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7.18
FINANCIAL ASSISTANCE FOR INMATES’ FAMILIES
Summary Page
	Policy 
	The Department recognises the value of inmates maintaining regular contact with their families. Visits are considered a key component of maintaining contact between inmates and their families. 
The Department also acknowledges that some inmates’ families may require financial assistance for travel and accommodation in order to visit an inmate. To this end, the Financial Assistance Program has been established.

The Department has developed a policy and procedures to assist inmates’ families who are experiencing financial hardship and may not otherwise be able to visit their family member in custody. 
Financial assistance for travel and accommodation is not granted automatically. All applications by inmates’ families must be assessed according to the Department’s established criteria and approved prior to any payments being made.
The Department also provides financial assistance ($2000) for funeral expenses when an inmate dies in custody. In certain cases, the Department may provide additional financial assistance (up to $500) following assessment of the family’s financial and social circumstances.


	Purpose
	To clarify the instances when financial assistance may be approved to the families of inmates in NSW correctional centres.

To satisfy recommendations of the Royal Commission into Aboriginal Deaths in Custody.

To outline the procedures for approval and payment of any monies and/or property of a deceased inmate to next-of-kin and/or nominated contact persons.


	Scope
	This policy applies to correctional centre staff who work with inmates.



	Strategic Focus
	Corporate Plan 2004 - 2007


	Legislation
	Crimes (Administration of Sentences) Regulation 2001

Crimes (Administration of Sentences) Act 1999

Wills, Probate and Administration Act 1898



	Related Policies 
	OPM: S9 – Inmate Private Property

OPM: S13 – Serious Incidents



	ACO
	2000/008




Definitions
	Immediate family
	Immediate family members generally include a person’s spouse, defacto partner, father, mother, brothers, sisters and children. N.B: Immediate family members can also include people who have acted as an individual’s legal guardian or parent. In some cases, members of the extended family may qualify as ‘immediate family’. 



7.18.1 
Guidelines

1. Financial assistance may be approved for families visiting inmates in NSW correctional centres dependent on applications meeting the Department’s established criteria and the availability of funds.

Applications will be considered for the least expensive accommodation and the least expensive mode of travel. Prior to approval, the following should be taken into consideration: 

· correctional centre visiting hours; 

· the length of the journey to be undertaken; and 

· the possibility of additional expenses incurred by applicants (meals).

7.18.1.1 
Criteria for Travel and Accommodation Assistance

· The inmate to be visited must be serving a term of imprisonment of at least six months. 
· Applicants are to be residents of NSW*. 
· Applicants are to be members of the inmate’s immediate family (see definition).
· Applicants are to be in receipt of a commonwealth benefit and provide proof of such. 
· Only one application per inmate will be considered every three months.

· The journey is to not be wholly within the metropolitan area.

· Assistance will be limited to two adults and two children, except when travel is by private motor vehicle. In these circusmtances, reimbursment shall be to the value of a return rail or bus fare at concession rates. Where possible, family passes and other discount packages should be utilised. 
· If the above criteria are not met but it appears that the applicant will experience financial hardship, the Manager, Offender Services and Programs/Employment (MOS&P/E),  is to forward a detailed recommendation for special consideration to the Principal Advisor, Family and Community Support.

* Note: 
Interstate applicants can request travel and accommodation assistance, however, approved applicants will only receive financial assistance to the value of a train fare from the NSW border to the correctional centre.
7.18.2

Procedures

7.18.2.1
Application for Travel and Accommodation Assistance for Families 



Visiting Inmates
· Inmates seeking travel assistance for their families should first complete a prison application form.

· The assigned OS&P Officer or Counsellor (Junee cc) should forward an ‘Application for Travel & Accommodation Assistance (Families of Inmates)’ form (Annexure 7.16) to the applicant/visitor.
· The applicant/visitor should complete Part A of the ‘Application for Travel Assistance (Families of Inmates)’ form (Annexure 7.16) and return it to the assigned OS&P Officer or Counsellor (Junee cc) for approval at least twenty-one days prior to the intended date of the visit. 
· The assigned OS&P Officer or Counsellor (Junee CC) will:
a) Recommend or not recommend the financial assistance,
b) If recommended, they should nominate the level of the financial assistance, obtain the applicant/visitor banking details and forward the form to the MOS&P/E for approval.
· The MOS&P/E should ensure that the applicant/visitor is not subject to any visit restrictions.

· The MOS&P/E should  ensure that the inmate to be visited, is not subject to any visit restrictions.

· The MOS&P/E should also check for compliance with the criteria, ensuring that the amount of financial assistance is appropriate in the circumstances.
· The MOS&P/E should forward the authorised application to the Administration Manager/ Finance Manager/Business Manager at the correctional centre where the form will remain pending the completion of the visit and provision of relevant receipts. 
· If travel by private motor vehicle is approved, the assigned OS&P Officer  or Counsellor (Junee cc) is to retain fuel receipts and forward them to the Administration Manager/ Finance Manager/Business Manager of the correctional centre for reimbursement.

· The MOSP/E should maintain a record of all financial assistance applications for auditing purposes. 
· The assigned OS&P Officer or Counsellor (Junee cc) should contact the applicant/visitor to:

a) Inform them of the approval of financial assistance, and

b) Confirm arrangements by way of a notation on the form and sign and date the notation. 
Travel payment

Following the visit, the applicant’s travel documentation must be retained (fares/fuel receipts).
The applicant/visitor must forward these receipts to the assigned OS&P Officer or Counsellor (Junee CC) at the correctional centre where the visit took place. These receipts are then forwarded to the Administration Officer/Finance Manager/Business Manager who will arrange direct payment to the visitor/applicant bank account.
Accommodation

The assigned OS&P Officer or Counsellor (Junee CC) should inform the applicant/visitor that financial assistance for accommodation is available in one of two options. The choice of options must be made prior to the visit to enable the assigned OS&P Officer or Counsellor (Junee CC) to make appropriate arrangements. Option 1 involves the Department pre-arranging and directly paying for accommodation. Option 2 gives the applicant/visitor the choice of arranging their own accommodation. 
Note: In respect of Option 2, the applicant/visitor will be reimbursed a specified amount for the accommodation on presentation of receipts.
Option 1.


· The assigned OS&P Officer or Counsellor (Junee CC) should ascertain the most appropriate accommodation for the family taking into account the cost and proximity to the correctional centre. The manager of the acccommodation should be informed of the arrangements for payment of the accommodation and if accepted, the accommodation should be booked and the family informed.

· On arrival at the accommodation, the applicant/visitor should present identification which verifies and confirms the accommodation that has been pre-booked by the Department.  
· Following the visit, receipts for accommodation are then forwarded by the accommodation provider to the appropriate correctional centre for payment. 

Option 2.

· If the application has been approved, the applicant/visitor organises and pays for their own accommodation. 
· Receipts must be retained by the visitor/applicant. These receipts must be forwarded to the assigned OS&P Officer or Counsellor (Junee CC) who will forward them to the Administration Manager/Finance Manager/Business Manager to arrange reimbursment. 

Payment

The Department’s preferred method of payment is a direct credit to the applicant/visitor’s bank account. The local correctional centre will arrange for the credit payments against the cost centre that manages the Travel and Accommodation Program. The cost centre number can be obtained by contacting the Principal Advisor, Family and Community Support at Henry Deane Building on (02) 8346-1573.
7.18.2.2 Procedures and payment of burial or cremation expenses for inmates who die in custody
1. While the deceased’s family or next-of-kin is responsible for making funeral arrangements of an inmate who dies in custody, in some instances departmental staff may be asked to assist.

2. An amount of $2000 (inclusive of GST) will be offered to the family of an inmate who dies in custody, but will be paid directly to the funeral director. This amount is for burial or cremation expenses and can be paid regardless of the family’s financial circumstances. 
3. The Principal Advisor, Family and Community Support is responsible for arranging the payment of funeral expenses, upon receipt of a tax invoice from the funeral director. 
4. The General Manager (delegate) will arrange, in consultation with the Prinicpal Advisor, Family and Community Support, for two officers, one of whom should be an experienced OS&P Officer or Counsellor (Junee CC) to visit the family to offer support and inform them of the Department’s financial assistance. Individual staff members are not to visit the family on their own. 

5. The OS&P Officer or Counsellor (Junee) assigned to provide support to the family of the deceased’s inmate should make them aware of the processes involved in the granting of such assistance. The family should also be informed that by providing such payment, the Department is not in any way admitting liability to the death in custody.

6. Where the funeral expenses exceed the Department’s contribution ($2000), the Principal Advisor, Family and Community Support or the assigned OS&P Officer or Counsellor (Junee CC) will contact the funeral director and advise that two invoices will be required. One tax invoice should be directed to the Department in the sum of $2000 and the funeral director must then forward the second invoice to the family of the deceased.

7. Where the family or next-of-kin do not wish, or are not available to take responsibility for the burial of a deceased inmate, the Department will arrange for a public burial in accordance with the State Government Contract No.622.
8. The Department will also meet the following costs:

a) removal of the body from the correctional centre to the nearest morgue;

b) where an inmate dies in a correctional centre or place of detention remote from his/her normal place of residence and where the family or next of kin wish the deceased to be returned for burial/ creamation in that area, reasonable costs of returning the body to the area of residence will be considered, and

c) the reimbursement of reasonable costs to return the ashes of the deceased to the area of residence may also be considered.

Note: Where a non-citizen dies in custody, and the body is to be returned overseas, the Department will pay the cost of transporting the inmate’s ashes to his/her country of origin.

7.18.2.3 Additional financial assistance 

1. 
The Department may also provide additional financial assistance (up to $500 inclusive 

of GST) to the deceased’s family on request. Provision of this additional financial 

assistance is not automatic. A detailed report of the request and recommendation for 

additional financial assistance for the family of the deceased is to be provided to the 

Principal Advisor, Family and Community Support (delegate) who will, within three days 

of the family’s request:

a) assess the family’s financial and social circumstances; 

b) make further inquiries if necessary, and
c) determine whether to approve/not approve the family’s request .
Note: The family of the deceased should be advised as soon as practicable whether or not 

the Department intends to provide additional financial assistance. The Principal Advisor, 
Family and Community Support must also inform the Director, Offender Services and 
Programs of his/her decision.

7.18.3 
Monitoring and Evaluation
7.18.3.1
Travel and Accommodation Assistance

1.
The Regional Managers, Operations (OS&P) in consultation with the Principal Advisor, Family and Community Support will monitor the operation and expenditure of financial assistance to inmate’s families.
2.  Managers, OS&P/E should retain copies of all applications for financial assistance for auditing purposes.
3.
All documentations associated with the approval of such financial assistance are subject to audit by the Department’s Audit Branch.

7.18.3.2
Claim of deceased inmate money and property

In the event of the inmate’s death in the Department’s custody, any money in the inmate’s account should be withdrawn and paid to the next of kin (or nominated contact person) when a claim for payment is made.

In relation to a death in custody, the inmate's next of kin (or nominated contact person) may 

take possession of any property held, upon completion of all investigations.

Prior to handing over the property of a deceased inmate to  the next of kin, the officer is to ensure that the Indemnity Property of deceased inmate  (Annexure 7.2). is completed.
7.18.3.3 
Disposal of unclaimed money and property
tc \l3 "Claims for any Money or Other Property
1.
In accordance with relevant legislation, any inmate property remaining unclaimed for 6 months after the date on which he/she was released, escaped or died whilst in custody in a correctional centre, may be disposed of through auction (Section 9.15.3 OPM).

9. Under the Wills, Probate and Administration Act 1898 s61 the property of a deceased person is deemed to be vested in the Office of the Public Trustee until probate or administration is granted in respect of his/her estate.
10. In relation to property held by the Department on behalf of a deceased inmate it is usually the case that most property would have little monetary value and the possibility of competing claims would be unlikely.  
11. In these circumstances, the practice of allowing the deceased inmate's next of kin (or nominated contact person) to take possession of such property, and to be paid any money banked on behalf of the inmate, will be approved.  Receipt of such money and property is subject to that person completing Indemnity Property of deceased inmate (Annexure 7.2) in respect of any competing claims against the deceased inmate’s property.   
12. Where a large amount of money or valuable property is involved, or where competing claims are likely (eg. de facto vs legal spouse), the matter should be referred to Legal Branch for advice.
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