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30 August 2021 
 

Our Ref: GIPA21/

NOTICE OF DECISION  
 
Dear 

I refer to your access application under the Government Information (Public Access) Act 
2009 (GIPA Act).   
 
You applied for the following information: 
 

 The 1998 Operational Procedures Manual for Juvenile Justice Centres 
 
Search for records 
 
Under section 53 of the GIPA Act, the Department must undertake reasonable searches as 
may be necessary to find any of the government information applied for that was held by 
the Department when the application was received, using the most efficient means 
reasonably available to the Department. 
 
I have been advised that Youth Justice has searched the Department’s records to find any 
information that falls within the scope of your application.  
 
Accordingly, I consider that reasonable searches have been undertaken in response to the 
application in accordance with section 53 of the GIPA Act. Based on the information 
available to me, I am satisfied that all records that exist relevant to the application have 
been identified and provided to me for consideration. 
 
Decision 
 
I am authorised by the principal officer of the Department to decide your access 
application, under section 9(3) of the GIPA Act.  
 
I have decided to release the information you seek in full (section 58(1)(a) of the GIPA 
Act).  
 
 
 
 



 
The Public Interest Test 
 
In deciding which information to withhold in full or in part, I was required to conduct a “public 
interest test” where the public interest considerations favouring disclosure of government 
information were weighed against those factors that do not favour disclosure.  The following 
are a number of public interest factors I considered which favour disclosure of the 
information requested: 
 

 Disclosure of the information could reasonably be expected to promote open 
discussion of public affairs, enhance Government accountability or contribute to 
positive and informed debate on issues of public importance. 

 Disclosure of the information could reasonably be expected to inform the public 
about the operations of agencies and, in particular, their policies and practices for 
dealing with members of the public. 

 Disclosure of the information could reasonably be expected to ensure effective 
oversight of the expenditure of public funds. 

 The information is personal information of the person to whom it is to be disclosed. 
 Disclosure of the information could reasonably be expected to reveal or substantiate 

that an agency (or a member of an agency) has engaged in misconduct or 
negligent, improper or unlawful conduct. 

 Disclosure of the information could reasonably be expected to advance the fair 
treatment of individuals in accordance with the law in their dealings with agencies. 

 Disclosure of the information could reasonably be expected to reveal the reason for 
a government decision and any background or contextual information that informed 
the decision. 

 Disclosure of the information could reasonably be expected to contribute to the 
administration of justice generally, including procedural fairness. 

 
Public interest considerations against disclosure 
 
When applying the public interest test, the only public interest considerations against 
disclosure that I can take into account are those set out in the table to section 14 of the 
GIPA Act.   
 
I have not identified any public interest considerations against disclosure as being relevant 
to your application.  
 
Balancing the public interest considerations 
 
I have considered the relevant public interest considerations in favour of and against 
disclosure of the information that you have requested. 
 
Having weighed up the considerations in favour of release, and in the absence of any 
public interest considerations against disclosure, I have decided to release the information 
that you seek in full.  
 
Disclosure log 
 
If information that would be of interest to other members of the public is released in 
response to a formal access application, an agency must record certain details about the 
application in its 'disclosure log' (under sections 25 and 26 of the GIPA Act). 
 
In your application you did not object to details about your application being included in the 
disclosure log. Accordingly, your information will be included in the Departments disclosure 
log. 
 



 
Review rights 
 
If you disagree with any of the decisions in this notice that are reviewable, you may seek a 
review under Part 5 of the GIPA Act. You have three review options: 
 

 internal review by another officer of this agency, who is no less senior than me 
 external review by the Information Commissioner, or 
 external review by the NSW Civil and Administrative Tribunal (NCAT). 

 
You have 20 working days from the date of this Notice to apply for an internal review.  
If you would prefer to have the decision reviewed externally, you have 40 working days 
from the date of this Notice to apply for a review by the Information Commissioner or the 
NCAT.  You will also find some useful information and frequently asked questions on the 
IPC's website at www.ipc.nsw.gov.au. You can also contact the IPC on freecall1800 IPC 
NSW (1800 472 679). 
 
Please contact our office by email at infoandprivacy@justice.nsw.gov.au should you have 
any questions concerning the contents of this letter.  
 
Yours sincerely, 
 
 
 
Elizabeth 
Open Government, Information and Privacy, Legal 
Department of Communities and Justice 
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Fast Index 

Accidents I injuries, 392-397 

Admission, 26-51 
appointments (community), upon return 

from, 42-44 
case management, and, 141-142 
court. from, 36 
court. upon return from, 41-42 
detainee in transit, of, 38 
files, 27 
forms, 28-29, 40 
intoxicated persons, of, 36-37 
leave, day or overnight, upon return from, 

46-47, 110-111 
police, from, 35 
procedure, general, 30-35 
property, personal, recording of, 50-51 
return to centre, upon (general}, 39-41 
supervised outings and camps, upon return 

from, 44-45 
transferred detainee, of, 38-39 

Alcohol and Other Drug Program, 172-178 

Appeals, 448-454 
forms, 449 
District Court, procedure for, 452-454 
reasons for, 450-451 
time-frame for, 451 

Attempted escape, 397-405 

Bail, 432-448 
appeal, on, procedure for, 446-447 
applying, procedure for, when on remand 

439-442 , 
breach of, 447-448 
criteria for granting, 435-436 
definitions, 434-435 
forms, 432-433 
guidelines, 434 
review of, procedure for, 442-445 
staff roles and responsibilities, 437-438 
variation of conditions, 445-446 

Case management, 121-157 
admission and induction, upon, 141-142 
assessment, 142-143 
case conference, 143-146 
case plan contract, 133-134, 147-149 

review of, 149-151 
Centre Support Team (CST), 134-136 
definition, 136 
forms, 137 
goals of, 138-139 
pre-discharge conference, 152-153 
principles, 137-138 
remand, detainees on, 153-154 
service delivery plan, 146-147 

review of, 151 
staff, roles and responsibilities, 139-141 
stages in, ten, 141-154 
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Case plan / case plan contract - see Case 
management 

Centre Support Team - seE:l Case management 

Community groups / representatives - see 
Visits, to centres 

Confinement, 259-266 
forms, 260 
maximum periods of, 260-261 
procedure for, 263-266 
provision for detainees in, 261-262 
records of, 262 

Court 
admission from, 36 
admission upon return from, 41-42 

Day leave - see Leave 

Delegation, Instrument of 
under Act of 1987, 13 
under Regulation of 1995, 19 

Detainee assault on detainee, 371-378 

Detainee assault on staff, 378-385 

Detainee Handbook - see Handbooks 

Discharge, 111-119 
bail, 115-116 
case management, and, 153 
conditional, 117-118 
early, 113 
forms, 112 
guidelines, 113 
property, personal, return to client upon, 51-

52 

Escape, 405-415 

Escorted absence 
appointment, admission upon return from, 

42-44 
appointment, health or casework, for, 85-97 
approval for, 55-57 
court, admission upon return from, 41-42 
court appearance, for, 85-97 
forms, 58-59 
funeral, for, 85-97 
guidelines, 54 
hospitalisation, for, 85-97 
outings and camps, admission upon return 

from, 44-45 
outings and camps, for, 73-85 
procedure, general, 59-61 
safety and security, 54-55 
sick relative, for visit to, 85-97 
transfer to another centre, 62-68 
transfer to a prison, 68-72 
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Failure to return from leave, 415-419 

Family and significant others - see Visits, to 
centres 

Firearms, brought into centre by police, 222-224 

Force - see Use of force 

Forensic Program, 178-180 

Handbooks,26 

Handcuffs, use of, 333-344 
forms, 334 
methods of handcuffing, five, 335-336 
movements out. use in conjunction with, 

338-343 
procedure for, 336-338 
restraint, for the purpose of, 343-344 

Health services - see Nursing and Health 
services 

Incentive schemes, 224-247 

Incidents, 349-430 
attempted escape, 397-405 
detainee assault on detainee, 371-378 
detainee assault on staff, 378-385 
escape, 405-415 
failure to return from leave, 415-419 
forms, 349-350 
injuries / accidents, 392-397 
principles of management of, 351-356 
reporting checklist. 359-361 
reports, responsibility of staff. 361-363 
self-harm, 419-430 
staff assault on detainee, 364-370 
substance use / possession, 385-392 
suicide, 419-430 

Induction, 26 

Injuries/ accidents, 392-397 

Intoxicated persons, 26 
admission of, 36-37 

Juvenile Justice Community Services, 185-189 

Leave, 97-111 
applying for, 103-105 
approval, criteria for, 99-101 
considering application for, 105-107 
checklist for, 100-101 
day or overnight, returning from, 46-47 
eligibility, calculation of, 459-465 
guidelines, 98-99 
overnight, 109-110 
preparing for. 107-108 
return from, upon, 110-111 

Legal representatives, 226-237 
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confidentiality. 228 
visiting procedure - see Visits, to centres 

Mail, use of, 237-242 

Media, 228-237 
visiting procedure - see Visits, to centres 

Medical holds, 65 

Minor misbehaviour - see Punishment 

Movements Out/ In - see Admissions/ 
Escorted absence 

Nursing and Health services, 157-161 
registered nurses, responsibilities of, 158-

159 

Official Visitors 
manager's role, in relation to, 216 
records of centre, access to, 216-217 
role of, 214 
visiting procedure - see Visits, to centres 

Overnight leave - see Leave 

Parole, 455-459 

Personal property - see Property 

Police 
admission from. 35 
firearms, 222-224 
interviews, observers of, 221-222 
visiting procedure - see Visits, to centres 

Prison; transfer to, 68-72 

Programs 
model, departmental, 129-133 
individual needs, programs responding to, 

134 

Property, personal, 47-52 
admission, recording upon, 50-51 
Client Information System, use of, 48-49 
discharge, return to client upon, 51-52 

Psychological services, 161-166 

Punishment. 247-273 
forms, 248-249, 267 
minor misbehaviour, 247-259 

confinement, as punishment for, 259-266 
definition, 249-250 
procedure for, 254-259 
punishments for, 252-253, 259-266 
records, 253-254 

serious misbehaviour, 266-273 
definition, 268 
guidelines for, 268 
procedure for, 269-273 
punishment for, 268-269 
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Searches, of areas, 197, 307-312, 315-318 

Searches, personal. 197, 318-333 
clothed body search. procedure for, 326-329 
equipment, to be used for, 324 
forms, 319 
principles of, 319-320 
safety precautions, 322-323 
strip search, procedure for, 329-333 
types of, 320 
wand search, procedure for, 324-326 
when to use, 320-321 

Security, 288-347 
alarms, 306-307 
communication equipment, 303 
dangerous items, 312-315 
emergency procedures, 345-347 
handcuffs - see Handcuffs, use of 
keys, 304-306 
perimeter, inspection procedure for, 307-312 
records. 299-303 
routines, their consequences for, 296-299 
searches - see Searches, personal / 

Searches, of areas 
supervision of detainees. and, 293-296 
surveillance cameras, 303-304 

Segregation, 273-281 
forms, 274 
maximum periods of, 275 
procedure for, 277-281 
provision for detainees in, 276 
records of, 277 

Self-harm, 419-430 

Serious misbehaviour - see Punishment 

Services, for detainees, 121-189 
alcohol and other drug program, 172-178 
co-ordination, model of, 121-129 
community services, of the Department of 

Juvenile Justice, 185-189 
forensic program, 178-180 
nursing and health, 157-161 
planning for, 123-125 
provision of, 125-127 
psychological, 161-166 
review and evaluation, 127-129 
sex offender program, 166-172 
violent offender program, 181-185 

Sex Offender Program, 166-172 

Staff assault on detainee, 364-371 

State wards, 439 

Substance use/ possession, 385-392 

Suicide, 419-430 
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Supervised outings and camps 
admission upon return from, 44-45 

Telephones, use of, 237-242 

Use of force, 281-286 
definition, 283 
forms, 282 
guidelines for, 283 
procedure for, 284-286 
records of, 284 
when to use, 281 

Violent Offender Program, 181-185 

Visits, to centres, 191-242 
community groups/ representatives, by, 

203-213 
approval for, 205-206 
procedure for, 207-213 
security, 206 

family and significant others, by, 191-203 
accommodation, 196-197 
approval for, 192-193 
procedure for, 198-203 

forms. 191-192, 204, 215, 220-221, 229 
legal representatives, by, 226-237 

access, 227-228 
confidentiality, 228 
procedure for, 228 

media, by, 228-237 
approval, 229 
consent. by detainees, 230 
identification, of detainees, 230 
procedure for, 230-237 

Official Visitors, by, 214-219 
procedure for, 217-219 

police, by, 219-225 
firearms, storage of, 222-224 
procedure for, 222-225 
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Preface 

I hope you will find the new Operational Procedures Manual a practical guide in 
your day-to-day work at Juvenile Justice Centres. 

If you are new to the Department, this manual should assist in your induction. 

Provided these procedures are followed we will achieve a greater consistency in 
our management of Juvenile Justice Centres. 

This Operational Procedures Manual will be a living, changing document. 
believe it currently reflects best practice in the areas it covers. Nevertheless, if 
we are a learning Department, changes are bound to occur and staff will need to 
make themselves aware of these. 

This first edition may require fairly immediate changes if any of the procedures 
are considered impractical or not achieving our aims of quality service delivery. 

We will, of course, be interested in gaining your feedback about this edition, 
including any suggested changes or inclusions. 

I would like to thank Lou Johnston and our other departmental colleagues who 
worked so hard to produce this manual. 

KEN BUTTRUM 
Director-General 

12 August 1998 

From the editor 

The content of this Manual is likely to change considerably over the six-month period 
between its first and second release. To save on labour we have kept formatting in 
this first edition to a minimum. You will notice, for example, that the tables containing 
the step-by-step procedures are often crudely severed at the end of a page. This will 
be corrected at the next printing. Also, the "Fast Index" and cross-referencing within 
the body of the text will be much improved. (A.Z.) 

Department of Juvenile Justice (NSW) August 1998 Preface 
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Amendments Proposal Form 

r I Please identify the procedure you wish to amend, delete, or replace (use page I 
: number, paragraph number, and if necessary quote original text): l 
l I 

I ____ - -- -- - : 
j Please write clearly the new procedure/wording you propose (use additional pages if i 

t ............................................................................................................................................................................................................................... . 

r·ijriie.ss .. it i~ obvious, please give a reason for the proposed change: i 

I 

· ............................................................................................................................................................................................................................... . 

I Name: Tel.: , 

I Proposed change approved 
: by Manager (signature): Date: . · ............................................................................................................................................................................................................................... . 

Send this form to Alexander Zahar, CSO, on fax (02) 9289 3355. 

There is no limit to the number of forms you may submit. 

..-, 
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Contents 

Fast Index 

Preface 

Amendments Proposal Form 

Contents 

List of Operational Forms 

List of Appendices 

Delegations - Act 

Delegations - Regulation 

Section 1 Movements In 

1.1 
1.2 
1.3 
1.4 
1.5 
1.6 
1.7 
1.8 
1.9 
1.10 
1.11 
1.12 
1.13 

Introduction 
General admission procedure 
Admission from police (police charge status) 
Admission from court (remand or control) 
Admission of intoxicated persons 
Detainee in transit 
Transferred detainee 
Detainee returning to a centre - overview 
Returning from court 
Returning from outside appointments 
Returning from supervised outings and camps 
Returning from day or overnight leave 
Personal property 

Section 2 Movements Out 

2.1 
2.2 
2.3 
2.4 
2.5 
2.6 
2.7 
2.8 
2.9 

General escorting procedures 
Approval for escorted movements out of the centre 
Organising escorted movements of detainees 
Transfer of a detainee to another centre 
Transfer to an adult correctional centre (prison) 
Under escort - community-based activities 
Under escort - other services 
Leave from a centre 
End of custody 
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1-I 

Section 3 Detainee Services 120 I , 
3.1 Co-ordination and provision of detainee services 121 
3.2 Departmental programming model 129 (. 
3.3 Case management 136 
3.4 Nursing and health services 157 
3.5 Psychological services 161 I . 
3.6 Sex Offender Program 166 ' ., 
3.7 Alcohol and Other Drug Program 172 
3.8 Forensic Program 178 L 3.9 Violent Offender Program 181 
3.10 Juvenile Justice Community Services 185 

t 

Section 4 Visits and Other Contacts 190 L 
4.1 Visits from family and significant others 191 L 4.2 Community groups and representatives 203 
4.3 Official visitors 214 
4.4 Police 219 l , 
4.5 Legal representatives 226 
4.6 Media visits 228 
4.7 Use of telephone and postal services 237 

r 

Section 5 Behaviour Management 243 r 5.1 Introduction 244 
5.2 Incentive schemes 244 
5.3 Minor misbehaviour 247 
5.4 Confinement (punishment) 259 
5.5 Serious misbehaviour 266 

Segregation (for protection) r ' 5.6 273 
5.7 Use of force 281 l., 

Section 6 Security 287 l I 
6.1 Introduction 288 
6.2 General security procedures 290 L 
6.3 Supervision of detainees 293 
6.4 Routines 296 

I. 6.5 Security records 299 
6.6 Communication equipment 303 
6.7 Surveillance cameras 303 
6.8 Keys 304 
6.9 Alarms 306 . , 

6.10 Perimeter security 307 
6.11 Dangerous items 312 f ' 
6.1 2 Searches of units and other areas 315 
6.13 Personal searches of detainees 318 
6.14 Handcuffing detainees 333 l 6.15 Emergency procedures 345 

Department of Juvenile Justice (NSW) August 1998 Contents 



-, 

, 1 

, ) 

Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) 

Section 7 Incidents 

7.1 
7.2 
7.3 
7.4 
7.5 
7.6 
7.7 
7.8 
7.9 
7.10 
7.11 
7.12 
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Introduction 
Focus areas for managing incidents 
Reports and allegations of previous incidents 
Assaults on detainees - special information 
Time-frames for written reports 
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Reporting checklist 
Incident reports and forms - information and responsibilities 
Staff assault on a detainee 
Detainee assault on a detainee 
Detainee assault on a staff member 
Substance use / possession 
Injuries/ accidents 
Attempted escape 
Escape 
Failure to return from leave 
Attempted suicide / self-harm 

Section 8 Legal Matters 

8.1 
8.2 
8.3 
8.4 

Bail 
Appeals 
Parole 
Calculating leave and outing eligibility 

Operational Forms 

Appendices 
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List of Operational Forms 

Samples of the following forms appear at the end of this Manual. Originals are 
available from the Local Area Network: g:\forms\centres. 

Notification of Admission & Short Term Custody Case Plan 

Casework Information - Community 

Intake Form [not included] 

Casework Information - Custody 

Service Delivery Plan 

Case Plan Contract & Supervision Agreement [not included] 

Case Plan Contract 

Case Conference Summary 

Service Delivery Plan Review- Community [not included] 

[Custodial version of 009 - not included] 

Revised Case Plan Contract / Supervision Agreement [not included] 

Case Plan Contract Review 

Contact for Casework Purposes 

Community Reintegration Report 

Case Notes 

Psychological Appraisal Summary 

Order for transfer of a detainee 

p. 9 

JJ-CW001 

JJ-CW002 

JJ-CW003 

JJ-CW004 

JJ-CW00S 

JJ-CW006 

JJ-CW007 

JJ-CW008 

JJ-CW009 

JJ-CW010 

JJ-CW011 

JJ-CW012 

JJ-CW013 

JJ-CW014 

JJ-CW015 

JJ-CW016 

JJ-A001 

JJ-A002 

JJ-A003 

JJ-A004 

JJ-A00S 

JJ-A006 

JJ-A007 

JJ-A00B 

JJ-A009 

JJ-A010 

JJ-A011 

JJ-A012 

JJ-A013 

JJ-A014 

JJ-A015 

Recommendation for a detainee to be determined Class A (Part A & B) 

Recommendation for a detainee to be determined Class B 

[There is no form for this number] 

Incident Advice (Part A & B) 

Apprehension of Escapee Advice (Part A &, B) 

Incident Follow-Up Advice 

[There is no form for this number] 

Centre Incident Report (Part A & B) 

Report on Alleged Offence in Custody 

Report of Minor Misbehaviour 

Record of Punishment - Minor Misbehaviour 

Report of Serious Misbehaviour 

Alleged Assault of Young Person in Police Custody (Part A & B) 

Notice of Children's Court Hearing - Serious Misbehaviour 

Department of Juvenile Justice (NSW) August 1998 List of Operational Forms 
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JJ-A016 [There is no form for this number) 

JJ-A017 Detainee details (for police) 

JJ-A018 Authority to Move a Detainee 

JJ-A019 Handcuff Return L 
JJ-A020 Use of Force Return 

JJ-A021 Use of Segregation Return I , 
JJ-A022 Punishment Return 

L 

JJ-A023 Application for Leave (Part A & 8) 

JJ-A024 Pre-Leave Interview Form 

JJ-A025 Order for Leave r 1 

JJ-A026 Leave Undertaking ' . 
JJ-A027 Detainee's Leave Evaluation I 
JJ-A028 Request for JJCS Home Report 

l, 

JJ-A029 Supervised Community Activity Proposal 

l JJ-A030 Critical Dates Summary Sheet 

JJ-A031 Trials and Appeals Return 

JJ-A032 Admissions Notification to Juvenile Justice Community Services ' J 

JJ-A033 Admission Checklist [to be developed} 

JJ-A034 Request for Escorted Absence - Individual (Part A & B) ' J 

JJ-A035 Order for Escorted Absence 

I JJ-A036 Order for Medical Treatment Absence l • 

JJ-A037 Order for Escorted Absence - group absences 

JJ-A038 [There is no form for this number] L, 

JJ-A039 Resident Risk Form 

JJ-A040 Referral Form - Robinson Unit (Part A & 8) 

JJ-A041 Reason for non acceptance - Robinson Unit 

L JJ-A042 Request for further information - Robinson Unit 

JJ-A043 Centre Manager Referral Report - Robinson Unit (3 pages) 

JJ-A044 Centre Psychologist Referral Report - Robinson Unit (3 pages) 

JJ-A045 Registered Nurse Referral Report - Robinson Unit (2 pages) 
r , 

JJ-A046 School Counsellor Referral Information & Specialist Counsellor Referral 
Report - Robinson Unit (4 pages) 

JJ-A047 AOD Counsellor Referral Report - Robinson Unit (2 pages) I ' 
JJ-A048 [There is no form for this number) 

JJ-A049 Detainee to Detainee Communication 
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,......., JJ-A0SO Transfer Checklist 

JJ-A051 Order under section 10(1) of the Children (Detention Centres) Act 1987 
for the transfer of a person under 21 years of age from a correctional ...., 
institution to a detention centre controlled by the Minster for Community 
Services 

JJ-A052 Order for the transfer of a classified person to prison 

JJ-A053 Order for the remand of a person to prison 

JJ-A054 Notice of transfer from a Juvenile Justice Centre to Adult Corrections 

JJ-A055 Confinement Record Book 

JJ-A056 Segregation Record Book 

JJ-A057 Record of Segregation 

JJ-A058 Report on use of Force 

JJ-A059 Searches Register [to be developed] 

JJ-A060-62 [There are no forms for these numbers] 

JJ-A063 Visitors' Card [to be developed] 

JJ-A064 Record of Refusal/Termination of Visit 

JJ-A065 Refusal of Visit Return 

JJ-A066 [There is no form for this number] 

JJ-A067 Authorisation for Media Contact/Involvement 

JJ-A068 Request for Community Group/Representative Visit 

JJ-A069 [There is no form for this number] 

JJ-A070 Application to Call in Outstanding Warrants 

JJ-A071 [There is no form for this number] 

JJ-A072 Pro-Rata Payment of Fine 

JJ-A073 Receipt for Satisfaction of Warrant of Commitment 

JJ-A074 Receipt for Satisfaction of Multiple Warrants of Commitment 
,.-~ JJ-A075 [There is no form for this number] 

JJ-A076 Intention to Withdraw Notice of Appeal 

,.... JJ-A077 Submission for Consideration of Release on Parole (format) 

JJ-A078 Serious Indictable Offences 

JJ-A079-89 [There are no forms for these numbers] 

JJ-A090 Quarterly Progress Report 

• 1 JJ-A091 Unit Operational Plan 
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List of Appendices 

The appendices appear at the end of this Manual. 

Appendix 1 

Appendix 2 

Appendix 3 

Appendix 4 

Appendix 5 

Appendix 6 

NSW Police Prisoner/ Intoxicated Persons Transfer Note 

Record of Reception of Intoxicated Person at Proclaimed Place 

Particulars of Parole Order Made by Court (No Supervision Ordered) 
- Form 1 

Particulars of Parole Order Made by Court (Supervision Ordered) 
-Form 2 

Warrant on an Adjournment Remanding a Person to a Detention 
Centre 

Police Charge Sheet 

Appendix 7 Section 42 - Order for Production of Person Before a Court 

Appendix 8 Bail Undertaking - Form Sa 

[There is no Appendix 9] 

Appendix 1 O Bail Acknowledgement - Form 6 

Appendix 11 

Appendix 12 

Appendix 13 

Appendix 14 

Appendix 15 

Appendix 16 

Acceptable Person Application 

Application for Bail 

Request for Review of Bail Decision - Form 11 

Notice by Custodian Concerning Person in Custody After Grant of 
Bail 

Application to the Supreme Court or the Court of Criminal Appeal for 
Bail or Review of Bail or Variation of Existing Bail Conditions 

Control Order 

[There is no Appendix 17] 

Appendix 18 Notice of Continuation of Bail - Form 12 

Appendix 19 

Appendix 20 

Appendix 21 

Appendix 22 

Appendix 23 

Appendix 24 

Appendix 25 

Appendix 26 

Appendix 27 

Notice of Appeal to the District Court 

Application for Leave to Appeal to the District Court 

Application for Legal Aid 

Warrant of Commitment 

General Information (Hearing at Local Court) - s. 33 Children 
(Detention Centres) Act 1987 

General Information (Hearing at Local Court) - s. 37(1 )(a) Children 
(Detention Centres) Act 1987 

Common Law Misdemeanour 

Warrant in the First Instance to Apprehend a Person Charged with an 
Offence 

Warrant Request Form 
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INSTRUMENT OF DELEGATION 

CHILDREN (DETENTION CENTRES) ACT 1987 

I, Ken Buttrum, Director-General within the meaning of Section 3 of the Children (Detention 
Centres) Act 1987, hereby delegate to each particular officer or holder of a particular office 
specified in Column 2 of the Schedule to the instrument, the exercise and performance of the 
powers, authorities, duties and functions specified in Column I of that Schedule. 

In this instrument:-
"officer" means the holder of a specific office and includes: -

(i) a person acting in that office; and 

(ii) an officer, who, as the next senior officer present, and who is responsible to the 
holder of the office, assumes responsibility for the duties of the office during the 
absence or temporary absence from duty of the holder of that office. 

Where the term "Group l", "Group 2", "Group 3", "Group 4" appear in column 2 of the 
attached schedule, they shall indicate that each of the Officers as listed hereunder is a delegate 
for the purposes of the power, authority, duty or function delegated. 

Group 1 

Group 2 

Group 3 

Group 4 

Director Operations 
Director Corporate Services 

Group I 
Cluster Director 

Group 2 
Manager Juvenile Justice Centre 
Manager Juvenile Placementsffransport 

Group 3 
Co-ordinator Operations 
Assistant Co-ordinator Operations 
Co-ordinator Casework 
Team Leader 
Assistant Team Leader, Programs 
Co-ordinator, Programs and Staff Development 

Each delegation, authorisation or appointment, as the case may be, given or made by virtue 
of this instrument is subject to the condition that:-

(a) 

(b) 

(c) 

it will he exercised subject to such administrative instructions as the Director-General 
may give from time to time; 
any matter which involves a substantial departure from policy shall be submitted for 
consideration by the Director-General; and 
it shall be exercised in accordance with such duties as may be assigned from time to 
time pursuant to the Public Sector Management Act 1988 to the delegate. 

This instrument takes effect from the 7!l day of 
Given at Sydney this 74k day of ~ o/ 

M~y 
1998. 

199afuvµl_ 
KEN BUTTRUM 

Department of Juvenile Justice (NSW) August 1998 Delegations 
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INSTRUMENT OF DELEGATION 

CHILDREN (DETENTION CENTRES) ACT 1987 

COLUMN 1 

Section 7 (I) 

Appoint officer to inspect detention centre. 

Section 7 (2) 

Receive a report on the results of the inspection. 

Section 11 (I) (a) 

Determine the detention centre in which a person is to be 
detained:-

Class A detainees 
Class B detainees 

Section 11 (I) (b) 

Endorse order. 

Section 11 ( I) (c) 

Send order so endorsed to the Superintendent of the detention 
centre. 

Section 13 (1) 

Direct the transfer of a person:­
Class A detainees 
Class B detainees 

Section 14 

Ensure that adequate arrangements exist:-

(a) 

(b) 

(c) 

(d) 

to maintain the physical, psychological and emotional 
well-being of detainees; 

to promote the social, cultural and educational 
development of detainees; 

to maintain discipline and good order among 
detainees; and 

to facilitate the proper control and management of 
detention centres. 

COLUMN 2 

Group I 

Group 1 

Group 1 
Group 4 

Group 4 

Group 4 

Group 1 
Group 3 

Group 4 

p. 14 
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COLUMN 1 

Section 19 {I) {b) 

Approve the segregation of a detainee not in excess of 3 
hours. 

Approve the segregation of a detainee in excess of 3 hours, 
but not in excess of 6 hours in any period of 24 hours. 

Section 19 {3) 

Shall receive a record containing prescribed particulars of any 
segregation within 24 hours of the segregation. 

Section 23 A {I) 

Permit escorted absence of a detainee who is:-

(a) 

(b) 

(c) 

on remand or appeal in respect of a serious indictable 
offence; 

committed for trial pursuant to Section 31 (3) of the 
Children (Criminal Proceedings) Act 1987; 

on remand or appeal in respect of summary or 
indictable offences:-
Class A detainees 
Class B detainees 

( d) a classified person who is a person sentenced to 
imprisonment in respect of a serious indictable 
offence:-

(e) 

initially 
subsequently 

a classified person sentenced to imprisonment in 
respect of an offence (other than a serious indictable 
offence) and a person subject to control in respect of 
a summary or indictable offence:-
Class A detainees 
Class B detainees 

Permit escorted absence t6 attend a supervised community 
activity in respect of:-

(f) a person subject to control in respect of a summary or 
indictable offence prior to completing the required 
period to be served in detention; 
Class A detainees 
Class B detainees 

COLUMN 2 

Group 4 

Group 3 

Group 2 

Group I 

Group I 

Group l 
Group 2 

Group I 
Group 3 

Group 1 
Group 3 

Group I 
Group 2 

p. 15 
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COLUMN 1 

(g) 

(h) 

(i) 

a classified person sentenced · to imprisonment in 
respect of a serious indictable offence after one third 
of the period required to be served in detention:-

Class A detainees 
Class B detainees -

initially 
subsequently 

a classified person sentenced to imprisonment in 
respect of an indictable offence ( other than a serious 
indictable offence) after one quarter of the period 
required to be served in detention:-
Class A detainees 
Class B detainees 

a person subject to control in respect of a summary or 
indictable offence after serving a prescribed portion in 
detention:-
Class A detainees 
Class B detainees 

Section 24 ( 1) (a) 

Grant day leave in respect of:-

(a) 

(b) 

(c) 

a classified person who is subject to a sentence of life 
imprisonment or who has papers stamped "never to be 
released" or who is sentenced to be detained at the 
Governor's pleasure. 

a classified person who is sentenced to imprisonment 
in respect of a serious indictable offence after one half 
of the period required to be served in detention:­
initially 
subsequently 

a classified person who is sentenced to imprisonment 
in respect of an indictable offence ( other than a 
serious indictable offence) after one third of the 
period required to be served in detention. 
Class A detainees 
Class B detainees 

(d) a classified person sentenced to imprisonment in 
respect of an indictable offence and a person subject 
to control in respect of summary or indictable 
offences, after a quarter of the period required to be 
served in detention:-
Class A detainees 

L~detainees 

Department of Juvenile Justice (NSW) August 1998 
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Group I 

Group I 
Group 3 

Group I 
Group 3 

Group I 
Group 3 
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COLUMN 1 

Grant overnight leave in respect to:-

(g) a classified person who is sentenced to imprisonment 
in respect of an indictable offence, including serious 
indictable offence, after two-thirds of the period 
Class A detainees 
Class B detainees 

(h) a classified person who is sentenced to imprisonment 
in respect of an indictable offence (other than a 
serious indictable offence) after two-thirds of the 
period required to be served in detention:-
Class A detainees 
Class B detainees 

(i) a person subject to control in respect of a summary or 
indictable offence, after one half of the period 
required to be served in detention. 
Class A detainees 
Class B detainees 

Section 24 (I) (b) 

Remove a person subject to control from a detention centre 
and place the person in the care of a specified person. 

Section 24 (I) (c) 

Discharge a person subject to control from detention if 
suitable arrangements are made for the person to serve the 
period of detention by way of periodic detention or for the 
supervision of the person during the period of detention:-

following court recommendation 
without court recommendation 

Section 24 ( 4) 

Specify conditions in an order made under:­
a) subsection (I) (a) 

Class A detainees 
Class B detainees 

b) subsection (I) (b) 
Class A detainees 
Class B detainees 

c ) subsection (1) (c) 
Class A detainees 
Class B detainees 

} 
} 
} 
} 
} 
} 
} 
} 
} 
} 

Ken Buttrum, Director- General _ ___ _ __ ) / S7 I 998 
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Group I 
Group 3 

Group I 
Group 3 

Group 1 
Group 3 

Group 1 

Group 2 
Group 2 

Officers 
delegated to 
make that order 
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COLUMN 1 

Section 24 (6) 

Revoke an order granting leave made under:­
a) subsection (I) (a) 

Class A detainees 
Class B detainees 

b) subsection ( 1) (b) 
Class A detainees 
Class B detainees 

c) subsection (1) (c) 
Class A detainees 
Class B detainees 

Section 25 (I) (a) 

Order removal of detainee for medical treatment. 

Section 28A (2) (a) 

} 
} 
} 
} 
} 
} 
} 
} 
} 

Make application for person of or above the age of 16 years 
to be remanded to prison. 

Section 28B (2) (a) 

Make application to the Children's Court that a person of or 
above the age of 16 years be committed to a prison for the 
whole or any part of a further detention order. 

Section 3 8 (2) 

Make an order for arrest of a person who has had leave 
revoked or failed to return to the detention centre under 
section 24 or section 25 ( 4 ). 

Ken Buttrum, Director-General ______ __,_ /.>11998 
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INSTRUMENT OF DELEGATION 

CHILDREN (DETENTION CENTRES) REGULA T/ONS 1987 

I. Ken Buttrum, Director-General within the meaning of Section 3 of the Children (Detention Centres) Act 
1987, hereby delegate to each particular officer or holder of a particular office specified in Column 2 of 
the Schedule to the instrument, the exercise and performance of the powers, authorities. duties and 
functions specified in Column I of that Schedule. 

In this instrument:-
"ofticer" means the holder of a specific office and includes:-

(i) a person acting in that office; and 

(ii) an officer, who, as the next senior officer present, and who is responsible to the holder of 
the office, assumes responsibility for the duties of the office during the absence or 
temporary absence from duty of the holder of that office. 

Where the term ''Group I", "Group 2", "Group 3", "Group 4" appear in column 2 of the attached schedule, 
they shall indicate that each of the Officers as listed hereunder is a delegate for the purposes of the power, 
authority, duty or function delegated. 

Group I 

Group 2 

Group 3 

Group 4 

Director Operations 
Director Corporate Services 

Group l 
Cluster Director 

Group 2 
Manager Juvenile Justice Centre 
Manager Juvenile Placements/Transport 

Group 3 
Co-ordinator Operations 
Assistant Co-ordinator Operations 
Team Leader 
Assistant Team Leader, Programs 
Co-ordinator Casework 
Co-ordinator, Programs and Staff Development 

Each delegation, authorisation or appointment, as the case may be. given or made by virtue of this 
instrument is subject to the condition that:-

(a) it will be exercised subject to such administrative instructions as the Director-General may give 
from time to time; 

(b) any matter which involves a substantial departure from pollcy shall be submitted for consideration 
by the Director-General; and. 

(CJ it shall be exercised in accordance with such duties as may be assigned from time to time pursuant 
to the Public Sector Management Act 1988 to the delegate. 

This instrument takes effect from the l~day of M1 
Given at Sydney this 1~}1-_ day of Ho/ 1998. 

Department of Juvenile Justice (NSW) August 1998 

1998~~ 

KEN BUTTRUM. Director · General 

Delegations 
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INSTRUMENT OF DELEGATION 

CHILDREN {DETENTION CENTRES) REGULATIONS 1987 

COLU!\IIN l COLUMN 2 

Clause 4 (I) 

Determine general routine for centre. 

Clause 4 (4) 

Publish general routines. 

Clause 6 

Classify detainees as Class A. 

Clause 7 

Ensure that each detainee receives appropriate medical and 
dental service. 

Clause IO (1) 

Approve property to be retained by detainees. 

Clause 10 (6) 

Direct records and inventories concerning property. 

Clause 11 (2) 

Approve books, newspapers, magazine and printed material 
for detainees to have in their possession. 

Clause 12 

Direct forfeirure of unauthorised property. 

Clause 14 

Maintain approved records of all property submitted by 
detainees. 

Clause I 5 

Make provision for the education of detainees. 

Group 1 

Group 3 

Group 1 

Group 4 

Group 4 

Group 3 

Group 4 

Group 3 

Group 4 

Group 3 

Ken Buttrum, Director General 7 I !) /1998 di "fl .ft -------'-....:......:: /1.o, , {>,_,,/,(., . . I 
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COLUMN 1 

Clause 15(2) 

Make provision for vocational training of detainees. 

Clause 15 (3) 

Give special attention to the educational and vocational 
training of those detainees who are illiterate. 

Clause 17 

Determine visiting days and times. 

Clause 18 (I) 

Determine intervals of visits after the first visit by relatives 
and friends. 

Clause 19 (3) 

Approve visits by official visitors (this does not refer to the 
Department's Official Visitors) to detainees, outside 
designated visiting times. 

Clause 20 

Visits by diplomatic and consular representatives. 

Clause 21 

Approve visits to Aboriginal detainees by cultural and legal 
persons or organisations. 

Clause 22 ( I) and (2) 

Approve visits to detainees at other times considered 
appropriate. 

Clause 23 (3) 

Consent to visit outside the sight and hearing of an officer. 

Clause 23 (5) (b) 

Permit person to visit a detention centre to conduct research. 

Clause 23 (5) (c) 

Permit person to interview, talk to and examine detainee 
(with detainee's consent) outside the sight and hearing of an 
officer. 

Ken Buttrum, Director-General _______ 7 I 5"" II 998 
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COLUMN 2 

Group 3 

Group 3 

Group I 

Group 4 

Group 4 

Group I 

Group 4 

Group 4 

Group 4 

Group l 

Group 4 

I I I , t 
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COLUMN 1 . COLUMN 2 

Clause 24 (2) 

Permit a visitor to deliver an article to a detainee. 

Clause 25 ( 1) (2) (3) 

Refuse or terminate a visit to a detainee. 

Clause 27 (I) 

In specific circumstances open and inspect mail. 

Clause 27 (2) 

Confiscate the contents of any mail or parcel opened, should 
the contents be considered likely to adversely affect security, 
safety or good order of the centre. 

Clause 27 (3) 

Inform the detainee that a letter or parcel or its contents have 
been confiscated. 

Clause 28(2) 

Sending correspondence. 

Clause 28 (5) 

Make directions with respect to the disposal of contraband. 

Clause 29 

Decide if a detainee is allowed to communicate with a 
detainee in another centre or Prison. 

Clause 30 

Respond to complaints and request by detainees in detention 
centres. 

Clause 31 

Ensure the appropriate processing of written confidential 
complaints by detainees in detention centres. 

Clru!_se 3 I {2) {b) 

Inspect letters addressed to Director-General. 

Ken Buttrum, Director-General 7 / 5"11998 - - -----
,!/ 

Department of Juvenile Justice (NSW) August 1998 

Group 4 

Group 4 

Group 3 

Group 3 

Group 4 

Group 4 

Group 3 

Group 4 

Group 3 

Group 3 

NO DELEGATION 

Delegations 

I I 

l • , 

L 
{ ' 
L, 

l 
r 

L 

L 

{ J 

L 
[ 

L 

I 
L 



r-, 

I i 

r 

,...., 

7 

- ' I 

l 

Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) 

COL0Mt'i I 

Clause 33 

Take matters into account before granting leave. 
Initially 
Subsequently 

Clause 33 (h) 

Determine other matters relevant to decisions about leave. 
Initially 
Subsequently 

Clause 38 

Receive a report on the use of force. 

Clause 41 (I) 

Receive complaints of misbehaviour by juveniles in detention. 

Clause 42 

Deal with complaints of misbehaviour by detainees m 
detention centres. 

Clause 43 

Hold enquiries into allegations of misbehaviour by detainees 
in detention centres. 

Clause 45 

Decide on the appropriate punishment if detainee admits or 
is found guilty of misbehaviour. 

Clause 46 

Hold enquiries in the event of a not guilty plea. 

Clause 48 

Deal with misbehaviour which occurred in other detention 
centres. 

Ken Burtrum, Director-General -------"7 i fn 998 
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COLUMN 2 

Group 3 
Group 4 

Group 3 
Group 4 

Group 2 

Group 4 

Group 4 

Group 4 

Group 4 

Group 4 

Group 3 
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COLUMN I 

Clause 50 

Record the particulars of punishment awarded to detainees 
found guilty of minor misbehaviour in detention centres. 

Clause 51 

Make arrangement for detainees found guilty of serious 
misbehaviour to have a Children' s Magistrate hear the 
matter. 

Clause 53 

Require certain matters to be dealt with in inspection report. 

ks~ 
Ken Buttrum, Director-General 7 1.S-11998 -------
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Group 4 

Group 3 

Group I 
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Section 1 

Movements In 

Page 

1.1 Introduction 26 

1.2 General admission procedure 30 

1.3 Admission from police (police charge status) 35 

1.4 Admission from court (remand or control) 36 

1.5 Admission of intoxicated persons 36 

1.6 Detainee in transit 38 

1.7 Transferred detainee 38 

1.8 Detainee returning to a centre - overview 39 

1.9 Returning from court 41 

1.10 Returning from outside appointments 42 

1.11 Returning from supervised outings and camps 44 

1.12 Returning from day, overnight or special leave 46 

1.13 Personal property 47 
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1.1 Introduction 

Admission 

Co-ordinators Operations and Team Leaders are responsible for ensuring admissions 
procedures are implemented as required. 

p.26 

Admission procedures for detainees coming into juvenile justice centres are the responsibility of 
Admissions staff. 

Induction 

The induction process begins after a detainee is first admitted to the centre. 

Every detainee who is admitted to a juvenile justice centre must be inducted appropriately and 
within the guidelines provided by the Children (Detention Centres) Regulation 1995. It is the 
responsibility of the Team Leader, or a staff member delegated for this specific procedure, to 
conduct the induction process, which must include: 

• the general routine for the centre and the unit the detainee will reside in; 

• the detainee's obligations as to behaviour and conduct while in the centre and when 
representing the centre; 

• the detainee's right to legal representation and appeal; 

• the procedures for seeking information and making complaints; 

• the normal visiting days and hours; 

• any other matter necessary to enable the detainee to understand his or her rights and 
obligations and to adapt to living in the centre. 

All this information must be explained clearly to the detainee and any questions must be 
answered or be directed to a staff member who is able to answer them. 

Induction programs must have a follow-up component to assess whether the detainee requires 
additional information, or needs to have part of the induction repeated. 

Every juvenile justice centre must have a ''Detainee's Handbook" and an induction video, each 
containing the information required by detainees during their time at a centre, in addition to any 
specific information which relates to centre or residential unit programs. Every detainee 
admitted must be provided with a Handbook at the time of admission. 

Where a detainee has difficulty reading, the Team Leader must ensure that a staff member 
reads through the entire handbook with the detainee as soon as practicable following the 
detainee's admission. 

Where needed or requested, detainees must be provided access to interpreter services as soon 
as possible following admission, to explain the content of the Handbook. 

Intoxicated persons 

The following juvenile justice centres are identified as "proclaimed places": 

• Keelong 
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• Minda 

• Mount Penang 

• Worimi 

• Yasmar 

Managers of these centres may be required to accept a detainee, believed to be intoxicated, 
from the police at any time. The Manager or his or her delegate can only refuse to admit an 
intoxicated detainee, or transfer the detainee to another proclaimed place, if: 

• there is inadequate accommodation for the detainee; 

• the intoxicated detainee becomes violent enough to warrant removal; or 

• there is any other reason in the interest of the intoxicated detainee. 

Custody of an intoxicated detainee expires when: 

• the detainee is no longer intoxicated; 

• eight hours have passed; 

• a responsible person is willing to take responsibility for the detainee. 

p. 27 

When police contact the centre to request placement of an intoxicated juvenile they must speak 
directly to the Team Leader on duty. 

Organising detainee files on admission 

Detainees have two files when in custody: 

• D File; 

• Allied Health File. 

Responsible Action Required 

1 Admissions • McCabe Cottage will be aware of the detainee's admission. McCabe 
staff staff will contact your centre (via facsimile) within 24 hours of the 

detainee being admitted, to inform you of the procedure to be followed 
for the detainee D File. 

If M~QSi!Q~ QQll29~ h2s nQ! QQn!2Q!~d J'.Q!.!r Q!;ln!r!;l within 24 hQ!,!rs Qf !h~ 
2dmissiQn: 

• Contact McCabe Cottage and inform staff of the new admission 
and ask what procedure is to be followed. 

2 Nursing Following an interview with the detainee, an Allied Health File may be 
staff created. 

Department of Juvenile Justice (NSW) August 1998 Section 1 Movements In 
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When to use this procedure 

This procedure is used when a juvenile enters a juvenile justice centre, either newly admitted or 
re-entry. This includes: 

• a juvenile charged by the police, where police have refused bail; 

• a juvenile who has appeared in court and has been ordered into the custody of a juvenile 
justice centre, either on a control order or on remand; 

• a juvenile who has been considered intoxicated and has been placed (by police) in a 
juvenile justice centre identified as a proclaimed place; 

• a juvenile who has been breached or revoked on a community order and, as a result, is 
required to complete the order in a juvenile justice centre; 

• a juvenile who was apprehended after escaping or failing to return from leave; 

• a detainee who has appeared in court and has been granted bail, but cannot enter into 
bail conditions; 

• a detainee who has been transferred from another centre or an adult correctional centre; 

• a detainee, currently residing in a juvenile justice centre, who is in transit from another 
centre. 

Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Manager, Juvenile Placements / Transport Service 

• Co-ordinators Operations 

• Co-ordinators Casework 

• Team Leaders 

• Assistant Team Leaders (Programs) 

• Team Supervisors 

• Admissions staff 

• Escort personnel 

• Unit staff (eg. Senior Youth Workers, or staff directly supervising detainees) 

• Centre Support Team staff (ie. Registered Nurses, Psychologists, Alcohol and Other Drug 
Counsellors, Caseworkers). 

Forms and records which may be used 

• JJ-A018: Authority to Move a Detainee 
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• JJ-CW001: Notification of Admission to Custody and Short-Term Case Plan 

• JJ-A033: Admission Checklist (not available at time of printing) 

• JJ-A039: Admission Form (Resident Risk) Questionnaire 

• Admission form (where applicable) 

• CIS File Cover 

• CIS Property Record 

• Departmental Transfer Note (DTN) 

• Detainee D File 

• Allied Health File 

• Admissions Diary I Movements Sheet 

• Unit Log Book 

• Searches Register 

• Client Information System (CIS) 

• Appendix 1: NSW Police - Prisoners/ Intoxicated Persons Transfer Note 

• Appendix 2: Record of Reception of Intoxicated Person at Proclaimed Place 

• Appendix 3: Particulars of Parole Order Made by Court (No Supervision Ordered) -
Form 1 

p. 29 

• Appendix 4: Particulars of Parole Order Made by Court (Supervision Ordered) - Form 2. 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Procedure: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm Behaviour 
in Juvenile Justice Centres 

• Case Management Policy 

• Language Services Policy 

• DJJ / DOCS Protocol (Wards) 

• Nursing I Health Services Policy and Procedures 

Department of Juvenile Justice (NSW) August 1998 Section 1 Movements In 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 30 

Children (Detention • 11 Determining centre to be detained 
Centres) Act 1987 

• 13 Transfers between centres 

• 16 Separation of detainees 

• 17 Private property 

Children (Detention • 6 Classification 
Centres) Regulation 
1995 • 10 Property 

• 11 Books, newspapers, magazines, etc. 

• 12 Unauthorised possession of property 

• 13 Disposal of property 

• 14 Records to be kept concerning property 

• 5 Admission of detainees 

• 37 Use of force 

• 38 Reports on use of force 

Juvenile Justice Centres • Property Procedures 
Admissions Manual 

• D File Procedures 

Juvenile Placements/ • Procedures when detainees are under escort 
Transport - Training 
Manual • Handcuffing and restraining detainees 

1.2 General admission procedure 

This procedure applies when a detainee is first admitted to a centre, not a return to the centre. 

How this procedure works 

Responsible 

Admissions 
staff 

Action Required 

• Ensure all legal documentation for the juvenile's admission is in 
order and accurate. This depends on the type of admission. The 
various requirements are outlined in the procedures that follow. 

• Before the escorts leave the centre. ensure they (police or 
departmental) sign the necessary forms, and check that all property 
recorded by them is present. 

• Contact the Team Leader and inform him or her that a juvenile has 
arrived at the centre for admission. The juvenile is not to be 
accepted nor are the escorts to leave the centre until the Team 
Leader has attended checked the documentation and accepted the 
juvenile. 
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7 • Ensure the juvenile remains in a secure area until the Team Leader 
arrives in the admissions area. 

2 Team Leader • Check all legal mandates relating to the detainee (eg. remand 
warrants, control orders}, and ensure they are correct and that the 
detainee can be admitted to the centre. The admissions procedure 
must not continue if the detainee cannot be held. 

• Check all documentation that accompanies the detainee QfilQ£e the 
admissions procedure is started. 

• Report any problems with the admission or discrepancies in the legal 
mandates to the Co-ordinator Operations. 

• Check the Client Information System (CIS) for any "alerts" (critical 
information) on the detainee. 

• If there is an alert for the detainee. inform the Co-ordinator 
Casework and unit staff of the alert and the procedure which staff are 
required to follow. 

• Ensure that the admission procedure does not proceed without your 
approval. 

3 Admissions • If the detainee did !'::!QI come from another centre, complete the 
staff centre's Admission Form. It is not necessary to gather information 

which has already been obtained by staff in another juvenile justice 
centre, during the same period of custody. 

• Complete the Admission Checklist. (JJ-A033) 

• Enter all property and monies brought in by the detainee and 
recorded by escorts or police on the CIS Property Record. (For more 
information on recording personal property see Section 1.13.) 

• Place all property in sealed bags, and enter the tag number on the 
CIS property record and print the record. Ensure the Accounts 
Clerk receives any monies as soon as possible following the 
admission. 

• Ensure the detainee signs the CIS Property Record, acknowledging 
that the entry is correct and taking responsibility for any items he or 
she is taking into the unit. 

• Sign the CIS Property Record as correct. 

• Send any medication to the Nurse . 

• Where uniforms are required, arrange appropriate clothing for the 
detainee. 

• Check the personal details of the detainee, on documentation 
already provided and through discussions with the detainee. 

• Check the legal mandates and inform the detainee of court and 
outcome details. 
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• If tbe detai□ee bas a□ additiQ□al te[!I!, check that the "Particulars of 
Parole Order Made by Court" forms (Appendix 3, Appendix 4) is 
attached to the Control Order. If tbere is nQ ParQle Order attached. 
contact the court where the order was made and request that a 
Parole Order be forwarded to the centre. 

• Inform the detainee of the future court date . 

• Complete the Admission Form (Resident Risk) Questionnaire (JJ-
A039) and add any relevant information provided by the source (eg. 
police, escorts, other centre). 

• Where Q□e Qr mQre Qf the ris~ Q!.!estiQns are answered ":ies", make a 
notation of referral on the form and contact the Psychologist during 
hours. If tbe admjssiQ□ js QY1 Qf hQurs. contact the Team Leader, 
who will in turn make the appropriate referral. 

• Contact unit staff and inform them that a detainee is being admitted 
to their unit. 

• Phone the parent or significant other (nominated by the detainee) 
and inform them of the detainee's admission to the centre and 
details of the court outcome. Inform them that a letter will be sent 
providing information about the centre. 

• If tbe □Qmi□s.ited Qare□t QC sigaifii;a□t Qtber dQes □Qt bave a QbQ□e, 
contact the Police or local Juvenile Justice Officer and request a 
home visit. If tbe detainee js a State Ward, contact the relevant 
DOCS staff member where practicable. 

4 Unit staff • Attend the admissions area as soon as possible after being called, 
contact the Team Leader and request a second officer to assist with 
the personal search of the detainee. 

On arrival in tbe admissiQns area: 

• Collect all property belonging to the detainee . 

• Conduct a personal search of the detainee. (For more information 
see Section 6.13 - "Personal Searches of Detainees"). 

5 Admissions • Double-check the admissions procedure, including the legal 
staff mandate. 

• Check that all appropriate referrals have been made, in relation to 
the: 

1. legal mandate/s (eg. psychological assessment, alcohol and other 
drugs counselling); 

2. risk assessment (eg. medical); and 

3. alerts. 

• Enter all admission details on the Client Information System (CIS), 
including: 

1. any new personal details ( eg. change of address, additional 
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siblings, dependants, etc.); 

2. critical information (eg. self-harm, medical, escape, other); 

3. court outcomes; 

4. legal mandates; 

5. property; 

6. appointments I diary. 

• Record relevant information in the Admissions Diary I Movements 
Sheet (eg. court dates, appointments, etc.). 

• Ensure the following paperwork is attached to the detainee's D File, 
or submitted for filing: 

1. CIS File Cover 

2. Legal Mandates 

3. CIS Property Record 

4. CIS Alert (where applicable). 

• Send the Notification of Admission to Custody to the relevant 
Juvenile Justice Officer I Counsellor. (JJ-CW001) 

6 Team Leader • Check with Admissions staff regarding any referrals that have been 
made, and ensure they are followed up by the appropriate staff. 

• If tM det;;iinee is Q□ ;;i ~re Qcs;!ec Qr is ;;i St;;ite Ws;ird, inform the 
relevant JJCS Manager, so he or she may notify the local DCS 
Manager (refer to the DCS / DJJ Joint Protocol for joint clients). 

7 Team Leader • Enter relevant CIS alerts regarding critical information gathered at 
& Co- the time of admission. 
ordinator 
Casework • Provide copies of individual CIS alert printouts to relevant staff. 

• After entering the new alerts, print a new CIS Alert Register Report 
and ensure it is circulated to and displayed for relevant staff. 

Self-harm Alerts: 

• During hours - the Co-ordinator Casework enters an alert in 
consultation with the centre Psychologist (the Psychologist should 
determine the content of the alert). 

• Out of hours - the Team Leader enters an alert, which should be 
assessed and reviewed by the Psychologist when he or she returns 
to duty. 

Medical Alerts /"other"}: 

• During hours - the Team Leader enters an alert in consultation with 
the Registered Nurse (the Registered Nurse should determine the 
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8 Registered 
Nurse/ 
Casework & 
Centre 
Support 
Team staff 

content of the alert). 

• Out of hours - the Team Leader enters an alert, which should be 
assessed and reviewed by the Registered Nurse when he or she 
returns to duty. 

Escape Alerts: 

• During hours - the Team Leader enters an alert in consultation with 
the Coordinator Operations (both officers determine the content of 
the alert). 

• Out of hours - the Team Leader enters an alert, which should be 
assessed and reviewed by the Coordinator Operations when he or 
she returns to duty. 

Other Alerts: 

• During hours - the Team Leader enters an alert in consultation with 
relevant staff (where applicable). 

• Out of hours - the Team Leader enters an alert, which should be 
assessed and reviewed by a relevant staff member when he or she 
returns to duty (where applicable). 

NQte: ClS Alerts should be reviewed regularly, and updated or "ended" 
as deemed necessary and appropriate. Specialist staff (in the area to 
which the alert relates) must always be consulted regarding changes to 
CIS alerts. 

• Conduct assessments as soon as possible following admission 
(based on departmental guidelines and the legal status of the 
detainee): 

1. Health assessment (Registered Nurse) - within 48 hours of 
admission. 

2. Casework/ CST assessment - within 3 weeks of admission. 

• Report any issues of concern regarding the detainee to the Co­
ordinator Casework. 

9 Co-ordinator • Check the legal mandates for accuracy. 
Operations 

• Ensure the Admission Checklist has been completed (JJ-A033). !f..i.t 
has not, delegate outstanding tasks to relevant staff. 

• Where the detainee is on a control order, calculate the critical 
dates for the detainee's eligibility to apply for outings and leave from 
the centre. (For more information see Section 8.4 - "Calculating 
leave and outing eligibility.) 

• When the detainee's D file arrives. check the contents for accuracy 
and that detainee details collected at the centre are correct and in 
order. 

• Report any discrepancies or concerns to the Manager. 
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• Where tbe !:!et2i□ee's QQ□tcQI Qr!:!er io!:!iQ2tes tb2t he QC sbe is witbin 
P2rQle jurisgiQtiQ0 (ie. where the total of the minimum and additional 
terms is more than 3 years), forward a copy of the control order to 
the Legal Officer, CSO, as soon as possible following admission. 

• Ensure induction procedures are conducted with the detainee and 
that a Detainee's Handbook is provided to the detainee to keep. 

10 Co-ordinator • Ensure all referrals are followed up by the appropriate Centre 
Casework Support Team I Casework staff as soon as possible after the 

detainee's admission. (JJ-A031) 

• Check the short-term action plan on the Notification of Admission to 
Custody and ensure all action taken on immediate issues is 
recorded. (JJ-CW001) 

• Ensure the Co-ordinator Operations is aware of any information 
necessary for unit staff. 

• Ensure Centre Support Team and Casework staff communicate with 
operations staff regarding strategies to assist the detainee, on a 
regular basis. 

• Check all current CIS alerts for the detainee and consult with the 
Psychologist about self-harm alerts entered out of hours. 

• Enter a CIS alert for self-harm if requested by the Psychologist. 

1.3 Admission from police (police charge status) 

How this procedure works 

Responsible Action Required 

1 Admissions • Ensure all documentation is in order and present. including: 
staff 

• legal mandate; 

• Prisoners / Intoxicated Persons Transfer Note. (Appendix 1) 
. 

• Report any discrepancies in documentation or any other concerns to 
the Team Leader, before police escorts leave the centre. 

• Check that all property recorded by the police is present, before 
police escorts leave the centre. 

• If pQliQe prQQe~ reQQrgs 2Ce 2QQUr2te. sign the Prisoners I 
Intoxicated Persons Transfer Note. (Appendix 1) 

• Ensure the detainee is in a secure area before police leave the 
centre. 

2 All staff • Go to Section 1.2 - "General admission procedure". 
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1.4 Admission from court (remand or control) 

How this procedure works 

Responsible Action Required 

1 Escort • If the detainee is handcuffed. do not remove the handcuffs until you 
personnel are in a secure area. Take the handcuffs with you when you leave 

the centre (if you are not an escort from the receiving centre). 

• Ensure you have all relevant documentation (eg. legal mandate, 
movement form, etc.) when you arrive at the centre, and give these 
to Admissions staff. 

• Do not leave the centre until the Team Leader has checked all 
documentation and admissions staff have checked property 
belonging to the detainee. 

• Report any problems or concerns to the Team Leader on duty (if he 
or she is not available report to the Co-ordinator Operations). Do 
not leave the centre until this information is passed on to a senior 
officer. 

2 All staff • Go to Section 1.2 - "General admission procedure". 

1.s· Admission of intoxicated persons 

How this procedure works 

Responsible Action Required 

Team Leader • Request the police to take the juvenile to a hospital for a medical 
assessment, before coming to the centre. Police must provide a 
written report from the treating doctor stating that the juvenile can be 
admitted, and outlining any medical concerns and procedures for 
staff. 

• When QQlice hs.ive cQntacted J:'.QU and infQrmed J:'.QU the:,:'. will l:!e 
!:!ringing the juvenile tQ the centre, contact a Registered Nurse 
(casual) and request that he or she be on "stand by", with the 
possibility of attending the centre. 

• If you cannot contact a Registered Nurse, contact the Co-ordinator 
Nursing / Health Services, CSO and inform him or her of the situation. 

• If the RQljce have ta!sen the juvenile tQ a hQsi;iital and there are nQ 
cQncerns reQQrted l:!:i medical Qfficers, contact the Co-ordinator 
Nursing / Health Services and request permission for a Senior 
Youth Worker with First Aid training to supervise the juvenile. 

2 Admissions • Contact the Team Leader as soon as the detainee arrives. 
staff 

• Advise police escorts that they should not leave the centre until the 
Team Leader has attended the admissions area. 
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3 Team Leader • Attend the admissions area immediately after you have been 
contacted by admissions staff. 

On attending the admissions area: 
,...., 

• Ensure all police paperwork is in order . 

,...., • Check the report from the treating doctor . 

• Direct admissions staff to prepare the "Record of Intoxicated Persons 
at a Proclaimed Place" form. (Appendix 2) 

• Ensure police escorts complete section 1-6 of the above form, before 
leaving the centre. 

• Complete the remainder of the Intoxicated Persons form . 

• Wherever possible, arrange for the detainee to be separated from 
other detainees at the centre (as the detainee is not being detained 
for a criminal offence). 

• Direct unit staff to maintain close observation of the detainee, 
consistent with segregation guidelines and procedures, and make a 
notation of this in the unit log book/ diary. 

• Direct all staff to closely supervise and monitor the detainee as "at 
risk" of self-harm (in consideration of centre staffs lack of knowledge 
about his or her background). 

• Contact the parent or significant other of the juvenile and request 
that he or she attend the centre to collect the young person. 

4 Registered If caned to the centre: 
Nurse 

• Attend the centre as soon as possible after being called . 

• Check the detainee and assess the need for medical treatment. 

• Report any need for medical treatment to the Team Leader and 
organise necessary follow-up treatment. 

,..... • Record the assessment and treatment and any other action taken . 

5 Team Leader • Monitor staff supervision of the detainee. 

• If the Begistered ~!.!rse ceRQcts a need for f!.!ctber medical treatment. 
ensure necessary arrangements are made, which may include 
returning the detainee to hospital (in this case see the Section 
"Movements Out": "Under escort - other services" and "General 
Escorting Procedures"). 

7 
• Ensure all medical directions from the Registered Nurse are 

recorded in the Unit Log Book / Diary. 

If the parent or significant otber attends the centre to collect the juvenile: 

• Assess him or her as to suitability to supervise the juvenile (eg. not 
intoxicated). 

Department of Juvenile Justice (NSW) August 1998 Section 1 Movements In 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 38 

1.6 Detainee in transit 

How this procedure works 

Responsible Action Required 

Escort • If the detainee is handcuffed. do not remove the handcuffs until you 
personnel are in a secure area. Take the handcuffs with you when you leave 

the centre {if you are not an escort from the receiving centre). 

• When you arrjve at the centre. ensure you have all relevant 
documentation {eg. legal mandate, movement form, medication 
forms, etc.), and give these to the admissions staff. 

• Do not leave the centre until the Team Leader has checked all 
documentation and admissions staff have checked the detainee's 
property brought in by you. 

• Report any problems or concerns to the Team Leader on duty. Do 
not leave the centre until you have passed this information on to a 
senior officer. 

2 Admissions • Before escoct i:;iecsonoel leave the ceotre, check all court and escort 
staff documentation and collect the Authority to Move a Detainee form 

(JJ-A018). 

• Before escort i:;iecsoo□el leave the centce. ensure all property and 
monies belonging to the detainee {as recorded by the other centre) 
are present and accurately recorded. 

• Contact the Team Leader and inform him or her that the detainee 
has arrived. 

3 All staff • Go to Section 1.2 - "General admission procedure" . 

~: when a detainee is admitted in transit, D File procedures do not 
apply, as the D File remains at the centre where the detainee came from. 
Admissions staff from that centre will update the Client Information 
System on his or her return to that centre. 

1.7 Transferred detainee 

How this procedure works 

Responsible 

1 Escort 
personnel 

Action Required 

• If the detajoee is handcuffed. do not remove the handcuffs until you 
are in a secure area. Take the handcuffs with you when you leave 
the centre (if you are not an escort from the receiving centre). 

• When you arrive at the centre, ensure you have all relevant 
documentation {eg. D File, Allied Health File, movement form JJ­
A018, etc.), and give these to Admissions staff. lf the detainee is 
being reclassified you should also have either JJ-A002 {Class A) or 
JJ-A003 {Class B). 
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• Do not leave the centre until Admissions staff have checked all 
documentation and the detainee's property brought in by you. 

• Report any problems or concerns to the Team Leader on duty (if he 
or she is unavailable report to the Co-ordinator Operations). Do not 
leave the centre until you have passed this information on to a senior 
officer. 

2 Admissions • BefQre es~Qct 12ersQnoel leave tbe ~e□tce. check all court and transfer 
staff documentation and the D File, and collect the Authority to Move a 

Detainee form. (JJ-A018) 

• BefQre es~Qct 12ersQnnel leave 1be ~entre, ensure all property and 
monies belonging to the detainee (as recorded by the other centre) 
are present and accurately recorded, including any medication. 

• Contact the Team Leader and inform him or her that the detainee 
has arrived. 

3 All staff • Go to Section 1.2 - "General admission procedure". 

1.8 Detainee returning to a centre - overview 

When to use this procedure 

This procedure is used when a detainee, or a group of detainees from a juvenile justice centre, 
return to the centre from the community. This may be due to: 

1. a court appearance, from which the detainee is required to return to the centre (see 
Section 1.9); 

2. an appointment for casework, medical, educational or vocational reasons (see Section 
1.10); 

3. a supervised community activity or camp with centre I departmental staff (see Section 
1.1 1 ); 

4. participation in day or overnight leave from the centre (see Section 1.12). 

The procedures for organising, supervising and monitoring such absences are contained in 
Section 2 - "Movements Our. 

Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Manager, Juvenile Placements/ Transport Service 

• Co-ordinators Operations 

• Co-ordinators Casework 

• Co-ordinators Programs I Staff Development 
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• Team Leaders 

• Assistant Team Leader (Programs) 

• Team Supervisors 

• Admissions staff 

• Unit staff (eg. Senior Youth Workers, or staff directly supervising detainees) 

• Escort personnel 

• Centre Support Team staff (ie. Registered Nurses, Psychologists, Alcohol and Other Drug 
Counsellors, Caseworkers). 

Forms and records which may be used 

• JJ-A018: Authority to Move a Detainee 

• JJ-A035: Order for Escorted Absence 

• JJ-A037: Order for Escorted Absence - Group Absences 

• JJ-A025: Order for Leave 

• JJ-A026: Leave Undertaking 

• JJ-A027: Detainee's Leave evaluation 

• Appendix 3: Particulars of Parole Order Made by Court (No Supervision Ordered ) -
Form 1 

• Appendix 4: Particulars of Parole Order Made by Court (Supervision Ordered) - Form 2 
Unit Log Book 

• Admissions Diary / Movements Sheet 

• JJ-A059: Searches Register 

• Client Information System (CIS} 

• Incident documentation and reports (refer to Section 7 - ~Incidents"). 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Procedure: 

DJJ Policy Manual • Case Management Policy 

• Policy and Procedures for conducting camps and supervised 
activities from a Juvenile Justice Centre 
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Juvenile • Procedures when detainees are under escort 
Placements/Transport -
Training Manual • Handcuffing and restraining detainees 

Health Services • Security outside appointments 
Operational Manual 

• Medication for leave outings etc . 

1.9 Returning from court 

How this procedure works 

Responsible Action Required 

1 Escort • If directed. maintain physical contact with the detainee from the 
personnel vehicle into the centre until you are secured in a building. 

• If the detainee is handcuffed, do not remove the handcuffs until 
secure in a building or the Admissions area. 

• Give the handcuffs and keys to the Admissions Officer and sign the 
Handcuffs and Keys Register. 

• Give the original of the Authority to Move a Detainee form (JJ-A018) 
and all court papers (legal mandate) to Admissions staff. 

• If medication was taken with the detainee, return any remaining 
medication and the completed after-hours medication sheet to 
Admissions staff. 

• If an:i QrQ!;ilems Qccurred du[ing the OJQ~ement. report them directly 
to the Team Leader. If directed by the Team Leader, complete a 
Centre Incident Report (JJ-A009). 

2 Admissions • Contact the Team Leader and inform him or her that the detainee 
staff has been returned to the centre. 

• Contact the unit where the detainee resides and inform staff of the 
return and request that a staff member collect the detainee. 

OR 

Contact internal (Operations) escort staff and inform them that the 
detainee needs to be returned to his or her unit. 

• Retrieve the Authority to Move a Detainee form (JJ-A018) and court 
papers from the escort personnel. 

• Retrieve the handcuffs and keys from escort personnel and check 
they are operational. 

• Ensure escort personnel sign the Handcuffs and Keys Register . 
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3 Unit staff 

• Ensure medication and the after-hours medication sheet are given to 
the Registered Nurse. 

• Enter new court information on the Client Information System. 

• Record the detainee's return in the: 

• Admissions Diary / Movements Sheet 

• Client Information System (CIS). 

• If the detainee received a control order with a minimum and additional 
_term, check that a "Particulars of Parole Order made by Court" form 
is attached to the order. That is, either Form 1 (Appendix 3) or Form 
2 (Appendix 4). 

• If the Parole Order is not attached: 

1. contact the court that issued the control order and request the 
Parole Order be sent to you; 

2. make an entry in the legal mandates section of the D File that the 
Parole Order has been requested. 

• Attach "Particulars of Parole Order Made by Court• (Form 1 or 2) to 
the Probation and Parole section of the detainee's D File. 

• When contacted by Admissions staff, collect the detainee as soon as 
possible. 

• If a search of the detainee has been approved <by the Team Leader 
or io published routines): 

• Contact the Team Leader and request that a second officer 
attend the search area to assist with the search. 

• When the second officer is present, conduct a personal search of 
the detainee. The type of search will be decided by the Team 
Leader, based on your recommendation. 

• After a search is conducted, complete the Searches Register. 

• On returning to the unit. record the detainee's return in the Unit Log 
Book and adjust detainee numbers accordingly. 

1.10 Returning from outside appointments 

How this procedure works 

Responsible 

Escort 
personnel 

Action Required 

• If directed, maintain physical contact with the detainee from the 
vehicle into the centre until you are secured in a building. 

• If the detainee is handcuffed. do not remove the handcuffs until you 
are secure in a building or the Admissions area. 
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2 Admissions 
staff 

3 Unit staff 

• Give the handcuffs and keys to the Admissions Officer and sign the 
Handcuffs and Keys Register. 

• Give the original of the Authority to Move a Detainee form (JJ-A018) 
and all other papers (eg. referral papers, prescriptions, appointment 
cards, etc.) to the Admissions staff. 

• If medication was taken or prescribed for the detainee, return any 
remaining medication and the after-hours medication sheet to 
Admissions staff. 

• If any problems occurred during the movement, report them directly 
to the Team Leader. If directed by the Team Leader, complete an 
incident report (JJ-A009). 

• Contact the Team leader and inform him or her that the detainee 
has been returned to the centre and of any future appointments the 
detainee is required for. 

• Contact the unit where the detainee resides and request that a staff 
member collect the detainee. 

• Retrieve the Authority to Move a Detainee form (JJ-A018) and other 
relevant papers from the escort personnel. 

• If the detainee was handcuffed, retrieve the handcuffs and keys from 
escort personnel, check they are operational, and ensure escort 
personnel sign the Handcuffs and Keys Register. 

• Enter future appointments on the Client Information System. 

• If returning from a medical appointment, ensure medical paperwork 
is submitted to the Nurse unopened. 

• Contact the Co-ordinator Casework, Registered Nurse, or the staff 
member who referred the detainee, and inform him or her of the 
detainee's return and future appointment details. 

• Inform the Co-ordinator Casework of any concerns you have about 
the detainee following his or her return. 

• Record the detainee's return in the: 

1. Admissions Diary I Movements Sheet 

2. Client Information System (CIS). 

• When contacted by the admissions staff, collect the detainee as 
soon as possible. 

If a search of the detainee has been approved by the Team Leader: 

• Contact the Team Leader and request that a second officer attend 
the search area to assist with the search. 

• When the second officer is present, conduct a personal search of 
the detainee. The type of search will be decided by the Team 
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Leader, based on your recommendation. 

• After the search is conducted. complete the Searches Register. 

• On returning to the unit, record the detainee's return in the Unit Log 
Book and adjust detainee numbers accordingly. 

1.11 Returning from supervised outings and camps 

How this procedure works 

Responsible Action Required 

1 Supervising • Ensure staff and detainees remove all items from the vehicle, 
staff/ Camp including personal clothing and rubbish. Check the vehicle for 
Leader damage. 

• Conduct a head count of detainees as the group moves into the 
centre. 

• Return the Order for Escorted Absence - Group Absences form (JJ • 
A037) to Admissions staff. 

• Return any medication and after-hours medication sheets to the 
Registered Nurse and report injuries or concerns about medication. 

• Report any damage to the vehicle to the Team Leader . 

2 Admissions • Contact the Team Leader and inform him or her that the supervised 
staff outing group has returned to the centre. 

• Retrieve the original of the Order for Escorted Absence - Group 
Absences form (JJ-A037) from the outing co-ordinator/ camp leader. 

• Enter the return of all detainees on the: 

• Admissions Diary I Movements Sheet 

• Client Information System (CIS) . 

• Ensure a copy of the Order for Escorted Absence - Group Absence 
form (JJ-A037) is placed on each participating detainee's D File. 

3 Team Leader • If searches are a standard routine following syi;iervised outings OB if 
~ou or staff have a reasonati!e !;!elief that a detainee ma~ have an 
item of contra!;!and, ensure personal searches of the returning 
detainees are conducted before they return to their designated units. 

• Contact unit or internal escort staff and direct them to return the 
detainees to their units. 

• 6efore tbe co-ordinator I camQ leader leaves the centre, ensure he or 
she reports to you. 
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4 Unit staff • When detainees have returned to the unit, enter the return in the Unit 
Log Book. Ensure that the number of detainees in the unit is 
adjusted accordingly. 

5 Co-ordinator I • Report to the Team Leader on: 
Camp Leader 

1. the success of the program; 

2. any problems you experienced during the outing; 

3 . any issues with individual detainees; 
..... 

4. any other relevant security issues. 

• If any problems were experienced during the supervised outing I 
camp (about which you contacted the centre): 

1. Complete a Centre Incident Report. (JJ-A009) 

2. Ensure each staff member on the supervised outing completes a 
separate Centre Incident Report. (For more information, see 
Section 7 - Mlncidents".) 

• 6efQre fea~ing tbe centre Qn tbe day Qf tbe sype[Yjsed Q!.!ting, submit 
all completed Centre Incident Reports to the Team Leader. (JJ-A009) 

6 Team Leader If s1,1pe1Yisiog staff repQrted any problems d1.1ring tbe Q!.lting (abQ!.!t wbicb 
YQ!.I were cQotacted wbile tbey were absent): 

• Ensure each staff member completes a Centre Incident Report and 
submits it to you befQre be Qr sbe lea~es tbe centre Qn tbe day Qf the 
Q!.!1ing. (JJ-A009) 

• Check that the information on all Centre Incident Reports is accurate . 

• Go to Section 7 - "Incidents", and refer to the "After an incident" and 
"Checklists for reporting" procedures. 

7 Co-ordinator After the sypervised Q!.!tiog I camp: 
Programs/ 
Staff • Ensure the co-ordinator/ camp leader completes and submits a 
Development report and evaluation of the activity within 7 days. This does not 

include reports on any incidents which occurred during the activity, 
which must be submitted immediately following return to the centre. 

8 Co-ordinator I • Ensure a report and evaluation of the activity is complete and 
Camp Leader submitted to the Co-ordinator Programs I Staff Development, within 7 

days of the activity. To complete this report and evaluation, ensure 
you consult with staff and detainees who participated in the activity. 
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1.12 Returning from day or overnight leave 

How this procedure works 

Responsible Action Required 

Team Leader • If ~QI.I wish tQ sgeak witb tbe leave S!.!gervisQc when be Qr she cet!.!ms 
with the detainee. request Admissions staff that they inform the 
supervisor when he or she arrives. 

2 Admissions • 6efQce the lea~e s!.!ge~iSQC (eg gaceot. 9!.!a[dian) leaves the ~entre 
staff collect the completed originals of the: 

1. Order for Leave - original on D File; (JJ-A025) 

2. Leave Undertaking - to Co-ordinator Casework; (JJ-A026) 

3. Detainee's Leave Evaluation - to Co-ordinator Casework. (JJ-
A027) 

• Attach these forms together and ensure the Co-ordinator Casework 
receives them as soon as possible following the return from leave. 

• Contact the Team Leader and inform him or her that the detainee 
has returned from leave. 

• Contact the unit where the detainee resides and inform staff that the 
detainee has returned. 

• Ensure all property returned to the centre with the detainee is 
recorded accurately. (For more information see Section 1.13 -
"Personal property".) 

• Enter the detainee's return on the Client Information System and the 
Admissions Diary / Movements Sheet. 

• If medication was taken with the detainee, return any remaining 
medication and after hours medication sheet to Admissions staff. 

• Ensure the Order for Leave is attached to the detainee's D File. (JJ-
A025) 

3 Unit staff 6efQre taking tbe detainee tQ the !.! □it 

• If directed by the Team Leader, conduct a search of the detainee for 
any items of contraband. After the search is conducted, complete 
the Searches Register. (For more information see Section 6.13 -
"Personal searches of detaineesM.) 

When the detainee has been ret!,!rned tQ his Qr her !.! □ it 

• Record the return in the Log Book and adjust the present numbers 
accordingly. 
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4 Co-ordinator • As SQQ□ as QQSSible afiec tbe detainee cetl.!ms fCQrn leave, conduct 
Casework/ an interview with him or her about the leave. During this interview 
Caseworker I discuss: 
Key Worker 

1. any problems which occurred during the leave; 

2. the supervisor's evaluation of leave and any concerns the 
detainee may have about those comments; (JJ-A026) 

3. the detainee's evaluation. Add any additional comments he or she 
makes about leave during the interview. (JJ-A027) 

5 Case Worker • Report to the Co-ordinator Casework about the detainee's leave and 
/ Key Worker highlight any problems which were experienced by the detainee or 
(where the leave supervisor. 
applicable) 

• Ensure that an entry is made in the case notes in the casework 
section of the detainee's D File. 

6 Co-ordinator • Report any issues or problems to the Manager and discuss them 
Casework with the Co-ordinator Operations, in relation to management of the 

detainee in the unit following leave. 

1.13 Personal property 

When to use this procedure 

This procedure is used for the management and accountability of detainees' personal property at 
the following times: 

• admission 

• during custody 

• transfer 

• discharge. 

Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Co-ordinators Operations 

• Co-ordinators Casework 

• Co-ordinators Programs / Staff Development 

• Co-ordinators (Programs), (Operations) & (Clinical) 

• Team Supervisors 

• Assistant Team Leaders (Programs) 
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• Team Leaders 

• Admissions Coordinators 

• Admissions staff 

• Senior Youth Workers 

• Escort personnel 

• Centre Support Team staff (eg., Registered Nurses, Psychologists, Alcohol and Other Drug 
Counsellors, Caseworkers, other counsellors). 

Forms and records which may be used 

• Client Information System (CIS) Property Record. 

Related policies and procedures 

In the: Go to section or policy: 

Children (Detention Centres) • 17 Private property 
Act1987 

Children (Detention Centres) • 10 Property 
Regulation 1995 

• 11 Books, newspapers, magazines, etc. 

• 12 Unauthorised possession of property 

• 13 Disposal of property 

• 14 Records to be kept concerning property 

Guidelines for CIS property records 

Every time property procedures are undertaken a record !!11.!£ be made on the Client Information 
System (CIS). This should be done prior to and during custody when property is: 

• stored at the centre; 

• taken or retained by the detainee in the centre / unit 

• destroyed; 

• sent to family or significant others. 

The following are guidelines for recording property on the CIS Property Record (an example of 
recording follows): 

• When "~" is selected, type in the seal number. The staff member making the entry and 
the detainee must sign the hard copy (print out) of the property record. 

• When "destroyed" is selected, type in the reason for property being destroyed. The staff 
member making the record and the detainee must sign the record. 
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• Each time a detainee takes property, receives property or there is a change in location, the 
record may be "~" then modified with date and time defaulting to the current date and 
time that the record is being changed. ~ : You cannot save this record without modifying 
the record. 

• 'Nhen "retained" is selected - the statement "I acknowledge that I accept responsibility for 
any property retained" will appear. The staff member who made the record and the detainee 
must sign the print out. 

• A Client Property Record may be printed which reads: 

Date Entered Location Property Details Code 

Example of a CIS property record 

The following is an example of entering property on the CIS Property Record: 

Select Property - Events selector - F11 

Property Summary 

Add each description to be entered separately, eg.: 

Q.am Ii.oN Qe~crii;2tiQ□ (LQQ!s!.!R QQde) LQcatiQ□ 
30/1/98 9.1 5 Stored Minda 
30/1/98 9.30 Sent Away Minda 
30/1/98 9.45 Retained Minda 
30/1/98 10.00 Destroyed Minda 
1/2/98 1.30 Stored Yasmar 
1/2/98 1.45 Retained Yasmar 

Property Entry 

Add Date Entered 
Time Entered 
Admit Date 
Location 
Property Entry Code (ie., Lookup - stored, sent away, retained, destroyed, transit) 

Property Details 

Quantity Item Description Quantity Item Description 

1 Shoes Reeboks s 9 1 Shirt Billabong 
2 Jeans Levi Black 
etc ... 

Date sent away (or retained, stored, destroyed): 

I acknowledge that the above items will be sent to the following address ... ("Lookup" for the 
address and detainee and officer to sign the hard copy). 
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Procedures for management of detainee property 

When a detainee is admitted 

That is, from court or police. Refer to the relevant procedures in this section for managing a 
detainee's property when he or she is transferred to or from your centre or in transit. 

Responsible 

1 Admissions 
staff 

Action Required 

When the detainee arrives at your centre: 

• Check that you have received all sealed bags and envelopes which 
were recorded by the escorts (ie., Juvenile Transport or Police), ~ 
the escorts leave the centre. 

To check property: 

• Check all items of property brought in by the detainee, including: 

1. clothing (including footwear and those items being worn by the 
detainee); 

2. jewellery; 

3. money; 

4. any other personal items. 

• When searching property, ensure that protective equipment (ie., 
gloves, ruler, pen, etc.) is used (for more information see Section 
6.13- "Personal searches of detainees". 

• If an item is found which is not permitted in your centre. inform the 
Team Leader, and: 

• ei1l)e[ ensure that the item is stored in the allocated storage area, 
and recorded as such; 

• or give or send the item to the detainee's parent or significant 
other. 

To record property (refer to the guidelines on the CIS Property Records, 

above): 

• Enter the detainee's details onto the Client Information System and 
move to the "property" screen. 

• 1n the property screen, record all the detainee·s property, including: 

1. the clothing he or she was wearing on admission; 

2. the items he or she will be taking into the unit ("retained"); 

3. the items which will be stored at the centre ("stored"); 

4. the items which will be sent to family or significant others ("sent 
away"). 
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• Enter the sealed bag number on the Property Record in which items 
will be stored. 

• When all property has been entered. print the CIS Property Record 
and: 

1. ensure the detainee signs the property sheet; and, 

2. sign the property record, as the checking officer. 

• When the property record has been signed by the detainee and you, 
attach it to the detainee D File. 

p. 51 

To store property (refer to the guidelines on the CIS Property Records, 
above): 

• Ensure all items for storage are placed in a sealed bag and the 
number of the seal is recorded on the CIS property record. 

• Ensure all items for storage are placed in a safe and secure area, until 
the detainee is transferred or discharged. 

Jo send property away: 

• Inform the Team Leader of the items you are sending to the detainee's 
family or significant other. 

• Record the items which are being "sent away" on the CIS Property 
Record, and ensure you and the detainee sign the print out. 

• Attach the signed_ CIS Property Record to the detainee's D File. 

When a detainee is discharged or transferred to another centre 

Responsible Action Required 

Unit staff • Ensure the detainee collects his or her property from the unit, .QefQre 
attending the admissions area to be discharged or transferred. 

• Whe~ property items c;;mnot be fo!.!□d, inform the detainee that a 
record exists at the centre which indicates the detainee took full 
responsibility f?r all items which he or she brought into the unit. 

• Contact the Team Leader and inform him or her of the items which 
the detainee cannot find. 

2 Team Leader If a detainee cannot find items which he or she took into the !.!nit: 

• Check the property records on the D File and mark off those items 
which the detainee has stated he or she cannot find. 

• When the detainee is being discharged, show him or her the record 
which he or she signed taking full responsibility for those items. 
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3 Admissions 
staff 

• Check all property which was~ by the centre and retained by the 
detainee against: 

1. the CIS; 

2. any CIS Property print-outs which were made during the period of 
detention. 

~ : all items retained by the detainee are his or her responsibility (as 
acknowledged when the items were given to him or her). 

• Print out a CIS Property Record showing all items of property located 
and being sent with the detainee, and: 

1. enter comments about the items reported missing; 

2. ensure the detainee signs the print out; 

3. sign the print out as the checking officer; 

4. attach the CIS Property Record to the detainee's D File. 

• Ensure the detainee receives all monies which were held in the trust 
account before he or she leaves the centre. 
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3.1 Co-ordination and provision of detainee services 

All juvenile justice centre staff should be committed to a coordinated approach to detainee 
services. The current organisational structure in centres provides greater opportunity for this 
coordination to occur, ensuring the needs of individuals and groups of detainees are more 
effectively identified and addressed. 

All staff groups and services in centres have a role in detainee services. in their defined areas 
and in consultation with other centre groups and services. In addition to this, strong links should 
be established and maintained with community based services. both Departmental and non­
Departmental, ensuring a constant community focus of work in detention. 

Stages 

There are five stages in the general procedure for co-ordination and provision of detainee 
services. These stages are consistent with the service provision procedures for individual 
service within the centre. The five stages are: 

1. Gathering assessment information 

2. Collation and sharing of assessment information (CST Meeting) 

3. Planning detainee services (Service Delivery Plan, treatment plans and program plan) 

4. Providing detainee services 

5. Review and evaluation. 

Details of these stages are provided later in this section. 

Staff 

There are three groups of staff in centres who are responsible for the coordination and provision 
of detainee services. They are: 

• Case Management (which includes the Centre Support Team) 

• Programs 

• Operations. 

These groups are reflected in the organisational structure of centres. Staff in these groups have 
different roles and responsibilities, all of which culminate on the provision of effective services. 
All groups must work together and maintain the focus of service to detainees. to achieve positive 
outcomes. Each group must provide support to other groups, and regularly provide information 
to others about the work they are doing with individual and groups of detainees. 

Gathering assessment information 

1 

Responsible 

Admitting 
Officer 

Action Required 

• Gather as much information as possible during the admission 
procedure. 

• Ensure any information which can be used for CST/ casework 
assessments is covered thoroughly and that notes are made on all 
important information obtained from the detainee. 
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• Ensure copies of admission information is distributed to the relevant 
staff as soon as possible. 

• Ensure critical issues and information gathered during admission 
are passed on to case management staff (which includes CST) 
immediately. 

~ 

• Out of hours - inform the Team Leader, and place copies for the 
relevant staff where they will have access to them as soon as they 
arrive on duty. 

2 CST / School / • Where required or needed, conduct assessments as soon as 
Casework staff possible. 

• Gather as much information as possible in assessments, to ensure 
the greatest amount of available information for effective Service 
Delivery Planning. 

• Ensure any critical information is reported and a CIS alert is entered 
(where needed): 

• self harm and casework-related alerts - report to the Co-
ordinator Casework; 

• escape and other operational alerts - report to the Team Leader 
on duty. 

Collation and sharing of information 

CST Meeting 

Responsible 

Co-ordinator 
Casework 

Action Required 

• Ensure all staff who have conducted assessments with the detainee 
have the opportunity to report the content of their assessments to 
the meeting . 

• Ensure the group discuss and agree on focus areas for case 
management. That is, the identified ~ of the detainee. 

• Where applicable or available, inform the meeting of the JJCS 
Service Delivery Plan (developed prior to custody). 

• If it is the first time the detainee is listed at the Meeting, enter all 
relevant information, action taken to date and recommended further 
action on the initial Service Delivery Plan. 

• If the detajnee's case is being reviewed. ensure new information 
and updates regarding casework and treatment action are recorded 
in accordance with case management procedures. 

• Note all recommendations made by other staff at the meeting. 
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2 CST, School & • Report information from assessments, ensuring all information 
other case valuable to Service Delivery Planning is included in your report. 
management 
staff • Inform the meeting of all critical information identified in your 

assessment (eg., alert information, special needs). 

• State your recommendations fci'r case management, including: 

1. suggested casework outcomes; 

2. treatment I intervention plans; 

3. recommended programs (group and individual). 

3 Co-ordinator • Develop a list of recommended needed programs for the detainee: 
Programs/Staff 
Development I • initiate the list by recording your own ideas, based on the 
Programs Staff assessment information presented. That is, what types of 

programs could address the identified needs of the detainee?; 

• ask other staff at the meeting for their recommendations on 
programs which would meet, or which are consistent with, the 
~ identified in assessment. (For more information see 
Section 3.2.) 

4 Operational • Provide accurate information on staff observations of the detainee 
staff and information which has been recorded by all operational staff. 

• Make recommendations regarding the ~ of the detainee, and 
how they may be met during the period of detention (with particular 
focus on counselling and other structured programs). 

Planning detainee services 

SeNice Delivery Plan, Case Plan Contract, Treatment Plan, Program Plan 

Although treatment and program plans can be developed and exist separately, their general 
content should also be included in the Service Delivery Plan and the Case Plan Contract (if 
agreed to by the detainee). 

The Case Plan Contract, which is developed by the detainee in conjunction with staff, is the key 
document for an individual detainee. The contract should be referred to regularly by all staff 
working with that detainee. It should be possible for any staff member at the centre to access 
the Case Plan Contract and know exactly what is being done with or planned for the detainee (in 
custody and the community). 

Responsible Action required 

1 Co-ordinator • Ensure all assessment information is considered in the 
Casework/ development of the Service Delivery Plan. 
Caseworker 

• Discuss service delivery ideas with CST and other case 
management staff involved with the detainee. 

• Where applicable, use the case conference to complete the process 
of gathering information, and to finalise the Service Delivery Plan. 
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7 • Request that CST staff provide information about their treatment 
plan for the detainee, for inclusion in the Service Delivery Plan (at 
times, CST staff may not be able to provide all details of their 
treatment plan, but they should give an outline of the plan). 

• Refer to the list of recommended or needed programs, developed 
by programs staff. Include (in the Service Delivery Plan) those 
programs which could assist achievement of casework outcomes. 

• Ensure the Service Delivery Plan contains: 

1. focus areas and needs; 

2. proposed strategies; 

3. proposed responsibilities for people working with the detainee 
(eg., staff, outside agencies, the detainee, family or significant 
other); 

4. time frames for the completion of responsibilities and tasks. 

• Review the Service Delivery Plan with the detainee and develop 
the Case Plan Contract based on what the detainee identifies as 
areas and tasks he or she agrees to work on. 

• Ensure the Service Delivery Plan is accessible for all staff directly 
involved with detainees at the centre (this may require at least one 
copy of the document in a central location, in addition to the original 
on the D File). 

• Provide staff with a copy of the Case Plan Contract if they have 
responsibilities assigned. 

2 CST,School& • Participate in service delivery planning to detail the overall needs of 
other case the detainee. 
management 
staff • Where applicable, actively participate in case conferences and 

case discussions for any detainee to ensure your recommendations 
are included in the Service Delivery Plan. 

-, • lnfonn the Co-ordinator Casework or allocated Caseworker of your 
planned action and treatment plan for the detainee so that it can be 
included in the Service Delivery Plan. 

-, 
• Ensure your planned action and interventions are included in the 

Service Delivery Plan. 

-, • Acknowledge the Case Plan C~:mtract as the central document of 
service provision for the detainee and the Service Delivery Plan as 
the reference point for contracting. 

7 • Inform operational staff of recommended strategies for the 
management and support of the detainee, and of any requirements 
and special needs of the detainee which they need to monitor and 
incorporate into their work with that detainee. 

Department of Juvenile Justice (NSW) August 1998 Section 3 Detainee Services 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 125 

3 Co-ordinator • Consult with the Co-ordinator Casework or Caseworker about 
Programs/Staff additional info_rmation gathered at case conferences, and (where 
Development applicable) add to the list of recommended programs for that 

detainee. 

• Update the recommended programs list. 

• Refer to the Service Delivery Plan and note those programs which 
are consistent with the list of recommended programs. 

• When the detainee has completed his or her Case Plan Contract, 
note the recommended programs which the detainee has agreed to 
complete. 

• Identify program providers (who have been identified as able to 
present the programs contained in the Case Plan Contract), liaise 
with them and agree on the times they can conduct the programs. 

• Develop a schedule for the detainee, towards completing the 
agreed programs. This will probably be an initial schedule at this 
stage, based on the availability of certain programs (ie., you may 
have to arrange other programs which are not readily available at 
this time). 

• Update the detainee's program schedule as more of the agreed 
programs become available. 

• Inform operational staff about planned programs (per the Case Plan 
Contract) and any requirements of them for implementation or 
supervision. 

• Acknowledge the Case Plan Contract as the central document of 
service provision for the detainee and the Service Delivery Plan as 
the reference point for contracting. 

4 Operational • Read the Service Delivery Plan, Case Plan Contract and Program 
staff Schedule for the detainee, and ensure a working knowledge of its 

content. 

• Note operational staff responsibilities in the Case Plan Contract. If 
any are unclear, clarify this with the Co-ordinator Casework or 
Caseworker. 

• Ensure the detainee is available for planned programs and that he 
or she is encouraged to participate. 

• Acknowledge the Case Plan Contract as the central document of 
service provision for the detainee and the Service Delivery Plan as 
the reference point for contracting. 

Providing detainee services 

Treatment and program plans are incorporated into the Case Plan Contract, so the provision of 
detainee services should be based on the Case Plan Contract. All staff should actively refer to 
the Case Plan Contract, for action required of them and information about what other staff are 
doing with the detainee. 
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Responsible Action required 

Co-ordinator • Oversee the implementation of the Case Plan Contract. 
Casework/ 
Caseworker • Consult with all staff involved in the Case Plan Contract on a 

regular basis. 

....., • Address problems with the Case Plan Contract as they arise, and 
make notes about this, to be discussed at reviews. 

• Regularly liaise with: 

1. operational staff, about the detainee's progress and observations 
they have made of the detainee as he or she undertakes the 
Case Plan Contract, in terms of issues and achievements; 

2. CSI s~bool aod otber ~ase maoagement staff, about the 
detainee's progress with agreed individual and groupwork plans, 
issues and achievements, and any changes which have been 
made; 

3. programs staff, about the detainee's participation in 
recommended programs and issues and achievements noted. 

• Ensure regular entries are made in case notes after consultation 
with other staff, to assist with reviews. 

2 CST,School& • Refer to the Case Plan Contract, and implement strategies as 
other case outlined. 
management 
staff • Discuss your strategies with operational staff and outline how they 

can support and assist you in your work with the detainee. 

• Regularly liaise with the Co-ordinator Casework or Caseworker 
about progress, issues and achievements. 

• Record the above (in accordance with your service's procedures), 
for future reference and use at Case Plan Contract Reviews and 
Service Delivery Plan Reviews. 

• Regularly liaise with other staff and agencies involved in the Case 
Plan Contract, to ensure a consistent approach to work with the 
detainee. 

-, 3 Co-ordinator • Refer to the Case Plan Contract, and coordinate provision of the 
Programs/Staff agreed programs. 
Development/ 

Discuss the detainee's program schedule with operational staff and Programs staff • 
outline how they can support and assist the implementation of 
programs (including encouraging and motivating the detainee). 

• Regularly liaise with the Co-ordinator Casework or Caseworker 
about progress, issues and achievements in the detainee's program 
participation. 

• Record the above (in accordance with your service's procedures), 
for future reference and use at Case Plan Contract and Service 
Delivery Plan reviews. 
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• Regularly liai~e with other staff and agencies in the Case Plan 
Contract, to ensure a consistent approach to work with the detainee. 

4 Operational • Refer to the Case Plan Contract and program schedule, undertake 
staff relevant strategies as outlined and ensure the program schedule is 

not affected unnecessarily. 
, 

• Provide support to the detainee and key people involved in the 
Case Plan Contract, ensuring (wherever possible) operational 
procedures and practices enable the success of the Case Plan 
Contract and subsequent reviews. 

• Regularly liaise with the Co-ordinator Casework or Caseworker 
about progress, issues and achievements in the detainee's work on 
the Case Plan Contract and program participation. 

• Record information about the above, for future reference and use at 
Case Plan Contract and Service Delivery Plan reviews. 

• Regularly liaise with other staff and agencies involved in the Case 
Plan Contract, to ensure a consistent approach to work with the 
detainee. 

• Ensure the detainee is available for planned programs and that he 
or she is encouraged to participate. 

Review and evaluation 

The success of detainee services depends on regular reviews and evaluations of Case Plan 
Contracts and Service Delivery Plans. 

Responsible Action required 

Co-ordinator • Conduc\ regular informal and formal reviews of the Case Plan 
Casework/ Contract with the detainee. 
Caseworker 

• Convene a Service Delivery Plan Review prior to the detainee's 
discharge and if the detainee's needs change dramatically during 
the period of detention. 

• Liaise with people who have worked with the detainee (particularly 
those with responsibilities in the Case Plan Contract). before 
completing a review. 

• Encourage all key people directly involved in the Case Plan 
Contract to attend Case Plan Contract Reviews, Service Delivery 
Plan Reviews and case discussions. 

• As a result of reviews, and information provided by staff since the 
last review (or development of the first Case Plan Contract), make 
needed changes to the Case Plan Contract with the detainee. 

• Record the results of reviews, and ensure relevant staff are 
provided with or have access to Case Plan Reviews and Revised 
Service Delivery Plans. 
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2 CST,School& • Ensure all information gathered during implementation of Case Plan 
other case Contracts (which incorporates treatmenUintervention plans) has 
management been recorded, and is provided to the Co-ordinator Casework or 
staff Caseworker. 

• Wherever possible, attend Case Plan Contract Reviews of the 
detainees you are working withf and provide as much information 
as possible to assist effective case management. 

• Participate in Service Delivery Plan Reviews . 

• Consult with operational staff prior to reviews, and gather 
information relevant to your area, which may assist the review. 

• Ensure your revised treatment or intervention plan is incorporated 
into the revised Case Plan Contract. 

3 Co-ordinator • Ensure an evaluation is completed, by program providers and 
Programs/Staff detainee participants, at the end of every program (or module within 
Development / a program). The evaluation should be linked to the learning 
Programs staff outcomes of the program. 

• Discuss evaluations and other issues with each program provider 
regarding the program he or she implemented. 

• Based on the Case Plan Contract review, program evaluations, and 
information provided by program providers, make appropriate 
changes to the detainee's program schedule, in accordance with the 
revised Case Plan Contract. 

• Ensure all staff have access to the detainee's revised program 
schedule. 

• Ensure all information (particular to the detainee) gathered during 
program implementation and from the evaluation, has been 
recorded, and is provided to the Co-ordinator Casework or 
Caseworker. 

• Participate in Service Delivery Plan Review meetings, report 
programming issues (eg., schedule, participation), and provide as 
much information as possible to assist effective case management. 

• Consult with operational staff prior to reviews, and gather 
information relevant to your area, which may assist the review. 

• Ensure the detainee's agreed programs in the Case Plan Contract 
Reviews are incorporated into his or her program schedule. 

4 Operational • Provide information about the detainee's progress, achievements 
staff and any issues to the Co-ordinator Casework or Caseworker, to 

assist reviews of the Case Plan Contracts and Service Delivery 
Plans. 

• Ensure all information gathered during implementation of the Case 
Plan Contract has been recorded, and is provided to the Co-
ordinator Casework or Caseworker. 
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• Wherever possible, ensure at least one operational staff member 
attends Case.Plan Contract reviews, and provides as much 
information as possible to assist effective case management. 

• Participate in assessments and needs identification for the Service 
Delivery Plan Review. 

• Participate in the Service Delivery Plan Review. 

• Ensure issues which have been identified by operational staff are 
discussed and addressed at Case Plan Contract Reviews. 

• Complete program evaluations as requested (either as a program 
provider, or an observer). 

• Read the detainee's revised program schedule and ensure a 
working knowledge of the schedule. 

• Ensure a detainee's revised Case Plan Contract and program 
schedule are followed (where relevant). 

3.2 Departmental programming model 

The Programming Model of this Department provides the foundation for detainee services. It 
should be used as a guide for program provision to ensure the programming work at detention 
centres is focused on the individual needs of detainees and their offending behaviour. An 
overview of the different types of program is given below. 

SELF AWARENESS & 
REASONING FOCUS 

/ 
DIRECT T OFFENDING 

FOCUS 

/ 
COPING SKILLS 

FOCUS 

Risk 
Taking 

Behaviour 

INDIVIDUAL FOCUS 

Perceptions & 
Reasoning 

Addressing Offending 
Behaviour 

AOD 
Use/Abuse 

Moral 
Dilemmas 
Personal 
Choice 

/ Family Interpersonal Literacy/ Employment 
Skills SOCIAL 

ENVIRONMENT FOCUS 
Work Skills Numeracy 
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INDIVIDUAL OR 
GROUPWORK 

~ 
INDIVIDUAL COUNSELLING 
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Anger 
Management 

Survival 
& Money 

Management 

Welfare/ 
Legal 
Rights 

' GROUPWORK 

~ 
INDIVIDUAU 

FAMIL Y/GROUPWORK 

/ 
COMMUNITY 
INTEGRATION 

Community& 
Family Support 

Services 

Sport 
& 

Leisure 

Accommodation 
Services & 

Related Schemes 

Further Employment Post Release 
Support 
Services 

' GROUPWORK/ Education Training 
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COMMUNITY FOCUS 
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Responsibilities of centre staff 

Management teams in centres (ie., Centre Manager. Co-ordinators and Team Leaders) are 
responsible for ensuring effective and efficient coordination and provision of detainee services. 
Management teams should regularly discuss detainee services, in terms of their own areas and 
links with other areas. 

Centre Managers are responsible for ensuring adequate and regular training is provided. for the 
management team and all other staff. in areas related to detainee service coordination and 
provision. They must also ensure all staff have clearly defined roles for service provision to 
detainees, and that this is actively promoted by the management team. 

Detainee services should be provided on the basis of need. Case Management staff (which 
include the Centre Support Team) are responsible for identifying individual needs. via 
assessment, and recommending programs and other interventions to address those needs. 

Program staff are responsible for coordinating the provision of recommended programs and 
activities to individual and groups of detainees, and ensuring they are consistent with the Service 
Delivery Plan. 

Program providers can be a range of centre staff, including: 

• senior youth workers 

• CST staff 

• programs staff (support staff. recreation officers, living skills officers, etc.) 

• chaplains 

• other centre staff with appropriate knowledge, qualifications and/or experience. 

Applying the programming model 

The following information outlines the purpose of each ~ area in programming, in addition to 
some examples of services and programs. which are included in those program focus areas, 
and the program providers for each. 

The "focus· titles are general program categories, and within most of those there are a range of 
program types. The program types are further divided into examples of services and programs 
related to the general category. 

In summary, the focus areas in the Programming Model linked to case management are: 

• Self Awareness I Reasoning 

• Direct Offending 

• Coping Skills 

• Social Environment/ Living Skills 

• Community Integration. 
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SELF AWARENESS I REASONING FOCUS 

• Therapeutic/psychological counselling and programs to assist the young person to 
understand consequences of their actions, and to bring about positive change in that area. 

• Attitudinal, reasoning and cognitive factors related to offending . 
', 

• For detainees convicted of an offence. 

Examples of services and programs Providers 

• Psychometric testing, Individual counselling, Clinical . Psychologists, Community Clinical 
programs Services 

DIRECT OFFENDING FOCUS 

• Continue focus on attitudinal & cognitive factors related to offending, with aim of young 
people accepting, rather than avoiding responsibility for their own behaviour. 

• Address specific offending behaviour . 

• For detainees convicted of an offence . 

Examples of services and programs Providers 

• AOD education, drug related violence, drug related • Psychologists, Other Specialist Staff 
crime programs, ending offending, Relapse Prevention, (inc., VOP, SOP, AOD counsellors) 
Aggression Control, Victim Empathy, Dealing with Peer 
Pressure programs 

COPING SKILLS FOCUS 

• Practical, positive alternatives to aspects of behaviour which may have occurred prior to 
and contributed to a detainee's entry to the centre. 

• Alternative ways of dealing with stress, impulsivity, effects of peer pressure . 

• Develop appropriate ways to deal with emotions . 

Examples of services and programs Providers 

Risk Taking Behaviours 

• Harm Reduction, Relapse Prevention, Moral • Psychologists, Specialist Staff, Nurse 
Development. Communication, Self Esteem, Sexual 
Awareness, Drug Education 

AOP Use I Abuse 

• Individual counselling, Crisis Intervention, Alcohol & • Psychologist, AOD, School, 
Other Drug Safety, Aboriginal Health community health services. 

Registered Nurses 
Moral Dilemmas I Personal Choice 

• Offending Behaviour (convicted detainees), Managing • Behaviour Management Program, 
Emotions, Anger Management, Moral Development, Operations, AOD, Nurse, 
Peer Pressure, Peer Relationships, Sexual Attitudes Psychologist. School, SYW, 

Chaplain, Specialist Staff 
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Sadness/Anger Management 

• Individual counselling, Anger Management, Stress 
Management, Relaxation, Aggression Control, Conflict 
Resolution 

COPING SKILLS FOCUS 

• Psychologist, School, AOD, SYW 

p. 132 

Practical, positive alternatives to aspects of behaviour which may have occurred prior to and 
contributed to a detainee's entry to the centre. 

A lternative ways of dealing with stress, impulsivity, effects of peer pressure. 

Develop appropriate ways to deal with emotions. 

Examples of services and programs Providers 

Risk Taking Behaviours 

• Individual counselling, Harm Reduction, Relapse • Psychologists, Specialist Staff, 
Prevention, Moral Development, Communication, Self Nurse 
Esteem, Sexual Awareness, Drug Education 

AOD Use I Abuse 

• Individual counselling, Crisis Intervention, Alcohol & • Psychologist, AOD, School, 
Other Drug Safety, Aboriginal Health community health services, 

Registered Nurses 

Moral Dilemmas t Personal Choice 

• Offending Behaviour (convicted detainees), Managing • Behaviour Management Program, 
Emotions, Anger Management, Moral Development, Operations, AOD, Nurse, 
Peer Pressure. Peer Relationships, Sexual Attitudes Psychologist, School, SYW, 

Chaplain, Specialist Staff 

Sadness/Anger Management 

• Individual counselling, Anger Management, Stress • Psychologist, School, AOD, SYW 
Management, Relaxation, Aggression Control, Conflict 
Resolution 

SOCIAL ENVIRONMENT/ UVING SKILLS FOCUS 

• Towards successful reintegration, through development of survival skills that enable 
young people to care for themselves and others who may be dependent on them. 

Examples of services and programs Providers 

Family Work 

. Individual counselling, Family Visits, Young Parents, . Casework Staff, Psychologist, 
Parenting School, Nurse, SYW 

Interpersonal Skills 

. Personal development, Communication Skills, . BM Program, Specialist staff, 
Stereotypes, Social Skills, Assertiveness, Making School. SYW 
Friends, Communal Living 
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Literacy & Numeracy Skills 

• After Hours Homework, Remedial Reading 

Employment Skills 

• Centre Vocational programs, such as Gardening, 
Painting, Printing, Computers, Mechanics, 
Landscaping, Career Planning, etc. 

Survival Skills 

• School, SYW, Community 

• School, VI, SYW, Community 

• Budgeting, Cooking, Sewing, First Aid, Nutrition, Home • School, VI, SYW, Community, Nurse 
Maintenance 

Welfare & Legal Rights Issues 

• Legal Visits, Legal Rights, Legal Advice 

COMMUNITY INTEGRATION FOCUS 

• Legal Aid Commission, Children's 
Legal Service, Aboriginal Legal 
Service, School 

. Assist with reintegration to local community, and identifying support, networks, activities 
and resources to meet personal and social needs. 

I . Do not have a strong offender focus and may occur with community members . 

Examples of services and programs Providers 

Community & family Support services 

• Church Group, Cultural Groups, Cultural Days . Casework Staff, Chaplain, 

Sport & Leisure 
Community agencies 

. Community & Centre Sporting Activities, Camps, 
Crafts, Art, Ceramics, Photography, Music, Life Saving 

• SYW, School, VI, Community 

Accommodation Services & Related Schemes 

. Living Skills, Post Release Support, Accommodation 
Placement 

. Casework Staff, Community, SYW 

further Education Opportunities School TAFE 

. Work Release/experience, Job Club, Traineeships . School, VI, TAFE. Community 
(accredited courses) agencies 

east Release Support Services . Casework Staff, Community 
• Post Release Support Programs, Agencv Referrals Agencies 

The Case Plan Contract 

The Case Plan Contract is~ to work done with each detainee. All staff should contribute to 
the Case Plan Contract which is initiated when the Service Delivery Plan is developed with 
recommended strategies and programs to meet needs. 

Any staff member should be able to refer to the Case Plan Contract and know what is happening 
with and planned for the detainee. Staff who have responsibility to work with an individual 
detainee should be referred to in the Case Plan Contract. All planned and current action, 
towards the achievement of casework outcomes, should be included in the Case Plan Contract. 
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The Case Plan Contract provides evidence of work being done with an individual detainee at any 
given time, and of the co-ordination of services within and outside the centre. All staff working 
with individual detainees must maintain regular contact and consultation with Co-ordinators 
Casework. 

Programs linked to individual needs 
... 

Programs are the means by which casework outcomes can be achieved. It is the responsibility 
of Co-ordinators Programs I Staff Development to ensure programs contained in a Case Plan 
Contract, which are agreed to by the detainee, are provided. As a result, Co-ordinators 
Programs / Staff Development and Co-ordinators Casework must work together. 

Detainee programs should be directly linked to the individual needs of a detainee, which are 
identified from the following sources: 

• assessments; 

• Service Delivery Plan; 

• staff observations of the detainee in a range of situations during detention; 

• work completed with the detainee, eg. counselling, behaviour management, program 
participation. 

Programs staff should seek out and use assessment information and should actively seek 
program recommendations from other staff, based on their identification of the detainee's needs. 
Programs staff should develop a list of recommended needed programs. This list can be 

expanded over time, as new information is obtained. 

A list of needed programs should not be restricted to those programs which are already available 
at, or via the centre. It should also include programs not currently available, but which are 
needed. In the latter case, it is the responsibility of programs staff to ensure (wherever possible) 
the program is provided to the detainee, at some stage during his or her detention. 

The list of programs is a practical tool to ensure "programs are fitted to detainees", rather than 
"detainees fitted to programs". Programming is a casework strategy. The programs list ensures 
a direct, tangible link between a detainee's individual Service Delivery Plan, Case Plan Contracts 
and general program provision. 

Centre Support Team staff 

The CST is part of case management services at the centre. Therefore, although they have a 
separate "team title", they should be viewed as case management staff. Co-ordinators Casework 
are responsible for co-ordinating the work of CST staff, in the provision of case management 
services to individual detainees. 

CST staff are ·service and program providers" of the Case Plan Contract. CST members are: 

• Co-ordinators Casework 

• Caseworkers 

• Registered Nurses 

• Psychologists 
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• AOD Counsellor 

• Other Specialist Counsellors (based at the centre) 

• School staff. 

School staff work for a separate Department, but still provide services to detainees. As non­
Departmental staff they are not required to be members of. the CST, nor can they be directed to 
attend CST Meetings. Because school staff work with detainees at the centre, Co-ordinators 
Casework should invite those staff to be members of the CST, and should ensure other staff 
recognise school staff as members of the CST. 

CST staff must ensure they consult with all other staff at the centre regularly. As service 
providers, they are accountable to the detainee and other centre staff. CST staff should 
regularly provide advice and information to other staff, about the detainees they are working 
with, to ensure their interventions and treatment are consistently implemented throughout the 
detainee's stay, in a range of situations and interactions. 

For example, CST staff should inform other relevant staff of strategies which have been 
developed and agreed upon with the detainee, in individual or group counselling. This way 
strategies can be monitored when the detainee is not in the counselling or groupwork setting. 

Centre Support Team meeting 

The CST Meeting is the key strategy for ensuring detainee services are directed at and provided 
to jndjyidua!s. and that those services are needs-based. Co-ordinators Casework are 
responsible for convening CST Meetings, which should be conducted at least once a week. 
CST Meetings are the first step in identifying the range of individual needs. 

It is compulsory for CST and other case management staff to attend CST meetings. All other 
staff working directly with detainees are encouraged to attend, and Co-ordinators Programs I 
Staff Development (or a Programs representative) and at least one Senior Youth Worker should 
attend these meetings. 

Where possible, the detainee's allocated Juvenile Justice Officer should attend the CST Meeting 
when the detainee is first discussed (to pass on information gathered in the community, and to 
outline the JJCS Service Delivery Plan). Consultant Psychjatrjsts should also be encouraged to 
attend. It is not necessary for Co-ordinators Operations to attend CST Meetings, but they must 
ensure there is at least one operational staff representative at every CST Meeting. 

How frequently should a detainee be discussed at CST meetings? 

• New admissions: must be discussed at the first available CST Meeting following 
admission. Ideally this will be within one week of admission but must occur within two 
weeks of admission. 

• CST Reviews: every three months after the initial meeting. 

• Additional discussions: case management staff may wish to discuss a detainee more 
frequently than every month. They should inform the Co-ordinator Casework. who will 
arrange for the detainee to be listed for the meeting. 

• Pre-release: 2 - 4 weeks prior to release from the centre, to coordinate discharge 
preparation (ideally after the pre-discharge case conference). 

The following items may be included in the CST Meeting Agenda: 

• Initial (new admissions) initial action plan developed for each detainee 
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• Reviews 

• Discharges 

• Other cases 

• Referrals 

• Alert Register Report 

• Leave 

• s. 24 (1) (c) Recommendations. 

3.3 Case management 1 

What is case management? 

monthly discussion 

current detainees, 2 - 4 weeks prior to discharge 

requests for more frequent discussion 

received from centre or community staff 
}, 

review and update 

p. 136 

Case management is a service provided by the Department of Juvenile Justice, both in 
Juveniles Justice Centres and in Juvenile Justice Community Services (see the department's 
Case Management Policy, January 1998). 

Case management is: 

• the central organising process for intervention to ensure that a young person receives 
services in a supportive, co-ordinated, effective and efficient manner, based upon their 
individual needs; 

• an outline of the department's involvement in a young person's life; it must be planned, 
goal-oriented, time-framed and co-ordinated so as to enable the young person to achieve 
the best possible outcome; 

• a means of recognising that young people often have multiple and complex needs and 
that potential interventions require a combination of social, familial, behavioural, 
psychological, medical, educational and vocational approaches, ie., a multidisciplinary 
approach; 

• carried out in the context of the legal responsibilities vested in the officers of the 
department and in line with the department's principles regarding the rights and 
responsibilities of young people and their families. 

In Juvenile Justice Centres case management focuses on five main areas: 

1. To ensure that the case plan contract is developed with and "owned" by the detainee. 

2. To ensure that a detainee serves his or her custodial sentence in a safe and humane 
environment that is most appropriate to his or her individual needs. 

3. To provide a continuum of services to ensure that a young person's period in custody is 
used to address his or her offending behaviour and focuses on maximising the capacity 
and opportunity of the young person to choose positive alternatives to offending behaviour 
when he or she returns to the community. 

1 This section was prepared by Bryce Wilde. 
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4. To ensure that the detainee's family or carers or significant others (and related agencies) 
are involved in the detainee's case plan, where appropriate. 

5. To ensure that services within and outside the department are co-ordinated to maximise 
their potential benefit to the young person, and their effective and efficient use. 

Forms and records which may be used 

There are a number of forms and records used by case management staff, as will be further 
explained in this section: 

- • JJ-CW001: Notification of Admission & Short Term Custody Case Plan 

- • JJ-CW002: Casework Information - Community 

. , - • JJ-CW003: Intake Form - Community 

___.,. • JJ-CW004: Casework Information - Custody 

• JJ-CW00S: Service Delivery Plan < • JJ-CW006: Case Plan Contract & Supervision Agreement - Community 

• JJ-CW007: Case Plan Contract - Custody 

,,.,,.,. • JJ-CW008: Case Conference Summary 

• JJ-CW009: Service Delivery Plan Review - Community 

• JJ-CW011: Revised Case Plan Contract/Supervision Agreement - Community 

-- • JJ-CW012: Case Plan Contract Review- Custody 

• JJ-CW013: Contact for Casework Purposes 

- • JJ-CW014: Community Reintegration Report 

- • JJ-CW015: Case Notes 

c:X f\ ,(\..,. ~ 
• JJ-CW016: Psychological Appraisal Summary. 

Principles of case management 

In developing case management systems in Juvenile Justice Centres and undertaking casework 
intervention, Co-ordinators Casework and Caseworkers should be aware that: 

• the inherent dignity, importance and individuality of each young person is recognised; 

• the best interests, safety and well-being of the young person must be paramount in all 
casework decisions and practices; 

• young people have a right to departmental services which are focused on their 
development and free from all forms of abuse and neglect; 

• each young person has the right to have input into all levels of their case planning 
process, implementation, and review; 
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• the least intrusive intervention appropriate to the needs of a young person should be 
engaged in; 
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• each young person has the right to choose not to use the services provided or offered by 
the department (except where they are legally mandated, eg. AOD / SOP counselling); 
nevertheless, staff should encourage full participation in all activities that will enhance 
their rehabilitation; 

• Co-ordinators Casework and Caseworkers are bound by a legal duty of care towards a 
young client of the Department, particularly if he or she is at risk; 

• the family in the life of most young people is very important, and therefore consultation 
with and involvement of the family or significant others should be encouraged wherever 
appropriate; 

• the interests of the community and of the victims of the offending behaviour should be 
taken into account, and young people should be encouraged to take full personal 
responsibility for their behaviour; 

• it is necessary to work with young people in developmentally and culturally appropriate 
ways; 

• it is necessary to cooperate and consult with government and non-government agencies 
that have services to offer young people; and 

• while guidance and assistance to the young person is a first priority, staff are required to 
exercise direction and control when appropriate. 

Goals of case management 

The general goal of case management in the Department of Juvenile Justice is the provision of 
comprehensive, continuing and co-ordinated services aimed at the reintegration of detainees 
into the community. 

Specific case management goals are to: 

• provide an accurate assessment of the detainee's individual needs; 

• involve each detainee and, where appropriate, their family or carers or significant others in 
the development, implementation, and review of a case plan contract; 

• ensure that case plan contracts are specific, realistic, achievable, measurable and time 
framed; 

• identify resources required to meet the individual needs of detainees: 

• advocate on behalf of detainees to obtain needed services: 

• provide a continuum of service for juvenile offenders moving from the community into 
Juvenile Justice Centres and back into the community; 

• ensure there is only one case plan contract for a young person: 

• link detainees with needed services not provided by the department, especially the 
Department of Community Services in relation to State Wards, other young people with 
care orders and young people with developmental disability: 

• provide a co-ordinated process for the development of the young person; 
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• co-ordinate the clinical services of the department; 

• evaluate each detainee's progress through regular case plan contract reviews. 

Involvement of the detainee 

All opportunities for a detainee's involvement in his or her own case management must be 
maximised. Staff must not forget that the case plan contract is with the detainee. 

p. 139 

There is always potential for staff to control the casework process and determine outcomes and 
actions without consulting the detainee. To avoid this, in each of the ten case management 
stages (discussed below) staff should be able to demonstrate that the detainee has been 
actively involved (eg., through documentation. ability to explain the process, and case plan 
contracts). Such an approach is consistent with the model of programming, in which detainees 
are assisted in taking responsibility for their own actions and making personal choices. 

Roles and responsibilities of case management staff 

All Juvenile Justice Centres have a Co-ordinator Casework. Centres with larger populations 
also have a number of Caseworkers. They have the following responsibilities: 

Co;0rdinator Casework 

Depending on whether there are Caseworker positions allocated to a centre, the role of Co­
ordinators Casework differ. 

All Co-ordinators Casework are responsible for the co-ordination and provision of Case 
Management Services in their respective centres. This includes co-ordination of members of 
the Centre Support Team, but does not involve supervision of CST members. 

In addition, all Co-ordinators Casework share responsibility for the overall management of the 
Juvenile Justice Centre with Co-ordinators Operations and Co-ordinators Programs I Staff 
Development, under the supervision of Centre Managers. 

Co-ordinators Casework are responsible for ensuring all relevant parties (including the 
detainee, direct care staff, community staff, CST staff, family, carers, and significant others) 
remain informed about and involved in the case management process. 

Co-ordinators Casework are responsible for appeal proceedings (including appeals in relation 
to Bail Applications, although they must liaise with Juvenile Justice Officers/ Counsellors 
regularly. Staff must ensure that the young person, the family member or significant other, 
Juvenile Justice Officers/ Counsellors, and the legal representative have been consulted 
before an appeal is lodged. Centre staff do not normally attend court or provide court reports 
and information for bail or appeal matters. 

In centres where there are Il.Q Caseworkers, the Co-ordinator Casework, is responsible for 
casework intervention in addition to management responsibilities. He or she should also 
facilitate direct care staff to be involved in casework as much as possible. 

In centres where there are Caseworkers, the Co-ordinator Casework supervises those staff 
who are responsible for casework intervention. The Co-ordinator Casework will do some 
casework as the need arises. 
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Caseworker 

This position is generally only allocated to centres with larger populations. In some centres, 
there may be identified Aboriginal and multicultural caseworker positions. 

The Caseworker is responsible for co-ordinating services for his or her allocated detainees. 
He or she is required to adhere to the Case Management Policy of the Department, under the 
supervision and guidance of the Co-ordinator Casework. 

The Caseworker is responsible for consulting and involving young people, unit staff and 
(where appropriate) families and significant others. community workers, and other key 
government and non-government employees in case management of detainees, both in 
custody and in preparation for discharge. 

Role and responsibilities of other departmental staff 

In addition to identified Caseworker positions, other Juvenile Justice Centre staff not in 
casework-specific positions may assist with case management, in the following positions: 

Primary Worker 

The Primary Worker is a service and program provider for the detainee's case plan contract. 

A Primary Worker is usually a counsellor who is working with a detainee on a regular, on­
going basis. Generally, this is either a Juvenile Justice Counsellor (ie., Intensive Program 
Unit, Violent Offender Program, or Sex Offender Program) or a Centre Support Team staff · 
member based at the centre (eg., AOD Counsellor, Psychologist). On occasion the Primary 
Worker may be from an outside agency. 

A detainee may have a legal mandate with recommendations for counselling or programs. 
Alternatively, a detainee may be referred to these staff at the CST meeting, when needs have 
been identified in assessments. 

In addition to working closely with a detainee, the Primary Worker acts as a consultant to 
other centre staff about work with the detainee while he or she is in custody. As a result, a 
close working relationship should be established between Co-ordinators Casework, 
Caseworkers and Primary Workers, for effective support and intervention with detainees. 

Key Worker 

A centre may have a Key Worker program to assist with case management services. Key 
workers are Senior Youth Workers (whose general duties include the care, security and 
supervision of detainees). They may either be allocated to detainees, or a volunteer-based 
program may operate, according to which Senior Youth Workers nominate to be the Key 
Worker for a particular detainee. The role of Key Worker varies between centres, depending 
to some extent on the population of the centre and the level of case management staffing. 

Generally, a Key Worker acts as a liaison person for the Co-ordinator Casework, Caseworker 
and (where applicable) Primary Worker, to ensure that realistic case plans are developed, 
particularly as they relate to behaviour. Key Workers are advised on casework procedures 
and principles by the Co-ordinator Casework or Caseworker so they may provide the most 
suitable support to their allocated detainees. 

Most counselling staff develop a treatment plan for a detainee when they begin working with 
him or her. Those staff are required to inform the Co-ordinator Casework of the summary 
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content or framework of that plan while maintaining confidentiality of clinical information so 
that it can be included in the Service Delivery Plan and case plan contracts. 

CST (ie. centre-based staff) and community staff must inform the Co-ordinator Casework of 
all contact they have with a detainee. Community staff and staff of other centres should also 
complete the Contact for Casework Purposes form (JJ-CW013) and inform the Co-ordinator 
Casew_ork of issues and actions which they wish to have included in the case plan contract. 

. 
For the roles and responsibilities of non-departmental staff, details are outlined at the end of this 
section on case management. 

Stages in the case management process 

In Juvenile Justice Centres there are ten stages in the casework process. Co-ordinators 
Casework and Casework~rs are required to implement these stages for detainees who are: 

• either sentenced to detention (eg., control order); 

• or on long-term remand (ie., a period of remand which is expected to be longer than two 
months). 

Based on the number of detainees in these categories at a centre at any given time, Co­
ordinators Casework and Caseworkers are permitted a level of flexibility in proceeding through 
the stages. 

The ten stages of the case management process in Juvenile Justice Centres are: 

1. Admission and Induction 

2. Assessment 

3. Case Conference 

4. Service Delivery Plan 

5. Develop Case Plan Contract 

6. Implement and Monitor the Case Plan Contract 

7. Review of the Case Plan Contract 

8. Review of the Service Delivery Plan 

9. Pre-Discharge Conference 

10. Discharge - Community Reintegration. 

Different case management occurs for detainees on short-term remand. Details of what occurs 
for detainees on short-term remand are discussed later. 

1. Admission and Induction 

Admission is immediate. It is the stage when the detainee is first admitted to the centre. 
Information is collected from the detainee, including personal details and court information (from 
legal mandates provided to the centre). Admission information is passed on to the Co-ordinator 
Casework and is the first source of information to prepare casework for the detainee. 
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Admission staff must fax the Notification of Admission & Short-Term Case Plan form (JJ­
CW001) to the detainee's JJO or the JJCS intake officer to advise of admission, assist the bail 
process where applicable, and start off the case management process. 

Upon receiving the Notification of Admission & Short Term Case Plan, the JJO will then provide 
to the centre within 48 hours the young person's background report (if existing) and initial case 
management information, such as a case plan contract and Service Delivery Plan (if existing). 

A departmental delegate of the JJO / Counsellor such as the intake JJO may complete this task 
for a number of young people who are placed in custody at the same time, or where the 
detainee has not as yet been allocated an officer. 

Induction begins immediately at the time of admission. Every detainee admitted to a Juvenile 
Justice Centre must participate in an induction program, where he or she is provided with 
information in an accessible manner about: · 

• the centre's rules and routines; 

• his or her legal rights; 

• his or her responsibilities; 

• the meaning of the court outcomes; 

• the centre's complaint procedures; 

• the case management system; 

• available programs provided for him or her. 

Wherever possible case management staff assist with induction, so the detainee understands 
the operations of the centre and the casework process in which he or she may participate. 

2. Assessment 

Initial assessment of a detainee must be completed within 3 weeks of admission. This 
assessment includes the casework assessment, health assessment (conducted by the 
Registered Nurse}, psychological appraisal and any other initial assessments conducted by staff 
arising from referrals. 

The process of assessment must be conducted in the least intrusive and most sensitive manner 
to obtain the necessary information. Young people should not be expected repeatedly to provide 
the same information. Where a number of assessments take place within the department, 
information must be available for subsequent assessments to avoid duplication of information 
gathering. Each departmental officer who is conducting an assessment is responsible for finding 
out whether any previous assessment has been carried out, by whom, the nature of the 
assessment, and the outcomes of the assessment. 

Detainees must be clearly informed of the purpose of the assessment, the scope of the 
assessment, and the staff member's legal responsibilities in relation to such issues as duty of 
care, confidentiality, etc. Assessments for detainees serving control orders must include a focus 
on offending behaviour. 

The process of assessment must ensure that all of the systems within which a young person 
operates (social, cultural, educational, familial, psychological, etc.) are taken into account. There 
must be a co-ordinated and integrated approach to assessment. Within centres, the Co-ordinator 
Casework is responsible for co-ordinating assessments. 
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Responsibility for the transfer and sharing of casework information rests with both centre and 
community staff. 

If the detainee has been a client of a JJCS, it is the responsibility of the assigned Juvenile 
Justice Officer/ Counsellor to provide the Co-ordinator Casework with relevant documented 
information on the young person, including the Background Report, any previous or existing 
case plan contracts, the Service Delivery Plan (community) and specialist assessments. This 
should be done already at the Admission stage. If not, the Co-ordinator Casework should 
contact the JJO / Counsellor or their manager to get the information. 

When a detainee is transferred from one centre to another, all documentation, including 
assessments and case plans must be transferred with the young person. It is the responsibility 
of the Co-ordinator Casework to ensure information is forwarded to staff from the receiving 
centre (see Section 2.4 - "Transfer of a detainee to another centre"). 

Information sharing between staff should always be done with the detainee's informed consent. 
This means the young person maintains some control over their privacy. 

Some information, such as that recorded in the Allied Health File, is confidential and inaccessible 
to most staff. Health alert information is available at all times. Medication instructions and 
health information related to client care must be shared within the CST and with unit staff. In 
addition, written casework summaries of psychological and AOD assessments must be provided 
to the CST and unit staff. The policy on access to allied health files needs to be adhered to in 
after-hours emergency situations. 

3. Case conference 

The purpose of a case conference is to co-ordinate information obtained from admission, 
assessment, the detainee and his or her family or significant others for preparation of an 
overarching Service Delivery Plan (JJ-CWOOS) A case confetence must be used to ensure the 
services recommended for a detainee are organised appropriately and that all stakeholders are 
aware of their proposed respective roles and responsibilities in the young person's service 
delivery plan. 

A case conference should be held within 3 weeks of admission. An exception to this is where 
the young person is serving a control order of less than three months, and the Co-ordinator 
Casework in conjunction with CST members agrees to conduct the single case conference 
between 3 - 6 weeks of admission. The sole justification for this exception is to ensure that pre­
discharge planning is effectively covered in the case conference. 

The detainee, his or her family or significant others, Juvenile Justice staff, appropriate specialist 
staff and relevant government and non-government stakeholders attend the case conference. 

Where there will be only one case conference for a detainee (due to the young person being 
detained for less than three months) there must be a focus on custodial ruJQ. post-release issues, 
and these should be included in the case plan contract and community reintegration report. 

For young persons who are on long-term custodial orders, the frequency of case conferences 
must be arranged according to individual need. Case conferences must occur at least once a 
year. 

The case conference is centred on the detainee's needs and interests. Hence the young person 
must be encouraged to participate in the case conference. The case conference must be an 
empowering tool for the young person. All discussion should occur in a manner which is 
accessible to the young person and his or her family, and in a style which is sensitive to the 
individual needs of the young person and his or her family. 

Where a detainee does not participate, the process must be referred to as a "case discussion". 
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Case conference arrangements must always take into account the special needs of the young 
person. Accredited interpreters or communication support persons may be required for people 
of non-English speaking background and for people with a communication or cognitive disability. 
For further information refer to the department's Language Services Policy (July 1998). 

The Co-ordinator Casework or Caseworker must complete a Case Conference Summary (JJ­
CW008) following the case conference, and distribute copies to all the people who attended. 
This should occur within a week of the case conference being conducted. 

To prepare for a case conference, the Co-ordinator Casework or Caseworker should develop a 
summary of issues from the information gathered during the assessment stage. This will assist 
in preparing the agenda and co-ordinating discussions at the case conference. 

Case conference agendas should be sent to participants as early as possible, to give them 
adequate notice. It is important, therefore, that Co-ordinators Casework I Caseworkers plan 
case conferences as soon as possible following the detainee's admission. 

For young people on control orders, the case conference must be co-ordinated by the detainee's 
caseworker or the Co-ordinator Casework. 

For young people on long-term remand, the case conference should be jointly organised by the 
JJO I Counsellor and the caseworker or Co-ordinator Casework. 

Each person attending a conference must have a good and clear reason to be there. The 
number of participants needs to be monitored to ensure that the conference is not alienating for 
the detainee or his or her family and significant others. 

Members of the family or the significant others may identify a person/friend they wish to bring 
along to the case conference for support. The Co-ordinator Casework or Caseworker must be 
notified before the conference, to seek approval for that person to attend the centre. 

Some tips for organising and conducting case conferences are given below. 

1. Participants - these people may attend a case conference in person or by teleconference: 

• Co-ordinator Casework 

• Caseworker (the Co-ordinator Casework is not required to attend where there are 
Caseworker staff, although he or she may do so as a part of supervision) 

• Detainee (he or she must attend) 

• Juvenile Justice Officer or Juvenile Justice Counsellor (IPU) 

• Family or significant others (where appropriate) 

• District Officer (if detainee is a Department of Community Services client he or she 
llli!.s.t attend) 

• Primary Worker (where applicable) 

• Key Worker (or unit staff representative if the detainee does not have a key worker) 

• Program representative (if necessary) 

• School/educational representative (if necessary) 
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• Community agency representative (where applicable) 

• Support person (identified by the detainee, eg. Chaplain) 

• Interpreter (where appropriate for the young person or his or her family and significant 
others). 

2 Preparing the agenda - some points to assist with effective and efficient agenda 
development: 

• use simple, clear and understandable (language, print and layout); 

• no jargon (if this is necessary, ensure that a definition is included); 

• include the date, time and venue of the case conference; 

• include the names of the participants (the family or significant others may need to be 
contacted to explain the reasons for certain participants attending); 

• explain each item on the agenda, and ensure that they are personalised to the 
detainee (eg., using assessment information gathered); 

• allocate time frames for each agenda item, and include these on the agenda; 

• allocate responsibilities to the participants, for information gathering and presentation, 
and include this on the agenda, against each item; 

• note who the facilitator and minute taker will be for the case conference (if known); and 

• indicate on the agenda who proposed participants can contact if they are unable to 
attend, as originally agreed. 

3, Information - the Co-ordinator Casework I Caseworker should have this information at the 
case conference: 

• Notification of Admission & Short Term Custody Case Plan 

• Background report 

• Casework Information 

• Casework Information Sheet (both custody and community) 

• Casework assessments (including legal issues, detainee, family or significant others, 
JJCS/IPU, information on other community agencies) 

• Psychological appraisal 

• Other relevant reports (if available, such as psychological, educational, AOD) 

• Service Delivery Plan (community, if available) 

• Case conference summary (to be completed). 
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4. Required tasks to prepare for a case conference - the following tasks .ITlJJfil be 
undertaken: 

p. 146 

• Explain the purpose and process of a case conference to the young person and his or 
her family or significant others. 

• Facilitate the involvement of family and significant others. 

• Facilitate the detainee's identification of broad goals for themselves. 

• Gather as much information as possible from the detainee's JJO / Counsellor (if 
applicable) before the case conference. 

• Liaise with all conference participants. 

• Check to see if any conference participant requires language assistance or another 
form of support (communication support person). 

• Identify relevant workers (JJO, CST or community) who cannot come to the case 
conference and request a report from them (as brief as possible). 

5, Additional tasks to prepare for a case conference - these tasks .sb.m!.kl be undertaken: 

• Build a rapport with the young person. 

• List agenda items based on assessment information that has been gathered. 

• Categorise issues and individual views on those issues (ie., summarise issues already 
contained in assessment information) to assist during the case conference. 

• Identify relevant programs the detainee may want to attend. 

4. Service Delivery Plan 

The Service Delivery Plan (JJ-CW005) is designed to reflect the overall needs of the detainee. 
long-term desired outcomes and proposed strategies to address the detainee's offending 
behaviour and reintegration to the community. It may include focus areas the detainee is as yet 
unwilling to address. 

The Service Delivery Plan must be completed by week 4 of the detainee's detention period. 

If the detainee was previously a client of the Department, the case conference would have been 
spent reviewing the young person's community Service Delivery Plan. It might not be necessary 
to develop a new Service Delivery Plan. Rather the Co-ordinator Casework should: 

• inform members of the CST of the Plan's existence and key issues at the next available 
meeting; 

• inform the detainee's key and primary workers and unit staff of the Plan's existence and 
key issues; 

• attach a copy of the existing Service Delivery Plan (with other documentation) to the 
detainee's D file; 

• explain to the detainee the content of the community Service Delivery Plan, why it will be 
adopted by the centre and begin developing a case plan contract with the detainee. 
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The focus areas I desired long term outcomes must be broad and relate to the detainee's 
offending. They may refer to family, social, developmental, education, psychological, medical 
and employment issues. Some focus areas may become part of a later case plan contract. It 
should be possible for the strategies to be carried through the detention period and jnto the 
community. 

Once the Service Delivery Plan is completed following the case conference, the Caseworker/ 
Co-ordinator Casework must explain the proposed plan and its purpose to the young person. 
The detainee has the right to agree to the proposed strategies or not. Only those strategies 
which the young person agrees to will become part of his or her case plan contract and 
subsequent revised contracts. Not all agreed-upon strategies need to be in the first case plan 
contract. 

A Service Delivery Plan must also be completed at the pre-discharge case conference with an 
emphasis on community reintegration. 

A copy of the Service Delivery Plan developed at the pre-discharge case conference should be 
given to the JJO / Counsellor even where there are no supervision requirements after discharge. 
The Service Delivery Plan should be attached to the client's C and D files for future reference. 

5. Case Plan Contract 

The Case Plan Contract developed with the detainee is the central tool through which the 
overarching service delivery issues are worked towards. There must only be one case plan 
contract at any given time to ensure there is a single agenda for each young person, despite the 
possible existence of a number of concurrent service providers. 

The case plan contract is based on the information and ideas developed at the case conference 
documented on the Service Delivery Plan. The case plan contract determines the type of 
casework undertaken. 

The case plan contract should be uowned" by the detainee and it must be what is seen as 
desirable and achievable by the detainee in negotiation with the Co-ordinator Casework I 
Caseworker. Both the detainee and the Caseworker/ Co-ordinator Casework must sign and 
agree to implement the case plan contract. The Primary Worker and Key worker assist with 
developing the case plan contract. 

The focus of the case plan contract is on meeting immediate needs by setting small achievable 
tasks. These tasks may be limited in number to reflect the resources available and the 
detainee's emotional and physical situation. 

The development and implementation of case plan contracts must acknowledge an intervention 
continuum from skills development to intensive counselling, and a clear rationale for the depth of 
intervention. 

The case plan contract should be completed by week 4 of the detainee's detention period. A 
case plan contract should also be developed prior to discharge with a focus on community 
reintegration. 

All staff working with the young person must be informed of the detainee's case plan contract 
and, where applicable, their agreed responsibilities in assisting the detainee to implement it. 

The Co-ordinator Casework / Caseworker needs to provide a copy of the case plan contract to 
the detainee, case management staff, the key worker, primary worker, unit staff, CST staff and 
other stakeholders, such as a District Officer. The case plan contract must be placed on the 
detainee's D and C files for future reference. 
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Elements of the case plan contract include: 

1. Outcomes - outcomes must be documented. In developing outcomes for the case plan 
contract, these points should be considered: 

• The detainee must identify the outcome as being desirable. 

• The outcome must relate to a strategy and focus area of the Service Delivery Plan. 

• Outcomes should be focused on the detainee"s offending. 

• Restricting the number of outcome areas to two or three provides a clear focus. 
although some detainees may benefit from having more outcomes. 

• Statements such as "enrol in school" are not outcomes (this would be an "action" that 
might help achieve a broader life-style goal). 

• Outcomes must be realistic and achievable (that is. in developing them consider the 
resources of the detainee. those of the family or significant others and the community 
the detainee came from or will return to). 

• Write the outcomes in the detainee's own words (and in the first person where 
possible. eg .. "I will ... ". "I am ... ", "My life will be ... "), as this assists with the 
development of outcomes that the detainee can relate to and commit him or herself to. 

2, Actions - these must be documented clearly: 

• State what the detainee, the Co-ordinator Casework/ Caseworker and any other 
people involved will do to move towards achieving the outcomes outlined in the case 
plan contract. 

• Actions should be SMART: 

• Specific 
• Measurable 
• Achievable 
• Realistic 
• nme framed. 

• Actions should be focused on successful community reintegration. 

3. Responsibility - this must be documented for each action: 

• Assign responsibility for specific actions which have been identified to different 
individuals involved with the detainee. 

• These responsibilities must be agreed upon by the case plan contract stakeholders. 

• Each contract must have clear responsibilities set out for the detainee. 

4. Resources - these are to be considered in the context of developing the case plan 
contract. They need not be documented on the contract. 

• Are those things which are present and which may be used or relied upon to help the 
detainee move towards achievement of the goals which he or she has defined. 
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• For example: 

• personal resources the detainee has to assist him or her to move towards 
achievement of the goals, such as, motivation, getting on well with others, sporting 
abilities, hobbies, or some skill-based interest, etc.; 

• social/external resources which the detainee can rely on to move towards 
achievement of the goals, such as, supportive people (within the centre, 
community, or family), facilities within the centre or his or her community which will 
assist, etc. 

5. Restraints - these are to be considered in the context of developing the case plan 
contract They need not be documented on the contract. 

• Issues or policies which the Co-ordinator Casework or Caseworker, the detainee and 
any other people involved have identified which may be obstacles to the action plan, 
such as the legal status of the detainee (eg .. remand, long sentence, serious 
indictable), financial costs associated with part of the action plan (eg., education or 
employment training student fees), etc. 

• Local policies of the centre. or in a unit within the centre. For example. level/section 
status, restrictions on behaviour, restrictions on leave and outings based on the 
detainee's involvement in a counselling program (eg., the Sex Offender Program). 

• All possible restraints need to be considered to ensure honesty in the casework 
process from the onset. 

• Work through the problems associated with these restraints. With the detainee work 
out what strategies could be undertaken by the department to address the restraints or 
to minimise problems. 

6. Implementation and monitoring 

Once the case plan contract has been developed, it is the responsibility of the detainee to 
ensure it is effectively implemented. The Co-ordinator Casework (or the Caseworker) will 
monitor the implementation of the actions on an on-going basis. 

Responsibilities for the different actions of the case plan contract should be delegated as much 
as possible. particularly to youth workers. Clear communication between case management and 
youth worker staff is vital for the success of case plan contracts. 

It is the responsibility of Co-ordinators Casework I Caseworkers to act as a service broker for 
the centre's internal services, and for services available in the community. A core aspect of 
many case plan contracts will be maintaining family contact and the Co-ordinator Casework I 
Caseworker needs to facilitate this process. 

One means of monitoring the young person's progress is for all visitors to the detainee who are 
not family or friends to record the details of their visit on a Contact for Casework Purposes form. 
This information will be passed to the Co-ordinator Casework so as to enable him or her to be 
informed of all key issues and actions. 

7. Review of the Case Plan Contract 

The Co-ordinator Casework/ Caseworker and the detainee (and the Key Worker I JJO / 
counsellor if possible) review the actions and responsibilities detailed in the case plan contract. 

Dates for review of the case plan contract are decided at the time of developing the case plan 
contract. Review periods must not be longer than four weeks apart. Some detainees may need 
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to have their case plan contract reviewed more frequently, and this will be decided by the Co­
ordinator Casework or Caseworker. 

Case plan contract reviews may be undertaken by the Co-ordinator Casework I Caseworker: 

• individually with the detainee; 

• in conjunction with the CST; 

• in conjunction with individual key and primary workers. 

This decision will need to be made in accordance with the requirements of the centre and the 
needs of the detainee. For instance, if the detainee is serving a 12-month control order, the 
monthly case plan contract review may be more informal than it may be for a detainee serving a 
control order of four months. 

The detainee must be encouraged to participate in the case plan contract review. On very few 
occasions should reviews be done without the detainee. However, a new case plan contract 
cannot be developed without the agreement of the detainee. 

If a review of the case plan contract occurs outside of the CST, the Co-ordinator Casework must 
inform the CST of the results of the review at the next available meeting. 

If the CST decides to review a case plan contract, the CST can only agree on those areas that 
key workers are prepared to work on pending the detainee's consent. The Caseworker I Co­
ordinator Casework must ask the detainee whether he or she agrees or disagrees with the 
CST's proposed actions. Only with the detainee's involvement and consent do the CST's 
proposed actions become a case plan contract. 

Requests for reviews (by the detainee or staff working with the detainee) should be made to the 
relevant Caseworker or to the Co-ordinator Casework. The revised case plan must be 
communicated to all relevant staff, including direct care staff. 

Elements of the Case Plan Contract Review include: 

1. Outcomes: 

• It is not common for outcomes developed for the custodial case plan contract to be 
changed during custody. It is generally better that the outcomes remain the same 
throughout. 

• In later reviews new outcomes may be developed, ie., if the detainee achieves an 
outcome, or if there were only one or two outcomes developed in the initial case plan 
contract, and it is believed the detainee can work towards additional outcomes. 

2. Achievements towards outcomes: 

• Should be in positive terms. 

• Actions should be reviewed with achievements noted in point form or numbered. 

• There should be a description of events or actions which demonstrate achievements 

• Outcomes of work that has been done should be documented. 

• Program participation and completion should be documented. 
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3. Restraints encountered l issues of concern: 

• Restraints which were anticipated should be documented. 

• New restraints which were not anticipated and arose between reviews should be 
documented. 

• These should be included in point form for easy reference. 

4 Revised case plan contract: 
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• New outcomes or actions will need to be developed in conjunction with the detainee if 
the review of the case plan contract reveals that the attempted goal or actions are 
inappropriate or unachievable. 

• The Service Delivery Plan must serve as the basis for developing any new goals. 

• If everything is going according to plan. this will have similar or the same components 
as the actions in the previous case plan contract. 

• Based on "restraints encountered", the case plan contract might change to 
accommodate the situation caused by the restraints or issues of concern. 

• The detainee must agree to the revised case plan contract. 

• If the detainee does not agree, further negotiation of actions and goals must occur with 
the detainee, the primary worker and key worker. 

• If the detainee still disagrees with the proposed case plan contract, the Service 
Delivery Plan may need to be reviewed. 

8. Review of the Service Delivery Plan 

Service Delivery Plans are reviewed: 

• prior to discharge, or 

• at least annually, if the young person is being detained for a long period of time. 

Service Delivery Plans~ also be reviewed: 

• due to the success of several case plan contracts; or 

• due to the individual's changing needs; or 

• if the young person does not agree to a revised case plan contract. 

Service Delivery Plan Reviews, unlike case plan contract reviews, must be done at a CST 
meeting. or ideally in a case conference. 

A Service Delivery Plan Review is a review of all assessments, of the existing case plan 
contract, and of the major issues affecting the young person in the centre. It is also a review of 
those issues which may affect the young person's reintegration in the community and his or her 
offending behaviour. It concentrates on the overall service delivery to the young person. 
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9. Pre-discharge case conference 

All clients on control orders who will be detained for more than three months must have both a 
case conference and a pre-discharge case conference. 

All young people who have a significant cognitive disability (according to documented 
psychometric testing or the centre psychologist) should have a pre-discharge conference if they 
have been in detention longer than six weeks. The point of this requirement is to reinforce to the 
detainee what is required of him or her, to prepare the young person for reintegration in the 
community and to try to engage necessary post-release supports. 

The pre-discharge case conference is to be conducted within the last month of the detainee's 
detention period. It is structured and attended as the initial case conference, although the focus 
is on discharge and community issues. Additional participants may include post-release support 
workers. The conference reviews the detainee's achievements during the custodial period and 
the Service Delivery Plan is revised with a focus on community reintegration. The new Service 
Delivery Plan is attached to the Community Reintegration Report (JJ-CW014) . 

The JJO / Counsellor must attend the pre-discharge conference if the young person has 
continuing supervision from the department (this attendance can be through a teleconference). 
The JJO I Counsellor should take a leading role in the conference. 

If the young person does not have continuing departmental supervision, a JJO I Counsellor 
should still attend to provide local knowledge for the person's reintegration to their community. If 
he or she cannot attend the meeting or join a teleconference, he or she should provide 
information through a report to the Co-ordinator Casework. 

If the young person does not have continuing departmental supervision, decisions need to be 
made at the conference as to who will (prior to the individual's release) arrange any necessary 
post-release supports (eg., accommodation, training) for the young person. 

Issues which should be discussed at a pre-discharge case conference include the young 
person's: 

• response to custody; 

• program participation; 

• participation in the school; 

• response to counselling / intervention; 

• family support and relationship issues; 

• proposed accommodation; 

• potential community support; 

• employment prospects; 

• education I training prospects; 

• recreational issues; 

• health issues, particularly any ongoing medication; 

• strengths. 
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The CCK>rdinator Casework or Caseworker is required to complete a case conference summary 
and distribute copies to the people who attended. 

10. Discharge - community reintegration 

The Co-ordinator Casework will complete a Community Reintegration Report no later than 7 days 

prior to discharge. 

The information form this report will be based upon the Service Delivery Plan which was revised in 
the pre-discharge case conference. The Co-ordinator Casework must liaise with a JJO / 
Counsellor or a Probation and Parole officer if there are requirements for supervision in the 
community. 

The detainee must partjcjpate in the development of the report with the Co-ordinator Casework or 
Caseworker, including a case plan contract for when the detainee returns to the community. 

This report together with the updated Service Delivery Plan, case plan contract, other reports and 
assessments as requested or deemed necessary by CST staff, will be forwarded to JJCS, IPU or 
the Probation and Parole Services, as appropriate. 

Details of appointments for the young person with the Probation and Parole Services need to be 
documented and provided to the young person verbally and in writing. 

Detainees on remand 

Short tenn remand 

A short term 
remand period is 
defined as "a period 
of remand which is 
expected to be ~ 
months or less.· 

Bail matters for 
shorttenn 
remandees 

• Young persons on short term remand must be revjewed weekly until 
their immediate needs, safety and security are established at the 
Centre Support Team meeting. 

• The stages of the case management process discussed above do not 
apply to short term remandees. 

• Juvenile Justice Officers I Counsellors have primary responsibility for 
case management for detainees on remand. Assessments beyond 
admission and health needs may be undertaken on a needs basis. 

• The Co-ordinator Casework and the JJO / Counsellor need to have a 
close cooperative working relationship with short term remandees to 
ensure their immediate needs are met and that necessary 
assessments and casework are undertaken. 

• JJOs / Counsellors are also responsible for providing information to 
centre staff, for example, contributions to Short Term Custody Case 
Plan (JJ-CW001) and completion of Casework Information. 

• JJOs / Counsellors are responsible for managing bail matters for their 
allocated client 

• Where the detainee is remanded in custody, Bail Applications should 
be lodged by centre staff. The relevant JJO / Counsellor and centre 
case management staff should liaise to confirm lodgment of Bail 
Application and to exchange information about work being done for 
and with the young person. 

• Centre case management staff also assist with accommodation 
placements where the JJO / Counsellor is less able to do so. 
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The Notification of 
Admission & 
Short Term 
Custody Case 
Plan form 

Long term remand 

A long term remand 
period is defined as 
"a period of remand 
which is expected to 
be greater than two 
months." 

• It is the responsibility of the staff lodging a Bail Application to inform 
the young person's parents or carers that the application has been 
lodged. 

• Centre staff should follow up bail applications and reviews and must 
inform and update the JJO I Counsellor of the current situation. 

• The Notification of Admission & Short Term Custody Case Plan form 
(JJ-CW001) is initiated at the Admission stage and is completed at 
the first CST meeting following the detainee's admission. 

• The Short Term Custody Case Plan section of the form serves as the 
case plan for a detainee on a short remand period (ie., less than 2 
months}, and as the basis for the development of the Service Delivery 
Plan and Case Plan Contract for detainees who have been sentenced 
and who are on long remand periods. 

• JJOs / Counsellors should be consulted as soon as possible to check 
whether the detainee's proposed visitors and phone calls are 
appropriate. This is included on the Notification of Admission/ Short 
Term Custody Case Plan form and JJOs / Counsellors should contact 
the centre as soon as possible to indicate their support or non 
support. 

• The Short Term Custody Case Plan highlights the immediate issues 
which need to be addressed for the detainee. 

• The Short Term Custody Case Plan is based on information arising 
from the detainee's admission and the casework information provided 
by the JJO/counsellors. 

• It should be reviewed regularly at a CST meeting, or through 
discussions between the JJO/ counsellor, Co-ordinator Casework/ 
Caseworker and the relevant CST staff members. 

• Any difficulties experienced in completing the Short Term Custody 
Case Plan should be discussed at a CST meeting. 

• When the Notification of Admission/ Short Term Custody Case Plan/ 
is complete it must be attached to the D File (in the casework section) 
and the C file. 

• The stages of case management for detainees on long term remand 
are essentially the same as for a custodial order. where case plan 
reviews must occur at least monthly. 

• However, a separate pre-discharge case conference may not always 
occur pending sudden changes in the young person's legal status. 

• JJOs / Counsellors are responsible for case management, although 
Co-ordinators Casework usually play a role in arranging for the needs 
of the young person to be met within the centre. 
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Roles and responsibilities of non-departmental staff 

Department of Community Services 

In the case of a detainee who is a Department of Community Services client because he or she: 

• is a ward; 

• is a protected person; 

• has welfare issues; 

• is a young person with a developmental disability; 

there are joint responsibilities between DCS and the Department of Juvenile Justice in case 
management. 

Admission officers must notify the manager of the appropriate DCS Office of the incarceration of a 
DCS client who is a ward, protected person, has welfare issues or is a young person with a 
developmental disability. The Co-ordinator Casework I Caseworker will invite the DCS worker to 
CST meetings and case conferences. 

The District Officer must 

• participate in all case conferences; 

• be involved in developing Service Delivery Plans and case plan contracts; 

• implement actions which they are responsible for within case plan contracts; 

• maintain contact with the detainee; 

• participate in case plan contract reviews; 

• be involved in pre discharge planning. 

When a Department of Juvenile Justice staff member assesses a client who is under 16 as having 
welfare needs, it is the staff member's responsibility to make phone contact with the appropriate 
DCS office and prepare a report outlining the reasons for referral to the DCS. On receipt of a report 
outlining the reasons for the referral, DCS is responsible for making an application to the Children's 
Court for a care order on the basis of information provided by the departmental staff member. For 
further information refer to the Department of Community Services/ DJJ Protocol. 

NSW Probation and Parole Service 

Co-ordinators Casework/ Caseworkers may request that the NSW Probation and Parole Service 
conduct a pre-release inquiry home visit if there are no JJOs within the local geographical area. 
Once the NSW Probation and Parole Service agrees to undertake the inquiry, the Probation and 
Parole Officer will provide the Co-ordinator Casework I Caseworker with the following information: 

• Full Name, Date of Birth, Proposed Address upon release 

• Names and Relationships of co-residents 

• Employment or proposed source of income 

• Current offence and criminal history 
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• Social history 

• Issues of current concern (eg., drugs and alcohol) 

• Conditions of release. 

The terms and conditions of both Court-based and Offender Review Board parole orders will 
determine the supervising sentence and whether supervision can be transferred during the course 
of the order. 

Once a young person has been granted release to Parole supervised by the NSW Probation 
Service, the Co-ordinator Casework/ Caseworker should make an initial reporting arrangement for 
the young person to attend the District Office which will be supervising the order. The Co-ordinator 
Casework I Caseworker should ensure that the parolee is given written notice of this appointment 
prior to release and understands what is required of him or her. 

Copies of relevant documentation, including the parole order and the Transfer of Information to 
NSW Probation and Parole Service Form should be forwarded to the supervising office. 

A young person on a conditional discharge under section 24(1 )(c) of the Children (Detention 
Centres) Act, 1987 remains the exclusive responsibility of the Department of Juvenile Justice. For 
more information refer to the Juvenile Justice Community Service and NSW Probation Service 
Protocols. 

Department of Education and Training 

School staff play a critical role in case management of detainees. Co-ordinators Casework will 
invite school staff to be members of the CST, and should ensure that other staff recognise school 
staff as members of the CST. School staff should have the same roles and responsibilities as other 
members of the CST. They must be encouraged to attend case conferences and reviews of case 
plan contracts, as required. 

School staff are responsible for implementing their agreed responsibilities within the Case Plan 
Contract School staff must share assessment information, with consent of the detainee, as per 
their departmental polices and protocols. 

Funded services and community agencies 

Staff of funded services and community agencies may be involved in case management, 
casework, case conferences and particularly pre-discharge planning. When staff from the 
community visit a detainee on an individual basis they must complete the Contact for Casework 
Purposes form (JJ-CW013). A copy of this form will be provided to the Co-ordinator Casework. 

Procedures for information sharing 

The flow of relevant information between departments and agencies is crucial to effective case 
management. Staff are to adhere to departmental policy regarding the release of information. Any 
transfer of information on a formal basis between departmental staff and workers from an external 
agency will occur only: 

• with the written consent of the client; 

• for lawful excuse; 

• where additional material is generated by a third party, eg., independent reports. 
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'Miere the client refuses to provide consent to the transfer of information and there is a casework 
need for such information to be shared, the material can only be released with the consent of one 
of the following (in order of preference): 

1. guardian, parent, or caregiver; 

2. whichever Unit holds primary casework responsibility (eg., JJC Manager, Assistant Manager 
Community Services (DCS), District Manager, NSW Probation Service). 

In circumstances where the wishes of the client have been overridden, the client is to be advised 
by their caseworker of this decision. For further information, please refer to relevant joint protocols 
and departmental policy. 

3.4 Nursing and health services 

Role of nursing staff 

Nursing staff are employed to: 

• coordinate and provide a high standard of nursing and allied health care to detainees; 

• ensure that a holistic approach (ie., bio-psycho-social) is undertaken in nursing care; 

• provide health education to prevent or reduce illness/disease and to promote a healthy 
lifestyle for both detainees and staff. 

The role of a Registered Nurse in a Juvenile Justice Centre is diverse and includes work in the 
following areas: 

• clinical 

• administrative/managerial 

• educational 

• professional issues 

• security. 

Staffing 

Juvenile Justice Centres provide a seven-day nursing service. The majority of the centres have 
one Registered Nurse on duty each day. Some centres have additional staff, based on the size of 
the detainee population. 

Additionally, Reiby and Mount Penang Juvenile Justice Centres have either an enrolled nurse or 
chairside assistant, to assist with dental services provided each week. 

Supervision of nursing staff 

Nursing staff in Juvenile Justice Centres report to two supervisors: 

• Centre Manager - provides administrative supervision for nursing staff, including monitoring 
the link with operations and other centre staff. 
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• Manager Nursing/Health Services - provides clinical supervision and professional 
development. Responsible also for rostering, performance management, recruitment, 
review and evaluation of health services, development of allied health policy, management 
of infection control and public health issues, overseeing of health budget. 

Responsibilities of Registered Nurses 

In a Juvenile Justice Centre, some of the Registered Nurse's responsibilities are: 

Admission nursing assessments - nursing assessment is conducted with every detainee admitted 
to a centre, within 48 hours of admission . 

From this assessment nursing and allied health care are initiated, which may include continuing the 
management of a particular health issue or investigating a health complaint to determine the most 
suitable treatment intervention. 

Triage and management of health emergencies - when acute illness or an accident occur, nursing 
staff determine what degree of intervention will be initiated at a centre, and when there is a need for 
a detainee to be escorted to the accident and emergency unit of a hospital. 

On some occasions a detainee will remain at the centre and receive intensive observation through 
one-to-one nursing. 

Dispensing and administration of medication - when nursing staff are on duty they dispense and 
administer all medications to detainees. 

Because nursing services are not available in the evenings or overnight, nursing staff pre-dispense 
medications for detainees who require it after hours. This medication is then administered by staff 
who have participated in training for medication administration. 

Maintenance of ongoing health care - undertaken by clinical assessment, client interviews and 
investigations, such as pathology collection, x-rays, etc. 

Health promotion and illness prevention - nursing staff are committed to the concept of primary 
intervention, this being the promotion of healthy lifestyles and behaviours that reduce the risk of 
illness developing in future years. 

From the time a detainee is admitted to the centre nursing staff assess his or her risk-taking 
behaviours that could contribute to health complaints. Nursing staff then address these with the 
detainee during his or her stay at the centre. This may include: one-to-one counselling, group 
programs, provision of educational information or referral to other services (eg. psychologist, AOD 
counsellor or the Aboriginal Medical Service). 

Nursing staff also provide health promotion information to centre staff on a needs basis. 

Liaison with community agencies - to ensure that a continuum of care is established and 
maintained, nursing staff liaise with community agencies for reasons such as pre-admission health 
information, discharge referral for ongoing health care, and seeking out relevant health promotion 
and services information for detainees. 

Maintaining and documenting clinical records - for medico-legal reasons, nursing staff are required 
to document each time a service is provided to a detainee. 

These records are confidential and are moved between centres when a detainee is transferred. 
Vital information about a detainee's health is kept in the Allied Health File for which nursing staff are 
responsible (ie., maintenance and security). 

Nursing staff also prepare referral letters for detainees who are visiting specialist practitioners. 
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Nursing student placements - throughout the year nursing students, who are completing the 
Bachelor of Nursing at university, undertake placements in Juvenile Justice Centres. Juvenile 
Justice Centre nursing staff are responsible for their supervision. 
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Orientation for new nursing staff - new nursing staff, either permanent or casual, are provided with 
an orientation program. 

This program is undertaken by nursing staff, the Manager Nursing/Health Services and Operations 
Managers. The orientation program addresses clinical issues, management and security. 

Audiometry and pathology collection - the Registered Nurse is competent to undertake pathology 
collection (eg. venipuncture) and audiometry testing on detainees. 

Centres have audiometry machines, to investigate whether detainees have hearing problems. In 
centres where young women are located, some nursing staff have received specialist training to 
undertake pap te~ts and cervical swab collection. 

Caseworl< and CST team meetings - nursing staff actively participate in casework-related and CST 
team meetings, where detainees' histories are discussed and case plans are formulated and 
reviewed. 

' The involvement of health professionals in detainees' care is coordinated and planned at these 
meetings. Nursing staff can receive referrals from case management, other CST staff, community 
and other centre staff. 

Coordination of visiting medical officer - the department has contracted general practitioners who 
specialise in adolescent health to provide services to Juvenile Justice Centres. 

Each detainee on remand for more than one month or who has been sentenced, receives a 
medical officer health assessment Aboriginal detainees are offered the opportunity to see an 
Aboriginal Medical Service doctor if they prefer (where it is available). 

Nursing staff are responsible for triaging and prioritising the schedule of detainee appointments, 
and work closely with the general practitioner, who also provides telephone consultation advice to 
nursing staff. 

Dental services - Reiby and Mount Penang Juvenile Justice Centres have dental suites that 
provide services for detainees. 

Other Juvenile Justice Centres access either private or public dental services. All centres attempt 
to refer Aboriginal detainees to the Aboriginal Medical Service for dental appointments. Nursing 
staff coordinate the provision of dental services in centres. 

Nursing services provided to staff 

Although the primary responsibility for Juvenile Justice Centre nursing staff is the health care of 
detainees, the following services are provided for centre staff: 

• emergency first aid treatment; 

• hepatitis B vaccination; 

• brief intervention at the time of occupational exposure, to ensure the staff member has had 
initial first aid treatment. The staff member is then referred to a public hospital or his or her 
own general practitioner; 
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• in-service education sessions on HIV/Hepatitis, universal infection control precautions, 
asthma, and first aid, including cardiopulmonary resuscitation. 

Other health needs of staff must be met by their own general practitioner. Staff are unable to have 
prescriptions filled or be supplied with other pharmaceutical products from centre supplies. 

Other services / specialists 

When a detainee is referred to a specialist, nursing staff are responsible for scheduling the 
necessary appointments. These specialist services are provided either by private consultants or by 
outpatient facilities located in public hospitals. Services include surgeons, physicians, 
dermatologists, optometrists, physiotherapists, ophthalmologists, orthopaedic surgeons and 
gynaecologists. 

Escort personnel, assigned to taking detainees to outside appointments, must ensure that they 
have collected a referral letter from the registered nurse before they leave the centre. They must 
also ensure that they return any papers from the specialisVoutside service to the registered nurse 
on their return to the centre. 

Access to nursing I allied medical services 

Most Centres operate a daily clinic for detainees. Detainees can request to attend the clinical 
facility at other times during the day for extra-ordinary reasons. When accessing nursing and 
medical services staff should use the following guidelines: 

• If a staff member believes a detainee needs to attend the clinic, he or she should contact the 
Team Leader who will liaise with the Registered Nurse for a suitable time for the detainee to 
attend. 

• In an emergency, staff must contact the Team Leader who will immediately contact the 
Registered Nurse and request that he or she attend the area. The Team Leader should 
inform the Registered Nurse of where the injured or ill detainee or staff member is located. 

• Nursing staff determine when a detainee requires referral to the Visiting Medical Officer or 
outside health agency. If it is out of hours, this decision can be made by the Team Leader, 
in consultation with other staff if necessary (eg., Operations Manager, Registered Nurse or 
Manager Nursing/Health Services). 

• If a staff member wishes to see nursing staff, he or she should contact the clinic by 
telephone first, to determine a suitable time for both parties. 

After-hours medication 

Medication pre-dispensed by nursing staff can only be administered by senior officers or Senior 
Youth Workers who have undertaken in-service training. All panadol, cough medicine, liniment, 
dressings, etc., must be noted on the "After Hours Medication" form. After hours medication must 
be kept in a safe place, i.e. locked office or locked cupboard. 

Management of injuries 

Following assessment either by the Registered Nurse or a Medical Officer, when nursing staff 
restrict a detainee from participating in sport, camp activities or other activities for health reasons, 
this must be strictly adhered to and cannot be overruled by any other staff member. 

The restriction will be for a specified period of time and staff must ensure that the detainee adheres 
to the restriction. If the detainee does not adhere to the restriction, staff must ensure that nursing 

Department of Juvenile Justice (NSW) August 1998 Section 3 Detainee Services 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 161 

staff are informed. If these rules are not followed by staff, legal action could be taken against the 
department. 

Incidents / accidents 

If a detainee is involved in an incident or accident out of nursing staff hours, nursing staff must be 
informed as soon as they arrive on duty the following morning. This will allow nursing staff to 
review the detainee and arrange ongoing treatment where necessary. 

Transfer of detainees 

When transfers occur out of hours, it is essential that nursing staff are informed as soon as they 
arrive at the centre the next day. Nursing staff are responsible for ensuring that the Allied Health 
File is transferred to the receiving centre. 

If the transfer occurs when the Co-ordinator Casework is on duty, he or she is responsible for 
informing the Registered Nurse (as soon as he or she is made aware of the transfer). If the Co­
ordinator Casework is not on duty, it is the responsibility of the Team Leader on duty to inform the 
Registered Nurse that the detainee is being transferred. 

Nursing staff must be given adequate notice to ensure they can prepare the Allied Health File and 
contact receiving nursing staff to inform them of any medical/health issues. 

3.5 Psychological services 

There are separate policy and procedure documents specifically for Psychologists, which cover all 
the procedures outlined in thjs sub:section. Psychologists must refer to those documents in 
conjunction with the information provided here. 

Services provided 

• Psychologists in Juvenile Justice Centres provide a range of services for detainees 
including: 

• assessment, treatment and consultancy service; 

• appraisals of all detainees who have been sentenced to detention, to ensure they receive 
the mental health care they might need and to guide case management; 

• specialist assessments whe·n needed, for court proceedings or following significant incidents 
(e.g. those involving self-harm); 

• special diagnostic assessments where needed, which involve psychometric evaluation using 
specially designed tests to evaluate cognitive abilities and personality; 

• skills acquisition, counselling, or other specialist therapeutic intervention, based on needs 
and issues identified through assessments; . 

• crisis intervention is also provided for detainees at the centre, which may follow an incident 
or contact with others (eg., family, peers, staff) distressing for the detainee; 

• Crisis Support Team, which operates out of normal working hours. Centre Psychologists 
work on special rosters made available to Centre Managers; 

• Special assessment protocols for intellectually disabled and other special groups. 
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Intervention services (ie., following individual assessments) may be provided in both individual and 
groupwork settings. At times, the Psychologist may also work with the family or significant others 
of the detainee. 

Psychologists also provide a consultative service to other centre staff who may seek information or 
clarification about psychological intervention and services. Their primary role is the provision of 
psychological services to detainees. 

Staffing 

There is at least one Psychologist based at each Juvenile Justice Centre. These staff act as 
members of the Centre Support Team (CST), which operates on a case management model. 
Psychological services are provided as part of the department's duty of care to detainees. 

All clinical services are clinically responsible via the Cluster Co-ordinator, Specialist Services to the 
Director, Psychological and Specialist Programs and Specialist Programs. 

Link to other centre staff 

Given the nature of psychological services and the work staff undertake with detainees there are a 
number of areas or issues where Psychologists and other Juvenile Justice Centre staff overlap. 

The Psychologist provides appropriate information via the Co-ordinator Casework to staff working 
directly with detainees on individual cases (eg. Senior Youth Workers and Caseworkers). The 
Psychologist also undertakes a consultative role for these staff and other operations staff on 
psychological and behavioural issues. 

The primary Juvenile Justice Centre staff who should seek information on individual casework from 
Psychologists are: 

Co-ordinators Casework - relevant issues: 

• Liaison with CST staff, including meetings, reviews and plans. 

• Case conferences, case plans, reviews and discharge preparation. 

• Advice and recommendations on appropriate casework and behaviour management 
strategies. 

• Contact with family and significant others, who may be associated with the detainee's 
offending. 

• CIS alerts relevant to psychological and physical health. 

CST staff - relevant issues: 

• Health, alcohol and other drug, violent offender, and sex offender program issues. 

• Collaboration in counselling and therapy. 

• Co facilitators in interventions (eg., groupwork). 

Centre Managers/ Co-ordinators Operations - relevant issues: 

• Recommendations regarding transfers between centres and placement within centres (ie., 
Units). 
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• Contact with family or significant others (visits, telephone and mail) who may be associated 
with the detainee's offending. 

• Management of behaviour of individual detainees in the centre (which will usually be carried 
out by Senior Youth Worker, unit-based staff). 

Co-ordinators Programs and Staff Development - relevant issues: 

• Recommendations for suitable types of supervised community activities (eg., location, level 
of community interaction, etc.). 

• Recommended restrictions or access to supervised community activities from the centre, 
even though the detainee's critical dates indicate that he or she is eligible. 

• Recommendations for consideration for internal centre programs (eg., vocational, 
recreational). 

Specialist programs - relevant issues: 

• Co-management arrangements with reference to established protocols. 

Senior Youth Workers - relevant issues: 

• Discussion and consultation on direct management issues. 

Psychological services - procedures 

Appraisals 

A request for an appraisal for a detainee who has been sentenced to detention (eg., control order) 
is referred to the Psychologist from the first CST meeting where that detainee is discussed. The 
Co-ordinator Casework must ensure that the Psychologist receives all referrals for sentenced 
detainees. 

An appraisal will normally be completed within two weeks of the CST referral. A verbal report on 
the appraisal will be provided to the CST meeting when the detainee is first reviewed. The written 
report must be brought to the meeting. 

A summary of the appraisal must be placed in the casework section of the detainee's D File, to 
assist with case planning and reviews. The appraisal must also be attached to the Allied Health 
File which is maintained by the Registered Nurse. 

Copies of all appraisals completed by Psychologists must be forwarded to the Director, 
Psychological and Specialist Programs via the Co-ordinator, Specialist Services. Such reports will 
be randomly audited. 

Psychological Court Reports 

Psychological Court Reports are normally prepared by the Forensic Program, but in some 
circumstances centre Psychologists may be required to prepare such reports. In such instances, 
the following procedures should be followed: 

• The Co-ordinator Operatjons must ensure that the Psychologist receives a copy of any legal 
mandate which requests a court report. The Co-ordinator Casework must also be informed 
of the request to ensure that the detainee can be informed of the process which will follow 
and the relevance of the court report to his or her casework and the court outcome. 
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• If a Psychologist experiences any difficulties or delays in the completion of a court report he 
or she should contact the clinical supervisor or the Director, Psychological and Specialist 
Programs. If a Psychologist in Training prepares a court report it must be reviewed with a 
supervisor. 

• Court reports must be typed and presented with a standard cover sheet. The cover sheet 
.!Illlfil include a confidentiality note. The court report must be forwarded to the court in a 
timely manner, as soon as it is completed. 

• Psychologists must ensure that a copy of the court report is: 

1. attached to the Allied Health File (which is maintained by the Registered Nurse); 

2. sent to the Central Registry via the Director, Psychological and Specialist Programs. 

• In some cases, the preparation of court reports will be the responsibility of the Department of 
Community Services. Guidelines for such a referral are contained in the relevant inter­
departmental protocol. 

• If a detainee is granted bail and is subsequently released, the psychological court report will 
normally be prepared by a non-departmental Psychologist and paid for by local Courts 
Administration. 

Parole reports 

A Submission for Consideration of Release on Parole must be provided to the Senior Children's 
Magistrate, no more than 60 days before the end date on the minimum term of the detainee's 
sentence (ie., date eligible for parole). 

One of the required attachments of the submission is a psychological assessment report. When a 
Psychologist has completed the report and it has been checked by the clinical supervisor (where 
required) he or she must submit the report to the Co-ordinator Casework. 

The Co-ordinator Casework is responsible for collating all parole-related information and 
completing the final submission from the centre. 

If a Psychologist in Training prepares a parole psychological report it should be reviewed with the 
supervisor before being finalised and, where possible, countersigned . 

Other reports 

Psychologists can be requested to prepare a variety of reports, which include: 

• Detainee transfer reports, ie. from (s. 10) and to (s. 28) an adult correctional facility. 

• Incident reports. 

These reports are normally requested by the Co-ordinator Operations or the Co-ordinator 
Casework and are reviewed by the Clinical Supervisor. 

Critical I serious incidents 

When an incident occurs in the Juvenile Justice Centre it may be considered necessary for one or 
more of the detainees involved in (or affected by) the incident to be assessed or counselled by a 
Psychologist. 
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Generally, this occurs as a result of an incident of self-harm/ attempted suicide or assault (where 
the detainee was either the victim or a witness to the events). The Psychologist should be asked to 
speak to detainee if there are concerns about his or her emotional state as a result of an incident. 

The Team Leader on duty at the time of the incident must assess the need for a Psychologist to 
speak with the detainee and notify the Psychologist. If the Team Leader has any doubts about the 
need for psychological intervention, he or she should contact the Psychologist and allow him or her 
to assess the situation. If the incident occurs out of Psychologist working hours, the Team Leader 
must inform the Co--0rdinator Operations who may contact the Crisis Support Team. 

Following an assessment of the detainee the Psychologist may undertake individual or group 
counselling with the detainees involved, or he or she may refer the detainees to another counsellor 
I agency. 

If a Psychologist is called to a critical or serious incident with a detainee, he or she must report this 
to the clinical supervisor. When an incident occurs outside of hours and a Psychologist is called to 
the centre as a member of the Crisis Support Team, that Psychologist must complete a crisis 
support team incident form and forward it to the supervisor. 

Psychologists' meetings 

Psychologists working in Juvenile Justice Centres are required to attend regular meetings, to 
review practices and service provision. Attendance at such meetings is compulsory. 

Documentation 

In order to meet the assessment, intervention and referral needs of the detainee, accurate and 
current documentation must be kept by all Psychologists. This ensures, amongst other things, 
continuity of service within and between centres and centres and the community, meeting of 
professional accountability needs, and making of appropriate referrals. 

An Allied Health File must be kept for each detainee. Nursing staff are responsible for the request, 
transfer and maintenance of files. All allied health staff are to maintain their own records. 

DFile 

The Psychologist must ensure that appropriate information is noted in the casework section of the 
D File, to ensure that it is available to other staff. The psychological appraisal must be attached to 
the D File (in the casework section). 

Legal mandates are contained in the D File, therefore Psychologists should refer to this type of 
documentation via the D File, and not attach them or copies to the Allied Health File. 

Allied Health File 

Psychologists are required to adhere to the following procedures when using the Allied Health File: 

• Allied Health Files must be kept in a locked filing cabinet in the clinical facility of each Centre. 
Psychologists, nursing staff and AOD workers will have keys to enable access at all times. 

• When removing an Allied Health File, a 'marker' or 'tracer' must be inserted in the place of 
the file. This will enable the file to be located at all times. 

• Files must be returned to the cabinet before the close of business each day and the 'tracer' 
removed. 

• Current clinical notations on the Database and Progress Notes pages are to be maintained. 
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• All medical or departmental allied health reports are to be attached to the file as soon as 
possible. 

• CST staff are responsible for their own filing. 

• All clinical allied health records (i.e. notes from AOD counsellor and Psychologist) must be 
filed prior to the transfer of any file from the Centre. 

• Information from assessments should be summarised onto the Database forms. 

• Information on any transaction with a client should be summarised on the blue Progress 
Note forms. 

• Information should be recorded in an easy and understandable form, keeping the use of 
technical terms to a minimum. 

• The date, source and content (summarised) of any relevant information received from a third 
party (eg., Juvenile Justice Officers I Counsellors, General Practitioners, schools etc.) 
should be documented. 

• The date, agency or individual involved (eg., Juvenile Justice Officers/ Counsellors, parents, 
etc.) and summarised content of any feedback given by a Psychologist to a third party 
should be documented. 

• Psychological court reports are to be attached to the Allied Health File, and are to be made 
available to the Centre Manager if requested. 

• All entries and notations must be signed and dated. 

• Handwriting should be legible and neat and large blank spaces or lines are to be avoided. 

3.6 Sex Offender Program 

What is the Sex Offender Program? 

The Sex Offender Program (SOP) is part of the range of professional services in Juvenile Justice 
Centres which are designed to link Centre Support Team interventions, via case management, to 
all aspects of the detainee's care. 

The SOP is a specialist program which provides assessment and treatment to juveniles who have 
committed offences of a sexual nature. Such interventions occur both in the community and in 
custody (Juvenile Justice Centres). 

Service delivery 

When a juvenile has been charged and found guilty of an offence of a sexual nature, the SOP 
provides a Background (Pre-Sentence) Report to the court where the juvenile will be sentenced. 

Such reports are based on an individual and family assessment and a risk assessment, to 
determine how the juvenile can receive treatment in the least restrictive environment, while 
ensuring the safety of the community. 

In both the community and Juvenile Justice Centres, counsellors in the SOP provide: 

• assessment; 
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• individual supervision; 

• therapy, which is part of the therapy case plan developed from the time of assessment; 

• court support / representation; 

• advice to Juvenile Justice staff regarding the management and supervision of sex offenders. 

As a supervisor. the SOP counsellor has the responsibility of ensuring that the juvenile / detainee is 
abiding by the court order. Part of this responsibility is to initiate breach or revocation procedures, 
in the same manner that Juvenile Justice Officers are expected to. 

In addition to this, SOP counsellors (from both the community and Centres) may make 
recommendations regarding SOP clients who are in custody and their: 

• participation in supervised community activities; 

• participation in day and overnight leave; 

• management in detention. 

Juvenile Justice Centre staff are encouraged to use these recommendations wherever possible, as 
they often relate to safety and security issues, and lead to more effective management of sex 
offenders in custody. 

As a therapist. the counsellor provides both individual therapy and group therapy. During the 
therapy process the counsellor and the juvenile address the following issues: 

• facing up and taking responsibility for the offending; 

• developing an understanding of offending patterns; 

• learning to intervene in offending patterns; 

• dealing with personal issues and past trauma; 

• developing victim awareness and empathy where appropriate; 

• developing a generally responsible non-offending lifestyle; 

• knowledge of appropriate sexuality. 

Counsellors also provide family therapy and interventions where appropriate. 

Restrictions 

It is very important for Juvenile Justice Centre staff to understand that this program is not available 
to all detainees. It is only available to detainees who have been convicted of an offence of a sexual 
nature. There may be occasions when a detainee is observed by staff to be behaving in a manner 
which is believed to be sexually inappropriate. \Nhile it is important that this behaviour is limited 
and addressed, it is not the responsibility of the SOP to undertake this work. 

Staffing 

Currently the SOP has nine staff. There are three types of SOP positions: 
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Clinical Coordinator - management and co-ordination of the Sex Offender Program and clinical 
supervision of the SOP counsellors. 

Juvenile Justice Counsellors (SOP) - provide assessment, treatment and supervision of 
individual participants and (where appropriate) their families. 

Research Psychologist - Develops and coordinates research projects to ensure that the SOP 
provides the best possible intervention to juvenile sex offenders. 

Location of staff 

There are currently seven counsellors in the SOP, located at: 

• Blacktown Intensive Programs Unit; 

• Liverpool Intensive Programs Unit; 

• Stanmore Intensive Programs Unit; 

• Queanbeyan Juvenile Justice Community Services; 

• Mount Penang Juvenile Justice Centre, Kariong; 

• Reiby Juvenile Justice Centre, Campbelltown; 

• Worimi Juvenile Justice Centre, Newcastle. 

Rural SOP seNices 

These staff provide service to other Juvenile Justice Centres as required. 

In addition to these designated SOP positions, community-based (non-departmental) counsellors 
are employed, on a fee-for-service basis across New South Wales. This ensures service provision 
to juveniles in rural areas. In these cases, departmental supervision is provided by the nearest 
Juvenile Justice Officer. 

Link to other centre staff 

Given the nature of the Sex Offender Program and the work staff undertake with detainees, there 
are a number of areas or issues where SOP staff and Juvenile Justice Centre staff overlap. 

The Co-ordinator Operations, Co-ordinator Casework and Co-ordinator Programs/Staff 
Development must ensure that Juvenile Justice Centre staff consult with the relevant SOP staff 
regarding individual detainees on a regular basis. 

Although there are a number of staff who need to gather information regarding individual detainees 
from the SOP on a regular basis, it is recommended that wherever possible consultation be 
channeled via the CST meeting, to ensure that all relevant staff are provided with information. 

The Juvenile Justice Centre staff who should liaise with SOP staff regarding case management 
are: 

Co-ordinator Casework - relevant issues: 

• Liaison with CST staff, including meetings, reviews and plans. 

• Case conferences, case plans, reviews and discharge preparation. 
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• Identify inappropriate contact with family and significant others, who may be associated with 
the juvenile's offending. 

CST team - relevant issues: 

• Health, mental health and alcohol and other drugs issues for individual SOP participants. 

• Collaboration in counselling and therapy. 

• Support and intervention that can be provided to participant detainees, where there are no 
on-site SOP counsellors. 

• Co facilitation with interventions (eg., groupwork). 

Co-0rdinator Operations I Centre Manager - relevant issues: 

• Recommendations for restrictions from supervised community activities and leave from the 
Centre. 

• Recommendations regarding transfers between Centres and placement within Centres. 

• Contact with family and significant others (visits, telephone and mail) who may be associated 
with the juvenile's offending. 

• Management of behaviour of individual detainees in the centre (which will usually be carried 
out by Senior Youth Worker I unit-based staff). 

C0-0rdjnator Programs I Staff Development - relevant issues: 

• Suitable types of supervised community activities (eg. location, level of community 
interaction, etc.). 

• Restrictions or access to supervised community activities from the Centre, even though the 
detainee's critical dates indicate that he or she is eligible. 

• Restrictions or special consideration for internal programs (eg., vocational, recreational, 
etc.). 

Specialist programs - relevant issues: 

• Co-management arrangements with reference to protocols between specialist programs. 

Senior Youth Workers - relevant issues: 

• Discussion and consultation regarding direct management issues. 

Sex Offender Program - Procedures 

Referral 

As noted, only detainees who have been convicted of a sexual offence are eligible to participate in 
the SOP. As these juveniles have already had contact with the SOP prior to detention, SOP staff 
will be aware of their placement at the Centre. Therefore, there is no need for initial referrals to the 
SOP by Juvenile Justice Centre staff. 
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The only times Juvenile Justice Centre staff may refer to the SOP is where staff have concerns or 
are experiencing problems with detainees·who are already participants in the SOP. Where there 
are concerns about the behaviour of detainees who are not SOP participants, staff should contact 
the Co-ordinator Casework, or in his or her absence the Centre Manager. 

If there are any behavioural or interactjonal concerns with sop participants in custody, the 
allocated sop Counsenor or (if unknown} the Clinical Coordinator (SOP} must be notified 
IMMEDIATELY. For staff who are not CST staff, this referral should be made via the Co-ordinator 
Casework or the allocated Caseworker. 

Supervised community activities and leave 

The Co-ordinator Casework and Co-ordinator Operations must ensure that the relevant SOP 
counsellor has been consulted QiiQr to any detainee who is an SOP participant leaving the centre 
for a supervised community activity. 

Wherever possible the SOP counsellor should give an indication of the types of supervised 
activities the detainee should be restricted from. If this is done, it will not be necessary for Juvenile 
Justice Centre staff to consult with the SOP every time the detainee is considered for an activity. 

There will be occasions where consultation will have to occur every time a detainee is being 
considered. This must be discussed between the relevant SOP counsellor and the Co-ordinator 
Casework. 

It is the Co-ordinator Casework's responsibility to ensure that all information regarding individual 
SOP participants is passed on to the relevant staff. In the case of supervised community activities, 
the Co-ordinator Programs I Staff Development rrurn be informed of all recommendations and 
restrictions, and subsequent changes. In relation to both supervised community activities and 
leave, the Co-ordinator Operations ~ be informed of restrictions. 

The following principles underpin the granting of leave and participation in supervised activities by 
SOP participants who are in custody: 

• The dates on which SOP participants are eligible to apply for leave and supervised 
community activities are calculated as for any other detainee in a Juvenile Justice Centre, 
related to type of offence and time in custody (see Section 8.x - "Procedures for calculating 
critical dates for leave"). 

However, eligibility for leave does not mean that a detainee is automatically permitted to 
participate in any supervised community activity or leave. 

• Staff must ensure that SOP participants do not have any contact with previous victims. 

• During these activities the risk of further offending must be minimised (ie., no unsupervised 
contact with potential victims, including any vulnerable people, eg., children, old people, 
women). 

• During these activities exposure to potentially arousing material must be minimised (eg., 
movies, beaches, magazines, etc.). 

• From the start of individual work with sex offenders there !lli!fil be consideration of the 
limitations which may be placed on the detainee in relation to supervised activities and leave 
from the centre (eg., casework, including possible limitations in case plans and reviews; 
counselling; behaviour management in the unit). 
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All supervisors of detainees who are SOP participants need to be willing to supervise an SOP 
participant at all times. This means that the detainee must be constantly within the vision of the 
supervisor, when on supervised community activities and leave. 

Juvenile Justice Centre staff must be aware of the following to effectively supervise an SOP 
participant 

• the offences which the detainee has committed; 

• what situations are considered as "risky" for the detainee. 

When a parent or significant other is taking an SOP participant on leave, he or she must be 
interviewed by an SOP counsellor, to ensure that he or she is aware of responsibilities and the 
potential risk of the detainee reoffending. The parent or significant other must be aware of: 

• the offences that have been committed in the past; 

• potential risk factors; 

• warning signs of a potential re-offence by the detainee; 

• how to intervene to avoid the detainee reoffending. 

Family or significant others need to be able, willing and motivated to carry out such interventions if 
necessary. This will be assessed by an SOP counsellor. 

A risk assessment is conducted with every detainee who is an SOP participant before he or she 
attends supervised activities or leave. To be eligible for a supervised community activity or leave 
the detainee must have been assessed by an SOP counsellor as a !ow re-offence risk. 

That is, the detainee needs to be: 

• admitting and taking responsibility for previous offences; 

• demonstrating motivation not to re-offend; 

• aware of his or her offence cycle and demonstrating motivation and ability to intervene in the 
cycle: 

• able and willing to implement strategies to avoid re-offending: 

• demonstrating the ability and motivation to take other people into account (ie., 
developmentally appropriate); 

• demonstrating generally responsible behaviour in the Sex Offender Program and in the 
centre. 

The Clinical Coordinator, Sex Offender Program supports the risk assessment made by SOP 
counsellors. 

SOP - documentation 

SOP staff in Juvenile Justice Centres are required to complete a range of documentation and 
records, to assist with service provision. 

These include: 

• Making entries in the Allied Health File, in the section "specialist". 
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• Making entries regarding general issues in the D File, in the "casework" section. 

• Place court reports and legal mandates in the D File. 

SOP staff also maintain an SOP File. All entries in any file are to be signed and dated. 

3.7 Alcohol and Other Drug Program 

What is the AOD program? 

The AOD program is part of the range of professional services in Juvenile Justice Centres which 
are designed to link CST interventions, via case management, to all aspects of the detainee's care. 

The AOD Program aims to reduce the harm associated with alcohol and other drug use to the 
benefit of both the individual and the community. This specialist counselling service forms part of 
the multi-disciplinary health service which provides for all aspects of the detainee's health, including 
personal growth and skill development opportunities, and at the same time fulfilling the sentencing 
conditions set by the Court. 

Staff positions 

Currently there are eleven positions in the AOD program. There are two types of positions: 

Clinical Coordinator - responsible for the management and coordination of the AOD program 
and clinical supervision of the AOD Counsellors. 

aao Counsellors - responsible for the assessment and treatment of detainees (individual and 
groups) with AOD problems and (where appropriate) their families. 

Supervision of AOD staff 

AOD staff in Juvenile Justice Centres report to two supervisors: 

Centre Manager - provides administrative supervision for AOD staff, including monitoring the 
link with operations and other centre staff. 

Clinical Coordinator - provides clinical supervision and professional development to AOD 
Counsellors, and service-wide management of AOD services. 

All leave applications and training development applications must be endorsed by the Centre 
Manager and approved by the AOD Coordinator and the Director, Psychological and Specialist 
Programs. 

Service delivery 

Services provided by AOD counsellors in centres include: 

• Brief AOD assessment and intervention. 

• Comprehensive AOD assessment to determine counselling needs. 

• Individual counselling. 

• Preparation of AOD assessments for reports requested by the Court. 
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• Group work programs, providing therapy and information on AOD-related issues for making 
healthy lifestyle changes. 

• Family interventions. 

• Referral to other centre services and referral to external agencies. 

• Liaison, education and consultation to relevant staff in the Department of Juvenile Justice 
and externally (e.g. local Magistrates), as appropriate. 

Link to other centre staff 

Given the nature of the AOD program and the work staff undertake with detainees there are a 
number of areas or issues where AOD staff and other Juvenile Justice Centre staff overlap. 

The AOD Counsellor provides appropriate information via the Co-ordinator Casework to staff 
working directly with detainees on individual cases (eg., Senior Youth Workers and Caseworkers). 
The AOD Counsellor also undertakes a consultative role for those staff and other operations staff 
on AOD issues. 

The primary Juvenile Justice Centre staff who should seek information on individual casework from 
AOD staff are: 

C0:0rdjnators Casework - relevant issues: 

• Liaison with CST staff, including meetings, reviews and plans. 

• Case conferences, case plans, reviews and discharge preparation. 

• Advice and recommendations on appropriate casework and behaviour management 
strategies. 

• Contact with family and significant others, who may be associated with the detainee's 
offending. 

CST staff - relevant issues: 

• Health, mental health and Sex Offender program issues. 

• Collaboration in counselling and therapy. 

• Co-facilitators in interventions (eg., groupwork). 

Centre Managers t Co-ordinators Operations - relevant issues: 

• Recommendations regarding transfers between centres and placement within centres (ie., 
Units). 

• Contact with family or significant others (visits, telephone and mail) who may be associated 
with the detainee's offending. 

• Management of behaviour of individual detainees in the centre (which will usually be carried 
out by Senior Youth Worker, unit-based staff). 

Co-ordinator Programs and Staff Development- relevant issues: 

• Recommendations for suitable types of supervised community activities (eg., location, level 
of community interaction, etc.). 
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• Recommended restrictions or access top supervised community activities from the centre, 
even though the detainee critical dates indicate that he or she is eligible. 

• Recommendations for considerations for internal centre programs (eg., vocational, 
recreational). 

Specialist programs - relevant issues: 

• Co-management arrangements with reference to established protocols. 

Senior Youth Workers- relevant issues: 

• Discussion and consultation on direct management issues. 

Alcohol and Other Drug Program - procedures 

Admission and the AOD program 

It is a requirement that every detainee admitted to a Juvenile Justice Centre is assessed to 
determine Alcohol and Other Drug use as soon after arrival as is practical. Guidelines to be 
followed by AOD workers are: 

• All new detainees on admission are asked five standard AOD related questions by the 
admitting officer. 

• If a detainee is admitted after hours in an intoxicated state, and nursing staff are not in 
attendance, clearance must be obtained by the Duty Doctor or Local Hospital prior to 
admission. 

• Detainees must be informed that there is an AOD Counsellor at the centre and his or her 
role. 

• On admission nursing personnel assess for detoxification risk factors and take a recent three 
month history of drug use. 

• The AOD Counsellor will administer the short form assessment to most new detainees within 
five to seven days of admission . 

• Ongoing AOD interventions will be based on the outcome of the short form assessment and 
other (e.g. psychological) perceived need. 

• If an interpreter is required, the Interpreter Service must be contacted. 

Training must be given in drug effects to Admissions Officers and other staff who admit detainees. 

Detainees on remand 

Rehabilitation begins voluntarily while the detainee is on remand and is continuous, regardless of 
whether the detainee returns to the community or is sentenced to detention. 

The referral processes for detainees who are on remand can be: 

• Referrals for AOD assessment can be made by the nurse, Psychologist, Co-ordinator 
Casework, caseworker, community staff, admissions, the court or the detainee can self­
refer. 
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• Referrals can be made in person, or by telephone, or via the appropriate referral form. 

• The Co-ordinator Casework or Admissions staff notify the AOD Counsellor if there is a court 
referral I recommendation. The Co-ordinator Operations must ensure that the AOD 
Counsellor receives a copy of the legal mandate, if there is a recommendation for AOD 
intervention. 

The following guidelines outline who should be referred to the AOD program: 

• Access to the AOD program is available to all detainees at the centre. Most will participate 
(at minimum service provision) in a brief AOD assessment and intervention. 

• It is appropriate to refer a detainee suspected of having used drugs harmfully. 

• It is appropriate to refer a detainee requiring medical monitoring for symptoms of chemical 
detoxification. 

The following outcomes of assessment may occur. 

• Administration of a short-form assessment and feedback to the detainee on the assessment. 

• Education, information and referral. 

• Motivational interviews. 

AOD Counsellors ensure that consultation occurs: 

• at CST team meetings; 

• on a day-to-day basis with other centre staff; 

• when making referrals to outside agencies. 

Detainees who have been sentenced 

AOD intervention occurs within a continuum of care model, and rehabilitation efforts continue pre­
and post-discharge. Most detainees receive an AOD screening assessment. 

The referral processes for detainees who have been sentenced can be: 

• Community and Centre staff can make AOD referrals, although participation is voluntary. 
The detainee can also self-refer. 

• When a detainee is transferred the AOD Counsellor at the transferring Centre makes the 
appropriate referrals to the AOD Counsellor at the receiving Centre, and to community staff 
for appropriate follow up. 

To determine who should be referred to the AOD program, staff should refer to the guidelines for 
detainees on remand. 

The following outcomes of assessment may occur. 

• A case conference with the detainee is held within four weeks of admission. The case plan, 
which is developed following the case conference, may include AOD counselling, if relevant 
issues were identified in the assessment and at the case conference. The AOD Counsellor 
will then act as the primary worker for the detainee. 
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Throughout the detainee's time in custody the AOD counsellor and the Co-ordinator 
Casework (or the allocated Caseworker, where applicable) maintain regular, ongoing 
contact regarding support and intervention work with the detainee. If the AOD counsellor is 
the primary worker he or she should also participate in the development of the custodial and 
all case plan reviews conducted with the detainee. 

• The AOD Counsellor is obliged to review the Allied Health File prior to the case conference, 
if the detainee has self-referred or has been referred by the CST team, centre staff or 
community staff. 

• A comprehensive AOD assessment will be conducted by the AOD counsellor once he or 
she has been identified as the primary worker for the detainee. When the assessment is 
complete and a plan has been developed the AOD counsellor should report to the CST team 
meeting when the detainee is reviewed. 

• Prior to discharge, the Co-ordinator Casework convenes a pre-discharge case conference 
with the relevant personnel again in attendance, e.g. AOD Counsellor. 

AOD Counsellors ensure that consultation occurs: 

• if a referral is made to an external AOD agency the AOD Counsellor should liaise with the 
agency to negotiate their attend at the case conference: 

• on a day-to-day basis with other centre staff; 

• at CST meetings. 

AOD documentation 

In order to meet the assessment, intervention and referral needs of the detainee, accurate and 
current documentation must be kept by all AOD workers. This ensures, amongst other things, 
continuity of service within and between centres and centres and the community, the meeting of 
professional accountability needs, and the making of appropriate referrals. 

An Allied Health File must be kept for each detainee. Nursing staff are responsible for the request 
and transfer of files. All allied health staff are to maintain their own records. 

Allied Health File 

AOD counsellors are required to adhere to the following procedures when using the Allied Health 
File: 

• Allied Health Files must be kept in a locked filing cabinet in the clinical facility of each Centre. 
Psychologists, nursing staff and AOD workers will have keys to enable access at all times. 

• When removing an Allied Health File, a 'marker' or 'tracer' must be inserted in the place of 
the file. This will enable the file to be located at all times. 

• Files must be returned to the cabinet before the close of business each day and the 'tracer' 
removed. 

• Current clinical notations on the Database and Progress Notes pages are to be maintained. 

• All medical or departmental allied health reports are to be attached to the file as soon as 
possible. 

• CST staff are responsible for their own filing. 
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• All clinical allied health records (i.e. notes from AOD counsellor and Psychologist) must be 
filed prior to the transfer of any file from the Centre. 

• The section for Alcohol and Other Drug, on the Allied Health File front sheet, should be 
completed using the accompanying manuals. 

• The therapy plan goals and strategies and anticipated completion date should be filled in, in 
the AOD section on the treatment plan sheet. 

• Information from assessments should be summarised onto the Database forms. 

• Information on any transaction with a client should be summarised on the blue Progress 
Note forms. 

• Information should be recorded in an easy and understandable form, keeping the use of 
technical terms to a minimum. 

• The date, source and content (summarised) of any relevant information received from a third 
party (eg., Juvenile Justice Officers/ Counsellors, General Practitioners, schools etc.) 
should be documented. 

• The date, agency or individual involved (eg., Juvenile Justice Officers/ Counsellors, parents, 
etc.) and summarised content of any feedback given by an AOD Counsellor to a third party 
should be documented. 

• AOD court reports are to be attached to the Allied Health File, and are to be made available 
to the Centre Manager if requested. 

• All entries and notations must be signed and dated. 

• Handwriting should be legible and neat and large blank spaces or lines are to be avoided. 

OFile 

The AOD Counsellor must ensure that information on general AOD management must be noted in 
the casework section of the D File, to ensure that it is available to other staff. 

Legal mandates are contained in the D File, therefore AOD Counsellors should refer to that 
documentation via the D File, and not attach it or copies to the Allied Health File. 

Chemical detoxification procedures 

There are occasions when detainees are admitted to Juvenile Justice Centres who are chemically 
detoxifying from alcohol or other drugs: 

• These detainees will require a thorough assessment by the Registered Nurse and Alcohol 
and Other Drug Counsellor to determine the specific management plan in each case. Some 
detainees may require medical intervention by way of a prescribed withdrawal medication 
regime together with counselling provided by the Alcohol and Other Drug Counsellor. 

• These detainees should be located in single or double room accommodation, rather than 
dormitories, for at least seven to ten days after admission. Ideally, they should not be 
located in an open facility as this does not meet the minimum standards of care. In view of 
this, consideration should be given as to which centre they are placed in during this acute 
withdrawal phase. 
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• Detainees chemically detoxifying should be excused from engaging in work parties where 
working with heavy or sharp instruments or machinery could occur, for at least seven to ten 
days after admission, as the risk of accidents is high. 

• The management of a detainee chemically detoxifying requires a coordinated and well 
communicated approach to their care. All involved parties need to relay necessary 
information to each other on a regular basis until the detainee has completed the 
detoxification. 

Further information on this subject can be obtained from the Nursing Procedure Manual and the 
Alcohol and Other Drugs Services Policy Manual. 

3.8 Forensic Program 

The Forensic Program is one of several specialist programs which operate within the Department 
of Juvenile Justice. Its primary aim is to provide psychological assessments of departmental 
clients, for use during court proceedings. 

The program helps meet the need, identified in the Burdekin Report, to protect the rights of young 
people with mental illness, cognitive impairment or intellectual disability. 

In addition to specialist reports requested by the court, Psychologists of the Forensic Program 
provide assessments and consultancy to departmental staff, including Juvenile Justice Officers/ 
Counsellors working with clients in other specialist programs. 

Activities of Forensic Program Psychologists are conducted according to the Forensic Program 
Psychological Procedures Manual. Details of the Forensic Program and referral procedures are 
given in the Specialist Programs Operations Manual. 

Service delivery 

The major responsibility of Psychologists in the Forensic Program is to provide psychological 
assessment reports concerning young persons in custody at juvenile justice centres. Children's 
Magistrates or Judges must request the reports, which are generally used at the sentencing stage 
of court proceedings. 

It is intended that Forensic Program Psychologists assess and report on serious mental health 
issues that may be relevant to the young person's offending and which may affect the court 
proceedings. This is consistent with the department's attempts to maximise appropriate diversion 
from custody. 

In keeping with this aim, Juvenile Justice Community Services staff are also able to make referrals 
for assessment. In the latter cases, the psychological assessment reports may be submitted along 
with court requested Background Reports, in the form of Integrated Background Reports. 

Forensic Program Psychologists also to provide consultation, particularly psychometric testing, to 
Counsellors of the Sex Offender and Violent Offender programs, and may facilitate or co-facilitate 
group interventions within Intensive Program Units. They may provide consultation and training to 
other departmental staff. 

Referrals should be directed to the relevant Manager IPU / JJCS, or in Northern Cluster to the 
Specialist Services Co-ordinator. Advice about referrals can be sought from Cluster Specialist 
Services Co-ordinators. 
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Staffing 

Forensic Program Psychologists are located at: 

• Blacktown, Liverpool and Stanmore Intensive Programs Units: 

• Wagga Wagga Juvenile Justice District Office; 

• Broadmeadow Juvenile Justice District Office; 

• Minda Juvenile Justice Centre. 

Minda's Forensic Program Psychologist has the role of locum Psychologist, that is a Psychologist 
who is able to relieve in Forensic Program or other Psychologist positions, as needed, by 
arrangement with the Cluster Director and Specialist Services Co-ordinator, Sydney West Cluster. 

Supervision 

Forensic Program Psychologists are responsible administratively and for casework purposes to the 
relevant Manager IPU / JJCS or Centre Manager. 

Professional supervision is provided by the Manager, Intensive Programs Unit, in cases where the 
Psychologist is based at an IPU, and the Manager IPU has appropriate qualifications, in 
collaboration with the Specialist Services Co-ordinator of the cluster. In other cases professional 
supervision is solely the responsibility of the Cluster Specialist Services Co-ordinator. 

One cluster-based Specialist Services Co-ordinator also has responsibility for operation of the 
Forensic Program, particularly professional development aspects. The Director, Psychological and 
Specialist Programs has overall supervision of the program. 

Forensic Program - procedures 

Forensic Program Psychologists should follow the guidelines in their procedures manual. 

Referrals are made via the Manager, IPU / JJCS, both in the case of court-requested pre-sentence 
reports and where psychological assessments are sought by Juvenile Justice Officer/ Counsellors. 

In order to avoid unnecessary delay in the court proceedings it is important that referrals are 
passed on immediately to the Psychologist Delays are minimised when court report requests are 
made on the standard form, widely used in the Children's Court, and forwarded immediately by 
court staff to the Manager, IPU, or Manager, Juvenile Justice Community Services, along with court 
papers and other documentation. 

It is advisable that additional steps be taken by court staff or Juvenile Justice officers, such as 
telephoning the Forensic Program Psychologist, Centre Psychologist or Centre Casework Co­
ordinator, to ensure that court requests are received in sufficient time to complete an assessment. 
Notations can be made by the court on the adjournment warrants which accompany a young 
person remanded to custody. 

Where the young person is granted bail and returns to the community during the remand period, 
court staff should arrange for a Psychologist in private practice to undertake the assessment. In 
this case the cost incurred is the responsibility of the court. It is sometimes necessary to arrange 
an assessment by a Psychologist in private practice when a young person enters bail after an initial 
period in custody. 
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A protocol developed between the Department of Community Services and the Department of 
Juvenile Justice deals with young persons known to the Department of Community Services, and 
concerning whom the court has requested a Psychologist's report. 

Links to other staff in centres/ IPU 

In addition to collaboration with Juvenile Justice Community Services and Intensive Program Unit 
staff, outlined above, the role of the Forensic Program Psychologist is likely to include links with the 
following: 

• Centre managers I operations co-ordinators; 

• Centre Psychologist and alcohol and other drug counsellor; 

• Centre casework Co-ordinator (e.g. concerning case plans, CIS alerts and inter-unit 
transfers); 

• Departmental consultant psychiatrist; 

• Community mental health services; 

• Other community agencies and groups; 

• Medical practitioners; 

• Department of School Education/ Tafe. 

Forensic Program - documentation 

Forensic Program Psychologist reports are, where possible, comprehensive assessment reports 
completed according to standard protocols and in standard format. 

Reports completed by Psychologists conditionally registered with the NSW Psychologists 
Registration Board should be supervised and sighted or signed by the cluster Specialist Services 
Co-ordinator, or Manager IPU where the latter possesses appropriate qualifications. 

Reports are confidential and should be circulated or released strictly in accordance with procedures 
and policies of the Department and set out in the Forensic Program Psychological Procedures 
Manual. 

Under present procedures, reports may be released to Juvenile Justice officers, counsellors and 
Centre Managers. Generally reports are released only to professionally qualified staff with 
legitimate involvement in a young person's case, who undertake in turn to maintain confidentiality of 
the document and its contents. 

Psychologists place a copy of their report on the Allied Health File, along with any mental or other 
important records which may have been released to them in the course of the assessment. They 
also where appropriate make notations in the Allied Health File. Where the Allied Health File is 
unavailable, records should be sent to McCabe Cottage for inclusion on the file. 

Copies of reports should also be forwarded to Central Support Office, where a registry of reports is 
maintained. All reports should thus carry the notation "c.c. Director, Psychological and Specialist 
Programs". 

Forensic Program Psychologists' own files should generally include only copies of important reports 
or records (such as test protocols, psychological or psychiatric reports), whilst originals should be 
placed on the relevant departmental file. 
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3.9 Violent Offender Program 

The Violent Offender Program (VOP) is part of the range of professional services in juvenile justice 
centres which are designed to link Centre Support Team interventions, via case management, to all 
aspects of the detainee's care. 

The VOP is a specialist program which provides assessment and treatment to juveniles who have 
been convicted of a second (or more) serious indictable violent offence. Such interventions occur 
both in the community and in custody. 

Service delivery 

When a juvenile has been charged and found guilty of their second (or more) serious violent 
offence, the VOP provides a Background (pre-sentence) Report to the court where the juvenile will 
be sentenced. Such reports are based on individual and family assessment, and a risk 
assessment, to determine how the juvenile can receive treatment in the least restrictive 
environment, while ensuring the safety of the community. 

In both the community and centres, VOP Counsellors provide: 

• assessment; 

• individual supervision; 

• therapy, which is part of the therapy case plan developed from the time of assessment; 

• court support/ representation; 

• advice to Juvenile Justice staff regarding the management and supervision of sex offenders. 

As a supervisor. the counsellor has the responsibility of ensuring that the juvenile/ detainee is 
abiding by the court order. Part of this responsibility is to initiate breach or revocation procedures, 
in the same manner that Juvenile Justice Officers are expected to. 

In addition to this, VOP Counsellors may make recommendations regarding VOP clients who are in 
custody and their. 

• participation in supervised community activities; 

• participation in day and overnight leave; 

• management in detention. 

Juvenile Justice centre staff are encouraged to use these recommendations wherever possible, as 
they often relate to safety and security issues, and lead to more effective management of violent 
offenders in custody. 

As a therapist. the counsellor provides both individual therapy and group therapy. During the 
therapy process the counsellor and the juvenile address the following issues: 

• facing up to responsibility for the offending; 

• developing an understanding of offending patterns; 

• learning to intervene in offending patterns: 

• dealing with personal issues and past trauma: 
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• developing victim awareness and empathy when appropriate; 

• developing a generally responsible non-offending lifestyle; 

• knowledge of appropriate expressions of self assertiveness. 

Counsellors also provide family therapy. 

Restrictions 

p, 182 

It is very important for juvenile justice centre staff to understand that this program is nQ1 available to 
all detainees. It is available only to detainees who have been convicted of a second serious violent 
offence. There may be occasions when a detainee is believed to be inappropriate for the program. 
While it is important that his or her behaviour is limited and addressed, it may not the responsibility 
of the VOP to undertake this work. 

Staffing 

Currently the VOP has seven staff. These are Violent Offender Counsellors who provide 
assessment, treatment and supervision of individual participants and (where appropriate) their 
families. 

Location of staff 

There are currently seven counsellors located at: 

• Liverpool Intensive Programs Unit; 

• Stanmore Intensive Programs Unit; 

• Blacktown Intensive Programs Unit; 

• Mt Penang Juvenile Justice Centre, Kariong; 

• Wollongong Juvenile Justice Community Service; 

• Newcastle Juvenile Justice Community Service; 

• Western Cluster. 

These staff provide services to other juvenile justice centres as required. 

Rural VOP services 

In addition to these designated VOP positions, community-based (non-departmental) counsellors 
are employed, on a fee-for-service basis across New South Wales. These ensure service 
provision to juveniles in rural areas. In these cases, departmental supervision is provided by the 
nearest Juvenile Justice Officer. 

Link to other staff in centres 

Given the nature of the Violent Offender Program and the work of staff undertaken with detainees, 
there are a number of areas or issues where VOP staff and juvenile justice centre staff overlap. 
Co-ordinators Operations, Co-ordinators Casework and Co-ordinators Programs I Staff 
Development must ensure that the juvenile justice centre staff consult with the relevant VOP staff 
regarding individual detainees on a regular basis. 
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Although there are a number of staff who need to gather information regarding individual detainees 
from the VOP, it is recommended that wherever possible consultation should be channeled via the 
Centre Support Team meeting, to ensure that all relevant staff are provided with information. The 
juvenile justice centre staff who should liaise with VOP staff regarding management are: 

Co-ordinator Casework - relevant issues: 

• Liaison with CST staff, including meetings, reviews and plans. 

• Case conferences. case plans, reviews and discharge preparation. 

• Negotiate case management, case plans and reviews, including advice. 

• Recommendations on appropriate case work and behaviour management strategies. 

• Identify inappropriate contact with family and significant others who may be associated with 
the juvenile's offending. 

Central Support Team - relevant issues: 

• Health, mental health, alcohol and other drug issues for individual VOP participants. 

• Collaboration in counselling and therapy. 

• Support and intervention which can be provided to participant detainees, where there are no 
VOP counsellors readily available. 

• Co-facilitation with interventions (eg. group work). 

Co-ordinator Operations - relevant issues: 

• Recommendations for restrictions from supervised community activities and leave from the 
Centre. 

• Recommendations regarding transfers between Centres and placement within Centres. 

• Contact with family and significant others (visits, telephone and mail) who may be associated 
with juvenile's offending. 

• Management of behaviour of individual detainees in the centre (which will usually be carried 
out by youth worker/ unit based staff). 

Co-ordinator Programs/Staff Development - relevant issues: 

• Co-management arrangements with reference to protocols between specialist programs. 

Senior Youth Workers - relevant issues: 

• Discussion and consultation regarding direct management issues. 

VOP procedures 

Referral 

As noted, only detainees who have been convicted of their second (or more) serious offence are 
eligible to participate on the VOP. As this is a new program, referrals of such offenders who are 
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already in detention may come from Senior Youth Workers in the early stages. Such referrals are 
to be made through the Caseworker or Co-ordinator Casework to the VOP Counsellor. 

Supervised commun_ity activities and leave 

Co-ordinators Casework and Co-ordinators Operations must ensure that the relevant counsellor 
from the VOP has been consulted Q.dQr to any detainee who is a VOP participant leaves the centre 
for a supervised community activity. 

Where possible, the VOP Counsellor should give an indication of the types of supervised activities 
the detainee should be restricted from. If this is done it will not be necessary for the centre staff to 
consult with the VOP every time the detainee is considered for an activity. 

However, there will be occasions where consultation wm have to occur every time a detainee is 
being considered for such an activity. This must be discussed between the relevant VOP 
Counsellor and the Co-ordinator Casework. 

It is the Co-ordinator Casework's responsibility to ensure that all information regarding individual 
VOP participants is passed on to the relevant staff. In the case of supervised community activities, 
the Co-ordinator Programs I Staff Development Illi!.St be informed of all recommendations and 
restrictions, and subsequent changes. In relation to both supervised community activities and 
leave, the Co-ordinator Operations Illi!.St be informed of restrictions. 

The following principles underpin the granting of leave and participation in supervised activities by 
the VOP participants who are in custody: 

• The dates on which VOP participants are eligible to apply for leave and supervised 
community activities are calculated as for any other detainee in a centre, related to type of 
offence and time in custody (see Section 8.5 - "Calculating leave and outing eligibility"). 
Though a detainee may be eligible for leave, he or she is nQt necessarily permitted to 
participate in any supervised community activity or leave. 

• During these activities the risk of further offending must be minimised (ie, no unsupervised 
contact with potential victims including any vulnerable people). Staff must ensure that VOP 
participants do not have any contact with previous victims. 

• During these activities exposure to potentially arousing material must be minimised. 

• From the start of individual work with violent offenders, there Illi!.St be consideration of the 
limitations which may be placed on the detainee in relation to supervised activities and leave 
from the centre (eg. casework, including possible limitations in case plans and reviews; 
counselling; behaviour management in the unit). 

~ supervisors of detainees who are VOP participants must be willing to supervise a VOP 
participant at all times. This means that the detainee must be constantly with the vision of the 
supervisor, when on supervised activities .and leave . 

Centre staff must be aware of the following to supervise a VOP participant effectively: 

• The offences for which the detainee has committed. 

• What situations are considered "risky" for the detainee. 

When a parent or significant other is taking a VOP participant on leave, he or she must be 
interviewed by a VOP counsellor to ensure that he or she is aware of responsibilities and the 
potential risk of the detainee re-offending. The parent or significant other must be aware of: 

• the offences that have been committed in the past; 
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• potential risk factors; 

• warning signs of a potential re-offence by the detainee; 

• how to intervene to avoid the detainee re-offending. 

Family or significant others must be able, willing and motivated to carry out such interventions if 
necessary. This will be assessed by a VOP counsellor. 

A risk assessment is conducted with every detainee who is a VOP participant before he or she 
attends supervised activities or leave. To be eligible for a supervised community activity or leave, 
the detainee must be assessed by a VOP counsellor as being a low re-offence risk. That is, the 
detainee needs to be: 

• admitting and taking responsibility for previous offences; 

• demonstrating motivation not to re-offend; 

• aware of his or her pattern of offending and demonstrating motivation and ability to intervene 
in the cycle; 

• able and willing to implement strategies to avoid re-offending; 

• demonstrating the ability and motivation to take other people into account (as 
developmentally appropriate); 

• demonstrating generally responsible behaviour in the Violent Offender Program and in the 
centre. 

The Co-ordinator Specialist Services supports the risk assessment made by the VOP Counsellors. 

VOP documentation 

VOP staff working in the Juvenile Justice Centres are required to complete a range of 
documentation and records, to assist with service provision. These include: 

• Making entries in the Allied Health File, in the section "Specialist". 

• Making entries regarding general issues in the "D" File, in the "casework" section. 

• Placing court reports and legal mandates in the "D" Files. 

• All entries in any file must be signed and dated. 

3.10 Juvenile Justice Community Services 

Juvenile Justice Community Services (JJCS) are the community-based services provided by the 
Department of Juvenile Justice, whose role is to ensure a continuum of service for juveniles who 

offend. 

Service delivery 

Juvenile Justice Community Services provides services for juveniles who: 
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• are aged 10 to 21 years of age (if the offence was committed prior to the 18 years of age) 
who have been apprehended by the police and are to appear before the courts on a criminal 
charge; 

• have been refused bail by the police on a criminal charge; 

• have been remanded in custody or granted bail by a magistrate on a criminal charge; 

• the magistrate is considering a sentence to a Juvenile Justice Centre; 

• is being considered for court orders such as probation, community service order, fine default 
order, railway reparation orders or parole orders where the court has ordered supervision; 

• has been discharged from a Juvenile Justice Centre; 

• is on supervised or control orders and who require intensive counselling due to their 
offending behaviour. 

Services provided 

Juvenile Justice Community Services have the following programs available: 

lotensjye Programs Units (IPU) - these units offer specialist services to juveniles and (where 
appropriate) their families. They are staffed by Juvenile Justice Counsellors who offer intensive 
supervision and a range of counselling services, on both individual and group basis. 

The services are offered mainly to detainees in Juvenile Justice Centres. If assessed as 
suitable, a detainee may be granted conditional discharge from a Juvenile Justice Centre, to 
attend an IPU and be supervised for the remaining period of the sentence. 

If the conditions are not followed the order may be revoked and the juvenile will be returned to a 
Juvenile Justice Centre, to serve the remainder of his or her sentence in custody. 

Parole supervision service - this service provides supervision and support of juveniles who 
have been ordered by the court to receive supervision on parole following discharge from a 
Juvenile Justice Centre. If the conditions are not met, the parole order may be revoked and the 
juvenile will have to re-appear in court, and may be returned to a Juvenile Justice Centre. 

Post-release support - a detainee discharged from a Juvenile Justice Centre can voluntarily 
self-refer to Juvenile Justice Community Services who will provide support and referral to 
agencies that will assist with reintegration into the community. 

Fine Default Scheme - this allows the court to order a juvenile to perform a specified number of 
hours of community work for the non-payment of fines. 

Railway Reparation Scheme - this scheme is offered in the Sydney metropolitan area. Under 
this scheme, the courts may order up to 30 hours unpaid work on State Rail Authority property 
for juveniles convicted of repeated vandalism or graffiti offences on State Rail Authority 
property, or for non-payment of fines in relation to State Rail offences. 

Staffing 

There are two primary staff positions within Juvenile Justice Community Services who provide 
direct service to juveniles: 

Juvenile Justice Officer /JJO) - responsible for: 
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• Providing support for juveniles who have been refused bail or remanded in custody. The 
JJO ensures that the juvenile has access to whatever welfare, social or legal services he or 
she may need. 

• Providing reports to the court to assist the magistrate in making a final decision when the 
juvenile has been found guilty. The court reports outline the support networks and 
supervision options available for the juvenile. 

• Supervising juveniles who have been placed on court orders by the magistrate with specific 
conditions of supervision. Juveniles may be supervised on recognizance or probation 
orders, community service orders, fine default orders, railway reparation orders and parole 
orders. 

• Providing support and guidance to juveniles who have been discharged from a Juvenile 
Justice Centre. 

Juvenile Justice Counsellors - responsible for: 

• Providing intensive counselling to appropriate juveniles on supervised orders such as 
recognizance, probation and parole, and control orders. 

• Assessing appropriateness of detainees in Juvenile Justice Centres for conditional 
discharge (prior to the sentence discharge date) under s. 24 (1 )(c) of the Children (Detention 
Centres) Act 1987. 

• Supervising juveniles who have been conditionally discharged from a Juvenile Justice 
Centre for the remainder of their sentences. 

Location of staff 

Staff are located in the following areas: 

Juvenile Justice Officers 

Sydney metropolitan area: Cabramatta, Rozelle, St Marys; and throughout New South Wales in 
non-metropolitan I rural areas. 

Juvenile Justice Counsellors 

Sydney metropolitan area: Liverpool, Stanmore, Blacktown. Also: Newcastle, Wollongong, and 
throughout New South Wales in non-metropolitan / rural areas. 

Link with staff in Juvenile Justice Centres 

Bail 

Juvenile Justice Officers (JJO's) are responsible for managing bail matters related to their allocated 
juveniles. This may involve ensuring bail applications are lodged, and where the juvenile has been 
remanded to custody, bail refused. It may also involve locating an appropriate accommodation 
placement for a juvenile who has been granted bail, with a condition to live as directed by the 
department or the Juvenile Justice Officer. 

Case management staff in Juvenile Justice Centres assist with bail matters, through liaising with 
the relevant JJO and ensuring that he or she is informed of centre work being undertaken with the 
detainee. Case management staff may also assist with bail accommodation placements if the JJO 
is having difficulties and the case management staff are aware of a suitable placement. 
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Juvenile Justice Centre staff usually follow up bail applications and reviews from the centre, 
although they ensure the JJO is aware of what is being done. Some Juveniles Justice Centres 
have JJO's rostered at their centre each day to manage bail matters. Case management staff do 
not attend court or provide court reports / information for bail matters. 

Appeals 

Case management staff usually handle appeal proceedings, although they must liaise with the 
relevant JJO regularly. Case management staff must ensure that the detainee, family / significant 
other, JJO and legal representative have been consulted before an appeal is lodged. Case 
management staff do not attend court or provide court reports/ information for appeal matters. 

Background Reports 

Initial Background Report - JJOs I Counsellors are required to complete a Background/ Court 
Report before a juvenile is sentenced, after being found guilty of an offence. 

Once a juvenile is sentenced and admitted to a Juvenile Justice Centre a copy of the Background 
Report will be forwarded to the relevant centre. Case management staff use the Background 
Report information to initiate casework with the detainee. The report is used during the 
assessment and case conference stages of the casework process (for more information refer to 
the sub-section on case management services). 

All Background Reports are attached to the detainee's D File for Juvenile Justice Centre staff to 
refer to. The most recent Background Report (written no more than six months ago) is also used 
as a Home Report for a detainee's application for leave, if the address is the same as the address 
on the leave application. 

Offences jn custody- in addition to the original Background Report (relating to the detainee's 
current control order), JJOs / Counsellors are requirep to provide a Background / Court Report 
regarding offences a detainee has committed in custody, for which he or she has been found guilty 
(eg., result of a centre incident). 

Once a detainee has been charged by the police, operations staff are responsible for providing a 
"Report on an Alleged Offence in Custody" (JJ-A010) to the relevant JJO I Counsellor. This 
includes information on: circumstances of the offence, family contact, and community participation. 

If the offence was escape from lawful custody the report also includes calculation of "street time". 
The JJO / Counsellor will use this information to prepare the Background Report, if the detainee is 
found guilty of the offence. 

Conditional Discharge - s. 24(1)(c) 

Assessment - during the assessment stage a JJ Counsellor (IPU) will often require a series of 
written tasks from the detainee he or she is assessing (sometimes this is called "homework"). 

Case management staff and key workers are responsible for ensuring that the detainee completes 
these tasks and that the relevant JJ Counsellor receives the finished item (usually by facsimile). 
This written work forms part of the assessment process, with counselling conducted by the JJ 
Counsellor. 

Recommendations - when a JJ Counsellor recommends a detainee for conditional discharge, he 
or she will request a progress/ IPU report from the centre where the detainee is residing. 

Case management staff are responsible for gathering and collating the requested information and 
preparing the final report. To do this, they must consult with staff who have been working directly 
with the detainee. The current case plan or case plan review should also be attached to the report. 
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Generally, centre staff also indicate if conditional discharge is supported by the centre in their report 
(which is co-signed by the Centre Manager). 

Case conferences 

JJOs and JJ Counsellors are encouraged to attend all case conferences for their allocated 
detainees. Usually the JJO attends the initial case conference, as a means of passing on relevant 
information, and ensuring the continuum of service from the community to custody. 

It would be very rare for a JJ Counsellor to attend an initial case conference, as he or she would 
not have had any contact with the detainee at this early stage. 

Which officer attends the pre-discharge case conference depends on whether IPU are involved, for 
the purpose of conditional discharge, or if the detainee has an additional term on his or her order. 

If there is an additional term, which means some type of supervision should be provided for the 
period of the additional term, either a JJO or JJ Counsellor will have responsibility for this. If there 
has not been any contact with IPU, or the detainee was assessed as unsuitable, the supervisor will 
be a JJO. 

JJO I Counsellor attendance at the pre-discharge case conference is meant to ensure that a 
continuum of service is maintained, from custody to community. Case management staff pass on 
relevant and necessary information to community staff, to assist with successful community 
reintegration. 
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5.1 Introduction 

Behaviour management in juvenile justice centres is comprised of a number of schemes and 
options for the support and encouragement of positive behaviour, and the management and 
control of negative behaviour. 

They are: 

• incentive schemes; 

• punishment systems; 

• other options for the management and control of detainees and situations. 

The incentive scheme and the punishment system must operate separately in centres, ie. they 
must not overlap. For example, it is possible for a detainee to be dealt with for misbehaviour, yet 
be given incentives at the same time - but under separate procedures - for positive or desirable 
behaviour. 

Incentive schemes - focus on positive behaviour and rewards. 

Punishment systems - focus on negative behaviour or misbehaviour and associated 
punishments. 

Other options - are alternative strategies available for staff to manage situations. 

The Children (Detention Centres) Act 1987 and Regulation 1995 outline provisions for the 
management of misbehaviour ("Minor" and "Serious") and for the administration of punishments. 
However, the legislation does not provide guidelines or provisions for positive behaviour and 
rewards. Therefore, incentive schemes are developed by individual centres, within the 
framework of departmental policy and principles. 

This section contains procedures for: 

• Incentive schemes - no specific procedures are given here for the operation of incentive 
schemes, as they tend to be unique to each centre 

• Minor misbehaviour 

• Confinement (a form of punishment for minor misbehaviour) 

• Serious misbehaviour 

• Segregation 

• Use of force. 

5.2 Incentive schemes 

Incentive schemes focus on positive behaviour and rewards. There is a departmental Policy on 
the Design and Use of Incentive Schemes at Juvenile Justice Centres (June 1998), which 
includes principles for the development and operation of incentive schemes. 

There are legislative guidelines which are related to incentive schemes: 
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Children metentjon Centres} Act 1987 

s. 4, "Objects of the Act": 

(1) The objects of this Act are to ensure that: 

p.245 

(a) persons on remand or subject to control take their places in the community as soon as 
possible as persons who will observe the law; 

(b) in the administration of this Act, sufficient resources are available to enable the object 
referred to in paragraph (a) to be achieved; and 

(c) satisfactory relationships are preserved or developed between persons on remand or 
subject to control and their families. 

(2) In the administration of this Act: 

(a) the welfare and interests of persons on remand or subject to control shall be given 
paramount consideration; and 

(b) it shall be recognised that the punishment for an offence imposed by a court is the only 
punishment for that offence. 

s. 14, "Functions of the Director-General": 

The Director-General shall ensure that adequate arrangements exist: 

(a) to maintain the physical, psychological and emotional well-being of detainees; 

(b) to promote the social, cultural and educational development of detainees; 

(c) to maintain discipline and good order among detainees; and 

(d) to facilitate the proper control and management of detention centres. 

Children (Detention Centres} Regulation 1995 

cl. 36, "Order Generally": 

(1) Order must be maintained with firmness, but with no more restriction or force than is 
necessary for safe custody and well-ordered community life within the detention centre. 

(2) Officers must seek to influence detainees through example and leadership and must seek 
to enlist their willing co-operation. 

(3) At all times, the treatment of detainees must be such as to encourage their self-respect 
and sense of personal responsibility. 

The above legislation provides a framework in which incentive schemes should be developed, 
and outlines the reasons for incentive schemes. 

When developing incentive schemes, both the legislation and the department's Policy on the 
Design and Use of Incentive Schemes at Juvenile Justice Centres should be considered. 

Procedures for developing incentive schemes 

Incentive schemes in centres should be developed through consultation with a range of groups, 
including: detainees, staff, other juvenile justice staff with specialist knowledge and skills in 

Department of Juvenile Justice (NSW) August 1998 Section 5 Behaviour Management 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) 

behaviour management, and community-based specialists with relevant knowledge. 
surveys, focus groups and pilot projects is recommended. 
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The use of 

Incentive schemes should not be developed by operational staff alone. Because of the nature of 
incentive schemes, and their therapeutic and skills development components, specialists must 
be consulted. 

Each centre should establish and maintain a committee (with a relevant cross-section of 
members) to develop, oversee and evaluate incentive schemes. 

Centre Managers are responsible for ensuring that an incentive scheme, which is separate to 
the punishment system, operates in the centre at all times. 

Centre Managers are also responsible for ensuring that clear operational guidelines exist at 
centres, for the correct operation of incentive schemes. There should be separate guidelines 
written for staff and for detainees. 

Procedure for implementing incentive schemes 

Staff and detainees should have adequate information and support available to them for the 
incentive scheme to operate efficiently and effectively. Such information and support should be 
included in the centre's documented guidelines. 

The implementation procedure itself should include consultation with the groups outlined 
previously. Such consultation should be on-going and regular during the operation of the 
incentive scheme. 

Training 

All incentive schemes should include appropriate staff training. This will assist with the 
successful implementation of the incentive scheme, and will broaden the skills of juvenile justice 
centre staff. A greater range of skills achieve better outcomes with detainees and broaden 
career opportunities for staff. 

Training should be regular and on-going, and should be directed at increasing staff ability to 
implement incentive schemes and their management of the range of behaviours presented by 
detainees. 

Coordinators Programs I Staff Development are responsible for ensuring that a 
comprehensive training program is available for staff, in areas related to the incentive 
scheme. 

Coordinators Operations and other staff supervisors are responsible for informing 
Coordinators Programs I Staff Development of the need for related training, based on their 
observations of staff, individual and team appraisals, and work performance reviews. 

Key aspects of incentive schemes 

The following should be evident in any centre's incentive scheme: 

• The scheme is not used to punish negative behaviour or misbehaviour. 

• Expectations of behaviour should be realistic and achievable for the detainee, based on 
his or her capacity, abilities and developmental stage. 

• Detainees should have an active role in the management of their own behaviour, including 
personal choice, decision-making and the opportunity to control their own behaviour. 
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• Positive or desirable behaviour should receive positive reinforcement. 

• Detainees must earn defined rewards through demonstrating agreed on positive or 
desirable behavioural outcomes. That is, do not reward behaviour which is not 
demonstrated, or which is not defined as positive or desirable for that detainee. 

p. 247 

• Rewards which have been earned cannot be taken away, as a form of punishment, for 
another (separate) behaviour which is defined as misbehaviour or undesirable behaviour. 
It is possible to reward a detainee for one form of (positive/desirable) behaviour, while 
punishing him or her for another form of (negative/undesirable) behaviour. Both are dealt 
with in two separate schemes, one via the incentive scheme, and the other via the 
punishment scheme. 

• There should be an emphasis on rewards that contribute to social, educational and 
vocational skill development. Such settings should also be viewed as opportunities to 
assess and change behaviour, as they provide a structured and focused context in which 
behaviour is learned and demonstrated. 

• Positive and desirable behaviour expectations must be concrete and measurable. That is, 
a range of staff should be able to observe, assess and then comment on specifically 
defined behaviours, in a range of settings. The detainee must be able to demonstrate the 
behaviour, for it to be assessed and rewarded. Therefore, abstract definitions of 
behaviour are not acceptable (eg., "hygiene"). 

• Rewards should be valued and wanted by detainees. 

• Detainee rights and entitlements must not be used to control behaviour (eg., family visits). 
There may be an extension of such rights (eg., extended family visit) if appropriate 
behaviour during the visit is maintained, but the basic right cannot be the actual reward. 

• The scheme must be simple and understandable for detainees and staff. 

Operational procedures for incentive schemes (developed by individual centres) must include 
these principles. 

If a juvenile justice centre cannot demonstrate that its incentive scheme is consistent with all of 
these principles, the Manager must write to the Director-General as soon as possible to explain 
the reason for the inconsistency. 

5.3 Minor misbehaviour 

All juvenile justice centres operate the same punishment system, which is outlined in the 
Children (Detention Centres) Act and Regulation 

The Minor Misbehaviour provisions are the most common punishment procedure used in 
juvenile justice centres. The existence of a punishment scheme, which is included in legislation 
does NOT MEAN the scheme has to be used EVERY tjme a detainee misbehaves. (See later in 
this section for alternatives to minor misbehaviour provisions.) 

Incentive schemes must NEVER be used to respond to or to manage misbehaviour. For 
example, if a centre's incentive scheme employs points, points G.2llilQt be deducted for the 
misbehaviour. Points can only be given to detainees, for positive behaviour, not deducted. 
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When to use this procedure 

This procedure is used when a detainee behaves in a manner which is defined by the legislation as 
minor misbehaviour ru!Q: 

1. staff have asked the detainee to stop the behaviour (more than once, if possible); 

2. the detainee refuses staff directions to stop the behaviour; 

3. there are no alternative, appropriate strategies to address the behaviour (note that 
appropriate strategies do not include use of the incentive scheme). 

Who uses this procedure 

Staff who may use this procedure are: 

• Centre Managers 

• Co-ordinators Operations 

• Co-ordinators Casework 

• Co-ordinators Programs I Staff Development 

• Program Co-ordinators - Operations and Clinical (Robinson) 

• Team Leaders 

• Assistant Team Leaders 

• Assistant Team Leaders (Programs) 

• Team Supervisors 

• Senior Youth Workers. 

• Centre Support Team staff 

• Programs and staff development staff 

• Admissions staff and escort personnel. 

Forms and records which may be used 

• Unit Log Book 

• JJ-A011: Report of Minor Misbehaviour 

• JJ-A012: Record of Punishment- Minor Misbehaviour 

• JJ-A-021: Use of Segregation Return 

• JJ-A022: Punishment Return 

• JJ-A055: Confinement Record Book 

• JJ-A056: Segregation Record Book 

Department of Juvenile Justice (NSW) August 1998 Section 5 Behaviour Management 

L 
L 

I . 
' J 

[ 

L 
l 

l 
l , 

[ 
I • 

L 
( 
[ , 



l 

""\ 

I 
I 

-, 

7 

7 

....., 

7 

7 

7 
'l 
, l 

Operational Procedures Manual tor Juvenile Justice Centres (First Operational Draft) 

• JJ-A057: Record of Segregation 

• JJ-A058: Report on Use of Force. 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

• Policy on the Design and Use of Incentive Schemes at 
Juvenile Justice Centres 

• Case Management Policy 

Children (Detention • 4 Object of the Act 
Centres) Act 1987 

• 20 Complaints of misbehaviour 
(Refer to the same sections 
in the Instrument of • 21 Punishments for misbehaviour 
Delegation) 

• 22 Prohibited punishments 

Children (Detention • 36 Order generally 
Centres) Regulation 1995 

PART 6 - MISBEHAVIOUR 
(Refer to the same sections 
in the Instrument of • Division 2, Minor misbehaviour 
Delegation) 

SCHEDULE 1 - MISBEHAVIOUR (definitions): 

• Part 1, Minor misbehaviour 

Definitions 

There are thirteen types of minor misbehaviour defined in the Children (Detention Centres) 
Regulation 1995 (Schedule 1, Part 1 ). 

Minor misbehaviours are defined as: 

p. 249 

• Disobeying rules or 
instructions 

A detainee must not breach any of the published rules of the 
detention centre or disobey any reasonable instruction given by a 
detention centre staff member. 

• Lying 

• Unauthorised 
telephone calls 

A detainee must not tell lies which adversely affect the good order 
and discipline of the detention centre. 

A detainee must not make telephone calls other than those 
authorised by a detention centre staff member. 
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• Deliberate harassment 
or provocation 

• Oamageto 
Government or 
personal property 

• Abusive, indecent or 
threatening language 

• Subversive behaviour 

• Unauthorised entry 
into certain areas 

• Possession of 
unauthorised articles 

• Fighting 

• Unauthorised use of 
alarms or equipment 

• Petty stealing 

• Refusal to work or 
participate in activities 

A detainee must not deliberately use either words or actions to 
harass or provoke other detainees, detention centre staff members 
or any other person. 

A detainee must not, unless by accident, cause damage to any 
Government property or to the personal property of another 
detainee, a detention centre staff member or any other person in 
the detention centre. 

A detainee must not use abusive, indecent or threatening 
language when speaking to another person in the detention centre, 
or when corresponding or communicating with persons either in 
the detention centre or elsewhere. 

A detainee must not, by word or action, attempt to undermine the 
good order or discipline of a detention centre, or encourage other 
detainees to behave in such a way as to disrupt the good order or 
discipline of the detention centre. 

A detainee must not, unless with the permission of a detention 
centre staff member, enter a room, office, storeroom or other area 
to which entry by detainees has been clearly prohibited. 

A detainee must not receive, possess or pass on to others, any 
article which is not of a kind that has been authorised by the 
Superintendent. 

A detainee must not become involved, or entice others to become 
involved, in physical altercations with other detainees. 

A detainee must not, unless authorised by a detention centre staff 
member or responding to a perceived emergency, use any alarm, 
fire fighting equipment or first aid supplies. 

A detainee must not steal. 

A detainee must not, except with reasonable excuse, refuse to 
perform properly allocated duties or to participate in authorised 
programme activities. 

Alternatives to minor misbehaviour provisions 

Staff should attempt to use strategies other than the legislated punishments to respond to 
misbehaviour, which do not involve use of the incentive scheme (ie. the removal of earned 
rewards). 

With the increase in structured activities and programs in juvenile justice centres, the opportunity 
to respond to negative behaviour in creative and often more constructive ways also increases. 
(However, any alternatives must still be within the parameters of the Children (Detention 
Centres) Act and Regulation). 

For example, where a centre operates anger management or aggression control programs, a 
detainee who demonstrates negative behaviour resulting from difficulty to control anger-related 
behaviour, could be referred to one of those programs. The detainee should be informed that 
participation in the program is a response to the negative behaviour, as opposed to use of the 
minor misbehaviour provisions. 
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A record should be made of the referral and decision in response to the misbehaviour. This will 
demonstrate that staff are using alternatives to minor misbehaviour provisions (it may be a 
referral form to Centre Support Team or Programs staff, outlining the issue, on which they can 
enter an outcome and recommended action statement). 

When the detainee has completed the program the facilitator or trainer of the group should 
inform other staff of what behaviour the detainee should be able to demonstrate, and 
recommendations for staff supervising the detainees (ie., future strategies, etc.). 

It is accepted that the latter example is not applicable or acceptable in all situations. Alternative 
strategies should be a priority, and minor misbehaviour provisions should only be used when 
there is no other. appropriate alternative to respond to the misbehaviour. 

Authority to determine punishments 

In the event that there are no appropriate alternative strategies to respond to misbehaviour, the 
legislative provisions should be used. 

Under the Children (Detention Centres) Act 1987, only the Manager (referred to as 
"superintendent'' in the Act and Regulation) has the authority to determine punishments. This 
function has been delegated by the Director-General to: 

• Co-ordinators Operations 

• Assistant Co-ordinators (Operations) 

• Team Leaders 

• Assistant Team Leaders. 

"Senior officer'' used in these procedures means the above staff. 

Any final determination of punishment must result from consultation with the "reporting officer'' 
(such as a Senior Youth Worker) and the detainee. Whenever possible their recommendations 
should be supported. Where such recommendations are considered unreasonable or not 
appropriate, this must be explained and the punishment re-negotiated before making the final 
decision. 

Recommendations for punishments 

It is very important to note that Senior Youth Workers do not have the authority to make the final 
decision regarding punishments tor any detainee. 

Senior officers must ensure that Senior Youth Workers are provided with the opportunity to 
recommend punishments for detainees. based on their direct knowledge of and experience with 
detainees. Reporting officers must be active in recommending appropriate punishments 
selected from consistent with those available in the legislation (listed on the Record of 
Punishment form). 

Senior Youth Workers and other supervising staff must clearly understand that their role is to 
recommend only, and that senior staff are not obliged to support their recommendations. 

All staff including non-operational staff have a responsibility to reQQLt misbehaviour to the Team 
Leader on duty or the Co-ordinator Operations, and to make appropriate recommendations for 
punishment. 
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Detainee consultation 

When a detainee has been found guilty of minor misbehaviour, he or she should be consulted 
about the punishment before the final decision is made. It is more likely that the outcome, in 
terms of the response of the detainee (during and after the punishment), will be more positive 
and long-term, if the detainee is part of the process. 

This consultation should occur with the senior officer (delegated to determine the final 
punishment) and the reporting officer present. 

Review of punishments 

Punishment decisions should be reviewed, depending on the type and duration of the 
punishment. 

Reviews can be an effective tool when a detainee is resistant to a punishment (at the time he or 
she is informed of the punishment decision). They are also effective when a fairly extreme or 
lengthy punishment has been determined. In this case, there is the possibility that the detainee 
will discontinue problematic or undesirable behaviour during the punishment period, before that 
period ends. When a review is included at the start of the process, the punishment period can 
be shortened, in view of the detainee's positive response. 

Often it is not the time period of a punishment which has the most effect. It is often the 
punishment alone, which may be a very short period, that results in the desired response or 
change from the detainee. 

The option of review can be included in negotiations with a detainee who is being placed in 
confinement. If he or she is resistant, and it is likely that physical force may be necessary, the 
staff member can offer reduced time in return for the detainee's willing movement to the 
confinement room. In this instance, the risk of physical and emotional injury to staff and 
detainees, which can occur during the use of physical force, will be avoided, and there will still 
be a punishment. 

Punishments for minor misbehaviour 

There are standard punishments for minor misbehaviour, which are outlined ins. 21(1) of the 
Children (Detention Centres) Act 1987: 

(1) Subject to the regulations, the following punishments may be imposed on a detainee 
found guilty of misbehaviour. 

(a) caution; 

(b) restriction from participation in sport or leisure activities for a period not exceeding 4 days; 

(c) additional duties for a period not exceeding 7 days, being duties of a constructive nature 
designed to promote the welfare of detainees; 

(d) exclusion from, or confinement to, a place for a period not exceeding 3 hours, or in the 
case of a detainee of, or over the age of 16 years, not exceeding 12 hours. 
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Punishment: For a period: 

Caution Not applicable 

Restriction from participation in sport Not exceeding four ( 4) days 
activities 

Restriction from participation in leisure Not exceeding four (4) days 
activities 

Additional duties (of a constructive nature Not exceeding seven (7) days 
designed to promote the welfare of 
detainees) 

Exclusion from a place Under 16 years of age - not exceeding 3 hours 

Over 16 years of age- not exceeding 12 hours 

Confinement to a place (the Department Under 16 years of age - not exceeding 3 hours 
defines this as placement in a locked room, 
not as mere separation from others) - see Over 16 years of age - not exceeding 12 hours 
Section 5.4. 

Records for minor misbehaviour 

Each time minor misbehaviour is reported I alleged the following forms and records must be 
completed: 

Report of Minor Misbehaviour (including Detainee's Statement) (JJ-A011) is completed by 
the reporting officer (referred to as the "complainant'' in the Act and Regulation) and contains: 

1. Detainee's name and date of birth. 

2. Date, time and location of alleged misbehaviour. 

3. Name and position of the reporting officer. 

4. Reporting officer's statement/ report of events (for further information see the section on 
records, below). 

5. Detainee's Statement about the events and allegation of misbehaviour. This must include 
the detainee's plea of guilty or not guilty. 

There may be times when the reporting officer will need to ask another staff member to obtain 
the detainee's statement. 

Record of Punishment- Minor Misbehaviour (JJ-A012) is completed by senior officers only and 
contains: 

1. Detainee's name and date of birth. 

2. Type of minor misbehaviour (as defined in the Children (Detention Centres) Regulation 
1995, Schedule 1, Part 1 ). 

3. Date, time and location of minor misbehaviour. 
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4. Date and time of the inquiry into the complaint of minor misbehaviour. 

5. Name and position of the officer conducting the inquiry. 

6. Particulars of the evidence given at the inquiry. 

7. Reasons why the detainee was found guilty of misbehaviour. 

8. Type of punishment imposed for the misbehaviour and the reasons for that particular 
punishment. 

If the punishment imposed on a detainee is confinement, additional records are required (see 
Section 5.4 for further information). 

If a detainee requests assistance to write his or her statement, a staff member other than the 
complainant (ie., the reporting officer) must assist. 

Minor misbehaviour in other centres 

p. 254 

Managers and Co-ordinators Operations can transfer inquiries into minor misbehaviour to other 
centres. If a detainee is transferred between Centres, prior to relevant investigations or reports 
being finalised, procedures for managing minor misbehaviour can be applied by the Co-ordinator 
Operations of the receiving centre. 

How this procedure works 

Responsible Action Required 

1 Supervising • Contact the Team Leader or Assistant Team Leader and inform him 
staff I Unit 
staff 

or her about the detainee and the misbehaviour you have witnessed. 

If YQ!.! lie!ieve the dets1inee is s1 risk tQ tbe ssife~ Qf himself QC herself Qr 
Qtbm: 

• Direct the detainee into segregsitiQn (for safety and protection 
reasons only). 

• Inform the Team Leader immedisitely that the detainee has been 
placed in segregation, and ask what time periods checks are to be 
conducted on the detainee while he or she is in segregation. 

• Complete the Record of Segregation form if this is the procedure at 
your centre - in some centres it may be the Team Leader's 
responsibility. (JJ-A057) 

• Begin documenting the segregation in the Segregation Record Book 
(JJ-A056), including: 

1. detainee's name, date of birth and age; 

2. time the detainee was placed in segregation; 

3. reason for segregation (safety of self or others); 

4. senior officer authorising the use of segregation. 

Department of Juvenile Justice (NSW) August 1998 Section 5 Behaviour Management 

[ ] 

L 

[J 

I J 

l] 

[ ] 

[ j 

[ J 

[ I 

[ . 

L 
l 
fl 



7 

7 

7 

7 

--, 

'7 

7 
7 
7 
7 

, l 

Operational Procedures Manual for Juvenile Justice Centres {First Operational Draft) p. 255 

• Ensure regular checks (as directed by the Team Leader) are 
conducted and recorded in the Segregation Record Book. 

2 Team Leader When contacted by Unit staff: 
OR other 
senior officer • Attend the Unit as soon as possible OR (where it is the procedure at 
who was your centre) arrange for the detainee to be escorted to the 
contacted designated area for dealing with complaints of misbehaviour. 

If staff have 121siced the detaioee in segregsition, for ssifety sind i;1rotection 
reasons: 

• Determine if the detainee should remain in segregation . 

• If the detainee shoyld remain in segregation, inform supervising staff 
of the time check periods which must be conducted with the detainee 
(based on the information you have about the detainee's individual 
behaviour and previous responses to strategies such as 
segregation). 

• Start the Record of Segregation (if it is the procedure at your centre -
at some centres this will be the responsibility of unit staff.) (JJ-A057) 

• Direct Unit staff (who witnessed or reported the misbehaviour) to 
complete a Report of Minor Misbehaviour (JJ-A011 ) and to obtain a 
Detainee's Statement from the detainee/s involved (separate report 
for each detainee). 

• If staff report that a detainee is unsettled, allow them to obtain his or 
her statement at a later time (but within 24 hours of the report). An 
inquiry cannot be conducted without the Detainee Statement. 

3 Supervising • Complete a Report of Minor Misbehaviour. (JJ-A011) 
staff / Unit 
staff • When the detainee is settled, ask him or her to complete the "Detainee 
(reporting Statement'' section of the Report of Minor Misbehaviour, including 

officer) indicating a plea of "guilty" or "not guilty". 

• If the detaioee refyses to write a statement, ask him or her to write a 
statement to the effect: "I do not wish to make a statement'' or "no 
comment'', and to sign that statement. 

If the detaioee refl.!ses to do that, note in the "Detainee's Statement" 
section: "detainee refused to make a statement'', and ask another 
staff member. who witnessed the refusal, to sign that entry. 

Do not enter the detainee's plea of guilty or not guilty. This must be 
entered by the detainee. If he or she refuses, the plea section 
should remain incomplete. 

• If tbe detainee regyests assistance to write his or her statement 
ensure that a staff member, who was not the reporting officer, 
assists the detainee. 

When the Team Leader or other senior officer attends the Unit: 

• Speak to the Team Leader and report all relevant information 
regarding the misbehaviour. 
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4 Team Leader 
OR other 
senior officer 

• Provide him or her with the Report of Minor Misbehaviour (including 
the Detainee's Statement). (JJ-A011) 

• Follow all directions given by the Team Leader or senior officer. 

When you attend the Unjt (or when the detainee has been escorted to you 
in another area): 

• If the detainee was placed in segregation prior to dealing with the 
report of minor misbehaviour. assess the need for protection of the 
detainee or others, and: 

1. if you assess that there is no further need for protection, direct staff 
to remove the detainee from segregation, and to record the "time 
out'' in the Segregation Record Book: (JJ-A056) 

2. if you assess that there is a continuing need for protection, direct 
the detainee to remain in segregation and direct Unit staff to 
maintain regular in-person checks and record relevant information in 
the Segregation Record Book. (JJ-A056) 

~: the detainee may be kept in segregation for a maximum period of 
3 hours with the approval of the Team Leader or Assistant Team 
Leader. A further maximum of 3 hours may be approved by the 
Manager. 

• Ask the supervising staff for a verbal report on the misbehaviour. 

• Ask the detainee who was reported to explain his or her accounts of 
the events which have been reported as misbehaviour. 

• Check the Report of Minor Misbehaviour and Oetainee's Statement, 
which will be used as information or evidence to make a decision 
regarding punishment or non punishment. (JJ-A011) 

• Ask the detainee if he or she is pleading guilty or not guilty to the 
reported misbehaviour. 

• When the detainee is released from segregation. complete the 
Record of Segregation form, entering the time the detainee was 
removed, and submit it to the Manager. (JJ-A057) 

If the detainee pleads GUILTY to the minor misbehaviour and you are 
satisfied the plea is genuine: 

(DQ!e: there are occasions when a detainee pleads guilty when no other 
detainee was responsible for the misbehaviour, senior officers must 
always be aware of this, and be careful not to accept guilty pleas when 
there is doubt...) 

• Inform the detainee of the recommended punishment (from the 
reporting officer). Ask the detainee what he or she believes is an 
appropriate and reasonable punishment for the misbehaviour: 

1. negotiate a punishment with the detainee. based on the 
recommendations of the reporting officer, the detainee and you. 
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s Supervising 
staff/ Unit 
staff 

2. agree on a punishment and, where appropriate, a review, with the 
detainee and the reporting officer. 

• Inform the detainee of the punishment he or she has been given for 
the minor misbehaviour. 

• Inform Unit staff of the punishment and direct them to ensure that it 
is carried out, and that the detainee is supervised in undertaking the 
punishment. 

• Direct a Unit staff member to record the detainee's name and a brief 
summary of the minor misbehaviour and the punishment in the Unit 
Log Book. 

• Inform the detainee and Unit staff if the punishment will be reviewed 
and when this will occur (it is not compulsory to review every 
punishment). 

If the detainee pleads NOT GUILTY to the minor misbehaviour: 

• Allow the detainee to present further evidence (eg. from staff or other 
detainees) and to question the reporting officer. 

• Question the detainee and staff further, using the reports and 
statements submitted and any other information which other staff or 
detainees have provided. (JJ-A011, JJ-A012) 

• Determine, from the further information and questioning, if the 
detainee is guilty or not guilty: 

• if the detainee is determined guilty, follow the previous procedure in 
this step; 

• if the detainee is determined not guilty, proceed to recording the 
outcome; 

• if there is not enough evidence to determine guilt, record details in 
the Inquiry Details and circle "no determination". 

When the Team Leader or other senior officer attends the Unit: 

• If the senior officer directs that the detainee is to be removed from 
segregation, remove the detainee and record the "time out" in the 
Segregation Record Book. (JJ-A056) 

• If the senior officer directs the detainee to remain in segregation, 
continue to make regular in-person checks, as directed by the senior 
officer, and record all relevant information in the Segregation Record 
Book. (JJ-A056) 

If the Team Leader or other senior officer determines that the detainee is 
guilty of minor misbehaviour: 

Record the detainee's name, a brief description of the minor 
misbehaviour, and the punishment (as determined by the senior officer) 
in the Unit Log Book. 

Ensure the punishment is carried out and that the detainee is supervised 
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as appropriate and, as directed by the senior officer. 

If the 121.misbment given is coofinemeot. and the detainee was 
segregated before the punishment was determined, complete the 
Record of Segregation form and record necessary details in the 
Segregation Record Book and the "time out'' (JJ-A057, JJ-A056) and go 
to Section 5.4. 

6 Team Leader When you bave made a determination al:!o!.!t tbe reQQcted minQr 
OR other misl:!ehavio!.!r and the Q!.!nisbment: 
senior officer 

• Enter the required information on the Record of Punishment - Minor 
Misbehaviour. (JJ-A012) 

• Submit the Report of Minor Misbehaviour (including the Detainee's 
Statement) and the Record of Punishment - Minor Misbehaviour to 
the Co-ordinator Operations. ( JJ-A012, JJ-A011) 

• If you ba:'.ie decided that the 12uoishment will !:le reviewed at some 
~. ensure that you record the outcome of the review on the 
Record of Punishment - Minor Misbehaviour when the review has 
been conducted. 

If you dedded that tbe Q!.!□ishment wiU !:le reviewed: 

• Return to the detainee on the agreed day and discuss their 
response to the punishment. 

• Inform the detainee and Unit staff of your decision . 

• Direct Unit staff to record the decision in the Log Book . 

• Record the outcome of the review on the original Record of 
Punishment - Minor Misbehaviour form. (JJ-A012) 

If the Q!.!□ishmeot determioed thro!.!gb this i:iroced!.!re is QQNFINEMENT, 
go to Section 5.4. 

7 Co-ordinator • If tbe detaioee was segregated. ensure the Manager receives the 
Operations Record of Segregation form. (JJ-A057) 

• Check the Record of Punishment - Minor Misbehaviour and Report 
of Minor Misbehaviour (including the Detainee's Statement). (JJ-
A012, JJ-A011) 

• If the rei;2ort is jncom12lete. return the report to the relevant Team 
Leader or senior officer and request that it be completed and 
returned to you as soon as possible. (JJ-A011) 

• If the reQQrt is io order, sign the Record of Punishment - Minor 
Misbehaviour and the Report of Minor Misbehaviour. (JJ-A011 , JJ-
A012) 

• Ensure the detainee receives a copy of both reports. (JJ-A011 , JJ-
A012) 
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8 Manager • If the detainee was segregated. sign the Record of Segregation and 
ensure it is faxed to the Cluster Director within 24 hours. (JJ-A057) 

9 Co-ordinator • Ensure the minor misbehaviour and punishment are recorded on the 
Operations Punishment Return (this may be done during or at the end of the 

month). (JJ-A022) 

• If the detainee was segregated. ensure that an entry is made on the 
Use of Segregation Return (this may be done during or at the end of 
the month). (JJ-A021) 

• Ensure that the Punishment and Use of Segregation Returns are 
submitted to the Cluster Director, via the Manager, no later than 10 
days after the end of each month. (JJ-A021, JJ-A022) 

5.4 Confinement (punishment) 

When to use this procedure 

Confinement is a punishment for minor misbehaviour. This procedure can be used QD)¥. when a 
detainee has been found guilty of minor misbehaviour. 

Who uses this procedure 

The only juvenile justice centre staff who can approve the use of confinement for a detainee are: 

• Centre Managers. 

This function has been delegated to the following staff: 

• Co-ordinators Operations 

• Team Leaders 

• Assistant Team Leaders (where applicable) 

• Assistant Co-ordinators (Operations) (where applicable). 

In this procedure, the above officers are referred to as "senior officers". 

The following juvenile justice centre staff may use this procedure: 

• Centre Managers 

• Co-ordinators Operations 

• Team Leaders 

• Assistant Team Leaders 

• Assistant Team Leaders (Programs) 

• Team Supervisors 

• Unit or supervising staff 
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• Casework and Centre Support Team staff. 

Forms and records which may used 

• Unit Log Book 

• JJ-A011 : Report of Minor Misbehaviour (including Detainee's Statement) 

• JJ-A012: Record of Punishment - Minor Misbehaviour 

• JJ-A055: Confinement Record Book 

• JJ-A058: Report on use of Force 

• JJ-A022: Punishment Return. 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

• Case Management Policy 

Children (Detention Centres) • 4 Object of the Act 
Act 1987 

• 20 Complaints of misbehaviour 

• 21 Punishments for misbehaviour 

• 22 Prohibited punishments 

• 22(2) Conditions for/ of confinement 

Children (Detention Centres) • 36 Order generally 
' Regulation 1995 

Periods of confinement 

The time period which an individual detainee will spend in confinement is determined by the 
Manager or his or her delegate, as previously outlined. 

p. 260 

The maximum time period which a detainee may spend in confinement is based on age. That is: 

• Under 16 years of age - no more than 3 hours. 

• 16 years of age and over - no more than 12 hours. 

Detainees do not have to spend this amount of time in confinement. They are only maximum 
time periods. 
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These time periods cannot be extended under any circumstances. The time in confinement 
must be continuous and cannot be interrupted or held up at any time during the specified 
confinement period. 

For example, if a detainee is in confinement at the standard bed time for detainees he or she 
cannot be removed from confinement, placed in his or her room and then returned to complete 
the confinement time in the morning when detainees rise. 

Under no circumstances should the above time periods to be extended. 

It is also strongly recommended that ureview" periods are placed on confinement. A detainee is 
more likely to be settled and responsive after a period of confinement if the time period is reviewed 
and he or she is permitted to do less time - the latter would be based on the detainee's conduct 
during confinement and his or her response in the first instance to being informed that he or she 
will be placed in confinement. 

Time check periods for detainees in confinement 

Detainees must be physically checked by staff at intervals of no more than 20 minutes. The 
frequency of in-person checks can range from constant observation (where an individual staff 
member is directed to maintain constant supervision and observation of the detainee in 
confinement), to varying time check periods up to, but no more than, 20 minutes. 

It is the responsibility of the Team Leader or other senior officer on duty to determine what are 
suitable time check periods for each detainee, based on the detainee's history and his or her 
behaviour at the time of being placed in confinement. 

Where Team Leaders or other senior officers have failed to inform supervising staff of the time 
check periods for a detainee, the supervising staff member .!IlY.fil contact the Team Leader I senior 
officer and seek direction as to the appropriate time check periods. 

Observation and checks of detainees in confinement 

As stated, in-person checks of detainees in confinement must be conducted. Confinement rooms 
have camera surveillance. These cameras must not be relied on as the only means of checking 
detainees. Camera surveillance can deceive. Staff .!IlY.fil attend the confinement area and visually 
check the detainee and speak to him or her. 

In addition to this, detainees in confinement must have "human contact" during the period of 
confinement, to minimise the negative effects of total separation from other people. 

Staff are not permitted to enter confinement rooms alone. There must be at least two staff 
members present when a confinement room is unlocked and opened. 

When staff are going to enter or open a confinement room and the detainee is in the room, the 
detainee must be directed to stand at the rear of the room, facing the rear wall. Staff must not open 
a confinement room door if the detainee is standing at, or near the door. 

Provisions for detainees in confinement 

Wherever possible the standard of confinement rooms should be equal to that of other rooms in the 
centre. There are times when a detainee is unsettled and volatile when placed in confinement, and 
to have standard room furniture (not fixed) would be unsafe. 

Every detainee placed in confinement must be "provided with some means of usefully occupying 
himself or herself' - Children (Detention Centres) Act 1987: s. 22(2)(a). For example: 
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• Reading materials (books, magazines). 

• Writing materials (writing pad / paper and pen / pencil). 

• Radio (preferably built in to the confinement room). 

There may be occasions where it is considered unsafe to provide a detainee with one or all of 
these items. For example, a detainee with a history of self-harm behaviour, or who is exhibiting 
potential for self-harm behaviour, should not be provided with writing material. 

There may be times when these items are not provided to the detainee immediately. Detainees 
may be very unsettled and potentially violent when placed in confinement In this case, the Team 
Leader must determine the most appropriate time to provide these items to the detainee. The 
Team Leader~ ensure that at some time during the confinement period the detainee is offered 
reading (eg., books, magazines) or writing materials (eg., pen, pencils, chalk). 

Bedding should be provided to a detainee in confinement at the standard bed time of the centre or 
unit the detainee resides in. At other times bedding may be provided on request if the detainee 
wishes to lie down or sleep, but staff must be aware that detainees in confinement frequently 
destroy bedding. In view of this, detainees should be informed that although bedding will be 
provided to them outside standard sleeping hours if they undertake to keep it in good condition, 
bedding will be immediately removed if they show signs of destroying it. 

Records for confinement 

In addition to the Report of Minor Misbehaviour/ Detajnee's Statement (JJ-A011) and the Record 
of Punishment - Minor Misbehaviour (JJ-A012), records of the confinement period must be 
maintained in the Confinement Record Book (JJ-A055). 

The Confinement Record Book must include: 

• name, date of birth and age of the detainee; 

• time the detainee was placed in confinement ("time in"); 

• reason for the confinement - ie., the minor misbehaviour, as defined in Children 
(Detention Centres) Regulation 1995, Schedule 1, Part 1; 

• any alerts or critical information about the detainee (CIS Alerts mu.st be entered); 

• name of the Team Leader/ senior officer authorising the confinement; 

• time of all in-person checks by staff; 

• description of actions and comments of the detainee during confinement and at times of 
in-person checks; 

• times of meals, toilet calls and items provided to the detainee; 

• name and signature initials of the officer who conducted each check. 

Where there are similar or repeat record entries to be made during confinement, "dittos" are not 
acceptable. Full, repeated entries must be made each time. 

It is also recommended that different officers conduct checks during the period of confinement. 
That is, the same officer should not conduct all checks during the same confinement period. 
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How this procedure works 

NOTE: this procedure may only be used after the procedure for managing minor misbehaviour has 
led to the imposition of a punishment of confinement. 

Responsible Action Required 

Team Leader Wheo the detai□ee has bee□ found guilty of minor misbehaviour and the 
OR other punishment imposed is confinement: 
senior officer 

• Inform the detainee of the decision to confine him or her and the 
time which is to be served in confinement. 

If you have decided to review the confinement period at some stage: 

• Inform the detainee when the review will take place and on what 
conditions the confinement period will continue or cease (eg., settled 
behaviour, etc.). 

• Inform Unit/ supervising staff of the decision to confine the detainee, 
and inform them of: 

1. the reason for confinement; 

2. the total period of time the detainee is to remain in confinement; 

3. the time periods at which in-person checks are to be conducted of 
the detainee in confinement; 

4. the times at which the punishment will be reviewed. 

• Direct staff to record the confinement details in the Confinement 
Record Book and to ensure that the Record Book is updated regularly 
during the confinement period. (JJ-A055) 

• Direct staff OQ.UQ remove the detainee from confinement until they 
have notified you. 

2 Supervising Whe□ the Ieam L.eade[ or other senior officer has directed you to olsl!;;e 
staff/ Unit the detainee in confi□ement: 
staff 

• Direct the detainee into the confinement room, and: 

1. before the detainee is placed in confinement, conduct a body 
search and direct the detainee to remove his or her shoes (see 
Section 6.13 for more information on body searches). 

2. place the detainee in the confinement room and lock the door. 

• If the detainee refuses to go into confinement, inform him or her that 
you will use reasonable force if necessary. 

• If the detainee continues to refuse. use the least amount of force 
necessary to move the detainee into the confinement room and lock 
the door. 
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Supervising 
staff I Unit 
staff (cont ) 

• Enter the detainee's placement in confinement in the Confinement 
Record Book (JJ-AOSS), including: 

1. name. age and date of birth of the detainee; 

2. the time the detainee was placed in confinement ("time in"); 

3. the reasons for the confinement (ie., minor misbehaviour); 

4. any current alerts or critical information about the detainee; 

5. the Team Leader/ senior officer authorising the confinement. 

• Record the minor misbehaviour and the punishment (confinement) in 
the Log Book, including the proposed period of confinement and 
name of the officer who authorised the confinement. 

• If physical force was used to place the detainee in confinement. 
complete a report on Use of Force (JJ-A058) and submit to the 
Team Leader. Record the use of force in the Log Book. 

• Conduct regular in-person checks of the detainee (as directed by the 
Team Leader) while he or she is in confinement. 

At least two staff members must be present if the confinement room 
door is unlocked and opened. If there is an emergency you .lllliS.t call 
for assistance before entering the room. 

• Ensure that the Confinement Record Book is kept up to date (JJ. 
AOSS), and that all in-person checks of the detainee in confinement 
are recorded, including: 

1. time each in-person check was conducted (as per the time check 
periods directed by the Team Leader): 

2. what the detainee was doing at the time of each in-person check; 

3. any comments the detainee made at the time of each check; 

4. the name and signature initials of the staff member who conducted 
the in-person check; 

5. a description of any items provided to the detainee while he or she 
is in confinement: 

6. any toilet calls or meals provided to or refused the detainee while 
he or she is in confinement. 

• If there is no toilet in the confinement room. ensure that at least two 
staff are present (before releasing the detainee) to escort the 
detainee to the nearest toilet area. 

• As directed by the Team Leader or other senior officer. ensure that 
the detainee is provided with items to usefully occupy himself or 
herself. That is, reading or writing material. 

If there are any concerns about the physical safety of the detainee. by 
giving him or her these items. the Team Leader or other senior officer 
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should be consulted. 

• Do not remove the detainee from confinement unless directed to do 
so by the Team Leader or other senior officer. 

3 Team Leader • Ensure that you maintain contact with the staff supervising the 
OR other detainee in confinement. 
senior officer 

• Direct supervising staff in procedures to supervise and provide for 
the detainee appropriately. 

At the time when ~Q!.! bave determioed !he detainee should be remQved 
fmm cQnfinement 

• Go to the confinement area and supervise the removal; or contact 
the Unit responsible for the detainee and direct staff to remove the 
detainee and report to you when this is complete. 

• Check the entries in the Confinement Record Book (JJ-A055), 
ensuring that they are correct and have been kept up to date 
throughout the confinement period. 

• Check that staff have recorded an entry about the minor 
misbehaviour and punishment in the Log Book. 

If the detainee was remQved eadier. as a resytt Qf a review: 

• Adjust the confinement period on the Record of Punishment - Minor 
Misbehaviour form (JJ-A012). in the review section. and sign the 
entry. 

4 Supervising When directed tQ remQve tbe detainee from cQnfinement: 
staff/ Unit 
staff • Direct the detainee to leave the confinement room. Ensure that the 

detainee removes any rubbish and clothing from the room prior to 
leaving. 

• If the room reqyjres cleaning. ensure the detainee cleans the area as 
soon as practicable (if it is late at night. the detainee can return in the 
morning). 

• Complete the Confinement Record Book (JJ-A055), entering the 
time the detainee was removed ("time out") and the names and 
signatures of the staff members supervising the removal. 

• If the Ieam !.eader Qr Qth!;lr senior Qfficer is nQt (;!resent when the 
detainee js removed. inform him or her immediately that the detainee 
has been removed and of any problems which were experienced. 

5 Team Leader When tbe detainee has been remQved frQm confin!;lment: 
OR other 
senior officer • Ensure that he or she is supervised appropriately in the Unit to which 

he or she returns. 

• Check that the Confinement Record Book (JJ-A055) has been 
completed as required. If not, direct staff to complete the 
Confinement Record Book immediately. 
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6 Supervising 
staff/ Unit 
staff 

Wbeo the detainee has been removed from confinement 

• Maintain close supervision of the detainee. 

p. 266 

• Report any problems or difficulties with the detainee to the Team 
Leader or other senior officer immediately and record the information 
in the Log Book. 

5.5 Serious misbehaviour 

When to use this procedure 

Serious misbehaviour is another part of the punishment system which operates in juvenile 
justice centres ( of which minor misbehaviour is the other part). Serious misbehaviour is also 
outlined in the Children (Detention Centres) Act and Regulation. Serious misbehaviour 
provisions tend to be used less often than minor misbehaviour. 

These provisions can be used when a detainee misbehaves in a manner which is defined in the 
Regulation as "serious misbehaviour", and: 

• there is no alternative strategy available to respond to and manage that misbehaviour; or 

• the behaviour is also defined as a criminal offence, the police have been notified and they 
will not being taking any criminal action. 

Additional information about when this procedure can be used is included in this section, under 
"Guidelines for serious misbehaviour". 

This procedure only applies to detainees who are serving a control order, when the serious 
misbehaviour is reported. This is because the penalty for serious misbehaviour is a maximum of 
seven days added to the detainee's control order. 

Who uses this procedure 

Staff who may use this procedure are: 

• Centre Managers 

• Co-ordinators Operations 

• Co-ordinators Programs (Operations) 

• Team Leaders 

• Assistant Team Leaders 

• Assistant Team Leaders (Program) 

• Team Supervisors 

• Senior Youth Workers. 

• Co-ordinators Casework 

• Co-ordinators Programs I Staff Development 
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• Centre Support Team staff 

• Programs and staff development staff 

• Admissions staff 

• Escort personnel. 

Any of the above staff can report a detainee for serious misbehaviour. The Centre Manager 
makes the final decision about whether the matter will be referred to the court. In the absence of 
the Manager, the Co-ordinator Operations may make this decision, on behalf of the Manager. 

Forms and records which may be used 

• Unit Log Book 

• JJ-A013: Report of Serious Misbehaviour 

• JJ-A015: Notice of Children's Court Hearing - Serious Misbehaviour (to detainee) 

• JJ-A021: Use of Segregation Return 

• JJ-A030: Critical Dates Summary Sheet 

• JJ-A056: Segregation Record Book 

• JJ-A057: Record of Segregation 

• JJ-A058: Report on use of Force. 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

• Case Management Policy 

Children (Detention • 20 Complaints of misbehaviour 
Centres) Act 1987 - refer to 
the same sections in the • 21 Punishments for misbehaviour 
Instrument of Delegation 

• 22 Prohibited punishments 

Children (Detention • 36 Order generally 
Centres) Regulation 1995 -
refer to the same sections in • PART 6 - MISBEHAVIOUR: Division 3 - Serious 
the Instrument of Delegation misbehaviour 

• SCHEDULE 1 - MISBEHAVIOUR (definitions): Part 2 -
Serious misbehaviour 
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Definitions 

There are six (6) types of serious misbehaviour defined in the Children (Detention Centres) 
Regulation 1995 (Schedule 1, Part 2). They are: 

• Assault 

• Concealment for the 
purpose of escape 

• Insubordination 

• Inciting misbehaviour 

• Mistreatment of animals 

A detainee must not assault or attempt to assault any other 
person. 

A detainee must not hide, or assist another detainee to hide, in 
an attempt to escape. 

A detainee must not defy the reasonable instructions of 
detention centre staff or refuse to comply with the established 
rules or routines of the detention centre. 

A detainee must not incite other detainees to engage in 
behaviour which seriously disrupts the good order or discipline 
of the detention centre. 

A detainee must not maim, wound, beat or cruelly ill-treat any 
animal. 

• Unauthorised medication A detainee must not procure, possess or supply to other 
or substances detainees unauthorised medications or substances likely to be 

injurious to health. 

Guidelines for serious misbehaviour 

Serious misbehaviour, unlike minor misbehaviour, is not dealt with within the centre. Clauses 51 
and 52 of the Regulation outline the procedure the Manager must follow when there has been a 
complaint of serious misbehaviour. A notice is to be made to a Children's Magistrate, for the 
detainee to appear in court in relation to serious misbehaviour. 

Serious misbehaviour provisions can be used when the behaviour is also defined as a criminal 
offence, and no criminal prosecution is being taken by the police. 

An example of this is an incident where a detainee has allegedly assaulted another person. 
Assault is defined as a serious misbehaviour (in the Regulation) and as a crime (in the Crimes 
Act). If the police are notified and they are not going to take any action (eg., they say there is 
not enough evidence, or the victim does not wish to proceed), the matter can be dealt with under 
serious misbehaviour provisions, but only if the detainee is currently serving a control order. In 
this example, the matter must first be referred to the police (because of its criminal nature and 
operational requirements for incidents of assault). 

In the event that the behaviour is defined as serious misbehaviour, and does not constitute a 
crime (eg. "concealment for the purpose of escape" or "insubordination"), these procedures 
should only be used if there are no alternative strategies to address the behaviour (but note 
"alternative strategies" do not include use of the incentive scheme). 

Punishment for serious misbehaviour 

There are no internal punishments for serious misbehaviour. The punishment available for serious 
misbehaviour is outlined in s 21(1 }(e), Children <Detention Centres\ Act 1987: 

(1) Subject to the regulations, the following punishments may be imposed on a detainee found 
guilty of misbehaviour.... · 
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(e) in the case of misbehaviour declared by the regulations to be serious misbehaviour ­
extension by a period that does not exceed 7 days, of each minimum or fixed term (within the 
meaning of the Sentencing Act 1989) to which the detainee is subject (other than a term which 
is cumulative and which has not commenced). 

It is very important to note that these additional days go on the~ control order, and are not a 
"new" Control Order. The extension may seNe to extend the current fixed/ minimum term and to 
adjust the commencement date of a cumulative order. 

Therefore, a detainee's eligibility to apply for leave will only be slightly affected (if at all) by this court 
appearance and the extension of detention time. The Co-ordinator Operations must ensure that he 
or she recalculates the detainee's critical dates (ie., leave eligibility) following each court 
appearance for serious misbehaviour (for information on calculating critical dates, see Section 8.4). 

Often the reason given for not using serious misbehaviour provisions is that the detainee would not 
be eligible for any outings or leave for the remainder of his or her committal. This is not the case. 

Once a detainee has been before a Children's Magistrate in relation to serious misbehaviour no 
further penalty can be imposed by centre staff, irrespective of the outcome before the Magistrate. 

Police investigation 

Given the criminal nature of some serious misbehaviours, on most occasions the police would be 
called to the centre to investigate an alleged offence with the possibility of charging the detainee 
involved. If police choose to proceed with charging a detainee, he or she cannot be dealt with by 
the centre (ie., under serious misbehaviour provisions) until a.ll criminal proceedings have been 
finalised. After this, the detainee can only be dealt with under serious misbehaviour guidelines if he 
or she was nQt convicted and did not receive a court-imposed penalty. 

How this procedure works 

Responsible Action Required 

Supervising • Contact the Team Leader or other senior officer and inform him or her 
staff/ Unit about the misbehaviour you have witnessed. 
staff 

If you !;!elieve the dets;1inee is 2 ris~ to the safety of himself or herself or 
o.tb.fil: 

• Direct the detainee into segregation (for safety and protection 
reasons). 

• Inform the senior officer immediately that the detainee has been placed 
in segregation, and ask at what time periods checks are to be 
conducted on the detainee while he or she is in segregation. 

• Complete a Record of Segregation form, if this is the procedure at 
your centre - in some centres this may be the Team Leader's 
responsibility. (JJ-A057) 

• Start documenting the segregation in the Segregation Record Book 
(JJ-A056), including: 

1. detainee's name, date of birth and age; 

- 2. time the detainee was placed in segregation; 
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2 Team Leader 
OR other 

3. reason for segregation (safety of self or others); 

4. senior officer authorising the use of segregation. 

• Ensure regular checks (as directed by the senior officer) are 
conducted and recorded in the Segregation Record Book. (JJ-A056) 

When contacted by Unit staff: 

senior officer • Attend the Unit as soon as possible OR (where it is the procedure of 

3 Supervising 
staff/ Unit 
staff 

4 Team Leader 
OR other 
senior officer 

your centre) arrange for the detainee to be escorted to the 
designated area for dealing with complaints of misbehaviour. 

If staff have placed the detainee in segregation for safety and protection 
reasons: 

• Determine if the detainee should remain in segregation. 

• Inform supervising staff of the time check periods which must be 
conducted with the detainee (based on the information you have 
about the detainee's behaviour and previous responses to strategies 
such as segregation). 

• Start the Record of Segregation. (If it is procedure at your centre. At 
some centres this will be the responsibility of Unit staff.) (JJ-A057) 

• Direct Unit staff (who witnessed or reported the misbehaviour) to 
complete a Report of Serious Misbehaviour. (JJ-A013) 

• Inform the detainee that you have directed staff to complete a Report 
of Serious Misbehaviour, and inform him or her of the procedure which 
will occur, if the Manager decides to proceed. 

• When directed by the senior officer, complete a Report of Serious 
Misbehaviour. (Be aware that this report may be used in court. Be 
clear and concise with information.) (JJ-A013) 

• Inform the detainee that you are completing a Report of Serious 
Misbehaviour. 

When the Team Leader or other senior officer attends the Unit: 

• Speak to the senior officer and report all relevant information regarding 
the misbehaviour. 

• Provide him or her with the Report of Serious Misbehaviour. (JJ-A013) 

• Follow all directions given by the senior officer. 

When you attend the Unit (or when the detainee has been escorted to 
you in another area): 

• If the detainee was placed in segregation prior to dealing with the staff 
report of serious misbehaviour, assess the need for protection of the 
detainee or others, and: 

• if you assess that there is no further need for protection, direct 
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staff to remove the detainee from segregation, and to record the 
"time out" in the Segregation Record Book; (JJ-A056) 

• if you assess that there is a continuing need for protection, direct 
the detainee to remain in segregation and direct Unit staff to 
maintain regular in-person checks and record relevant information 
in the Segregation Record Book. (JJ-A056) 

,...... 

I ~: the detainee can remain in segregation only for a maximum 
period of 3 hours with the approval of the Team Leader or other 
senior officer. A further maximum of 3 hours may be approved by the ,....., 
Manager. 

• Ask supervising staff for a verbal report on the misbehaviour . 

• Ask the detainee reported to give his or her account of the events 
which have been reported as misbehaviour. 

• Check the Report of Serious Misbehaviour prepared by staff and the 
detainee's statement (JJ-A013), to use as information or evidence to 
assist with further investigations and a possible hearing at the 
Children's Court. 

• Direct Unit/ supervising staff to conduct procedures which ensure the 
security and safety of .a.I.I detainees and staff. 

• If tbe deti;!i□ee is segregi;!ted, aod it is ne!;;essi;!C:l fQr him Qr ber tQ 
remain io segregi;!UQn. direct staff to conduct regular checks and to 
record all relevant information in the Segregation Record Book. 

• If it is necessary for the detainee to remain in segregation for more than 
3 hours (for safety and protection reasons), inform the Co-ordinator 
Operations (for more information on segregation, see Section 5.6). 

• Contact the Co-ordinator Operations and inform him or her of the 
report of serious misbehaviour. 

• Enter comments, action and any additional information on the bottom 
section of the Report of Serious Misbehaviour (be aware that this 
report may be used in court proceedings). (JJ-A013) 

7 
• Ensure the report is provided to the Co-ordinator Operations as soon 

as practicable. 

5 Co-ordinator • Check all the information provided on the report of serious 

7 Operations misbehaviour. (JJ-A013) 

• Sign the report as noted and sighted, and date the entry . 

• Conduct a further investigation into the reports and alleged events, 
interviewing staff and detainees involved, if necessary. 

7 When j'.Q!J are satisfied that tbe bebi;!viQ!Jr is seriQ!JS misbehaviQur, as 
defined io the RegulatiQ□: 

7 • Inform the Manager of the serious misbehaviour, and provide him or 
her with all relevant reports and information. 
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• Ensure Unit/ supervising staff and the detainee are informed of the 
action which is being taken. Ensure that staff and the detainee are 
kept informed of the status of the investigation and action. 

If the detainee was segregated: 

• Check the Record of Segregation form and submit it to the Manager . 
(JJ-A057) 

• Ensure that an entry is made on the Use of Segregation Return. (JJ-
A056) 

• If force was used by staff, check and sign the Report on Use of 
Force. (JJ-A058) 

6 Manager When yoy ace satisfied from the re1:1octs that the behaviour is serious 
misbehavjouc as defined i □ the Begulation, ask the Co-ordinator 
Operations to: 

• Contact the Registrar of the closest Children's Court and inform him or 
her of the serious misbehaviour. The Co-ordinator Operations should 
request a hearing date at that court for the detainee to attend. 

• Forward all related reports to the Court . 

• Ensure that the detainee's parent or significant other is informed of the 
action being taken. 

7 Co~rdinator ~ea you have co□tacted the Begistcac. as directed by the Maoagec 
Operations and bee□ 1:1rovjded with the hearing date: 

• Inform the detainee involved and his or her parent or significant other 
of the date of hearing and explain the court procedures for hearing 
serious misbehaviour. 

• If the detainee reguires fegs;1I re1:1resents;1tion, inform and liaise with the 
Co-ordinator Casework to ensure that a staff member assists the 
detainee with an Application for Legal Aid (Appendix 21 ), where 
applicable. 

• Provide the detainee with the Notice of Hearing at Children's Court -
Serious Misbehaviour form. (JJ-A015) 

• Make 2 copies (optional: 3 copies, to retain one at the centre) of the 
Notice and: (JJ-A015) 

1. attach one copy to the detainee's D File: 

2. send 1 copy to the detainee's parent or significant other. 

• Provide the original Notice to the Court . 

• Inform the reporting staff of the hearing date and whether they will be 
required at Court (eg., where the detainee has entered a plea of not 
guilty). 

• Inform the victim (if any) that the detainee will be appearing at Court . 
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• lnfonn Admissions staff of the hearing date. 

• Ensure the parent or significant other are contacted and informed of 
the hearing date. 

After the court appearance 

Responsible Action Required 

1 Admissions When infQrmed Qf the bearing date bl£ the CQ-QrdinatQr Qgers;.!tiQns: 
staff 

• Ensure the date is recorded in the Admissions Log Book . 

• Ensure escort personnel are arranged for the date of hearing. If you 
are having difficulty with escort availability inform the Co-ordinator 
Operations. 

• Update the Client Information System (CIS) as required . 

2 Co-ordinator Wheo the detainee h2s retyrned frQm cQ!.!£:1: 
Operations 

• Contact the parent or significant other and inform him or her of the 
court outcome. If the dets;.!i□ee received additiQ□s.!1 dal£s Q□ his Qr her 
cyrreot cQ□trol Qrder. infonn the parent or significant other of the 
change to the control order and leave eligibility dates (where 
applicable). 

• Ensure that Admissions staff are aware of the court outcome and have 
amended the Client Information System (CIS) as required. 

• Where possible and relevant, infonn the victim of the court outcome . 

If the detainee reQeived additiQ□s.!1 dal£s Qn his Qr her curreot QQntrQI 
QIQ.fil: 

• Update the Critical Dates Summary Sheet adjusting dates accordingly . 
Ensure the detainee is informed of his or her revised dates for leave 
from the centre. (JJ-A030) 

• lnfonn the Co-ordinator Casework of the court outcome and provide 
him or her with the revised critical dates. 

• Ensure the change in leave eligibility dates is recorded in the Case 
Notes and noted on any applications for leave. 

3 Admissions • Ensure the court outcome is recorded on the Client Information System 
staff (CIS). 

5.6 Segregation (for protection) 

When to use this procedure 

SegregatiQn is fQr safety aod prQteQtiQn gurpQses. SegregatiQn IS NQT A PUNISHMENT and. 
therefore. c2nnQt be used in resoQnse tQ misbehaviQur. 
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The Qiljy_ time this procedure can be used is when the personal safety of the detainee or other 
people (including staff and other detainees) is at risk. 

Where it is considered necessary by staff on safety grounds, a detainee can be placed in 
segregation even if he or she does not agree that there is a risk to safety (eg. it may be a case of 
threats from other detainees that the detainee in question does not wish to "walk away" from, 
potential for the detainee to escape, etc.). 

Who uses this procedure 

The only juvenile justice centre staff who can approve the use of segregation for a detainee are: 

• Centre Managers 

• Co-ordinators Operations 

• Assistant Co-ordinators (Operations) 

• Team Leaders 

• Assistant Team Leaders. 

There are maximum time periods these officers can approve. 

The following staff may use this procedure: 

• Team Supervisors 

• Unit or supervising staff 

• Centre Support Team staff 

• Programs staff 

• Admissions staff 

• Escort personnel. 

Forms and records which may used 

• Unit Log Book 

• JJ-A056: Segregation Record Book 

• JJ-A057: Record of Segregation 

• JJ-A058: Report on Use of Force 

• JJ-A021: Use of Segregation Return 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 
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In the: Go to t~e Section or Policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

Children (Detention Centres) • 4 Object of the Act 
Act1987 

• 19 Segregation of detainees for protection 

Children (Detention Centres) • 36 Order generally 
Regulation 1995 

• 9 Segregation of detainees for protection - records 

Limited authority to use segregation 

Although only senior centre staff have the delegation to authorise segregation, jn special 
circumstances Unit or supervising staff have permission to place a detainee in segregation 
(because it relates to protection). 

p. 275 

To do so, there must be justified concerns about the safety of the detainee or others. A detainee 
cannot be placed in segregation by Unit or supervising staff to address misbehaviour, nor when 
there are no imminent safety issues. If this is the case, Unit or supervising staff must report the 
problem to the Team Leader immediately, without placing the detainee in segregation. The 
Team Leader will then investigate the problem reported. 

The authorisation for Unit or supervising staff to place detainees in segregation for protective 
purposes must never be abused by staff. 

Periods of segregation 

The time period which a detainee may spend in segregation is .!lQt based on age (which is the 
case for confinement). Periods of segregation for any detainee in any period of 24 hours are: 

• maximum 3 hours - with the approval of delegated senior officers; 

• maximum 6 hours - with the approval of the Manager (delegate of the Director-General). 

N.Qte: the absolute maximum period of time a detainee can spend in segregation within any 24-
hour period is...nQ1 9 hours, it is 6 hours. The Manager, via the Co-ordinator Operations, should 
be consulted if more than 3 hours is considered necessary. 

The time period which a detainee will spend in segregation is based on the level of risk to safety 
determined by the senior officer. 

When a detainee is placed in segregation, a period of time cannot be determined (ie., "you will 
be in segregation for 3 hours"). Because segregation relates to safety and protection, the time 
spent in segregation should be until the safety risk no longer exists. This cannot be determined 
at the 'time of placing the detainee in segregation and requires constant review. 

Time check periods for detainees in segregation 

The maximum time periods for in-person checks of detainees in segregation are the same as for 
confinement. 
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Detainees must be checked in person by staff at intervals of no more than 20 minutes. The 
frequency of in-person checks can range from constant observation (where an individual staff 
member is directed to maintain constant supervision and observation of the detainee in 
segregation), to varying time check periods up to, but no more than 20 minutes. 

It is the responsibility of the Team Leader or other senior officer on duty to determine what are 
suitable time check periods for each detainee, based on the detainee's history and his or her 
behaviour at the time of being placed in segregation. 

Where the senior officer has failed to inform supervising staff of the time check periods for a 
detainee, the supervising staff member~ contact the senior officer and seek direction as to 
the appropriate time check periods. 

Observation and checks of detainees in segregation 

As stated, in-person checks of detainees in segregation must be conducted. Segregation rooms 
have camera surveillance. These cameras must not be relied on as the only means of checking 
detainees. Camera surveillance can deceive. Staff~ attend the segregation area, visually 
check the detainee and speak to him or her. 

Staff are not permitted to enter segregation rooms alone There must be at least two staff 
members present when a segregation room is unlocked and opened. If the detainee is in 
segregation for the safety of others, he or she should face the rear wall of the segregation room 
before staff open the door. 

Segregation areas 

In the majority of cases, segregation occurs in a specified room in the centre, which is not the 
detainee's own room. A detainee can be segregated in his or her own room, but it is 
recommended that this occurs only where the reason for segregation is for the safety of the 
detainee (protection from others), and not where the detainee is considered a risk to others. 

Provisions for detainees in segregation 

Every detainee placed in segregation must be "provided with some means of usefully occupying 
himself or herself- Children (Detention Centres) Act 1987: s. 19(1)(c)". For example: 

• reading materials; 

• writing materials (writing pad / paper and pen / pencil); 

• radio (preferably built into the segregation room). 

There may be occasions where it is considered unsafe to provide a detainee with one or all of 
these items. For example, a detainee with a history of self-harm behaviour, or who is exhibiting 
potential for self-harm behaviour, should not be provided with a pen or pencil. 

There may be times when the items in question are not provided to the detainee immediately. 
That is, a detainee may be very unsettled and violent when placed in segregation. 

In such a case, the Team Leader must determine the most appropriate time to provide the items 
to the detainee. The Team Leader must ensure that at some time during the segregation period 
the detainee is offered reading (eg., books, magazines) or writing material (pens, pencils, chalk). 
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Records for segregation 

In addition to the Record of Segregation form (JJ-A057), records of the segregation must be 
maintained in the Segregation Record Book (JJ-A056). 

The Segregation Record Book must include: 

• name, date of birth and age of the detainee; 

• time the detainee was placed in segregation ("time in"); 

• reason for the segregation (ie., for the safety for himself or herself or for the safety of 
others); 

• any alerts or critical information about the detainee (CIS alerts must be entered); 

• name of the Team Leader or other senior officer authorising the segregation; 

• time of all in-person checks; 

• description of actions and comments of the detainee during segregation; 

• times of meals, toilet calls and provision of items; 

• name and signature initials of the officer who conducted each check. 

If a detainee is placed in segregation late in the evening, he or she should be asked to sign the 
relevant section of the Record of Segregation form, giving permission to be left in the 
segregation room if he or she is asleep at the end of the segregation time. 

Where there are similar or repeat record entries to be made during confinement, "dittos" are not 
acceptable. Full, repeated entries must be made each time. 

It is also recommended that different officers conduct checks during the period of segregation. 
That is, the same officer should not conduct all checks during the same segregation period. 

How this procedure works 

Responsible 

Supervising 
staff/ Unit 
staff 

Action Required 

If you are concerned about the safety of a detainee. or a detainee is 
acting in a manner which you believe risks the safety of himself or 
herself or the safety of other detainees or staff: 

• Direct the detainee into the segregation room, and: 

1. before the detainee is placed in segregation, conduct a clothed 
body search and direct the detainee to remove his or her shoes 
(see Section 6.13 - "Personal searches of detainees"); 

2. place the detainee in the segregation room and lock the door. 

• If the detainee refuses to go into segregation, inform him or her that 
you will use reasonable force to move him or her if necessary. 

• If the detainee still refuses to enter the segregation room, use the 
least amount of force necessary to move the detainee into the 
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segregation room and lock the door. 

• Contact the Team Leader or other senior officer immediately and 
inform him or her that the detainee has been placed in segregation 
for protection and safety reasons. 

• Ask the senior officer at what time periods in-person checks should 
be conducted on the detainee while he or she is in segregation. 

• Complete a Record of Segregation and ensure the senior officer 
signs the record, if this is the procedure at your centre - in some 
centres it is the responsibility of the Team Leader. (JJ-A057) 

• Enter the detainee's placement in segregation in the Segregation 
Record Book (JJ-A056}, including: 

1. name, age and date of birth of the detainee; 

2. the time the detainee was placed in segregation; 

3. the reasons for the segregation; 

4. any current alerts or critical information about the detainee; 

5. the Team Leader or other senior officer authorising the 
segregation. 

• Record the segregation in the Log Book, and the name of the senior 
officer who authorised the segregation. 

2 Team Leader Wheo QQ□tai;.~d by Sl.!Qervising I !.!nit sts:iff (ie., before you have attended 
OR other the Unit or area): 
senior officer 

• Inform the staff of the time periods which the detainee should be 
checked in person while he or she is in segregation. 

• Direct Unit staff to record the segregation details in the Segregation 
Record Book, and to ensure that the Record Book is updated 
regularly during the segregation period. (JJ-A056} 

• Direct staff llQtJQ remove the detainee from segregation until they 
have notified you. 

• Complete and sign a Record of Segregation, if this is the procedure 
at your centre - in some centres this is the responsibility of unit staff. 
(JJ-A057) 

• Attend the Unit or area as soon as possible to assess the situation 
and the risk to safety reported by staff. 

3 Supervising • Conduct regular in-person checks of the detainee (as directed by the 
staff/ Unit Team Leader) while the he or she is in segregation. 
staff 

At least twQ staff members ml.1st be i;2resent if the segregatiQn rQQm 
dQQr is l.!nlQcked and QQened. If there is an emergency you must call 
for assistance before entering the room. 

• Ensure that the Segregation Record Book is kept up to date (JJ-
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A056), and that all in-person checks of the detainee in segregation 
are recorded, including: 

1. time each in-person check was conducted (in accordance with the 
time check periods directed by the Team Leader); 

2. what the detainee was doing at the time of each check; 

3. any comments the detainee made at the time of each check; 

4. the name and signature initials of the staff member who conducted 
the in-person check; 

5. a description of any items provided to the detainee while he or she 
is in segregation; 

6. any toilet calls or meals provided to the detainee while he or she is 
in segregation. 

• ff there is no toilet in the segregation room, ensure that at least 2 
staff are present (before releasing the detainee) to escort the 
detainee to the nearest toilet area. 

• As directed by the Team Leader, ensure the detainee is provided 
with items to usefully occupy himself or herself, that is, reading or 
writing material. 

• ff there are any concerns about the physical safety of the detainee, by 
giving him or her these items, the senior officer should be consulted. 

• Do not remove the detainee from segregation unless directed to do 
so by the Team Leader. 

4 Team Leader • Attend the Unit or segregation room immediately. 
OR other 
senior officer • If safe to do so, speak to the detainee who is in segregation, and 

determine if he or she can be released from segregation. 

• Inform Unit staff of the time check periods which must be conducted 
with the detainee (based on information you have about the 
detainee's individual behaviour and previous responses to strategies 
such as segregation). 

• Assess the need for referral to Centre Support Team staff (eg., 
psychologist) or other support services. Make a referral if the 
detainee requests to see one of these staff, or if you believe it is 
necessary. 

5 Supervising • Conduct procedures and regular in-person checks as directed by the 
staff / Unit Team Leader or other senior officer. 
staff 

• Ensure the Segregation Record Book is kept up to date. (JJ-A056) 

• Contact the senior officer when you believe the detainee no longer 
requires segregation. 
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6 Team Leader • Maintain contact with the staff supervising the detainee in 
OR other segregation and attend the segregation room when staff report that 
senior officer the detainee no longer requires segregation. 

• Direct supervising staff in procedures to supervise and provide for 
the detainee appropriately. 

When !£Q!.! hsNe deterrnioed the dets;1inee shQ!.!ld !2e remQved frQm 
segregatiQn: 

• Supervise the removal of the detainee, or direct staff to remove the 
detainee and report to you when the removal is completed. 

• Check the entries in the Segregation Record Book, and ensure they 
are correct and have been kept up to date throughout the segregation 
period. (JJ-A056) 

• Check that staff have made an entry about the segregation in the Log 
Book. 

7 Supervising Y.Ybe□ directed tQ cemQve tbe detainee frQm segregatiQn: 
staff / Unit 
staff • Direct the detainee to leave the segregation room. Ensure that the 

detainee removes any rubbish and clothing from the room prior to 
leaving. 

• If the rQQm req!.!ices c!eaniog. ensure that the detainee cleans the 
area as soon as practicable (if it is late at night, the detainee can 
return in the morning). 

• Complete the Segregation Record Book, entering the time the 
detainee was removed ("time out") and the names and signatures of 
the staff members supervising the removal. (JJ-A056) 

8 Team Leader When the detaioee hsis !2een remQved frQm segregatiQn: 
OR other 
senior officer • Ensure that he or she is supervised appropriately in the Unit to which 

he or she is returned to. 

• Check that the Segregation Record Book has been completed as per 
procedures and requirements. If not, direct staff to complete the 
Segregation Record Book immediately. (JJ-A056) 

• Complete the Record of Segregation and submit to the Manager . 
(JJ-A057) 

• Ensure the segregation is entered on the Use of Segregation Return . 
(JJ-A021) 

9 Supervising When tbe detaioee has !2een cemQved frQm segregatiQn: 
staff/ Unit 
staff • Maintain close supervision of the detainee. 

• Report any problems or difficulties with the detainee to the Team 
Leader or other senior officer immediately and record the information 
in the Log Book. 
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10 Manager • Sign the Record of Segregation and ensure it is faxed to the Cluster 
Director within 24 hours of the segregation. (JJ-A057) 

5. 7 Use of force 

When to use this procedure 

There are circumstances where a reasonable amount of physical force may be used on a 
detainee. Force is used to restrict the movements of a detainee or to move him or her to a place 
where more safety can be ensured than existed prior to the use of force. 

A staff member may use force for the purposes set out in clause 38 of the Children (Detention 
Centres) Regulation 1995: 

a) to maintain control; 

b) to ensure the personal safety of officers and other persons; 

c) to search, where necessary, a detainee or to take possession of a dangerous or harmful 
article; 

d) to prevent the escape of a detainee; 

e) to prevent any unauthorised attempt to enter a detention centre by force or to free a 
detainee; 

f) to defend himself or herself if attacked or threatened with attack, if the officer cannot 
otherwise protect himself or herself from harm; 

g) to protect other persons from attack or harm, if there are no other immediate or apparent 
means available for their protection; 

h) to avoid an imminent attack on the officer or some other person; 

i) to prevent a detainee from injuring himself or herself; 

J) to ensure compliance with a proper order, or maintenance of discipline, if a detainee is 
failing to comply with a lawful requirement in a manner which cannot otherwise be 
adequately controlled; 

k) to move a detainee who declines or refuses to move from one location to another in 
accordance with a lawful order; 

I) to control a detainee who is acting in a defiant manner; 

m) to avoid imminent violent or destructive behaviour by a detainee; 

n) to restrain violence directed towards the officer or towards other persons by an 
uncontrollable or disturbed detainee; 

o) to prevent or quell a riot or other disturbance; 

p) for any other similar purpose or in any other similar circumstances. 
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Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Co-ordinators Operations 

• Assistant Co-ordinator (Operations) 

• Team Leaders 

• Team Supervisors 

• Unit or supervising staff (eg., Senior Youth Workers). 

Although these are the primary staff who may use force on a detainee, any staff member of a 
juvenile justice centre may be required at some time to use force on a detainee to control 
behaviour or actions in order to ensure the safety of that detainee or surrounding people. 

Forms and records which may used 

• Unit Log Book 

• JJ-A005: Incident Advice 

• JJ-A009: Centre Incident Report 

• JJ-A058: Report on Use of Force 

• JJ-A020: Use of Force Return 

• Confinement records 

• Segregation records. 

Related policies and procedures 

The following policies and procedures are relevant to this procedure: 

In the: Go to the Section or Policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

• Protocol and Procedures on Handcuffing Detainees 

Children (Detention • 4 Object of the Act 
Centres) Act 1987 
Children (Detention • 36 Order generally 
Centres) Regulation 1995 

• 37 Use of force 

• 38 Reports on use of force 
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Guidelines for use of force 

The use of force by staff members in juvenile justice centres, must always be a last resort of 
managing detainees and situatjons. Wherever possible, the detainee's movements and actions 
should be restrained through verbal directions from staff, rather than the use of physical force. 
When considering the option of physical force, staff should also (first) consider their own safety 
and their long-term working relationship with the detainee. 

In all circumstances the amount of force used should only be that necessary to restrain or move 
the detainee, where such restraint or movement is absolutely necessary for the security and 
good order of the centre. 

Detainees should be informed that staff intend to use physical force if needed. A detainee 
should be given further opportunity to follow staff instruction, with knowledge that force may be 
used if he or she does not follow those instructions. 

In the case of force used to move a detainee to confinement (for misbehaviour) there can be 
negotiations that result in the detainee doing less time if force is not used. Of course, there are 
situations where negotiation about the use of force is not possible or appropriate. 

Definition 

The easiest way to define use of force in juvenile justice centres is that it is a method of restraint, 
used to control the movements and actions of detainees. 

It is not a striking action which would move the detainee away from the staff member. The 
objective in using force should be to h.Qkt the detainee and resist their attempts to move freely, 
as a means of increasing the level of safety in the surrounding area. 

Methods of use of force 

There are no specific methods of use of force. This is always dependent on the individual 
detainee and the situation or behaviour staff are confronted with. 

The method used must reduce the potential for physical harm to the detainee and staff involved. 
As a result, the procedure for restraining detainees cannot be as specific as staff would like. It 
should be a method which quickly restrains the detainee and limits the opportunity for him or her 
to move in a way which threatens self and others, with the aim not to cause physical harm to the 
detainee or staff. 

Methods which involve restraining the detainee by the wrist or arms should be preferred, and are 
methods which make it much easier for staff to control the detainee's movements and minimise 
the risk of injury to the detainee and the staff involved in the use of force. 

Wherever possible the detainee's body should not be lifted entirely off the ground. If this 
happens, it is very difficult to control the detainee's movements, and there is a higher risk of 
harm to staff and the detainee. 

Excessive use of force 

If more force than was necessary was used to move or restrain a detainee, staff may be 
investigated and charged (departmentally or criminally) for "use of excessive force". For this 
reason, staff should carefully consider the use of force on a detainee and only use it when 
absolutely necessary. 
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\/Vhile it is difficult to define what is reasonable and what is excessive use of force. at the time of 
using force staff should not increase that force once they have a detainee under adequate control. 

Records for use of force 

Every time a staff member uses force, by taking hold of a detainee, and thus restricts the 
movement and actions of the detainee, a written Report on Use of Force (JJ-A058) ~ be 
completed. If there was more than one officer involved in the use of force, each officer must 
complete a separate Report on Use of Force form. 

A Report on Use of Force must contain: 

• the name of the detainee subjected to force; 

• the name of the staff member who was involved in the use of force; 

• the location where use of force occurred; 

• the nature of the force used (including how it was applied to the detainee, eg., held by left 
wrist with left hand, etc.); 

• the purpose or circumstances of the use of force; 

• signature of the staff member; 

• name, comments and signature of the Team Leader or other senior officer on duty when 
the use of force occurred. 

How this procedure works 

t::!.ote: specific methods of restraining detainees are not outlined in this procedure. 

Responsible 

1 Supervising 
staff I Unit 
staff 

Action Required 

If the detainee is, despite a direction from you, behaving in a manner 
which is uncontrollable and may risk the safety of himself or herself or 
Qthe.ra; or the detainee, despite a reasonable direction from you, refuses 
to move from one location to another: 

• Where possible and appropriate, inform the detainee that if he or she 
does not settle or follow your directions, you may have to use 
physical force (but ensure the detainee is given adequate opportunity 
throughout this procedure to conform~ using force). 

• Where possible. contact the Team Leader and inform him or her 
that you are going to attempt to move or restrain the detainee with 
use of force. 

• Ensure that the surrounding area is safe for the use of force - check 
the detainees in the area and ensure they are appropriately 
supervised by other staff members. 

• Ensure that an adequate number of staff are available to use force to 
restrain the detainee. \/Vhere time and numbers of staff allow a 
minimum of 2 staff should be involved in the use of force. 

• Direct the detainee again to stop their behaviour or to move to the 
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location directed by you, reminding them that force~ be used. 

If the detainee fails to follow the direction given by you: 

• Direct other detainees in the area to remain at a distance from the 
detainee involved. Where 1:2ossjble dir~ct the other detainees into a 
se1:2arate area, to ensure safety. 

• Check the surrounding area for obstacles, potential weapons, etc., 
and remove any of these items which may harm the detainee or staff. 

• Inform the detainee that you are going to use force to restrain or 
move him or her. If safe to do so, after this direction give the 
detainee another opportunity to stop or to move to the location to 
which you directed him or her. 

• Move towards the detainee, as quickly as possible, and restrain him 
or her with tbe least degree of force necessa!Y to minimise his oc hec 
movements. If possible, take hold of the detainee's wrist or arm as a 
restraining method. 

• Continue to check the surrounding area and other detainees during 
the use of force. Be aware that other detainees may come to the 
assistance of the detainee and thereby increase the potential for 
harm to people in the area. 

• While still cestraining tbe detainee. move as quickly as possible to an 
area where the detainee can be released, and where safety for that 
detainee and others can be ensured. 

Ibe restraint must not be used for any longer than is necesss;!!Y to 
control the detainee, but must not be released until the detainee is 
secured at the destination. 

• If yoy consider that a detainee is a risls to his or her own safety or the 
safety of others. place the detainee in segregation and lock the door. 

Before Qlacing the d!.;lts;'linee in segregation, if possible conduct a 
clothed body search and direct the detainee to remove his or her 
shoes. 

• Contact the Team Leader immediately and inform him or her that 
you have used force and where the detainee is at that time. 

2 Team Leader When contacted by si.rnervising or \.!□ it staff: 
OR other 
senior officer • Direct staff in procedures which ensure the safety of all detainees 

and staff. 

• Attend the unit or area immediately . 

3 Supervising If the detainee was 1:2laQed in s!.;lgregation: 
staff I Unit 
staff • Document the detainee's placement in segregation in the 

Segregation Record Book, and ensure that this document is kept up 
to date. (JJ-A056) 

• Complete a Record of Segregation and ensure the Team Leader or 
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other senior officer signs the record, if this is the procedure at your 
centre - in some centres this is the responsibility of the Team Leader. 
(JJ-A057) 

• Conduct regular in-person checks of the detainee (as directed by the 
senior officer) while the detainee is in segregation. 

At least two stafl members must tie 1:1resent if the segregation goor is 
unlocked and 01:1ened. If there is an emergency you !'.!llifil call for 
assistance before entering the segregation room (for more 
information, refer to Section 5.6 - "Segregation"). 

When use of force has been used to restrain the detainee and the 
detainee is safely placed or supervised: 

• Complete a Report on Use of Force form (separate form for each 
staff member involved). (JJ-A058) 

• When the senior office[ attends tbe Unit, submit the Reports on Use 
of Force to him or her. 

4 Team Leader When you attend the Unit: 
OR other 
senior officer • Ensure that the detainee involved, other detainees and staff are safe 

and secure. 

• Ensure that staff and detainees have been checked and treated for 
injuries and that these have been reported and recorded 
appropriately. 

• If tbe detainee was Qlaced in seg[egation, check on the detainee and 
complete and sign a Record of Segregation, if this is the procedure 
at your centre - in some centres this is the responsibility of Unit staff 
(for more information, refer to Section 5.6 - "Segregation"). (JJ-A056) 

• Check all records and forms completed by staff. (JJ-A057) 

• Collect the Report on Use of Force form from Unit staff, ensuring 
that all staff members involved in the use of force have signed the 
form. (JJ-A058) 

• If yoy gecide thSi!t the detainee is to remain in segregs;!tion, direct staff 
not to remove the detainee until you are notified. 

• Submit the Report on Use of Force and any other related reports to 
the Co-ordinator Operations. (JJ-A058) 

5 Co-ordinator • Check that all reports are completed correctly. 
Operations 

• If necessary conduct further investigations into the use of force . 

• Ensure the use of force is recorded on the Use of Force Return (this 
may be done during or at the end of the month). (JJ-A020) 

• Ensure that the Use of Force Return is submitted to the Cluster 
Director, via the Manager, no later than 10 days after the end of the 
month. 
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6.1 Introduction 

Most of this section does not contain specific procedures for maintaining security. Due to the 
different environments and facilities of juvenile justice centres, security procedures vary from centre 
to centre. This section provides principles and standards for the maintenance of security. 

Co-ordinators Operations and staff under their supervision are responsible for the design, 
implementation and evaluation of security procedures unique to their centres, but they must 
incorporate the guidelines and information contained in this section. 

When to use these procedures 

Security procedures must be used at all times in a juvenile justice centre. As a result. all iuvenile 
iustice centre staff have a responsibility to ensure a maximum level of security at all times. 

Who uses these procedures 

Co-ordinators Operations are responsible for ensuring that these procedures are carried out in 
juvenile justice centres. Where procedures do not exist, Co-ordinators Operations are responsible 
for ensuring that the guidelines provided are applied to the development of local procedures for the 
centre at which they work. Co-ordinators Operations may extract relevant information from this 
section for local procedures. 

611 staff in juvenile justice centres are required to use one or more of these procedures at some 
time during their shift of duty at the centre. However, the primary staff who use, and have 
responsibility for these procedures are: 

• Centre Managers 

• Co-ordinators Operations 

• Team Leaders 

• Assistant Team Leader (Programs) 

• Team Supervisors 

• Senior Youth Workers and any other unit based staff 

• Admissions staff. 

Secondarily, the following staff use these procedures: 

• Casework staff 

• Centre Support Team staff (Psychologists, Alcohol and Other Drug Counsellors, Registered 
Nurses, etc.) 

• Programs staff (eg., Vocational Instructors, Recreation Officers) 

• Staff Development staff 

• Clerical and Administrative Support staff. 

Forms and records which may be used 

• JJ-A059: Searches Register 
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• Records of searches for contraband 

• log Book 

• Equipment Register. 

Related policies and procedures 

The following policies and procedures are relevant to these procedures: 

In the: Go to section or policy: 

OJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 

Children (Detention Centres) • 4(2) Objects of the Act 
Act1987 

• 16 Separation of detainees 

• 17 Private property 

• 17A Detainees not to be supplied with or allowed alcohol, 
tobacco, adult films, etc. 

• 34 Helping person to escape 

• 35 Rescuing persons from lawful custody 

• 36 Permitting escapes 

• 37 Harbouring escapees 

• 378 Trafficking in alcohol, drugs or other things 

• 370 Disclosure of information obtained in the 
administration, etc. of this Act 

Children (Detention Centres) • 36 Order generally 
Regulation 1995 

• 4 General routines 

• 6 Classification of detainees (A & B) 

• 7 Health and medical attention 

• 8 Maintenance of physical well-being of detainees 

• 9 Segregation of detainees for protection 

• 10 Property 

• 11 Books, newspapers, magazines, etc. 
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• 12 Unauthorised possession of property 

• 13 Disposal of property 

• 14 Records to be kept concerning property 

• 26 Written communication with detainees 

• 27 Inspection of mail, etc . 

• 28 Special communications 

• 29 Communication with detainees in other centres 

Health Services Operational • Clinic security 
Manual 

6.2 General security procedures 

What is security 

p.290 

Security in juvenile justice centres does not relate only to physical security (ie., locked doors, no 
escapes, etc.). Security also relates to the physical and emotional well being of all individuals 
within the juvenile justice centre. 

To effectively establish and maintain security, staff must monitor both: 

• the physical surroundings and environment; 

• the emotional and physical well being of individual detainees and other staff. 

Legislation 

Children (Detention Centres} Act 1987, s 4(2}: 

In the administration of this Act-

(a) the welfare and interests of persons on remand and subject to control shall be given 
paramount consideration; and, 

(b) it shall be recognised that the punishment for an offence imposed by a court is the only 
punishment for that offence. 

Children (Detention Centres} Regulation 1995, cl. 36: 

(1) Order shall be maintained with firmness, but with no more restriction or force than is 
necessary for safe custody and well-ordered community life with the detention centre. 

(2) Officers shall seek to influence detainees through example and leadership and shall seek to 
enlist their willing co-operation. 

(3) At all times, the treatment of detainees shall be such as to encourage self-respect and a 
sense of personal responsibility. 
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Agents of security 

There are two agents of security: 

• people (staff); 

• environment. 

p. 291 

To ensure a maximum and effective level of security anywhere in a juvenile justice centre, these 
two agents must be linked and act together. That is, security cannot be fully maintained without the 
two agents of staff and environment in action. 

An example of this is where staff supervise at a point where there is a perimeter fence. Both the 
fence and the staff member act together in maintaining security, and one is able to continue with an 
adequate level of security, if the other breaks down or fails in some way. 

Examples of how the two agents assist with security are: 

People (staffi: 

• written communication (security records, reports, memoranda, policies and procedures, etc.) 

• verbal communication 

• non-verbal communication (signals, active supervision, etc.) 

• rules and routines 

• interaction and relationships with detainees and other staff 

• individual and group programs 

• casework. 

The environment: 

• perimeter fences 

• buildings (walls, doors, grills, gates, etc.) 

• locks 

• radio I intercom systems 

• alarms 

• video surveillance equipment. 

Any one of these methods can break down. 

For example, staff should not rely on a perimeter fence alone to ensure security. There is potential 
for faults to occur in perimeter fences. If this occurred without people being active in security 
maintenance, security could not be fully maintained and could even break down totally, leading to a 
serious, potentially threatening security breach. 
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Although operations staff have primary responsibility in this area, all other staff at the centre have 
responsibility in establishing and maintaining security, and reporting and assisting in the 
management of breakdowns in security systems. That is. staff from the following areas: 

• casework 

• programs 

• vocational 

• clerical 

• admissions 

• clinical / nursing 

• counselling 

• ancillary 

• school. 

Any juvenile justice centre staff member can be held accountable and disciplined accordingly, for 
breaches which occur in the area of security. 

To fully maintain security, the following three elements must be constantly monitored by all staff: 

• physical surroundings; 

• detainees; 

• self and other staff. 

Security cannot be fully maintained without monitoring all three elements simultaneously 
throughout a shift. If this is not done, security is not being maintained at the level expected. 

Handy hints for maintaining security 

The following general points are provided to assist staff in the maintenance of security during duty 
at a juvenile justice centre. 

Each centre must have ]9.C2l (ie .• centre-based) procedures relating to security, reflecting the 
facilities available and the nature of the secure environment which is to be maintained. All centre 
staff must become aware of the requirements of his or her centre, and adhere to those at all times, 
where reasonable and safe. 

Handy hints for individual staff: 

• Always have keys attached to your person (and out of sight if possible) (for more information 
see "Keys" later in this section). 
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• Always lock doors behind you (unless in a unit where it is policy to have certain doors open. 
Even in this case you should double-check with other unit staff that the door can be left 
open). · 

• Always conduct a head count of detainees, both with you (eg., in a group) and near you (eg., 
inside or outside the unit you are working in). 

• Make constant observations of detainees, their actions and locations. 

• Wherever possible, face the detainees in the unit or area where you are working. Having 
your back to detainees is potentially dangerous. If there is a definite need to turn your back, 
ensure that there is at least one other staff member present, who is facing and watching the 
detainees. 

• Report any problems with security and supervision immediately to your supervisor or the 
Team Leader on duty. 

• Be aware of current security problems at the centre and in units (ie., through verbal 
information passed on from other staff and reading log books and other reports). 

• Always check with other staff before entering units to which you are not designated. 

• Always tell other staff where you are going when you leave the unit, centre or an area in the 
centre. 

• Always inform other staff when you are in a unit. 

• Always inform supervisors or management (eg., Team Leader on duty) when you are 
leaving the centre. You should never leave a centre without permission to do so. 

• Do not go into isolated or remote areas of the centre with only one detainee after dark. 

6.3 Supervision of detainees 

Supervision and observation of detainees is extremely important in juvenile justice centres. All 
detainees must be supervised at all tjmes by juvenile justice centre staff. 

All juvenile justice centre staff have a responsibility to observe or supervise detainees in the 
centre, regardless of their position. That is, if Centre Support Team. casework and programs 
staff are in the vicinity of detainees, they must share supervisory responsibility for those 
detainees with other centre staff. 

There are different methods of supervising detainees which will be outlined later in this section. 

Staff are generally given responsibility for a particular group of detainees, usually in the following 
ways: 

• Unit-based staff Responsibility for supervising all the detainees in the unit which they 
have been allocated to. That is, regardless of whether staff are 
present in the unit or area, unit-based staff have ultimate responsibility 
for security and supervision of detainees. 

When detainees are not present in the unit or the area where the staff 
member is supervising, that staff member must still be aware of the 
location of all detainees who reside in the unit where he or she is 
working at that time. 
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• Programs staff 

• Casework I Centre 
Support Team staff 

• Ancillary staff 

Vocational instructors, recreation officers, living skills instructors, etc. 
These staff are expected to take supervisory responsibility for all 
detainees participating in their programs. 

Share responsibility for supervising detainees in areas where they 
attend. These staff have supervisory responsibility for detainees they 
remove from units or areas and take to another area (eg. , 
counselling room, Centre Support Team offices). 

For example, kitchen, laundry and maintenance staff. These staff 
have supervisory responsibility for detainees working in their areas. 

Guidelines for supervision 

Supervision requirements and strategies will vary from centre to centre. Once again, this is 
based on the level of security required in the centre, and the classification and characteristics of 
each detainee population. 

Co-ordinators Operations are responsible for ensuring that appropriate supervision procedures 
are designed, implemented and reviewed regularly at their centres. In all centres ~ 
supervision must be promoted and expected from centre staff. In addition to this, supervision 
should occur in a manner which can, wherever possible, prevent problems or incidents from 
occurring. Preventative supervision is much better then reactive supervision. 

As a result of effective supervision (active and preventative), staff should be able to anticipate 
problems and possible incidents and take action to stop these from occurring. Staff must D.fil'..fil 
g for an incident or problem to occur before they take action, if they are aware that the 
problem is going to occur. 

Supervision is also much easier and more effective when detainees are occupied in activities 
and programs. It is very difficult to supervise detainees who have nothing to do and are bored. 

Depending on the nature of the environment and the detainee population, procedures should 
reflect the following guidelines. Where appropriate to the centre, when supervising detainees 
staff should: 

• be aware of the psychological, emotional, cultural and physical needs of detainees; 

• have some knowledge or awareness of individual detainees' case and custodial history; 

• be aware of the dynamics and interactions of the detainee group at the time, and potential 
problems; 

• maintain constant and effective communication with staff and detainees while supervising. 
That is, both verbal (eg., person-to-person, rNo-way radio) and non-verbal (eg., signals); 

• be aware, at all times, of the total number of detainees in the group; 

• wherever possible, keep groups of detainees together; 

• be familiar with the physical layout of units, areas and the general centre, and know the 
strengths and weaknesses of the environment; 

• be aware of the emergency procedures of the centre; 

• give clear and accurate directions. Avoid emotional, offensive and loud statements; 
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• wherever possible, avoid physical confrontation and contact with detainees (unless there is a 
necessary need for use of force - for more information refer to Section 5.6 "Use of force"). 
Always attempt to use alternative strategies to physical confrontation (eg., diversion, 
distracting detainees, etc.); 

• listen to what detainees are saying, watch what they are doing and be aware of a change in 
the atmosphere of the group (eg., through body language, etc.); 

• know the strengths and weaknesses within the detainee group; 

• maintain a pro-active presentation. For example, do not sit down when supervising a group 
outdoors, do not stand with other staff in a large group but move through and between 
groups of detainees, appear alert, do not permit detainees to huddle or group together 
without being involved in a structured activity. 

Head counts 

"Head count", or accounting, is a common term in juvenile justice centres. It refers to the 
technique used by a staff member to count the number of detainees under his or her 
supervision, or in his or her vicinity. 

Staff should conduct head counts in a manner which is not obvious and which does not intrude 
on detainees. Head counts should not be conducted by the staff member using his or her hand 
or finger to count, or by counting aloud. As a head count is a security procedure, it is best 
conducted in way that detainees are not aware that it is occurring. 

Staff should regularly check their head counts with other staff, to ensure that the number of 
detainees he or she is required to be supervising are present and that all staff have counted the 
same number of detainees. 

Head counts must be conducted at the following times: 

• At change of shift. Head counts must be a part of the routine hand over between staff, to 
check that the number of detainees recorded by the outgoing staff team is correct, and 
hence that all detainees are accounted for. 

For example, when night duty staff begin their shift, they should walk around the unit 
checking every room or, in the case of a dormitory, walk around the dormitory area and 
count all detainees who are in bed. 

• \/v'hen supervising groups of detainees. During these times head counts should be 
conducted on an almost continual basis and the numbers checked with any other staff 
supervising the group. 

This is particularly important in open or outside areas, where the potential for detainees to 
move around, or away from the group, or attempt to escape is much higher. 

• \/v'hen moving groups of detainees from one location to another . 

• Checks of detainees in their rooms. Whenever detainees are in their rooms or the bed area 
in dormitories, staff must conduct regular head counts, to ensure that the detainees have not 
left those areas. 

• Night checks of detainees in rooms or dormitories. Although night staff are not permitted to 
enter rooms or dormitories without at least one other staff member being present, staff can 
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still conduct head counts. I/I/hen conducting head counts night staff must ensure that they 
can see the body, or part of the detainee's body. 

If staff cannot see a detainee's body, the supervisor (eg., Team Leader on duty) must be 
contacted immediately to attend the unit/ area, so that two staff can enter the room and check if 
the detainee is present. 

Every head count conducted during night shift must be recorded in the Unit Log Book. 

There will be additional times and procedures which include head counts, as directed by the Co­
ordinator Operations and Team Leaders on duty. 

6.4 Routines 

Co-ordinators Operations are responsible for ensuring that routines are developed, 
implemented, published and displayed in their respective centres. In doing so, they must ensure 
that there are both: 

• general routines for the entire centre; 

• specific routines for individual residential units - which will be developed by those staff 
responsible for Unit Program (residential) development 

Legislation 

Children (Detention Centres) Regulation 1995, cl. 4: 

(1) The Director-Genera/ shall determine the general routine for each detention centre. 

(2) vVhen making a determination under subclause (1) with respect to a detention centre, the 
Director-General may determine different general routines for different parts of the centre. 

(3) The superintendent (Manager] shall ensure that a notice setting out the general routine for 
the detention centre or each part of the detention centre, as the case may be, is exhibited at 
the centre in a conspicuous position where it may be read by persons in the centre or part of 
the centre to which it relates. 

(4) The Director-General may require the general routine for a detention centre to be 
published in such a manner as the Director-Genera/ thinks fit, but a requirement made under 
this subc/ause does not affect the requirement made by subclause (3). 

(5) The general routine for a detention centre or part of a detention centre does not operate 
so as to authorise any person to contravene any requirement relating to: 

(a) security, safety and good order; 

(b) special circumstances arising in any case, made of him or her by, or as a consequence 
of, any lawful order of an officer. 

Types of routines 

There are two types of routines in juvenile justice centres. They are: 

• routines for detainees: 

• routines for filfilf (ie., roles and responsibilities during duty). 
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For security reasons, staff routines are not publicly displayed at the centre, which is a 
requirement for detainee routines. But staff routines must be documented and provided to the 
relevant staff, with an additional copy in a central, accessible location. 

Routines in centres, for individual units must be developed separately for the following times: 

• weekdays -AM (during the same period as staff morning shift times) 

• weekdays - PM (during the same period as staff afternoon shift times) 

• weekends -AM (during the same period as staff morning shift times) 

• weekends - PM (during the same period as staff afternoon shift times) 

• night shift periods. 

When displaying routines at the centre, staff must ensure that each of these time periods is 
clearly outlined with adequate information. 

Purpose of routines 

Routines are a very important part of juvenile justice centre operations. Routines serve two 
purposes: 

• Security Daily and weekly routines which are consistent, ensure that there is stability 
in the centre and its individual (residential) units. 

Where routines are displayed in the centre, and are adhered to by staff and 
detainees, there is a certainty for detainees and staff regarding the events of 
the day and the week. 

Routines generally outline where detainees and staff should be at any given 
time. In this regard, both staff in that area, other staff and senior staff can 
know the whereabouts and activities of groups and individual detainees. 

It is much easier to implement all other security procedures if specific 
routines are in place and are being followed . 

• Management Of the centre, units, staff and detainees. 

Routines bring a sense of order to the operations of a centre. The majority 
of detainees in juvenile justice centres are of an age where they require a 
level of structure in their lives. That is, a clear picture of what they will be 
doing each day. 

In this sense, routines are a schedule for managing time and activities. The 
stability offered by routines, which should be as minimally restrictive as 
possible, encourages an effectively and efficiently managed centre. 

Routines will vary between centres, and between units within centres. This is determined by the 
level of security of the centre, the environment and characteristics of the detainee population 
(eg., age, gender, legal status). 
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Approval and publishing of routines for detainees 

All routines developed for juvenile justice centres (including individual units within the centre) 
must be approved by the Cluster Director. Routines must not be implemented until this approval 
has been given. 

Approval must be sought from the Cluster Director whenever: 

• new routines are developed; 

• routines, or parts of routines are changed or modified. 

Routines for detainees must be published at the centre in: 

• the "Detainee's Handbook" (which must be provided to every new detainee on admission): 

• public display areas in the centre and individual units, to which detainees and staff have 
clear visual access at all times. 

Guidelines - routines for detainees 

Co-ordinators Operations must ensure that routines for detainees include: 

• Wake up and rising 
times 

• Meal times 

• Shower/ bathing 
times 

• Program times 

• Recreation and 
leisure times 

• Procedures 

Times when detainees are woken by staff in the mornings and 
informed that they are expected to begin the morning routines. 

This is followed by rising times, when detainees are expected to be 
out of bed and participating in the morning routines. 

This must include breakfast, morning tea, lunch, afternoon tea, dinner 
and supper times. These times may vary between weekdays and 
weekends, due to programs. 

All detainees must have at least one shower per day. It is 
recommended that routines include the option for detainees to have 
an additional shower, and also to include an opportunity for detainees 
to shower after sport and recreational activities. 

That is, school, vocational and work-based programs, which are 
generally conducted during weekdays. 

This part of the routine must include titles of the programs and also, 
every starting and finishing time throughout the day (eg., school: 9.00 
am start: 10.30 am finish/ morning tea, etc.). 

All routines must include scheduled times for these activities, to 
ensure contribution to the physical, emotional and social development 
of detainees in centres. 

All routines must outline the procedures detainees are required to 
follow to complete each separate routine (age appropriate). 

For example, in relation to meals, in addition to the type and time of 
the meal, the requirements of detainees must also be included, such 
as where to congregate or line up, hygiene procedures (eg., washing 
hands, attending the toilet), and how detainees should conduct 
themselves in the dining area. 
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• Housekeeping / 
cleaning 

• Bed times / lights 
out 

• Security 
procedures 

• Clinic times 

Another example is routines for moving detainees out of their rooms 
or dormitories. The procedures and expectations of detainees for 
these movements must also be included, such as, lining up in certain 
areas, staff checks of bed or room areas, etc. 

All routines must include times and procedures for detainees to clean 
the unit and other allocated areas. This should also include 
procedures for detainees to clean their rooms. 

All routines must include times when detainees are required to go to 
bed and when lights must be turned out at the end of the day. 

In the majority of individual units there are a number of times when 
detainees go to bed, usually depending on their section or level. All 
times must be included. 

Routines should inform detainees of the types of security procedures 
that can be conducted at the centre. These include, personal 
searches of detainees, searches of residential units, items which are 
not permitted in the centre or unit, etc. 

While the majority of routines cannot state the actual time these 
procedures can occur, they can provide an outline of the reasons why 
these procedures may be conducted by staff. 

All routines must include the times clinic services are open, including 
routine times for administering medications during the day. The 
Registered Nurse should be consulted to ensure that these parts of 
the routines are correct. 

Guidelines - routines for staff 

Co-ordinators Operations are responsible for ensuring that routines for staff are developed, 
implemented and can be accessed by staff at any time. 

Routines for staff should be almost identical to those provided to detainees. The times and 
events should be the same. Staff routines should include directions on how to conduct and 
supervise each routine. These routines must also include the times at which staff are required to 
conduct and supervise the various routines. 

6.5 Security records 

Written communication in juvenile justice centres is extremely important. It is a major means of 
ensuring security of the centre, detainees and staff. 

For this reason, written information must be accurate. The Log Book, one of which must be 
located in every residential unit in a centre, is the main security record of a juvenile justice 
centre. There are other reports and records maintained in centres which assist with security, but 
the most important is the Log Book. 

In the majority of centres, the log book (sometimes called diary) is carried by one officer in a unit. 
The notes from this log are then transcribed, daily, into a central log book (previously called the 
Superintendent's Log). 
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The Log Book is a legal document and can be called to Court at any time. Every entry in the 
Log Book should take account of this possibility. Entries should be written as neatly as possible. 
The last names of staff and detainees should always be used when referring to them. Names 
should be printed clearly and detainee's last names in CAPITAL letters. All entries must be 
accurate (eg., spelling of peoples' names, etc.). 

All Unit staff must read Unit Log Books and available reports before starting their shift of duty at 
the centre. 

Examples of other records which assist with security are: 

• file entries (eg., detainee D File); 

• record of punishment/ reports of minor misbehaviour; 

• segregation and confinement record books; 

• use of force form; 

• record of segregation; 

• memoranda; 

• casework notes; 

• staff/ incident reports; 

• reports on searches for contraband. 

Confidentiality 

All security records are confidential. At no time is a detainee permitted to have access to any 
security records. Staff are not permitted to provide information from security records to 
detainees, unless directed to do so by a senior officer (eg., Team Leader, Co-ordinator 
Operations, Manager). 

Guidelines for Log Books 

All staff using Log Books must adhere to the following guidelines: 

• Entries must be written in clear and legible form (printing - not capital letters - is 
preferred). 

• Entries must be made in blue or black pen. Pencils must never be used. 

• All pages must be numbered (consecutively). 

• The day, date, unit and shift must be entered at the top of every page. 

• Each set of notes (ie., for one shift) must be signed off by the staff member who had 
primary responsibility for completing the Log Book. 

• A new page in the Log Book should be started at the start of eym shift. 

• Detainee's last name only should be entered in CAPITAL LETTERS, when recording 
incidents, situations and movements in the unit. Where there is more than one detainee 
with the same last name, initials should be entered. 
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• All incidents in the unit must be entered in the Log Book, regardless of their nature. 

In the cases where a detainee has been reported and dealt with for minor misbehaviour, 
in addition to the relevant punishment forms, a .b.!:&f description of the incident must be 
entered in the Log Book. 

In the case of an incident, in addition to incident reports and an advice, a brief description 
of the incident must be included in the Log Book. 

When completing entries such as these, the name of the Team Leader or the Manager 
who dealt with the situation or incident must also be included. 

• Staff concerns about detainees in the unit must be entered in the Log Book, to ensure that 
all staff are provided with adequate information and can maintain appropriate supervision. 
Staff should not think that a concern is trivial or cannot assist with the security of the 

centre. 

• In addition to issues and concerns, entries should also reflect positive aspects of the 
group or individuals and provide an accurate picture of the overall shift. 

• The Log Book should not contain comments about other staff, management, etc. 

Content of Log Books 

Information (shift notes) in Unit Log Books should include: 

• day and date at the top of every page. This will help with future reference regarding the 
events of each shift or day; 

• times - it is recommended that staff use approximate times, as near as possible to the 
actual time; 

• names - of staff and detainees. Detainees last names should be in CAPITAL LETTERS. 
Staff last names do not have to be in capital letters but should be prefixed with an 
abbreviation of their position title (eg., SYW Smith); 

• movements - both internal and external to the unit (eg., program and school attendance); 

• incidents / situations - brief outline. That is, even if a report of misconduct or an incident 
report has been submitted; 

• staff concerns, for detainees or other staff (ie., situations or actions in units or areas which 
may risk the safety of staff or detainees); 

• locations of detainees and staff- for example, during the first movements of the day, the 
names of all detainees and where they are should be recorded . 

This is very important at the change of shift, where often the group of detainees who 
reside in that unit are dispersed through the centre. Oncoming staff must have accurate 
information regarding the location of all detainees for whom they are responsible. 

• any medical treatment provided to detainees and staff; 

• appointments and visitors of detainees; 
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• visits to the unit by administrative/ management, case, programs, etc. purposes; night 
shift notes in the Log Book must also include detainee visits to the toilet and staff visits 
during the shift (including supervisor of night shift). 

• If there are other records at the centre which list the names of detainees and their 
locations, they can be used in conjunction with the Log Book. 

For example, if there is an accurate school list, numbers can be recorded in the Log Book, 
with an entry "per school list". If this approach is used, those lists must be maintained in a 
central location, for which the Co-ordinator Operations is responsible. 

Central Log Book 

This is a Log Book which contains all the notes from the Unit Log Books. In this sense, it is a 
central Log Book for the centre, which often makes reference to past events much easier. 
Smaller centres may have only one Log Book, which is therefore the central log book. 

At the end of each day the notes from each individual Log Book are transcribed into the Central 
Log Book. This is usually completed by night duty staff. 

The copying of the notes from Log Books must be exactly what was written in the Log Book. 
Under no circumstances are staff who transcribe Log Book notes permitted to leave information 
out, or to change information which is in each Log Book. 

The Central Log Book should be maintained io a location where it is easily accessible. It is often 
helpful for staff who have been absent from the centre for an extended period of time. They can 
use the Central Log Book to gain all relevant information from the time they were absent, to 
assist with their work following their return. 

Team Leaders, Co-ordinators and Managers at the centre should read the Central Log Book at 
the start of every shift of duty, to ensure that they are aware of all events which have occurred in 
their absence or between their shifts of duty. 

Communication Books 

At times, centres or individual units in centres use a Communication Book. Communication 
Books are not official security records, but still may be subpoenaed and tendered at court. 
When making entries and comments in these books, staff should not include any comments they 
would not want read aloud in court. 

Communication Books are for information relevant to the general day-to-day operation of the 
unit. For example, explanations as to why washing chores were not completed, if detainees 
have leave applications lodged which need to be followed up. It is relevant information to the 
operation of the unit, but which does not impact on the security of the unit. 

There are times when staff become confused between the Log Book and the Communication 
Book, entering security information in the Communication Book. For example, if there is a crack 
in the ceiling of a unit, staff may record this in the Communication Book, requesting that the 
Maintenance Officer be contacted to repair the ceiling. 

In most cases, a crack in the ceiling would be viewed as a security risk (for an escape attempt). 
In this regard, it is considered a security breach. It must be recorded in the Log Book. The 
problem must be reported to the Team Leader on duty and action taken to not only repair the 
damage, but to restrict access to the area by detainees, until it is fixed. 

Documenting this example in the Log Book will ensure there is a record that a security breach 
has been identified and that action has been taken to address the problem. 
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6.6 Communication equipment 

The following communication equipment or systems may exist in a juvenile justice centre for the 
purpose of security: 

• two-way radios 

• telephones 

• intercoms or call systems 

• duress alarms (personal or central). 

Co-ordinators Operations and Team Leaders must conduct regular maintenance checks of all 
communication equipment and systems in the centre. As a result, the Co-ordinator Operations 
must ensure the following for effective maintenance of these systems: 

1. A central register (eg., coded numbers) of all communication equipment and their location. 
This should be in a similar format to the key register, indicating the staff or unit/ area that 
radios are allocated to. 

2. Written, accessible procedures for all staff to follow, for the maintenance and operation of 
communication equipment and systems. 

3. Regular and updated training and information on use, maintenance and security of 
communication equipment. 

4. Inclusion of checks on systems in local centre-based procedures. For example, radio check 
calls at the start of each shift, checking of alarm systems at the start of each day, etc. 

6.7 Surveillance cameras 

Juvenile justice centres have surveillance cameras and monitor systems. Number and placement 
of cameras vary between centres, and are generally based on the level of security of the centre. 
Camera surveillance equipment is provided to assist staff to maintain security in the supervision of 
detainees, other staff and the centre environment. 

Camera surveillance equipment must never be relied on as the only means of supervision. 

Location of surveillance cameras and monitors 

Generally surveillance cameras are located: 

• in confinement and segregation rooms; 

• in double rooms; 

• in observation rooms (eg., used for detainees who are not well or for whom there are self­
harm concerns); 

• on perimeter fences at critical points; 

• at the entrance / exit or access points of the centre. 
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Surveillance camera monitors are generally located in one or two central areas in the centre, 
operated by an officer on duty. The areas where these monitors are placed differs from centre to 
centre. 

Guidelines 

Co-ordinators Operations are responsible for ensuring that procedures are developed, and 
implemented by sill juvenile justice centre staff on duty, using the following guidelines: 

1. Surveillance cameras must never be relied on as the only source of supervision of detainees 
and perimeters. As stated earlier in this section, camera surveillance is part of the 
environment, only one agent of security. The other agent, staff, must continue to conduct 
security procedures to back-up the camera systems. 

2. If a detainee is in confinement or segregation, where there is camera surveillance, staff must 
still attend the confinement I segregation area and conduct a check of that detainee (and 
record the check according to confinement or segregation procedures contained in this 
manual). 

3. All faults in the system must be reported immediately to the Team Leader on duty (or in his 
or her absence the Co-ordinator Operations). Faults and the action taken by staff (reporting, 
etc.) must be recorded in the Unit Log Book closest to where the fault occurred. 

4. When a detainee is placed in an area where there is camera surveillance, and he or she 
requires supervision, staff placing him or her must inform staff responsible for observing 
camera surveillance monitors immediately, via telephone or the two-way radio system. 

5. Staff responsible for observing camera surveillance monitors must ensure that the monitors 
are functioning at all times, so that detainees can be seen at all times via the monitors. 

If monitors are not operating fully this must be reported immediately to the Team Leader on 
duty (or in his or her absence the Co-ordinator Operations). When monitors and cameras 
have failed the detainee should be moved to another room where equipment is functioning. 

6. Regular checks of monitors, regardless of whether detainees have been reported to be in 
t~ose areas, must be conducted by staff who are responsible for camera surveillance 
monitors. 

7. In unauthorised or external areas, all movements and sightings of people must be reported 
immediately to the Team Leader on duty or Co-ordinator Operations. 

8. Regular perimeter checks, both inside and outside of the perimeter, must be conducted by 
operations I security staff on duty (for more information see Section 6.10 - "Perimeter 
security"). The presence of camera surveillance in these areas must~ be relied on as 
an effective means of ensuring security of the centre's perimeter. 

9. Provision of regular training and information to all juvenile justice centre staff on the use and 
maintenance of camera surveillance equipment and systems is essential. 

6.8 Keys 

Security keys are one of the most important items of security equipment in a juvenile justice centre. 
Most juvenile justice centres are secure centres, with locked units and perimeter fences. Even in 
those centres where there are no perimeter fences there are areas which must remain locked at 
times specified in local centre procedures. 
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Guidelines 

To ensure the security of keys and appropriate use of this equipment, the Co-ordinator Operations 
must ensure the following are in place at their centre: 

1. Key safes or lockable cabinets to house all security keys for the centre. There should be 
separate cabinets for those keys which are allocated and used on a daily basis, and those 
which are not used daily. 

Access to all key cabinets must be restricted to authorised staff, and this should be 
determined by the Co-ordinator Operations. Access to cabinets where external keys are 
housed must be restricted to Team Leaders and Co-ordinators only (ie., Operations, 
Casework, Programs I Staff Development and Administration). 

2. Maintenance of a central written register of all keys which centre staff use. 

If staff are going to leave the centre for an extended or indefinite period of time (eg., 
recreation leave, resignation, etc.) they must return all allocated keys to the Co-ordinator 
Operations. The Co-ordinator Operations must ensure that all keys initially allocated to staff 
(eg., when staff enter on duty) are returned and recorded in the central register as such. 

3. A procedure to register and lock away external centre keys for staff (excluding management) 
at the end of every shift. 

4. A procedure for security of selected internal keys. Some staff such as Centre Support Team 
staff have keys which secure confidential information, files, etc. 

Procedures can include securing these keys in a place different from where the other keys 
are secured (eg., in a locked tin, which only those staff have access to); or permitting staff to 
take filing cabinet and cupboard keys home (in this case the register must clearly state those 
keys which these staff are permitted to take home). 

5. All staff must be issued with and use a lanyard (usually a length of leather, used to attach 
keys to from a belt) throughout their shift at the centre. It is recommended that each set of 
security keys issued has a lanyard attached to them, for staff to use during their shift. 

6. When staff are on shift at the centre and are required to leave the centre (eg., escorted 
movement, supervised community activities), they must return the keys they were provided 
with at the start of the shift to the Team Leader on duty or the Co-ordinator Operations. 

No staff member (excluding management} may take centre keys out of the centre. even if 
they are rostered on shift at that time. 

7. Keys must ne)le( be given to a detainee, or a detainee permitted to take keys from a staff 
member. A detainee must be reported for "possession of unauthorised articles" - Children 
(Detention Centres) Regulation 1995- if he or she takes possession of keys, and may be 
punished accordingly- Children (Detention Centres) Act 1987, s. 21. 

8. A procedure that ensures drugs keys and safes I cabinets can only be accessed and used 
by the Registered Nurse or the Manager. 

Individual responsibilities 

The following guidelines for security and safety of keys must be followed by individual staff in 
juvenile justice centres: 

1. Keys must never be left unattended by the staff member responsible for them. 
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2. Keys must always be firmly attached to the staff member who has been given responsibility 
for them. Keys must nQt be pinned to clothing or attached so that they may be easily 
removed by another person. They must nQt be attached in such a way that staff can be 
harmed with the keys (eg., placing or looping keys around the neck area). 

3. Staff must never hand keys to another staff member, unless that staff member is taking 
responsibility for those keys, in line with a hand-over procedure. At those times, the staff 
member handing over the keys must ensure that an entry is made in the Key Register. 

6.9 Alarms 

Types of alarm systems differ from centre to centre. Co-ordinators Operations are responsible for 
ensuring that alarm systems are operational and are maintained by staff. 

Use of alarms by staff 

The use of any alarm must be restricted to emergency situations only. That is, where other staff 
cannot be contacted via communication systems at the centre (such as telephone or two-way 
radios), or where the risk to safety of detainees and staff is considered high. 

Where staff are seeking the assistance of other staff, and if the situation is not an emergency, 
communication equipment should be used. The over-use of alarm systems has the potential to 
reduce the level of security which must be maintained in juvenile justice centres. 

Use of alarms by detainees 

No detainee is permitted to use an alarm unless directed to do so by a juvenile justice centre staff 
member- Children (Detention Centres) Regulation 1995, Schedule 1, Part 1, paragraph 11 . 

If a detainee does use an alarm. and has not been authorised to do so, he or she should be 
punished according to the minor misbehaviour guidelines contained in this manual - Children 
(Detention Centres) Act 1987, ss. 20 and 21 - unless the use of the alarm was appropriate and 
necessary, for example, where staff were unable to activate the alarm. 

Resetting of alarms 

After it is activated an alarm must be reset immediately following the staff response. It is the 
responsibility of the Team Leader on duty to ensure that staff reset alarms. Where an alarm was 
activated due to an emergency it must never be reset until staff have responded to the situation. If 
this does not occur staff may not be provided assistance when needed. 

Depending on the system operating in the centre, alarms may be reset in one of two ways: 

• manually by the person who activated the alarm: 

• at a central point. 

Recording the use of alarms 

When an alarm is activated, the staff member (or his or her supervisor) who was responsible for 
that area, must ensure that the alarm activation and the response to the situation is recorded in 
the Unit Log Book. This must also include the reason the alarm was activated and a description 
of the staff response to the situation. 
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This does not include those occasions where following investigation it has been found that the 
alarm was activated by mistake or as a result of a fault in the system. In these cases, it is 
important that the Team Leader on duty investigates the circumstances under which the alarm 
was activated, to ensure that there was no emergency or that equipment is not being misused. 

6.10 Perimeter security 

Regardless of the level of security of a juvenile justice centre (ie., low, medium or high), regular 
checks of the centre's perimeter (ie., the outer boundaries of the centre) must be carried out. 

Centres have two perimeters or boundaries: 

• external, or fence perimeters (where centres do not have a fence, the extreme points of the 
property occupied by the centre are the external perimeter); 

• building perimeters, which in the majority of centres are inside the fence perimeter. 

Guidelines 

1. All external perimeter checks must be conducted by at least two staff members. Internal 
perimeter checks can be conducted by one staff member, but he or she must be carrying a 
radio and remain in contact with the operations centre I admissions staff. 

2. Perimeters (both fences and buildings) must be checked at least twice per day, by 
operations staff. The Team Leader on duty is responsible for ensuring that this occurs. 611 
perimeter checks must be recorded. either in the Team Leaders' Log Book (Notes) or a 
nominated Unit Log Book. 

3. External perimeters (with or without fences) must be checked following all scheduled visiting 
days for family or significant others at the centre. At these times detainees must not be 
permitted in areas near the perimeter until security checks of the perimeter are complete. 

4. All damages and possible security breaches of the perimeter (both external fence and 
building) must be reported immediately to the Team Leader on duty. 

If the Team Leader believes that the damage or breach is related to a planned escape 
attempt, he or she must report this to the Co-ordinator Operations immediately. In other 
cases, the Team Leader on duty must ensure the damage is repaired as soon as possible, 
and procedures are put in place to restrict the movement of detainees in that area. 

Procedure for perimeter security checks 

Nole: the term "check staff' refers to the staff who have been directed by the Team Leader on duty 
to conduct the perimeter check (this may include the Team Leader on duty, as one of the check 
staff, in addition to a Senior Youth Worker). 

Perimeter checks should be conducted at least twice per day. 

To begin a perimeter check 

Responsible 

Team Leader 

Action Required 

• Nominate staff to conduct the search, if you are unable to conduct the 
search yourself. 

• Ensure that the units from which you select staff to conduct the 
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perimeter check will be adequately supeNised in their absence (based 
on detainee numbers and number of staff remaining in the units). 

• Direct the nominated staff to meet with you at an agreed location ~ 
the centre prior to commencing the check (eg., admissions area, main 
entrance). 

• Inform the nominated staff that a perimeter check will be conducted 
and of the security procedures which must be adhered to during the 
check. 

• Ensure that the staff conducting the check have at least one two-way 
radio and that it is operational. A radio check with the central radio 
location must be conducted prior to starting the perimeter check. 

• If checls staff will !:!e gQing Qutside tbe 1:2erimeter feoce, ensure that 
check staff have returned and registered their internal keys ~ the 
perimeter check is conducted. 

• Ensure that check staff have all necessary equipment. For example, 
ensure they have lighting/ torch equipment at night, or appropriate 
clothing in wet weather. 

• Inform staff responsible for monitoring camera surveillance and 
electronic fence sensors that a perimeter check is about to be 
conducted, and to be aware of movements in those areas. 

2 Check staff When cQntacted !:!y tbe Team Leader tQ cQnduct a 1:2edmeter checls: 

• Inform other staff in your unit/ area that you are leaving the area and 
that you will be conducting a perimeter check. Wherever possible, 
inform staff in such a manner that detainees are not made aware that 
you will be absent from the unit/ area. 

• Ensure that an entry is made in the Log Book, including the 
approximate time, that you are leaving the unit to conduct a perimeter 
check and the Team Leader who directed you to do so. 

• Inform other staff of an approximate time when you will return to the 
unit/ area. 

• If YQ!J ~ill !:!e gQing Qutside the centre, hand in your keys to admissions 
or operations centre staff (depending on the procedure at your centre) 
~ you start the perimeter check. 

To conduct an external I fence perimeter check 

Responsible 

1 Check staff 

Action Required 

• Do not go into external areas of tbe centre unless there are at least 
wo staff 1:2resent. 

• Begin the check at one point on the perimeter (eg., main entrance) and 
move around the perimeter checking all points until you return to the 
starting point. 

• To check the fence 1:2erimeter ensure that you: 
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Check staff 
(cont.) 1. 

2. 

3. 

4. 

5. 

do not leave other check staff member alone at any time during the 
perimeter check; 

physical contact is made with the perimeter fence, looking for any 
breakages or damages; 

check along the ground, either side of the perimeter fence, for 
dangerous items, contraband, broken items, or any other item which 
is considered to be a risk to the centre, staff and detainees; 

collect all items which should not be in the perimeter area and give 
them to the Team Leader on duty; 

check all gates, ensuring that they are locked and secure. If not, 
ensure that a gate is locked and secured before moving along the 
remaining perimeter. If a gate is open, contact the Team Leader 
(or another staff member inside the centre) and inform him or her of 
the open gates and the action taken; 

6. check the surrounding perimeter area for unauthorised vehicles, 
people and other items. 

If unauthorised people or vehicles are sighted: 

• Before approaching. contact staff at the central radio location 
(operations or admissions area), by two-way radio, and inform them of 
the sighting. 

unauthonsed people or vehicles must only be approached if check staff 
have assessed the situation, and believe that it is safe to do so. 

• If it is considered UNSAFE to approach. return to the internal area of 
the centre. Report to the Team Leader on duty immediately. If the 
Team Leader on duty is one of the check staff, he or she should report 
to the Co-ordinator Operations and inform him or her of the problem 
and seek direction for action (which may include contacting the 
police). 

• If it is considered SAFE to approach an unauthorised vehicle. 
approach with caution and: 

1. If the vehicle is not occupied. record the make, model, colour and 
registration number of the vehicle. At the completion of the check, 
this must be submitted to the Team Leader on duty, with the 
possibility of providing the information to the police. 

2. If the vehicle is occupied, ask the occupants what their purpose is in 
being at the centre. At this time, one check staff member must 
contact the central radio location and inform those staff that the 
vehicle is occupied and the number of people in the vehicle. 

If the occupants have no purpose in being at the centre, request 
that they leave the property immediately. If necessary, inform the 
occupants that the police will be contacted if they refuse to leave. 

3. If the occupants of the vehicle refuse to leave the property, contact 
the central radio location and inform staff of this refusal. If the 
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Team Leader on duty~ one of the check staff, request that he 
or she attend the area where the vehicle is located. If the Team 
Leader§ one of the check staff, and it is considered necessary, 
direct staff at the central radio location to contact the police. 

• If it is considered safe to approach an unauthorised person, approach 
with caution and: 

1. Ask the person what his or her purpose for being at the centre is. 

2. If the person has no purpose in being at the centre. request that he 
or she !eave the centre. If necessary inform the person that the 
police will be contacted if he or she refuses to leave. 

3. If the person refuses to leave the property, contact the central radio 
location and inform staff of this refusal. If the Team Leader on duty 
~ one of the check staff, request that he or she attend the area 
where the person is located. If the Team Leader§ one of the check 
staff, and it is considered necessary, direct staff at the central radio 
location to contact the police. 

• When unauthorised vehicles or people have been dealt with and all 
dangerous and contraband items have been collected. continue with 
the remainder of the perimeter check and return to the centre. 

• When the search and related duties are complete, record the status of 
the search in the log book. That is, all in order, any minor problems 
found, maintenance issues (eg. lights requiring replacement), incidents, 
unauthorised vehicles, items collected, etc .. 

To conduct a building perimeter check 

Responsible 

1 Check staff 

Action Required 

• Begin the check at one point of the building perimeter and move 
around the perimeter (including, where possible, the perimeter of each 
building) checking all points until you return to the starting point. 

• Do not leave the other check staff member alone at any time during 
the perimeter check. 

• Jo check building perimeters ensure that you: 

1. Make physical contact with all walls, windows, doors, grills and 
gates, looking for breakages or damages in each building. Doors, 
gates and grills must be shaken, to ensure that they are securely in 
place. If doors and grills are not locked, record this, and ensure 
that you lock them before leaving that area. 

2. Check all locks on doors and grills, and ensure that nothing has 
been placed in the locks, which may stop staff from opening them. 
Record any details to report at the end of the check. 

3. Check the framework of all windows, ensuring that they are 
securely fitted. Check that all beading or rubber.strips (which hold 
window glass in place) are still securely in windows. 
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4. Check thoroughly along the ground, for dangerous items, 
contraband, broken items, furniture or any other item which is 
considered to be a risk to the centre, staff and detainees. Where 
items are found outside detainees rooms or dormitory areas. record 
the exact location where they were found (for possible future 
investigation). 

5. Collect all items found, which should not be in the building 
perimeter area. If they are items used at the centre, after the check 
return them to the area where they belong. If they are items which 
should not be in the centre, submit them to the Team Leader at the 
completion of the check. 

After a perimeter check 

Responsible 

Check staff 

2 Team Leader 

Action Required 

After you have returned inside the centre (eg., at the operations centre): 

• If the Team Leader on duty dk!..nQ.t conduct the perimeter check, 
contact the Team Leader and inform him or her that the perimeter 
check has been completed. 

• Inform the Team Leader of: 

1. the outcome of the check 

2. any items found 

3. any unauthorised vehicles or people sighted and the final action 
taken. 

When you return to your unit I area: 

• Inform other unit staff that you have returned to the unit. 

• Ensure that the approximate time of your return to the unit is recorded 
in the Log Book. · 

• Ensure that the perimeter check and its outcome is recorded in the Log 
Book. 

• Inform staff responsible for monitoring camera surveillance and 
electronic fence sensors that check staff have returned from the 
perimeter and to continue with observations of perimeter areas. 

• Ensure that the perimeter check is recorded appropriately (eg., in Unit 
Log Books, Team Leader Book/ Notes). 

• If any problems were experienced during the perimeter check: 

1. Inform the Co-ordinator Operations. 

2. Ensure that they are recorded and arrange appropriate procedures 
for follow-up. 

• If outside services <eg. police) were called upon this is will count as an 
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incident, and incident procedures (contained in this manual) must be 
followed. 

• Ensure that all equipment used by check staff is returned to the 
designated locations, recorded as such, and that it is operational. 

6.11 Dangerous items 

Any item in a juvenile justice centre is potentially dangerous. While this is accepted, there are a 
number of specific items that are prohibited from juvenile justice centres, or for which there must be 
specific procedures to restrict their use in the centres. 

Dangerous items, which may be required in centres but which should be restricted, include: 

• cutting implements - including; scissors, knives, etc.; 

• needles - for use with syringes, or for sewing purposes; 

• cutlery - eating and servery utensils (both plastic and stainless steel); 

• medications/ drug substances (prescribed or over-the-counter products) and medical 
supplies; 

• loose or broken items of furniture- building fixtures, outdoor and perimeter areas (eg., glass, 
posts, chair/table legs); 

• tools - from vocational programs and for staff use (eg., maintenance officers); 

• ropes, electrical leads and wires; 

• electrical equipment and machinery - vacuum cleaners, dishwashers, stereo systems, 
power tools, etc.; 

• jewellery - necklaces. earrings, anklets, etc.; 

• craft tools I implements - such as, knitting needles, hooks, etc.; 

• inhalants - glues, aerosols, thinners, petrol, varnishes, markers, etc.; 

• glass items - drink bottles and containers, windows, etc.; 

• aluminium cans; 

• gas bottles; 

• school equipment- white-out, paper clips, markers, etc.; 

• dressing equipment - bandages, etc.; 

• cleaning equipment - bleach, disinfectant, etc. 

Guidelines for security of dangerous items 

Whenever dangerous items are found, whether lost or suspected to be in the possession of a 
detainee, the Team Leader on duty must be contacted immediately. Detainees must not be 
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permitted to leave the area until the Team Leader has attended or given instructions to the 
supervising staff. 

In these instances, personal searches of detainees may need to be conducted (for more 
information see Section 6.13 - "Personal searches of detainees"). 

Disposal of damaged dangerous items 

p. 313 

All damage of dangerous items must be reported and recorded. Staff responsible for the items 
must report all damages to the Team Leader on duty before that staff member leaves the centre 
AND before the item is disposed of . 

If the item cannot be repaired, the Team Leader is responsible for ensuring the damaged item is 
disposed of correctly and not in an area where detainees can obtain the item. If the item can be 
repaired, the Team Leader must ensure that maintenance or vocational staff repair the item as 
soon as possible. Following the repair, a Team Leader must return the item to the relevant area 
and ensure that it is recorded appropriately. 

Cutlery and other cutting implements 

Co-ordinators Operations are responsible for ensuring that procedures are developed and 
implemented to ensure maximum security of dangerous items. Procedures should be developed 
using the following guidelines: 

1. A record of fill standard cutting implements (ie., scissors, knives, etc.) must be maintained in 
Units, vocational areas, school, dining areas and camping or sports stores. For example, a 
record in the Unit Log Book, which is updated by staff at the start and end of each shift; or, a 
separate record book, specifically for cutting implements. 

2. A record of all cutlery (including both eating and servery utensils) is to be maintained and 
updated, including each time any item of cutlery is removed or replaced. All cutlery must be 
counted and recorded at least twice per day. It is recommended that this occur at the start 
of every shift and that oncoming staff count and record the cutlery. 

3. All cutlery is to be maintained in a locked cabinet or box. Every time that cabinet or box is 
opened, and an item is removed or replaced, this must be recorded. All cutlery must be 
counted at the start and end of each meal, before detainees leave the dining area. 

4. If staff discover that cutlery or other cutting implements are missing, they must report this 
immedjately to the Team Leader on duty, or in his or her absence the Co-ordinator 
Operations (for more information see Section 6.12 - "Searches of units and other areas"). 

5. All damaged items must be reported to, and given to, the Team Leader on duty. 

Craft supplies and tools, inhalants and school use equipment 

Co-ordinators Operations and Co-ordinators Programs I Staff Development are responsible for 
ensuring that procedures are developed and implemented to ensure maximum security of program 
items which could be dangerous. Procedures should be developed using the following guidelines: 

1. All craft supplies and tools, inhalants and school use equipment must be stored in lockable 
cabinets or rooms in the respective program or class areas. 

2. A register of all these items must be kept and maintained in each area I room. 
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The instructors or other staff responsible for these areas !IllJfil conduct a check of these 
items and equipment after every class and record them in the register. Any missing items 
must be reported immediately to the Team Leader on duty. 

3. All damaged items must be reported to, and given to, the Team Leader on duty. 

4. Staff must monitor closely those tools that can be taken apart (eg., cutting knives with 
removable blades). All parts of such tools must be accounted for, including small pieces that 
may have been broken off by detainees. 

Medications, other substances and medical supplies 

Co-ordinators Operations and Registered Nurses are responsible for ensuring the adequate 
provision, maintenance and recording of medications, other substances and first aid supplies. For 
the security of these items, procedures should be developed using the following guidelines: 

1. All units and areas in the centre, where detainees and staff may be located at some time, 
must have a locked first aid cabinet or box. This cabinet or box must remain locked at all 
~. except when staff are using first aid items or medical supplies. All staff allocated to 
units or areas must have a key to the first aid cabinet or box. 

2. All first aid items, equipment and medical supplies given to units or areas must be contained 
in the locked first aid cabinet or box, including an inventory of first aid items contained within. 

3. \/Vhen staff use the last of any item from the first aid cabinet or box, the Registered Nurse 
must be contacted as soon as possible to ensure that a replacement item is provided to the 
unit or area. In addition to this, Registered Nurses must conduct a regular inventory check 
of all first aid boxes (at least weekly). 

4. All prescribed medications must be kept in a storage box which is lockable or is kept in a 
lockable storage cupboard, until the prescribed time of administration. \/Vhen staff administer 
prescribed medications they must sign the after hours medication sheet supplied with the 
medication. 

5. If staff administer panadol, linament, ventolin, etc., to a detainee they must document this on 
the after hours medication sheet. 

6. Unless permission is given by the Registered Nurse in consultation with the Co-ordinator 
Operations, all creams, lotions, inhalant treatments (eg., ventolin puffers) must be kept in a 
locked cabinet or box for use by detainees when required. 

7. The~ staff permitted to administer medication to detainees are senior staff (ie., Managers 
or Team Leaders) or Senior Youth Workers who have undertaken departmental training. 

8. All clinical facilities will have medications stored in a locked cupboard. A register will be 
maintained for the contents of the cupboard and a daily check of schedule 4 and 8 drugs will 
be undertaken. These cupboards must be kept locked when not in use. 

Tools, electrical equipment and machinery 

Co-ordinators Operations and Co-ordinators Administration are responsible for ensuring the 
adequate provision, maintenance and recording of tools and other equipment in the centre. 
Procedures should be developed using the following guidelines: 

1. A central record (which is linked to the Assets Record of the centre) must be maintained of 
all tools and other equipment in the centre, and the areas where they are located. 
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Physical checks of this list and the tools and equipment in the designated areas must be 
conducted on a regular basis by the Co-ordinator Operations and the Co-ordinator 
Administration. Any discrepancies in the records, or missing tools or other equipment must 
be reported immediately to the Manager. 

2. A daily record of tools and equipment in each designated area must be kept, in an 
Equipment Register (book). This must include all tools / equipment allocated to that area. 

When tools or equipment are taken out at the start of the program for use by staff or 
detainees, and when they are returned, this must be recorded in the register. Each time 
tools or equipment are taken outside the program area. this must be recorded in the register, 
and recorded when returned. The register must include: 

• date the item was taken; 

• officer taking responsibility for the equipment; 

• location / place item was taken to; 

• reason I purpose for taking the item; 

• projected date and time item will be returned; 

• date the item was returned. 

3. Regular checks and accounting of tools and equipment in Equipment Registers must be 
conducted by staff responsible for those units or areas. This must be done at the start and 
end of each shift of duty at the centre. 

Vocational areas and workshops should have a shadow board, accounting for all tools 
allocated to that area. This is an easy reference point for missing tools. All tools must be 
accounted for on the shadow board, before detainees leave the area (ie., each time 
detainees leave the area and are going in to another area, including break times). 

4. All missing or damaged tools I equipment must be reported immediately to the Team Leader 
on duty. 

5. In every unit or area where equipment has been allocated, locked cabinets or rooms must 
be provided for the storage of tools and other equipment. Whenever tools and equipment 
are not in use they must be locked in the designated cabinet or room. 

6.12 Searches of units and other areas 

When to use this procedure 

This procedure is used to detect and retrieve any dangerous, harmful or other contraband 
articles which may be in a unit or area of the centre. This procedure must never be used to 
harass detainees. 

Unit or area searches may be conducted: 

• on suspicion of detainees having items of contraband; 

• as a formal centre routine; 

• randomly. 
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Under no circumstances is a unit or area search to be conducted without the approval of the 
Team Leader on duty (or in his or her absence, a Co-ordinator of the centre). All rooms, lockers 
and personal items searched should be left in the manner they were found. 

Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Co-ordinator Operations 

• Co-ordinator Programs (Operations) 

• Team Leaders 

• Team Supervisors 

• Supervising or unit staff (ie., staff directly supervising detainees at any given time). 

Forms and records which may be used 

• JJ-A0S0: Contraband Record Book 

• JJ-A005: Incident Advice 

• JJ-A009: Centre Incident Report 

• Comprehensive Report 

• Unit Log Book. 

Equipment which may be used 

The following equipment may be used: 

• Puncture-resistant gloves 

• Latex or protective gloves 

• Ruler and pen 

• Plastic, sealable bags with labels (for evidence) 

• Puncture resistant container (sharps disposal). 

Related policies and procedures 

In the: Go to the section or policy: 

Juvenile Justice Centre • Policy for the Provision of a Protective Abuse-Free 
Policy Manual Environment 

• Policy on the Management of Suicide and Self-Harm 
Behaviour in Juvenile Justice Centres 
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Children (Detention • 37 Use of force 
Centres) Regulation 1995 

• 26(1) Written communication with detainees 

• 14 

• 13 

• 12 

• 5 

Witnesses to unit / area searches 

Records concerning property 

Disposal of property 

Unauthorised possession of property 

Admission of detainees 

p. 317 

All unit or area searches must be witnessed by at least one detainee. Due to the different styles 
of accommodation in juvenile justice centres, that is, single room or dormitory-style, searches of 
areas where detainees sleep vary: 

Single room - the detainee who is residing in that room should be the witness to the search 
of his or her room. 

Dormitory - wherever possible each detainee should witness the search of his or her bed and 
locker area. Alternatively, one or two detainees should be selected to witness the search of 
the unit/ area, on behalf of the other detainees. 

Staff must be careful not to permit witnessing detainees into areas which have been searched. 
It is possible for detainees who are witnessing searches to collect items of contraband while staff 
are searching, and move them into searched areas. 

For this reason witnessing detainees should be directed to stand and remain in a central location 
in the area where they can witness, but not disrupt the search. 

Recording unit/ area searches 

EY.eri. unit area search must be recorded in the Contraband Record Book (JJ-A060). This 
regardless of whether any items of contraband were found. 

The Contraband Record Book must contain: 

• date and time of the search; 

• location of the search (ie., name of the unit or area); 

• names of staff conducting the search and their positions; 

• Team Leader or Co-ordinator who authorised the search; 

• detainees who witnessed the search; 

• description of contraband items found (if any). 

When planning to use an outside service for unit searches (such as drug dogs), approval must 
be obtained from the Cluster Director prior to calling the outside service. It is the responsibility of 
the Manager and Operations Coordinator to assess the need for such services. 
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The Cluster Director must then contact the Director, Operations within 24 hours following the use 
of outside services to inform of date, time used and outcome. 

Guidelines for unit/ area searches 

Co-ordinator Operations are responsible for ensuring that procedures are in place at their centre 
for unit/ area searches. Where unit I area searches are a part of the routine of the centre, the 
Co-ordinator Operations must ensure that these are included in the routines which are published 
and displayed at the centre. 

When searching units / areas staff must check: 

• inside all lockers, cabinets, cupboards and bookcases; 

• window sills and openings; 

• behind doors; 

• under tables, chairs, seats and lounges. Items can be placed in between the frame and 
cushions of these items. The items should also be turned upside down to check 
thoroughly; 

• under mattresses and beds. All bed linen must be removed from beds and pillows when 
conducting searches; 

• inside mattresses which have tears or rips in them. Qo..nQ! place unprotected hands into 
mattresses; 

• personal clothing items (for procedures see Section 6.13 - "Personal searches of 
detainees"); 

• inside books and magazines. Staff should look through all pages, to ensure that items 
have not been taped or pasted to pages. 

6.13 Personal searches of detainees 

Reasons for searching detainees 

The department has a duty of care to its clients and its staff, and must uphold community 
expectations. 

This duty of care may be jeopardised if dangerous or other illicit objects or substances are brought 
into Juvenile Justice Centres. 

To minimise the entry of such objects or substances into centres, staff may be required to search 
detainees under certain circumstances and conditions. 

Who uses the personal search procedures 

The following staff may use these procedures: 

• Centre Managers 

• Manager, Juvenile Placements / Transport 

• Co-ordinators Operations 
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• Team Leaders 

• Supervising or unit staff (ie., staff directly supervising detainees at any given time) 

• Escort personnel. 

Forms and records that may be used 

• JJ-A059: Searches Register 

• JJ-A020: Use of Force 

• JJ-A021: Use of Segregation 

• JJ-A056: Segregation Record Book 

• JJ-A055: Confinement Record Book 

• JJ-A005: Incident Advice 

• JJ-A009: Centre Incident Report. 

Related policies and procedures 

In the: Go to the section or policy: 

Juvenile Justice • Policy for the Provision of a Protective Abuse-Free Environment 
Centre Policy Manual 

• Policy on the Management of Suicide and Self-Harm Behaviour 

Children (Detention • 37 Use of force 
Centres) Regulation 
1995 • 26( 1) Written communication with detainees 

• 14 Records concerning property 

• 5 Admission of detainees 

• 12 Unauthorised possession of property 

• 13 Disposal of property 

Principles of searching 

The department's searching procedures have been based on the following principles: 

• Searches are generally perceived as intrusive, embarrassing, and uncomfortable by those 
being searched, and by those doing the searching. 

• The suggestion that a search is considered necessary often results in an adverse emotional 
response from the person to be searched. 

• Because many detainees have been sexually abused, the thought of a clothed body or strip 
search may result in emotional trauma and an understandably hostile reaction. 

• No search procedures should place the health and safety of detainees or staff at risk. 
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Where "reasonable belier is the justification for conducting a search, the basis of the belief should 
be recorded in the Searches Register. 

Conducting searches 

~ search of a detainee must be recorded in the centre's Searches Register. 

In the case of a strip search, a Team Leader, or a more senior staff member, must sign the 
appropriate authorisation in the Searches Register~ the strip search is performed. 

Whenever a search is performed, two staff members must be present. one performing the search, 
the other acting as observer of the searching staff member (not of the detainee). 

Staff involved in a search should be trained in the relevant procedures and infection control 
guidelines. If two trained staff members are not available, the search procedure must be observed 
by a Team Leader or more senior staff member. 

In exceptional circumstances, where security or personal safety are at risk, a Team Leader or a 
more senior staff member may verbally authorise an appropriate search by two untrained staff 
without supervision. The reason for such authorisation must then be noted in the Searches 
Register by the authorising staff member. 

The staff member performing a clothed body search or a strip search must be of the same sex as 
the detainee being searched. The second staff member may be of the opposite sex. In the case of 
a strip search, if the second staff member is of the opposite sex, he or she should not be able to 
see the detainee being strip searched. 

During strip searches, staff are not permitted to touch the body of the person being searched, and 
the detainee cannot be directed to raise his or her legs (unless to check the soles), squat, part his 
or her buttocks, or handle his or her genitalia, but can be directed to remove and hand over any 
illicit object or substance on their person. 

Safety procedures 

The centre's Co-ordinator Operations is to ensure that latex and puncture-resistant gloves for use 
in searches are always available in the admissions office or other designated search area. 

Gloves must be worn throughout any kind of search involving contact with the detainee's clothes. 

Special care is needed to avoid injury from concealed sharp objects. Searching staff should never 
put their hands or fingers in areas that cannot be clearly seen. Mirrors, rulers and other objects 
should be used to search areas where visibility is limited. Torches or angled lighting should be 
used to properly illuminate dark places. 

The pat-down technique must be used in preference to a sliding-hand motion, but patting down 
must be performed with extreme caution to avoid injury from concealed sharp objects. 

A detainee subjected to a clothed body search or strip search should be asked to: 

• empty out their pockets; 

• remove shoes and socks, turn the socks inside out and shake out shoes; 

• run their hands through their hair; 

• tum down collars and cuffs; 
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• take off outer garments such as sloppy joes, jumpers, coats, laying them flat on a table. 

When clothing is removed from a detainee being searched, it should be laid out on a flat surface 
and checked for hidden objects in seams and facings, using a pen or ruler. 

If concealed items are detected on a detainee during a search, the detainee should be requested to 
remove them and surrender them to the searching staff member by placing them in an open area 
on a table or desk. 

A special secure container should be available for the safe storage of any illicit objects or 
substances which may be found during the search, or later required as evidence. 

Sharps should be placed in a puncture-proof plastic container with a screw top lid. The sharp end 
of the needle should never be touched by hand, and a syringe should be picked up with a gloved 
hand by the barrel end. 

In the event of an injury, such as a needle-stick injury, abrasion, or laceration, infection control 
guidelines are to be followed, first aid applied and medical attention sought immediately. 

Searching detainees with medical I surgical dressings or plaster casts 

If there is a reasonable belief that a detainee is concealing an illicit object or substance behind a 
medical or surgical dressing or plaster cast, the matter is to be discussed with the centre's 
Registered Nurse with a view to determining a procedure for searching and removing any such 
object or substance. 

If there are any differences of opinion or doubts about medical or safety issues in searching or 
removing a medical or surgical dressing or plaster cast, further consultation with a medical 
practitioner must precede the performance of any search procedures. On such an occasion the 
detainee may have to be segregated or otherwise closely observed for the waiting period. 

If, after any necessary medical consultation, it is decided to remove a medical, surgical dressing or 
plaster cast to facilitate a search, the procedure must be performed either by the Registered Nurse 
or a medical practitioner. 

A replacement medical or surgical dressing or plaster cast (back slab) after completion of the 
search must be applied by either a Registered Nurse or a medical practitioner or at a Plaster Clinic. 
The original dressing must not be placed on the wound again. 

Refusal to be searched 

There will be occasions when a detainee refuses to be searched. 

In such cases, the detainee must be treated sensitively because the reasons for refusal may be of 
a very personal nature. Not every refusal to be searched will be a "rebellious" act or an attempt to 
avoid being caught with an illicit object or substance. 

The reason for the search should be clearly explained or repeated by the staff member, or by 
another person thought to share a better working relationship with the detainee. Staff should 
actively seek out the assistance of another staff member who may have a different approach or 
relationship with the detainee. 

The detainee may be asked to nominate an available adult or staff member to observe the search 
procedure. Alternatively, the detainee's parents or a significant other person may be requested to 
assist, either by phone or in person, in gaining the detainee's co-operation for the search. 
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If the refusal continues, the detainee should be regarded as a security risk and placed under very 
close supervision until it is considered the risk no longer exists. Very close supervision may involve 
continuous personal observation by an additional staff member. Use of segregation may also be 
necessary, but should be used as an absolute last resort, for safety and protection. 

Only under the most extreme circumstances, when there is a high risk of personal injury or safety 
as determined by a Team Leader or more senior staff member, should minimum force be used to 
facilitate a search. 

While limited use of force for the purpose of searching is authorised by the legislation - cl. 37(2)(c), 
Children (Detention Centres) Regulation 1995- a detainee must never be forcibly strip searched. 
The risk of injury to staff or detainees is too high, while the forcible removal of a child's clothes and 
the inevitable contact with the naked body of the child is not a morally acceptable procedure. Other 
methods should be used by staff (eg., a "cooling off' period, close observation, segregation). 

Equipment which may be used 

It is the responsibility of the Co-ordinator Operations to ensure that this equipment is at all times 
readily available and operational for search staff: 

• puncture-resistant gloves; 

• latex or protective gloves; 

• ruler and pen; 

• plastic, sealable bags with labels (for evidence): 

• puncture-resistant container with lid / sharps disposal; 

• wand metal detectors. 

Wand and clothed body search 

A wand search must be conducted prior to a clothed body search. A wand search will not locate 
illicit substances which do not have metal content or wrapping. 

It is the responsibility of Coordinators Operations to ensure the centre has an adequate number 
of wand metal detectors, and that these are located in areas where searches most commonly 
occur. Coordinators Operations must also ensure that a procedure is in place for the regular 
checking and maintenance of wand metal detectors. 

Coordinators Operations are also responsible for ensuring that all staff who conduct searches 
are trained in the use of wand metal detectors, and that regular refresher training sessions are 
conducted. In most centres, it should be the responsibility of Team Leaders to conduct training 
and instruction sessions with supervising or searching staff. 

Before starting the wand and clothed body search 

Responsible Action Required 

1 Staff • FQr a nQ□-rQ!Jtine wand and clQthed QQQY: search (ie. a search based 
conducting on "reasonable belief), contact the Team Leader, and: 
search 

1. direct approval to conduct the wand and clothed body search; 

2. explain the reasons for the search; 
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3. direct that a second trained staff member attend to observe or 
conduct the search. 

• Do not conduct any part of the search until there is a second trained 
officer present. 

2 Team Leader • If you determine that the reasons for the non-routine search are 

3 Staff 
conducting 
search 

adequate and reasonable in relation to the department's searching 
guidelines. give approval for conducting the search. 

• Sign the Searches Register (for non-routine wand and clothed body 
searches this may be done after the search has been completed; for 
non-routine strip searches this illl.!fil be done before the search). The 
basis of "reasonable belief' must be declared in the Register. 

For both routine and non-routine searches: 

• Ensure you are in an area where security and privacy can be 
maintained (this is not necessary when the search consists of a 
simple wand search). 

• Ensure the detainee to be searched is separated from other 
detainees in the area, to prevent any passing of contraband items. 

• Explain the wand and clothed body searching procedure to the 
detainee before commencing the search. 

• Ask the detainee if he or she has any items of contraband and allow 
him or her the opportunity to hand over the items or place them in an 
amnesty box before the search begins. Inform the detainee that he 
or she will not be punished if contraband is voluntarily declared and 
handed over at this stage. 

Proceeding with the wand search 

Responsible Action Required 

4 Staff • Direct the detainee to remove all articles from his or her pockets and 
conducting turn the pocket linings out. 
search 

• Direct the detainee to face away from you . 

• Direct the detainee to raise his or her arms up and to the side, with 
the palms of his or her hands facing upwards. 

• Direct the detainee to place his or her legs and feet apart, feet flat on 
the ground. This should be at distance where the detainee is still 
comfortable and can maintain his or her balance. 

• Move the wand across and over the detainee's body: 

1. Right side of body: 

• start at the side of the detainee's right foot; 

• move the wand up the right side of the detainee's body, up to 
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and including his or her right armpit; 

• move the wand along the underside of the detainee's right 
outstretched arm, around his or her right hand, then across the 
top of the right arm, to the neck. 

2. Head area: 

• move the wand over the detainee's head, passing the right 
ear, over and around the head area, down past his or her left 
ear to the neck. 

3. Left side of body: 

• move the wand along the top of the detainee's left arm, over 
the hand, then along the underside of his or her left arm; 

• move the wand down the left side of the detainee's body, to 
the side of his or her left foot. 

4. Inside legs and crotch 

• move the wand from the inside of the detainee's right foot, up 
along the inside right leg, past the crotch area, and down the 
inside left leg to the left foot. 

5. Back of body 

• move the wand (holding it lengthwise and flat across the 
detainee's body) up along the back of the detainee's body. 

6. Front of body 

• direct the detainee to face you; 

• move the wand (holding it lengthwise and flat across the 
detainee's body) from the head down along the front of the 
detainee's body. 

• The detainee must remain with arms outstretched and legs apart for 
the entire wand search. 

Proceeding with the clothed body search 

Detainees are to remain dressed for a body search. Extra clothing such as jackets, jumpers, 
sloppy joes and shoes must be removed. 

A wand .search must be conducted before starting this procedure. 

Responsible Action Required 

CLOTHING 

s Staff • Put on a pair of puncture-resistant gloves. 
conducting 
search • Ensure that you are standing at a safe distance from the detainee. 
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• Direct the detainee to remove all articles from his or her pockets and 
turn the pocket linings out. 

• Direct the detainee to remove the following items, placing them on a 
table or other flat surface: 

1. shoes (to be shaken by detainee); 

2. socks - turned inside out; 

3. outer jacket or jumper; 

4. wrist watch and any jewellery. 

• Search all the removed items of clothing in the presence of the 
detainee. 

• Pay close attention to: 

1. collars, cuffs, facings, lapels, seams and linings of clothing; 

2. heels and linings of shoes. • 
UPPER BODY 

6 Staff To search hands: 
conducting 
search • Direct the detainee to face you. 

• Direct the detainee to move his or her hands out to the side of his or 
her body with fingers spread apart. 

• Check the detainee's hands for contraband . 

Io search the head area: 

• Direct the detainee to bend his or her head forward . 

• Direct the detainee to run his or her hands through his or her hair -
from the back to the front. 

• Direct the detainee to raise his or her head, open his or her mouth 
and remove any false teeth. 

• Look into the mouth cavity then direct the detainee to run his or her 
fingers around between the teeth and gums. 

• Direct the detainee to turn his or her head to each side and to pull his 
or her ears forward. 

To search the neck and torso: 

, , • Direct the detainee to stand facing away from you, with his or her feet 
apart and arms raised from his or her sides. 

, ' • Carefully pat down the detainee, starting at the back of the head . 
Follow a direct course around the collar, ensuring that nothing is 
hidden inside or under the collar of his or her shirt. 
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. 7 Staff 
conducting 
search 

Items found 

B Staff 
conducting 
search 

• Place both hands on the base of the detainee's neck, covering the 
shoulders with palms open and pressing firmly. 

• Pat down the back and side of the belt line . 

To search the arms: 

• The detainee should still be facing away from you . 

• Place one hand under the detainee's armpit and the other hand on 
top of his or her shoulder. 

• Carefully pat down the entire length of both sleeves to the cuff or end 
of the shirt. 

• Repeat the procedure with the other arm . 

LOWER BODY 

To search waist and legs: 

• The detainee should still be facing away from you. 

• Direct the detainee to release the belt line and turn it out. 

• Search the belt line . 

• From the back of the waistline, carefully pat down the back over the 
buttocks and sides of the hips and legs. 

• If the detainee is wearing loog tro!,!sers, starting at either leg, place 
both hands around the leg and carefully pat down from the top down. 
Search any trouser turn ups or cuffs. 

To search feet: 

• The detainee should still be facing away from you . 

• Direct the detainee to lift one leg at a time to display the soles of his 
or her feet and toes. 

• Direct the detainee to wiggle his or her toes to release any 
contraband. 

• Direct the detainee to replace any items of clothing or jewellery that 
were removed (if such items are permitted in the unit). 

• Ensure that the detainee is returned to his or her unit. 

• If items of contraband are fo!.!nd. direct the detainee to place them in 
the sharps or secure container. 

• Seal the container and label it with: 

Department of Juvenile Justice (NSW) August 1998 Section 6 Securi ty 

r 
LJ 

l 
D 
L 
[ 

[ 

L 
u 
L 
L 

L 
u 
u 
L 



,...., 

n 

Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p.329 

1. the detainee's name and date of birth; 

2. the item of contraband found (if unknown, a description, eg. green 
vegetable matter, white powdery substance); 

3. the day, date and time of the search; 

4. your name, as the searching officer. 

• Go to the procedures below on "After a search". 

Strip search 

Strip searches are conducted with the detainee partially clothed. A strip search should never be 
conducted where the detainee has all clothing removed. 

A partially clothed strip search must be conducted in the following order: 

1. top half of clothing removed and searched; 

2. top half of body checked for contraband; 

3. top half of clothing (one layer) returned and shirt put on by the detainee; 

4. bottom half of clothing removed and searched; 

5. bottom half of body checked for contraband; 

6. bottom half of clothing returned and put on by the detainee. 

Staff conducting strip searches must maintain a high level of sensitivity throughout the search 
procedure. Due regard must be given to privacy, decency, sexual assault histories, cultural 
differences and the maintenance of self-respect of the detainee. 

The searching staff member must never touch the detainee at any time during a strip search 
procedure. 

The searching staff member must remain in sight of the second officer at all times during the 
search procedure. The second officer is a witness to the searching procedure, ensuring that it is 
conducted correctly, but should not be able to see the detainee. 

In most instances, Team Leaders will be responsible for training staff in strip search procedures 
and providing updated information to senior youth workers. 

Before starting the strip search 

Responsible Action Required 

Staff • For a non-routine strip search (ie. a search based on "reasonable 
conducting belief'), contact the Team Leader, and: 
search 

1. direct approval to conduct the strip search; 

2. explain the reasons for the search; 

3. direct that a second trained staff member attend to observe or 
conduct the search. 
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• Do not conduct any part of the search until there is a second trained 
officer present.· 

2 Team Leader • If ~Q!.! detecmioe tbat tbe real2Q□l2 fQr tbe □Qn-rQ!.!tine l2esm,h ace 
adeg!.!ate and real2Qnat21e io relatiQn tQ the dei:1actmen1'l2 searQhing 
9!.!idelioes. give approval for conducting the search. 

• Sign the Searches Register before the search commences. The 
basis of "reasonable belief' must be declared in the Register. 

3 Staff FQr QQth rQ!.!tine and nQ□-rQ!.!tine l2earQhes: 
conducting 
search • Ensure that you are in an area where security and privacy can be 

maintained. 

• Ensure that the detainee to be searched is separated from other 
detainees in the area, to prevent any passing of contraband items. 

• Explain the strip searching procedure to the detainee before 
commencing the search. 

• Ask the detainee if he or she has any items of contraband and allow 
him or her the opportunity to hand over the items or place them in an 
amnesty box before the search begins. Inform the detainee that he 
or she will not be punished if contraband is voluntarily declared and 
handed over at this stage. 

Proceeding with the strip search 

Responsible 

4 Staff 
conducting 
search 

Action Required 

POCKETS, FOOTWEAR, ETC. 

• Put on a pair of puncture-resistant gloves. 

• Ensure that you are standing at a safe distance from the detainee. 
Do not touch the detainee at any time during this search. 

• Direct the detainee to remove all articles from his or her pockets and 
turn the pocket linings out. 

• Direct the detainee to remove the following items, placing them on a 
table or other flat surface: 

1. shoes (to be shaken by detainee); 

2. socks - turned inside out; 

3. outer jacket or jumper; 

4. wrist watch and any jewellery. 

• Search all the removed items of clothing in the presence of the 
detainee. 

• Pay close attention to: 
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s Staff 
conducting 
search 

6 Staff 
conducting 
search 

1. collars, cuffs, facings, lapels, seams and linings of clothing; 

2. heels and linings of shoes. 

• Footwear should not be returned to the detainee until the entire 
search is completed. 

UPPER CLOTHING 

• Direct the detainee to remove his or her upper layer of clothing. 

• Direct the detainee to place the upper layer of clothing on the table. 

• Direct the detainee to move away from the table. 

• Search all the removed items of clothing in the presence of the 
detainee. 

• Pay particular attention to collars, cuffs, facings, lapels, seams and 
linings of clothing. 

UPPER BODY 

To search hands: 

• Direct the detainee to face you. 

• Direct the detainee to move his or her hands out to the side of his or 
her body, with fingers spread, to see if he or she has anything in his 
or her hands. 

To search the head area· 

• Direct the detainee to bend his or her head forward. 

• Direct the detainee to run his or her hands through his or her hair -
from the back to the front. 

• Direct the detainee to raise his or her head, open his or her mouth 
and remove any false teeth. 

• Look into the mouth cavity then direct the detainee to run his or her 
fingers around between the teeth and gums. 

• Direct the detainee to turn his or her head to each side and to pull his 
or her ears forward. 

• Direct the detainee to raise his or her arms so that it is possible to 
check the armpits. 

• Visually inspect the top half of the detainee's body. 

• Direct the detainee to put on his or her upper clothing (one layer 
only). 

Department of Juvenile Justice (NSW) August 1998 Section 6 Security 



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 332 

7 Staff 
conducting 
search 

8 Staff 
conducting 
search 

Items found 

9 Staff 
conducting 
search 

LOWER CLOTHING 

• Direct the detainee to remove his or her lower layer of clothing 
(including underwear). 

• Direct the detainee to place the clothing on the table . 

• Direct the detainee to move away from the table . 

• Tell the detainee that he or she can turn away from you. for privacy . 

• Search all the removed items of clothing. in the presence of the 
detainee. 

• Attend in particular to pockets. linings. seams and facings in the 
clothing. 

• Conduct the search of clothing in this step as quickly as possible 
(still ensuring a thorough search), so that the detainee can be 
searched and have the clothing returned as soon as possible. 

LOWER BODY 

• Visually inspect the lower half of the detainee's body, including: 

1. between the toes (refer to the procedure for clothed body 
searches); 

2. soles of the feet (refer to procedure for clothed body searches): 

3. inner parts of the legs and the pubic area. 

• Do not direct the detainee to lift genitalia, squat or part buttocks . 

• Direct the detainee to put on his or her lower layer of clothing . 

• Allow the detainee to place all remaining clothing on, and return his 
or her shoes and socks and any items which the detainee may have 
had in his or her pockets and is allowed to keep. 

-

• If items of contraband are found, direct the detainee to place them in 
the sharps or secure container. 

• Seal the container and label it with: 

1. the detainee's name and date of birth; 

2. the item of contraband found (if unknown, a description. eg. green 
vegetable matter, white powdery substance); 

3. the day, date and time of the search; 

4. your name, as the searching officer. 

• Go to the procedures below on "After a search". 
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After a search 

Responsible Action Required 

Staff If items Qf cQ□trnbaod bave bee□ fQ!,md: 
conducting 
search • Inform the Team Leader of the result of the search . 

• Ensure the Team Leader receives the sealed container with 
contraband intact. 

• Ensure sharps (syringes and needles) are placed in a puncture-
resistant container . 

2 Team Leader • Report any items of contraband found to the Co-ordinator 
Operations. 

• Ensure search staff have placed sharps (syringes and needles) in a 
puncture-resistant container. 

• If di[ected by tbe CQ-Q[dioatQC Q1:2ecatiQ□s, complete an Incident 
Advice and fax it to the Cluster Director (JJ-A005) (for more 
information see Section 7.12 - "Substance use/ possession"). 

• E~ce1:2t i□ tbe case wbece a□ illicit drug, ao item whicb may ysed fQc 
dryg admioist[atiQ□ a weaRQ□, ceotce R[QRe~. QC a 1:2ecisbable item 
are fQuod, ensure the contraband is placed in the detainee's property 
and recorded accurately by Admissions staff (for more information 
see Section 1.13 - "Personal property"). 

3 Staff • Complete the necessary details in the Searches Register . 
conducting 
search • Ensure the Team Leader sees and signs the Searches Register . 

4 Team Leader • Check that searching staff have completed the Searches Register 
correctly. 

• If there is more information needed, return the Searches Register to 
the searching staff before signing. 

• Wheo tbe Searc□es Begister is accycately cQm121eted, sign the 
appropriate section confirming the search has been conducted in 
accordance with departmental procedures. 

6.14 Handcuffing detainees 

When to use this procedure 

This procedure is used when it has been determined that a detainee should be handcuffed for 
security or safety reasons, either during movements I absences from a centre or as a temporary 
restraint method in a centre. 

All "A" ClassificatiQn detainees must be routinely handcuffed during movements/ absences from 
a centre. Only where exceptional circumstances exist can an "A" Classification detainee leave 
the centre without handcuffs being applied. Where exceptional circumstances exist. approval 
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not to apply handcuffs must be gained from the Director Operations prior to the movement / 
absence from the centre. 

p. 334 

This procedure defines the roles of various juvenile justice centre staff in the use of handcuffs 
with detainees and also describes accurate application methods and safety precautions when 
using handcuffs. 

Who uses this procedure 

The following staff may use this procedure: 

• Centre Managers 

• Co-ordinators Operations 

• Team Leaders 

• Admissions staff 

• Nursing staff 

• JJC Escort personnel. 

What forms and records are needed 

• JJ-A018: Authority to Move a Detainee 

• JJ-A019: Record of Use of Handcuffs- Monthly Return (completed by all centres except 
Kariong JJC) 

• JJ-A020: Use of Force 

• Handcuff and Keys Register. 

Related policies and procedures 

In the: Go to the section or policy: 

DJJ Policy Manual • Policy for the Provision of a Protective Abuse-Free 
Environment 

Children (Detention Centres) • 22(2) Prohibited punishments 
Act 1987 
Prohibited Weapons Act 1989 • ss. 3 & 6 

Prohibited Weapons • s. 10 
Regulation 1990 

• Schedule 1, s. 3(d) 

Which detainees need to be handcuffed 

There are three categories of detainees who may be handcuffed. It must be noted that these 
are not compulsory categories for the use of handcuffs. Some detainees who meet the criteria 
may have been in custody for a lengthy period of time, enabling centre staff to assess them as 
suitable not to be handcuffed. Similarly, if a detainee on remand is handcuffed to attend court 
and has bail granted at court, handcuffs should not be used for the return journey to the centre, 
unless exceptional circumstances exist. 
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Aft "A" Classification detainees must be routinely handcuffed during movements / absences from 
a centre. An exception to this rule may only be made with the prior approval of the Director 
Operations. 

Serious offender Previous escapee Considered a risk to self or 
others 

In particular, detainees The existence of one or more Based on assessments of 
charged with murder, escapes in the detainee's the detainee's behaviour 
assault, or serious offences history s hould not be the only whilst in custody, as reported 
of a sexual nature, and "A" determinant for use of by all groups of staff -
Classification detainees. handcuffs. The length of operational, casework and 

time since the last escape programs areas. 
from custody should also be 
considered, unless they are 
an "A" C lassification 
detainee. 

Safety and security procedures 

Staff should be aware of the following principles: 

1. Handcuffing is most dangerous when applying or removing handcuffs. 

2. ~ place handcuffs over clothing or bandages. 

3. Always double-lock handcuffs to prevent tightening and possible injury. 

4. At regular' intervals check the security of the handcuffs and the condition of the detainee's 
hands, for any circulation or physical damage and to ensure comfort for the detainee, 
especially before leaving buildings and vehicles. 

5. During application and removal of handcuffs, ~ maintain a grip on the central linking 
chain as an added security measure. 

6. ~ handcuff a detainee to any part of a vehicle. 

With handcuffs always remember: 

Not too tight I Not too loose I Barrels face up 
(Sat-Lok) 

Methods of handcuffing 

There are five different methods of applying handcuffs. 

For movements out of the centre: 

1. Hands to the front 2. Handcuffing to a staff 
member 

• Most commonly used • Detainee is either 
method of handcuffing. handcuffed with hands-to-

the-front method with 

• For compliant detainees another set of handcuffs 
who do not present a attaching him or her to the 
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greater degree of danger staff member, or, one set of security is a major 
to themselves or others handcuffs attaching the requirement. 
than was the reason for detainee and staff member. 
the use of handcuffs. • Detainees are either 

• Precautions must be taken handcuffed with the 
• Must always be used when using this method to hands-in-front method, 

when there is only one ensure that the staff with the third set of 
escort. member or detainee are not handcuffs used to 

put at risk due to the other's secure their inside arms, 
movements (eg., near or, using two sets of 
moving vehicles, etc.). handcuffs with the 

hands-in-front method 
with the detainees' a rms 
inter-linked. 

For restraint purposes only: 

4. Hands to the rear 5. Handcuffing to restraining belt 

APPROVAL: Manager, Co-ordinator APPROVAL: Manager, Juvenile 
Operations, Team Leader Placements I Transport ONLY 

• Used for restraint when the detainee is • Used in the most extreme of situations only, 
behaving extremely violently towards with direct approval from the Manager, 
himself or herself or others and where Juvenile Placements I Transport. Generally 
arms in front may be used as a weapon. used as a more comfortable alternative to 
t:fandcuffs myst !:!e rernQved from this Mhands at the rear" for long distance 
QQsitiQ□ as sQQ□ as Qcacticab!e. transport. 

How to apply handcuffs 

Responsible 

1 Escort 
personnel 

Action Required 

1. Adjust the handcuff locking barrel to the "SET' position - when the 
dot on the barrel is next to the dot under the "SET' position on the 
body of the handcuff. 

2. Wben haadcuffiag with hands at the fmnt 

• Direct the detainee to put his or her arms straight out in front of 
his or her body. 

• Ensure that the detainee's thumbs are up, never dowa. 

2. When handcyffing with hands tQ the rear: 

• Direct the detainee to intertwine his or her fingers with thumbs 
facing forwards behind the back. 

3. Place the handcuff over one wrist. 

4. Place one finger between the locking arm and the wrist bone. This 
will allow sufficient clearance for comfort and security. 

5. Close the locking arm on to the wrist. The spring loaded pawl 
prevents retraction of the locking arm. 
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6. Double-lock the handcuff on to the wrist by turning the barrel anti­
clockwise 1/4 turn with the finger and thumb when the dot on the 
barrel is next to the dot under "LOCK" on the body of the handcuff. 
You do not need the key for this. 

7 . Repeat steps 3 to 6 with the other wrist. 

8. When double handcuffing: 

• Attach the third set of handcuffs to the inside arms of the two 
detainees. 

How to remove handcuffs 

Responsible Action Required 

Escort Insert the key in to the handcuff barrel and turn anti-clockwise 1/2 turn -
personnel when the dot on the barrel is next to the "LOCK" dot on the body of the 

handcuff. This will disengage the pawl from the locking arm. 

Remove the detainee's wrist from the handcuff. 

How to reset handcuffs 

Responsible Action Required 

Escort Remove the key from the handcuff barrel. 
personnel 

Turn the barrel anti-clockwise 1/4 turn until the dot on the barrel is next 
to the dot under the "SET' position on the body of the handcuff. 

Approval - special circumstances 

Generally, when the use of handcuffs is approved, it is expected they will remain on for the 
duration of the journey, excluding those periods when the detainee is in a secure area (eg., a 
building or a vehicle which is constantly moving). 

Special circumstances may arise when there are security concerns or casework issues relating 
to the detainee being escorted. It may be considered necessary to either leave the handcuffs on 
for the entire journey (security issue) or to remove the handcuffs at particular times during the 
journey (health I casework issue). 

Responsible Action Required 

Manager I If handcuffs are to: Then: 
Co-ordinator 
Operations remain on for the • Ensure clear instructions are entered on the 

duration of the "Authority to Move a Detainee" form (JJ-
absence (for high- A018}. 
risk security 
reasons) • For he2lth 2nd c2sewor~ aI;mointments or 

hospitalisa!ion, contact the service I agency 
and inform them of the requirement for 
handcuffs to remain on during the treatment 
period. 
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Advise them of appropriate precautions and 
security measures. 

Consult with medical personnel about the 
most appropriate place to apply handcuffs, 
based on the medical problem. 

• FQr f!.!ns1r12I~ Qr vi~iting ii! ~iQk rs1l12tiv~ . 
contact the parents or caregivers and 
inform them that their child will be 
handcuffed for the duration of their absence 
from the centre and explain the reasons for 
this. 

Direct the Team Leader to give verbal 
instructions to escort personnel, with 
reference to step 10 of the procedure below. 

be removed at • Ensure clear instructions are entered on the 
specific stages "Authority to Move a Detainee" form (JJ-
during the absence A018). 
(for casework or 
health reasons) • Direct the Team Leader to give verbal 

instructions to escort personnel, with 
reference to step 10 of the procedure below. 

Procedure for movements I absences with handcuffs 

Before you begin 

Responsible Action Required 

Admissions • Prepare "Authority to Move a Detainee" form. (JJ-A018) 

• Ensure the documentation is in order - attention should be paid to 
the type of movement being conducted. 

• Contact Operations/ unit to have detainee attend Admissions area . 

2 Team Leader • Check and sign the "Authority to Move a Detainee" form (JJ-A018): 
/ Co-ordinator 
Operations 1. circle either "approved" or "not approved"; 

2. indicate the reason for use of handcuffs and under which 
category the approval was given (ie. A, B or C); 

3. clearly write any special instructions for escort personnel. These 
instructions will include an authority nQ1 to re-apply handcuffs to a 
detainee who has bail granted at court, unless exceptional 
circumstances exist. 

3 Admissions • Ensure escort personnel sign "Authority to Move a Detainee" form. 

• Provide escort personnel with handcuffs and keys and ensure the 
Handcuffs and Keys Register is signed. 
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fi 

,-, 
4 Escort • Sign the "Authority to Move a Detainee" form (JJ-A018) - 2 

Personnel signatures: · 

1. acceptance of supervision of detainee and understanding of 
escorting requirements; 

'7 2. acknowledgment of handcuffs requirement and special 
instructions. 

• Clarify any instructions, to ensure there is no misunderstanding (eg. , 
should the handcuffs be left on if the detainee requests to use the 
toilet?, etc.). 

• Receive handcuffs and keys from Admissions, check that they are 
operational, and sign the Handcuffs and Keys Register as received. 

5 Admissions • Make and retain a copy of the "Authority to Move a Detainee" form, 
giving the original to the escort personnel. (JJ-A018) 

6 Escort • Keep the "Authority to Move a Detainee" form on you throughout the 
Personnel movement. (JJ-A018) 

• Conduct a clothed body search of the detainee before placing 
handcuffs on him or her. 

• Record the search in the Searches Register and sign . 

• Place handcuffs on detainee whilst in a secure area . 

• If sin escQ[t is bsindc!.!ffed tQ tbe get2inee, the escort who is not 
handcuffed to the detainee must retain the handcuffs key. 

7 Team Leader Check the Searches Register and sign as approving a body search. 

In the vehicle 

Responsible Action Required 

8 Escort • Ensure that childproof locks on the rear doors (if any) are applied 
Personnel before the journey begins. 

• Ensure that vehicle windows are all wound up or at a safe level for 
the detainee and escorts. 

If in a: Then: 

Car • The detainee is to be seated behind the front 
passenger seat, next to the escort who is not 
driving. 

Bus witb mQre thsia • One escort should be seated behind the 
twQ escQcts driver. The other escort should be at the rear 

of the bus and the detainee should t:,e seated 
between these two escorts. 
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During the journey 

Responsible Action Required 

9 Escort • If there js only one escort, ensure handcuffs remain on for the 
Personnel duration of the journey. 

• When the detainee is secured in the vehicle and the journey has 
begun you may remove the handcuffs. 

• Re-apply handcuffs in heavy traffic areas where the vehicle is 
required to constantly start and stop. 

• Re-apply handcuffs, before the vehicle stops, when approaching 
locations where you are required to leave the vehicle (eg., comfort 
stops, emergency stops, and the destination). 

At the destination 

10 Stage Destination: COURT 

Immediate • Observe the surroundings of the vehicle and the destination checking 
Arrival security for the detainee and staff. 

Entering Site • Enter the building with the detainee handcuffed . 

• Handcuffs should be concealed when in public areas . 

Arrival • Remove handcuffs when detainee is placed in court precinct holding 
room. 

During • Maintain close supervision of detainee at all times . 
Procedure 

• Do not leave detainee unattended by juvenile justice centre or 
Transport personnel under any circumstances. 

• If it i~ necessa~ to rei;ilace bandcl.!ffs on detainee in tbe co!.!ct [Qom, 
due to safety concerns - make a request to the Judge or Magistrate 
via the Court Officer. 

• If the detainee requests to attend the toilet, check the toilet area 
thoroughly and maintain close, appropriate supervision - do not 
leave the toilet area. 

10 Stage Destination: HEAL TH & CASEWORK APPOINTMENTS 

Immediate • Observe the surroundings of the vehicle and the destination checking 
Arrival security for the detainee and staff. 

• Check how appointments are proceeding . if there will be a wait, 
remain in the vehicle until called. 

Entering Site • Enter the building with the detainee handcuffed . 

• Handcuffs should be concealed when in public areas . 

Department of Juvenile Justice (NSW) August 1998 Section 6 Security 

[ 

l 
( 

[ 

L 

l 



Operational Procedures Manual for Juvenile Justice Centres ( First Operational Draft) p. 341 

1 Arrival • Remove handcuffs when in closed office area. 

During • Unless instructed o therwise, leave the office. 
Procedure 

• If lhs1 dets;1ins1e is reguired !Q hs;1ve hs;1ogcyffs Qn fQr lh~ gyratiQn Qf the 
absence, to ensure confidentiality, cuff the detainee to a piece of 

--, furniture (eg., chair) then leave the office. 

• Position yourself strategically outside the room, eg. one staff 
member outside the door, the other outside the ground level window 
of the office. 

• If !be detainee ce~u~sts tQ atte□d ths1 !Qilet. check the toilet area 
thoroughly and maintain close, appropriate supervision - do not 
leave the toilet area. 

10 Stage Destination: HOSPITALISATION 

Immediate • Observe the surroundings of the vehicle and the destination checking 
Arrival security for the detainee and staff. 

• Check if the hospital is able to admit the detainee immediately. If 
there will be a wait, remain in the vehicle until called. 

Entering Site • Enter the building with the detainee handcuffed. 

• Handcuffs should be concealed when in public areas . 

Arrival • Unless directed othe rwise, remove handcuffs once detainee is 
admitted to hospital. 

During • Maintain close and active supervision of detainee at all times. 
Procedure 

......, • Where there is only one escort and there is an urgent need to leave 
the room, re-apply handcuffs attached to the bed or chair, and 
remove them immediately following return. 

• Where !be detainee rnyst be ba□dcyffed fQc !be eotice bQsQitaliss;1tiQ□ 
Q.e.Ci.Q.d., remove handcuffs when the detainee is anaesthetised and 
re-apply them during the recovery period. 

7 
• Ensure handcuffs are concealed during the hospitalisation period 

(eg., covered with bed clothes). 
-, 

• If tbe getai□ee cegyests !Q atteod tbe !Qilet. check the toilet area 
thoroughly and maintain close, appropriate supervision - do not 
leave the toilet area. 

7 
10 Stage Destination: FUNERAL / VISITING A SICK RELATIVE 

Immediate • Observe the surroundings of the vehicle and the destination checking 
Arrival security for the detainee and staff. 

l 
• In the cs;1se Qf a fy□eral. if there is a delay, allow the detainee to 

speak with family members, maintaining close supervision. 
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Entering Site • Enter the building with the detainee handcuffed . 

• Handcuffs should be concealed when in public areas . 

Arrival • Handcuffs should remain on the detainee at all times, unless 
otherwise instructed on the "Authority to Move a Detainee" form (JJ-
A018). 

During • Maintain close supervision of detainee at all times. 
Procedure 

• lo the case of a funeral, directions may be given to remove handcuffs 
at particular stages during the function. Remove them at those times 
but re-apply immediately afterwards in a manner which is sensitive to 
the detainee and his or her family. 

• If the Qetainee regyests to at.te□Q tbe toilet. check the toilet area 
thoroughly and maintain close, appropriate supervision - do not 
leave the toilet area. 

Leaving destination and retum journey 

Responsible Action Required 

11 Escort • Replace handcuffs in a secure area or building. This action is no.t 
Personnel required if the detainee has been granted bail, unless exceptional 

circumstances exist. 

• Ensure that childproof locks on the rear doors (if any) are applied 
before the journey begins. 

• Ensure that vehicle windows are all wound up or at a safe level for 
the detainee and escorts. 

If in a: Then: 

Car • The detainee is to be seated behind the 
front passenger seat, next to the escort who 
is not driving. 

Bus witb more tba□ • One escort should be seated behind the 
two escorts driver. The other escort should be at the 

rear of the bus and the detainee should be 
seated between these two escorts. 

On your retum 

Responsible Action Required 

12 Admissions • Receive any related documentation - for CIS, D File entry and 
relevant staff notification. 

• Notify Operations staff of detainee's return . 
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13 Escort • Remove handcuffs when detainee is in a secure area. 
Personnel 

• Return handcuffs and keys to Admissions staff, and sign Register as 
returned. 

• Return original of the "Authority to Move a Detainee" form to 
Admissions staff. (JJ-A018) 

• Report to Team Leader - provide relevant information to them about 
the detainee and the movement. 

14 Admissions • Receive handcuffs and keys and ensure Register is signed. 

• Retrieve the "Authority to Move a Detainee" form from escort 
personnel, for file entry. (JJ-A018) 

• Ensure an accurate entry is made on the "Report of Use of 
Handcuffs Device" form. (JJ-A019) 

Handcuffing for restraint purposes 

Handcuffing for the purpose of restraint is only to be used with direct approval from the Manager, 
Co-ordinator Operations or Team Leader. The control of behaviour dangerous to self or others 
can also be effected through segregation - see Section 5.6. 

In the case of a restraining belt (which is generally held by Juvenile Placements/ Transport 
Services), approval can be given only by the Manager, Juvenile Placement/ Transport. 

Responsible Action Required 

1 Supervising Wbe□ !ill! Qtber atterni;1t~ tQ RbY~icii!llY re~tcain the detii!inee h1;1ve failed: 
staff 

• Contact the Team Leader and request that he or she attend the unit 
immediately. 

• Stand at a safe distance to restrict the detainee's ability to move out 
of the area . 

• Continue talking to the detainee in a calm manner . 

• Where possible isolate all other detainees from that area, by locking 
the door of the area where those detainees are or by directing the 
other detainees to move to an area away from the detainee involved. 

2 Team Leader • When called attend the unit immediately. 

• Call for additional staff to assist. 

• Go to step 3 . 

3 Supervising • Allow the Team leader to take control of the situation. Follow all 
staff directions to assist in the management of the situation. 

4 Team Leader • Direct the detainee to move from the area. 

• With the assistance of other staff attempt to physically restrain the 
detainee without the use of handcuffs. 
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Where the detainee's violent behaviour continues: 

• Direct staff to position themselves strategically around the detainee, 
to minimise his or her movement. 

• Apply the handcuffs to the detainee as quickly as possible to restrain 
his or her movements. 

• Remove the handcuffs as soon as the detainee has calmed down. 

After using handcuffs to restrain a detainee 

Responsible Action Required 

5 Supervising • Ensure that all detainees are settled. 
staff 

• Complete "Use of Force" form, for any physical restraint prior to use 
of handcuffs . (JJ-A020) 

• Submit "Use of Force" form to the Team Leader . 

• Complete other reports and forms as directed by the Team Leader . 

6 Team Leader • Complete "Use of Force" form, for restraint which involved use of 
handcuffs. (JJ-A020) 

• Ensure the Registered Nurse is informed that handcuffs have been 
used for restraint and request that he or she assess the detainee for 
any injuries which may have resulted. 

• Update the Handcuff & Keys Register . 

• Complete a report containing relevant information about the incident 
and the use of handcuffs and submit it to the Co-ordinator 
Operations. 

• Ensure an entry is made on "Return on Use of Handcuffs Device" 
form. (JJ-A019) 

7 Co-ordinator • Conduct necessary investigation into the use of handcuffs for 
Operations restraint. 

• See and sign Team Leader's report, and note need for follow up or 
further action. 

• Forward Team Leader's final report to the Cluster Director via the 
Manager within 24 hours of the event. 

8 Registered • Conduct an assessment of the detainee as soon as possible, as 
Nurse requested by the Team Leader. 

• Follow up necessary medical treatment and inform the Team 
Leader of any injuries and action taken . 

• Complete reports and records as required . 
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6.15 Emergency procedures 

Emergency situations include: 

• fire 

• disturbance 

• . hostage 

• bomb threat 

• power failure ("blackout'') 

• attempted suicide (which is generally dealt with by incident procedures, contained in Section 
7 of this manual). 

Each juvenile justice centre must have local (centre-based) emergency procedures. These differ 
between centres due to the different environments, levels of security and facilities available for the 
purpose of maintaining security. Staff should be fully aware of the emergency procedures of their 
centre. 

Co:9rdinators Operations are responsible for ensuring that emergency procedures exist at their 
centres. These must be in written form and accessible to all staff. They must also ensure that drills 
or practice sessions for emergency procedures are conducted on a regular basis, and that relevant 
information is provided in staff induction programs. 

Guidelines for emergency procedures manuals 

Every centre must have an emergency procedures manual containing all relevant procedures and 
information. These manuals must be located in critical areas throughout the centre and be easily 
accessible to all staff. 

Emergency procedures must not be displayed or located in areas where detainees have access. 

Local emergency procedure manuals must contain the following: 

1. Emergency numbers. including: 

• Police (local) 

• Fire Brigade (local) 

• Ambulance (local). 

Local emergency services numbers must be included in addition to the "000" number, although, 
the "000" number must be used first. 

• Manager (mobile and pager) 

• Director Operations - phone (Central Support Office and mobile) 

• Crisis Support Team 

• Co-ordinator Nursing / Health Services (mobile and pager) 

• Staff counselling service (ie., for staff). 
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2. Introduction. including: 

• specific centre information - including: maximum capacity; style of accommodation; 
number and location of units; staff, etc.; 

• definitions of emergency situations; 

p. 346 

• outline of any unique features of the centre which may impact on the management of 
emergency situations; 

• reference to the Operational Procedures Manual. for further information and procedures 
for incidents or situations which may arise as a result of an emergency. 

3. Staff roles and responsibilities - outline of all positions in the centre relevant to emergency 
procedures and their roles and responsibilities in the management of emergencies at the centre. 

4, Evacuation procedures - specific to every unit and area in the centre, where staff and 
detainees would be located at the time of an emergency. This section must include: 

• ~ entry and exit point (doorways) of each unit or area; 

• procedures for evacuation from units or areas within the centre; 

• procedures for total evacuation - including: nearest juvenile justice centres and secure 
locations; file retrieval and storage; vehicle allocation and use; etc.; 

• labelled maps of the respective areas. 

5. First aid I medical equipment, including: 

• location in the centre and each unit; 

• reference to the map of each unit or area, showing the location of equipment. 

6. Emergency equipment (eg., fire hoses and reels. smoke I fire detectors, telephones, alarms), 
including: 

• where this equipment is located (with map references); 

• in the case of fire extinguishers, the type of each extinguisher and in what conditions it 
can be used; 

• exact location of each piece of equipment. 

7. Emergency assembly areas - should be designated for the purpose of gathering groups of 
detainees and staff, to evacuate or to move them from an unsafe area. 

Each assembly area, its location and entry and access points must be outlined in the manual 
(with map references). 

8. Communication centre and command post - must be designated and outlined in the manual, 
including the location. This should also be marked on the map of the centre (within the manual). 

9, Transport available in the event of evacuation - provide a list of all vehicles available at the 
centre (and possibly surrounding agencies) to assist with evacuation. The list must include: 

• make and model of all vehicles; 
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• colour of vehicles; 

• registration numbers; 

• seating capacities; 

• location of vehicle keys. 

The list should be completed by totalling the seating capacity of all available vehicles. 

10. Night shift emergency procedures - additional procedures and information must be 
provided for night duty staff, as availability of resources, facilities and staff can be difficult during 
these times. These procedures must include: 

• procedures for notifying the Co-ordinator Operations and Manager; 

• procedures for contacting additional (off-duty) staff to attend the centre; 

• movements of detainees at night; 

• emergency lighting equipment. 

11. Maps - outlining all relevant locations in the centre where emergency procedures would be 
undertaken. There should be one map of the entire centre, in addition to a series of maps of 
each individual unit and area. Maps must include: 

• floor plans of units and areas; 

• location and type of emergency equipment (ie., fire hoses, reels and extinguishers, and 
alarms); 

• all entrances and exits of buildings, also indicating emergency exits; 

• location of the unit or area in relation to emergency assembly areas and the entry and 
exit points of the centre. 
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ADVICE COPY 
(Receiving Station or Gaol to retain} 

NSW Police Service 
PRISONERS/INTOXICATED PERSONS TRANSFER NOTE 

I TRANSFER NOTE No. I POLICE STATION 

19 

The following detained persons and their property, as detailed on the attached Prisoner's/Intoxicated Persons' Property Dockets, are transferred herewith. 
Please acknowledge receipt on the "Acknowledgment Copy". 

N.B .• Prisoners'/lntoxicated Persons' Property Dockets are invalidated by any alteration, erasure or deletion. 

X THIS PRISONER/INTOXICATED PERSON HAS COMMITTMENT WARRANTS TOTALS 

FORWARDING OFFICER: TO: 

Name: 

Rank: 

)> 
'O 
'O 
Cl) 
:::, 
a. 
:;;;· 



Form 2. INTOX ICATED PERSONS ACT, 1979 Appendix 2 
tion 7 Record of Reception of Intoxicated Person at Proclaimed Place 

Name of intoxicated person: ............................................................... ............... ................................... ..... ............ . ......... .... .............. . 

Address 
Flat Number ..... .......................... . 

Street Number 00000 Street name 0000000000000000 0000 0000 0000 
Locality 0 0 0 0000000000000000 Postcode 0000 Leave Blank - 000 
Sex (Tick appropriate box) Male 0 Female 0 

Auoriginal 0 Non•aboriginal 0 (Tick appropriate box)• 

Date of birth : .......................................... ........................... ....................... ....... .. 

Day Month Year 

DD/00/00 
The abovenamed person was found intoxicated in a publ ic place, namely 

.................................................... (pi~;;j' .. ....................... ............................... . 

on ............................................................. ...... .......... .. ...................................... . 
(dare) 

at ........ ......... .... ................. ............................... ............ ..... ...... ........... .............. . 
(rime) 

HoursOO 

Leave Blank - 000 
Day Month Year 
00/00/DD 

~8 MinsOO 
Delete 

and was (tick appropriate box) 
(a) behaving in a disorderly manner 
(b) behaving in a manner likely to cause injury to himself or another person o r damage to property 

in need of physical protection because of his incap~cit'y due to his being intoxicated, 

D 
D 
D (c) 

by ......... .............. .. ..................................................................... ... .................. ................... ................................... .... .......................... . 
(name of detaining officer) 

Signature of detaining officer ............................................................................ Designation ......................................................... . 

The abovenamed person was received 

a t ........................................ .................... ............................... ............ .......... ...... . 
(proclaimed place) 

o n ................. .................. ............................................. ... .. ................. ........... .... . 
(dare) 

at ..................................................... .................. ........ .... ........................ .... _, ..... .. 
(rime) 

pursuant to an instrument given in accordance with section 5(2) of the Act. 

······································ (property docket 
number) 

(signature of receiving officer) 

The abovenamed person was t ransferred 

to ......... ......... ........................................................... .......................................... . 
• (proclaimed place} 

on .......... ......................... . ......... .................................... ............ .. . ..................... . 
(date) 

at ......... .......................................... ••··•······• ........ •··••·•·•·•·•·••••·••·•·· ..... ••·•••••·••••·••·•· 
(time) 

Signature ........................... ...................................................... ......................... .. 

Leave Blank - 000 
Day Month Year 

00/00/DD 
Hours□□ MinsQ0 E] 8 

Delete 

······································································· (designation) 

Leave Blank-,.. ODO 
Day Month Year 

DD/OD/DD 
HoursO O MinsO O 88 
. . Delete 

Designation ............ .... .... ........................ . 

Receipt if any ........................................................................ .......................................................................... ............. : ............ ....... . 

The abovenamed person was released from custody 

on ........ .. ............................... .................................... ...... .. ....................... .......... . 
(dare} 

at ........ ........... ............ ...................................... ...... ...... ........................... .......... . 
(rime} 

as (tick appropriate box) 
(a) he had ceased to be intoxicated; or 

(b) 8 hours had expired since the t ime of his reception; or 

{c) he was released into the care of the following person who was 
willing to undertake the care of the abovenamed person: 

Day Mon th Year 

DD/00/00 
Hours 00 Mins 00 8 8 

Delete 

D 
D 

D 

Name: ...... ............................................ .................... ........ ........... ... ......... ................ .............. .............................. . .. ........................... . 

Address: ............. ................... .................. ..... .......................... ... ......... ...................................... .... ... .......... .............. .......................... . 

Signature: .......... .................................. ................. ............................................................. .. ................................ ........ ..................... . 

Signature of releasing officer: ................ ..... ...... ........... ........................................ Designation ........ .............................................. .. 

• A person is to be regarded as an aboriginal if the person considers himself/horsolf to bo an aboriginal. NP 576 D. Wost, Government Pr inter 



Form 1 

Sentencing Details 

PARTICULARS OF PAROLE ORDER MADE BY COURT 
(NO SUPERVISION ORDERED) 

Sentencing Act 1989 

Case No: .......... . ...................... . .................. .. 
Conviction Date: . . ... .......... . .... . ....................... . 
*Local/*District Court at: .......... . .. . ...... .. ............ . 
Offender: ..... . ...... .. ....................... .......... ... . : .. 
Date of Birth: . ................... . . ...... ...... .. .... . .. .. . .. . 
Offence: ..... .. ......... . . ..... .. ........ .. . .. . . . . .... . . . . . . . .. . 

Particulars of Imprisonment imposed by Court 

Minimum term of: ................ .... ......... . ........ .. .. . 
to commence on: ................. ... ........................ . 

AND 

**Additional term of: ........ ... ............ . ...... .. ....... . 
to commence at the expiration of minimum term and to 
expire on: ....... .. .......... .. ................................ . 
Earliest day eligible for release is: ..................... .. . 
*The above term of imprisonment is to be served 
cumulatively on 
*Fixed/*Minimum terms of: ................ . ......... . ... . 
that commenced on: ......... .. ............................. .. 

2 Release details 

Appendi> 

Pursuant to the provisions of the Sentencing Act 1989, the Court directed that the offender be released on parole at 
the expiration of the minimum term of imprisonment. The order is to be in force for the period commencing on the 
date of release and termination on unless it is revoked. 

3 Prescribed terms and conditions 

This order is subject to the following prescribed terms and conditions: 
a) the offender is to be of good behaviour and must not, during the term of the order, commit any offence; 

and 
b) the order may be revoked if the offender contravenes any of the terms and conditions of the order; and 
c) the order may be revoked if the Court that made the order (however constituted) or the Board determines 

that it has sufficient reason to believe that the offender, having been released from custody, has not adapted 
to normal lawful community life. 

4 Other conditions 

The order is also subject to the following terms and conditions: 

I certify that the above are particulars of a parole order made by: 

on: 
Dated: 
Registrar / Justice of the Peace 

I .. .. . .. .. .. .. . .. .. .. .. .. .. .. . .. .. . .. . .. .. .. .. . .. . .. .. .. . acknowledge that I understand the terms and conditions on which I 

am released on parole. 

Signed: .. .. .......... ... ....... .. . ..... ... . .. ..... ...... (Offender) 

Wimess: ... .. .... . ...... .. ... .. ........ . ..... . .. .. ... .. 
Name: 
Address: 

The offender was released from custody on (date) 

Signed: ... . .. . . . .... . .. . . . .. ... . .. ... ....... ..... . . . . . . . (Governor) 
Date: 

• delete if not applicable 
•• delete if foccd term of imprisonment imposed 



Fonn2 

PARTICULARS OF PAROLE ORDER MADE BY COURT 
(SUPERVISION ORDERED) 

Sentencing Act 1989 

Sentencing details 

Case No: .................... ................................... .. 
Conviction Date: . .... . ... ......... ..... ... . ........... ......... . 
*Local/*District Court at: ..... ........ ..... .... .... ...... .. .. . 
Offender: ........................................................ . 
Date of Birth: . ...... ............ ....... .... .... ....... ... . .... .. . 
Offence: ...................... . .. ...... ........................... . 
Minimum term of: . ............ ....... ..... ....... ......... ... . . 
to conunence on: .. .. . ... ......... .. ...... ........ .... .......... . 
** Additional term of: ......................................... . 
to conunence at the expiration of the minimum term and 
to expire on: .................................................... .. 
Earliest day eligible for release is: ..... ..................... . 
*The above term of imprisonment is to be served 
cumulatively on 
*Fixed/*Minirnum term of: .................................. . 
that conunenced on: .......................... ................. . 

2 Release details 

Appendix4 

Pursuant to the provisions of the Sentencing Act 1989, the Court directed that the offender be released on 
parole at the expiration of the minimum term of imprisonment.. The order is to be in force for the period 
conunencing on the date of release and terminating on unless it is revoked. 

3 Prescribed terms and conditions 

This order is subject to the following prescribed terms and conditions: 
a) the offender is to be of good behaviour and must not, during the term of the order, conunit any 

offence; and 
b) the order may be revoked if the offender contravenes any of the terms and conditions of the 

order; and 
c) the order may be revoked if the Court that made the order (however constiruted) or the Board 

determines that it had sufficient reason to believe that the offender, having been released from 
custody, has not adapted to normal lawful conununity life. 

4 Supervision conditions 

The offender must: 
• until the order ceases to have effect or for a period of three (3) years from the date of release 

(whichever is the lesser); or 
• until supervision ceases in accordance with condition 5(e), 

submit to the supervision and guidance of the probation and parole officer assigned for the supervision of 
the offender for the time being and obey all reasonable directions of the officer and, in particular, the 
offender: 

a) 

b) 

c) 

d) 

is to report to the probation and parole officer or another person nominated by that officer in the 
manner and at the times directed and be available for interview at such times and places as that 
officer or nominee may from time to time direct; and 
is to reside at an address agreed on by the probation and parole officer and receive visits as the 
probation and parole officer considers necessary; and 
is not to travel outside the boundaries of the State without the express approval of the District 
Manager of the district office of the New South Wales Probation and Parole Service in the 
Department of Corrective Services to which the probation and parole officer is attached; and 
is not to leave Australia without the permission of the Offenders Review Board. 



5 Further supervision conditions 

The offender, being subject to supervision, is also subject to the following conditions: 
a) 

b) 

c) 

d) 

e) 

the offender is to enter into employment arranged or agreed on by the probation and parole 
officer or make him / herself available for employment as instructed by that officer; and 
the offender is to notify the probation and parole officer of any intention to change his / her 
employment: 
i) if practicable, before the change occurs; or 

ii) otherwise, at his / her next interview with the probation and parole officer; and 
the offender is not to associate with any person or persons specified by the probation and parole 
officer; and 
the offender is not to frequent or visit any place or district designated by the probation and parole 
officer; and 
the tenns and conditions of the order relating to supervision by the probation and parole officer 
cease to have effect if the· probation and parole officer has notified the person in writing, with the 
concurrence of the District Manager of the district office of the New South Wales Probation and 
Parole Service in the Department of Corrective Services to which the probation and parole 
officer is attached, that the offender is not required to be subject to supervision. 

6 Other conditions 

The order is also subject to the following tenns and conditions: 

I certify that the above are particulars of a parole order made 
by: 
on: 
Dated: 
Registrar / Justice of the Peace 

I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . acknowledge that I understand the tenns and conditions on which I 
am released on parole. 

Signed: .. . .. ..... .... ......... ........... ....... .... .. .. (Offender) 

Witness: ............................................... . 
Name: 
Address: 

The offender was released from custody on 

Signed: 
Date: 

• delete if not applic:ible 

(Governor) 

(date) 



ORIGINAL IS DOUBLE-SIDED 

WARRANT ON AN ADJOURNMENT REMANDING A PERSON TO A 
DETENTION CENTRE 

Children (Detention Centres) Act 1987 

G.468 

TO the Senior Officer of Police at in the Stare of 

New South Wales and to all other Constables of the Police Force in the said Stare, and 
1

to 

Officers of the Department of Youth and Community Services and to the Superintendent of 

the Detention Centre at in 

the said State. 

WHEREAS a person named (born on ) 

this day appeared before the Children's Court of New South Wales or an authorised 

Magistrate exercising the jurisdiction of the Court at 

charge of · 

and it was considered necessary to adjourn the hearing of the said charge; 

ona 

THESE ARE THEREFORE TO COMMAND YOU the said Officer of Police; or your 

assistants, and the said Officers of the Deparoncnt of Youth and Community Services in Her 

Majesty's name, forthwith to convey the person to the said Detention Centre and there deliver to the 

said person to the Superintendent thereof, together with this precept: AND I HEREBY 

COMMAND YOU the said Superintendent to receive the said person into your custody and to safely 

keep him until the day of 19 , when I hereby command you to have him 

at the Children's Court of New South Wales or before an authorised Magistrate exercising the 

jurisdiction of the Court at in the said State at ten o'clock in the forendon 

to answer further to the said charge and to be dealt with according to the law, unless you shall be 

otherwise ordered in the meantime. 

BAIL has been (refused) or (granted in terms endorsed on the reverse hereof). 

GIVEN under my Hand and Seal this day of 19 

at in the said State. 

Justice of the Peace 

(See over) 

S.O. 2231 Govaruncnt Printing Service !\,IN 178 
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BAIL has been granted subject to oneo: more of the following conditions: - (t) 

(a) 

(b) 

(c) 

that the accused person enter into an agreement to observe requirements as to his or her conduct while at 
liberty on bail, namely: .................................................................................................................................... .................... . 

thatone(or )acceptableperson(s) acknowledge in writing Lhatheorshe is(they are)acquainted with the 
accused person and he or she (they) regard(s) the accused person as a responsible person who is likely to 
comply with his or her bail undertaking; 

that the accused person enter into an agreement without security to forfeit an amount of money. namely 
~ .................. if the accused person fails to comply with his or her bail undertaking; 

( d) · that0ne ( or ) acceptable person(s) enter into an agreement or agreements, without security. to forfeit 
an amount or amounts of money, namely$ .................. (each) if the accused person fails to comply with his or 

her bail undertaking; 

( e) that the accused person enter into an agreementanddepositsecurity. to forfeit an amount of money namely 
$ .................. if the accused person fails to comply with his or her bail undertaking; 

(f) that one( or ) accept.able person(s) e'lter into an agreementand depositsecurity. to forfeit an amount or 
amounts of money. namely S .................. (each) if the accused person fails to comply with his or her bail 

undertaking; 

(g) that the accused person deposit the sum of S .................. in cash and enter into an agreement to forfeit such 
amount if the accused person fails to comply with his or her bail undertaking; 

(h) that one (or ) acceptable person(s) deposit the sum(s) of$ .................. (each) in cash and enter intQ an 
agreement or agreements to forfeit such amount(s) if the accused person fails to comply with his or her bail 
undertaking; 

t Rule out conditions which do nOt apply. 

PARTICULARSOFANYDETERMINATIONMADEPURSUA.LWTO 
SECTION 36 (3) OFTHE ACT ARE:-

··················•··············································· ·················· ... ···················· ····························································· 

........................................................................................................................................................................ 



1earing at the 
1 the Police Station at 

ME OF DEFENDANT 

Jpation 

·ess 

/Hour apprehended 

ehending Officer 

on/Squad/Section 

e of Informant 

ess 

,nd section under which charge laid 

~ENCE(typing to be double spaced) 

: OF COURT 

arance - Informant 

!sentative 

arance - Defendant 

!sentative 

)URNED TO (date) 

:ation by 

: (if not here) 

(if not 1 Oam) 

mention & c 

hearing (time & c) 

- Dispensed with 

- Unconditional 

- Continued 

- Refused (see form) 

- Conditional (see form) 

iture of Magistrate 

CE ACTION 

CHARGE CASE No. 

COURT on the (date) 

Sex: 

Date of Birth: 

Rank: 

District/Branch: 

Charge Book signed 

yes/no 

Appendix 6 
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For hearing at the 
From the Police Station at 

NAME OF DEFENDANT 

Occupation 

Address 

Date/Hour apprehended 

Apprehending Officer 

Station/Squad/Section 

Name of Informant 

Address 

Act and section under which charge laid 

OFFENCE(typing to be double spaced} 

CHARGE CASE No. 

COURT on the (date) 

Sex: 

Date of Birth: 

Rank: 

District/Branch: 

Charge Book signed 

yes/no 

CAT. 81029 (6 -95) 



:og. forfeited Forfeiture reversed 

evidence offered Withdrawn 

,MISSED DISMISSED S. 556A & c 

MMITTAL - Sentence BAIL - Dispensed with 

- Trial - Unconditional 

Court at - Refused (see form) 

:e - Conditional (see form) 

'RISONMENT & c Non parole period 

'iodic Detention at To commence on 

COGNIZANCE - Sect CONDITIONS 

rn of Recog. P & P Supervision 

drug/alcohol clinic at 

LF in 

rety in 

o Sureties in 

VENILE CONDITIONS 

monished & discharged To be of good behaviour 

period 

,bation Supervision of Dist. Off. 

,mmitted to care To attend school regularly 
.. Obtain & remain in empl't 

83 (3) Recog. Not to associate with: 

1mmitted to lnst'n Self$ Surety (s) $ 

1spended Committal 

\IE/PENALTY/FORFEITURE & c COMPENSATION (Loss)$ 

nount $ (Injury) $ 

To Clerk of Local Court 

itnesses expenses $ S. 437/554 Crimes Act 

~fault (days) Default (days) 

pay to pay 

~tails of wintesses expenses, Compensation & c W.E. or 

:1me Address $comp 

otor Traffic Act/Transport Act - Licences 

isqualified for Suspended for 

ecommendation 

THER ORDERS 

STIPENDIARY MAGISTRATE 
I CAT. 81029 (6•95) fJ 



.. 

•Judge, 

Appendi 

ORDER FOR PRODUCTION OF PERSON BEFORE A COURT 

TQ the Superintendent of 

other persons concerned. 

I, 

Children (Detention Centres) Act 1987 
Section 42 

a* 

Detention Centre and all 

Magistrate, 
Coroner, etc. presiding at the** 

••fnstrt title 
of Court 

at in the State of New South Wales, being satisfied that 

it is desirable that 

a person detained in a detention centre should be in attendance before the said Court, by this 

Order made pursuant to section 42 of the Children (Detention Centres) Act 1987, direct you the 

said Superintendent to produce or cause to be produced such person in the said Court on the 

day of 19 , at 

o'clock in the 

by the Court. 

-noon and so from day to day until his attendance is no longer required 

The purpose for which the attendance of the person is required is: 

N.S.W. Govemmenl Prinling Service - 743 8777 

GIVEN under my Hand 

at 

in the State of New South Wales 

this 

day of 19 



ORIGINAL IS DOUBLE-SIDED Form 5A 

Bail Act 1978. 

BAIL UNDERTAKING 

Appendix 8 

Clause 9. 

>IAME OF ACCUSED: ............................................................................................................................................................. . 

\DD RESS OF ACCUSED: ............................................. : ....................................................................................................... . 

)FFENCE(S)· ............................................................................................................................................................................. . 

.......................................................................................................................................................................................................... 

. . ... ... ...... ... ....... ----............................................................................ ··········•········ ......................................................................................................... . 

........... ............................................................ ............................................................................................................................................................................................................................. 

SAME OF SURETY (SURETIES) (if any) ............................................................................................................................. . 

................................................................................................ and ............................................................................................... . 

ADDRESS OF SURETY (SURETIES) (if any) .............................................................................. : ..................................... .. 

...................... ....... ................ .................................................................................................................................................................. . 

UNDERTAKING 

(I) I undertake to appear in respect of the above offence or offences at the-
• Local Court 
• District Court 
• Supreme Court a.__ _________________ _ 

• Court of Criminal Appeal 
on the day of 19 
at IO a. m. (and before such court on such day and at such time and place as is from time to time specified in 
a notice to be given or sent to me). 

(2) This undertaking includes an undertaking pursuant to section 34 (3) of the Bail Act 1978, that if bail is 
continued I shall appear at any time and place to which the proceedings in respect of the offence or 
offences may be _continued whether upon an adjournment or otherwise. 

(3) •1 further undertake pursuant to section 123 (3) or 125A (2B) of the Justices Act 1902. to appear before 
the District Court as referred to in paragraph (I) and prosecute my appeal. to abide the judgment of the 
Court on the appeal and pay such costs as may be awarded by the Court. 

BAIL CONDITIONS 

(4) •The grant of bail is subject to the following conditions: 
(a) that I enter into an agreement to observe specified requirements as to my conduct while at liberty on 

bail as set out hereunder; · 
(b) that one (or ) acceptable person(s) acknowledge that he or she is (they are) acquainted with me 

and regard(s) me as a responsible person who is likely to comply with my bail undertaking; 
(c) that I enter into an agreement. without security, to forfeit an amount of money, as specified herein, if I 

fail to comply with my bail undertaking; 
(d) that one (or ) acceptable person(s) enter into an agreement or agreements, without security, to 

forfeit an amount or amounts of money, as specified herein. if I fail to comply with my bail 
undertaking; 

(e) that I enter into an agreement, and deposit acceptable security. to forfeit an amount of money, as 
specified herein. if I fail to comply with my bail undertaking; 

(f) that one ( or ) acceptable person(s) enter into an agreement or agreements. and deposit acceptable 
security. to forfeit an amount or amounts of money, as specified herein. if l fail to comply with my bail 
undertaking; · 

(g) that I deposit an amount of money in cash. as specified herein. and enter into an agreement to forfeit 
the amount if I fail to comply with my bail undertaking; 

( h) that one ( or ) acceptable person( s) deposit an amount or amounts of money in cash. as specified 
herein. and enter into an agreement or agreements. to forfeit the amount(s) if I fail to comply with my 
bail undertaking. 



(5) • I agree to observe as a condition of my bail the following requirements as to my conduct while at liberty 
on bail: 

AGREEMENT OF ACCUSED 

(6) I agree to forfeit to Her Majesty the Queen. ·Her Heirs and Successors. the sum of S ............................... . 
in money in the event of my failure to appear in accordance with my undertaking. 

AGREEMENT OF SURETY OR SURETIES 

(7) l / WE ..... · .......................................................................... and ............................................................................. . 
agree to forfeit to Her Majesty the QueeR, Her Heirs and Successors. the sum 

of$ ........................ ( each) in money in the event of the failur~ of the accused to appear in accordance with 
his undertaking. · 

PARTICULARS OF CASH DEPOSITED PARTICULARS OF SECURITY GIVEN 

S ...................................................... deposited by the 
accused/ surety/ each surety 

S ........................................ security deposited by the 
accused/ surety/.each surety 

(R;eceipt No. ) (Receipt No. ) 

Accused Surety Surety 

CERTIFICATE 

• I certify that the document contained herein is a copy of the notice given to the accused for the purp0ses of 
section 34 ( I ) of the! Bail Act 1978. and that I did give the notice to the accused person by deli vering it to him 
personally. · 

DATED this day of 19 

at 
• Justice of the Peace and Prescribed Officer. 
• Authorized Officer and Prescribed Officer. 

(•Strike out whichever is nor applicable) 

A copy o·i the undertaking is to be given to the accused person. a surety or person who has made an acknowledgment under section 
36(2)/b)ofthc: Bail Act 1978. 

:-IOTE-Section 51 of the Bail Act 1978. provides that a person who fails without reasonable excuse ( proof of which lies upon him} 
to appear bcf orc: a court in accordance with his bail undertaking is gu ilty of an offence. A person convicted of such an offence is liable 
10 lhe same penalties as are by law provided for the offence: tn respect of which he failed to appear but no sentence of imprisonment 
shall exceed J years .ind no fine shall exceed SJ.000. A sentence so imposed may be d irected to be served cumulatively upon any other 
sentence oi imprisonment or penal servitude then imposed or then being served. 

Where an amount of bail money. not exceeding 5300. deposited pursuant to a bail agreement. 1s forfc:itc:d by reason of 
non-compliance with a bail undertaking entered into for the appearance. of a person. the person by whom the amount was deposited 
mav. wtthin 2 l days from the date of forfetture. lodge with the court of summary jurisdiction at or nearest tlle place at which the bail 
::ionev was fon·e1cc:d an applic.ition in or to the c:ifect of the iorm prescribed under the Fines and Foriened Recognizances Act 1954. 
ror the discharge: ol the forfeited bail money. 

If the accused person changes his address. he: shall give notice: in writing of his new address to the: clerk of the court at which he is to 
appear. 

MN 663 SO 287 
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Form 6. 

Ball AC4 1978. 

Clause 10. 

ACKNOWLEDGMENT 

NAME OF ACCUSED· ......................................................................................................................................................................................................... . 

ADDRESS· ............................................................................................................................................................................................................................. .. 

(1) L .............................................................................................................................................................................................................................. of ,_, 
(addn.u) • (occupation) 

acknowledge that I have been acquainted with the abovenamed accused person for ---··---.. -years. 

(2) I regard him/her as a responsible person who is likely to comply with his/her bail undertaking. 

(3) The nature of my acquaintance with the accused person is 

(e.g. nnplo~ r. bustnu, partMr, motlier, fa1ltu, spoll.#, friend) 

(4) Before making this acknowledgment I have been warned that i.t is an offence pursuant to section 56 of the 
Bail Act, 1978, wilfully to make an acknowledgment under section 36(2) (b) of that Act knowing it to be untrue In 
a material particular. 

Signa~ ........................................................................................................................................... . 

This acknowledgment was made before me at ...................................................... - ..................................................................................... . 

_ ........................................................................... - ........................................................................................ on the ............................................ d ay of 

---· .. ····· ......................................................................................................... , 19 , and I did, before the acknowledgment 
was made, warn the person making the acknowledgment that it is an offence pursuant to section 56 of the Bail Act, 
1978, wilfully to make an acknowledgment under section 36(2) (b) of that Act knowing it to be untrue in a material 
particular. 

(Authorised Officer I 
Justice or the Peace) 

NOTE - Section S4(2) or the Bail Act, 1978, provide:, that an authorised officer or coun to whom or with whom a person. other than the 
accused person. makc:s an acknowledgment pursuant to a bail condition shall forthwith give or cause to be given to that other person a copy 
of the condition or a notice setting out the terms or the condition. 



ACCEPTABLE PERSON - APPLICATION 
(BAIL ACT 1978) 

ACCUSED NAME: 

AMOUNT OF SECURITY/CASH REQUIRED $ 

APPLICANT: 
ADDRESS: 
OCCUPATION: 
SOURCE OF INFORMATION: 

1. How long have you known the accused? 
What is your relationship to the accused? 

2. Have you had any criminal convictions? 
3. Do you have any criminal charges outstanding? 
4. Do you have any Bankruptcy proceedings pending/in progress? 

• If Yes provide details: 

5. Are you currently Surety in any other matter? 
• If Yes provide details: 

• Yes/No 
• Yes/No 
• Yes/No 

• Yes/No 

6. BAIL CONDmON 4(d) - ENTER AGREEMENT WITHOUT SECURl'IY TO 
FORFEIT AN. AMOUNT OF MONEY -,Provide full details of your finan~al resources to pay 
the amount required, should the accused fail to comply with the bail undertaking. (cg Bank accounts, 
furniture, car etc). 

7. BAIL CONDITION 4(0 - DEPOSIT ACCEPTABLE SECURITY. 
What security are you providing & is it subject to any existing claim or encumbrance? 

8. BAIL CONDmON 4(h) - DEPOSIT CASH. 
Is this your money? *Yes/No 
Provide details of where you obtained the money. 

I hereby apply to be considered as an acceptable person under the provisions of the Bail Act, 1978, and I 
understand that should any answer that I have given be untrue or wilfully misleading I may be charged 
with a Criminal Offence. I further understand that if the accused person fails to comply with any 
conditions of his/her Bail undertaking then the money/security that I am lodging, may be forfeited to the 
Crown, and, should I desire to be discharged from my obligation under the Bail Act 1978, I must make 
application to the Coun whilst the accused person is present before the Coun. 

I the Applicant. do solemnly and sincerely declare and affirm that the answers I have given in this 
application, are true and correct and I make this solemn declaration conscientiously believing the same to 
be true, and by vinue of the provisions of the Oaths Act 1900. 

DECLARED on 
before me 

Justice of the Peace. 

Applicant 
at 

Appen 



Appendix 

BAIT., ACT 1978 

APPLICATION TO THE SUPREME COURT OR THE COURT OF CRIMINAL APPEAL 

FOR BAIL OR REVIEW OF BAIL OR VARIATION OF EXISTING BAIL CONDmONS. 

1. I, ... .. ..... ... ... .. .... . ... .. ..... .. .. ...... .. ................ .. ......... (full name) 

of ..... .. ...... .... .. ...... .. .......... .... ..... . ...... ...... . ..... ........... . . 

. . . . . . . . . . . . . . .. . . . (address)( .............. Phone No) ( .... .. ........... . 1vfiN if known) 

make application for - D bail 

D review of bail determination 

D variation of existing bail conditions only 

NOTE 

(a) You must nominate only ONE of the above choices. 
(b) If you -

(i) remain in custody because any bail condition has not been complied with; and 

(ii) want only bail conditions varied, 

you should choose "variation of existing bail conditions only" above. If the bail condition you want varied 

was imposed by a court other than the Supreme Court and you remain in custody because that bail 

condition has not been complied with, you must make your application to that other court, not to the 

Supreme Court. 

2. What is your date of birth? ................ ....... ... . 

3. Do you need an interpreter? D Yes D No 

IfYes, what language? ...... . ....................... ..... .. .. ....... . 

4. If you are an Aborigine or Torres Strait Islander -

(a) Do you want the Aboriginal Legal Service to repr~sent you in your application? D Yes O No 

(b) If Yes, do not answer Question 5. 

5. Do you want the Legal Aid Commission to represent you in your application? D Yes D No, 

If No, who will represent you at the hearing of your application? ...... .. ......... . ............. . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ,: . ...... .. .. .... . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( name of solicitor and firm and, if known, fax no) ' 

6. To what charges does your application apply? .. . ...... ... .......... . .. .. . . .. ....... . ....... _r 

........ .... ... . ... . . ... .... . ............ .. ...... . ...................... ... ........... 

Page 1 of 4 
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Juvenile Justice Centre 

Clause 25 

BAIL ACT 1978 

NOTICE BY C USTODIAN CONCERNING PERSON IN 
Cu'STODY MT.ER GRANT OF BAIL 

To: THE REGISTRAR, 

COURT AT • • .••••••..•. •••••. •• •• • • •• 

TAKE NOTICE THAT 
(NAME) 

OF . . . . . . . . • . . . . . . . . . . . . . . . . . . • . • • . • • . . . . . . . . . . . . . • • . . 
(ADDRESS) 

WHO WAS GRANTED BAIL BY THE COURT ON . . . . . • • . . . . . . . . . . . . . . . 
(DATE) 

REMAINS IN CUSTODY, STATING THAT HE/SHE CANNOT 'C'CMPLY WITH THE 
FOLLOWING CONDITION (S) OF BAIL, NAMELY: 

Appendix 14 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

FOR THE FOLLOWING REASON ( S) : • . . . . . . . . . . • . . . • • . . • • . . • • . . . • • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • ♦ • • • • • • • • • • • • 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

FOR ExECUTIVE MANAGER 
JUVENILE JUSTICE CENTRE 

DATE: I I 
COPY 1b : D FILE (LEGAL MANDATE SECTION) 

JJO / CYC 



Form 11. 

Bail Act, 1978. , 
Clause 16. 

REQUEST FOR REVIEW OF BAIL DECISION ' 

NAME OF ACCUSED: .................................................................................................................................................................................................... :..... l 
(da1e of hirlh} 

OFFENCE(S): .................................................................................................. : ........................................................ ..................................................... . 

(I) Request is made pursuant to Part VI of the Bail Act. 1978. to the 

...................................................................................................................................................................................................................................... 

at ....................................................................................................................................................... ............................................................................ . 
(place} 

for a review of a bail determination made by ........................................... ......................................................................................... . 
(name of cour/ or ,m,horised officer} 

at. .................................................................................................................................................................................. : ............................................... . 

(2) Bail was on the ............................................................................................................................................................................................. day 

of ...................................................................................................................................... 19 . ••refused/ dispensed with/granted 

with the following conditions:-

••••••••••••• ••••••••••••••••••••••••••••••• ••••••• ••••••••• • ••••••••••••u•••••• •••• •• .. • •••••• •••••••••••• ••••• •••• •-••• • •••• ••••.,•••• ••• •••••••••••••••••• ••••••• ••••••• • ••••• •••••••••••• • ••• • ••••••••••••••• ••••••••••••••••••••• 

···················"•····························································" •'··················" ··"···•··················································································•"····················· .. ·········· 

·················· .. ·············•"····················"························"·· .. ················•·••····························· ................... ............................................................................ . 

........................................................................................................................................................................................................................................ 

(3) The accused person • • is in custody at ............................................................................................................ .. ......................... prison 

OR .. has been released and resides at 

.................................................................................................................................................................................................................................................... 

.................................. .. ............ ,, ............................................... . 

(*Insert either Court of Criminal Appeal, Supreme Court, District Court or Local Court). 
r••<;,,.;1,,, m,r whichever is nor avvlicable). 

Applicant 

Date / 

S.O. 3346 -~it. ••11--•-···· 



State whether assistance and representation by the Public Solicitor (if available) is required at the hearing of 
this application: [ ] Yes [ ] No 

Any other matter considered relevant: _____________________ _ 

PARTICUIARS TO BE COMPLETED WHERE APPLICANT IS IN CUSTODY AT A PRISON: 

Name in full: ____________________________ _ 

Establishment wherein detained: ______________________ _ 

The applicant is at present: 

* on appeal to the Court of Criminal Appeal/District Court; 
* under committal for trial/committal for sentence to the Supreme Court/District Court; 
* on remand to appear at a Court of Petty Sessions 

the particulars of which are as follows: 

COURT AT CHARGES DATE 

In my opinion an Interpreter in the ____________ language will not be/will be required 
at the hearing. 

, The information set out within has been supplied by the applicant and so far as it relates to his/her detention 
is correct. 

Particulars of charges on which he is being held have been extracted from the prison records at __ _ 

Records indicate that a prior application for (reduction of) bail was heard by the _______ _ 
(name of court) 

at __________________ on _____________ _ 

(place) (date) 

Referred for favour of consideration please. 

(signed) For Superintendent 

---------- Prison 



Details of family ties in New South Wales at time of arrest: , 
(I) State whether: [ ] married, [ ] married but separated, [ ]single, 

[ ] living in a de facto relationship r 

(2) Number of dependent children (if any): __________________ _ 

Ages of such children: _______________________ _ ,, 

(3) Other dependants (if any): _____________________ _ 

Details of property ties in New South Wales ( or elsewhere) at time of arrest: 
(I) Real Property: ______________________ _ 

(2) Personal Property: 

Details of occupational ties in New South Wales (or elsewhere) at time of arrest: 

(1) If in employment at time of arrest, name and address of employer and period of employment: 

(2) If not employed at time of arrest, period of unemployment and name and address of last employer and , 
period of employment: _______________________ _ 

Financial commitments (if considered necessary): _________________ _ 

GENERAL: 

State whether you have made a previous application for bail on the charges the subject of your present 
application: [ ] Yes [ ] No 

If so, state: (1) Where last application was heard: _______________ _ 

(2) Result of that application: _________________ _ 

Particulars of charges on which bail is sought: 

Court Charges Date to Appear 

State whether services of an Interpreter are required: [ ] Yes [ ] No 
If so, what language: _____________ _____________ _ 

State whether represented by a solicitor: [ ] Yes [ ] No 
If so, name of solicitor, address: ________ ________ ______ _ 

Telephone: _ _______ _ 



(I) 

(2) 

(3) 

I * 

** 

Bail Act 1978 
APPUCATION FOR BAIL 

Appendix 12 

_________________________ who is in custody at 
(name) (date of birth) 

______________ , charged with ___________ _ 

--------------------------applies to the 
________________ at _____________ _ 

(name of court) 
for: 

(i) bail to be granted; or 
(ii) conditions of bail to be altered, pursuant to the Bail Act, 1978. 

The applicant was last ** refused / granted bail conditionally on _________ _ 
(date) 

by at 
*(name of court) (place) 

The applicant is next to appear before 
*(name of court) 

at on 
(place) (date) 

Signature: Date: 

Insert either Court of Criminal Appeal, Supreme Court, District Court, Court of Petty Sessions. 
Strike out whichever is not applicable. 

Clause 6(2) of the Bail Regulation, 1979, provides that an application for bail may be signed by the 
accused person or, on his behalf, by his solicitor, lawful spouse, parent or guardian. 

PARTICULARS OF APPLICANT (optional) 

Address prior to arrest: _____________ ____________ _ 

Occupation at time of arrest: _______________________ _ 

Proposed address if granted bail: ______________________ _ 

With whom expecting to reside: ______________________ _ 

Proposed occupation if granted bail: _____________________ _ 

Name and address of proposed employer (if known): ____ ___________ _ 

Nationality: _____________________________ _ 

Whether or not the holder of a current passport: _________________ _ 

Whether or not an application for passport is pending: _______________ _ 

Names, address and occupations of proposed sureties for bail: 

(1) - ----------------------­

(2) - -------------------- ---



.............................. /", .... .... ........... . .............. . 

7. (a) What is the date of your next appearance in court on these charges? ................. . 

(b) In which court are you appearing next? 

D Court of Criminal Appeal D Supreme Court D District Court D Local Court 

at ............... . 

8. Have you had a committal hearing at the Local Court? 

(a) If Yes -

D Yes D No 

(i) What was the date? ............................ . 

(ii) Which Local Court? ......... ... ........... . .... . 

(b) If No, has a date been set for the committal hearing at the Local Court? D Yes D No 

If Yes -

(i) What was the date? .............................. .. . 

(ii) Which Local Court? . ...... .............. ... . ... .. . 

(c) Have you been committed for trial or sentence? D Yes DNo 

If Yes -

(i) was it for 

(ii) which court 

Dtrial 

D Supreme Court 

at . .... . ... .. ........ ... . 

□sentence -

D District Court 

( d) Are you presently on appeal after trial or sentence? D Yes D No 

If Yes, which court? D Court of Criminal Appeal D District Court 

9. Are there any co-accused (or co-defendants) in this matter? D Yes D No 

If Yes, who? ..... ...... .. ....... .......... ........... .. ... ... . ....... , ............. . 

I O. Are you presently in custody? D Yes D No 

If Yes, please answer the following -

(a) What date were you taken into custody of these charges? ..... . .............. . 

(b) Are you presently serving a sentence? D Yes D No 

If Yes, when are you due for release? ............. . ..... . ........... . . 

(c) Which gaol are you presently in? . . . . .............. . .. .. ......... .. ....... . 

( d) If released on bail, where do you intend to live? ............ .. . ... .. .... . ............. . 

... ........ ............. .. ............. (address) ( .... . ............. Phone No) 

11 . Who is the police officer in charge of your case? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... 
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ANSWER QUESTIONS 12 TO 15 ONLY IF YOU REPLIED "VARIATION OF 

EXISTING BAIL CONDITIONS ONLY" TO THE CHOICE IN PARAGRAPH 1. 

12. If you-are you in custody, is it only because you have not complied with a condition of the bail which you 

are seeking to have varied? D Yes D No 

13. What court granted the bail , a condition of which you seek to have varied? 

D Court of Criminal Appeal D Supreme Court D District Court D Local Court 

NB If the bail co11ditio11 you want varied was imposed by a court other than the Supreme Court and ye 

remain in custody because that bail condition has 1101 been complied with, you must make your application 1 

that other court, not to the Supreme Court. 

14. What variation are you asking for ? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

15. On the previous grant of bail, was there any surety involved? D Yes D No 

If Yes, please state the name and address of each surety . .. . ......................... . ..... .. . 

NOTE 

If a surety was involved, unless the surety appears in person at the hearing of this application and consents 

it, you will be required to produce at court at the hearing of this application -

(a) evidence of notification of the surety of the date of listing of this application and of the nature of 1 

variation sought; AND 

(b) the written consent of the surety to that variation. 

16. If this application is to the Supreme Court -

(a) Is this your D 1st D 2nd D 3rd D 4th D More 

Supreme Court in relation to bail? 

application of any kind to 

(b) If the answer to (a) is not "1st", please state the special facts or special circumstances which justify 

making of this further application. 

IF THIS APPLICATION IS TO THE SUPREME COURT. YOUR APPLICATION WIU NOT 

ENTERTAINED UNTIL A SATISFACTORYANSWERISGIVENTO THIS QUESTION. 

REPRESENTATIVES OF THE LEGAL AID COMMISSION (OR, WHERE APPUCABLE, THE ABORIGINAL LEGAL SER'I 

WILL ASSIST APPUCANTS WITH THIS QUESTION IF REQUIRED 
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. . .. .. . ........... . ........... .. .. ... . . . .... ..... ...... . ...... ...... ............. .. 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . ---. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. ... 

I 7 If this fonn is completed by a solicitor on behalf of the applicant, what approximate time is it anticipated 

that the hearing of the application will take? . .... ..... . ...... ...... ..... .. . .. ... ............ . 

18 Any other comments you wish to make . ........ .. ... ..... .. . ...... .. ... . . .... ..... ..... .. . 

. . . . . . . . . . . . . . . . . . . . . . : .......................... . . .... . ..... ... . ........ . ...... . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . · .. . ......... ..... . 

. . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ·• .. . ..... .. ... ...... .. . . . .. . .. ... ........ . ...... . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
VOTE 

a) This note applies only if-
. (i) this application is to the Supreme Court and will be lieard in Sydney; 

(ii) you are a male; and 

(iii) at the time this application is filed in the Court, you are in custody but are NOT in-

(A) a detention centre within the meaning of the Children (Detention Centres) Act 1987; or 

(B) the Parramatta Correctional Centre, the John Morony Correctional Centre, the Park/ea 

Correctional Centre or the Silvenvater Correctional Complex. 

b) Subject to paragraph (c), the hearing of this application will be conducted by means of video link facilities 

without your personal attendance at court. Video link facilities allow two-way audio and visual 

communication of television standard between the Court and the Long Bay Correctional Complex, 

including private communication between you and your legal representative. If you are in a country 

correctional centre, you will be sent to the Long Bay Correctional Complex for the hearing. 

c) The Court may, if it is in the interests of justice to do so, order that the hearing of this application is not 

to be conducted by video link. An application for such an order -

(i) must be in the prescribed form, which is available on request; 

(ii) must be filed with this application, together with any supporting documents; 

(iii) will be dealt with before this application is placed in the list for hearing; and 

(iv) may be dealt with by the Court in the absence of the public and without any attendance by or on 

behalf of yourself. 

Signed ... . .. .. . .. . .. ... .... .. .. . .. Date . .. ... . ..... . . . 199 .. . 

Page 4 of 4 



!'are of offerrer to . 
wnn order relates 

r:ate of Birth of afferrer 

N:rre arl a:i::h:ess of _t:ers::nS 

resp::nsilil.e for afferrer 

qi:rerrra::e by , 

CONI'IDL ORDER 

<hildren ( a:iminal P.r:o:e3:tin;s) let 1987, s.33( 1) ( g) 
Chi.1dre:l (Eet.entim Centres) let 1987, ss.11 & 12 

S:ntm:::ID9 let 1989 

Appendi: 

01i.1.drens M:gistrat:e 
(or aJth:ri.ss:l M:gistrat:e) 

Otl.1.dn:ns Cruet, . . this d3:y :Eat- tte affen:e( s) liste::1 

'1re Cb.Irt rra::e en orrer anmi.tt:ing tl:e i:ers:n· to tl:e a:ntrol of tl:e Minister in tre folJoor:g tems:· · 

c.c. Clffen:e ( .irx::J.1.re let arrl : Mirrim..m : to lrl::litimal F.oo:1 : to 
tb. S:ct:im) term : wmece term teml : wmece 

: m : 01 

: : 
: : 
: : 
: : 
: : 
: : 
: : 
: : 
: : 
: : 

: : 
: : 
: : 
: : 
: : 
: : 
: : 
: : 

+ -'lhis/IlESe off.en:e/s at-bat tre Victirrs Q::rip:nsati01 fe.J'_fof Q0.00 p:r affen:::e. 

'1re d3:y m W'lich tte afferrer will te eJicibJe to te rele:-e=rl fton det.entim or 01 p:m:Jle is: 

'1re eruct dil:e::te::l tte :release of tre offen:3er 01 parole as s:::x::n as tte affen::ler b:m1e; eJ igibJe, SLbjoct to 
tte a:n::litims pres , ited by tte Fe:J.tlat:i.cns, (*arl ~ fierl tre fo1J.a.ling a:n::litims): 

* '1re eruct state:l tte fa1..1a.l.ing .reascn for its ds:::i.stim to set: 
** kl cd:litimal teJ:rn th:rt e,«::ee:is ae-t:h:i.rrl of tte mini.nun term. 
***A f:b<ai teJ:rn .inste:rl of m:in:im..m arl axet:icral tems. 

r:et.e:1 tte d3:y of 19 

(~te j£ j~]icro]e) 

(seal) 



Appendix 18 

NAME OF INFORMANT: ........................................................................................................................................................... . 

ADDRESS OF INFORMANT: ............................................................................................ TEL.NO.: .................................... . 

Form 12. Bail Act 1978. Clause 20. 

NOTICE OF CONTINUANCE OF BAIL 

NAME OF ACCUSED PERSON: .............................................................................................................................................. .. 

ADDRESS OF ACCUSED: .......................................................................................................................................................... . 

DATE OF UNDERTAKIN.G: I I 

TAKE NOTICE that the proceedings in respect of which you gave a bail undertaking have been adjourned-

* to the ....................................................................................... at ................................................................................................. .. 
(n.am;, of court) 

on the ..................................................................................... day of ............................................................................................. .. 

19 , at 10 a.m. OR 
* to such time and place as will be notified to you in a notice to be given or s·ent to you. 
* The conditions of the bail have been varied in the following manner: 

CERTIFICATE 

* I certify that this document is a copy of the notice given to the accused for the purposes of section 34 ( l ) of the 
Bail Act 1978, and that I did give notice to the accused person by delivering it to the person personally. 

(•Striu OUI if Ml applicable) 

Prescribed Olliett 

DATED 

M.N. 669 



Appe~ No· Case Nos: 

NOTICE OF APPF.J\J_J TO 1"'f-IE DIS'fRICT C~OURT 

Name of Appellant: 0 .0.8.: 
Addres~ or App&llant. 

Pie.Ce of Convict:on/Order: 
LIC. NC.: 

D::ile of C:0r:·:lc.'.:0n/O:oer: 
Name or Magistrate: 

Otfenccs: 

TAvr::r'OTICCth-t1'"'" - bn•11·., ·,,.--i -:.pr•-~1•-,...• ·- 1,:)• .. -' r !o .... , ,~Ll-' "· :;,-:::. r. ;<: ., ···• - .• r1' - ;~ '1h C'C "l c- .r. . ... . c;- 0 .,\; l•~·1:~u '- ,,c IC.It :, .. .. , , ... ... . r.,t't~--=---! .... .. . .... ...,, ... , ... _.,_ . ..,(., 1.09~ :i lS, . e 
"i:,oveT!lenior.!l?j c0nviclio.1~ 1:,r omei5 on the !0:!c•,•M,::3 g;-uund$; 

Pe:ialty i~ too se·-1e.re; 

Dated: 

Appellant's solicitor is: 
of: 

: c-i!: net gu:lty; 

Signed: ............. ...... . 

!r,::i.cieq i.1~c: penally 

Ph: 

Appendix 

----·-· -··-------- --
NOTIFICATION OF APPEAL 

ThlS :10•,:r.: c"1 ,,,.,,,,·,;:.: \" •"::> ( l'ld• l<"•u ::;: 1'1· i=- ~I . ,...,..., r.c-r .. ...... ' "'"'' ,. :::,- ,, " . ., . . ... . 
c..1n s~~ ..;·: t;!!eaf fo1 i.;~1ai1:. cf ih~ il."C<J~r<il.;_mc..~' ,-;r Bai: w ,;w~ecut~ u,e ar,pe.:!l. 

At this uma n·,e ~-ppe;rar.t is: In custoay; on t~~n. c-t large 

trhe Appeci! : !$ l:st~c ol . Di!:!dct Cour: 0:1: 

(CR) : ¼ii: bB listed c-:..;, 1;t1;1: ~c<le anJ :nE.- p,t~ies will b~ r:c!;fieu. 
•;.. trcm:cript hc1s teen crr,~r~d from !,1;: 1:ar:5criptior: Cent,e ❖!: 

IN()Ui.RJES RE!.ATlNG Tr) 11·!1$ APPf:P.!.. Ml\\'[,[: MA0f: TO THE Ol:.;: EICI" COURT CRINilNAL 
REGISTRY AT: . PH: 

Dated: 
Clert-. of the Local Court at: 

----- - ··- ..... ···-·--··---·-·· ---------------

.... - -- ·-----



Annexure "6A" 

APPLICATION FOR LEAVE TO APPEAL TO n-E DISTRICT COl.RT. 

I, the undersigned, hereby apply to the District Court sitting 

at 

for leave to appeal against a conviction/order made at the Local Court 

at 

for 

on 

Notice of intention to appeal stating the grounds of the appeal is attached. 

The reasons for the failure to give notice of intention to appeal and the 
grounds 

of appeal within the prescribed period of 21 days are: 

Dated this day of ,19 

Appendix 20 

Applicant/ Appellant -------------
Address -------------



September 1994 ORIGINAL IS DOUBLE-SIDED 

Legal Aid Commission of NSW 

Application for Legal Aid 
(Duty Lawyer) 
To be used for Local Court Criminal Matters, Children's Court Matters, Local Court 
Family Matters, Supreme Court Bail Applications and Mental Health 'Duty' Matters. 

•. 
~ Yourname? . 
" Given names 

• Ot~er dependen~•- what is their r~laponship io y_~u?
1 
~ 

8 Are you a member or ex-member of the Australian 
Defence Services or a dependant of one? 

No O Yes 0 15 Your child maintenance "' 

9 Your occupation? '-------------' 

10 How do you earn your income? (CT6) 

0 Employed (E) 0 Sickness (S) 

0 Self employed (F) 0 Disability Support (I) 

0 'Unemployment' benefit (U) 0 Age (A) 

0 Sole Parents Pension (P) 0 Austudy/Abstudy (D 

0 Widow/er (W) 

0 Other, please s;_pe_c__:__ify_:(_:0)__::========~ 
Employer's name 

How much child maintenance ·1s 
do you pay per child.per week? .'-· --------~"' 
TOTAL PAID ,-IS--- ----",'. 

16 Your declaration . ..~ 

Make sure the information you have given !s true·and : ···•t' 
correct. Under the Legal Aid Commission Act, 1979 you 
may be fined up to $1,000 or sent to gaol for six months if · 
you are convicted of giving us informa,ion which you knO'# ~' 
is false. I declare to the best of my knowledge and belief 
that the information I have given is true and correct. 

Signature 

Date I I 



For official use only - complete all information 

ans Test Income Assessment (see page 1) 

Client's net weekly disposable income ! ~s----'-p-w j 

Jrt Details 

Type. of proceeding (CT61) 

0 Children's Court 

0 Summary (Local Court) 

0 s476(Loca1Court) 

-0 Mental Health Review Trib. 

0 Off enders Review Board 

0 Committal (Local Court) 

0 Supreme Ct Bail Application 

0 Local Court (Family Law) 

0 Mental Health Mag.Hearing 

0 Visiting Justices Hearing 

Type of Matter (CT18 - use condensed codes) 

._ ___ ____.I . 

·.: -~J 
Date· ofneit appeara·~~e/s ' 

. I 1 . i" . I' :1 :::1 ::::_-_-..J ._ ___ 1 ___.jr . 
.'. ( ., - ... 

I I I I 

Name/s ot.~ny co-~ccused 

_Chai-De(s) · Plea 

7 

-----, 
I 

1--------------------- - --l 

1,--- -· 

1----- . ---- -- - ---- ---______ _, 

• Arrest and bail 
0 Onbail 
0 In custody If yes, state location 

Give details 

• Probation/parole 

0 On probation 

0 On parole 

Name of probation office/officer 

• Criminal record 

1------- - - ---------·---- - ------­

'----·----------------l 

.• ~- - -----·-·-- ·------- ·- -·- -·-·- ---·-. -

• Employment and background . 

Give details, including health and employment background 

>---------------------

1---------------- ------ - ---
1---------------- ---·--·- -------·-·· -

----------------·--··---·- ·-- .. 

·- .. ------·- - ---· --- ---------. - - --
------·---------- -· - -· - --• - - ---···- ----
1---- ----- ------·--· ·- . --- -- ·- -

- ---------

-- - · ·-- .. .. ----



.. 

Legal Aid 

0 Granted 

0 Refused 

ORIGINAL IS DOUBLE-SIDED 

For official use only - complete all information 

If refused, reason refused (CT12) . 0 Means (A) 

0 Guidelines (E) 
If discretionary grant made. give r!l?sons 

b-~-
• Date of decision 

I I 

• Solicitor's name I 

Legai aid.office/Finn name'and address 

·:I-, ----------- -~ 

I 

Date 

I 

• ·,.Coram 

- --------------------

-· - ------·-----< 



1---- - -------- -----------------------------------·--·---·---
- ·------·-··-----

1------ ------ ----------- ------ - --- --··- - ---- ·---·--·· -· ---··-·------ - -·---··-·-
--- ------------------- -------------- -•-- -·-· ---· ·-•-·-··-- --·· ·--- ---

-·-------- -- - ---- - - ----·-
1------------------------::-- - ----·----·-- ------------------··---

1---- ------------------ ---------------------- - --------·-·--

'l• \,• _; 

1;,.:·1-----------------------------------------------------; -· ... 
~~ '--~- ~.,?.!:~ _,)~ 
;1~:1----- --- ---------- ------------------------------------;I -. ~•":',.•::t-"' 

... ~ • .. /.-0t:.,,.~·z~;.. 
~ -~ i------------------------------.,,,:-------------------------1 .~~,. '~~j·';/'~·-
:.., 1:,-;:...._,-.f,·,~~-
' ·"1 • •+,d~\:,"'..-~Jl; 
;{ /;<:. ;>ff.I~!> 

.~ ~~t:..:.::~"-:'"'\1\:"' 
j'~~ ~~:•i1~~;~, 

1
\ 

.".~· -:1, . . t~~/ ~,,..:-.~ • ~,-•.\"<:' ,• ;r.:r-._•,,· 
,"jJ.~~~ i: :::(i.;-: 

i' -~--- -------- - - ---------------------------------------1.-,. , '!t ·--~". 
I '.~/t~'.~·;; -~~/:~ G; 

1--------------------------- ---------- ---------------j '~-,:~ff:\~;' 

1plete for all criminal matters 

Circle D=Duty or C=Case i Previous related application numbers 
!------·- --- - -- -,-----------·--·-- -

.D IC i 

DIC 
------- ---· 

DI C 
DIC 

~ -·- -· --· ---·. . .. 
DIC 

:----~ 
. ---1 

: I 
~ ------- -·. 

DIC 
__ : _____ l 

•,, . ,"~ ... ·~. .,.) 

Legal Aid New South Wales 
Head Office 
Central Square 
323 Castlereagh St 
_Sydney NSW 2000 

PO Box K847 
Haymarket NSW 2000 

DX5 Sydney 

Telephone 
TTY 
Fax 

(02) 219 5000 
(02) 219 5700 
(02) 219 5935 

1:,:, ·.,· '. 

:,,;.:;_-~· ·: .. , .. ) 

. ·. ::•i/ ~ ~ ' 

~\·. t .~ 
~-t, •• '., 
• ':1,1. • 



State 
offence 
shortly 

~ Total 
outstanding 
including 
costs 

...... 
-~~'tPltl!lfT(O 
~"'AUStV.4 LIA 

, . ,,-.. -... -.... ,. 

Card No.: 
Case No.: on 

WARRANT OF COMMITMENT FOR A PENALTY 
Justices Act 1902 

_Children (Criminal Proceedings) Act 1987 
Children (Detention Centres) Act 1987 

Appenc 

TO all Police Constables in the State of New South Wales and to the Superintendent of 
the Detention Centre at in the 
said State. 

BY VIRTUE OF AND FOLLOWING a finding against 
(born on ) 

(hereinafter called the Offender) for * 

the sum of** 

dollars due for payment by the said Offender remains unpaid; 

THIS WARRANT commands you the said Constables of Police or any of you to talce and safely 

convey the said Offender to the said Detention Centre and there deliver him to the 

Superintendent thereof together with this warrant; and I do hereby command you the said 

Superintendent to receive the said Offend~r into your Detention Centre al)d there to detain him ' 

and keep him for the space of 

·DAYS unless the amount mentioned and the sum of . 
DOLLARS for costs of enforcing the finding including the costs and charges 

of conveying the said Offender to the Detention Centre shall be sooner paid but subject to the 

provisions of section 94 of the Justices Act 1902, and for so doing this shall be your sufficient 

warrant. 

DATED this day of 

Children's Court (or) Local Court at 

in the said State. 

Penalty 

Court costs 

Enforcement costs 

Address of Offender 

S.O. 2375 MN 179 

$ ( ) 

$ (Revenue fees) 

$ (Revenue fees) -----
$ 

19 , at the 

Justice of the Peace 



Fee:$ 

•summons 

• Warrant 
Issued 

Appendix 23 

FOR HEARING AT THE 

ON 

LOCAL COURT 

INFORMATION- GENERAL PURPOSES 

Act No .. ?.?. ......... of 19 ... ~.?. ..... section . .?.?. ...... , 

( Regulation .) 

BE IT REMEMBERED THAT on this day 

of 

hundred and 

, in the year of Our Lord one thousand nine 

at 

in the State of New South Wales, 

of 

(hereinafter called the Informant) 

Juvenile Justice Centre appears before me, the 

undersigned, one of Her Majesty's Justices duly assigned to keep the Peace 

of Our Sovereign Lady the Queen in and for the said State, and 

informs me that on the day of in the 

year of Our Lord one thousand nine hundred and 

at in the said State, one 

born (hereinafter called the Defendant) 

being a *juvenile/ *detainee and being in the lawful custody of the 
Manager, Juvenile Justice Centre, did escape 
therefrom and whose whereabouts are unknown. 

contrary to the Act or regulat ion in such case made and provided; 

whereupon the said Informant prays that I, the said Justice will proceed in 

the premises according to law. and issue my warrant for 

the apprehension of the said *child/ *person. 

EXHIBITED AT 
in the said State on the 
day first above written, 
before me, 

Just ice of tht Peace. 

• !xJc1c whichever i, not applicable . 

M.N. 31 
SC> 1116 



Fee:$ 

•summons 

•warrant 
Issued 

I .:'~ • 

FOR HEARING AT THE 

ON 

LOCAL COURT 

INFORMATION- GENERAL PURPOSES 

Act No. ---~?. ....... of 19 .. ~7. ..... , section }.?.~.~~~.(a) 

(Regulation . ) 

BE IT REMEMBERED THAT on this day 

of 

hundred and 

, in the year of Our Lord one thousand nine 

at 

in the State of New South Wales, 

of 

(hereinafter called the Informant) 

Juvenile Justice Centre appears before me, the 

undersigned, one of Her Majesty's Justices duly assigned to keep the Peace 

of Our Sovereign Lady the Queen in and for the said State, and 

informs me that on the day of in the 

year of Our Lord one thousand nine hundred and 

at in the said State, one 

born (hereinafter called the Defendant} 

being a detainee and being in the lawful custody of the 
Manager, Juvenile Justice Centre, did fail 
to return from leave, and whose whereabouts are unknown. 

contrary to the Act or regulation in such case made and provided; 

whereupon the said [nformant prays that I. the said Justice will proceed in 

the premises according to law. 

apprehension of the said person. 

and issue my warrant for the 

EXHIBITED AT 
in the said State on the 
day first above written, 
before me, 

Justice of the Peace. 

• Delete wh ichever" not apphcablc 

M.N. 31 



COMMON LAW MISDEMEANOUR 

At in the State of New South Wales 
being a person in the lawful custody of the Superintendent of 
the Juvenile Justice Centre on the 
did escape therefrom to the evil example of others in like 
circumstances offending against the dignity of the Queen, her 
heirs and successors. 

Superintendent 
Juvenile Justice Centre 

Appendix 25 
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Appendi 

Warrant 111 rhe First Ins ranee to Apprehend c 
Person Charged 1-virh an Offence 

(JUSTICES ACT, 1902.) 

To all Police Constables in the State of New South Wales. 

WHEREAS on the day 

of 

hundred and 

, in the ye:ir of Ot1r Lord one thousand nine 

at 

in the State of New South \Vales, 

(hereinafter called the Informant) 

of Juvenile Justice Centre appeared before me, the 

undersigned, one of Her Majesty's Justices duly ;issigned to keep the Peace 

of Our Lady the Queen in and for the said State and on oath 

informed me that on the day of in the 

year of Our Lord one thousand nine hundred and 

in the said State, one at 

born (hereinafter called the Defendant} 

being a detainee and being in the lawful custody of the Manager, 
Juvenile Justice Centre, did •escape therefrom 

I * fail to return from leave, and whose whereabout are unknown. 

and oath being now made before me, substantiating the matter of the said 

Information: These are therefore to command you, in Her Majesty's name, 

forthwith to apprehend and bring the said Defendant before a Magistrate or 

some one or more of Her Majesry's Justices of the Peace in .1nd for the said 

State, to answer to the said Information and to be further dealr with accordi111:; 

to law., and issue my warrant for the apprehension of the said 

childci\·Cn under my Hand <111d St!::il the d::iy and ye::ir first abo\'e-writ!.!11, 

al, 

in rhe said Sc:ite. 

A Justice of the Pe:ici:. 



WARRANT llEQUEST r-ORi\l 

TIIIS FORM IS ONLY TO OE COM°PLITEO AND HANDED TO THE CLERK Of 
PETTY SESSIONS WHERE A WARRANT IS RECEIVED DIRECT 13Y POLICE FROM 
THE COURT. 

The Officer in Charge of Police. 
CENTRAL WARRANT INDEX. 

A w:irr:int, details of which arc set out below, h:is bccn issuc<l to Police 

:1t ------------- - - - - -- -·---
A rc..:cipl for tht! warrant is required from the Ccntr:il W:irr:int Index. 

Cour t Rcfcr.:111.:c Number. 
Ch:rk o f l'c11y Sessions 

--- ----· -- -- . - -- --·· -····-·--
Date 

l'C°II..ICE IU:()i.JESTI NG A WA RRANT Dll{ECT FR0 1\I A COURT \\'ILL FURNISII. 
Wlll-:l~E POSSIBLE. Tl-I E DESCRIPTION UETAILS OF TIIE OFFENDEI{ AS 
Hl:()UIH[D BELOW. 

N,\~:E ______ _ 

. Al)l)l~l:SS __________ _ ----·--·- ·-------
DAT!·: or- UIRTII _________ ___ TYPE OF WARllANT _ ___ _ 

OFFENCE------------------------- -

DATE Or- ISSUE OF WARR~'I.NT ______ AMOUNT$ ___ , _ _ _ _ _ 

WAIUZANT RETA INED BY ____________ _ 

STATION 
_____ ______ OATE ____ _ 

CA R NU1'1UER ·--- --- ------ LICENCE NUMOER ____ _ 

r-urnllER DESCRIPTION FOR f-iRSTINSTAN CE \\',\RllANTSONLY 

SEX·- 1'1A LE/ FEMALE HEIGHT _______ METRES 

RACIAL APPEARANCE _________ _ ·D 
\VI ll: RE UORN 

IIAIR 

___________________ BUI LO ____ _ 

·□ 
EYES _____ _ _ 

·□ 
1'1.-\llKS (Include :ill t:ittoos, s:.:Jrs, :imputations and deformities) 

-- ·----------- - --- --·-------· - --
- - ----- ---------- ------- - ·--------

·---------------------

· 1~ _14 1 ; )4 1234 1'234 1 '2 34 12 ).\ 12)4 1234 

I I I I 11 I I I II I I i II I I I II I I I 11 I I I II I I I 11 I I I I 
Pl IOTO NUM 8ER ------- - -------------- - - -

1'0 U(E IN CHARGE AND ST ATION 

• llo:-.:..-s .ire for offi~·..- t1sc on l~ 

OITICI: US I: 01'-: 1.Y 

SI l(>l-T TIT LE OF OFFEi\C: " 

l) [ S l"i :--' ,\ \'IU:'\' l'UUl.. I: ST_: .. :·10:•; - ---·-- --· ··-··- ····-- ---··-- ·------
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