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8.28
INMATE APPLICATION AND REQUEST FORMS

This document is currently under review. For further information on procedures please contact Superintendent Operations Branch on (02) 9289 1055.

Summary Page 

	Policy Overview


	Inmate applications are utilised by inmates to raise concerns and issues affecting their incarceration within the correctional system. These are auditable documents and must be carefully monitored.

Inmate request forms are used specifically for daily issues that are not deemed recordable i.e. issues that do not have a bearing on the inmate’s incarceration. 



	Purpose


	These procedures:

· distinguish the differences between an Inmate Application form and a Request form;

· describe the appropriate circumstances when either form should be used;

· streamline the process of dealing with significant inmate issues, and minor queries;

· will create an audit trail to enable better management of inmate queries and official applications affecting inmate’s incarceration.



	Scope


	This document affects all inmates and staff who work with them.

	Strategic Focus


	Strategic Plan 2002 – 2005: Correctional Centre Operations

	Related Policies & Documents


	Royal Commission into Aboriginal Deaths in Custody

	ACO


	96/09

	COPM


	2002/010



	Annexures
	· 8.12: Inmate Application Register
· 8.13: Inmate Request Register
· 8.14: Inmate Request 

· 8.15: Inmate’s Application



8.28.1 Responsibilities

The Inmate’s Application (Annexure 8.15) is not valid until an identifying register number is recorded in the registration block on the back of the form.  

Governors / General Managers must implement these procedures and ensure that appropriate local standard operating procedures are issued, and that all staff is aware of these requirements.

These procedures comply with Recommendation 179 of the Royal Commission into Aboriginal Deaths in Custody.

8.28.2 Use Of Inmate Application Forms

The Inmate’s Application form is the most important official document used by inmates to raise problems and issues relating to their lives while in custody. Such application forms are only to be used for significant issues affecting the inmate where it is important to record an official process.

Application forms are not to be used to record statements made by inmates during a formal interview that may form part of legal proceedings outside the jurisdiction of the department, or for issues that can be resolved locally.

In all other circumstances, an Inmate Request Form (Annexure 8.14) must be used to resolve minor inquiries such as requests for account balances, appointments with IDS or case management staff. Wherever possible, an inmate’s problems or issues are to be managed in the first instance either by his/her supervising officers, or through the inmate request system in the area where the inmate is accommodated.

8.28.3 Identification Of Inmate’s Application Forms

The OIMS designation for the particular location is the primary identification and must appear on the front of the form in the space provided. 

Examples:

GLB-001

Goulburn Correctional Centre




CBTPOC-001

Campbelltown Police Cells

All Inmate’s Application forms are to be individually numbered in the register space on the reverse side of the form and must correspond with the number on the Inmate Application Register (Annexure 8.12). The numbering system on the form must be sequential, and include a prefix identifying the issuing location. 

Examples:

F-017


Fordwick Area, number 1




A1-235


Area 1, number 235

8.28.4 Issuing Of Inmate Application Forms

Area managers are responsible for the management and the processing of inmate application forms.  

Application forms are issued to inmates for their use and submitted to the area manager for official action. When issued they must be given a sequential register number. During normal business hours, Inmate’s application forms are only to be issued by area managers or a nominated supervisor. In all other circumstances, the most senior officer on duty will issue application forms.

It is the responsibility of any officer issuing an application form to ensure the application is recorded in the appropriate area application register. 

All forms issued must contain a subject and an indication of where the form will be sent for reference.

If an inmate does not submit an application within 7 days of its issue the register entry for that application is to be endorsed “Not submitted no further action”.

The process of reply or resolution of the issues contained in the application is the responsibility of the area manager who must review the progress of all application forms issued at 14-day intervals from the date of submission.


Register entries must not be ruled out or obliterated in any manner.

8.28.5 Processing Of Inmate’s Application Forms

Area managers or any other officer issuing an application must file a photocopy of the application in a secure filing cabinet at the location where it was issued and where possible, provide a photocopy to the inmate.

The area manager is responsible for ensuring all applications that are issued are recorded in the register using the approved form (refer Annexure 8.12).

The following information is contained on the register pro forma and must be recorded:

	SEQUENTIAL NUMBER
	Refer 8.25.2 of this document.



	ISSUE DATE 
	The date the application is issued.



	NAME
	Name of the inmate.



	MIN
	Master Index Number



	SUBJECT
	Concise summary, not necessarily the exact wording of the subject space on the form.



	REF TO
	The office to which the form is sent, eg. reception room, chaplain, accounts.



	SENT TO
	The person to whom the form is sent.



	SENT DATE 
	Date the form is sent.



	REVIEW ON
	The review date is 14 days after the SENT date.



	RESPONSE
	Concise summary of the response recorded on the form, eg. approved return to inmate, resolved no further action.




Any request made by the inmate to withdraw the application, or to discontinue the application must be noted to acquit the register entry.

When the application is returned, the inmate is to be informed of the result and he/she must sign the form to acknowledge that they have been notified. An inmate’s refusal to sign the acknowledge must be noted on the form.

8.28.6 Finalised Inmate Application Forms

Unless a finalised application becomes part of another process (eg. request for protective custody), completed forms must be returned to the area manager.

At the end of each month filed applications are to be placed alphabetically in a standard storage carton and stored locally until forwarded to the Repository Manager, Long Bay Correctional Complex two years after each audit. Storage cartons must clearly identify the location, centre and dates of the stored applications.

Inmate application forms are not to be included in an inmate’s warrant file unless the application directly affects his/her imprisonment status.

Finalised application forms that are more than one month old are not to be stored in wing offices.

8.28.7 Processing Inmate Requests

The inmate request book must be used to record all requests for action not recorded on an inmate application form.

The OIC of the accommodation area where the request book is kept must ensure all requests are recorded in the Inmate Request Register (refer Annexure 8.13).
The area manager must review the inmate request book daily.

8.28.8 Accountability

All staff is accountable for the accuracy of information supplied to assist in the consideration or adjudication of inmate applications.

The area manager is responsible to ensure inmate applications are finalised wherever possible within 14 days of issue.

The OIC or the manager of the area to which an official form is forwarded is responsible to ensure inmate forms are finalised wherever possible within 14 days of issue.

8.28.9 Procedures for Inmate Requests

Inmate request forms are to be used for all inmate issues relating to local management and all other matters that can be resolved locally.

Examples of these issues are:

	AREA MANAGER
	PROPERTY
	CSI
	ADMINISTRATION
	ISP

	Accommodation change
	Exchange property
	Change employment
	Private cash account check
	Interview or appointment 



	Additional or extended visit
	Launder clothing
	Employment request
	Send cash to relative


	

	Request to see Governor / General Manager
	Obtain property


	Wages inquiry
	
	

	Special phone call


	
	
	
	


8.28.9.1
Processing inmate requests

The officer in charge/senior supervisor issuing a request form to an inmate is responsible for the registration and action of inmate requests.

The following information must be recorded:

	Sequential number
	Subject



	Date
	Request



	Name
	Destination (Referred to)



	MIN


	Date referred Response


All Inmate Request forms returned for the information of the inmate must be acquitted by the inmate and stored.

8.28.10 Monitoring 

The officer-in-charge/senior supervisor where the Inmate Request Register is kept must ensure all requests are actioned and finalised.

Area managers are required to audit the Inmate Request Register every week.
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