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FROM: M.D. Carvajal, Director 
 
SUBJECT: Initiatives to Increase Staffing   
 
 
In Fiscal Year 2021, the Bureau of Prisons (Bureau) made tremendous staffing gains; however, 
staffing levels are currently trending downward nationwide.  To reverse this pattern, we must 
make a concerted effort to refocus our efforts on staffing all locations to their funded level, 
with a focus on external hiring.  The Bureau-wide overall funded staffing level is 93%, and our 
goal is to reach that level by September 30, 2022. 
 
Effective immediately, the following steps will be implemented in an effort to increase our 
staffing levels throughout the Bureau: 
 

1) All institutions are directed to staff Correctional Officers up to 100% by September 30, 
2022, while keeping within the 93% overall funded staffing level.  The increased number 
of Correctional Officers must primarily occur through external hiring efforts.   

 
2) All First Step Act (FSA) dedicated-funded positions must be filled by September 30, 2022. 

 
3) Each institution must host a hiring event, within the next 21 days.  If your facility is over 

the funded staffing level, the event should focus on hiring for any Bureau institution 
with a staffing need.    Additional hiring events are to be conducted on a monthly basis, 
at a minimum, through September 30, 2022.  Every effort must be made to maximize all 
resources available for hiring events, including seeking the participation of the local 
union. 
 

4) Each institution must review its projected onboards and separations through the rest of 
the calendar year.  Each institution must seek to backfill all projected separations in 
order to maintain staffing levels.  Each institution must provide its hiring plan to the 
Regional Human Resource Administrator no later than June 8, 2022. 
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Staff who have separated from the Bureau have identified lack of training and lack of 
connection to the institution as reasons for their leaving the Bureau within the first few years of 
service.  We must take decisive actions to address this issue in order to maintain staffing levels.  
Accordingly, the following steps must be immediately implemented: 
 

1) Employee Development Managers will ensure new staff are introduced to their 
supervisors during ICT I.  During the introductory meeting, the supervisor will schedule a 
time to meet with the new staff member within one week after the completion of ICT I 
(week 3).  This meeting should include an orientation of the department, introduction to 
other coworkers, and issuance and explanation of Performance Standards. 
 

2) The respective Associate Warden is responsible for assigning the new staff member an 
informal mentor/point of contact at the institution who they can reach out to with any 
general questions or concerns during their probationary year in the Bureau.   The use of 
Correctional Training Officers is highly encouraged.  The Associate Warden will facilitate 
the introduction between the mentor and the new employee during ICT I. 
 

3) Employee Development Managers will attend ICT I to ensure that proper training is 
provided to new staff.  Wardens and Associate Wardens are directed to visit each ICT I 
class to reinforce the importance of this introductory training and answer any questions 
of the new staff. 

 
For the next 90 days, a $1000 recruitment incentive (up to $500,000 total) will be provided to 
any current staff member for each applicant who is referred and successfully enters on duty to 
the Bureau.  Regional/Assistant Directors and Wardens are to ensure staff are aware of the 
recruitment incentive by repetitive messaging through staff recalls, departmental meetings, 
memorandums, and other available communication methods.  Additional guidance will be 
provided to Human Resource Offices to ensure parameters are in place to ensure timely contact 
with applicants and timely processing of certificates.  
 
Thank you all for your continued focus and commitment to maintaining and increasing our 
funded staffing levels in the Bureau of Prisons.  
 


