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4 INMATE EARNINGS, EMPLOYMENT AND EXPENDITUREtc \l1 "EARNINGS, EMPLOYMENT AND EXPENDITURE
SUMMARY PAGE

	Policy Overview
	These policies provide a consistent and effective method of controlling inmate earnings and expenditure at all correctional centres.



	Purpose
	The inmate wages system provides inmates with an incentive to participate positively in work/education programs.

Inmate earnings assist inmates to purchase necessities through the weekly ‘buy up’ system and other approved purchases. Inmates are also able to accumulate savings for release or to assist with family responsibilities.

The policy specifies the remuneration available to inmates for different classes of positions within service industries and CSI business units. It also specifies the conditions and limitations for the monetary value and type of goods inmates may purchase through the buy up system and other approved purchases.

The classification and distribution of wage rates provides the basic parameters for establishing each centre’s inmate employment profile.



	Scope
	This policy applies to all correctional centres where inmates are held in full time custody.



	Strategic Focus
	Corporate Plan 2001 – 2004: Correctional Centre Management – Inmate Services and Programs.



	Legislation
	· Crimes (Administration of Sentences) Act 1999

· Crimes (Administration of Sentences) (Correctional Centre Routine) Regulation 1995

· Victims Compensation Act 1996



	Related Policies
	· CSI Policy Manual

· OPM Sections 5 and 9



	ACO
	96/11, 96/24, 96/131,2000/60



	Annexures
	· Annexure 4.1 NSW Department Of Corrective Services - Activities Purchase Order

· Annexure 4.2 NSW Department Of Corrective Services - Notice To All Inmates - Victims Compensation Levy

· Annexure 4.3 NSW Department Of Corrective Services - Victims Compensation Levy  Inmate Acknowledgment




4.1 PRINCIPLES OF OPERATION

a.
All convicted inmates (including appellants) are expected to participate in work/education programs as an essential component of both inmate development and effective correctional centre management.  Unconvicted inmates, while not obliged to work, are to be encouraged to participate in work/education programs for their self-development.

b.
The system provides equitable and uniform inmate wages, common to all correctional centres and based on a working week of a minimum of 30 hours (refer to section 4.6).  

c.
At correctional centres where there are vacant work and/or education positions, no unemployed wage payments are to be made.  Inmates who are eligible/capable and who will not participate in these programs are to be considered non-workers unless their status (eg medical, segregated or protective custody, court etc) precludes program participation.

d.
CSI operations managers, managers of industries and programs managers have a fundamental responsibility to devise work/education programs for all inmates.  Accordingly, inmates are not to be classified as unemployed for a period exceeding one month without review.

Where inmates are classified as unemployed, managers centre services and employment are to ensure that those inmates are prepared to positively participate in work programs.  A register of unemployed inmates is to be maintained, inmate work positions are to be allocated in sequential order to inmates who have been unemployed for the longest duration. A list of unemployed inmates can also be obtained using the PCash Validation Report.

e.
Inmates are expected to adapt a co-operative and participatory attitude to work/education programs.  While all supervisory staff have a fundamental responsibility to 'manage' inmates, habitually unco-operative or disruptive inmates are to be removed from work/education programs.

f. Payments to inmates are to be strictly in accordance with the principles and parameters of this policy.  The ceiling applying to inmate wages for CSI business units based on a 30 hour week is $63.30.  Where, due to unique circumstances, inmates are required to work additional hours which result in potential earnings beyond $63.30 per week, the formal approval of the Director, CSI is required for payment.  Notwithstanding, the maximum wage payable to an inmate, through this system, is not to exceed $75 in any one week.

The ceiling applying to inmate wages in a service industry is $45.36 based on the maximum 42 hour working week. 

g. All work positions are to be covered by a formal job description which sets out inmate job responsibilities and which enables assessment of work performance.

h. The responsibility for the development and maintenance of this policy rests with the Director CSI (refer CSI Policy Manual). Responsibility for implementation of the policy rests with correctional centre governors, CSI operations managers, manager of industries and manger centre services and employment. CSI business managers through Regional Commanders maintain a monitoring role over the operation of the policy.

i. No departure from the principles included in this policy is permitted. 

	Reviewed
	FEBRUARY 2002
	Review Date
	JULY 2003


4.2 
GENERIC OPERATIONAL PROCEDUREStc \l2 "GENERIC OPERATIONAL PROCEDURES
a.
Payments are made weekly by extending the hours worked (to nearest hour) by the hourly rate.  Attendance records and/or Bundy clocks are to be maintained for all inmate workers to support wage payments. 

b.
All wage rates are paid at single time including weekend work and public holidays.  Where approved work positions involve work on a public holiday payment for that day will only be made if the inmate has worked the day before or after the public holiday.

c.
Within each wage classification inmates are expected to commence on the minimum basic wage level and proceed to the maximum level when an acceptable proficiency level is achieved in accordance with the position requirements.  Classification levels are defined within the Classification Definition Table in section 4.7.

d.
Where an inmate incurs an authorised absence from work/education program activity, payment is to be made at the unemployed hourly rate for the duration of the absence.  Authorised absences include attendance at court, sick (when supported by a medical certificate from nursing staff), approved visits, approved leave programs and other approved absences. An unauthorised absence is incurred when an inmate is away from his/her place of employment without prior approval. No payment is to be made for an unauthorised absence.

e. Inmates engaged in approved capital works projects may be remunerated at rates and conditions applying to CSI business units subject to project approval by the Capital Works Branch and a bill of labour being submitted which specifies the inmate labour component.

f. Inmates, other than unsentenced inmates, who are removed from work/education programs because they are habitually uncooperative or disruptive are to assume ‘dismissed worker’ status. These inmates are not to participate in work/education programs for a minimum period of 21 days.

4.2.1
Employment of inmates in Administration Areas

The employment of offenders in an administration area of a correctional centre raises a number of security issues and/or concerns particularly where an inmate has a history of fraud or deceit related charges or is a ‘public interest’ inmate.  All offenders being considered for employment in administrative areas within a correctional centre are subjected to the following procedures prior to their employment:

1. Recommended for employment (as clerk or cleaner) within an administration area by CSI (Manager Centre Services and Employment) (Refer to 8.8 Inmate involvement in clerical work, CSI Policy Manual).

2. Intelligence checks conducted by local intelligence officer/CIG and recommend /not recommend employment.

3. Case Management Team (CMT) review and recommend/not recommend employment.

4. Governor to approve /not approve employment.

5. A copy of the application is sent to the Commander.

6. All paperwork regarding an inmate’s employment within an administration area is to be kept on the inmate’s case file.

Note: The only exception to this process is when inmates are employed at the regional office. In such cases, the governor of the correctional will recommend / not recommend employment and the Commanders will either approve / not approve the application. 

Any offender who is considered ‘public interest’ is to be carefully assessed by the above process prior to granting approval for the inmate to work within any administrative area of a correctional centre.  Consideration is to be given to the type of crime, criminal history and intelligence holdings of the offender.

Offenders who have been convicted of or have a criminal history of fraud related offences such as taxation fraud, larceny as a clerk, create false instrument, obtain benefit by deception etc. are not to be employed in any administrative area of a correctional centre.

Staff are to ensure that offenders do not have access to any computer, which can log on to the Department’s corporate systems (OMS, OIMS, MIMS etc.).  Offenders employed to undertake work requiring the use of a computer are to be provided a stand-alone computer to perform their duties and are not to be given access to any computer used by departmental staff as part of their duties.

Staff are to ensure that offenders are not permitted access to sensitive or privileged information.  This includes any information that is of a departmental nature, of a personal nature or information about a third party.  All sensitive information, including information contained in documents and on computers, is to be secured prior to allowing any offender access into the area.

Staff are to ensure that offenders are not permitted into departmental record storage areas unsupervised, especially in areas where personal information is kept for both staff and visitors.

Regional Superintendents are to conduct quarterly reviews as part of their correctional centre inspections to ensure compliance by all centres.

	Reviewed
	August 2004
	Review Date
	August 2005


4.3 SERVICE INDUSTRIES OPERATIONAL PROCEDURES (INCLUDING EDUCATION/PROGRAMS)tc \l2 "SERVICE INDUSTRIES OPERATIONAL PROCEDURES (INCLUDING EDUCATION/PROGRAMS)
a.
All service industries work positions are to form part of the inmate service employment profile for each correctional centre.  Each profile, and any progressive change, is to be approved by Regional Commanders.  All payments are to be in accordance with approved position hours, classification and weekend worker distribution.  A calculation ready reckoner appears in section 4.8.

b.
At each correctional centre the manager centre services and employment is responsible for the maintenance of the profile in accordance with section 1.4 of the CSI Policy Manual and these procedures.  Governors are required to provide Regional Commanders with a certificate of compliance at the end of each month.

c.
Financial allocations for service industries wages are based on a costing of the service industries employment profile.  Governors of correctional centres are accountable for maintaining expenditure within budget.

d.
Inmates undertaking full-time education courses, approved by the relevant program manager in the case of residential therapeutic programs, or AEVTI in the case of full time studies may progress incrementally from wage classification Level 1 to Level  3 after 12 months subject to fulfilling assessment or examination requirements for each course.

e.
The maximum profiled hours to be worked by inmates employed in service positions in any one week is 42 hours (7 days x 6 hours).

f.
In general, it should not be necessary to make additional payments to inmates if the weekend worker distribution is effectively maintained.  In exceptional circumstances (eg a plumber for an emergency situation on the weekend) additional payments at single time rates will need to be made.  In such instances the payment must be justified and certified necessary on the inmate wage summary (PCash Validation Report) by the manager centre services and employment.

g.
Where extended industrial disputes occur and service industries workers are prevented from attending work they are to receive the normal weekly wage for the first week, and revert to the unemployed rate for the remainder of the dispute.

h.
Inmates who are not employed in service industries or CSI business units such as periodic employment on community projects or other isolated examples must nevertheless be employed in accordance with conditions applicable to service industries employment.

I.
Payments to inmates within arts and crafts programs must be made in accordance with the arts and crafts policy.

j. The service industries classification table provides a wage range within each level.  Inmates are to commence duties on the minimum range and are only to progress to the maximum range when supervising staff are satisfied job performance expectations are being satisfactorily met.

	Reviewed
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	Review Date
	JULY 2003


4.4 CSI BUSINESS UNIT OPERATIONAL PROCEDUREStc \l2 "CSI BUSINESS UNIT OPERATIONAL PROCEDURES
a.
Each CSI business unit encompasses an inmate employment profile that is established by the manager of industries through the CSI regional business manager and CSI corporate office.  Maintenance of the profile is the responsibility of the CSI manager of industries.

b.
The classification level distribution for the purpose of calculating financial allocations is:

Level 4

35%

Level 5

30%

Level 6

20%

Level 7 

10%

Level 8

5%

c.
Where CSI business units are closed either through industrial disputes or the diversion of  officers to custodial duties, inmates are only to be paid the basic wage component.  Where longer periods of closure occur (ie. over one week) inmate wage payments are to be returned to the unemployed rate.

d.
i)
The performance based wage payment is intended to provide a positive incentive to inmates to adopt a conscientious approach to their employment as reflected by their attitude, output and quality of work.  The wage payment is not an automatic entitlement, but rather an incentive for positive achievement.  Maximum performance allowances only apply where an inmate has provided an exceptional level of performance.

The introduction of performance based wage systems within each business unit embracing a 'piece rate' formula is encouraged.  In each case, system development assistance is available through the CSI operations development manager who is also  required to approve each system.

ii)
The proportion of performance payment made is to be related to the performance of individual CSI business units in relation to:

· meeting sales budgets;

· fulfiling production commitments;

· quality assurance;

· level of inmate employment;

· operating efficiency;

· customer service management; and

· the contribution of an individual inmate in relation to work habit, output, quality assurance and customer focus.

iii)
Where it is impractical to impose meeting sales budgets as a regular parameter eg agricultural activities, the performance criteria is related to the business unit meeting its pre-determined management plan eg the application of a planting program in relation to farm activities.

e. The introduction of the level 8 inmate wage classification is intended to regulate payments within private sector and AS/NZS ISO 9002 accredited business units, whilst providing recognition to those inmates who provide an exceptional level of performance.

	Reviewed
	FEBRUARY 2002
	Review Date
	JULY 2003


4.5 INMATE WAGES SYSTEM


CLASSIFICATION LEVEL & RATES TABLEtc \l2 "INMATE WAGES SYSTEM
CLASSIFICATION LEVEL & RATES TABLE

SERVICE INDUSTRIES

	
	LEVEL 1
	LEVEL 2
	LEVEL 3
	LEVEL 3 w/loading (i)
	UNEMP-LOYED
	DISMISSED OR NON-WORKER


	
(ii)
	Min
	Max
	Min
	Max
	Min
	Max
	
	
	

	Basic Wage (per hour)
	47c
	53c
	57c
	63c
	67c
	73c
	$1.08
	
	

	Weekly equivalent (iii)
	$14.10
	$15.90
	$17.10
	$18.90
	$20.10
	$21.90
	$32.40
	
	


	Unconvicted and inmates prepared to work but no work available
	
	
	
	
	$12.60 per week
	

	Inmate not prepared to work or dismissed worker
	
	
	
	
	
	No payment



CSI BUSINESS UNITS

	
	
LEVEL 4
	
LEVEL 5
	
LEVEL 6
	
LEVEL 7
	
LEVEL 8

	Basic Wage (per hr)
	
48c
	
48c
	
49c
	
49c
	
51c

	Performance Component
	
20c
	
40c
	
60c
	
80c
	
$1.60

	Weekly maximum equivalent (ii)
	
$20.40
	
$26.40
	
$32.70
	
$38.70
	
$63.30


Notes:

i)
The special loading of 35c per hour only applies to essential positions, which include:

· Catering (eg head cook)

· Maintenance General (eg motor mechanic)

· Maintenance Building (eg plumber or carpenter etc)

· Clerk (Manager Centre Services and Employment clerk)

ii)
All inmates are to commence employment on the minimum (training) rate and are to progress to the maximum (competency) rate when all requirements of the position are being met.

iii) Based on 30 hour week.

	Reviewed
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4.6 INMATE WAGES SYSTEM


CLASSIFICATION LEVEL DEFINITION TABLE

tc \l2 "INMATE WAGES SYSTEM
CLASSIFICATION LEVEL DEFINITION TABLE
	SERVICE INDUSTRIES
	TASK
	CSI BUSINESS UNITS

	Level 1
	*  recurring process/service functions

*  high level of training/supervision required
	Level 4

	Level 2
	*  recurring process/service functions with

    limited technical requirements

*  medium level of training/supervision required
	Level 5

	Level 3
	*  extensive technical functions

*  limited training/supervision required

*  high level of commitment required

*  provides training to other inmates
	Level 6

	Level 3

with special loading
	*  extensive technical functions

*  limited training/supervision required

*  exceptional level of commitment required

*  team leader to work location

*  provides tutoring to inmates
	Level 7

	Not Applicable
	*  exceptional technical functions

*  exceptional productivity requirements

*  exceptional quality requirements
	Level 8


	Reviewed
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	Review Date
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4.7 INMATE WAGES SYSTEM


SERVICE INDUSTRIES DISTRIBUTION & RATES TABLEtc \l2 "INMATE WAGES SYSTEM
SERVICE INDUSTRIES DISTRIBUTION & RATES TABLE

Classification Level Distribution
Level 1
(formerly unskilled):

60%

Level 2
(formally semi-skilled):

25%

Level 3
(formally skilled):

10%

Level 3 with special loading:

5%


Weekend Worker Distribution
5 day week employment:

70%

6 day week employment:

10%

7 day week employment:

20%

Note:
The above distributions are utilised for calculating financial allocations and budget reviews.

Wages Rates Table
5 Day Week
Level 1


= 47c/53c per hour x 30 hours

=  $14.10/15.90

Level 2


= 57c/63c per hour x 30 hours

=  $17.10/18.90

Level 3


= 67c/73c per hour x 30 hours

=  $20.10/$21.90

Level 3 plus loading
= 73c plus 35c per hour x 30 hours
=  $32.40

Unemployed

= 42c per hour  x 30 hours

=  $12.60

6 Day Week
Level 1


= 47c/53c per hour x 36 hours

=  $16.92/19.08

Level 2


= 57c/63c per hour x 36 hours

=  $20.52/22.68

Level 3


= 67c/73c per hour x 36 hours

=  $24.12/26.28

Level 3 plus loading
= 73c plus 35c per hour x 36 hours
=  $38.88

7 Day Week
Level 1


= 47c/53c per hour x 42 hours

=  $19.74/22.26

Level 2


= 57c/63c per hour x 42 hours

=  $23.94/26.46

Level 3


= 67c/73c per hour x 42 hours

=  $28.14/30.66

Level 3 plus loading
= 73c plus 35c per hour x 42 hours
=  $45.36

	Reviewed
	FEBRUARY 2002
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4.8 TOBACCO INDULGENCE 

In the interests of inmates’ health and welfare, the Department no longer issues tobacco to inmates on initial reception or to other inmates in lieu of a wage. All inmates are now required to purchase tobacco if they require it. The following procedures apply:

4.9.1 
Initial Receptions

The reception tobacco purchase is for initial receptions only.  It does not apply to unsentenced inmates or appellants who are returned to custody after attendance at court or inmates transferred between correctional centres.

Inmates on initial reception into the correctional system will have to purchase tobacco, if they require it.  Inmates will be required to complete a purchase sheet (Reception Tobacco Purchase). If an inmate has insufficient or no funds to credit at the time of reception the tobacco may still be issued.

Once the tobacco has been issued to and signed for by the inmate the following action is to be taken: 

· The cost of the tobacco is to be debited to the inmates private cash account. In the case of an inmate who has insufficient funds to meet the cost of tobacco all funds to credit up to the value of the tobacco should be taken.

· Further recovery of the outstanding amounts (from receipts or inmate earnings) for those inmates who had insufficient or no funds is to continue while inmates remain in the centre where the reception tobacco was issued.

· The processing of reception tobacco is to be given priority over other purchases or consideration for other purchases (eg Arunta credits, phone cards, supplementary buy ups etc).

· Once an inmate is released from custody or transferred to another correctional centre any outstanding amount is to be waived, no further recovery action is to take place.

· The correctional centre is deemed to have incurred an expense when outstanding amounts resulting from the issue of reception tobacco are not recovered. The governor has the authority to incur this expense (waive the outstanding amount) in accordance with delegations to incur expenditure (refer Delegations Manual section 3.01). ‘Initial Reception Tobacco’ purchase sheets acquitted by inmates will be sufficient record to support the waiving of outstanding amounts.

The Reception Tobacco Purchase entitlement for inmates on initial reception is:

INITIAL RECEPTIONS
Male Inmates



Tobacco


50g

Papers



1 pkt

Matches


1 box

Female Inmates



Cigarettes


2 pkts

Matches


1 box

4.9.2
Unsentenced Inmates

All unsentenced inmates who elect not to work will receive the equivalent of the unemployed wage each week (refer section 4.6). All unsentenced inmates will have to purchase their tobacco requirements via the 

normal weekly buy-up.

4.9.3
Unemployed Inmates

All unemployed sentenced inmates who register for work each day will receive the unemployed weekly wage (refer section 4.6). All unemployed sentenced inmates will have to purchase their tobacco requirements via the normal weekly buy-up.

(FILE 84/863)

	Reviewed
	SEPTEMBER 1996
	Review Date
	JULY 1997


4.9 TAXATION REQUIREMENTStc \l2 "TAXATION REQUIREMENTS
The Australian Taxation Office has advised that the tax file number legislation does not apply to earnings paid to inmates.

Accordingly, no taxation is to be deducted from amounts paid to inmates by the Department.  Inmates are not required to complete employment declarations or provide a tax file number.

Consequently, it will not be necessary to issue statements of earnings or group certificates for these payments.

Taxation Requirements - Sales of Arts & Craft Productstc \l3 "Taxation Requirements - Sales of Arts & Craft Products
Income earned from the sale of Arts and Craft products would be considered by the Commissioner for Taxation as assessable income. Appropriate records of such income must be kept to ensure any tax liability is met as required (refer to section 5)
	Reviewed
	SEPTEMBER 1996
	Review Date
	JULY 1997


4.10 WEEKLY BUY-UP POLICYtc \l2 "WEEKLY BUY-UP POLICY
Policytc \l3 "Policy
Wherever possible and appropriate the Department will introduce into all correctional centres new technology to enhance the buy-up process and inmate shops that may be operated by private contractors or departmental staff.

Subject to security considerations and to directions and limitations specified from time to time, inmates will be allowed to purchase from the weekly buy-up a range of consumable items similar in price and quality to that available to members of the general community. Supply of these items through inmate shops will be subject to tender specifications.

Proceduretc \l3 "Procedure
The following procedure will govern the operation of the weekly buy-up at all correctional centres:

1.
Effective 10 November 1997, the monetary limit of the inmate weekly buy-up will be $60.00.

2.
Regular review of the buy-up limit and the maximum number of items available and their dissection under each generic heading will be the responsibility of the Manager, Operations.

3.
All correctional centres will be limited to a maximum of 280 items categorised under the following generic headings:

- Tobacco/Cigarettes

(limit 20 items)

- Drinks/Beverages

(limit 30 items)

- Food Stuffs


(limit 60 items)

- NESB dietary requirements
(limit 20 items)

- Perishables/Smallgoods
(limit 25 items)

- Biscuits


(limit 15 items)

- Confectionery


(limit 30 items)

- Toiletries/Personal Hygiene
(limit 45 items)

- Vitamin/Dietary Supplements
(limit 20 items)

- Miscellaneous


(limit 15 items)

 (stationery, batteries, etc)

The weekly buy-up will comprise goods selected from the above list and must not exceed the monetary limit of $60.00.

4.
Female inmates will be able to purchase additional toiletry and personal hygiene items through the cosmetic buy-ups currently operating at the correctional centres in which they are housed. 

5.
The 280 items available in point (3) and the prescribed number of items listed under each generic heading cannot be exceeded. The number of items listed under each heading is the maximum available. Where one heading is deficient in the number of items permitted, this deficiency cannot be supplemented with items from another heading.

6.
The availability of the maximum number of  items under each heading will be at the discretion of the governor. 
7.
The type of items available in each category should be reviewed every three months. The Inmate Development Committee (IDC) should be invited to participate in the review of buy-up items. The governor must approve all changes to the type of items in each category, however, all changes will be subject to supply.

8.
The Regional Commander or his/her delegate will be responsible for approving the buy-up list for each correctional centre in his/her region to ensure inmates have access to an adequate range and number of items.  This must be undertaken after each quarterly review.

9.
Inmates will be allowed a special buy-up at Easter, Christmas and in the week prior to the August Bank Holiday. The monetary value of the special buy-up will be twice that of the normal weekly buy-up. The  special buy-up will be inclusive of and not additional to the normal weekly buy-up.

10.
Restrictions will apply in certain circumstances:

· Unemployed inmates are not to be penalised and should receive the normal buy-up entitlement. Inmates who are unable to work due to a medical or psychological condition which is supported by a medical certificate are to receive the normal buy-up entitlement.   

· There will be no variation or restriction of an inmate's entitlements to the weekly buy-up, other than those specified in this policy, because of his/her security rating or the security rating of the Correctional Centre in which he/she is housed.

· Inmates may have their buy-up privileges removed following a breach of correctional centre discipline in accordance with section 53 (1) (b) of the Crimes (Administration of Sentences) Act 1999.

· Governors may restrict any items, in addition to those listed in point 12 below, which are considered hazardous or may pose a threat to the good order and discipline of the institution.

· Medical staff may recommend the removal of an inmate's buy-up privileges providing it is part of any treatment that the inmate is receiving for a diagnosed medical condition.

· The purchase and/or accumulation of items through the weekly buy-up must be in accordance with the provisions of the inmate private property policy (refer to section 9). Inmates are not permitted to purchase excessive amounts of items that result in the hoarding/accumulation of foodstuffs.

11.
Where it can be proved that an inmate was denied access to all or part of his/her weekly buy-up as a result of a breakdown in correctional centre procedure the governor may approve a supplementary buy-up to the value of the normal weekly buy-up.

12.
The Commander Security and Investigations has provided the following advice concerning the issue of items which are considered potentially dangerous or of nuisance value:

· Cigarette lighters are not to be made available to inmates (unless an exemption has been granted by the Senior Assistant Commissioner, Inmate and Custodial Services.  In such cases, inmates may retain one lighter only, which is to be replaced on condemnation of the old lighter.  (Refer Section 9 of the OPM);

· Chewing gum and 'Blu-Tak’ may be used to disable locks, which may be of nuisance value or life threatening. Although numerous other substances may also be used to disable locks, chewing gum and 'Blu-Tak' are not to be made available to inmates;

· Ryvita biscuits are not to be made available to inmates;

· Chilli plants and chilli powder are not to be made available to inmates. Chilli sauce may be purchased at the discretion of the governor, however it must be removed from the buy-up list if there is evidence it is being used as a burning agent against staff;

· Pepper is not to be made available through the buy-up. It may be issued to inmates through the correctional centre kitchen/stores at the discretion of the governor.

· Rice can be used in the illicit production of alcohol. Rice may be purchased at the discretion of the Governor but  is to be removed from the buy-up list if there is evidence that it is being used in the manufacture of alcohol. Inmates should not be allowed to purchase excessive quantities of rice each week;

· Tinned fruit can be used in the illicit production of alcohol and is not to be made available to inmates. 'Diabetic Tinned Fruit' for bonafide diabetic inmates may be purchased through the activities buy-up. Diabetic inmates must obtain a certificate from medical staff verifying that they are diabetic. They must then submit the certificate together with an application for permission to purchase 'Diabetic Tinned Fruit' to the governor for approval. The activities officer and wing officer are to be notified of the decision;

· Sugar free diabetic and diet cordials are the only cordials to be made available to inmates;

· Liniments, such as Dencorub, could be used as a burning agent and may be of nuisance value.  The availability of liniments should be at the discretion of the Governor or on the recommendation of medical staff. Liniments must be removed from the buy-up list if there is evidence that they are being misused;

· All food beverages, toiletries and cosmetics using alcohol and/or acetone based substances, essences or flavouring are not to be made available to inmates; and

· Water based (non alcoholic) essences and flavourings are acceptable.


NOTE:
Numerous food and beverage items available to inmates through the 
weekly buy-up may contain alcohol based essences or flavouring. The ingredients 
containing alcohol may only be identified as flavouring. While the percentage 
content of alcohol of the total volume may be negligible consumption of the food or 
beverage may in some instances result in a positive alcometer reading.


Should any items available through inmate buy-ups come to attention due to the 
alcohol content, governors should prohibit the supply of those items to inmates and 
report the incident to the Manager, Operations.


It must be remembered that numerous items available to inmates through the 
weekly buy-up may be used for a purpose for which they were not originally 
intended. Accordingly, all items on the buy-up list must be perused carefully. 
Where items are removed for reasons of abuse the Manager, Operations is to be 
informed. Reinstatement of those items to the buy-up list is to be considered at the 
next quarterly review.

13.
Vegemite may be made available to inmates.  Despite rumours, vegemite does not contain living yeast and is of no use in the fermentation process.

14.
The dietary requirements of NESB and vegetarian inmates are to be considered when establishing the type of items available through weekly buy-up.  

15.
The dietary requirements of NESB and vegetarian inmates are to be given careful consideration before a Governor removes any item from the buy-up list.

16.
Inmates are to be charged prices that would be considered fair and reasonable by the general community.

17.
Inmates are not to purchase goods on credit. However, governors have the discretion to authorise a buy-up for an inmate when it can be verified that the inmate has sufficient private cash at another correctional centre and that the inmate's private cash was not transferred in accordance with departmental policy (i.e. by the close of business on the first working day after the transfer of the inmate).

18.
Where inmates require food and/or beverage items for an approved education course they may be purchased through the activities buy-up subject to the recommendation of the education officer and approval of the deputy governor.

19.
Governors and/or medical staff may approve a 'one-off' purchase of a sports, vitamin or dietary supplement through the activities buy-up if that item costs in excess of $40.00 or it cannot be supplied through the weekly buy-up.

20.
Where an inmate shop is operating all acquitted buy-up forms must be retained by correctional centre accounts staff.

21.
Where an inmate shop is operated by a contractor, the only records the contractor may have access to is the inmate's MIN, name and private cash balance.

22.
Where an inmate shop is operated by the Department, the governor is to carry out random stock checks.

23.
    Where inmate buy ups are supplied by a private contractor the private contractor is bound by the restrictions and limitations specified in this policy.  It is the responsibility of the governor to carry out random inspections to ensure compliance.

4.10.1.1 INMATES EMPLOYED TO ASSIST PRIVATE BUY-UP CONTRACTORS

The following conditions will apply to inmates who are employed to assist private contractors process buy-ups at correctional centres.

· Inmates are to be selected for the position by the manager centre services and employment;

· Inmates are to be paid an appropriate wage that is to be determined by the manager centre services and employment in accordance with the CSI inmate wage policy. Inmates are not to receive any remuneration other than the normal weekly wage paid by the Department;

· Private buy-up contractors are not permitted to make any monetary payment or other payment in the form of goods and/or gifts to any inmate without prior approval of the governor;

· Inmates who are employed to assist private buy-up contractors will be subject to the conditions and limitations specified in the weekly buy-up policy and the activities buy-up policy;

· Correctional centre management must make arrangements to ensure  the Department is reimbursed for the cost of wages paid to inmates in the employ of the contractor.
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4.11 ACTIVITIES PURCHASEStc \l2 "ACTIVITIES PURCHASES
Buy-Uptc \l3 "Buy-Up
Effective from 8 January 1995, inmates are entitled to an activities buy-up every two weeks. To ensure a standard approach all correctional centres will have a common issue week.  The first issue for activities goods, purchased in accordance with this policy, will be during the week ending 21 January 1995. The monetary limit for the activities buy-up will be $50.00 per fortnight.

The following items will be exempt from the monetary limit:

· goods/materials required for approved education and art and craft pursuits only;

· 'one off' purchases of items in excess of $50.00 which are not required for approved education and art and craft courses.  Items considered 'one off' purchases are not consumables but are those items that with normal usage would have a reasonable life expectancy, items such as electrical goods, audio or video equipment, running/training shoes etc.

Purchase Sheetstc \l3 "Purchase Sheets
· To be completed clearly and legibly.

· Inmate's MIN and name to be printed clearly.

· Each item, or a number of identical items to be purchased are to be recorded on a separate line.


· Items to be costed separately with the total of each inmate's purchase printed below.

· Inmate to acquit purchase sheet adjacent to total.

Shopping Listtc \l3 "Shopping List
· The activities officer should prepare a shopping list (refer to Annexure 4.1)(ie, a list of goods to be purchased from each supplier) for each supplier.

· Each shopping list should show the method of payment requested by the supplier (ie, cash or cheque).

· Shopping lists to be paid by cash should be used to determine the amount of cash advance required.

· All purchases of education and art and craft materials are to be in accordance with the arts and crafts policy (refer to section 5 OPM).

· Each shopping list must then be authorised by the deputy governor prior to the order being placed with the supplier. The deputy governor should utilise the shopping list to ensure items are purchased in accordance with the inmate private property policy (refer to section 9 OPM) and to familiarise himself/herself with the type of goods being brought into the correctional centre.

· The invoice and/or receipts should correspond with the shopping list

· Shopping list is to be retained for audit purposes

Costingtc \l3 "Costing
· Purchase sheets should be costed before submission to the accounts section. The amount each inmate wishes to spend must be known.

· Activities officers should ascertain the prices of items from the supplier if not already known.

· Purchase sheets should be noted clearly next to each inmate's name if he/she has sufficient funds to effect the purchase

· If the inmate has insufficient funds to purchase all items required the amount of available funds is noted on the purchase sheet, under no circumstances is that amount to be exceeded.

· If the inmate has insufficient funds to purchase any of the items required the purchase should be cancelled. The purchase sheet is to be noted accordingly and the inmate informed.

· Inmates should not be allowed to overspend, (eg. phone calls, weekly purchases, money sent out) during the period after funds have been allocated for the activities purchase and when the purchase is finalised and inmate accounts debited. To ensure this does not occur -



1.
A copy of the costed purchase sheets to be retained by accounts staff, or



2.
A list of the amount each inmate anticipates spending to be retained by accounts staff, or 



3.
Inmate account balances are checked again prior to issue of the items. Items purchased for inmates with insufficient funds are then returned to the supplier, or



4.
Commit the funds on the PCash Inmate Accounts System prior to purchase. The commitment will reduce funds available ensuring overspending does not occur and may be adjusted to take into account item price changes or substitutions.

· Officers responsible for the processing of the activities buy-up should always be aware of inmates awaiting transfer or discharge who have submitted an activities purchase request.

Suppliertc \l3 "Supplier
· Supplier should be selected with regard to price, quality, after sales service and location.

· Suppliers must supply itemised invoices and/or receipts. Cash register receipts alone are not acceptable.

· The shopping list (ie. a list of items available from each supplier) prepared by the activities officer should correspond with the itemised invoice and/or receipt issued by the suppliers.

· Suppliers should be, where possible, paid by cheque thus enabling invoices to be adjusted for returns, prior to payment.

· Where suppliers insist on cash payment at the time of purchase any returns made must have the amount refunded in cash not credit note. All cash refunds should be noted clearly on the shopping list and corresponding receipt.

· Suppliers must be advised in writing of nominated officers authorised to purchase goods on behalf of the Department. Governors should be aware of and guard against the possible advantage that may be gained by unauthorised officers with suppliers, due to the custom generated by inmates' activities purchases,

· Suppliers should also be questioned regarding their policy on damaged goods, guarantees and warranty repairs and/or replacement

Paymenttc \l3 "Payment
· Payments should be made to the supplier by cheque whenever possible.

· Where a supplier insists on cash the administrative officer should authorise the issue of a cash advance from the public monies account to cover the cost of the cash purchase.

· Excessive amounts of cash should not be advanced, only enough to cover the purchase. This amount should be determined by the total of the shopping lists for suppliers requesting payment by cash.

· The activities officer must sign the authority acknowledging receipt of the advance.

Purchase Reconciliationstc \l3 "Purchase Reconciliations
· The activities officer should reconcile the purchase as soon as possible after he/she returns to the correctional centre.

· Items should be transposed from the invoices and/or receipts to the purchase sheets

· Each inmate’s individual purchase should be totaled. The whole activities purchase sheet should then be totaled.

· The total of the purchase sheet must then be balanced with the total of the invoices and/or receipts

· After the issue of the items any returns should be taken into account and invoices and/or receipts adjusted accordingly

· Purchase sheets should again be totaled/balanced by accounts staff in the presence of the activities officer to ensure no purchase sheets have been lost

· The purchases should then be debited to the inmate accounts

· The senior accounts officer should check and initial the batch listing to ensure it agrees with the total of the purchase sheets

· Should a cash advance have been issued, the activities officer should return to the accounts section and present the costed and balanced purchase sheets, itemised invoices and/or receipts and change to the Administrative Officer or the senior accounts officer. This should then be balanced, the cash advance satisfied and change returned to the safe

· Activities officers are responsible for the safe custody of any cash advanced to them by accounts staff
Itemstc \l3 "Items
· The activities officer should, where possible, obtain a list and description of approved items available from each supplier.

· Subject to the conditions and limitations specified in the inmate private property policy there will be no limit to the frequency an inmate may purchase the same or similar activities items, however all attractive items (e.g. walkmans, running/training shoes, electrical goods etc), except for the initial purchase, may only be replaced following disposal of the original item.  Items may be disposed of by condemnation, sent out of the correctional centre or placed in the inmates property if he/she has no relatives or friends willing to accept the property.  Where items are returned to an inmate's property to enable a replacement item to be purchased the original item must not be reissued.

· Inmates should state clearly what they wish to purchase listing brand names, model numbers etc.

· Female inmates are to be permitted to purchase one sports bra and one pair of black bicycle shorts. Female inmates are also to be permitted to purchase one pair of court shoes and/or one pair of sandals - leather or plastic. (NB. the bicycle shorts, court shoes and sandals may only be replaced following disposal of the original item)

· Food or beverage items are only to be purchased through the activities buy-up if those items are required for an approved education course.  The purchase will be subject to the recommendation of the education officer and approval of the deputy governor.

· Governors and/or medical staff may approve the purchase of a sports, dietary or vitamin supplement where that item cannot be supplied through the weekly buy-up or that item costs in excess of $40.00.

· No substitutes are to be given by the supplier. Suppliers must be informed of this requirement.

· If the item requested is supplied it should not be exchanged, however, it may be returned.

· Activities officers are responsible for the safe custody of items from the time of purchase to the time of issue to inmates

· All items purchased must be in accordance with the inmate private property policy.  Where applicable items must be recorded on the OMS Property Module.

· It is preferable that a second officer, the reception room officer, record items purchased on the OMS Property Module. However it is recognised that the reception room is a demanding area and as a result if the activities officer is trained in the OMS and familiar with the inmate private property policy he/she may record the items on the OMS Property Module..

· Items recorded on the OMS Property Module must be described accurately.

Inmate Shoptc \l3 "Inmate Shop
Where an inmate shop is operating at a correctional centre and that shop is supplying a selection of activities goods the following conditions are to apply:

· The shop should only supply a limited range of items which would be considered a 'one off' purchase regardless of value;

· It is recognised that an inmate shop cannot supply all items normally purchased through the activities buy-up, and as a result it will still be necessary to purchase goods from local suppliers.  To eliminate confusion in the policing of the monetary limit of $50.00, all activities items supplied through an inmate shop will be  considered exempt from and in addition to the monetary limit; and

· The deputy governor must approve all activities purchases in accordance with the inmate private property policy prior to the transaction taking place.

Documentationtc \l3 "Documentation
· Purchase sheets must be retained by the administrative officer for audit purposes

· All 'shopping lists' invoices and/or receipts must be attached to the relevant purchase sheets.

· Cash advances (once settled) should be retained with the relevant purchase sheets.

· A covering sheet should be attached listing cheque and/or cash purchase dissection, payees, cheque numbers, disbursement book folio and purchase total.

While procedures in the majority of correctional centres will only require minor changes to conform to the above guidelines your attention is drawn to particular aspects of the guidelines requested by the Internal Audit Branch. Those requirements are the introduction and retention of the shopping list, the authorisation of the shopping list by the deputy governor, the supply of itemised invoices/or receipts by the supplier and the retention of settled cash advance authorities.
(FILE 82/841)
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4.12 AUTHORITY TO SEND OUT INMATE PRIVATE MONIEStc \l2 "AUTHORITY TO SEND OUT INMATE PRIVATE MONIES
Governors have the authority to approve or refuse an inmate's request to send out money from his/her private cash account.

All such payments should be made by cheque unless emergency family hardship is a factor.  In such cases, the governor should use his/her discretion.
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4.13 COLLECTION OF VICTIMS COMPENSATION LEVYtc \l2 "COLLECTION OF VICTIMS COMPENSATION LEVY
The Victims Compensation Act 1996 commenced on 2 April 1997 and replaced the Victims Compensation Act 1987. As a result, the victims compensation levies for minor and major offences have increased to $30 and $70 respectively.

These rates apply to any offence for which the offender is convicted on or after 2 April 1997, irrespective of the date the offence was committed or proceedings were commenced against the offender.

The Victims compensation Levy does not apply to ACT or Commonwealth offences. 

The OMS allows any amount to be entered for the Victims Compensation Levy as ordered by the court.

Collection of Victims Compensation Levy

The PCash Inmate Accounts System provides a facility enabling the automatic deduction of victims compensation from inmate earnings.  The following procedures are to be followed to ensure that inmates (those serving sentences and all new receptions) who are liable to pay a compensation levy are informed of their liability and payment options.

· A notice (refer to Annexure 4.2) must be displayed in all correctional centres, particularly in areas accommodating new receptions.

· All new police receptions who are liable to pay a compensation levy should be informed of their liability and the payment options available in respect of those levies. The acknowledgment (refer to Annexure 4.3) should be completed by administrative staff and placed in the inmate's warrant file. The inmate should sign the acknowledgment during the reception interview process.  The signed acknowledgment should be retained on the warrant file and a copy given to the inmate. Arrangements for the signing of the acknowledgment may vary in some correctional centres as the reception interview process can take place prior to the final processing of the warrant file.

· It will be the responsibility of inmates currently serving sentences to enquire, by way of written application to the administrative officer, as to their liability in respect of victims compensation levied against them. It will also be the responsibility of the inmate, if he/she wishes, to ascertain the amount of any additional victims compensation levied following the finalisation of any outstanding charges. In both the above instances the acknowledgment should be used following written application by the inmates.

· The PCash VCL Summary Inquiry/Report should be used for ascertaining amounts levied, paid and owed.

Information regarding compensation levies should be supplied to inmates at their request.

	Reviewed
	FEBRUARY 2002
	Review Date
	FEBRUARY 2007


Page 10 of 22

