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1. PURPOCSE AND SCOPE. To establish standards and procedures by
whi ch applicants for the Chaplain and Chapl ain Trai nee positions
are hired.

Thi s Program St atenent al so:

o) Descri bes the procedures for maintaining ecclesiastical
endor senent and changing religious affiliation and
subsequent eccl esi astical endorsenent.

o) Defines the process for filling vacancies by
reassi gning and pronoting staff chapl ains.

o Det erm nes the unique duties and work schedul es of
chapl ains derived frommnisterial functions in a
correctional setting.

o) Describes the training requirenents for chapl ains.

Due to the variety of academ c requirenents for ordaining
religious |leaders in the comunity and the professional nature of
Bur eau chapl ai ncy positions, mninum personal, academ c, and
experience standards are required.

In addition, staff chaplains nust be endorsed by their own
religious traditions before being enployed by the Bureau.
Ordinarily, this endorsenent is given by a person, or group of
persons, appointed to carry out this function.
o) Sonme religious traditions, however, have no clearly
desi gnat ed national endorsing person or body. Then,
t he Chapl aincy Adm nistrator, in consultation with the
Regi onal Chapl ai ncy Adm nistrators, will determ ne the
appropri ateness of the chaplaincy candidate's
endor senent .
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In requiring endorsenent of its chapl aincy candi dates, the Bureau
ensures the professional ecclesiastical integrity of those called
to serve as pastors to staff and inmates. The Bureau seeks to
mai ntain a cooperative relationship with a wide variety of
religious groups in the community.

Active support fromlegitimate religi ous bodies, representative
of the inmate popul ation’s diverse needs, helps to ensure the
effective mnistry of Bureau chapl ai ns.

Al'l chaplain positions in the Bureau of Prisons are excepted
service positions. Since conpetitive appointnment procedures do
not govern excepted status enpl oyees, reassi gnnent and pronotion
procedures for chapl ains are defined.

2. SUWARY OF CHANGES. This revision includes the follow ng
changes and nodi ficati ons:

o) The Directives Referenced have been updated to include
Title 5 CFR Part 302, “Enploynent in the Excepted
Service,” which derives its authority from
5 U S C 88 1302, 3301, 3302 and 8151.

o) The hiring procedures for initial appointnents to
chapl ai ncy are described and include personal,
academ c, and professional qualifications and the
duties of the Central Ofice and Regi onal Chapl aincy
Adm nistrators in the application process.

o An alternative to firearns training at Adynco is
provi ded, since chaplains will no |longer participate in
firearns training at both dynco and institutions.

o) The nove from conpetitive service to excepted service
is a voluntary process which requires staff
acknow edgnent and signature.

o) The process for changing religious affiliation and
subsequent eccl esi astical endorsenent is delineated.

o The reassi gnnent procedures for current Bureau
chapl ai ns (GS-060-12) are descri bed.

o) The procedures for pronotion to supervisory chaplain
(GS-060-13) are descri bed.

o) The required work schedul es of staff chaplains are

expl ai ned including worki ng two eveni ngs per week as
well as on the weekly day of religious observance.
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o) Alist of the required training for chaplains is
provi ded.
o) New fornms for use in enploying, training, reassigning,

and pronoting are avail abl e as BP- For ns.

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

a. The hiring procedures for chaplains will be centralized and
st andar di zed; the reassi gnnent and pronotion procedures for
chaplains will be clearly defined and standardi zed.

b. The endorsenent process for chaplains will ensure
pr of essi onal and ecclesiastical integrity of those called to
serve as pastors to inmates.

c. The Bureau's mnistry will be enhanced and made nore
effective by support fromreligious bodies which represent the
di verse religious needs of the inmate popul ati on.

d. Ecclesiastical and mnisterial duties and work schedul es of
chaplains will be delineat ed.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 3939. 06 Pr of essi onal Endorsenents of BOP Chapl ai ns
(8/25/97)

b. Directives Referenced

PS 3000. 02 Human Resource Managenent Manual (5/17/99)
PS 3906. 16 Enpl oyee Devel opnent Manual (3/21/97)

Title 5 CFR Part 302 Enpl oynent in the Excepted Service
(This authority is derived from5 U S.C. 88 1302, 3301,
3302, and 8151)

5. STANDARDS REFERENCED

a. Anmerican Correctional Association 3% Edition Standards for
Adult Correctional Institutions: 3-4454

b. American Correctional Association 39 Edition Standards for
Adult Local Detention Facilities: 3- ALDF-5F-01
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c. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC-5F-01

6. PRETRI AL, HOLDOVER, AND/ OR DETAI NEE PROCEDURES. Procedures
in this Program Statenent apply to staffing in pretrial, hol dover
and/ or detainee institutions.

7. H RI NG PROCEDURES FOR | NI TI AL APPO NTMENTS TO CHAPLAI NCY
The foll ow ng requirenents and procedures are used for hiring
chapl ai n appl i cants:

a. Personal Qualifications

(1) Age. Odinarily, an initial appointnment nust be nmade
prior to one’s 37th birthday. The Departnent of Justice has
granted an age requirenent exenption for candidates of sonme faith
traditions because there is a docunented shortage of qualified
candi dates for those faith traditions who neet the maxi num age
entry provision of Title 5 U S.C. 8§ 3307 and Public Law 100-238.
For further information pertaining to these exenptions, contact
the Central O fice Chaplaincy Services Branch.

(2) Religious Credentials. Applicants will be ordained
clergy or nenbers of ecclesiastically recognized religious
institutes of vowed nmen or wonen.

0 In lieu of professional ordination credentials,
adequat e docunentati on of the applicants’
recogni zed religious and mnisterial roles in
their respective faith communities is required.

(3) Suitability. Applicants nmust conformto the
suitability guidelines established for areas such as:

0 enpl oyment ,

o) financial and crimnal history,

o} intentional false statenments or m srepresentation
in the application, or

0 mor al turpitude.

(4) Physical Standards. Applicants nust pass a pre-
enpl oynent physi cal exam nation which includes a urinalysis.

o Followng initial hire, as a condition of future
enpl oynent, applicants nust further pass a
Physical Abilities Test (PAT). This is designed
to nmeasure the physical requirenents necessary to
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performessential functions in a correctional
setting, such as the ability to respond to
ener genci es.

(5) Firearns Training. Chaplains are exenpt fromthe
requirenent and will not participate in firearns training during
the Introductory Correctional Training at d ynco.

0 In lieu of firearns training, applicants wll
conpl ete the cross devel opnent series on
chapl ai ncy or an equival ent study course.

In addition, chaplains will not participate in the annual
firearns qualification at the institution.

b. Professional Preparation

(1) Academ c Requirenents. Candidates nust possess an
earned bachel or’s degree and a Master of Divinity degree,
consisting of 90 hours of graduate study from an Associ ation of
Theol ogi cal Schools (ATS) accredited residential sem nary or
school of theology, or have earned the equival ent educati onal
credits described bel ow.

o) The academic institutions nust send of fici al
transcripts directly to the Chapl ai ncy Services
Branch, Central Ofice.

Equi val ent educational credits required:

(a) An earned bachelor’s degree froman accredited
college with at | east 120 senester hours (180
gquarter hours).

(b) Successful conpletion of 90 senmester hours or 120
quarter hours of graduate study which included or
was suppl enment ed by:

o 20 senester hours (27 quarter hours) of
pastoral mnistry (exanples: homletics,
preaching, mnistry, pastoral counseling,
supervised mnistry).

0 20 senester hours (27 quarter hours) in any
conbi nati on of theol ogy, ethics, and
phi | osophy of religion.

0 20 senester hours (27 quarter hours) in

religious history or world religions (The
applicant will be able to denpnstrate an
under standing of religious pluralism.
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20 senester hours (27 quarter hours) in the
study of sacred witings, including the study
of | anguages in which sacred religious
witings are witten.

(2) Experience. At least two years, or 4,174 hours, of
pastoral /spiritual |eadership experience in a congregational or
specialized mnistry setting wiwthin the endorsing body after
formal mnisterial preparation. Cinical Pastoral Education, a
val uabl e trai ning experience for chaplains, may satisfy up to one
year, or 2,087 hours, of the requirenment of pastoral/spiritual
experi ence.

(3) Ecclesiastical Endorsenment. An Eccl esiastical
Endorsenent attests to:

o the applicant’s suitability for correctional
mnistry,

o support for his or her candi dacy,

o) a clear assurance statenent that the applicant has
no present nor past legal or noral barrier to
congregational mnistry, and

o) an affirmation that the applicant will facilitate

inmates of all faiths opportunities to pursue
i ndi vidual religious beliefs and practices.

The applicant’s relationship to the endorsing body nust
reflect a mninmumtwo-year association before endorsenent.

c. Conpl eted Application

(1) The applicant mails the conpleted application to the
Central O fice Chaplaincy Services Branch. As soon as al
request ed docunentation is received, the applicant will be
notified that the application packet is conplete.

(2) The nanes of candidates will be kept on a wait |ist.
When a vacancy occurs, applications of suitable candidates wll
be forwarded to the Regional Chaplaincy Adm nistrator.

d. Interview and Sel ection Process. The follow ng procedures
apply to all applicants not presently occupying a Bureau chaplain
position. This includes status enployees in conpetitive
posi ti ons seeki ng appoi nt nents as chapl ai ns.

(1) The Regional Chaplaincy Adm nistrator notifies the
Chapl ai ncy Adm nistrator of an institution vacancy which may be
filled wth a candi date.
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(2) The Chapl aincy Services Branch forwards the files of
eligible candidates to the Regional Ofice where the NCIC/credit
checks, PAT video, witing sanple, pre-enploynent integrity and
panel interviews ordinarily take place. A Questionnaire for
Public Trust Positions form (SF-85P) is mailed to each applicant
to be interviewed. The applicants nust bring the conpleted form
to the schedul ed interview.

The sel ection process and the selecting official will adhere to
all legal requirenments regarding priority considerations and
veteran' s preference.

(3) The Regional Human Resource O fice forwards the
tentative selectee’ s application packet to the institution for
review and reconmmendati on.

(4) The institution’s Human Resource O fice is to conplete
the I aw enforcenment and reference checks. Wen the initial
results are received, the application will be forwarded to the
War den for review and enpl oynent recomrendati on

(5 Once atentative selection is made, the institution's
Human Resource office is to prepare a “Conditional Ofer of
Enpl oynment Letter” for the Regional Director’s signature. The
enpl oynent folder is forwarded to the Regional Ofice.

(6) The Regional Director reviews and signs the
“Conditional Ofer of Enploynent” letter and returns the
enpl oynent folder to the institution.

(7) The institution’s Human Resource O fice sends the
conditional offer of enploynent letter to the selected candi date
and schedul es an appointnment for a physical and urinalysis. Upon
sati sfactory conpletion, a Request for Personnel Action form
(SF-52) is prepared for the Regional Director’s signature. The
enpl oynent folder is forwarded to the Regional Ofice.

(8) The Regional Director signs the SF-52 and the
candi date’ s enploynent folder is returned to the institution.

(9) The institution’s Hunman Resource Ofice initiates the
background investigation and establishes a reporting date with
t he candi dat e.

(10) When required, the chaplain candidate will secure
mnisterial faculties or credentials fromthe ecclesiastical
jurisdiction where the institution is |ocated before a reporting
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date is determned. The candidate wll forward the docunentation
of the mnisterial faculties to the institution for placenent in
t he enpl oynent fol der.

(11) Non-selected candidates are infornmed by letter from
the institution s Hunan Resource O fice. Their enploynment
folders are returned to the Central Ofice Chaplai ncy Branch.

o} The enpl oynent fol ders of non-sel ected candi dat es
expire after one year fromlast consideration
gi ven.

(12) The trial period for newly appointed chaplains is one
year .

9. CHAPLAI N TRAI NEE PCSI TI ONS

a. The Bureau of Prisons has established Chaplain Trainee
positions(GS 060-9/11) in correctional institutions nationw de.

o The applicants nmust neet all of the personal and
prof essional qualifications, except academc. The
applicants nust, however, normally be within 18-24
nmont hs of conpleting the academ c requirenents for a
staff chaplain position and will receive on-the-job
training while conpleting their Master of Divinity or
equi val ent degrees.

b. A standard application packet will be sent to the applicant
upon receiving a witten request. In addition, the applicant
must conplete the follow ng form

o A Chapl ain Trainee Certification and Authorization with
Standard Mobility Statenent form (BP-S682).

c. Wien the Chaplain Trainee is within 20 hours of conpleting
t he degree, the Chaplain Trai nee becones eligible for pronotion
to a GS-060-11. Because this is a new appointnment, there is no
requi renent of one year at the previous grade |evel.

o Upon conpl eting the academ c training satisfactorily,
the Chaplain Trainee is eligible for a subsequent
appoi ntnent at the GS-060-12 |evel.

d. If the academ c requirenents are not net wthin the
stipulated tinme franme, the Chaplain Trainee may be term nated
fromthe program
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o If the Chaplain Trainee is a status enployee and does
not conplete the academ c requirements wthin the
stipulated tine frane, the enployee will be returned to
a position commensurate with the position held before
starting the Chaplain Trai nee program
0 The agency will consider the enployee’ s |ocation

preference in nmaking the reassi gnnent.

e. The Chaplain Trainee's failure to nmake conti nuous
educational progress will result in renoval fromthe Chaplain
Tr ai nee Program

10. MAI NTAI NI NG ECCLESI ASTI CAL ENDORSEMENT.  Endor senent nust be
mai nt ai ned t hr oughout each Chaplain’s tenure.

a. Attendance at Annual Conference or Spiritual Retreat. The
followi ng procedures, wth appropriate docunentation, will be
fol | oned:

(1) The Bureau recomrends that Chaplains foster their
eccl esiastical relationships and endorsenents annually. The
process for facilitating an ecclesiastical relationship is
normal Iy done through attendance at an annual conference or
spiritual retreat conducted by or under the auspices of the
endor si ng body.

(2) Each staff Chaplain should schedule, as far in advance
as possible, attendance at an annual conference or spiritual
retreat not exceeding five consecutive working days.

o The scheduling is to be done in consultation with
co-wor ker s/ supervisor to ensure appropriate
pr ogram cover age.

(3) Chaplains are authorized adm nistrative | eave to attend
this annual function, since it is normally required to maintain
endor senent for enpl oynent.

o A travel authorization is to be submtted for the
approving authority’s signature.

No appropriated funds will be allocated for this
function.

pe

(4) Sites for admnistrative | eave nust be within the
United States and U. S. Territories, unless otherw se approved by
t he Chapl ai ncy Adm ni strator.
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b. Changes in Religious Affiliation and Subsequent Endorsing
Agent s/ Bodi es

(1) Odinarily, Chaplains who are changing religious
affiliation nust provide witten notification to the Chaplai ncy
Adm ni strator when the transition process is initiated.

o) The Chapl ain changing religious affiliation nust
ensure that both endorsing bodies are fully aware
of this change in relationship.

(2) Because endorsenent is a condition of enploynent, the
Chapl ai ncy Adm nistrator requires witten docunentation fromthe
respective eccl esiastical endorsing bodies acknow edgi ng their
awar eness of the endorsenent relationship’ s transition.

(3) Once the change inreligious affiliation is conplete, a
new Eccl esi asti cal Endorsenent form nust be forwarded to the
Central O fice Chaplaincy Branch. The Chaplaincy Branch, in
turn, will forward the new formto the institution where it wll
becone part of the Chaplain’s Oficial Personnel File.

c. The Bureau has affirmed and will maintain a relationship
wi th the endorsing agents (bodies) of all chapl ains.

(1) The chaplains’ endorsing agents are encouraged to
correspond and/or visit with themat the institutions.

(2) The Bureau will assert its right to comunicate with
endor si ng agents upon nmatters that inpact its chaplains’
integrity and professional standards.

o The Chapl ai ncy Admi nistrator, in consultation with
t he appropriate Regi onal Chapl aincy Adm ni strator,
will communicate with the endorsers.

(3) The endorsing agent will notify the Chapl ai ncy
Adm ni strator of |oss or withdrawal of endorsenent for any
reason. In addition, the affected Chaplain nust notify the
Chapl ai ncy Adm ni strator imedi ately upon | oss of endorsenent.

(4) |If a separation from enpl oynent between a Chaplain and
t he Bureau occurs, the Chaplaincy Admnistrator is to provide
witten notification to the appointed endorser regarding
term nation of enpl oynent.
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11. REASSI GNMENT AND PROMOTI ON PROCEDURES FOR CURRENT BUREAU
CHAPLAINS. Chapl ai ns who have conpleted their trial period are
eligible for all announced chapl ai ncy vacancies. All |egal

requi renments during the selection process regarding priority
consideration and veteran’s preference will be followed. Should
there be specific requirenents for the advertised position, the
requirenents will be delineated in the vacancy announcenent. The
Bureau’'s legitimate business needs are always a factor in
determ ni ng assi gnnment .

a. Reassignnent Procedures for Staff and Departnent Head
Chapl ai ns (GS-060-12)

(1) The institution with the vacancy will prepare an SF-52,
and forward it to the Regional Ofice for the Regional Director’s
signature. Once the SF-52 has been signed, the vacancy is
announced nation-wi de as a position for staff chaplain
(GS-060-12), or departnent head chaplain (GS-060-12).

(2) Interested Chaplains are encouraged to apply for the
announced vacancy. A neno will be forwarded to the Regi onal
Chapl ai ncy Adm ni strator on or before the closing date through
the applicant’s i medi ate supervisor. Applicants may submt
suppl enmental materials which denonstrate their acconplishnents.

(3) The nanes of all applicants will be presented to the
selecting official who nakes the selection after consulting wth:

g Assi stant Director, Correctional Prograns
Di vi si on,

g t he appropriate Regi onal Chapl aincy Adm ni strator,
and

g t he \V\ar den.

Ref erence checking of all applicants under consideration
will be done in accord with Bureau policy.

(4) The Warden, the selected Chaplain, and the current
enploying institution will establish a reporting date for the
Chaplain. |If faculties are required for the mnistry's function,
t he Chapl ai n nust have received themfromthe ecclesiastical
jurisdiction where the institution is |ocated before a reporting
date is established.
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b. Pronotion Procedures for Supervisory Chaplain (GS- 060-13)

(1) The institution with the vacancy will prepare an SF-52
and forward it to the Regional Ofice for the Regional Director’s
signature. Once the SF-52 has been signed, the vacancy is
announced nation-wi de as a position for Supervisory Chapl ain
(GS-060-13).

(2) Interested Chaplains are encouraged to apply for the
announced vacancy. The applicant nust respond in witing to a
series of questions in order to denonstrate a thorough
under st andi ng of the subject areas addressed. The questions used
will be the sane for all applicants. Applicants may i nclude
suppl enmental materials which denonstrate their acconplishnents.

This witten response will be forwarded to the Regi onal
Chapl ai ncy Adm ni strator on or before the closing date through
the applicant’s i nmedi ate supervi sor.

(3) The nanes of all applicants will be presented to the
selecting official who nakes the selection after consulting wth:

g Assi stant Director, Correctional Prograns
Di vi si on,

g t he appropriate Regi onal Chapl ai ncy Adm ni strator,
and

g t he \VAar den.

Ref erence checking of all applicants under consideration
will be done in accordance with current Bureau policy.

(4) The Warden, the selected Chaplain, and the current
enploying institution will establish a reporting date for the
Chaplain. If faculties are required for the mnistry's function,
t he Chapl ain nust have received themfromthe ecclesiastical
jurisdiction in which the institution is |located before a
reporting date i s established.

c. Pronotion Procedures for Regional and Central Ofice
Chapl ai ncy Positions. Applicants for the Regional Chapl ain,
Chapl ai ncy Program Revi ew Exam ner (GS-060 series), and Branch
Chapl ai ncy positions are to follow the sanme procedures as
outlined above with the designated selecting official signing the
SF- 52.



PS 3939. 07
10/ 26/ 2001
Page 13

12. DUTIES AND WORK SCHEDULES OF STAFF CHAPLAINS. At a m ni num
Chaplains in institutions are required as a function of their
mnistry to

a. Provide coverage seven days a week, evenings, and weekends
to meet inmate religious needs (five days a week for one Chapl ain
institutions).

o) Al'l chaplains nmust work two eveni ngs per week. VWile
sone chapl ains may prefer evening hours, chaplains wll
not be required to work nore than three evenings per
week.

b. Share pastoral duties, supervision of inmate groups, and
adm ni strative functions equitably.

c. Wrk on their weekly day of religious observance and | ead
the religious service regularly. Chaplains are also required to
work on the seasonal holy days of their faith tradition.

d. Wen staff nenbers are needed to cover energency posts,
chaplains will be assigned posts which are consistent with their
pastoral role.

13. MANDATORY TRAI NI NG FOR CHAPLAI NS

a. Newy hired chapl ains, including chaplain trainees, nust
conpl et e:

0 New Chapl ai ns’ Training (24073) wthin 12 nonths of
entry into the position (MSTC funded (8/14/92); and

0 New Chapl ai ns QJT (11060) within 12 nonths of entry
into position. This programw || be supervised by the
Depart ment Head Chapl ain or the Regional Chaplain, if
the institution has no Departnent Head Chaplain. Upon
conpl etion, docunentation will be forwarded to the EDM
to receive training credit.

b. Al chaplains nust conplete a three-day training program on
Rel igious Beliefs and Practices of Inmates every four years. In
addition, all chaplains wll participate in a Program Review in
accordance wth the policy on Program Revi ew.

Newly hired Chaplains are eligible to participate in the three-
day training programafter conpleting the first year of their
trial period.
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chapl ai ns nust conplete Crisis Response Team ( CRT)

training wthin the first five years of enploynent.

14.
used

BUREAU OF PRI SONS FORMS. The follow ng BP-Fornms will be
in conjunction with this Program Statenent.

o O O

O

O

O

O

Al

O

O

Chapl ai ncy Application Instructions (BP-S677)
Chapl ai ncy Candi date Suppl enental |nformation (BP-S678)
Eccl esi asti cal Endorsenent for Chapl ains (BP-S679)

Chapl ai ncy Candi date Certification and Authorization
( BP- S680)

Vacancy Announcenent for Chapl ains (GS-060-12)
(BP-S681)

Chapl ain Trainee Certification and Authorization with
Standard Mobility Statenent (BP-S682)

Chapl ai ncy Application Notification Checklist (BP-S683)

Vacancy Announcenents for Chapl ai ns (GS-060-13)
( BP- S688)

Resune containing information in the brochure *Applying
for a Federal Job” or using “Optional Application for
Federal Enpl oynent” (OF-612)

Rel ease of I nformation Forns

1. Authorization for Rel ease of Information (SF-85P)

2. Authorization for Rel ease of Medical Information
( SF- 85P)

3. Credit Release Authorization (see the Human
Resour ce Managenent Manual)

/sl
Kat hl een Hawk Sawyer
Director



