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10
RECEPTION OF INMATES
Summary Page

	Policy Overview
	The reception process is crucial in ensuring the department verifies all legal detainers and documents an inmate’s personal details to facilitate safe and appropriate placement within the correctional system. 

The information gathered at reception drives the screening and induction program (refer S2 of the OPM) that will ultimately determine an inmate’s placement within the correctional system. 

The department is committed to a throughcare approach to offender management. The successful reintegration of inmates into the community, therefore, starts with the reception process when critical information is gathered and communicated to the screening and induction staff. This transfer of information is a crucial element of the department’s duty of care to both inmates and staff. 

The goals of the reception process are to ensure that:

· inmates are properly identified and detained in accordance with their legal detainers;

· a Custody Management Report (CMR) and Police Transfer Docket are obtained from the police;

· record and alerts checks have been done on the Offender Management System (OMS) and the inmate is assigned a Master Index Number (MIN);

· inmates are searched for contraband and a record is made of all property (private and gaol issue);

· a Personal Data Form (PDF) is completed on every inmate and made available to screening and induction staff;

· inmates deemed at risk or having special needs are identified at the earliest opportunity and managed in accordance with departmental guidelines;

· case management and warrant files are created, and contain all relevant documents from the court and police;

· inmates are provided with information about their rights of appeal or entitlement to bail; and

· inmates are provided with information about the classification process.



	Purpose
	To establish procedures that will ensure inmates are detained in accordance with their legal detainers, and are placed appropriately within the correctional centre system.



	Scope
	This policy applies to all correctional centres, police and court cells and periodic detention centres.



	Strategic Focus
	· Corporate Plan 2001 – 2004

· Strategic Pan 2002 - 2005

· Code of Conduct and Ethics (1998)




	Legislation
	· Crimes (Administration of Sentences) Act 1999

· Crimes (Administration of Sentences) Regulation 2001

· Crimes (Sentence Procedure) Act 1999

· Child Protection (Offenders Registration) Act 2000

· Commonwealth Service and Execution Process Act

· Migration Act 1958

· Prisoners (Interstate Transfer) Act 1982

· Mental Health Act 1990



	Related Policies
	· OPM: S2 – Case Management

· OPM: S6 – Escorts

· OPM: S7 – Health and Welfare

· OPM: S8 – Legal and Administration

· OPM: S9 – Inmate Property

· OPM: S12 – Security and Discipline

· OPM: S13 – Critical Incidents

· OPM: S14 – Segregated and Protective Custody

· Police Commissioner’s Instructions No.155



	ACO
	2002/010; 2001/004; 2000/090; 2000/031; 2000/021; 99/099; 99/048; 99/023; 98/096; 98/065; 98/064; 98/029; 98/026; 98/020; 96/109



	COPM
	2001/006



	Annexures
	· Annexure 10.01 Form 9: Information Relating to Parole

· Annexure 10.02 Form 10: Information Relating to Parole

· Annexure 10.03 Transfer of a Person Under 21 Years of Age from a Correctional Centre to a Detention Centre
· Annexure 10.04 Transfer of a Classified Person to a Correctional Centre Controlled by the Minister for Corrective Services

· Annexure 10.05 Remand of a Person of, or Above 16 Years of Age to a Correctional Centre

· Annexure 10.06 Committal of a Person Above 16 Years of Age to a Correctional Centre

· Annexure 10.07 Advice of Transfer from a Detention Centre to a Correctional Centre

· Annexure 10.08 Inmate Clothing Card – Female Inmates

· Annexure 10.09 Inmate Clothing Card – Male Inmates

· Annexure 10.10 Court Result Sheet

· Annexure 10.11 Information About Correctional Centre Discipline




Definitions 

	ACT offender
	An inmate whose release is subject to the provisions of the ACT Parole Act, 1976. The Parole Board of the Australian Capital Territory (ACT) is the releasing authority in the case of parole. Parole orders under this Act will nominate a specific release date.



	bail
	Bail is the term given to a guarantee that a defendant will appear at court on a certain date. The guarantee is generally secured by a deposit of money, or a promise to forfeit an amount of money or property should the bail conditions be breached.  A bail undertaking is the written document outlining the conditions under which an inmate may be released to bail.



	civil inmate
	An inmate being detained in respect of matters other than criminal charges, eg. contempt of court or bankruptcy matters.


	Commonwealth

offender
	An inmate whose release is subject to the Commonwealth Crimes Act, 1914. Release can be to Commonwealth parole, licence or recognizance and will nominate specific release dates. The Attorney General’s office in Canberra is the releasing autority in the case of Commonwealth parole.



	fixed term

sentence
	A sentence without a stipulated non-parole period. The inmate is eligible for release upon the expiration of the fixed term.



	forensic inmate
	An inmate who is detained under the Mental Health Act 1990.   



	good behaviour

bond
	This is a deferred sentence under sections 9, 10, and 11, or a suspended sentence under section 12, of the Crimes (Sentencing Procedure) Act 1999.  Under these orders inmates can be released from custody upon their signing an order from the court that includes conditions to be of good behaviour for a specified period of time. There will usually be a number of other conditions listed on the bond e.g. reporting to the Probation and Parole Service or attending for treatment programs.  Failure to adhere to the conditions can result in the court ordering the offender to return to the court for the imposition of a sentence.



	habeas inmate
	An inmate appearing in court who has other detainers requiring his/her return to the correctional centre following court. Inmate records are required to prepare habeas slips, which are documents to alert court escort security staff that the inmate is not to be released from court.



	immigration hold
	Inmates whose sentences may have expired and who are not eligible for release as they are subject to a deporation order, or their immigration status has yet to be  determined by the Department of Immigration, Multicultural, and Indigenous Affairs (DIMIA).



	non-parole

period
	This refers to the minimum period an offender must serve in custody before s/he is released to parole. In cases of sentences of three (3) years or less, an inmate’s release is automatic at the expiration of the non-parole period. In cases where sentences exceed three (3) years, the inmate’s case for release must be considered by the Parole Board and is not subject to automatic release at the expiration of the non-parole period.



	parole
	Parole refers to that portion of a sentence to be served in the community. Parole orders will specify the conditions under which the inmate is to be released. Not all inmates subject to parole will have to report to a parole officer in the community: only those inmates whose orders include specific conditions to accept the supervision of the Probation and Parole Service, will have to report to a parole officer in the community.



	parole 


revocations/BOP
	The Parole Board can revoke parole orders upon receiving information that parolees have breached their conditions of release. The Board will issue a Breach of Parole (BOP) warrant ordering the parolee’s return to custody. The Board must consider the parolee’s case to determine if s/he is to be released prior to the sentence expiry date.



	remand inmate

	A remand inmate is an inmate who has either been unable to meet bail conditions, or who has had bail refused. This may also be in respect of appeal matters. A remand inmate does not have any other detainers other than the lack of bail on the pending charges  / appeal. As remand warrants will expire on the day the inmates appear in court, a new remand warrant or other form of detainer must accompany the inmate upon his/her return to the correctional centre.




10.1

INITIAL RECEPTION FROM POLICE /COURTS

For the overwhelming majority of inmates, the first step in the reception process occurs at court/police cells. The process of gathering information concerning an inmate’s health and mental wellbeing, therefore, commences in these locations where officers are in a position to gather information and/or possible alerts from:

· the inmate or his/her family or friends who may be in attendance;

· the court staff and/or police officers;

· the Judge, Magistrate or the inmate’s legal representative; or

· the Probation and Parole Service.

Information captured at the courts/police cells is critical for the expedient reception of an inmate, and identifies those inmates who may require crisis intervention, or who may pose a potential risk to security. The information must be recorded and communicated between staff in accordance with the procedures in this section.

10.1.1 
Legal Detainers/Warrants

There must be a legal detainer for every new inmate received into custody. Detainers must be checked before taking an inmate into custody. A court will usually issue detainers in the form of a warrant. However, some authorities can issue an order directing Corrective Services to detain an inmate (eg. immigration holds or Juvenile Justice transfers). Refer to Section 10.4 for information regarding other detainers.

The receiving officer must be satisfied that the warrant is sufficient to detain the inmate in custody, and that the personal details contained in the warrant correspond to the inmate.

Any queries in relation to the legality of the detainer should be directed to the Director, or the Manager, Sentence Administration Branch on (02) 9289 1148 or 9289 1119. In the event of an after hours inquiry, the duty officer is to be contacted on (02) 9289 5594.

10.1.1.1  
Warrant Checklist

The following information must be checked on all warrants.

1) Warrants should be addressed to a governor or officer in charge of a correctional centre.

2) The inmate’s name and date of birth must be specified and verified by the receiving officer against other documents or records available.

3) The warrant should detail the charges for which the inmate has been either:

a) remanded to a later date;

b) committed for trial;

c) committed for sentence; or

d) convicted and sentenced.

4) If the inmate has been remanded into custody to appear at a later date, the warrant should specify the details of the court the inmate is to appear at, and the future court date (unless stipulated as date to be fixed).

5) If the inmate has been sentenced to a term of imprisonment, then the length of the sentence, the non-parole period (if applicable) and the commencement and expiry dates should be specified on the warrant.

6) Warrants should specify the court the inmate appeared before, and the date of appearance.

7) A delegated officer must sign warrants. The designation of this person must be specified.

8) The inmate’s signature and the fingerprint of his/her forefinger must appear on the back of every warrant.

10.1.1.2
Court Result Sheets – District And Supreme Court Only 

Inmates who appear at a District or Supreme Court, which is managed by the department’s Court Escort Security Unit (CESU), may be accepted into custody on a Court Result Sheet (annexure 10.10). Court Result Sheets are to serve as an interim record to hold an inmate up to 24 hours whilst the court registry is preparing the warrant, however they are not sufficient to detain inmates indefinitely. The warrant is to be forwarded to the appropriate correctional centre immediately after it has been prepared.  

Court Result Sheets are not to be confused with Habeas Slips which are not, under any circumstances, sufficient to detain an inmate (refer to Definitions). 

In the circumstances listed below, a Court Result Sheet will not be accepted as an interim record to hold an inmate in custody. In these circumstances an inmate must be accompanied by the original documents prepared by the court on his/her return to custody: 

· initial receptions into custody;

· inmates who appeared at a Local Court; 

· habeas inmates who are required to enter a bond or recognizance;

· appellants and sentenced inmates who, as a result of a sentence variation, may be due for imminent release;

· where an unsentenced inmate has been granted conditional bail and the bail has not been entered.

10.1.1.3 
Executed And Daily Warrants

Either the police or an executive officer from Corrective Services must correctly endorse an executed warrant (e.g. revocation of parole/fine default) with the date and time the warrant was served on the inmate, as this constitutes the time the warrant commences. The inmate should be requested to sign and fingerprint the back of each warrant as an acknowledgment. If an inmate refuses to sign, this does not prevent the warrants from commencing. In the event this occurs, the receiving officer must endorse the warrant indicating the inmate’s refusal.

Daily warrants are warrants in respect of fines for which time to pay has been refused. The court issues these warrants on the day of conviction. They are to be treated the same as executed warrants.

Although the State Debt Recovery Office of New South Wales does not issue fine default notices, interstate fine default orders can still be executed under the Commonwealth’s Service and Execution of Process Act 1992.

10.1.2

Miscellaneous Detainers

All queries in relation to the legality of detainers should be directed to the Director or the Manager of the Sentence Administration Branch on either (02) 9289-1148 or 9289-1119.  After business hours, queries should be directed to the duty officer in the first instance on (02) 9289-5594. The duty officer may contact staff from Sentence Administration Branch outside of normal business hours if it is deemed warranted. The information below is to act as a guide to officers in checking some of the more common detainers other than warrants.

10.1.2.1
Juvenile Justice

The relevant provisions of the Children (Detention Centres) Act 1987 for the transfer and detention of juveniles in a correction centre are:

· Section 28(1);

· Section 28A; and

· Section 28B 

Section 28 (1) applies to the transfer of a “Classified Person” to an adult correctional centre. A “Classified Person” is a person who has been sentenced and directed to serve the time in a Detention Centre pursuant to either Section 19 of the Children (Criminal Proceedings) Act 1987 or Section 10 of the Children (Detention Centres) Act 1987.  If a “Classified Person” has been detained in a juvenile detention centre and is not profiting from the discipline and instruction of the centre, or is not for any other reason, a suitable person for detention in a juvenile detention centre, s/he can be transferred back to an adult correctional centre under Section 28 (1).

Sections 28A and 28B of the Act provide a means of having a juvenile either remanded to an adult correctional centre (Section 28A) or ordered to serve a custodial sentence in an adult correctional centre.  

All orders pursuant to Sections 28 (1), 28A or 28B cannot be acted upon until both Ministers (Corrective Services and Community Services) sign the appropriate order.  Do not receive a person who is under the age of 18 without one of these orders, and the relevant warrant issued by the court.

10.1.2.2
Immigration Orders

The department is regularly required to detain inmates on behalf of the Immigration Department. Orders to detain will be either under Section 92 or Section 93 of the Migration Act, 1958 (CW).  

Section 92 Orders provide for the detention of a person against whom an application for issue of a deportation order has been made, and the period of detention is for a maximum of seven (7) days. A further order is required to extend this period. There is no limit to the number of times a Section 92 Order can be extended, as long as it is never for more than 7 days.

Section 93 Orders provide for the detention, in a correctional centre, of a person against who a valid deportation order is presently in force. There is no limit on the period an inmate may be detained on a Section 93 Order. 

10.1.2.3
Fines (NSW, ACT, and Interstate)

Refer to section 11.5.3 of the OPM.

10.1.2.4
Interstate Sentences

Inmates can be received from another state as a result of an order issued under the Prisoners (Interstate Transfer) Act 1982. Inmates received under this Act must have their sentences recalculated by the Sentence Administration Branch to comply with New South Wales legislation. Copies of the detainers should also accompany any inmate with the order to transfer under the Act. The Sentence Administration Branch should be advised upon receipt of an inmate under the Prisoners (Interstate Transfer) Act 1982, and copies of any warrants and associated paper work should also be forwarded.

10.1.2.5
Habeas Slips

The term habeas refers to a situation where an inmate is sent to court on a certain matter, but is required to return to the correctional centre because separate detainers are held which are still to be satisfied. A Habeas Slip is issued to advise police/court cell staff of an inmate’s habeas state, and outlines the particulars of further detainers. 

The inmate should not be received back into the correctional centre without the original Habeas Slip, and/or without the court result provision completed.  

10.1.2.6
Forensic 

Inmates can be received into custody under the Mental Health (Criminal Procedure) Act 1990 and the Mental Health Act 1990. These Acts contain provisions for the sentencing and detention of people who are found to be mentally ill. 

Receiving officers are to advise CHS immediately of inmates received under the Mental Health (Criminal Procedure) Act 1990. CHS is responsible for the medical management of such inmates. 

The provisions of the Mental Health (Criminal Procedure) Act 1990 are highly complex and it is strongly advised that if any doubt exists over the legality of detention at the time of reception, the case be referred to the Sentence Administration Branch.

10.1.2.7
Civil Inmates

There are occasions when inmates are imprisoned for reasons other than criminal matters such as contempt of court or for bankruptcy proceedings. In either case, the court is required to issue a warrant ordering the detention of an inmate. Officers receiving such an inmate should check the detainer to ensure its’ validity. It must be addressed to the superintendent or governor of a correctional centre and must be signed by an authorised officer of the court.  Governors or the OIC of the centre should be advised when a civil inmate is received in to custody.  

10.1.2.8 
Contempt Of Court Orders

The majority of civil inmates will be received in respect of contempt of court matters. These orders are usually issued when an inmate has failed to adhere to a court order or direction.  In such cases, inmates may be able “purge” their contempt by indicating in writing that they are prepared to adhere to the court order(s) in question. Should an inmate give a written instruction that s/he is prepared to comply with the court’s directions, this information must be faxed to the relevant court without delay.  The court will then arrange for the inmate to be returned to the court for adjudication of the matter. 

10.1.3  
Transfer Of Custody Management Documents From Police

1) NSW police officers are required to provide the following with each new reception:

a) a Police Transfer Docket (including a warnings section);

b) a Custody Management Record (CMR) previously referred to as the Police Personal Assessment Details Form or PADF (including an inmate’s CNI number).

2) The Police Transfer Docket includes a list of inmate property and contains a warnings section that will advise of any security issues (e.g. known drug user, previous assaults on officers, sex offender history).

3) The CMR documents an inmate’s personal details and any immediate crisis or medical concerns. It also outlines the inmate’s record of care while in police custody.   

4) All relevant concerns or alerts contained in the CMR should be noted on the Personal Data Form (PDF).

5) The receiving officer must verify the contents of, and sign for, both the CMR and the Police Transfer Docket, which effectively transfers the management of the inmate from the police to the Department of Corrective Services. The CMR and Police Transfer Docket remains at the location of the inmate for eventual inclusion in the case management file. 

10.1.4

Current Charges/Criminal History

It is vital that receiving officers gather as much information in relation to an inmate’s current charges and criminal history from the police and/or court staff at the time of initial reception. This can have an impact on the inmate’s placement and the security of the complex. Officers receiving inmates from the police are to check the following documents and note criminal record information on the PDF:

a) The offence as noted on the warrant (in cases of breach of parole warrants, the original charge will be specified).

b) The warnings section of the Police Transfer Docket.

c) Pre-sentence reports or other Probation and Parole Service records, where available.

d) Any documents supplied by the court.

10.1.5

Search / Contraband

1) Once an inmate’s identity and warrant particulars have been confirmed, the inmate must be strip-searched for prohibited articles and contraband in accordance with security and search procedures. This search is to be undertaken with due regard to dignity and self-respect. 

2) Contraband or prohibited articles under legislation are defined as:

a)
money;

b)
anything that, in the opinion of a nominated officer, is likely to prejudice the good order and security of a correctional centre;

c)
any threatening, offensive, indecent, obscene or abusive written or pictorial matter; or

d)
any offensive, indecent or obscene article.  

3) Opened cigarette packets or tobacco pouches are considered contraband and cannot be accepted in correctional centres.

4) All medication must be stored in a secure cabinet until such time as medical staff are in attendance to take custody of the medication and determine if it is to be administered to the inmate or disposed of (refer to section 7.2.2 of the OPM).

5) Knives/blades should not be received into inmate property or court complexes as they are considered offensive implements under the Summary Offences Act 1988 and as such should be confiscated (refer to section 9.2.4 of the OPM).

10.1.6  
Procedures To Transfer Inmate Property From Police

All policy issues relating to inmate private property are documented in Section 9 of the OPM, and officers involved in the reception of inmates must be familiar with this section.

1) All property received from the police must be searched by reception staff before the receiving officer signs off from the Police Transfer Docket. 

2) It is not to be assumed that the property has already been searched by the arresting officer(s) prior to arriving at the complex. Contraband is to be dealt with as noted above. 

3) Officers in charge of police/court cells are responsible for developing local Standard Operating Procedures (SOP) to account for the transfer of inmate property to correctional centres as per the guidelines. 

4) Cash and valuables are to be stored and accounted for separately in secure pouches identified for that purpose, and then locked in a safe or other secure storage facility.

5) The remaining property is to be checked against the police transfer docket. Once verified and signed for by the inmate, the entire contents are to be stored in an individual canvas bag that is then sealed with a security label.

6) Property must be secured in the presence of two officers who are required to record the seal number(s) on the departmental property docket. Both officers must sign this property docket.

7) If property that has been sealed needs to be retrieved, it must be done in the presence of the inmate owner and two officers. The inmate is to sign for any item that has been retrieved from the stored property on the departmental property docket. The remaining property is to be resealed with a new security seal in the presence of the two officers, who are required to record the new seal number(s) on the property docket. Both officers must sign the property docket again.

10.1.7

Offender Management System  (OMS) 

1) All inmates in New South Wales correctional centres are identified by way of a Master Index Number (MIN). An inmate’s MIN should be noted on the Lodgement Sheet where receiving officers have prior notice to an inmate’s arrival. However, when inmates are received without prior notice from the Placement Officer, receiving officers will need to undertake a search on the OMS. 

2) Should a search on OMS fail to reveal a MIN, court/police cell staff are not to create a new MIN on the OMS. The inmate’s details are to be recorded on the Reception/Longevity List, which is to be faxed to Inmate Records at the Silverwater Complex on 9289 5635. A copy of the inmate’s warrant is to accompany the list. Inmate Records is responsible for creating a new MIN and must advise the court/police cells staff accordingly.

3) Once an inmate’s MIN has been established, the following admission procedures must be undertaken.

a)
For inmates received in the Metropolitan, Wollongong or Newcastle court/police cells, the Inmate Records section at Silverwater is responsible for all admission, transfer and discharge entries on the OMS;

b)
For all other inmates throughout New South Wales, the admission, transfer and discharge entries on the OMS are the responsibility of the court/police cell staff.

4) The receiving officer is then responsible for the following:

a)
photographing the inmate by way of the electronic imaging system (where facilities exist);

b)
checking for alerts and prior custodial history on the OMS (IQOB, RIX and RSO screens);

c)
generating the required labels with the inmate’s name and MIN for attachment on departmental documents;

d)
communicating  any alerts from the OMS to the OIC of the complex, welfare, CHS, nd recording them in the PDF; and

e)
recording the details of any community based supervision orders (e.g. probation, parole, community service, periodic or home detention orders) on the PDF for screening purposes.

10.1.8

Personal Data Form  - PDF (Lodgement Sheet And IIO)

The PDF is made up of two parts: 

· The new Inmate Lodgement and Special Instruction Sheet (Lodgement Sheet) and,

· The Inmate Identification and Observation Form (IIO). 

1) Receiving officers are to interview inmates on their arrival and complete the Lodgement Sheet and, at least, the first three pages of the IIO, identifying care in placement issues and alerts. In those cases where officers have advance notice of an inmate’s arrival from the Placement Officer, the inmate must still be interviewed to verify the information provided.


The only exception to this is in cases where an inmate is received from court and an escort vehicle is waiting, in which case, only the Lodgement Sheet is completed, based on the Police Transfer Docket, CMR, OMS checks and the officer’s observation.

2) The OIC of the complex is to maintain a register that records:

a)
date and time inmates are interviewed;

b)
an inmate’s name and MIN;

c)
the forms faxed;

d)
special needs highlighted;

e)
centre of placement at the time of the inmate’s escort;

f)
transport officer’s name who receives the inmate; and

g)
the transfer of inmate detainers/warrants with transport officer’s name.

3) When it is determined that the inmate will be staying at the complex and/or bail cannot be arranged, the Lodgement Sheet and the first three pages of the IIO are to be faxed to the Placement Officer on (02) 9289 5452. This information assists the Placement Officer to accommodate the inmate appropriately and to make special arrangements where required. 

10.1.9

Mandatory Transfer Of Care In Placement Information 

To facilitate medical and welfare screening in accordance with Section 2 of this manual, receiving officers are to adhere to the following procedures to ensure the mandatory transfer of information.

10.1.9.1
Justice Health Service And Screening Staff
Where advance notice of an inmate’s arrival is given, copies of the PDF should be made available to CHS and screening/induction officers before the inmate arrives at the correctional centre. In cases where the PDF is completed at the correctional centre, copies must be provided to CHS and screening/induction staff immediately upon completion. 

10.1.9.2
Medical/Psychiatric Referrals

CHS must be advised immediately upon arrival of any inmate:

· who is detained under the Mental Health Act 1990; 

· for whom a mandatory notification form has been received in relation to self-harm; or

· with a specific court/parole board request for psychiatric and/or medical attention.

10.1.9.3
Security And/Or Special Management Information

Reception officers are obliged to record any security or special management information that is likely to affect either the security of a correctional centre or an inmate’s placement, classification and/or security, in the alerts section of the case management file, and refer it to the appropriate senior officer, CHS, and the screening and induction staff. 

Examples of security and/or special management information are:

a) self-harm/suicidal inmates; 

b) any inmate with an escape history;

c) any inmate with a history of violence towards staff;

d) transgender inmates;

e) inmates with serious medical problems requiring immediate attention (including psychiatric illness);

f) inmates with a disability (including intellectual disabilities);

g) pregnant inmates; and

h) public interest inmates.

10.1.10 
Suicide/Self-Harm Risks

1) Officers must consult Section 13 of the OPM in relation to the management of inmates considered to be at risk of self-harm/suicide. Any concerns about risk of self-harm must be communicated to all staff at the court/police complex and any escort / transport officers.

2) A Mandatory Notification Form must be completed in instances where an inmate has been identified as being at risk of self-harm. This may be the result of the inmate having a history of self-harm, threatening to harm him/herself, or an actual attempt at self-harm whilst in custody.  There are three types of Mandatory Notification Forms (annexure 13.13, 13.14 or 13.15) depending on the circumstances. 

3) In cases where an inmate is identified as being at risk of self-harm, the following procedures are to be adopted.

a)
The Lodgement Sheet and Mandatory Notification Form must be faxed to Placements Officer as soon as possible to facilitate the inmate being transported to a correctional centre where a Risk Assessment Intervention Team (RAIT) can assess the inmate.

b)
Steps should be taken to prevent further self-harm attempts (eg. remove dangerous articles from the inmate, place the inmate in a safe cell or in a cell with another inmate who will be supportive and who shares a similar background such as ethnicity/Aboriginality – refer to Inmate Accommodation 7.17 of the OPM).

c)
The situation is to be brought to the attention of any CHS staff or welfare officers who may be assigned duties in a court/police complex.

d)
The Record of Inspection/Assessment, section 6, of the IIO is to be maintained vigilantly.

e)
Transport officers are to be advised of the inmate’s self harm status before any escort.

4) In the event of an actual suicide attempt, the discovering officer shall immediately:

a)
provide first aid treatment, or provide appropriate medical attention (eg. CHS, ambulance);

b)
prevent further self-harm attempts (eg. remove dangerous articles from the inmate, place the inmate in a safe cell or in a cell with another inmate who will be supportive and who shares a similar background such as ethnicity / Aboriginality);


c)
ensure that the following personnel are notified: 

· the OIC of the centre; 

· the Placements Officer (Mandatory Notification Form); 

· JHS staff;

· the duty officer;
d) ensure the Record of Inspection/Assessment, section 6 of the IIO is maintained;

e) advise transport officers of the inmate’s self harm status before any escort; and 

f) adhere to the protocols as outlined in Section 13 of the OPM.

10.1.11  
Inmates Detoxing From Drugs Or Alcohol 

Any inmate held at a court/police cell complex, managed by departmental officers, who is identified or is believed to be detoxing from drugs or alcohol, is to have all items that could potentially be used to self harm removed (eg. their shoe laces, belt, tie, draw strings). CHS is to be notified immediately and consulted in relation to the inmate’s care in placement. Where it is determined that an inmate detoxing from drugs or alcohol is at risk of self-harm, the procedures outlined above in 10.1.10 are to be applied.

10.1.12
Aboriginality 

During the reception process, inmates need to be asked to declare their Aboriginality. The response is to be noted on the inmate’s PDF and entered on the OMS. It is crucial that this information be captured at the earliest opportunity and forwarded to the Placement Officer by way of the Lodgement Sheet to enable appropriate case management by the Indigenous Services Unit.  

10.1.13  
Transgender Inmates

Transgender inmates must be managed in accordance with Sections 2 and 7.23 of the OPM. Transgender inmates must be housed separately until such time as a full screening and induction assessment takes place at a correctional centre. It is important that the Placements Officer is notified as soon as possible to arrange for an appropriate escort to a correctional centre.

10.1.14 
Inmates With A Disability

Inmates with a disability require special management and need to be identified to the Placements Officer as soon as possible to ensure there is liaison with the Disabilities Services Unit. Receiving officers need to manage inmates with a disability in accordance with section 6.13.1.2 of the OPM. Queries in relation to the care in placement of any inmate with a disability should be directed to the policy and projects officer in the Disabilities Services Unit on (02) 9289 1211.

10.1.15 
Interpreters (Including Services For Deaf Inmates)

The information obtained and conveyed at the time of reception must be accurate. Officers are reminded to utilise the services of approved interpreters when interviewing inmates of a non-English speaking background, or inmates who are hearing impaired, pursuant to section 7.15 of the OPM. The use of other inmates or CLAS officers to translate is not an acceptable practice. The need for an interpreter should to be recorded on the PDF.

10.1.16 
Foreign Nationals

Reception officers must record on the PDF if an inmate identifies as a national of another country. The inmate is to be advised that, should s/he wish to make contact with the diplomatic or consular representative, a written application is required for that purpose. Receipt of such applications must be conveyed to the consular representative without delay. A copy of the request should be maintained in the case management file indicating the date on which the application is forwarded.

10.1.17
Domestic Violence

All remarks regarding domestic and/or apprehended violence orders, which appear on the warrant, must be heeded and passed on to screening staff to prevent any illegal contact with victims. This information should be recorded on the PDF and in the Alerts section of the case management file.

10.1.18  
Warrant / Case Management Files

1) A warrant and case management file must be created for every inmate, complete with the required labels and inmate photographs for inclusion on departmental records. Case management files may have been compiled in court/police cells depending on the timing of escorts. Reception room staff is responsible for checking that both files have been created. 

2) The warrant file will only contain documentation concerning the administration of an inmate’s sentence. The custody and maintenance of the warrant file, when created, is the responsibility of the inmate records manager under the supervision of the administration manager.

3) The warrant file must contain:

a) a copy of the completed PDF - Lodgement Sheet and IIO;

b) all active warrants/detainers and court orders; and

c) any information relating to alerts regarding an inmate’s health, or care in placement.

4) The case management files will be designated either a short or long term file 
depending on length of sentence or status (eg. remand). Short-term files are to 
be created for inmates either on remand, or serving a sentence of less than 12 months. Case management files will only contain documentation concerning the management, health, and welfare of an inmate. The custody and maintenance of the case file, when created, is the responsibility of case managers under the supervision of the manager, inmate services and programs. 

5) The case management file must contain:

a) the completed PDF - Lodgement Sheet and IIO;

b) the CMR and Transfer Docket from the police;

c) any information relating to alerts, an inmate’s health, or care in placement forms;

d) an induction check list;

e) information about prison discipline (see annexure 10.11);

f) an intake profile form to be completed at screening and induction;

g) any discharge summaries from previous incarcerations, if available; and

h) any local information deemed necessary by the governor, (eg. employment background, dietary requirements, Centrelink questionnaire etc.). 



In view of the confidential material contained in the case management files, they must 

be secured appropriately, precluding unauthorised access. 

10.1.19  
Inmates To Be Bailed

Inmates who have the means to enter bail are to be processed at the earliest opportunity in accordance with the bail procedures outlined in section 11.2 of the OPM. When an inmate is detained in custody and there is a process available to secure his/her release such as lodgement of bail, no discretion exists to delay the release. In the absence of a Justice of the Peace / Authorised DCS Officer at the complex, assistance should be requested from the nearest police station or courthouse. In the event that a Justice of the Peace / Authorised DCS Officer cannot be found, and an inmate’s release is being delayed solely on this basis, the Duty Officer should be notified.

10.1.20 
Cell Allocation 

The responsibility of allocating cells may vary between intake staff, reception room staff, or other designated officers as determined by local protocols. Before allocating cell accommodation, the designated officer responsible for cell allocation must ensure that the protocols outlined in section 7.17 of the OPM are folowed.

Local protocols must be put into place to ensure that the cell allocation details on the Daily State Sheet is entered on to the OMS no later than the commencement of the ‘A’ watch the following day, to enable the Placements Officer to access the most up to date cell availability information. 

Any changes to assigned cell accommodation must first be approved by the case manager, who is responsible for consulting the case management file for alerts. The case manager is responsible for ensuring these changes are entered on to the OMS by the end of the watch.

10.1.21  
Separation Of Inmates/Protective Custody 

Where possible, inmates should be separated on the basis of being sentenced, unsentenced or civil inmates. Civil inmates are those inmates in custody in respect of orders such as contempt of court or bankruptcy – not because of criminal convictions (refer to section 10.1.2).

Policy and procedures in relation to protective custody is outlined in Section 14 of the OPM. Care in placement information is to be forwarded to the screening and induction team where a thorough assessment of the issues can be undertaken. Classification and protection decisions can only to be finalised after the full screening and induction process at correctional centres.

10.1.22 
Documentation – Court/Police Cells

The OIC of court/police complexes is to maintain the following documents:

· cell register;

· reception book;

· discharge book; and

· property book.

When transferring an inmate from the complex, the OIC or delegated officer should ensure the transport officer signs for all documents and property travelling with the inmate.

10.1.23
Court/Police Cells Checklist (Fresh Custody)

Officers must ensure that the following procedures are completed:

· a legal detainer or warrant is sighted;

· the inmate’s identity is checked against the detainer;

· a Transfer Docket and Custody Management Record (CMR) are received from the police;

· the inmate is searched;

· the OMS is checked for the correct MIN;

· the Personal Data Form (Lodgement Sheet and IIO) is completed;

· a copy of the PDF is sent to the Placement Officer/CHS/intake;

· the inmate’s property is searched and documented; and 

· a case management file is created.

Refer to Inmate Accommodation, Section 7.17 of the OPM.

10.2  

RECEPTION ROOM PROCEDURES

As a significant number of inmates are first received at court or police cells, correctional centres should have advance notice of an inmate’s arrival. The Placement Officer will usually forward a copy of the Lodgement Sheet and, where available, the first three pages of the Inmate Identification and Observation Form (IIO), indicating any alerts or care in placement issues. 

Should an inmate be brought to the correctional centre directly by the police, the procedures normally undertaken at the court/police cells will have to be completed by the receiving officers at the correctional centre. These procedures are outlined in section 10.1 of this document. 

10.2.1  
Document And Records Verification

Governors at correctional centres must ensure procedures are in place for reception room staff and/or intake officers to check the following documents and records for accuracy:

1) the warrant or other legal detainer (refer to section 10.1.1 for warrant checklist and section 10.1.2 for other detainers);

2) the inmate property docket;

3) the MIN on the OMS;

4) the OMS alerts screen;

5) the case management file, which should include:  

· the original PDF – comprising the Lodgement Sheet and the Inmate Identification and Observation Form (IIO);

· police documents (Police Transfer Docket -including any warnings - and the CMR); 

· the inmate’s photograph; and

· identification labels with the inmates name and MIN.

In some cases the contents of the case management file will be incomplete owing to the timing of escorts. Reception room staff and/or intake officers are responsible for ensuring all of the above documents/records are completed in accordance with section 10.1. 

Officers are reminded to utilise interpreters where required to ensure the accuracy of the information obtained.  Interpreter information is contained in section 7.15 of the OPM. Use of CLAS officers or other inmates to interpret during the reception process is inappropriate at this stage.

10.2.2 
Search/Contraband

Once an inmate’s identity and warrant particulars have been confirmed, the inmate must be strip-searched for prohibited articles and contraband in accordance with security and search procedures. This search is to be undertaken with due regard to dignity and self-respect. 

Contraband or prohibited articles under legislation are defined as:

· money;

· anything that, in the opinion of a nominated officer, is likely to prejudice the good order and security of a correctional centre;

· any threatening, offensive, indecent, obscene or abusive written or pictorial matter;

· any offensive, indecent or obscene article;

· knives.

Opened cigarette packets or tobacco pouches are considered contraband and cannot be accepted in correctional centres.

All medication must be stored in a secure cabinet until such time as medical staff are in attendance to take custody of the medication and determine if it is to be administered to the inmate or disposed of (refer to section 7.2 of the OPM).

Knives/blades should not be received into inmate property or court complexes as they are considered offensive implements under Clause 11C of the Summary Offences Act 1988 and as such should be confiscated by the police (refer to section 9.19.2.1 of the OPM).

10.2.3 
Mandatory Transfer Of Information

An image of the inmate, any special instructions, and all Alert information to the Police or court cell complexes to facilitate identification and safe management of inmates being transferred must be made available via fax to the receiving centre. Refer to section 10.1.9 for procedures.

10.2.4 
Offender Management System (OMS)

The information contained in the OMS is central to the department’s core functions. It is vital, for example, in determining cell allocation and alerts. Governors are responsible for developing local SOPs to ensure the timely entry of data of new receptions onto the OMS.

10.2.4.1  
OMS Data Entry

The information contained in the PDF must be recorded on the OMS by correctional centre staff. Depending on the centre and access to OMS, governors may delegate the responsibility of entering this data with intake, administration, or reception room staff.  

10.2.4.2 
OMS Missing Data Report 

The OMS has a missing data report to assist correctional centres in identifying elements of data that are missing from inmates’ records. 

· Governors are to ensure this report is run at least daily in reception centres and at least weekly in other centres.  

· Local procedures must be in place to ensure all of the missing data identified by the report is entered, with particular attention given to the recording of personal contacts.  

· An inmate who refuses to supply the name of his/her next of kin must be recorded as ‘information withheld’.  

· An inmate who does not have any personal contacts must be recorded as ‘no contacts’. 

Queries in relation to the generation of missing data reports on the OMS should be directed to Paul Cruickshank on (02) 9289 3866.

10.2.4.3
State Sheet 

Local SOPs must include procedures to ensure that the cell allocations on the Daily State Sheet is entered on to the OMS no later than the commencement of the ‘A’ watch the following day to enable the Placements Officer to access the most up to date cell availability.

10.2.4.4 OMS Alerts

1) Association Alerts

No association alert is to be entered onto the Offender Management System (OMS) unless the following actions have been taken. 

An Association Alert Registration Details form (AARD) must be completed in every instance. The AARD should be supported by an Inmate Application.
The officer receiving the information from the inmate must complete the AARD form in the presence of the inmate. The inmate must sign the completed AARD form.

The inmate must then be interviewed by the case manager or area manager who will check the details and authorize the recording of the alert on the OMS.

Only after the details have been checked and authorized is any data entry to be made on the OMS. (Hotkeys – IBT)

The AARD form must then be faxed or a copy immediately forwarded to the OIC Inmate Records for the correctional centre, who will be responsible for completing the OMS Alert verification, updating the Attention Section of the warrant file. A copy of the form must be filed in the Attention Section of the warrant file.

The original AARD form is to be placed on the inmate’s case management file.

1.1
Association Alerts – Determinations by the Area Manager / Deputy Governor.

Situations will arise where an area manager or deputy governor may have genuine concerns for the safety of an inmate if s/he continues to associate with another inmate/s. In these situations the inmate/s concerned may not want or request specific action to be taken.

Where such situations arise and a decision is taken to activate an alert, the area manager or deputy governor must utilise the AARD form to initiate the association alert on the OMS, and make a notification on the form that this decision has been taken without the inmate’s consent.

Note: 

Where concerns exist that the threat to the inmate is serious, consideration should be given to a change of placement to another centre or into protective custody following a full assessment.
2) General Alert – Statement Form

The following is a list of general alert types and the person / area within the correctional centre or department, which is responsible for checking and validating the information.

Offender Alerts – Categories

	Category
	Type
	OMS - Code
	Area/Person Responsible
	Duration

	ASSOCIATION
	Association

(Code – A)
	Association

(Code – ASS)
	Area Manager / 

Case Management Team


	6 months

	MEDICAL
	Medical

(Code – M)

Self Harm

(Code – H)
	Methadone

(Code – MET)

General Health 

(e.g. asthma)

(Code – GENH)

Medical

(e.g. Hold / appointments) (Code – MET)

Self Harm

(Code – SEL)


	CHS Nurse

CHS Nurse

CHS Nurse

CHS Nurse
	6 months

6 months

6 months

6 months



	GENERAL 

OFFICE


	Police

(Code – O)

Immigration 

(Code – I)

Deportation

(Code – D)

Extradition 

(Code – E)

Juvenile Justice

(Code – J)

Telephone (numbers barred)

(Code – T)


	Police

(Code – POL)

Immigration 

(Code – IMM)

Deportation

(Code – DEP)

Extradition 

(Code – EXT)

Juvenile Justice

(Code – JUV)

Telephone (numbers barred)

(Code – TEL)


	Administration Manager for the CC

or the Manager Inmate 

Records

Administration Manager for the CC

or the Manager Inmate Records

Administration Manager for the CC

or the Manager Inmate Records

Administration Manager for the CC

or the Manager Inmate Records

Administration Manager for the CC

or the Manager Inmate Records

Administration Manager for the CC

or the Manager Inmate Records


	6 months

6 months

6 months

6 months

6 months

6 months



	HEAD OFFICE
	Disability

(Code – Y)

Victims Register

(Code – V)


	Disability

(Code – DIS)

Contact Victims Register

(Code – CVR)


	Policy and Projects Officer, Intellectual disability Services

Community Liaison

Victim’s Register

Restorative Justice

 
	6 months

12 months



	SECURITY
	Security

(Code – S)

Travel

(Code – B)
	Police

(Code – O)

Escort requirements

(Code – ESCR)

High Security

(Code – HSIMC)

Intel reports

(Code – IR)

Travel by car

(Code – TRA)
	Superintendent CIG

Superintendent CIG

Superintendent CIG

Superintendent CIG

Deputy Superintendent, 

Court Escort / Security Unit


	6 months

or 

12 months

6 months

or

12 months

6 months

or

12 months 

6 months

or 

12 months

7 days


	CLASSIFICATION

	Placement

(Code – P)


	Placement

(Code – PLA)


	Manager / Deputy Manager

Inmate Classification & Placement


	6 months




The General Alert Registration Details (GARD) form is to be used for every category of alert except for an Association Alert. The new form is to be completed before any data entry is to be made to the OMS. The following actions must then be taken.

The officer receiving the information must use the GARD form to record the alert details.

Only after the details have been checked and authorized, is any data entry to be made on the OMS. (Hotkeys – IBT)

Where an alert is initiated outside the general office, action must be taken to immediately forward / fax a copy of the authorised GARD form to the OIC Inmate Records, who will be responsible for completing the OMS Alert verification, updating the Attention Section of the warrant file, and filing the notification in that section of the warrant file.

The original GARD form is to be placed on the inmate’s case management file.

3) Medical Alerts

The General Alert Registration Details (GARD) form must be used to record all medical alerts. The following actions are to be taken.

· If an inmate presents to a correctional officer and advises that s/he has a medical issue, s/he must be referred to the clinic or a CHS staff member.

· A Nursing Unit Manager (NUM) or CHS staff member must interview the inmate and verify the nature of the alert. When the alert is confirmed, the NUM / CHS staff member must complete and authorise the GARD form and forward it immediately to the OIC Inmate Records.


Note: In the normal course of events data entry is not to be made on the 
OMS until 
the CHS staff member has authorized the alert. However, where a CHS staff 
member is not readily available and serious concerns exist for the well-being of the 
inmate, the area manager / OIC of the watch can authorize the data entry.

· The OIC Inmate Records who will be responsible for recording and verifying the medical alert on the OMS, and will update the Attention Section of the warrant file.

The original of the GARD form is to be placed on the inmate’s case management file.

4) Self Harm

The General Alert Registration Details (GARD) form is to be used to record the inmate’s self harm alert details. This form is not to be completed until the assessment has been done. 

The following procedures must be undertaken:

An inmate who is considered to be at risk of self-harm must be referred to, and be interviewed by a CHS nurse or an identified Reception Screening officer. No alert entry is to be made to the OMS until the self-harm risk has been assessed and authorized by either a CHS Nurse or Reception Screening officer.

Following any initial assessment where a self-harm risk is identified, the inmate must be referred to a Risk Intervention Team (RIT) or Risk Assessment Intervention Team (RAIT) for full assessment. Protocols for the management of inmates considered to be at risk of self-harm are set out in Section 13.3 of the Operations Procedures Manual (OPM).

The completed and authorized GARD form must be immediately forwarded by the CHS nurse / Reception Screening officer to the appropriate case / area manager to undertake or arrange for the data entry onto the OMS Alert screen. Once a self-harm assessment has been made, it is imperative that it be entered on the OMS as soon as posssible.

A copy of the GARD form is to be faxed or forwarded immediately by the person undertaking data entry of the alert to the OIC Inmate Records for the correctional centre, to verify the alert and update the warrant file.

The original of the GARD form is to be placed on the inmate’s case management file, and an appropriate notation made in the Alert section.

5) Extradition

The General Alert Registration Details (GARD) form is to be used to record the details of all extradition alerts. The following procedures must be undertaken:

The initial data entry for the Extradition Alert is to be undertaken by the appropriate inmate records officer and verified by the OIC or administration manager for the correctional centre.

A copy of the form, together with a copy of the letter received from the Police is to be faxed immediately to the Superintendent, Corrections Intelligence Group (CIG), Security and Investigations Branch.

The CIG must contact the nearest police authority and assess the seriousness of the matters referred to in the correspondence.

Should a decision be made that the interstate matter/s are of a serious nature, and that the inmate should not progress to minimum security, this concern is to be discussed with the Manager, Inmate Classification and Placement. 

Following a joint decision that the matter/s are of a serious nature, the Manager, Classification and Placement must raise an alert on the OMS clearly prohibiting the inmate from progressing from a category B classification and placement.

6) Security Alerts
Only the CIG is authorized to raise or validate a security alert.
Any security or intelligence related information must be forwarded in the normal manner to the CIG, who will be responsible for initiating data entry to the OMS and undertaking a check and verification of the information received.

7) Placement Alerts

The General Alerts Registration Details (GARD) form is to be used for all placement related alerts.

The completed form is to be forwarded to the Classification Coordinator, who will undertake the initial data entry on the OMS.

The form is then to be forwarded to the Manager / Deputy Manager, Classification and Placement, to validate the information on the placement issue.

8) Review

It is the responsibility of the correctional centre mangement to review all alerts prior to the expiration to ensure the information contained on the OMS is current, and any extension to the alert is justified.

The OIC Inmate Records must run the OMS report Alert Due for Review (Hot keys: RIX) on the first day of each month. This report will then list all alerts due to expire in the following months e.g. a report run on 1st September will list all alerts due to expire in the month of October.

The generated report is to be forwarded to the appropriate case manager or other functional managers to arrange for the inmate to be interviewed and to confirm a further extension, or to expire the alert.

All association alerts must be referred to the case management team (CMT) to discuss and review the neccessity to continue the alert for a further six-month period. It is anticipated that following the initial review by the CMT all subsequent reviews will take place as part of the inmate’s normal six-monthly reviews.

The completed Alerts Due for Review report is to be returned to the OIC Inmate Records to update the Attention Section of the warrant file and the Alerts screen of the OMS.

Any changes to already assigned cell accommodation must be first approved by the case manager, who is then responsible for entering these changes on to the OMS by the end of shift. 

10.2.5 
Correctional Centre Routine

As part of the reception process, inmates are to participate in a screening and induction program as outlined in section 2 of the OPM. To ensure compliance with legislation, governors must be satisfied that the screening and induction program operating in their area of command includes the provision of the information listed below.  This information must be conveyed in a language understood by the inmate, including the use of interpreters where required in accordance with section 7.15 of this manual.  In situations when an inmate has inadequate educational or literacy levels in English, an appropriately qualified person should be made available to read and explain the information provided.

10.2.5.1  
Correctional Centre Discipline 

All inmates are to be informed of their rights and obligations (refer clause 6 of the Regulation). Inmates are to read and sign annexure 10.11, and to be given a copy for future reference.  The original signed document is to be retained on the inmate’s case management file.

10.2.5.2
Inmate Handbooks/Local Centre Information

Handbooks outlining the provision of the various services and programs to inmates, and local centre brochures detailing services and programs that are specific to that particular centre should be made available. Local induction programs for inmates following transfer should be conducted at least once a week.

10.2.5.3
 Video – The First 24 Hours

All reception centres should have the video “The First 24 Hours”available to be viewed by inmates within the first 24 hours of arrival in a reception centre.  Governors in reception centres are to ensure the purchase and installation of appropriate TV/video equipment in reception rooms and induction wings.

10.2.5.4
Bail/Appeals Information

As part of the induction process, inmates are to be provided with information in relation to their right of appeal and/or their right to make application for bail. This information is to also be contained in the Inmate Handbook.  Refer to Sections 8 and 11.2 for specific information.

10.2.6

Cell And Identification (ID) Cards

The correctional centre into which an inmate is received will be responsible for the issuing of an inmate identification card depending on local protocols and equipment. The card should be carried by inmates at all times and must be produced when requested by an officer, or when accessing services or amenities within the correctional centre (eg. buy ups, visits, clinic, etc.). Identity cards must be white, approximately 9cm X 6 cm in size, and be sealed in clear plastic. The following details must be recorded on the ID card:

· the inmate’s name;

· the inmate’s MIN; and

· the date the photograph was taken.

The name of the correctional centre must not be recorded on the ID card.

Cell cards are to be created for each inmate upon reception into a correctional centre. The cell card must include a current photograph and specify the inmate’s name and MIN only. Under no circumstances should any reference to criminal history or protective / segregated custody status be written on the cell card.

10.2.6.1
Inmate Imaging Systemtc \l2 "INMATE IMAGING SYSTEM
The Inmate Imaging System provides a high quality video image of an inmate and retains it for further reference on the local area network. The image may be viewed on screen at the local level and is also retained on a central database that is accessible to all correctional centres.

While it has been an accepted practice in correctional centre reception rooms for inmate clerks to photograph new receptions and produce inmate identification cards, inmates will not be permitted to use the Inmate Imaging System.
There is potential for an inmate to access the operating system of the local network and cause serious damage to the network. Although this is unlikely, the potential does exist and cannot be ignored. The Inmate Imaging System is only to be used by correctional centre staff. 
10.2.6.2 
Replacements

A new ID card and a cell card must be created when there is any change to an inmate’s facial features (eg. the removal or growth of facial hair; permanent scarring/tattoo). An inmate must complete a purchase sheet to authorise the deduction of $5.00 from his/her private cash account if s/he loses his/her identification card. This deduction is to meet the cost of issuing a new card. The governor may override this requirement.

10.2.7  
Inmate Private Property At Reception

Officers working in reception rooms must be familiar with section 9 of this manual – Inmate Private Property Policy.  It is recognised that the OIC reception room is skilled in the provisions of the inmate private property policy.  Only the OIC reception room, other than the governor, will have authority to adjudicate on all inmate applications concerning the reception, disposal, transfer and issue of inmate private property at a correctional centre. 

Upon initial reception to a correctional centre:

1) The receiving officer must verify all property, valuables, and monies received with an inmate against the transfer sheets. Anomalies must be reported to the OIC of the Reception Room;

2) all property should be searched prior to issue and/or storage;

3) items of contraband as noted above in 10.2.2 of this section will not be accepted into inmate private property;

4) the amount of inmate private property must comply with volume restrictions as detailed specifically in section 9.5 of this manual;

5) the inmate must be advised of the means of collection or disposal of excess property in accordance with section 9.14.2 of this manual;

6) all property (excluding consumable property) is to be itemised and recorded on the OMS pursuant to sections  9.13 and 9.4 of this manual;

7) correctional staff is not to assess the value of inmate property. All valuable property is to be sent from the correctional centre in accordance with section 9.10 of this manual.  The only exceptions being a wrist watch with a stated/declared value of $50.00 or less, a wedding band and, for female inmates, one set of earrings to the value not exceeding $20.00;

8) any food, personal effects or articles of clothing belonging to an inmate may be destroyed if the correctional centre medical officer considers it necessary for the maintenance of hygiene in accordance with section 9.16.10 of this manual;

9) all property that can be issued to an inmate in accordance with section 9.10.1 of this manual is to be issued at reception to minimise the number of property transactions. Once issued, inmates are responsible for their private property and are therefore required to sign a form indemnifying the department against claims for loss or damage to such property (see annexure 9.2);

10) all property stored in the reception room, with the exception of court clothes stored in a hang up, is to be stored in containers secured by a numbered seal, clearly labelled with the inmate’s name, MIN, storage location identification and container identification number;

11) a report (Inmate Property Record) is to be generated at the time of reception. The report together with an indemnity (refer to annexure 9.2) must be signed by the inmate and witnessed by the processing officer.

10.2.8 
Gaol Issue Clothing At Initial Reception

1) All newly received inmates should be issued with clothing and other items in accordance with the entitlements listed below.  

2) No matter what the local arrangements are, it is mandatory that all items of clothing issued to an inmate be recorded on the Inmate Clothing Card (see annexure 10.8 and 10.9) and maintained in the reception room. This card is to accompany the inmate on any transfer to another correctional centre and must be kept current until the inmate is discharged. 

3) All clothing should be bottle green in color, with no hoods, zippers, stripes, motifs, or logos (other than approved departmental logos). For female inmates, burgundy colored clothing is acceptable where stipulated below.
4) The only badges and logos permitted on inmate correctional centre clothing are those designed and issued by a departmental branch or unit. The department’s protocol officer manages the design of departmental logos for inmate clothing. This officer is responsible to authorise departmental logos for application for any inmate clothing.
5) Where an inmate brings in a quantity of personal underwear, that quantity is only to be supplemented by departmental issue if it is less than the specified maximum clothing entitlement. 

6) Used clothing that is in good condition, with the exception of socks and underwear, must be laundered in accordance with Australian Standards (AS/NZ 4146, 2000) and re-issued to inmates. 

7) Replacement of gaol issue clothing should be on an exchange basis only.

10.2.8.1 
Initial Clothing Issue At Reception – Male Inmates

	Items
	Quantity

	T-Shirts
	3

	Fleecy tracksuit top/sloppy joe
	1

	Fleecy tracksuit pants
	1 pair

	Shorts 
	2 pairs

	Singlets
	4

	Underpants
	5

	Socks
	5 pairs

	Shoes 
	1 pair


10.2.8.2 
Additional Issue Of Inmate Clothing  - Male Inmates

Discretion rests with the governor to establish local protocols in relation to the issue of any of the items listed below depending on climate or the inmate’s health, age, or employment status within the centre:

	Items
	Quantity

	Lightweight sloppy joe
	1

	Lightweight tracksuit pants
	1

	Overalls or trousers or work shorts 
	3

	Drill shirts
	3

	Thermal Underwear
	2

	Work boots
	1 pair

	Jacket
	1

	Shoe/boot laces
	1

	Hat or cap
	1

	Pyjamas
	2

	Thongs
	1 pair


Industrial clothing may be issued at gaols of placement where employment is available. The manager of industries or the governor may issue clothing specific to the requirements of employment. 

10.2.8.3   
Initial Clothing Issue At Reception - Female Inmates  

	Items
	Quantity

	T-Shirts
	4

	Singlet
	4

	Underpants
	5

	Socks
	5 pairs

	Pyjamas 
	2

	Brassiere/sports bra
	3

	Straw hat or baseball cap
	1

	Shoes 
	1 pair

	Thongs
	1 pair


Female inmates are permitted to choose a maximum of 12 clothing items (mix and match) from the following list:

· trousers (green or burgundy);

· shorts (green or burgundy);

· skirts (green or burgundy);

· shirts – long/short sleeved (green drill);

· lightweight tracksuit top/sloppy joe;

· lightweight tracksuit pants;

· fleecy tracksuit top/sloppy joe;

· fleecy tracksuit pants; and

· dressing gown.

10.2.8.4  
Additional Issue Of Inmate Clothing – Female Inmates

Discretion rests with the governor to establish local protocols in relation to the issue of any of the items listed below depending on climate or the inmate’s health, age or employment status within the centre:

	Items
	Quantity

	Lightweight sloppy joe
	1

	Lightweight tracksuit pants
	1

	Overalls or trousers or work shorts 
	3

	Drill shirts
	3

	Thermal Underwear
	2

	Work boots
	1 pair

	Jacket
	1

	Shoe/boot laces
	1

	Hat or cap
	1

	Pyjamas
	2


Industrial clothing may be issued at gaols of placement where employment is available. The manager of industries or the governor may issue clothing specific to the requirements of employment. 

10.2.8.5  
Reception Hygiene Items 

The minimum issue of personal hygiene items for each inmate at the time of reception at a correctional centre will be:

· soap,

· toothbrush;

· toothpaste;

· comb;

· disposable razor and shaving soap;

· sanitary napkins tampons (female inmates only); and

· 2 towels.

10.2.9 
Tobacco

Tobacco and cigarettes that are in sealed packaging that has not been tampered with may be issued to inmates. Open packets of tobacco or cigarettes are considered contraband as noted earlier in this section and must be confiscated and destroyed. Under no circumstances are cigarettes or tobacco to be stored. They must be either issued or destroyed pursuant to section 9.12.1.2 of this manual.

Inmates on initial reception into a correctional centre can purchase tobacco, if they require it. Should they have no private cash available at the time of reception, inmates will be required to complete a purchase sheet marked ‘Reception Tobacco Purchase’ and must be advised that the cost will be debited against their weekly earnings. 

The ‘Reception Tobacco Purchase’ is for initial receptions only and does not apply where inmates held on remand, trial or appeal are returned to custody after attendance at court, or to inmates transferred between correctional centres.  

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

Male Inmates: 

Tobacco - 50 g




Papers -1 packet




Matches -1 box

Female Inmates:
Cigarettes - 2 packets




Matches – 1 box

Where a ‘Reception Tobacco Purchase’ is made, the following procedures apply immediately to avoid errors in reconciling accounts.

1) The cost of reception tobacco is to be debited to an inmate’s private cash account as soon as possible after reception.

2) In the case of an inmate who has insufficient funds to meet the cost of the tobacco, all funds to credit (up to the value of the tobacco) are to be taken.

3) Officers are to continue using PCash ledger 8025 for the processing of reception tobacco purchases. However, only funds to credit are to be debited to inmate accounts. Inmate accounts must not go into debit. 

4) The processing of reception tobacco by accounts staff is to be given priority over other purchases.

10.2.10 
Reception Room Records

The OIC of the Reception Room is responsible for ensuring the following records are maintained: 

· list of all receptions;

· discharge schedule;

· movements list; and

· property cards indicating departmental property issued to inmates.

10.3
 
RECEPTIONS - PERIODIC DETENTION

Periodic detention sentences can be served either on weekends (Friday night to Sunday afternoon) or mid week (Wednesday night to Friday afternoon). 

Detainees will nominate their preference as part of the assessment process at court. The court will give detainees written instructions as to their start date at their allocated centre, usually within 21 to 28 days of their conviction date. 

The reception process is carried out when detainees report to their appointed centre for the first occasion: Saturday mornings for weekend detainees and Thursday mornings for mid week detainees. However, there are a number of administrative procedures that must be followed prior to the detainee’s first arrival as listed below.  

This is a summary of reception procedures only. For further information in relation to Periodic Detention, Officers should consult the Periodic Detention Procedures Manual where available, or contact the Manager, Periodic Detention Administration Branch on 9289 2577.

10.3.1  
Periodic Detention Administration Branch (PDAB) 



Responsibilities

The Manager, PDAB is responsible for the following:

1) Receiving bookings, warrants and Section 72 Notices in respect of periodic detainees from NSW courts;

2) Entering sentence details onto the OMS;

3) Identification of those detainees who are subject to the provisions of Section 4 Notices under the Child Protection (Offender Registration) Act 2000, and forwarding these notices to the detention centres for issue to the detainee;

4) Creating a Periodic Detention Reception Case Load pending a detainee’s reception at the centre;

5) Creating warrant files;

6) Forwarding movement registers, every Wednesday and Friday, to periodic detention centres detailing new receptions and copies of the warrants in respect of new detainees; and

7) Liaising with the Probation and Parole Service about any detainees who are subject to a current supervision order.

10.3.1.1
Legal Detainers And Documents

Section 66(1)(d) of the Act states that an order for periodic detention may not be made unless the court is satisfied that there is accommodation at a prison for the person to serve the sentence by way of periodic detention. Each court is therefore required to telephone the PDAB at the time of sentencing and make a booking for a detainee.  

Warrants of commitment and section 72 notices are also to be faxed to the PDAB from all NSW courts. Section 72 notices are court documents detainees sign at the time of sentencing outlining their obligations whilst subject to periodic detention. 

10.3.1.2 
Offender Management System

Upon receipt of the documents from court as noted above, PDAB is responsible for entering detainee sentence details on the OMS and ensuring that any relevant paperwork has been received from the court (eg. parole orders).  Sentences will be of two types:

Fixed Term:
where a detainee has a specific term of detention without a 



non-parole period;

Parole:
where a detainee has completed the specified non-parole period and the remainder of their sentence is to be served in the community. The order will specify if the detainee is to be subject to supervision by the Probation and Parole Service.

The PDAB is also responsible for checking:

1) the OMS for any recorded alerts, and communicating this information to the nominated centre by way of the movement register (see 10.3.5);

2) the OMS to determine if the detainee has previously been subject to full time incarceration, in which case a copy of the detainee’s discharge summary, if available, is to be requested from the Joint Records Unit;

3) the Probation and Parole Information Management System (PIMS) to establish if the detainee has an active community contact. If so, the relevant district office is to be informed of the detainee’s status on periodic detention;

4) the OMS to determine if the detainee is to be served with a Section 4 Notice under the Child Protection (Offender Registration) Act 2001. If so, the Section 4 Notice is to be printed and forwarded, along with the warrant, to the OIC of the detention centre for issue to the detainee;

5) the warrant details to ensure that parole orders are received in respect of sentences where there is an additional term.  

10.3.1.3
Periodic Detention Reception Caseload (PDR)

Once the detainee’s sentence details are entered on to the OMS, the detainee must be assigned to a Periodic Detention Reception Case Load (PDR) until such time as s/he is actually received and processed at the assigned centre. 

The OIC of the centre is responsible for transferring all new detainees, who have completed the reception, screening and induction process, from the PDR caseload to their centre. All non-receptions remain on the PDR. 

Follow up action of non-receptions will be carried out by PDAB after 6 weeks.

10.3.1.4
Movement Register

A movement register must be prepared by the PDAB each Wednesday and Friday detailing new receptions, transfers, progressions from stage 1 to stage 2 and revocations from stage 2 to stage 1.  This register is faxed to all centres together with warrants, Section 72 Notices, any OMS alerts or Section 4 Notices for new receptions. OIC’s of centres should ensure that all warrants and Section 72 Notices listed have been received.

10.3.2  
Reception Responsibilities At Periodic Detention Centres

The officer in charge of the PDC, or their delegate, is responsible for the following when receiving new detainees:

1) Checking the detainee’s identification;

2) Checking the warrant of commitment;

3) Searching, fingerprinting and photographing the detainee;

4) Completing the Personal Description Form (PDF) and entering the particulars on the OMS;

5) Completing an Inmate Profile, to be maintained as a case file at the centre;

6) Serving Section 4 Notices under the Child Protection (Offender Registration) Act 2001 on detainees;

7) Ensuring the inmate completes a screening and induction procedure including, a medical screening by CHS; and an explanation of the rules and regulations of the centre.

Any queries in relation to a detainee’s warrant are to be referred to the Manager, PDAB in the first instance for clarification (02) 9289 2577. If further advice is sought, the Manager will refer the matter to the Director, Sentence Administration.

10.3.2.1
Warrants

A detainee must not be accepted into a PDC in the absence of a warrant. 

The following must be checked on all warrants.

1) Warrants should be addressed to the governor responsible for the specified PDC in New South Wales.

2) The detainee’s name and date of birth must be specified and confirmed by the detainee.

3) The charges for which the detainee has been sentenced must be specified.

4) The sentence details must be specified, including the length of sentence, the non-parole period (if applicable) and the commencement and expiry dates.

5) The court, and the date of appearance of the detainee must be specified.

6) A delegated officer must sign warrants. The designation of this person must be specified.

If a warrant is received directly at a PDC from court and the detainee’s name does not appear on the movement register, it is to be faxed to the PDAB immediately.

A detainee who arrives whose name does not appear on the movement register, and for whom there is no warrant, the OIC of the centre is to record the person’s particulars on the required form, Persons Reporting to Periodic Detention Centre in the Absence of a Warrant of Commitment , which is to be forwarded to the PDAB. The detainee is to be directed to attend the following weekend.

10.3.2.2
Identification

Detainees should be instructed at the sentencing court to provide photo identification when they first report to periodic detention. Ideally, detainees should provide either: 

· a current driver’s licence or,

· a valid passport . 

However, the following forms of identification can be accepted:

· citizenship certificate;

· birth certificate;

· public service employment identification;

· pensioner or government health card; or

· medicare card.

Officers in charge should not send any detainee away for failure to have any form of identification. All attempts must be made to identify the person to the warrant. Ultimately, it is up to the discretion of the officer in charge of the centre to determine what forms of identification will be accepted. As a general rule, detainees should provide more than one form of identification if the primary identification does not have a photograph. The detainee should be directed to provide identification during the following period of detention.

10.3.2.3 
Search/Contraband

Detainees must be searched for contraband upon entry to a periodic detention centre. This search is to be undertaken with due regard to dignity and self-respect and in accordance with the security procedures outlined in Section 12 of this manual and clause 174 Regulations. A strip-search or pat-search is at the discretion of the receiving officer. As a general rule, first time receptions should be strip-searched. 

The following items are considered contraband and are not to be received in any centre:

· opened packets of tobacco or cigarettes;

· food stuffs of any descriptions;

· any threatening, offensive, indecent, obscene or abusive written/pictorial matter or article; or

· anything that, in the opinion of the OIC of the centre, is likely to prejudice the good order and security of a PDC.

Medication is to be surrendered at the time of reception. A member of the CHS will be available for the purpose of identification of the medication and its subsequent issue. Prescribed medication shall be made available to the detainee ain accordance with a prescription and the directions on the packaging.

10.3.2.4 
Personal Property

A detainee must not bring into a PDC any item of personal property unless the governor responsible for the centre gives approval. Detainees should be provided with an information pamphlet at court, instructing them to bring sufficient clothing for their period of detention as there are no uniforms. They are also to bring their own toiletries.  All property must be handed to over for inspection at the time of reception. 

As a general rule, valuables should not be brought into the centre. All electrical appliances including TVs, mobile phones, computers, cheque books, credit cards, personal papers, excess money (usually any amount over $5.00), are to be secured for the duration of the detention period.  In some centres, walkmans and approved reading material may be permitted at the discretion of the OIC.  

Detainees are to be advised that they are responsible for their own personal property whilst in detention. The department will not accept any responsibility for the loss of, or damage to, a detainee’s property that was not surrendered for safe keeping, during a period of detention.

10.3.2.5 
Breath Testing And Urinalysis

Detainees are to be free from the influence of illegal drugs, alcohol or any other intoxicating substances. The OIC of the centre is authorized to check detainees for the presence of intoxication through the use of a breathalyser test and or urinalysis sample. A detainee deemed to be under the influence of a non- prescribed substance, or have a reading of 0.02 or greater when breath tested, may be refused admission to the centre.

10.3.2.6 
Induction 

The OIC of the centre is responsible for ensuring that the detainee is interviewed for the purposes of gathering background information, and providing the detainee with information about the periodic detention centre, including rules and complaints procedures.  

The OIC must complete the Reception Booklet and the Detainee Profile. The Reception Booklet must contain the following:

· the completed Personal Data Form (PDF);

· the detainee’s photograph and fingerprints;

· all signed undertakings;

· medical consent forms;

· a signed copy of the rules and regulations;

· notice to work outside of the centre;

· a signed copy of the complaints procedures; and

· where required, a signed copy of the Section 4 Notice under the Child Protection (Offenders Registration) Act 2001.

The completed Reception Booklet is to be returned to the PDAB for inclusion on the warrant file.

The Detainer Profile, is to be retained at the centre and acts as a case file. It is to contain the following:

· a copy of the warrant;

· attendance (‘running’) sheets; and

· any care in placement issues.

The OIC is responsible for ensuring that the data from the PDF is entered on to the OMS, and that the detainee is transferred from the PDR caseload to the centre’s caseload. 

Appropriate interpreter services must be utilised to ensure the information obtained is accurate in accordance with section 7.15 of this manual.
10.3.2.7 
Medical Screening

All new receptions are required to undertake a medical screening by a duty nurse from CHS.  It is CHS’ responsibility to carry out medical checks for communicable diseases or any other conditions which would adversely affect the health and well-being of other people at the centre, or prevent the detainee from living and working at the centre for that period. CHS is also responsible for dispensing any prescribed medication, including methadone. 

It may be the opinion of the CHS nurse or medical officer that:

· leaving a detainee at the centre, or

· allowing the detainee to leave the centre unaccompanied

· would be likely to endanger his/her or any other person’s health or safety.

In such circumstances, the OIC of the centre should:

· refer the detainee to the outpatients department of a local public hospital or clinic for observation or medical treatment, and

· arrange for transport to the said hospital / clinic.

This should be done within the terms of Section 24 of the Act. 

10.3.2.8 
Late Arrivals

A detainee who reports late, without legitimate excuse or prior arrangement with the OIC of the centre, will not be admitted. The detainee will be recorded as AWOL, LOAP or SHNW for that period. 

10.3.2.9 
Risk Assessment Management Program (RAMP)

Periodic Detention Administration maintains a register of all detainees who:

· are considered appropriate for the Threat Assessment Program;

· have movement and placement warnings;

· have association warnings;

· have been convicted of an offence of sexual assault, arson, an assault, malicious injury or driving offence resulting in grievous bodily harm or death;

· are considered to be of ‘public interest’;

· have a history or current diagnosis of psychiatric or psychological problems.

Only the OIC of the centre is to interview detainees who fall into the above categories at the time of induction.  The OIC is required to complete a set of Threat Assessment Forms, the originals of which are to be sent to PDAB for inclusion in the warrant file.  Each centre is to be provided with a copy of this register each time it is updated.

10.4
EVALUATION AND MONITORING

Local management are required to establish internal checklists, reporting requirements, and regular audits to ensure compliance with relevant legislation, policy, and procedures.
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