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9 INMATE PRIVATE PROPERTY

Summary Page

	PRIVATE
Policy Overview
	This policy provides a consistent, effective, and efficient method of managing inmate private property by controlling the amount of property inmates may have or store in any departmental location. 

Inmate property store/reception room staff are responsible for the safe custody of stored inmate private property, recording of property transactions on the Offender Management System, and for the timely and accurate processing of all inmate private property.



	Purpose
	This policy defines what property inmates may keep, store and receive when in any place of detention, and establishes procedures to enable the manager/OIC of the inmate property store/reception room to manage inmate property.



	Scope
	This policy applies to all correctional centres, places of detention and to all employees and authorised visitors that work within or visit such centres or places of detention.

Staff are expected to comply with all Departmental policies and procedures. Any staff member who disregards this policy may be liable to disciplinary or other appropriate action. Each case will be treated on its merits.



	Strategic Focus
	Corporate Plan 2001 - 2004 

Strategic Plan 2002 - 2005 

Code of Conduct and Ethics (March 2002)



	Legislation
	Crimes (Administration of Sentences) Regulation 2001

Crimes (Administration of Sentences) Act 1999



	Related Policies
	Operations Procedures Manual: Sections 3, 5, 6, 7 & 11



	ACO
	97/110, 97/127, 97/146, 98/034, 98/059, 98/065, 98/077, 98/084, 98/094, 99/029, 99/034, 99/091, 2000/006, 2000/007, 2000/008, 2000/010, 2000/011, 2000/013, 2000/038




Definitions

	abandoned property
	Property that has been unclaimed after 3 months from the time of the owner's release, escape, or death, or where there is no known owner.



	PRIVATE
approved volume
	The amount of private property an inmate may have in his/her possession or stored, is determined by the approved volume. This in turn is determined by an inmate's imprisonment status and length of sentence.



	excess property
	Property in excess of the approved volume.



	civil inmate
	An inmate who is being held in custody otherwise than because of a criminal offence.

	manager/OIC 
	The manager/OIC of the inmate property store / reception room is responsible for the implementation of this property policy at each correctional centre.



	private clothing
	Personal clothing stored in the reception room to be worn when permitted on an external leave. The quantity of private clothing permitted depends on the imprisonment status of the inmate.



	private property
	Property owned by inmates. It may be in the inmate's possession where permitted, or stored in a departmental facility on the inmate's behalf.



	security seals
	Numbered plastic seals used to seal containers.



	storage tub
	A standard plastic container with fitted lid.



	unauthorised property
	Property found in the possession of an inmate that has not been formally issued, or non-approved property found in the possession of an inmate.



	unhygienic /
contaminated property
	Property that may present a potential health risk, may have been in contact with hazardous substances, or is in a verminous condition e.g. blood, excreta or vomitus.



	valuable property
	Personal property that has monetary worth, and items that enable a person to obtain a service or advantage i.e. passport, cards issued by a financial institution, driver’s licence.




9.1 Interpretation and exemptions

Interpretation of the policy is the responsibility of the Manager, Operations Support Branch.

Exemptions from the policy must be authorised in writing and will only be considered in exceptional circumstances.

9.2 Inmate Property Store/Reception Room Responsibilities

9.2.1
Manager/OIC 

The manager/OIC of the inmate property store / reception room is acknowledged to have superior skills in the operation of the Offender Management System (OMS) property module and the provisions of the inmate private property policy. 

The manager/OIC is bound by and must comply with all the provisions of this policy and procedures.

The duties of the manager/OIC are:

· the adjudication of inmate requests concerning private property;

· to ensure all OMS property module entries from the inmate property store/reception room are accurate and current;

· to participate in the drafting or amendment of any local procedure that involves inmate private property at a correctional centre;

· to receive and transfer all inmate property;

· the timely and accurate processing of all inmate private property; and

· the safe custody of all stored items.

The manager/OIC may delegate any of these duties to an officer assisting in the inmate property store / reception room but remains responsible for the performance of those duties.

Decisions about private property made by the manager/OIC may be appealed to the governor. 

Supervisors and managers may not direct the manager/OIC of a reception room/inmate property store to act contrary to this policy.

In all circumstances where a person in custody is received at a court cells complex the OIC is responsible to carry out any of the duties of the manager/OIC of an inmate property store / reception room.

9.2.2
Data Entry and Records

The OMS property module is the only electronic system to be used for the management of inmate private property.

Unless otherwise specified in these procedures, all inmate private property and every property transaction are to be recorded on the OMS.

Wherever possible, when an inmate is received or transferred, all data entry on OMS must be completed before the inmate leaves the inmate property store/reception room.

A Transaction / Disposal Report must be generated from OMS for all transactions. The manager/OIC, one officer assisting, and the inmate must sign each report.

Whenever unaccompanied property containers are transferred to any other location, the manager/OIC, one officer assisting, and one officer receiving the property for transfer must sign a Transfer Report generated from OMS. A copy is to be retained in the inmate property store/reception room.

In the event of a system failure property must be manually recorded and transferred to the OMS as soon as possible. Manual recording forms must be designed to include all data entry fields of the OMS Register Property screen.

9.2.3
Property to Be Entered On OMS

The recording of inmate private property on the OMS is determined by the type of property received by or in the possession of the inmate.

1. Property which is to be recorded on the OMS and then can be issued to the inmate for his/her personal use. 

Consumable and personal items of value to the inmate. 

This property is recorded and then issued to the inmate who is then responsible for its security. This type of property includes: 

· consumable art & craft, hobby items i.e. raw materials; 

· diary/address book/planner (not including electronic items); 

· education course materials (not including hard cover books, calculators, computers);

· electrical items;

· electronic language translators;

· footwear;

· hard cover books;

· items received with the inmate on initial reception which were able to be issued to the inmate or were destroyed; 

· legal documents and tapes for current legal procedures;

· spectacles; and 

· sunglasses.

Whenever possible these items should be issued to the inmate on reception to minimise the need to open sealed containers stored in the reception room.

2. Property which must be recorded and tracked on the OMS but which cannot be issued for use in a correctional centre. 

Property that has a value. 

This property is recorded and kept in the inmate’s storage tubs, canvas bag and valuables bag.  This type of property includes:

· any item that has a value and is not included on a previous list;

· cards that are used to obtain a service or access any financial account;

· foreign banknotes and coins not converted to Australian currency;

· identification cards;

· jewellery (other than a wedding band) or a religious item;

· legal documents and tapes for legal procedures not affecting the inmate’s custody;

· mobile phones; 

· private clothing; and

· tickets.

Each movement of these property items will be recorded on the OMS providing a transaction history for each item.

3. Property not to be recorded on the OMS. 

Consumable items of little value.  

These items are commonly swapped or disposed of by inmates making accurate recording impossible.  Receipt of these items is only recorded on Private Cash Purchase Sheets or Inmate Private Property receipts. 

This type of property includes:

· magazines; 

· newspapers; 

· paperback books;

· personal papers/letters; 

· photos; 

· plastic thongs (footwear);

· socks; 

· stationery (including pens, pencils); 

· underwear; and  

· weekly buy-up. 

All property, whether it is or is not recorded on the OMS, will remain subject to the volume and quantity restrictions specified below.

9.2.4
Initial Reception Procedures


Whenever a person is received into custody, the OIC, or the most senior officer present, is responsible to ensure that all property, valuables, and monies received with the person are recorded on a property docket at the earliest opportunity. Under no circumstances is a person to be transferred from any location where they were first received into custody without an official record of their property.


Whenever an inmate is received at a correctional centre the manager/OIC of the inmate property store / reception room is responsible for checking each of the items detailed on the transfer document in the presence of the escorting officers. 

If there is no difference between the Property Transfer Sheet and the property that is received the manager/OIC is to endorse the sheet and return the original copy to the escorting officer.  

If there is any difference between the Property Transfer Sheet and the property that is received, the difference must be noted on both copies of the Transfer Property Summary Report before the manager/OIC and escorting officers endorse it. The inmate must be informed immediately of the discrepancy. 

If an error is discovered when an inmate is received from another agency, the receiving manager/OIC of a reception room / inmate property store must report any discrepancies to their governor/supervisor. 

The following are minimum reception requirements.

All property must be searched when first received and prior to issue and/or storage. 

Any property that is a risk to security or safety is to be confiscated.

As soon as possible after entering custody, all private property belonging to an inmate is to be itemised and recorded on the OMS.

Whenever an inmate is transferred all property recorded on the OMS is to be verified. There is no need to open a storage tub or valuables pouch with an intact Department of Corrective Services seal that corresponds with the OMS record unless there is damage to the tub or pouch.  

 In all circumstances where a storage tub seal is damaged or missing, the contents of the container are to be verified against the OMS record.

To minimise the workload of the inmate property store / reception room staff, and to reduce the number of OMS property transactions at a correctional centre, all property that can be issued to an inmate is to be issued at initial reception. Access to property after reception is to be strictly limited to weekly access by appointment, subject to the convenience of staffing and routine.

The manager/OIC of the inmate property store / reception room may withhold issue of property at the time of reception because of workload or concerns about the inmate. 

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. Containers are to be clearly labelled with the inmate's name, MIN, storage location identification, and container identification number. 

An Inmate Property Record is to be generated at the time of reception. The report and an indemnity for any property given to the inmate must be signed by the inmate and witnessed by the processing officer.

9.2.5
Inmates Serving Sentences Of 30 Days Or Less And Inmates 
Sanctioned 
By The Drug Court 

The following procedures will apply to the processing of private property for an inmate serving a sentence of up to 30 days, and who has no other detainers. This section also applies to inmates in custody because of a sanction by the Drug Court:

· drug court inmates will not be issued with any personal property;

· all other property will be managed according to this policy;

· excess property may be recorded in the Property Item Description field as 'Qty Clothing/Misc Property' (All such property is to be secured by a numbered security seal in the presence of the inmate and is not available for issue or inspection until the inmate is discharged); and 

· if the inmate's imprisonment status changes to a sentence in excess of 30 days, property will be managed according to this policy.

NOTE: This procedure is a minimum requirement for the description and recording of an inmate’s property. Staff may choose to itemise and record all property received with the inmate.

9.2.6
Property Acquired In Custody

Note: published materials delivered to inmates must not contain material that is indecent, obscene, or offensive. 

Inmates are not permitted to acquire property in custody, from whatever means, that is of a type prohibited by Clause 45 of the Regulation or this policy. Inmates may not increase their stored and issued property so that it exceeds the limits established under this policy. 

9.2.6.1
Delivered By Visitors

The OIC of a correctional centre gate and the OIC of a contact visits centre room must display a public sign showing the type of property that will be accepted from visitors.

All property delivered by visitors is to be recorded on an inmate property receipt by:

the officer in charge of the gate; 

by the officer in charge of visits; or 

by an officer under their supervision.

1. All Inmates

Inmates may receive only the following items from visitors:

· Audio tapes and videos relating to legal matters affecting their custody; 

· Legal papers relating to current legal matters; 

· Newspapers and magazines in a language other than English that are not otherwise available through the normal newspaper buy-up; 

· Unframed photos, not contained in albums; 

· New socks; and

· New underwear including singlets and thermal underwear (not including boxer shorts).

Unless otherwise specified, the above items may be accepted without prior approval. 

2. Female Inmates.

Female inmates may receive tracksuits that meet the clothing specifications. 

Prior written approval from the manager/OIC of the inmate property store / reception room must be obtained before the tracksuits will be accepted.

3. Private clothing 
This clothing is not for issue to be worn in any correctional centre.

Private clothing may be delivered to a correctional centre for:

court appearances;

approved short-term leave; 

external education or employment programs; and 

prior to discharge or deportation.

Remand inmates are permitted to receive an additional set of private clothing without written approval. Further sets of clothing will only be accepted by one for one exchange of stored clothing approved by the manager/OIC of the inmate property store / reception room. 

Clothing valued in excess of $300 must be sent out of the centre as soon as possible. 

4. Identification

Persons delivering clothing or property to a correctional centre must provide proof of identity, current residential address and state their relationship to the inmate.

5. Property Receipts 

All property delivered for an inmate must be recorded on a private property receipt that is then attached to the property.

When any item is delivered to an inmate, s/he must endorse the private property receipt.

When recordable items are delivered to the inmate property store / reception room, the manager/OIC will record the property on the OMS property module and then generate an Inmate Property List for endorsement by the inmate.

Endorsed private property receipts and endorsed copies of the Inmate Property List must be filed in the inmate property store / reception room.  

Inmates are not to receive or have access to stored private property unless they have endorsed the inmate property list prepared when the property was entered on OMS.

6. General

It is the responsibility of the officer receiving the property to ensure the property complies with this policy. 

Notices informing visitors of the type and quantities of property items that may be left for an inmate are to be displayed at all correctional centres.

If the manager/OIC of reception room / inmate property store is unable to supply clothing for inmates who are grossly obese, s/he may accept new items of clothing for the inmate from a family member, friend, or community support organization. 


9.2.6.2
Delivered By Post or Common Carrier

Inmates may not receive by mail or common carrier, any property that does not comply with this policy.

Periodic detainees and inmates in the custody of the Drug Court may not receive property delivered by post or by a common carrier.

Before requesting that any property be delivered by post or by a common carrier to any correctional centre, inmates must first obtain the approval of the manager/OIC inmate property store / reception room. 

The manager/OIC, inmate property store / reception room, may only approve the delivery of property that complies with this policy.

1. Property Receipts

Inmate property receipts must be issued for all property received by post or common carrier. The receipt is given to the inmate and it is his/her responsibility to forward the receipt to the sender.

2. Returned Property
When property that cannot be received, issued, or stored is delivered for an inmate, it is to be returned to the sender. The copy of the property receipt issued to the inmate is to be endorsed, and a reason given as to why it was returned.  

If there is no return address and the inmate refuses to identify an address for return, the property is to be sent to the inmates nominated next of kin. If an inmate does not have sufficient funds to pay for postage of his/her property, the governor/manager of a correctional centre may approve partial or complete payment of this expenditure.

The governor may authorise disposal of excess property to an inmate’s next of kin, or to the Prisoners Aid Association.

9.2.6.3 Property Obtained From Inmate Canteen Buy-Up and Other Purchases


Before inmates order approved items from activities officers, inmate services and programs staff, and canteen contractors, they must obtain approval from the manager/OIC inmate property store/reception room. 

Recordable property obtained from buy-ups or other purchases are included in and are not additional to the approved inmate property volume and quantity limits.

Recordable items obtained from the inmate canteen, inmate services and programs staff, or any other purchases must be issued by the manager/OIC inmate property store / reception room after they are recorded on the OMS.   

Under no circumstances are OMS entries to be made about recordable items unless the item is physically inspected at the time of the entry by reception room/inmate property room staff.

Whenever recordable items are issued to an inmate, a revised inmate property list is to be issued to the inmate.

9.2.7 
Inmate Property Store / Reception Room Operations 

9.2.7.1 Inter-centre Transfer


Wherever possible, an inmate’s property is to be prepared for transfer 24 hours prior to the expected time of departure.

When notified that an inmate is to be transferred to another centre, the manager/OIC of the inmate property store / reception room must:

· must specify a time for the inmate to deliver all of the property issued to him/her at the inmate property store/reception room (inmates may keep sufficient toiletries, tobacco, socks and underwear for overnight use. These are the only items that can be placed into a carry-on bag at transfer);  

· ensure that an inmate's property does not exceed the volume specified in this policy; and 

· ensure all property to be transferred is available for loading at the appointed time for the escort.  

Excess property must not be transferred to another centre but must be disposed of before an inter-centre transfer. 

Unless authorised by the manager/OIC, any property brought to the inmate property store / reception room by the inmate immediately prior to transfer, will be considered excess property. No other items will be accepted on the day of transfer. Property issued to the inmate that does not or cannot be returned to the reception room / inmate property store prior to transfer is to be disposed of to the governor, and recorded on the OMS as excess property with the notation not returned to reception room prior to transfer recorded in the comments field.

The department will not carry excess or confiscated property between centres after the inmate has been transferred.

Only property recorded on the OMS is to be transferred with an inmate. The manager/OIC of the inmate property store / reception room may authorise the transfer of non-recorded food and toiletry items.  Inmates are not entitled to any additional storage tubs to facilitate the transfer of non-recorded food items. 

Without exception, the contents of each storage container must be those items recorded on the OMS.

Whenever inmates are transferred, all of their property must be sent with them. Transport officers are authorised to decline property in excess of the approved property entitlements. 

An inmate may request storage of his/her property at a centre from which s/he is being transferred. The governor or the manager/OIC of the inmate property store/reception room may give permission to store the property if it is confirmed the inmate will return to that centre within 3 months, and storage space is available.  Any property that is not transferred must be returned to its storage location before the inmate is transferred.

If it becomes known that the inmate will not return to the centre at which his/her property is stored, s/he must make application for the property to be transferred to his/her current location.

Inmates with stored property at one centre are not eligible to obtain recordable property at the centre to which they are transferred.

The Inmate Property for Escort report is to be prepared in triplicate and endorsed as follows:

	
	Sending Manager/

Officer in Charge
	Transport officer
	Receiving Manager/

Officer in Charge

	Original
	√
	 √
	 

	Duplicate
	√
	√
	√

	Triplicate
	√
	√
	√


Original 
Filed at transferring inmate property store / reception room

Duplicate
Filed at Court Escort and Security Unit 

Triplicate
Filed at receiving inmate property store / reception room

One additional copy of the duplicate must be made for connecting escorts.

All property must be transferred in containers secured by a numbered security seal. 

9.2.7.2
Connecting Transfers

If it is necessary to transfer an inmate between transport vehicles, the following procedures apply.

1. Before handing over responsibility for sealed containers or valuables bags, the transport officer handing over the property must:

· identify all containers/bags listed on the Inmate Property for Escort report;

· verify that all seals are intact; and

· verify that all containers are intact. 

2. When accepting responsibility for sealed containers or valuables pouches, the transport officer receiving the property must:

· verify that all seals are intact;

· verify that the seal numbers are identical with the numbers recorded on the Inmate Property for Escort report; and

· verify that the container is intact.

Recorded property must not be transferred in unsealed containers.

For connecting transfers, the Inmate Property for Escort report is to be prepared in quadruplicate and endorsed as follows:

	
	Sending  Manager /

Officer in Charge
	Transport

Officer 1
	Transport 

Officer 2
	Receiving Manager /

Officer in Charge

	Original
	√ 
	 √
	 
	 

	Duplicate A
	√
	 √
	 √
	 

	Duplicate B
	√ 
	√
	 √
	 √

	Triplicate
	 √
	√ 
	 √
	√


Original 
Filed at transferring inmate property store / reception room

Duplicate A
Filed at Court Escort and Security Unit by first transport officer 

Duplicate B
Filed at Court Escort and Security Unit by second transport officer

Triplicate
Filed at receiving inmate property store / reception room

Transfers involving more than two connections should use the same principle with additional copies of the duplicate for each additional connecting transfer.

9.2.7.3
Carry On Property

Under no circumstances is a carry-on bag to contain property in excess of that specified above.

When the inmate is being transferred, the manager/OIC will check the carry-on bag and confiscate any excess items before it is given to the transport officers. 

All other containers or property brought to the inmate property store/reception room will be treated as excess property.

9.2.7.4
Sealed Containers and Valuable Pouches

Note:
Correctly sealed and intact containers may be transferred without being opened and their contents verified. 

Accepting containers does not incur responsibility for the enclosed property items.
1. Before handing over responsibility for sealed containers or valuables bags, the manager/OIC must:

· identify all containers/bags listed on the Inmate Property for Escort report; 

· verify that all seals are intact; and

· verify that all containers are intact. 

2. When accepting responsibility for sealed containers or valuables bags the transport officer must:

· verify that all seals are intact;

· verify that the seal numbers are identical with the numbers recorded on the Inmate Property for Escort report; and

· verify that the container is intact.

3. When receiving sealed containers the manager/OIC must:

· identify all containers/bags listed on the Inmate Property for Escort report; 

· verify that all seals are intact; and

· verify that all containers are intact. 

9.2.7.5
Containers Or Seals Damaged In Transit Or Otherwise

1. If a container or seal is damaged in transit, or if there is any difference between the OMS record, the Inmate Property for Escort form, and the contents of any container opened for verification, the manager/OIC will:

· report the variation to the governor;

· alter the OMS record; and

· prepare an inmate property list for the inmate (verification of this list must comply with these procedures).

2. The transport officer responsible for the property will:

· endorse the report; and 

· include any comments, and provide a copy of the report to the Superintendent Court Escort and Security Unit.

3. The Court/Escort Security Unit will be responsible for investigating discrepancies that have occurred during an escort. 

4. If a container or seal is damaged during a connecting transfer, the transport officer in charge of the property must endorse the Inmate Property for Escort report and report to the Superintendent Court Escort and Security Unit.

The procedures described above will also apply at the receiving centre. 

9.2.7.6
Transfers To the Long Bay Hospital

1. Admission to A Ward at the Long Bay Hospital is an ordinary intercentre transfer.

2. Inmates admitted to other wards at the Long Bay Hospital are permitted to take the following property only:

· correctional centre issue clothing and/or approved/issuable private clothing i.e. underwear and socks; 

· toiletries and approved medication; and  

· Walkman/radio, only if it can be used with headphones (B Ward admissions only).

3. Unsentenced inmates may also have private clothing for court appearances.

4. No other property is to accompany the inmate.

5. The manager/OIC at the transferring centre will be responsible for the safe custody of the inmate's property while the inmate is held at the Long Bay Hospital. 

6. If the inmate is not returned to the transferring centre, it is the responsibility of the manager/OIC who has custody of the inmate's property, to forward the property to the inmate’s location as soon as possible.

9.2.8
Other Inmate Property Processes

Inmate private property must be processed in the presence of the inmate at all times except in the event of:

· death;

· emergency medical procedures;

· escape of an inmate;

· major disturbances requiring urgent transfers of inmates;

· release from court; or 

· urgent transfer of an inmate without notice.

9.2.8.1
Absence Of The Inmate

In the absence of an inmate, the governor of a correctional centre may authorise the processing of his/her property to facilitate the efficient and effective operation of the centre. In all other circumstances, the inmate must be present. Exceptions to this policy must be reported to the governor.

For any of the circumstances listed above, the inmate's cell is to be secured as soon as possible. 

Procedures to be followed:

1. The senior supervisor of the accommodation area and one other person shall itemise all property found in the cell and deliver it to the inmate property store/reception room.

2. The manager/OIC will determine the ownership of all property delivered to the inmate property store/reception room. 

3. Where the ownership of any property cannot be determined, it is to be confiscated.

4. When the ownership of all property is determined, it is to be prepared for transfer and stored in the inmate property store / reception room. 

5. Any property not accounted for is to be disposed of to the governor. The manager/OIC and the officer delivering the property to the inmate property store/reception room will sign the Disposed Property Transaction Report generated from the property module on OMS. 

6. Where the inmate has been transferred to another centre the property is to be transferred on the next available escort. 

7. If the inmate is no longer in custody, and the Crown or any other person makes no claim, unclaimed property will be disposed of under 9.15.2 of these procedures. 

8. If an escapee is returned to custody, any of his/her property held in storage is to be transferred to the inmate as soon as possible. Should there be any dispute about the property the manager/OIC of the inmate property store / reception room where the property was stored will investigate representations made by the inmate. 

9. The department is not responsible for the transfer of property to other states or jurisdictions. 

9.2.8.2
Deceased Inmates

1. The senior Department of Corrective Services investigating officer must record the property of any deceased inmate before it is removed by the police. This includes any valuable property on the person of the deceased inmate. The list of property removed by police is to be signed by the senior police officer taking the property. A copy of the list must be given to the manager/OIC of the inmate property store / reception room. 

2. Where investigating police decline to endorse the record of property removed with the deceased inmate, the senior Department of Corrective Services investigating officer will record the names of the police investigating the death.

3. When police authorise the removal of any other property, it must be recorded by the senior Department of Corrective Services investigating officer and delivered to the manager/OIC of the inmate property store/reception room.  The property will then be processed under 9.2.8.1 above.

4. In circumstances where the inmate's cell is not part of a crime scene, the procedures under 9.2.8.1 apply. 

9.2.8.3
Inmates Discharged To Sentence Served, Conditional Liberty or Police 
Custody

1. When an inmate is to be discharged for whatever reason the manager/OICwill arrange with the inmate to return all property in his/her possession at least 24 hours prior to leaving custody.

2. Private property for inmates to be discharged will be processed in the same way as for transfer. Until discharged all property will be kept in storage tubs at the inmate property store / reception room. 

3. If the inmate does not return recordable property to the Inmate property store/reception room, the reason is to be recorded and the inmate must sign the Disposed Property Transaction Report. Property that is abandoned by the inmate will be disposed of immediately.

4. Stored property that is missing must be reported to the governor before the inmate is discharged.

5. In all circumstances when an inmate is discharged into the custody of another agency the manager/OIC must transfer all property in the same way as for an inter-centre transfer, recording the agency and identity of the person taking the property. This report must be filed in the Inmate property store/reception room.

6. All excess property will be confiscated.

9.2.8.4
Property Disposal

1. The manager/OIC of the inmate property store / reception room may order that inmate property that is worn out or unserviceable may be disposed of at any time that property is being processed. Any such action must be recorded on the OMS.

2. Recordable property considered to be worn out or unserviceable by other staff must be returned to the inmate property store / reception room for inspection.

3. In all circumstances, the owner must consent to the disposal of the property. If the owner does not consent, the manager/OIC may confiscate the property and seek a direction from the governor about its disposal.

4. All decisions of the manager/OIC can be appealed to the governor.

9.2.8.5
Destruction of Unhygienic Property 

The governor of a centre may authorise the destruction of unhygienic property and unhealthy food belonging to an inmate. Before any such property is destroyed, the manager/OIC must inform the inmate of the proposed destruction and the reason.

9.2.8.6
Court Papers

Inmates are permitted to take personal legal documents and tapes to court. This property is confidential but must be inspected for contraband. Legal documents and tapes will be issued upon arrival at court.  

9.2.8.7
Damaged Seals

At any time a property storage seal is found to be damaged, the manager/OIC of the inmate property store / reception room holding the container must:

verify the contents and reseal the container, and

report any difference between the OMS record and the contents of any such container opened for verification to the governor.

The governor must investigate the report. If the discrepancies still exist or the value of the missing items exceeds the governor's authorisation to replace missing property, the regional commander is to be notified in writing.

The manager/OIC must adjust the OMS record and prepare an Inmate Property List for the inmate. The manager/OIC, an officer assisting, and the inmate must sign this list.

9.2.8.8
Cyclic Stock Take Of Stored Property

The governor of a correctional centre is responsible for ensuring that these procedures are carried out.

The manager/OIC of the inmate property store / reception room must complete regular stock-takes of all stored inmate property.

Whenever an inmate’s property is verified during a stock-take, an entry must be made on the OMS property module recording the reason for the verification.

Stock-Take Schedule

	
	Monthly minimum


	Maximum complete stock-take

	Valuable property


	25% of all stored property
	4 months

	Stored property


	10% of inmate population
	10 months


Unsealed containers must be verified using the OMS record and then sealed.

Quality Control Schedule

	
	Monthly requirement



	Valuable property


	20% of property stock-take

	Stored property


	20% of property stock-take


All property identified for a quality control check must be unsealed and verified using the OMS. A Transaction/Disposal Report must be generated from OMS for all checks. The manager/OIC, one officer assisting, and the inmate must sign each report.

The manager/OIC must report the stock-take and quality control process to the governor every month.

9.2.8.9
Quality control

At correctional centres, the manager/OIC is responsible to monitor the management of all operations of the inmate property store / reception room.

At all other places of detention, this is the responsibility of the officer in charge or the senior officer on duty.

The manager/OIC must:

· complete stock takes according to the schedules in this policy;

· report to the governor about the workload of the inmate property store/reception room each month; and

· check 10% of all OMS entries each day.

9.3 Property Limits and Control

The manager/OIC must not issue any private property valued at more than $50. There are no exemptions to this limit.

Local managers are responsible for determining what ‘Reasonable quantities’ means.

9.3.1
Recordable property

	ALL INMATES
	QUANTITY

	Air cushion
	1

	Baseball Cap 
	1

	Beanie 
	1

	Board games
	2

	Books 
	10

	Cassettes or CDs
	10

	Deck of cards
	2

	Doona
	1

	Education/art/craft material 
	Reasonable quantities

	Gloves
	1

	Magnifying glass
	1

	Photographs
	50 (100mm x 150mm)

	Prescription glasses
	2 pairs

	Private papers/personal effects
	One A4 file box with up to 500 pages

	Running shoes (maximum value of $100)
	2 pairs (see conditions below)

	Shaving mirror (not double sided)
	1

	Shorts
	5

	Singlets
	5

	Sloppy joe/tracksuit top/jumper
	2

	Socks/underpants (incl. thermal underwear)
	Reasonable quantities

	Sunglasses (non reflective only)
	1 pair

	Therapeutic sandals
	1 pair (see conditions below)

	Thong sandals (maximum value of $20) 
	2 pairs

	Towel
	2

	Tracksuit pants 
	2

	T-Shirts 
	5

	Wedding band 
	1

	Weight belt (requires doctors certificate)
	1

	Wrist watch
	1

	STORAGE TUBS MUST BE SAFE TO HANDLE


	Female inmates 
	Quantity

	Cardigan
	1

	Dress
	2

	Ear ring stud/sleeper
	1 pr 

	Hair rollers
	1 set

	Sandals (leather/plastic) 
	1 pair


The manager/OIC must ensure all property in excess of these limits is removed from departmental storage. Inmates must nominate a person to collect their property.  

If an inmate declines or cannot nominate a person to collect excess property the manager/OIC will transfer the property to the governor for delivery to the Prisoners Aid Association. In country areas, the governor may authorise the delivery of excess property to an approved charitable organisation.

9.3.1.1
Legal Documents 

	All inmates
	Quantity

	Legal proceedings affecting custody 
	 Standard storage tub (additional storage by negotiation with local management)

	All other legal proceedings
	Papers to be kept in property storage tubs

	Additional storage may be available by negotiation with local management.

	STORAGE TUBS MUST BE SAFE TO HANDLE


9.3.1.2 Religious and Cultural Items
Approved religious and cultural items are recordable items, according to the limits and procedures specified in section 9.4.
9.3.2
Non-recordable property

	All inmates
	Quantity

	Magazines
	10

	Newspapers
	5

	Personal toiletries
	Reasonable quantities


	Female inmates
	Quantity

	Bicycle Shorts (black)
	3

	Brassieres
	Reasonable quantities

	Sports Bra
	Reasonable quantities

	Underpants (not including G-strings)
	Reasonable quantities


9.3.3
Unsentenced inmates and appellants.

	All inmates
	Quantity

	Documents for current legal proceedings
	 One standard storage tub

	Additional storage may be available by negotiation with local management.

	STORAGE TUBS MUST BE SAFE TO HANDLE


9.3.4
Electrical equipment

	ALL INMATES
	QUANTITY

	AC/DC adaptor
	1

	Electric fan (max. 23 cm diameter)
	1

	Electric Rice Cooker 
	1

	Lap-top computer 
	1 (see conditions below)

	Reading lamp 
	1

	Sandwich maker (Single slice size)
	1

	Television (max 34cm screen)
	1

	Water heater/jug 
	1 (see conditions below)

	ONE ITEM ONLY

	Portable radio (no dimension larger than 22cm)
	1

	Walkman style CD player
	1

	Walkman style radio and/or cassette player
	1


Laptop computers purchased by inmates may only be issued at minimum-security centres.

	FEMALES
	QUANTITY

	Hair Curling Wand
	1

	Hair Dryer
	1


9.3.5
General Conditions And Restrictions On Personal Items

Initial reception

The manager/OIC of the inmate property store / reception room must confiscate and destroy any opened or unsealed toiletry and tobacco containers or packets received with an inmate at initial reception into custody.

The governor may direct that sealed pockets can be issued.

Local managers are responsible to determine the amount of cell property allowed to inmates consistent with the limits established by this policy. Included in this requirement are:

· books;

· photographs;

· posters; and

· toiletries.

9.3.6
Educational, art and craft, and hobby materials.

Educational, art and craft, and hobby materials are not additional to the limits of private property.

Procedures manual sections 5.2 and 5.4 apply.

1. The manager/OIC of the inmate property store/reception room may authorise the use of an additional property storage tub to registered students actively engaged in current studies.  Storage tubs must be safe to handle.

2. Local managers are responsible to determine the amount of educational, art and craft material allowed to inmates for use in cells and procedures for the approval of those items.  

3. Before education officers issue recordable items to inmates they must ensure those items are recorded on the inmate’s OMS record by the reception room / inmate property store staff before giving them to the inmate.

4. The manager/OIC of the inmate property store / reception room must remove all property in excess of established limits from departmental storage.  

9.3.6.1
Volume Restrictions on Educational, Art and Craft Items

Certain items issued by education officers are part of the inmate’s property limits; this includes both recordable and non-recordable items.

	
	Becomes personal property
	Recordable items on OMS record
	Included in private property storage allowance

	Department items used by inmate and must be returned when transferred


	No
	No
	No

	Department items used by inmate and can be taken to another centre but must be returned at discharge


	No


	Yes
	Yes

	Department items given to inmate


	Yes
	Yes
	Yes

	STORAGE TUBS MUST BE SAFE TO HANDLE


All recordable educational, and art and craft items that become personal property must be recorded on OMS. These must be stored in the property tubs of the inmate to whom they are issued when transferred.   

The manager/OIC may agree to store and transfer up to 5 art and craft, and hobby items that do not fit into a standard storage tub, depending on available space until they can be given to family, friends, or a community representative.

Inmates may not accumulate additional storage tubs to contain stored educational, or art and craft works.

9.3.6.2 Inter-centre transfers

1. All educational, art and craft, or hobby items recorded on the OMS will be treated as normal property.  

2. Non-recordable items will only be transferred with the inmate if they are included on the educational items cell permission form.

3. The cell permission form must be included with the non-recordable items in the inmate’s storage tub.

4. All non-recordable property not included on the cell permission form will be confiscated and returned to the education officer.

9.4 Issuing of Religious and Cultural Items

Inmates are only entitled to receive approved religious items through the Department’s chaplaincy service. Provision of cultural items may also be facilitated through education staff in accordance with section 5.5 of the OPM and through the activities buy-up, section 4.12 OPM.

Approved religious / cultural items must be of a reasonable cost.

All main books of faith eg Bible, Torah, Koran etc will be provided free to inmates.

All other approved religious / cultural items will be available for purchase by inmates at the same cost that the department acquires them.

Approved religious / cultural items will be acquired by the Chaplaincy Co-ordinator on behalf of the Department and stored on departmental property.

Stocks of approved religious / cultural items will be disbursed by CSI transport to chaplains at each correctional centre to store, secure and issue to inmates.

9.4.1
Approved religious items

Approval does not need to be granted for a chaplain to facilitate provision of the items listed. These items may be issued in any correctional centre, and can be accessed from the limited local stock or through the Chaplaincy Coordinator.  
	Clothing items
	Headwear associated with religious practice.

	Printed items
	Christian Bible 

Christian New Testament    

Christian Gospel ( pocket size )   

Torah  

Koran 

Miniature Koran to be worn around the neck that is bound and tied with leather

Religious text which is recognised by other than the Christian faith  

Prayer book of each faith  

Pictures of saints for private devotions x 2



	Other items
	Buddhist prayer beads

Christian cross with chain

Crucifix with chain

Roman catholic rosary beads

Muslim prayer beads

Muslim prayer mat
Orthodox knotted material prayer beads

Star of David medallion with chain


	THESE ITEMS ARE INCLUDED IN THE PRIVATE PROPERTY LIMITS. 


Items on the list above should generally be considered the minimum entitlement. As these items are issued within private property limits, replaced items should be returned to the chaplain for disposal.

In facilitating provision to individual inmates of items from the Approved List chaplains are to:

· complete a request form for approved religious items. (annexure 9.1)

· present the approved items and the completed request form to the OIC reception for  recording on the inmate’s property record.

· place the completed request form onto the inmate’s case file

· keep a copy of the completed request form and a written record of all approved religious / cultural items issued to inmates within each correctional centre.

Approved items of headwear associated with specific religious groups can be worn only: 

· during religious ceremonies/activities which are facilitated directly by a departmental chaplain or their approved representative, or 

· within an inmate’s own cell.

9.4.2
Additional religious items

If an inmate or local chaplain wants any other religious item (apart from written material) to be issued, the item must first be added to the approved list above. Such requests must be submitted through the chaplain to the Chaplaincy Coordinator, and the request processed through the Offender Policy Unit in consultation with Operations Branch and Security & Intelligence. 

9.4.3
Additional Printed Materials
All other religious printed material will be approved for distribution by the Chaplaincy service and a list will be kept by each chaplain regularly updated by the Chaplaincy Co-ordinator. All printed materials will be subject to the normal security checks at each centre and will need the approval of the manager security. 

If any of this printed material carries a cost to the inmate then it should be entered onto the inmate’s property card using the request form (annexure 9.1). 

Managers security are responsible for determining the amount of additional printed material allowed to inmates for use in cells. These determinations should be guided by:

· likely duration of stay in the centre

· security level of the centre

· consideration of security risk management

· whether the material is required as part of religious study or instruction.

Material issued must not be of a quantity more than necessary for personal use. 

9.4.4
CD-Rom and DVD Religious Material
Religious material in electronic form (eg DVD, CD-Rom, video, audio tape) may be provided through departmental chaplains. The chaplaincy service is responsible for assessing the suitability of such material, which must be sourced through reputable suppliers. Clearance for provision to purchase/acquire electronic media requires completion of an inmate application and approval of the General Manager (or delegate). The completed application must be retained on the inmate’s case file.

Such resources must be used in accordance with relevant sections of the OPM - ie section 5.4 (Offenders Access to Computers) and section 5.8 (Inmate Recreation Activities). In compliance with responsibilities under the Principles of Multiculturalism Act 2000, non-English language resources are permitted, under the same conditions.
9.4.5
Aboriginal Cultural Items

Items of significance to Aboriginal inmates may be accessed through departmental education services (according to section 5.5 OPM) or through custodial activity officers where applicable (section 4.12 OPM). Clearance for provision to purchase/acquire these items requires completion of an inmate application and approval of the general manager (or delegate). The completed application must be retained on the inmate’s case file.

Aboriginal inmates are entitled to possess a reasonable amount of property of a cultural nature (beads and other representations of the colours on the Aboriginal flag, relevant books, recorded material). On specific days of significance (Survival Day, NAIDOC  week, or for particular ceremonies), additional resources may be sourced through consultation with the Aboriginal Support and Planning Unit (ASPU). Such items may include ochres and other materials associated with traditional ceremonies. The mechanisms for this process will need to be built around local conditions and resources.

The ASPU should be consulted in any instance where there is uncertainty or conflicting opinions concerning these issues.

9.4.6
Cultural Items associated with culturally and linguistically diverse groups

The same general principals and procedures as those stated in section 9.4.4 OPM apply for culturally and linguistically diverse groups. Where there is uncertainty concerning these issues, contact should be made with the Coordinator Multiculturalism, who will liaise with Operations and Security and Intelligence to establish whether particular items should be approved.

As a minimum entitlement inmates should generally be permitted to purchase a small item signifying cultural identity (eg Maori Tiki), and source items associated with recognised days of cultural significance. The mechanisms for these processes will need to be built around local conditions and resources.

9.5
Inmate Private Property Storage

Any inmate property under the control of the department is stored property. Stored property may be valuable or general. An inmate is responsible for any property issued to him/her.

Inmate private property storage is not additional to property limits and control.

Combined correctional centre and private property storage is limited to 2 storage tubs.

9.5.1
Volume restrictions for private clothing storage

A set of clothing may consist of the following items:

	Male
	1

1

1

1

1

1

1

1
	Jacket

Shirt

Trousers/Jeans

Pair Shoes/Boots

Tie

Belt
Hat/cap

Jumper/Cardigan

	Female
	1

1

1

1

1

1

1

1
	Jacket

Blouse

Skirt/Dress/Slacks/Jeans

Pair Shoes/Boots

Scarf

Belt
Hat/cap

Jumper/Cardigan

	Combined value of clothing must not exceed $300


9.5.2
Number of sets that may be kept in storage.

	External students
	5

	Sentenced inmates
	1

	Unsentenced inmates
	2

	Vocational/industrial training inmates
	5

	Work release inmates
	5

	Combined value of clothing must not exceed $300 for each set of clothing


The manager/OIC of the inmate property store/reception room must ensure all property in excess of these limits is removed from departmental storage.  

9.5.3
Access to stored private clothing

Inmates are not permitted to wear private clothing except in the following circumstances:

	
	PRIVATE CLOTHING
	CENTRE CLOTHING

	Audio/visual link (bail)
	 
	 √

	Court appearance

custody matter
	 √
	 

	Court appearance

habeas matter
	 √
	 √

	Court appearance 

non-custody matter
	 
	 √

	Day/weekend leave
	Governor’s discretion
	 

	External studies
	√  
	 

	Hospital/medical escort
	 
	 √

	Inter-centre escort
	 
	 √

	Inter-centre visit
	 
	 √

	Police interview
	 
	 √

	Temporary leave
	Governor’s discretion
	 √

	Vocational/industrial training
	 √
	 

	Work release
	 √
	 

	

	Civil inmates
	Governor’s discretion
	 √

	Remand inmates
	Governor’s discretion
	 √

	Combined value of clothing must not exceed $300


When private clothing is issued for use, or returned to storage, it must be itemised and the destination recorded on the OMS. 

Inmates are not permitted to add to their private property when returning to custody. Any property discovered must be confiscated.

9.5.4 Access to stored valuable property

Inmates may be issued with a wedding band and a wristwatch for use when in custody provided neither item is valued over $50.

Inmates attending court may not have access to any valuable property other than that issued under this section.

When inmate property is sent out of departmental control for any reason the destination and receiving agency must be recorded on the OMS. 

9.5.5
Private property taken to court 

	
	Metropolitan centre to metropolitan court
	Metropolitan centre to country court


	Country centre to metropolitan court
	Country centre to country court

	Unconvicted inmates

	Canvas bag
	 
	 √
	 √
	 √

	Legal documents 
	√
	 √
	√
	 √

	Stored property
	 
	 √
	 
	 √

	Valuable property
	 
	 √
	 √
	 √

	Convicted inmates temporary absence

	Canvas bag
	 √
	 √
	 √
	 √

	Legal documents 
	 √
	 √
	 √
	 √

	Stored property
	 
	 
	 
	 

	Valuable property
	 √
	 √
	 √
	 √

	Convicted inmates habeas appearance

	Canvas bag
	 √
	 √
	 √
	√

	Legal documents 
	√
	 √
	 √
	√

	Stored property
	 
	 
	 
	 

	Valuable property
	 
	 
	 
	 

	ONLY MINIMUM STORED PROPERTY LIMITS TO BE TAKEN TO COURT

	STORAGE TUBS MUST BE SAFE TO HANDLE


NOTE: Unless the inmate applies in writing, valuable property for inmates at the Metropolitan Remand and Reception Centre will not be taken to court.

	Private property taken to court OMS entries
	OUT
	CRT

	Given to inmate
	√ 
	 

	Taken with inmate
	 
	 √

	Property given to an inmate released at court must be recorded as disposed.


When an inmate is released from custody anywhere other than a correctional centre the officer in charge or the most senior officer present must:

Inform the manager/OIC of the inmate property store/reception room where the inmate came from in writing.

Send to the manager/OIC a copy of the property docket showing the inmate’s signature for receiving his/her property.

9.5.6
Use Of Private Clothing

The governor of a correctional may authorise the use of personal private clothing for inmates participating in an external leave program.

Local managers are responsible to determine appropriate procedures to record the issue and return of stored personal clothing.

The manager/OIC of the inmate property store/reception room must ensure that any personal property taken out of a correctional centre by an inmate is recorded on OMS.

Inmates participating in any external leave program may apply to receive additional sets of clothing up to the maximum allowed under this policy.

9.5.6.1
Day/Weekend Leave, external students, vocational/industrial training, 
and work release inmates.

Inmates participating in any external leave program may use stored personal clothing or clothing supplied by a sponsor, at the discretion of the governor.

Inmates are not permitted to add to their stored clothing by wearing clothing supplied by a sponsor into a correctional centre.

All unauthorised property introduced into a correctional centre by an inmate returning from an external leave program or visit must be confiscated.

9.5.6.2
Unconvicted or civil inmates.

The governor of a correctional centre may apply clause 57 of the Regulation.

No other variations to this policy are permitted.

9.6
Property Misuse

Inmates must not:

· alter, modify or convert any personal property from the purpose for which it was intended;

· dye or bleach personal or correctional centre clothing issued to them; or

· transfer the ownership of recordable items without the permission of the manager/OIC of the inmate property store/reception room.

Where an inmate uses any item of approved property for a purpose other than it was intended, it must be confiscated, and if serviceable, may be reissued. 

9.6.1
Valuable property brought into custody by any inmate

Departmental employees are not authorised to assess the value of each valuable property item brought into custody. Irrespective of the inmate’s declaration where the manager/OIC believes any item is valued in excess of $50, that item is not to be issued. The manager/OIC may describe property as valuable or general.

Valuables mean:

· any identification document issued by a Government agency;

· anything that has  monetary value or that may be converted into an equivalent cash value, or may be used to obtain cash or any service (this includes any property that has potential monetary value eg. lottery tickets, cab charge docket, cheques, signed withdrawal forms.)

· birth, death, or marriage certificates.

General property means all other property.

Property valued at more than $50 must not be issued. As soon as possible after entering custody, inmates must ensure valuable property is given to family, friends, a legal representative, or any other community representative.

Inmates must be informed of this requirement upon initial reception. 

Where there is no possibility of sending valuable property out of the centre, the manager/OIC of the inmate property store/reception room may store the property, or the governor may make alternative arrangements eg.allow the inmate to obtain a safe deposit box at a bank.  

The governor is not authorised to pay for the rent of safe deposit boxes for inmates. The department is not responsible to facilitate the retrieval of any property kept in a safe deposit box when an inmate is released.

Valuable property is not to be sent to the Prisoners Aid property storage at Long Bay.

9.6.2
Valuable property issued to inmates

The only valuable property that can be issued to an inmate is:

	
	Male
	Female
	Value

	Wedding band
	√ 
	 √
	$50:00

	Wristwatch
	 √
	 √
	$50:00

	Earrings/sleepers
	
	 √
	$20:00


9.6.3
Banknotes

Australian banknotes must be deposited into the inmates private cash account. Where banknotes may be contaminated, safe-handling procedures must be used. The notes should be placed in an appropriately labelled sealed container, prior to delivery to a bank.

Foreign banknotes must, where possible, be exchanged for an Australian cash equivalent and deposited into the inmates private cash account. If the banknotes cannot be exchanged, the governor of the centre may make alternative arrangements for their storage.

9.7
Management of Inmate Private Property

The manager/OIC of the inmate property store/reception room must 

ensure that the OMS data entry, OMS property records, and physical property checking procedures minimise error creation and discover existing errors;

must audit the work performance of anyone using the OMS to record inmate movements and property and to prevent the following common errors:

· inaccurate and/or incorrect property descriptions;

· no explanations about error corrections an OMS data record; and

· property items not recorded. 

9.8
Error correction

When the manager/OIC of the inmate property store/reception room becomes aware that there is an error in any inmate OMS records, the errors must be corrected immediately. 

Under no circumstances are errors to be passed on to other centres. 

If an error cannot be corrected action must be taken to resolve the error as soon as possible.

9.9
Property storage

Inflammable items must not be kept in any storage area or in any storage container.

9.9.1
Conditions and Restrictions

The inmate property store / reception room is available to store the minimum amount of property that an inmate needs during his/her period of custody. It is not to be used to store items that are no longer required by the inmate for daily use.

The manager/OIC of the inmate property store / reception room must ensure that inmates keep only the following property (refer 9.3):

· documents; 

· personal property and private clothing; and  

· valuable property. 

Except for clothing required for court appearances and approved items delivered by post or a common carrier the manager/OIC must not accept any property belonging to an inmate that was not brought into custody or obtained while in a correctional centre. 

The manager/OIC may also permit inmates to keep the following property in storage for short periods:

· items issued to the inmate and under their control that may cause the inmate to be at risk of intimidation;

· educational, art and craft, and hobby materials until they are collected by family, friends or another approved person; and

· items issued to the inmate and under their control, if the inmate is sent to another centre for a short period.

9.9.2
Storage security

Local managers must ensure inmate property is stored securely, and must establish auditable systems to control access to any storage areas.

All inmate property managed in any inmate property store / reception room must be secured in sealed containers.  The storage room of a periodic detention centre is an inmate property store.

9.9.3 Standard storage containers

1. The standard storage tub is the only container approved for the storage and transfer of inmate property.  

2. Storage tubs must not be issued for use in accommodation areas.

3. Tubs kept in inmate property store / reception room / storage areas must not contain foodstuffs, perishables, or items that attract vermin. These items may be carried in tubs during transfer but must be removed before the tub is stored.

4. The manager / OIC must not keep storage tubs in excess of the minimum required for the efficient operation of the inmate property store / reception room.  

5. All empty tubs are to be returned to the Metropolitan Remand and Reception Centre whenever possible.

9.9.4
Other storage containers 

1. Private clothing may be stored in canvas bags or hang up bags but must be transferred only in canvas bags. 

2. Televisions are to be stored and transferred in the original packing container if it is available. During transfer, television containers are only to contain a television set, remote control, aerial and coaxial cable. Where no packing material is available, inmates will be allowed to pack a towel or doona cover or similar item around the television to prevent damage. 

3. The manager / OIC must ensure that no other property is packed into a packing container used for televisions.

4. Cell property must only be to be transferred in standard property tubs. 

5. All containers are to be clearly labelled with the inmate's name, MIN, storage location identification, and OMS container identification number.


9.9.5
Excess property

When receiving an inmate into custody the manager / OIC of the inmate property store / reception room will issue to the inmate all authorised property. Stored property is not available to inmates without the permission of the manager / OIC.

When inmates are required to dispose of excess property they may elect to donate or destroy their property. Property may not be transferred to another inmate.

Excess property must remain at the correctional centre and is not to be transferred with an inmate if s/he is transferred prior to the disposal of such property. This property is to be transferred to the governor for disposal to the storage facility. 

9.9.6
Prisoners Aid storage facility Long Bay Correctional Complex


1. The Prisoners Aid Association operates a storage facility to assist inmates.

2. Property not to be sent to this facility:

· valuable property; or

· the property of an escapee, a discharged, or deceased inmate. 

3. The requirements and administrative procedures of the Prisoners Aid Association must be used when transferring property to this facility.

4. Before transferring property, the manager/OIC must contact the Prisoners Aid Association to organise receipt of the property. 

5. Property transferred to the storage facility:

· should be packed and secured in correctly labelled containers (suitcases and/or large carry bags will be accepted if secured);

· is not under the control of the department;

· is not accessible to inmates while they are in custody; and

· will not be returned to any correctional centre prior to leaving custody.

The manager / OIC is responsible to ensure inmates are made aware of this procedure. Inmates are responsible to make their own arrangements to collect their property after release. 

9.9.7
Sealed storage containers

1. Sealed storage containers may only be opened to:

· issue stored property into the control of the inmate; 

· receive property under the control of the inmate for storage (including during transfer);

· transfer to another centre;

· verification and stock take procedures;

· dispose of property to family, friends, or an approved community representative; and

· dispose of property at discharge.

2. At a correctional centre, the only persons authorised to break seals are the governor and the manager / OIC of the inmate property store or reception.

3. At a periodic detention centre, the only person authorised to break seals is the officer in charge, or the officer to whom responsibility for stored property is delegated.

4. At a court cell complex the OIC: 

· is the only person authorised to break the seals on the storage containers;

· may dispose of property to family, friends, or a community representative, but may not issue property to an inmate; and

· must not approve disposal of part of an inmate's valuables.

5. If an inmate requests disposal of valuable property, all stored valuable items must be transferred to the person/s receiving the property.

6. No property is to be issued from any storage to any person unless the OMS record is adjusted accordingly.

7. When property is issued at any location the OIC or the most senior officer, must identify the person to whom the property is given, and obtain a signed receipt for the property. 

9.9.8

Security seals

Security seals must be purchased from the approved contractor.

The manager/OIC is responsible to control the storage and use of security seals.

9.9.9

Missing property

When any stored property cannot be located, the manager/OIC of the inmate property store / reception room must change the OMS to show that it is missing and record an explanation in the comments screen for the missing items.

The owner must be informed that the property is missing as soon as possible.

9.9.10
Disclaimer

If the owner does not want the property replaced, the manager/OIC must obtain a disclaimer from the inmate and change the OMS record to show that the item is disposed.

9.9.11
Investigations to locate missing property

1. The manager/OIC is responsible for resolving missing property inquiries.

2. When property cannot be located, the manager/OIC must report to the governor about the inquiry including:

· records relating to the property;

· action taken to locate the property;

· representations made by the owner for compensation; and

· any review of existing procedures.

3. The governor must determine liability for the loss of property. The governor may replace missing property or authorise payment of compensation if the amount claimed is within his/her financial delegation. 

4. Any payment of compensation must be reported to the Regional Commander.

5. If the amount claimed is outside the governor's delegation it must be referred to the Finance and Asset Management Branch for advice.

6. When property is replaced or compensation made the manager/OIC of the inmate property store / reception room must change the OMS record to show the replacement or compensation paid.

9.10
Confiscated and unclaimed property

Any property found in the possession of an inmate that is not recorded as belonging to that inmate must be confiscated. This includes any thing not issued or not approved for issue, and any dangerous article. Articles that are prohibited by law must be confiscated.

9.10.1
Unauthorised property

Unauthorised property is made up of items:

· approved for use and possession but not issued to the inmate; 

· that are dangerous, illegal or prohibited; or

· that are indecent, obscene or offensive.

All confiscated property must be kept in the inmate property store / reception room.  

The manager/OIC of the inmate property store / reception room must register all confiscated property.  

Confiscated items must be kept in secure storage under the supervision of the manager/OIC of the inmate property store / reception room.

9.10.2
Confiscated authorised property

Where possible, the manager/OIC of the inmate property store / reception room must determine the ownership of confiscated authorised property, and report to the governor about the items.

The governor shall determine whether confiscated property is returned to the owner or, if unclaimed, disposed of at auction.

The governor may order the destruction of any confiscated property that is not valuable or recorded under this policy.

9.10.3
Confiscated unauthorised property.

9.10.3.1
Evidence for disciplinary or legal action

The manager/OIC is responsible to preserve confiscated items that provide evidence for disciplinary or legal action. If property is transferred to an external agency for legal proceedings, the person taking possession of the item/s must endorse the confiscated property register.

Procedures for the recording and disposal of prohibited drugs and substances are contained in Section 12 of the OPM – Security and Emergencies.

At the completion of any disciplinary action taken against an inmate for possession of unauthorised property the manager/OIC will report to the governor that the matter has been resolved. Where the property cannot be returned to the original owner the governor shall authorise the destruction of unauthorised confiscated property.

9.10.3.2
All other confiscated unauthorised property

The manager/OIC will report to the governor each week about any other confiscated property.

The governor must authorise the destruction of unauthorised confiscated property.

9.10.4
Knives, blades, or prohibited articles.

1. The manager/OIC of the inmate property store / reception room or the officer in charge of any place of detention must not accept a knife or blade, or any prohibited article found in the property of any person transferred into the custody of the department, unless the owner holds and produces a permit to possess the article.
2. If a knife, blade or prohibited article is accepted as part of an inmate's property it must be confiscated.  

3. At locations other than a correctional centre confiscated knives, blades or prohibited articles are to be sealed in a valuables pouch and recorded on the OMS.  Confiscated property must not be carried with any other property when transferred.

4. When confiscated knives, blades or prohibited articles are received at an inmate property store / reception room the manager/OIC must register the property and store it securely.

5. The manager/OIC of the inmate property store / reception room must inform the inmate that the article must be removed from the centre within 14 days and report to the governor about the property.

6. The governor shall direct the destruction of any knife, blade or prohibited article that is not removed from a correctional centre 14 days after the owner is informed that it must be removed.

7. Where a knife, blade or prohibited article is currently stored in a correctional centre, the owner must be informed that the article must be removed within 14 days and if not removed will be destroyed.  

8. Where an article is not removed or destroyed, the governor must inform police 14 days before the inmate is discharged that the inmate will be carrying a knife, blade or prohibited article when released.

9.11
Indecent, obscene or offensive items

Inmates are not permitted to have in their possession or store:

· any photograph, picture, cartoon, text, electronically stored or produced image, video or audio recording of the victim of an inmate, or suspected of being of the victim, or other images or material related to the inmate's crime; or

· any item which is indecent, obscene or offensive.

The manager/OIC must confiscate any indecent, obscene or offensive items from any inmate's stored property, inform the owner and report to the governor.

 The governor may order the destruction of any such material.

9.12
Risks to security

The manager/OIC of the inmate property store / reception room must confiscate any item or thing in the stored property of an inmate if it is considered to be a security risk and report to the governor.


The governor shall order the destruction of any such article.

9.13
Property no longer approved 

The manager/OIC of the inmate property store / reception room must ensure that any stored property no longer approved for issue is removed from the centre and not transferred to another centre.

In circumstances where removal is not possible, the item may be stored release when the property owner must take the items from the correctional centre. Property that is no longer approved cannot be transferred to another inmate.

9.14
Disposable lighters

Inflammable items may not be stored in any property storage area and inmates are not permitted to keep disposable lighters in their property.

Governors of the following correctional centres may authorise inmates in designated areas to have disposable cigarette lighters for immediate use:

· Bathurst

· Emu Plains 

· Glen Innes

· Grafton 

· Mulawa 

9.15
Abandoned, unclaimed and confiscated items 

9.15.1
Property register

The manager/OIC of the inmate property store / reception room must keep a register of abandoned, unclaimed, and confiscated property. 

The register must include all details surrounding the article including any reference to OMS and the name of any person authorising destruction or disposal.

9.15.2
Unclaimed property

Unclaimed property remaining in departmental storage 3 months after the discharge of the owner, is regarded as abandoned.

9.15.3
Disposal of abandoned or confiscated items

The manager/OIC of the inmate property store / reception room must report abandoned property to the governor.

The governor shall establish procedures that comply with all legislative requirements to manage the disposal of property.

The governor shall authorise the disposal of abandoned property.

The manager/OIC of the inmate property store / reception room will prepare a schedule of abandoned property for disposal by auction. The property will be delivered to an approved auctioneer for public auction.

9.16 Inmate property applications 

Inmate property applications are the responsibility of the manger/OIC of the inmate property store / reception room.

Only the manager/OIC of the inmate property store / reception room is authorised to make decisions on requests made by inmates about their property. All other staff may make recommendations only.

Appeals about decisions can be made by application to the governor.   

9.17
Sending property out of the centre

Inmates must apply in writing to send property out of the correctional centre unless the property is being sent out as a result of a direction to do so by the governor. 

If the application is approved the property is to be taken to the inmate property store/reception room or activities office at a time convenient to the manager/OIC of the inmate property store/reception room or the activities officer.

The manager/OIC of the inmate property store / reception room must change the OMS for all items as recorded.  The OMS record should not be changed until it is confirmed the property has left the centre.

The manger/OIC must ensure when disposing of property previously issued for personal Property that the person sending out the property is the owner.

9.18 Property held for collection

NOTE: The governor must approve the storage of property after the release of an inmate.

1. The manager/OIC of the inmate property store / reception room may only keep property on behalf of an inmate after discharge if there is storage space available and keeping the items will not reduce storage space for normal operations.

2. The OMS record for the property is to be changed to ‘To Collect - Property for Collection'.

3. Property will only be kept for 3 months, after this time it will be regarded as abandoned.

4. Any costs incurred in the disposal of the property are the responsibility of the owner and no property will be forwarded by post or a common carrier for payment on delivery.

5. Property must not be stored unless contact details are recorded.

6. If an inmate returns to custody and requests the return of any personal property stored at another centre the property shall be given to a family member, a friend, the Prisoners Aid Association, or any other approved community organisation. The department is not responsible to return stored property to the inmate. The governor of the centre storing the property may authorise the return of the property to the inmate upon payment of the cost of carrying or posting the property to the centre where the inmate is accommodate.

9.19 Monitoring and Evaluation

At the local level: 

Manager/OIC of the property store / reception room will record all complaints received about inmate property and report on the resolution of these issues.

At the regional level:

An examination of storage and security arrangements for inmate private property and valuables storage areas will be incorporated as part of the regional inspection regime.

At the corporate level:

The Strategic Operations Review Branch will undertake targeted and/or thematic reviews of inmate private property.

9.20 Annexures

ANNEXURE 9.1
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ANNEXURE 9.4
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PROPERTY DISPOSAL

ANNEXURE 9.5
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ANNEXURE 9.6
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ANNEXURE 9.7
DONATION REJECTION CERTIFICATE
ANNEXURE 9.8
CERTIFICATE OF DESTRUCTION
ANNEXURE 9.9
PRISONERS’ AID ASSOCIATION PROPERTY AUTHORISATION
ANNEXURE 9.10
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ANNEXURE 9.11
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