROGRAM
Correcti onal Counsel or

Determ nes financial obligations, devel ops pl an,
uses SENTRY.

By reviewing PSI & J&C, devel ops financial plan.
Monitors inmate's participation/and progress.
Enters appropriate FRP assignnments into SENTRY
Uses the | FRP SENTRY Modul e to enter and track
the inmate's financial obligations.

Read policy, receive direction fromthe | FRP
Coor di nat or.

All relevant data is used to conpile innate's
financial plan. Plan is appropriate. Conpletes
al | SENTRY functions accurately. SENTRY
assignnents are updated if inmate's FRP status
changes.

PS C assification and Program Revi ew of | nmates
PS Unit Managenent

PS I nmat e Fi nancial Responsibility Program

PS Furl oughs

PS Rel ease Preparation Program

PS Rel ease Gratuities, Transportation & C othing
PS Cost of Incarceration Fee

PS Adm ssion and Orientation Program

PS Wrk and Performance Pay, |nmate

PS Tel ephone Regul ations for | nmates

PS Victimi Wtness Notification Program

ACTI ON: After determ ning the Correctional Counsel or can
prepare a financial plan and properly enter
assignnments and obligations into SENTRY, the
| FRP Coordinator will sign that the training is
conpl et ed.

CORRECTI ONAL COUNSELOR' S NANME: DATE

UNI T MANAGER S SI GNATURE: DATE

| FRP COORDI NATOR S Sl GNATURE: DATE
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CORRECTI ONAL COUNSELOR CERTI FI CATI ON SHEET

TOPRPI C:

COVPONENTS:

FUNCTI ONS:

PROCESSES:

CONDI Tl ONS:

STANDARDS:

POLI CY SOURCES:

VI CTI M W TNESS NOTI FI CATI ON PROGRAM

Correcti onal Counsel or

s famliar with VWP notification requirenents
for release related activities, such as rel ease
to the community, parole hearings, escapes,

furl oughs, deaths and transfers to a CCC

By reviewing the PSI & pertinent victimwtness
information, the Correctional Counselor wll be
able to properly screen visiting and tel ephone
list in accordance with VAP procedures. Reviews
the VictimWtness Notification Program
Statenent to becone famliar with notification
procedures set forth.

Read policy, receive direction fromthe
Victimi Wtness Coordi nator.

Visiting/ Tel ephone lists are in accordance with

VW PS. Information accurately reflects a sound
under standi ng of the VictimWtness Notification
Pr ogr am

PS Victimi Wtness Notification Program
PS Unit Managenent

PS Furl oughs

PS Rel ease Preparation Program

PS Tel ephone Regul ations for | nmates

PS Visiting

ACTI ON: After providing WAP instruction, and observing
the Correctional Counselor review VW cases in
hi s assi gned casel oad, the Victi mMWtness
Coordi nator will sign that the training was
conpl et ed.

CORRECTI ONAL COUNSELCOR S NAME: DATE

UNI T MANAGER S S| GNATURE: DATE

VI CTI M W TNESS COORDI NATOR' S SI GNATURE: DATE




CORRECTI ONAL COUNSELOR TRAI NI NG PROGRAM CHECKLI ST, BP-S709.039 is
avai l abl e on BOPDCCS.



