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5.3
ISSUE OF TAFE CARDS

Summary Page

	Policy Overview


	· Inmates enrolled in TAFE, NSW external programs are not exempt from the issue of TAFEcards.

· Inmates must use the TAFEcard as part of their daily functions within the TAFE educational environment.

· The TAFEcard replaces all other cards issued by TAFE, NSW. 



	Purpose
	· This policy has been developed to allow inmates enrolled in TAFE external course to function in their roles and responsibilities as TAFE students.  

· It also reinforces that inmates are considered part of the TAFE, NSW community whilst they are enrolled in such external courses.

· Issue of TAFEcards will assist in promoting responsible attitudes in inmates.



	Scope
	This policy affects all regional commanders, governors, custodial officers and AEVTI staff who work within correctional centres.



	Strategic Focus
	Strategic Plan 1998-2001: 5.3 Reducing Offending Behaviour

                                           5.6 Involving the Community


	Related Policies
	OPM: S18 – Pre-release programs




Definitions

	TAFEcard
	TAFEcard is a multi-functional student ID card implemented by TAFE NSW.  It replaces the various cards TAFE issued to its students ie. library card, photocopy card, identification card and other identifiers within the TAFE system.

TAFEcards are neither a credit card nor a debit card in the sense that the latter cards can be used to withdraw cash from either an automatic teller machine or a point of sale.



	SEO
	Senior Education Officer.  Where there is no SEO, or in the absence of the SEO he/she may delegate the responsibility to the education officer who will then be responsible for ensuring the policy and procedures are followed.



	AEVTI
	Adult Education and Vocational Training Institute




5.3.1
Policy Statement

The TAFEcard is issued to all TAFE students enrolled in and attending on-campus programs to streamline its administrative as well as its student-related functions.

Inmates enrolled in such programs are not exempt from the issue of the TAFEcard and must use it as part of their daily functions within the TAFE educational environment.  Because of the nature of the TAFEcard and its implications, the Department has seen it fit to implement procedures for the safe and secure use of the card by inmates enrolled in TAFE external courses.

5.3.2 Guidelines

The TAFEcard will be issued only to minimum-security inmates attending TAFE, NSW external / on campus courses.  Inmates enrolled in Open Training and Education Network (OTEN) and engaged in distance education courses will not be issued with this card.  The current system of issuing distance education students in correctional centres with a paper library card will continue.

Education officers may purchase stationery and textbooks for inmates attending external programs.  Funding may be provided by the department, the inmates' personal accounts or, in the case of Aboriginal inmates who qualify, through ABSTUDY.  In such cases, no cash passes either through the inmates’ hands or through the TAFEcard system.

The administration of financial transactions and the maintenance of the security of the TAFEcard are subject to local procedures and are oversighted by the administration officer, senior education officer and program manager. 

At the completion of the inmate’s TAFE course the card will become void for most features, except the purse, until reactivated by TAFE when a further course of study is commenced. Should the inmate’s course of study be interrupted due to security or disciplinary reasons, the card will remain active until TAFE has been notified of the changes.  In either case it is recommended that the TAFEcard be stored with the inmate’s personal property.

Any updating of services in relation to the card should be communicated between TAFE and the correctional centres concerned via the principal of AEVTI.

5.3.3 Procedures 

5.3.3.1
Responsibilities of the Senior Education Officer

1.
At the time arrangements are made for an inmate’s enrolment in a TAFE external course, he/she must be made aware of the procedures associated with the use of the TAFEcard by the SEO. 
2.
The senior eduction officer must gather and keep a record of relevant details in the student’s education file pertaining to all TAFEcards issued.  

These details should include:

· name of student

· TAFE College ID

· student ID number

· issue date (if displayed)

· expiry date

· card number (on back of card).

3.
The senior education officer will place a copy of the details of the student’s TAFEcard on his/her education file.  Local procedures may be implemented in consultation with the governor of the centre.  

5.3.3.2
Responsibilities of the Inmate 

1. The inmate will notify the senior education officer when the card is issued and provide 

him/her with details of the card.

2. The TAFEcard will be used only for the purpose for which it was issued and may be confiscated due to inappropriate use.

3. The TAFEcard remains the property of TAFE.

5.3.4 Evaluation and Monitoring

1. If necessary the senior education officer will confiscate the TAFEcard should it be found to be used inappropriately.

2. At the completion or termination of the inmate’s course of study the card should be retained in the inmate’s personal property for safekeeping.

3. The governor of a correctional centre must be made aware of any updating of services in relation to the TAFEcard.
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