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30 August 2021

our Ref: GIPA21 [

NOTICE OF DECISION

Dear [

| refer to your access application under the Government Information (Public Access) Act
2009 (GIPA Act).

You applied for the following information:

e 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, | 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, | 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.

| 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, | 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 | 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 | can take into account are those set out in the table to section 14 of the
GIPA Act.

| 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, | 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
e external review by the Information Commissioner, or
o 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 / 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

Case plan / case plan contract — see Case
management

Centre Support Team — see 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

Department of Juvenile Justice (NSW) August 1998

Fast Index



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p.2

Failure to return from leave, 415-419

Family and significant others — see Visits, to
centres

Firearms, brought inta 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, 405415
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

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 Qut/ 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

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, 181-203
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

| 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.

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

Ao bt

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

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

Please write clearly the new procedure/wording you propose (use additional pages if
there is insufficient space here):

Unless it is obvious, please give a reason for the proposed change:

‘Name: Tel.:

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.

Department of Juvenile Justice (NSW) August 1998 Reply Form
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Contents
Page
Fast Index 1
Preface 4
Amendments Proposal Form 5
Contents 6
List of Operational Forms 9
List of Appendices 12
Delegations ~ Act 13
Delegations ~ Regulation 19
Section 1 Movements In 25
13 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 or overnight leave 46
1.13 Personal property 47
Section 2 Movements Out 53
2.1 General escorting procedures 54
252 Approval for escorted movements out of the centre 55
2.3  Organising escorted movements of detainees 57
2.4 Transfer of a detainee to another centre 62
2.5 Transfer to an adult correctional centre (prison) 68
2.6 Under escort — community-based activities 73
27 Under escort — other services 85
2.8 Leave from a centre 97
2.9 End of custody 111
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Section 3 Detainee Services 120
351 Co-ordination and provision of detainee services 121
3.2  Departmental programming model 129
;. Case management 136
34 Nursing and health services 157
3.5 Psychological services 161
3.6 Sex Offender Program 166
3.7  Alcohol and Other Drug Program 172
3.8  Forensic Program 178
3.9 Violent Offender Program 181
3.10 Juvenile Justice Community Services 185
Section 4 Visits and Other Contacts 190
4.1 Visits from family and significant others 191
4.2 Community groups and representatives 203
4.3 Official visitors 214
4.4 Police 219
4.5 Legal representatives 226
4.6 Media visits 228
4.7 Use of telephone and postal services 237
Section 5§ Behaviour Management 243
5.1 Introduction 244
52 Incentive schemes 244
5.3 Minor misbehaviour 247
54 Confinement (punishment) 259
5:5 Serious misbehaviour 266
5.6 Segregation (for protection) 273
57 Use of force 281
Section 6 Security 287
6.1 Introduction 288
6.2 General security procedures 290
6.3  Supervision of detainees 293
6.4 Routines 296
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
6.12 Searches of units and other areas 315
6.13 Personal searches of detainees 318
6.14 Handcuffing detainees 333
6.15 Emergency procedures 345
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Section 7 Incidents 348
Tl Introduction 349
T2 Focus areas for managing incidents 351
3 Reports and allegations of previous incidents 357
7.4  Assaults on detainees - special information 357
7.5  Time-frames for written reports 358
7.6 Filing and record keeping 359
7.7 Reporting checklist 359
7.8 Incident reports and forms — information and responsibilities 361
7.9 Staff assault on a detainee 364
7.10 Detainee assault on a detainee 371
7.11 Detainee assault on a staff member 378
7.12 Substance use / possession 385
7.13 Injuries / accidents 392
7.14 Attempted escape 397
7.15 Escape 405
7.16 Failure to return from leave 415
7.17 Attempted suicide / self-harm 419

Section 8 Legal Matters 431
8.1 Bail 432
8.2  Appeals 448
8.3  Parole 455
8.4  Calculating leave and outing eligibility 459

Operational Forms 468

Appendices 569
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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.

JJ-CWO001
JJ-CW002
JJ-CWO003
JJ-CWO004
JJ-CWO005
JJ-CWO006
JJ-CWQ007
JJ-CW008
JJ-CW009
JJ-CWO010
JJ-CWO011
JJ-CWO012
JJ-CWO013
JJ-CW014
JJ-CWO015
JJ-CWO016
JJ-A001
JJ-A002
JJ-A003
JJ-AQ04
JJ-A005
JJ-A006
JJ-A007
JJ-A008
JJ-A009
JJ-A010
JJ-A011
JJ-AD012
JJ-A013
JJ-A014
JJ-AD15

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

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
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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

JJ-A020 Use of Force Return

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

JJ-A023 Application for Leave (Part A & B)
JJ-A024 Pre-Leave Interview Form

JJ-A025 Order for Leave

JJ-A026 Leave Undertaking

JJ-A027 Detainee's Leave Evaluation

JJ-A028 Request for JJCS Home Report
JJ-A029 Supervised Community Activity Proposal
JJ-A030 Critical Dates Summary Sheet

JJ-A031 Trials and Appeals Return

JJ-A032 Admissions Notification to Juvenile Justice Community Services
JJ-A033 Admission Checklist [to be developed]

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

JJ-A035 Order for Escorted Absence

JJ-A036 Order for Medical Treatment Absence
JJ-A037 Order for Escorted Absence — group absences
JJ-A038 [There is no form for this number]

JJ-A039 Resident Risk Form

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

JJ-A041 Reason for non acceptance — Robinson Unit

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)

JJ-A046 School Counsellor Referral Information & Specialist Counsellor Referral

Report — Robinson Unit (4 pages)
JJ-A047 AOD Counsellor Referral Report — Robinson Unit (2 pages)
JJ-A048 [There is no form for this number]

JJ-A049 Detainee to Detainee Communication

Department of Juvenile Justice (NSW) August 1998 List of Operational Forms
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JJ-A050 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-A06B5 Refusal of Visit Return

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

JJ-AQ67 Authorisation for Media Contact/Involvement

JJ-ADE8 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-AQ75 [There is no form for this number]

JJ-A076 Intention to Withdraw Notice of Appeal

JJ-AQ77 Submission for Consideration of Release on Parole (format)
JJ-A078 Serious Indictable Offences

JJ-AQ79-89 [There are no forms for these numbers]
JJ-A090 Quarterly Progress Report
JJ-A091 Unit Operational Plan

Department of Juvenile Justice (NSW) August 1998 List of Operational Forms
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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
Appendix 7
Appendix 8

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
Section 42 — Order for Production of Person Before a Court

Bail Undertaking — Form 5a

[There is no Appendix 9]

Appendix 10
Appendix 11
Appendix 12
Appendix 13
Appendix 14

Appendix 15

Appendix 16

Bail Acknowledgement — Form 6

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
Appendix 19
Appendix 20
Appendix 21
Appendix 22
Appendix 23

Appendix 24

Appendix 25
Appendix 26

Appendix 27

Notice of Continuation of Bail - Form 12

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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e eSS e e —————

INSTRUMENT OF DELEGATION

CHILDREN (DETENTION CENTRES) ACT 1987

e e ———— ]

[, 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 1 of that Schedule.

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

(i) a person acting in that office; and

(if) 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 1", "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 Director Operations
Director Corporate Services

Group 2 Group 1
Cluster Director

Group 3 Group 2
Manager Juvenile Justice Centre
Manager Juvenile Placements/Transport

Group 4 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) 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 policy shall be submitted for
consideration by the Director-General; and

(c) 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#\ day of M:y 199
Given at Sydney this 74k day of May 1998. KEN BUTTRUM
1

Micanta= Mamnen

Department of Juvenile Justice (NSW) August 1998 Delegations
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INSTRUMENT OF DELEGATION
CHILDREN (DETENTION CENTRES) ACT 1987

COLUMN 1 COLUMN 2
Section 7 (1)

Appoint officer to inspect detention centre. Group 1
Section 7 (2)

Receive a report on the results of the inspection. Group |
Section 11 (1) (a

Determine the detention centre in which a person is to be

detained:-
Class A detainees Group 1
Class B detainees Group 4

Section 11 (1) (b
Endorse order. Group 4

Section 11 (1) (¢

Send order so endorsed to the Superintendent of the detention Group 4
cenftre.

Section 13 (1)

Direct the transfer of a person:-

Class A detainees Group 1
Class B detainees Group 3
Section 14
Ensure that adequate arrangements exist:- Group 4

(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. : E

Ken Buttrum, Director-General 715171998
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COLUMN 1 COLUMN 2
Section 19 (1) (b)

Approve the segregation of a detainee not in excess of 3 Group 4
hours.
Approve the segregation of a detainee in excess of 3 hours, Group 3
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 Group 2
segregation within 24 hours of the segregation.
Section 23A (1
Permit escorted absence of a detainee who is:-
(a) on remand or appeal in respect of a serious indictable Group 1
offence;
(b) committed for trial pursuant to Section 31(3) of the Group 1
Children (Criminal Proceedings) Act 1987;
(c) on remand or appeal in respect of summary or
indictable offences:-
Class A detainees Group 1
Class B detainees Group 2
(d) a classified person who is a person sentenced to
imprisonment in respect of a serious indictable
offence:-
initially Group 1
subsequently Group 3
(e) 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 Group 1
Class B detainees Group 3
|
Permit escorted absence to attend a supervised community
activity in respect of:-
(D) 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 Group |
Class B detainees Group 2
Ken Buttrum, Director-General __7 / 5_,31993
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COLUMN 1

(g) 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

(h) 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

(1) 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) 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.

(b) 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

(c) 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

%4_/ Mdeminecs

COLUMN 2

Group 1

Group 1
Group 3

Group 1
Group 3

Group 1
Group 3

NO DELEGATION

Group 1
Group 3

Group 1
Group 3

Group 1
Group 3

Department of Juvenile Justice (NSW) August 1998
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COLUMN 1 COLUMN 2
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 Group |
Class B detainees Group 3
(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 Group 1
Class B detainees Group 3
(1) 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 Group 1
Class B detainees Group 3
Section 24 (1) (b)
Remove a person subject to control from a detention centre Group 1
and place the person in the care of a specified person.
Section 24 (1) (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 Group 2
without court recommendation Group 2
Section 24 (4)
Specify conditions in an order made under:-
a) subsection (1) (a) Officers

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

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

Ao Bk

Ken Buttrum, Director- General 2 /871998

s

delegated to
make that order
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COLUMN 1 COLUMN 2

Section 24 (6)

Revoke an order granting leave made under:-
a) subsection (1) (a)
Class A detainees
Class B detainees
b) subsection (1) (b)
Class A detainees
Class B detainees
¢) subsection (1) (c)
Class A detainees
Class B detainees

Section 25 (1) (a)

Order removal of detainee for medical treatment. Group 4

Officers delegated to
make that order

et et it Nt St St gt Tt et

Section 28A (2) (a)

Make application for person of or above the age of 16 years NO DELEGATION
to be remanded to prison.

ection 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 NO DELEGATION
whole or any part of a further detention order.

Section 38 (2)

Make an order for arrest of a person who has had leave Group 3
revoked or failed to return to the detention centre under
section 24 or section 25 (4).

s Bl

Ken Buttrum, Director-General 7 15711998
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[ ——— e —eeeeee. |
INSTRUMENT OF DELEGATION

CHILDREN (DETENTION CENTRES) REGULATIONS 1987

[, 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 1 of that Schedule,

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

() 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 1", "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 Director Operations
Director Corporate Services

Group 2 Group 1
Cluster Director

Group 3 Group 2
Manager Juvenile Justice Centre
Manager Juvenile Placements/Transport

Group 4 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 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 13d.day of Ma/ 1998.

Given at Sydney this I3k day of M;7 1998, %‘\/ M—-\J

KEN BUTTRUM. Director - General

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

CHILDREN (DETENTION CENTRES) REGULATIONS 1987

COLUMN 1 COLUMN 2
Clause 4 (1

Determine general routine for centre. Group 1
Clause 4 (4)

Publish general routines. Group 3
Clause 6

Classify detainees as Class A. Group |
Clause 7

Ensure that each detainee receives appropriate medical and Group 4

dental service.

Clause 10 (1

Approve property to be retained by detainees. Group 4
Clause 10 (6)
Direct records and inventories concerning property. Group 3

Clause 11 (2)

Approve books, newspapers, magazine and printed material Group 4
for detainees to have in their possession.

Clause 12

Direct forfeiture of unauthorised property. Group 3

Clause 14

Maintain approved records of all property submitted by Group 4
detainees.

Clause 15

Make provision for the education of detainees. Group 3
Ken Burttrum, Director General 7 /15171998 /ﬂ‘ :K-,.Z?t,, ,
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COLUMN 1 COLUMN 2
Clause 15(2)
Make provision for vocational training of detainees. Group 3

Clause 15 (3)

Give special attention to the educational and vocational Group 3
training of those detainees who are illiterate.

Clause 17

Determine visiting days and times. Group 1
Clause 18 (1

Determine intervals of visits after the first visit by relatives Group 4

and friends.

Clause 19 (3)

Approve visits by official visitors (this does not refer to the Group 4
Department’s Official Visitors) to detainees, outside
designated visiting times.

Clause 20
Visits by diplomatic and consular representatives. Group 1
Clause 21
Approve visits to Aboriginal detainees by cultural and legal Group 4

persons or organisations.
Clause 22 (1) and (2

Approve visits to detainees at other times considered Group 4
appropriate.

Clause 23 (3)
Consent to visit outside the sight and hearing of an officer. Group 4

Clause 23 (5) (b)

Permit person to visit a detention centre to conduct research. Group 1

Clause 235 (5) (¢)

Permit person to interview, talk to and examine detainee Group 4
(with detainee’s consent) outside the sight and hearing of an
officer.
Ken Buttrum, Director-General 7 15/1998
e ' ot
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COLUMN 1 COLUMN 2
Clause 24 (2)
Permit a visitor to deliver an article to a detainee. Group 4

Clause 25 (1) .(2) (3)

Refuse or terminate a visit to a detainee. Group 4
Clause 27 (1

In specific circumstances open and inspect mail. Group 3
Clause 27 (2)

Confiscate the contents of any mail or parcel opened, should Group 3

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 Group 4
been confiscated.

Clause 28(2)

Sending correspondence. Group 4
Clause 28 (5)

Make directions with respect to the disposal of contraband. Group 3
Clause 29

Decide if a detainee is allowed to communicate with a Group 4
detainee in another centre or Prison.

Clause 30

Respond to complaints and request by detainees in detention Group 3
centres.

Clause 31

Ensure the appropriate processing of written confidential Group 3

complaints by detainees in detention centres.

Clause 31 (2) (b
Inspect letters addressed to Director-General. NO DELEGATION

Ken Buttrum, Director-General 7 35—!1998
o K
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LULUMN T COLUNN2
Clause 33
Take matters into account before granting leave.

Initially Group 3

Subsequently Group 4

Clause 33 (h)

Determine other matters relevant to decisions about leave.

[nitially Group 3
Subsequently Group 4
Clause 38
Receive a report on the use of force. Group 2
Clause 41 (1
Receive complaints of misbehaviour by juveniles in detention. Group 4
Clause 42
Deal with complaints of misbehaviour by detainees in Group 4

detention centres.
Clause 43

Hold enquiries into allegations of misbehaviour by detainees Group 4
in detention centres.

Clause 45

Decide on the appropriate punishment if detainee admits or Group 4
is found guilty of misbehaviour.

Clause 46
Hold enquiries in the event of a not guilty plea. Group 4
Clause 48

Deal with misbehaviour which occurred in other detention Group 3
centres.

Ken Buttrum, Director-General /i 5{'1998

Aot
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COLUMN 1 COLUMN 2
Clause 50
Record the particulars of punishment awarded to detainees Group 4

found guilty of minor misbehaviour in detention centres.

‘3

Clause 51

Make arrangement for detainees found guilty of serious Group 3
misbehaviour to have a Children’s Magistrate hear the

matter.

Clause 53

Require certain matters to be dealt with in inspection report. Group |
Ken Buttrum, Director-General 7 1°71998
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1.1 Introduction

Admission

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

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 socn 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

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

e Mount Penang

e Worimi

e 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 praclaimed place, if:

e there is inadequate accommodation for the detainee;

¢ the intoxicated detainee becomes violent enough to warrant removal: or

e 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,;

e aresponsible person is willing to take responsibility for the detainee.

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:
e« 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 McCabe Cottage has not contacted vour centre within 24 hours of the
admission:

o 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 Casewaork

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, Alcchol and Other Drug
Counsellors, Caseworkers).

Forms and records which may be used

JJ-A018: Authority to Move a Detainee
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e JJ-CWOO1: Notification of Admission to Custody and Short-Term Case Plan
e JJ-A033: Admission Checklist (not available at time of printing)

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

* Admission form (where applicable)

» CIS File Cover

¢ CIS Property Record

e Departmental Transfer Note (DTN)

e Detainee D File

e Allied Health File

e Admissions Diary / Movements Sheet

¢ Unit Log Book

e Searches Register

¢ Client Information System (CIS)

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

e 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

» 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 Palicy
e Language Services Policy
e DJJ/DOCS Protocol (Wards)

¢ Nursing / Health Services Policy and Procedures
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Children (Detention
Centres) Act 1987

« 11 Determining centre to be detained
e 13 Transfers between centres
e 16 Separation of detainees

= 17 Private property

Children (Detention
Centres) Regulation
1995

e 6 Classification

« 10 Property

» 11 Books, newspapers, magazines, etc.

* 12 Unauthorised possession of property

e 13 Disposal of property

e 14 Records to be kept concerning property
e 5 Admission of detainees

e 37 Use of force

e 38 Reports on use of force

Juvenile Justice Centres
Admissions Manual

* Property Procedures

e D File Procedures

Juvenile Placements/
Transport — Training
Manual

e Procedures when detainees are under escort

« 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 | Action Required

1 Admissions
staff

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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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. Iﬂﬁ_a_f‘ﬂlis_cﬂ_'q‘_p_osﬁ_djrl_g

m if th nn

Check all documentation that accompanies the detainee before 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
staff

If the detainee did NOT come from another centre, complete the

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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« |f the detainee has an additional term, check that the “Particulars of
Parole Order Made by Court® forms (Appendix 3, Appendix 4) is
attached to the Control Order. |f there is no Parole 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.

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

« Where one or he risk ions ar wered "yes", make a
notation of referral on the form and contact the Psychologist during

hours. |f the admission is out of hours, 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.

z . _ = .
contact the Police or local Juvenile Justice Officer and request a

home visit. [f the detainee is a State Ward, contact the relevant
DOCS staff member where practicable.

4 | Unit staff

e 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 the admissions area:
e Collect all property belonging to the detainee.

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

5 | Admissions
staff

e Double-check the admissions procedure, including the legal
mandate.

s 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 / diary.

« Record relevant information in the Admissions Diary / 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 / 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.

« |f the detainee is on a care order oris a State Ward, 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
& Co-
ordinator
Casework

= Enter relevant CIS alerts regarding critical information gathered at
the time of admission.

e 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:
e During hours — the Co-ordinator Casework enters an alert in

consultation with the centre Psychologist (the Psychologist should
determine the content of the alert).

o 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 Al g r):

e During hours - the Team Leader enters an alert in consultation with
the Registered Nurse (the Registered Nurse should determine the
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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:

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

e 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 consuitation 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).

Note: CIS 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.

8 | Registered
Nurse /
Casework &
Centre
Support
Team staff

« 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
Operations

« Check the legal mandates for accuracy.

« Ensure the Admission Checklist has been completed (JJ-A033). Ifit
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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. inee' indi h is within
parole jurisdiction (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 / Casework staff as soon as possible after the
detainee's admission. (JJ-A031)

e 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.

e 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
¢ |egal mandate;

e 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.

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

« |f police property records are accurate, sign the Prisoners /

Intoxicated Persons Transfer Note. (Appendix 1)

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

2 | All staff « Go to Section 1.2 — “General admission procedure”.

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



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 36

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.

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

e 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 o Go to Section 1.2 — “General admission procedure”.

1.5 Admission of intoxicated persons

How this procedure works

Responsible | Action Required

1 | 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.

. Me_u_pg_hg_e_h_a_e_c_o_ta_c_tg_dm_a_nd informed you they will be
bringing the juvenile to the centre, contact a Registered Nurse
(casual) and request that he or she be on "stand by", with the
possibility of attending the centre.

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

« [f the police have taken the juvenile to a hospital and there are no
concerns reported by medical officers, 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 e 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.

Department of Juvenile Justice (NSW) August 1958 Section 1 Movements In



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 37

3 | Team Leader |  Attend the admissions area immediately after you have been

On attending the admissions area:

contacted by admissions staff.

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 staff's 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 called 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 | e

fth nt or significan [ h llect the juvenile:

Monitor staff supervision of the detainee.

fi r ical tr nt,
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”).

Ensure all medical directions from the Registered Nurse are
recorded in the Unit Log Book / Diary.

Assess him or her as to suitability to supervise the juvenile (eg. not
intoxicated).
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1.6 Detainee in transit

How this procedure works

Responsible

Action Required

1 | Escort
personnel

If the detainee 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. 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 escort personnel leave the centre, check all court and escort
staff documentation and collect the Authority to Move a Detainee form
(JJ-A018).

» Before escort personnel leave the centre, ensure all property and
monies belonging to the detainee (as recorded by the other centre)
are present and accurately recorded.

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

3 | All staff e Go to Section 1.2 —“General admission procedure”.

Note: 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

Action Required

1 | Escort
personnel

e |f the detainee 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).

e 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. If 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 + Before escort personnel leave the centre, check all court and transfer
staff documentation and the D File, and collect the Authority to Move a

Detainee form. (JJ-A018)

» Before escort personnel leave the centre, 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 / departmental staff (see Section
1.11);

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

The procedures for organising, supervising and monitaring such absences are contained in
Section 2 - “Movements Out".

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 / 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 e Case Management Policy

¢ Policy and Procedures for conducting camps and supervised
activities from a Juvenile Justice Centre
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Juvenile

Training Manual

Placements/Transport -

e« Procedures when detainees are under escort

= Handcuffing and restraining detainees

Health Services

Operational Manual

e Security outside appointments

« Medication for leave outings etc.

1.9 Returning from court

How this procedure works

Responsible

Action Required

1 | Escort
personnel

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

« |f 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.

« [f medication was taken with the detainee, return any remaining
medication and the completed 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 a

Centre Incident Report (JJ-A009).

2 | Admissions
staff

« Contact the Team Leader and inform him or her that the detainee
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.

o Ensure escort personnel sign the Handcuffs and Keys Register.
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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).

" i iv rwi mini n ition
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).

» Ifthe 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.

e Attach “Particulars of Parole Order Made by Court” (Form 1 or 2) to
the Probation and Parole section of the detainee’s D File.

3 | Unit staff

 When contacted by Admissions staff, collect the detainee as soon as
possible.
o |If h i I r
ri lish i z
¢ 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.

e 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

Action Required

1 | Escort
personnel

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

« |[f the detainee is handcuffed, do not remove the handcuffs until you

are secure in a building or the Admissions area.
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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).

2 | Admissions
staff

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 / Movements Sheet

2. Client Information System (CIS).

3 | Unit staff

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

h in n roved by the Team [

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.
e After the search is conducted, complete the Searches Register.
e 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.

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

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

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

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

2 | Admissions e 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:
e Admissions Diary / Movements Sheet
o Client Information System (CIS).

e 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 | » rch I ine followi i in R if
r vear n lief th inee may hav
item of contraband, 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.

° for -ordin / camp | r leaves th re, 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/
Camp Leader

¢ Report to the Team Leader on:
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.

« |f any problems were experienced during the supervised outing /

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 - “Incidents”.)

« Before leaving the centre on the day of the supervised outing, submit
all completed Centre Incident Reports to the Team Leader. (JJ-A009)

6 | Team Leader

* Ensure each staff member completes a Centre Incident Report and

submits it to you before he or she leaves the centre on the day of the
outing. (JJ-A009)

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

o Go to Section 7 - “Incidents”, and refer to the “After an incident” and
“Checklists for reporting” procedures.

7 | Co-ordinator
Programs /
Staff
Development

After the supervised outing / camp:

¢ Ensure the co-ordinator / camp leader completes and submits a
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/
Camp Leader

« Ensure a report and evaluation of the activity is complete and
submitted to the Co-ordinator Programs / 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

1 | Team Leader

e |f ish i 1 isor wh rsh m
with the detainee, request Admissions staff that they inform the
supervisor when he or she arrives.

2 | Admissions
staff

« Before the leave supervisor (eg. parent, guardian) leaves the centre
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

Before taking the detainee to the unit:

« |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 detainees”.)

i hi r unit:

« Record the return in the Log Book and adjust the present numbers
accordingly.
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4 | Co-ordinator
Casework /
Caseworker/
Key Worker

« As soon as possible after the detainee returns from leave, conduct
an interview with him or her about the leave. During this interview
discuss:

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
| Key Worker
(where
applicable)

e Report to the Co-ordinator Casework about the detainee's leave and
highlight any problems which were experienced by the detainee or
the leave supervisor.

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

6 | Co-ordinator
Casework

e Report any issues or problems to the Manager and discuss them
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:

e admission

e during custody

o transfer

e discharge.

Who uses this procedure

The following staff may use this procedure:

e Centre Managers

e Co-ordinators Operations

» Co-ordinators Casework

» Co-ordinators Programs / Staff Development

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

e Team Supervisors

e Assistant Team Leaders (Programs)
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e Team Leaders

e Admissions Coordinators
+ Admissions staff

= Senior Youth Workers

e Escort personnel

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

Forms and records which may be used

e Client Information System (CIS) Property Record.

Related policies and procedures

In the: Go to section or policy:
Children (Detention Centres) [« 17 Private property
Act 1987
Children (Detention Centres) | « 10 Property
Regulation 1995
e 11 Books, newspapers, magazines, etc.

12

13

14

Unauthorised possession of property

Disposal of property

Records to be kept concerning property

Guidelines for CIS property records

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

stored at the centre;

destroyed;

sent to family or significant others.

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

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

recording follows):

e When "stored” 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 "copied” then modified with date and time defaulting to the current date and
time that the record is being changed. Note: You cannot save this record without modifying

the

record.

e When "retained” is selected — the statement "I acknowledge that | 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:

Example of a CIS property record

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

Date Entered

Location

Property Details

Code

Date

30/1/98
30/1/98
30/1/98
30/1/98
1/2/98
1/2/98

Property Summary

Property Entry

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

Property Details

Select Property - Events selector - F11

Time
9.15
9.30
9.45
10.00
1.30
1.45

Add each description to be entered separately, eg.:

Description (Lookup Code) Location
Stored Minda
Sent Away Minda
Retained Minda
Destroyed Minda
Stored Yasmar
Retained Yasmar

Quantity ltem Description Quantity Item Description
1 Shoes Reeboks s 9 1 Shirt Billabong

2 Jeans Levi Black

etc...

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

| 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

Action Required

1 | Admissions
staff

n th i iv r
« Check that you have received all sealed bags and envelopes which

were recorded by the escorts (ie., Juvenile Transport or Palice), before
h leav re.

To check property:
e 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".

. n item is found which is n i in r , inform the
Team Leader, and:

« either 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.

« In the property screen, record all the detainee’s property, including:

—_

. 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.

. Il n red, print the CIS Property Record
and:

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

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

e When the pr rd h n signed by the detain nd you,
attach it to the detainee D File.

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

above):

e 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.

To send property away:

e 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.

s 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

1 | Unit staff

* Ensure the detainee collects his or her property from the unit, before

ission ischaraed or transf d.
» Where property items cannot be found, inform the detainee that a

record exists at the centre which indicates the detainee took full
responsibility for 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 unit:

¢ 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 o Check all property which was stored by the centre and retained by the
staff detainee against:

1. the CIS;

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

Note: 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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2.1 General escorting procedures

Guidelines

The following guidelines must be applied whenever a detainee is escorted by departmental staff
outside a centre. Senior staff and escort personnel must ensure:

the detainee is comfortable and supported at all times during an escorted movement;

the physical security of the detainee, escort personnel and the surroundings are
monitored and maintained at all times during an escorted movement;

all written instructions on the movement order are strictly followed:;

detainees are never placed in a situation that may encourage them to escape or that risks
the safety of the detainee, escort personnel or the public;

no detainee is left under the supervision of any person other than an officer of the
Department of Juvenile Justice;

detainees are informed by a senior officer of plans for them to be escorted — escort
personnel must never be given this role;

no changes to the original travel plans occur without the direct approval of the senior
officer co-ordinating the movement (that is, from the centre where the detainee was
collected);

a detainee under escort is not permitted to make telephone calls or to speak with other
people known to him or her, who are not in the custody of the department, without direct
approval of the senior officer responsible for the detainee (that is, from the centre where
the detainee was collected);

the detainee is not given advice on legal or medical matters by escort personnel — all
detainee inquiries of this nature must be referred to a senior officer at the centre where
the detainee is returned to after the escorted movement;

where possible, detainees wear their own clothing to appeintments and outings in which
they may encounter members of the public.

Safety and security procedures

There are a number of procedures which should be followed by escort personnel to ensure
safety and security during an escorted movement.

General safety and security procedures are:

Seat detainees in a window seat rather than an aisle seat in airplanes or public transport.
Check that “childproof” locks are activated in vehicles (where fitted).

If a detainee requires temporary restraint (without handcuffs), do this in the most
unobtrusive manner. For example, walking closely behind the detainee and holding the
belt or waistline.

If the escorted movement is for a health or casewark appointment and there will be a
waiting period on arrival, remain in the vehicle until the detainee is able to enter the office

directly (if possible or appropriate).
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e When escorting in a car, the detainee must be seated in the rear seat behind the front
passenger seat. This is for the safety of the driver and vehicle.

e \When escorting in a bus the detainee must never be seated at the rear of the vehicle.
When there are three escorts the third staff member must sit at the rear, placing the
detainee between two escorts.

In addition to the precautions outlined above, where the detainee is considered a high security
risk:

e Ensure there are adequate and, if possible, additional staff to conduct the movement.

« Use of handcuffs, if approval has been given by a senior officer or the Manager, Juvenile
Placements/Transport.

e It may be considered necessary at some time during the movement to use handcuffs, for
which prior approval has not been obtained. Escort personnel should use their discretion
in this instance and submit an incident report following the movement, outlining the
reasons for the use of handcuffs without prior approval.

e Use of a specially designed secure vehicle should be considered if one is readily
available. :

« Negotiations with the local police to assist with the movement and use of a secure police
vehicle.

e Additional staff in a second vehicle for very high risk detainees.
Confidentiality

All movements out of the centre should be confidential. This ensures the safety of staff and the
detainee. Centres are often subjected to scrutiny about allowing detainees to enter the
community during their detention period. To alleviate the impact of this on a detainee and staff
in case of escorted absences, all details about movements out of a centre must be confidential
and treated sensitively.

2.2 Approval for escorted movements out of a centre

An escorted movement out of a centre is necessary where a detainee is transferred to another
detention centre (see Section 2.4), or to an adult prison (Section 2.5). An escorted movement
out of a centre may also occur, under strictly defined conditions, for educational or recreational
purposes (Section 2.6), or to attend court, emergency medical treatment, a funeral, or a sick
relative (Section 2.7).

An “escorted movement” must be distinguished from “leave”. Legal authority for escorted
movements out is to be found in section 23A of the Children (Detention Centres) Act 1987
(separate from the authority for leave, which is in section 24). And, in accordance with section
25(1) of the Act, a detainee can be “removed from the detention centre to a hospital” or a related
facility, for medical treatment.

An escorted movement out of a centre cannot go ahead without prior approval. The delegation
to approve an escorted movement depends on the type of movement proposed, and the legal
circumstances of the detainee. The most current Departmental Instrument of Delegation for
sections 23A and 25 of the Act should be referred to on every occasion when an escorted
absence is planned (for delegations current as at August 1998, see p. 13 of this manual).
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IMPORTANT NOTICE

At the time of going to press, the instructions contained in this section (and relating in
particular to the factors that ought to be considered by staff before approving or
recommending approval of an escorted movement) were undergoing revision.
Consequently they have been removed from this edition, and will issued to staff in due
course as a Director-General’s Instruction. (Ed.)
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(See notice on previous page.)

2.3 Organising escorted movements of detainees

Escorted movements must be well organised. The likelihood of incidents and problems when a
detainee is leaving the centre and during his or her absence is much higher when there is poor
organisation.

Approval must be sought as early as possible prior to the day of the planned movement.

Consultation with other staff and relevant community agencies should occur, and they should be
informed about requirements and procedures.

Documentation required for the movement should be organised (wherever possible) prior to the
day. Itis recommended that Team Leaders ensure all documentation is ready the evening
before the movement, with as much information completed as possible.

Escort personnel should be arranged in advance of most absences. Where centre staff escort
detainees, maintaining a projected schedule of absences and staffing is recommended.

Co-ordinators Operations are responsible for ensuring organisational systems exist at the centre
for efficiency of escorted movements.

When to use this procedure

This procedure is used to organise escorted movements which have been approved for a
detainee to be removed from a centre:

« for a court appearance or other type of appointment in the community;
« to attend a police interview,

« to visit family or significant others (for example, to attend a funeral or function),
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+ when he or she is transferred out of a centre.

Detainees can be escorted by one of two services, for the following reasons:

1. Departmental escorts — Juvenile Placements / Transport Service (JPTS) (Department of
Juvenile Justice), or centre-based escort personnel:

transfer to another centre
police interview

appeal

bail applicaticn

witness for the defence
medical appointment

casework appointment or activity (including funeral).

2. Non departmental escorts — New South Wales Police escort services:

remand court appearance
when a detainee has to face further charges

as a police witness.

There will be times when Juvenile Placements / Transport Service personnel will be replaced by
escort staff (from the centre where the detainee is located). This is determined at the time when
escorts are required, via discussions between the Juvenile Placements / Transport Service, the

Co-ordinator Operations, and Admissions staff.

It is the responsibility of Admissions staff to liaise with Juvenile Placements / Transport Service
to organise the transfer / movement of a detainee to outside destinations or other centres, if that
service is required for the movement.

Who uses this procedure

The following staff may use this procedure:

+ Centre Managers

* Manager, Juvenile Placements / Transport

+ Co-ordinators Operations

e Team Leaders

e Admissions staff

* Registered Nurses

Forms and records which may be used

* JJ-A001, JJ-AD02, JJ-AQ03: Transfer Orders
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e JJ-A018: Authority to Move a Detainee

e JJ-A025: Order for Medical Treatment Absence

e JJ-A034: Request for Escorted Absence

e JJ-A035: Order for Escorted Absence

e JJ-AQ50: Transfer Checklist

e CIS Property Record

e Appendix 5: Warrant on an Adjournment Remanding a Person to a Detention Centre
e Appendix 6: Police Charge Sheet

e Appendix 7: Section 42 — Order for Production of Person Before a Court.

How this procedure works

Responsible Action Required

1 | Admissions | As soon as you are aware of a movement:

staff

s Adyvise Juvenile Placements / Transport Service and where
necessary Police Operations (as per guidelines on which service
escorts detainees under which circumstances).

« When you notify Juvenile Placements / Transport Service, inform
them of the detainee's:

1. name and date of birth
2. reason for movement or transfer.
o |f you notify Police Qperations, inform them of:
1. the detainee’s name and date of birth
2. the detainee’s charges
3. where the detainee is remanded to

4. if a country movement, advise them to collect the detainee from
Minda Juvenile Justice Centre.

e Prepare the following forms:
For a court appearance:
1. Authority to Move a Detainee (JJ-A010)
2. Copy of CIS Alert

3. CIS Property Record
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Admissions
staff (cont.)

4. Remand warrant or Section 42 (Appendix 7).
For ical in

1. Order for Medical Treatment Absence (JJ-A025)

2. Copy of CIS Alert

3. Medical Report (to be completed by treating doctor)

4. Any documentation from the Registered Nurse (sealed).
Eor other appointments:

1. Order for Escorted Absence (JJ-A035)

2. Copy of CIS Alert

3. Any papers from referring staff member.
Eor a police interview:

1. Authority to Move a Detainee (JJ-A018).

r visi n i
1. Order for Escorted Absence (JJ-A035)
2. Copy of CIS Alert.

n nire:

—

. Authority to Move a Detainee (JJ-A018)

3" ]

. Copy of CIS Alert

w

. CIS Property Record

4. Transfer Order (JJ-A001, JJ-A002, JJ-A003)

5. Transfer Checklist

6. D File

7. Allied Health File (in locked satchel).
Check with the Registered Nurse if the detainee is currently
prescribed medication. If this is the case, and the detainee will be
absent for at least one of the prescribed times for administering

medication:

« ask the Registered Nurse to dispense medication for the time the
detainee will be absent;

* ensure an after-hours sheet is prepared and placed with other
papers for the movement;

« if the detainee is being transferred, ensure all medications are
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prepared and provided to escort personnel before they leave the
centre.

Inform the Team Leader of the escort arrangements which have
been made.

2 | Team Leader

This can be done the day before: check approval documentation and
include the conditions and special instructions on the movement
order.

Ensure escort personnel have been arranged.

Sign the Authority to Move a Detainee form (JJ-A018), including
approval or non approval for the use of handcuffs.

Where the detainee has medication, check the medication is
arranged. Ensure the Registered Nurse's instructions are given to
escort staff, with the after-hours medication sheet.

Out of hours — ensure the instructions for administration are
transferred to a blank after hours medication sheet to go with the
escorts.

Ensure all necessary documentation is collected and placed with the
detainee D File before the detainee leaves the centre. This includes:

1. Signed “section 11(1)(a) or section 13(1) Order” OR signed copy
of Recommendation for a detainee to be determined Class A or B
form; (JJ-A001 or JJ-A002 or JJ-A003)

2. Allied Health File — prepared by the Registered Nurse;

3. Education package — prepared by school staff, including reports
and the detainee’s individual work.

Out of hours — some of these files will not be available. Ensure
relevant staff are notified of the transfer on their return, for files to be
sent that day.

Complete the Transfer Checklist and ensure other sections are
completed by relevant staff before the detainee leaves. (JJ-A050)

If vement involv ntal , indicate on the form
if handcuffs must be used and, if so, include instructions to escort

personnel on when handcuffs can be removed (if at all), and when
and how this should be done.

Do not complete the handcuff section if it is a police movement.
Enter “not applicable — police escort” in the relevant section.

Inform unit staff of the planned absence.
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2.4 Transfer of a detainee to another centre
When to use this procedure

This procedure is used when approval has been given for a detainee to be transferred out of a
centre, to another centre and will;

« not be reclassified;

e Dbe reclassified, from A to B, or from B to A.

Who uses this procedure
The following staff may use this procedure:
s Centre Managers
e Manager, Juvenile Placements / Transport
s Co-ordinators Operations
* Co-ordinators Casework
e Co-ordinators Programs / Staff Development
o Team Leaders
» Assistant Team Leaders

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

e School staff
e Admissions staff
e Escort personnel
¢ Unit staff (eg. Senior Youth Workers).
Forms and records which may be used
e JJ-A001: Section 11(1)(a) and / or section 13(1) Order
e JJ-A002: Recommendation for a detainee to be determined Class A
o JJ-A003: Recommendation for a detainee to determined Class B
e JJ-A050: Transfer Checklist
e JJ-A018: Authority to Move a Detainee
¢ Detainee File (D)
e Allied Health File

e CIS Property Record.
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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

Case Management Policy

Children (Detention
Centres) Act 1987

9 Persons on remand and persons subject to control
10 Transfers from prisons to detention centres

11 Director-General to determine detention centre

12 Duly endorsed detention orders

13 Transfers between detention centres

28(1) Transfer of classified persons to prison

28A,B Certain children may be remanded in prison

Children (Detention
Centres) Regulation 1995

6 Definitions: Classifications A & B

Juvenile Placements /
Transport Service -
Training Manual

Procedures when detainees are under escort

Handcuffing and restraining detainees

Health Services
Operational Manual

28 “Medical holds”

Reasons for transfer to another centre

The transfer of a detainee out of a centre will be the result of:

a recommendation by centre staff where the detainee is in custody;

e« arecommendation from a Juvenile Justice Counsellor and / or Officer;

e achange in the detainee’s legal status (eg. after court or new police charge);

e adetainee being charged with a serious indictable offence, which is in addition to his or
her current control order / custody,

« adetainee's own request to be transferred;

e a parent/ significant other's request that the detainee be transferred,

e adetainee attaining an age above the maximum accepted by his or her current centre.
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There may be exceptions to the above where it is considered inappropriate to transfer a
detainee based on age or legal status. Managers may use their discretion when making such
decisions with reference to case plans and casework issues.

In this case, the Co-ordinator Casework at the centre where the detainee is currently located is
required to submit a recommendation to the Manager for the detainee to remain at the centre.

Transfer categories
There are two categories of detainee transfers:
1. Routine (planned) transfers
e as part of case management
» detainee and / or parent/ significant other request
e reclassification
+ change in legal status
* Dbased on attaining the upper-limit age for the centre.
2. Emergency transfers
¢ immediate demand for bed space
e high risk security issue (eg. result of incident)

« immediate protection needs.

Guidelines

1. The transfer of a detainee on a control order must be part of his or her case plan.
Therefore, excluding emergency transfers, there must be 48 hours (or two working days)
notice given to all relevant staff working with that detainee.

2. The proposed destination of the transfer must be appropriate to the individual needs of the
detainee. Consideration must be given to the resources and programs available at that
centre or prison, and how they can be utilised to continue work on the detainee's case
plan.

3. All transfers to other centres will be followed by a 3 week assessment period (consistent
with casework guidelines), following which the suitability of that centre for the individual
detainee will be determined. It is possible following this that the detainee will be returned
to the transferring centre, or to a centre that can implement the case plan more effectively.

4. Co-ordinators Casework and Co-ordinators Operations should co-manage routine
(planned) transfers, ensuring all necessary information is gathered, consultation occurs
with relevant staff, and the transfer is consistent with case planning. Co-ordinators
Casework and Co-ordinators Operations must give both casework and operational issues
apprapriate consideration.

5. Excluding emergency transfers, the Co-ordinator Casework and Co-ordinator Operations
must ensure consultation occurs with the following centre staff before a transfer can
occur:
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s Registered Nurse — in relation to any health issues or concerns;

e Other Centre Support Team staff — in relation to any counselling and / or behaviour
management issues or concerns;

« Co-ordinator Programs / Staff Development — in relation to any vocational or other
program participation issues or concerns;

e Team Leaders and unit staff — in relation to the detainee's progress and / or any
problems experienced in the unit where he or she resides;

e School Principal or teachers — in relation to any educational issues or concerns.

6. Itis recommended that a regular meeting be conducted, at which different groups of staff
can review and plan transfers and procedures. Documented information from all above
areas must accompany the detainee when he or she leaves the centre. This information
must include a summary of the detainee’s progress in the respective areas at the
transferring centre, to enable a continuum of service and support to the detainee at the
receiving centre.

There may be occasions when a file is not available at the time of transfer. The staff
member responsible for that file must forward it on the first working day.

7. Where the transfer involves reclassification of the detainee, all recommendations must
include a comprehensive description of behaviour management strategies which have

been implemented with the detainee. The receiving centre must have adequate
information consistent with the reclassification to work effectively with the detainee.

Medical holds

Registered Nurses can recommend that a detainee remain at the centre for a longer period of
time, based on medical issues or needs.

Examples of “medical holds” are a medical appointment which is almost due, or surgery which
has been arranged and is imminent. Once these medical issues have been addressed the
detainee may be transferred.

To enact a “medical hold”, the Registered Nurse is required to submit a brief report to the Co-
ordinator Operations (or in his or her absence, the Manager), including:

« name of the detainee;

e presenting health problem;

e reason for the detainee to be held at the centre;
o benefits for the detainee and the organisation.

There will be occasions when the “health problem” cannot be disclosed or documented. In such
cases the Registered Nurse should speak with the Manager.

The Co-ordinator Operations must only support such recommendations where the safety and
security of the detainee, other detainees, staff, and the centre can be ensured.
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How this procedure works

Responsible

Action Required

1 Co-ordinator
Casework/
Caseworker

i ransf

 Ensure the detainee has completed a letter to the Manager,
including:

1. the centre he or she wishes to be transferred to:

2. the reasons why he or she wishes to be transferred to that
particular centre;

3. the earliest date of release.
» Contact the parent/ significant other and discuss the request.

» Use the detainee’s letter as a reference point for consultation with
other staff.

2 | Co-ordinator
Casework

i fer wi m:

» Registered Nurse — gather information about any health concerns
or pending medical appointments organised for the detainee which
the transfer would affect.

 School Principal — gather information about any educational
programs which the detainee is participating in which would be
affected by the transfer, and any concerns support school staff have
about the transfer.

. rdi Pr ff Devel nt — gather information
about any vocational or community programs which the detainee is
participating in which would be affected by the transfer.

e Team Leaders and unit staff — gather information about the

detainee's progress and staff views on the benefit of transfer.

» QOther Centre Support Team staff — gather information about any
counselling or behaviour management programs the detainee is
participating in, which would be affected by the transfer.

« Relevant Juvenile Justice Officer / Counsellor — gather information

regarding community and family issues.

3 | Co-ordinator
Casework
and Co-
ordinator
Operations

» Consider the information gathered (verbal and written) for the
transfer request / recommendation.

« |f there are any concerns, or an agreement cannot be met, consult
with the Manager.

« |f the transfer is not supported, ensure the detainee is informed and

the reasons are clearly explained.

» |f the transfer is supported, go to step 4.
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4 | Co-ordinator

Operations
» Contact the proposed receiving centre and ascertain bed
availability.
¢ Discuss the individual detainee, his or her needs, and the reason
for recommending the transfer.
5 | Centre Where ther ial circu r other i :
Manager

« Contact the Manager of the receiving centre, discuss issues and
negotiate the transfer.

6 Team Leader

\f the detainee is accepted by the other centre (for more information
about escorted movements see Section 2.3):

e« Complete remaining details on the appropriate transfer form / Order:
1. If the detainee is NOT being reclassified:
e Section 11(1)(a) or section 13(1) Order (JJ-A001)
2. If the detainee IS being reclassified:
. » Check the transfer section of the approved Recommendation
for a detainee to determined Class A (JJ-A002), or Class B
(JJ-A003).

e Complete the approval details on the Authority to Move a Detainee
(JJ-A018) and add further information and instructions (where
required).

¢ Ensure all information requested on the forms is included, and also
any additional information which may assist the receiving centre.

e Attach a copy of the CIS Alert to the Movement Order.
+ Inform Admissions staff of the pending transfer.

o Complete your areas of responsibility on the Transfer Checklist and
sign each entry.

e Attach all documentation relating to the transfer to the front of the
detainee D file with the transfer checklist on top.

« Inform the detainee that he or she will be transferred out of the
centre if this has not already been done.

7 | Co-ordinator
Casework

« Inform the relevant Centre Support Team (CST) staff.

« Ensure the case plan is current and located in the “casework” section
of the Detainee D File.

e« Check the Casework File and attach it to the detainee D file.
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8 | Registered e Gather from Centre Support Team staff all relevant information which
Nurse should be attached to the Allied Health File, and ensure it is up to
date.

« Organise medication for the detainee. Contact the Team Leader
and inform him or her of medication requirements and provide an
after-hours medication sheet with details.

« Submit the Allied Health File, in a (white) locked satchel, to
Admissions staff, to be transferred to the receiving centre.

9 | Team Leader | ¢ Go to Section 2.1 - “General escorting procedures” and Section 2.7
| Escort — “Under escort — other services”.
personnel

2.5 Transfer to an adult correctional centre (prison)

When to use this procedure

This procedure is used when a detainee defined as a “classified person” is transferred from a
juvenile justice centre, following a request or recommendation for transfer to a prison. In this
case a “classified person” is a person:

« who has been sentenced to imprisonment and directed to serve the time in a juvenile
justice centre pursuant to section 19 of the Children (Criminal Proceedings) Act 1987, or,

e« transferred from a prison pursuant to section 10 of the Children (Detention Centres) Act
1987.

The reasons for staff recommending transfer are where a classified person:
« is not profiting from the discipline and instruction in the centre, or

» s, for any reason, a person not suitable for detention in a jLweniIe justice centre (including
attaining 21 years of age).

The transfer of a detainee to an adult correctional centre must be looked at very carefully and
there must be acknowledgment of the importance of maintaining detainees on custodial orders
in juvenile justice centres for as long as possible, for separation from aduit offenders.

There are occasions where a detainee requests to be transferred to prison. This request should
be taken seriously. Managers must ensure the detainee discusses his or her request with a
range of people (family or significant others, staff, etc.) before supporting the request.

The process of transferring a detainee to an adult correctional centre can be complex and can
take some time. The Manager, Juvenile Placements / Transport will liaise with the appropriate
Department of Corrective Services Executive Officers, presenting departmental and centre
information in support of the transfer request or recommendation.

Where a transfer to an adult correctional centre relates to behaviour issues, as opposed to the
detainee's age and / or legal order, the Manager must ensure all possible strategies to maintain
the detainee in the juvenile system have been attempted and exhausted before recommending
or supporting transfer to an adult facility. Such strategies include both behaviour management
and transfer between centres (where appropriate).
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Who uses this procedure

The following staff may use this procedure:

Cluster Directors

Manager, Juvenile Placements / Transport
Centre Managers

Co-ordinators Operations

Co-ordinators Casework

Co-ordinators Programs / Staff Development
Team Leaders

Centre Support Team (CST)

Admissions staff.

Forms and records which may be used

JJ-A050: Transfer Checklist

JJ-A051: Order for transfer of a person under 21 years from a correctional institution to a
detention centre

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

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

JJ-AD54: Notice of a transfer from a juvenile justice centre to adult corrections
Psychological, psychiatric, unit reports (relevant to prison transfer)

Detainee D File

Allied Health File

CIS Property Record

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 e Protocol for the Transfer of Inmates / Detainees Between the

Departments of Corrective Services and Juvenile Justice

« Policy and Procedure for Retaining / Transferring Detainees on
Attaining Twenty-One

o Case Management Policy

Department of Juvenile Justice (NSW) August 1998 Section 2 Movements Out



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

Children (Criminal

Proceedings) Act 1987

» 19 sentenced to serve part or whole of term in a juvenile
justice centre

Children (Detention
Centres) Act 1987

10 transfer of person under 21 years of age from an adult
correctional centre to a juvenile justice centre

» 28(1) transferring a detainee from a juvenile justice centre to an
adult correctional centre

e 28A remanding a detainee to an adult correctional centre

» 28B placing a detainee in an adult correctional centre to serve a
sentence

How this procedure works

Responsible

Action Required

1 | Manager

fi | r mittin

=
recommendation report, speak with the Co-ordinator Operations, Co-
ordinator Casework and Co-ordinator Programs / Staff Development
about the centre’s intention to recommend transfer or a detainee's
request to be transferred.

Where Managers have developed strategies which have not been
attempted with the detainee, ensure these are undertaken before
proceeding with the recommendation. Where a requesting detainee

has not been counselled by a number of people, do not proceed until
that has occurred.

] ibl i f maintaining th in r centr

have been attempted, contact the Cluster Director and inform him or
her that you would like to recommend a detainee, or support a
detainee's request to be transferred to an adult correctional centre.

Prepare a submission and briefing note from the Director General to
the Minister for section 28(1) transfer from a juvenile justice centre.

Prepare a section 28(1) order. (JJ-A052)

Complete a comprehensive Centre Report recommending transfer to
an adult correctional centre. This must include:

1. reasons for recommending the transfer

2. response to programs

3. behaviour and attitude

4. achievements

5. on-going issues

Attach the following reports to the Centre Report:

+ Psychologist Reports
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e Psychiatrist Reports
+ Parole Officer Reports

e Any relevant reports received during the detainee's period of
detention.

Collate and tag sections of the submission, which should include the
briefing note, Order, centre and other reports and forward to the
Cluster Director for his or her recommendation.

Retain a copy of all this documentation on the detainee's D file.

2 | Cluster
Director

If the transfer is supported, contact the Manager, Juvenile
Placements / Transport and inform him or her of the
recommendation for transfer.

Forward the submission, order and reports to the Manager, Juvenile
Placements / Transport for consideration at the Joint Advisory
Committee meeting.

Contact the Manager of the recommending centre and inform him or
her of your recommendation.

3 | Manager,
Juvenile
Placements /
Transport

Contact the appropriate Department of Corrective Services
representative and inform him or her of the recommendation for
transfer and the current location of the detainee. A visit and interview
with the detainee may be conducted by a Corrective Services
representative.

Organise a Joint Advisory Committee meeting with representatives
from both departments.

At the Joint Advisory Committee meeting, consider all the
documentation provided, the results of the interview with the detainee
and determine if the transfer is supported or not supported. Prepare
a Joint Advisory Committee Report with the conclusion presented in
detail.

Inform the Cluster Director of the decision of the Joint Advisory
Committee.
A

y
If transfer is suppor"t’ by the Committee, attach a copy of the report to
the submission and forward to the Director-General.

Prepare a letter from the Minister to the Minister for Corrective
Services, via the Director General.

Collate all documentation into a Ministerial folder and forward to the
Director-General.

If the transfer is approved by both Ministers, fax a copy of the signed
28(1) Order, to the Manager of the juvenile justice centre where the
subject detainee is located. (JJ-A052)

Send a copy of the signed order to the Co-ordinator Young Adults
Program in the Department of Corrective Services. (JJ-A052)
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e Retain all documentation, including original order, on departmental
file.

4 | Co-ordinator
Operations

Ifth ri rov

* Inform the detainee that he or she will be transferred, and the adult

correctional centre he or she will be going to. This must be done by a
senior officer.

Inform the Registered Nurse of the approved transfer and the adult
correctional centre the detainee will be taken to.

Inform the Co-ordinator Casework of the approved transfer and the
adult correctional centre the detainee will be taken to.

Contact the Juvenile Placements / Transport Service to escort the
detainee to the adult correctional centre.

Ensure all court mandates are attached to the section 28(1) Order
when the detainee is transferred. (JJ-A052)

Attach a signed copy s. 28(1) Order to the copy of the centre report /
recommendation in the detainee’s D File .

5 | Registered
Nurse

f i r rdi

detainee, contact medical personnel at the adult correctional centre
where he or she is being transferred and ensure that all necessary
information is passed on.

Prepare the Allied Health File, updating all information. Ensure
Centre Support Team staff have submitted all relevant information to
you for attachment to the file.

When the Allied Health File is up to date, send it in a locked (white)
satchel to McCabe Cottage for storage.

6 | Co-ordinator
Casework

e | i rnsi i work with th
detainee, contact support / welfare personnel at the adult
correctional centre where he or she is being transferred and ensure
all necessary information is passed on.

Ensure all casework documentation is up to date, including the
current case plan.

Place all casework documentation in the “casework” section of the
detainee D File, for transfer to McCabe Cottage.

7 | Admissions
staff

If directed, ensure the detainee D File, with all current information is
sent to McCabe Cottage. Complete a Departmental Transfer Note
(DTN).

When the detainee has left the centre to be transferred, enter the

detainee’s discharge in the:

1. Admissions Diary / Movements Sheet

2. Client Information System (CIS).
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2.6 Under escort — community based activities
When to use this procedure

This procedure is used when planned and organised community-based activities, for recreational
or educational purposes, are conducted by centre staff with detainees outside the centre.

There are four main types of supervised community based activities that use this procedure:
e supervised outings
e supervised camps
e supervised school excursions
e community-based programs (eg. community work).
Who uses this procedure
The following staff may use this procedure:
e Centre Managers
e Co-ordinators Operations
e Co-ordinators Programs / Staff Development
e Co-ordinators Casework
e Program Co-ordinators
e Team Leaders
e Caseworkers

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

e Programs staff
e Unit staff (eg., Senior Youth Workers)
e Admissions staff
e School staff
Forms and records which may used
e JJ-A029: Supervised Community Activity Proposal
e JJ-A035: Order for Escorted Absence
e JJ-A037: Order for Escorted Absence — Group Absences

o JJ-AD05: Incident Advice
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e JJ-A009: Centre Incident Report

e Unit and centre Log Books / Diary Notes

e Admissions Diary / Movement Sheet

» Client Information System (CIS)

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

Environment

* Policy and procedures for conducting camps and supervised
activities from a Juvenile Justice Centre

e Policy for the Provision of a Protective Abuse Free

e Case Management Policy

Children (Detention
Centres) Act 1987

e 23A Escorted absences

Children (Detention

Centres) Regulation 1995

» 8(2) Maintenance of physical well-being of detainees

Checklists for supervised outings, camps and school excursions

When specified minimum periods in custody are completed, participation in supervised outings,
camps and school excursions is subject to the Manager's discretion and approval.

Remand

Not eligible

Sentenced
(Indictable or
summary including
on appeal)

4 weeks (small centres)
6 weeks (large centres)

Sentenced
(Indictable s10 or
s19)

1/4 of sentence

Sentenced
(Serious
indictable)

1/3 of sentence

detainees.

Supervised community activities / outings

e Written approval from Manager or delegated Co-ordinator.
» Escorted Absence form must be fully completed.

* Must be part of a planned recreational and / or educational program.
¢ One staff member must be placed in control of the outing.

» Must be a balance in competencies of staff to ensure security.

* A meeting must be held before the outing between supervising staff and participating

» No changes in travel plans without approval of Manager or Co-ordinator Operations.
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e No alcohol is to be consumed.

e The outing must be terminated if there are problems with any detainee's behaviour.

Supervised camps

s Written approval of Manager.

e Escorted Absence form must be fully completed.

e Preparation well in advance (no less than 2 weeks).

« Must have set goals and objectives included in a detailed program proposal.

e Must be a balance in competencies of staff to ensure security.

¢ Each staff member must have a specific responsibility and participate in all activities.
e Supervising staff must be included in the selection of participating detainees.

e Wherever possible, the camp site must be inspected prior to the program proposal being
submitted.

« No changes in travel plans without approval of Manager or Co-ordinator Operations.
e No alcohol is to be consumed.
e The outing must be terminated if there is a problem with detainees behaviour.

« Written evaluations by staff and detainees must be included in a comprehensive report
after the camp.

Supervised school excursions
e Written approval by Manager or delegated Co-ordinator.
e Escorted Absence form must be fully completed.

« The school proposal must be submitted well in advance of the excursion (no less than 1
week).

e There must be at least one juvenile justice centre staff member present on the excursion.

e The centre staff member must take responsibility for security of the excursion and
participating detainees.

« A meeting must be held before the excursion, between the supervising staff (school and
centre) and the participating detainees.

o No changes in travel plans without approval of Manager or Co-ordinator Operations.
« No alcohol is to be consumed.
e The outing must be terminated if there is a problem with detainee behaviour.

« Written evaluations by staff and detainees must be included in an excursion report (no
later than 7 days afterwards).
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Guidelines

The Co-ordinator Programs / Staff Development must co-ordinate preparation for any type of
supervised outing. This includes consultation with all relevant staff, followed by liaison with the
Co-ordinator Operations, to ensure all operational issues have been identified and addressed.

The general guidelines for supervised community based activities from a centre are:

1. Detainees must be serving a control order (which includes waiting for an appeal
hearing) and have completed the correct period of time in custody (refer to checklists for
supervised outings, camps and school excursions).

2. If a detainee is serving a control order, and also has additional court matters for which

bail has been granted and entered into, he or she is eligible for supervised community

based activities, if all other centre conditions have been met.

3. All supervised community based activities must be part of the recreational or
educational program offered by the centre.

4.  Staff must be carefully selected to supervise outings in the community. There must be a
balance of competencies to ensure a maximum level of security while the group is
absent. Staff must recognise that the risk of escape is high when a group of detainees
is in the community.

5. During peak holiday periods, supervised outings are to be restricted to areas where
there are few other people (ie. not busy areas).

6. Aninformation group must be held before each supervised community based activity, to
clearly define the nature and purpose of the outing and the expectations placed on both
staff and detainees by centre management and the department.

7. When supervised camps are conducted, wherever possible, the co-ordinating staff
member (camp leader) must attend the proposed site before the camp is conducted, to
ensure that appropriate facilities are available and a reasonable level of security can be
maintained.

8. Where possible, detainees are to wear their own clothing to appointments and outings
during which they may encounter members of the public.

9. In any circumstances where the behaviour of a detainee is unacceptable, and he or she
continues after directions by staff, the activity should be terminated. The group must
then return to the centre immediately.

10. r i iviti T | i in th
Absence Qrder (any change to the location must be approved beforehand by the
Manager or the Co-ordinator Operations).

11. Medication must be kept in a locked tin throughout the absence. After-hours medication
sheets must be updated when medication is administered. The outing medication tin
should be kept in the Nursing Clinic between outings. Registered Nurses must ensure
all medication for outings is placed in the locked tin.

Selection criteria

The primary consideration in selecting detainees to participate in any supervised community-
based activity is that the activity is consistent with the established case plan for each detainee.
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The benefits for the individual detainee must be clearly identified in terms of individual needs,
and his or her return to the community following release.

In addition, the following must be considered:

1. The nature and circumstances of the detainee's offences and offence history.

2. The possibility of threat to public safety and the likelihood of further offending by the
detainee.

3. The length of time in custody in relation to the length of committal and to the time staff
have had the opportunity for accurate assessment of the detainee.

4.  Any prior history of escape or attempted escape from custody by the detainee.

5.  Any additional court appearances to be faced by the detainee.

6. The response (over time) of the detainee to the juvenile justice centre program.

7.  Prior history of drug abuse or addiction by the detainee.

8. Any recent personal circumstances within or outside the centre which may negatively
affect the detainee's judgment if placed in a less controlled situation.

9. The nature of staff supervision to be given to the detainee in the placement or activity
being considered.

10. The interactions with others which may result from the activity under consideration.

Applying to conduct supervised outings, camps or school excursions

The title "co-ordinator of outing" has been used in this procedure to denote the staff member
who is proposing the supervised community-based activity and who will act as the outing / camp
leader.

A co-ordinator of an outing may be a:

Senior Youth Worker - recreation

Senior Youth Worker — unit based

Vocational Instructor

School principal, or delegated school representative / teacher
Casework staff

Any other staff member selected to supervise a community-based activity.

How the procedure works

Responsible Action Required

Co-ordinator « Complete the Supervised Community Activity Proposal form. (JJ-

of outing A029) In the case of a camp, submit an extended proposal,
including the exact location of the camp and proposed emergency
procedures.
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Submit the Supervised Community Activity Proposal form to the
Co-ordinator Programs / Staff Development.

Co-ordinator Check that there is adequate information on the Supervised Activity
Programs / Proposal form for it to be considered. (JJ-A029)
Staff

Development

Check each detainee's D File for the correct eligibility dates for
supervised community based activities.

Check the CIS Alert and Register Report for any restrictions on
detainees and special needs.

Speak to the Co-ordinator Operations about the proposal, in relation
to operational issues and the eligibility of detainees being
considered. (JJ-A029)

Speak to the Co-ordinator Casework in relation to the case plans of
the proposed detainees, ensuring that the type of activity is
consistent with each plan.

Co-ordinator
Operations

Ensure accurate information is provided to the Co-ordinator
Programs / Staff Development, via discussions with Team Leaders,
unit-based staff and other supervising staff, including:

1. program participation at the centre and in the unit;

2. outline of response to incentive and punishment schemes;

3. any concerns regarding the type of community-based activity
being proposed.

Co-ordinator
Casework

Ensure accurate information is provided to the Co-ordinator
Programs / Staff Development, via discussions with Centre Support
Team staff, including:

1. the link between the community-based activity and the
detainees' case plans;

2. any concerns case management staff have about the activity;
3. Special instructions and recommended strategies for managing
a detainee in the community (eg., sex offender's contact with

potential victims).

4. any pending health appointments on the date/s of the activity.

Co-ordinator
Programs /
Staff
Development

In consultation with the Co-ordinator Operations and Co-ordinator
Casework determine if the outing should be approved or not
approved.

If there are concerns about the outing, or Co-ordinators cannot
agree, the Manager must be consulted to make the final decision.

Ensure that the Supervised Community Activity Proposal form is
maintained in a file. (JJ-A029)
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If the supervised outing proposal is approved:

e Prepare the Order for Escorted Absence — Group Absences form.
(JJ-A037)

e Submit the Order for Escorted Absence — Group Absences form to
the Co-ordinator Operations to sign as approved (in his or her
absence submit it to the Manager).

« In the case of a supervised CAMP, submit the Order for Escorted
Absence — Group Absences form to the Manager to approve and
sign.

« Assign to one of the proposed staff members responsibility for the
outing / excursion, for security and decision-making during the
absence.

i i li vV
e Ensure the staff member who submitted the proposal is informed

and that the reasons for non-approval are explained clearly to him
or her.

6 | Co-ordinator
Operations

o Ensure the Manager is aware of the approved supervised outing,
and provide him or her with the necessary details of that outing.

7 | Co-ordinator
Programs /
Staff
Development

o Inform the proposed co-ordinator of the outing that approval has
been given.

e Direct the co-ordinator of the outing to:

1. Conduct an information group with the staff and detainees who
will be participating in the supervised outing. This should include
any expectations of the centre both of staff and detainees, and
safety and security procedures which should be followed during
the outing.

2. Inform relevant staff (eg. unit staff, accounts clerk, kitchen staff)
that the outing has been approved and what is required from
those areas for the supervised outing.

3. Inform the Registered Nurse of the approved outing and the
names of the participating detainees, for preparation of
medication.

4. Organise and book a vehicle for the supervised outing.

5. Check that all necessary equipment is available, operational and
organised before the supervised outing occurs.

Preparing for a supervised outing — before the day

Responsible

Action Required

8 | Co-ordinator
of outing

As directed by the Co-ordinator Programs / Staff Development:

« Conduct an information group with the participating staff and
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detainees, including:

require for the outing.

camp leader.

organise:

hours medication sheets;

2. necessary money and / or vouchers;

advance);

maobile phone, extra clothing).

and ensure it is operational and secure.

supervised outing.

1. Expectatiohs of the centre for the conduct and behaviour of the
group whilst in the community (staff and detainees).

2. Information of what personal items (clothing, etc.) the group will

3. Inthe case of a camp, preparation of all equipment which will be

taken on the camp, including all group members preparing their
own equipment (eg., backpacks) under the supervision of the

» Contact relevant staff at the centre, well in advance of the outing, to

1. first aid equipment, medication for individual detainees, after-

3. prepared meals or foodstuffs for cooking during the outing;

4. a suitable vehicle (this must be booked at the centre in

5. any personal property required by detainees;

6. any other equipment which may be required (eg. recreational,
e Check all equipment which is required for the outing in advance,

» Inform the Co-ordinator Programs / Staff Development or Co-
ordinator Operations of any problems in preparing for the

9 | Co-ordinator | « Ensure the co-ordinator of the outing has undertaken all

Programs / preparation procedures as directed.
Staff
Development

Preparing for a supervised outing — on the day

Responsible Action Required

10 | Co-ordinator e Check that the Order for Escorted Absence - Group Absences form
of outing is in the Admissions area and has been signed as approved. (JJ-

A037)

concerns.

outing, including:

« Check the CIS Alert Register Report for any restrictions or relevant

* Locate the Team Leader and take the Order for Escorted Absence
— Group Absences form to him or her and discuss the supervised
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1. The nature of the outing. Provide a brief summary of the outing
and the location.

2. The detainees who have been approved to participate in the
outing and if any circumstances have arisen which no longer
permit one or more of those detainees to attend.

3. The estimated time of departure and return to the centre.

See the Registered Nurse about obtaining any required medication
and after-hours medication sheets.

11 | Team Leader

Check that the Order for Escorted Absence — Group Absences
form is accurately completed. (JJ-A037)

Check the CIS Alert Register Report for any restrictions or relevant
concerns.

If there are concerns about any of the detainees, consult with other
staff and, if absolutely necessary, remove their names from the
Order for Escorted Absence — Group Absences form and initial the
deletion. Ensure you speak to each of those detainees and
explain the reasons for their removal from the absence.

val fr i i
Inform the co-ordinator of the supervised outing if there are any
centre or unit problems which would delay the group in leaving the
centre.
Direct unit staff to prepare the listed detainees for the outing.
Do not permit the group to leave the centre if you have any reason

to believe the security and safety of staff and detainees in the group
could be at risk.

12 | Co-ordinator
of outing

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

Check that you have all necessary equipment and that the vehicle
is fueled and any damage on the vehicle is noted before beginning
the journey.

Collect all medications and after-hours medication sheets from the
Registered Nurse and place them in the designated locked tin.

If directed, assist in collecting detainees from their unit/s to prepare
for the outing.

13 | Admissions
staff

Contact the unit/s where the participating detainees are and
request that those detainees attend the Admissions area.

Copy the Order for Escorted Absence — Group Absences form (JJ-
A037) and:

1. retain the copy in the Admissions area, to be placed on the
detainee D File;
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14

2. give the original to the co-ordinator of the supervised outing and
request that he or she return the original at the end of the outing.

3. attach a copy of each relevant CIS Alert to the original Order for
Escorted Absence — Group Absences form.

+ Enter all detainees and their absence on the:
1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).

Co-ordinator
of outing

» Conduct a head count of all detainees while in a secure area and
reports the numbers to the Team Leader and relevant unit staff.

e Check that you have all prescribed medications, and that they are
in a locked tin.

e Take the Order for Escorted Absence — Group Absence form from
Admissions staff and keep it on your person for the duration of the
outing. (JJ-A037, original)

* Ensure all detainees in the group have appropriate clothing.

During the supervised outing

15

16

Responsible Action Required
Supervising * Maintain close supervision of detainees at all times.
staff

e Ensure you undertake your individual and team responsibilities
throughout the outing, as discussed and planned before leaving the
centre.

* Inthe case of a camp over two days, contact the Team Leader at

the centre every 48 hours (no longer) and report the progress of the
camp.

Co-ordinator
of outing

ri ing, i (eg., attempted or actual
escape, accident, behaviour / conduct issues):

» Contact the Team Leader from the nearest telephone (if isolated,
one staff member should leave the group to make this call) and
inform him or her of;

1. the nature of the problem;
2. your location and the number of detainees and staff with you;
3. any injuries sustained by detainees and / or staff;

4. any concerns for escape attempts.

= Secure the group and the area wherever possible.

« Follow any directions given by the Team Leader.
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17 | Team Leader

« Based on the information given to you by the supervising staff,
determine if the group should either:

1. return to the centre directly;

2. stop and secure group at nearest police station (to address any
safety and security issues);

3. continue with the outing or program.

e Contact the Co-ordinator Operations and inform him or her of the
report from the outing, and the action you have directed.

18 | If it is decided th

at staff should:

18.1 Continue with the outing / program:

Team Leader

« Direct staff to maintain close supervision of the group for the
remaining time of the outing.

o Direct staff to contact the centre immediately if there are further
prablems.

Supervising
staff

« Maintain close supervision of the detainee group for the remaining
time of the outing.

o If there are further problems experienced, contact the centre as
soon as possible, and seek directions from the Team Leader.

18.2 Return to the centre directly:

Team Leader

e Ensure supervising staff provide accurate details of their travel
route for the return journey.

« Organise for staff from the centre to travel towards the group to
offer assistance (ie., if the group are at a reasonable distance from
the centre)

Supervising
staff

« Inform the centre of your planned travel route. Do not change
those plans.

« |f there are further problems, contact the centre immediately at the
nearest available telephone.

¢ In the case of an emergency, and where a telephone cannot be
located, go to the nearest police station, secure the detainees there
and contact the centre.

18.3 Go to the nearest police station:

Team Leader

« Contact the police station where the group will be going and inform
them of the incident and the need for assistance.

« Direct the supervising staff to contact you as soon as they arrive at
the police station.
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Supervising « Contact the centre when you arrive at the police station.
staff

» Follow all requests and directions made by police officers.

Upon return

Responsible Action Required
19 | Supervising e Ensure staff and detainees remove all items from the vehicle,
staff including personal clothing, rubbish, first aid kit and the medications
tin.

e Conduct a head count of detainees as the group moves in to the
centre.

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

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

« Ensure the outing co-ordinator has returned the original of the
Order for Escorted Absence — Group Absences form. (JJ-A037)

« Enter the return of all detainees on the:
1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).

21 | Team Leader » Direct staff to conduct wand and clothed body searches of the
returning detainees. (For more information see Section 6.13 —
“Personal searches of detainees”.)

e Ensure that the co-ordinator of the supervised outing reports to you
before he or she leaves the centre.

22 | Co-ordinator e Report to the Team Leader on:
of outing )
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.
* Return the first aid kit and medication tin to the Registered Nurse
and discuss any first aid or medication issues that arose during the

absence.

If there were any problems during the supervised outing, and the Team

Leader has requested reports:

e Complete a Centre Incident Report. (JJ-A009)
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e Ensure all staff on the supervised outing complete a separate
Centre Incident Report.

e Submit all completed Centre Incident Reports to the Team

Leader before leaving the centre on the day of the supervised

outing.

23 | Team Leader If supervising staff reported any problems during the outing, about
which you were contacted during the outing:

 Direct all staff to complete a Centre Incident Report (separate
reports for each staff member) and submit them to you before they

leave the centre on the day of the outing. (JJ-A009)

¢ Check that the information on the Centre Incident Reports is
sufficient and clear.

e Enter new modified CIS Alerts where necessary.

» Go to procedures for reporting after an incident — Sections 7.9-7.15.

2.7 Under escort - other services

This procedure should be read in conjunction with 2.2 and 2.3. It follows the completion of those
procedures for approving and organising escorted movements.

When to use this procedure
This procedure is used when a detainee has been approved for an escorted absence and is
escorted out of the centre by a departmental officer. There are two different types of escorted
movements.
Routine escorted movements are for:
e court appearance; and
e emergency medical treatment.

Non-routine escorted movements are for:

e police interview outside of the centre (where centre escort personnel have been
requested);

e health or casework appointment (which includes education, employment and
vocational placement appointments);

e period of hospitalisation;
« funeral attendance;

e visit to a sick relative;

or any other reason considered appropriate by the Director, Operations.

Procedures for handcuffing detainees before and during escorted movements are outlined in
Section 6.14 and must be followed during this procedure.
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Who uses this procedure

The following staff may use this procedure:

Centre Managers

Co-ordinaters Operations

Co-ordinators Casework

Co-ordinators Programs / Staff Development
Team Leaders

Caseworkers

Centre Support Team staff (ie., Registered Nurses, Psychologists, Alcohol and Other

Drug Counsellors)

Programs staff (eg. Vocational Instructors, Recreation Officers)
Escort personnel

Admissions staff

Unit staff (eg. Senior Youth Workers).

Forms and records which may be used

JJ-A018: Authority to Move a Detainee

JJ-AD34: Request for Escorted Absence
JJ-A035: Order for Escorted Absence

JJ-A036: Order for Medical Treatment / Absence
Legal mandates (eg., Control Order, Warrant on an Adjournment)
Handcuffs and Keys Register

Admissions Diary / Movement Sheet

Unit Log Books / Daily Diary

Client Information System (CIS)

CIS Alerts Register

Record of Strip Search Record Book

Allied Health File

Detainee D File.
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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

e Policy for the Provision of a Protective Abuse-Free
Environment

e (Case Management Policy

Juvenile Placements /

Manual

Transport Service - Training

e Procedures when detainees are under escort
» Use of court precinct segregation room

o Handcuffing and restraining detainees

Act 1987

Children (Detention Centres) o 23A Escorted absences

e 25 Removal to Hospital of detainees

How this procedure works

There are three types of forms authorising the escorted movement of detainees, and they apply
to different types of absences. Where the same procedure is applied for different types of
movements the term “movement order” is used to refer to the Authority to Move a Detainee, the
Order for Escorted Absence or the Order for Medical Treatment Absence, ie. the form escorting
staff have in their possession. (JJ-A018 / JJ-A035 / JJ-A036)

Responsible

Action Required

1 Team Leader

On the evening before the escort occurs (or on the day prior to escort
personnel arriving):

L ]

Ensure unit staff are aware of the planned escorted absence and
that it is entered in the Unit Log Book / Diary Notes.

Direct unit staff to organise the detainee and his or her property
(where applicable) the evening before.

Sign the Authority to Move a Detainee or Order for Escorted
Movement or Order for Medical Treatment Absence, indicating
whether the use of handcuffs is approved or not approved. (JJ-
A018/ JJ-A035 ] JJ-AD36)

If the detainee will be handcuffed, enter special instructions for

escort personnel, including specific details about when (if at all)
handcuffs can be removed and how and where this should be done.

2 | Registered
Nurse

If the escorted movement is to @ medical appointment:

Ask the Team leader if the detainee will be handcuffed at the
appointment and at what times (if any) escort personnel are
permitted to remove handcuffs. Also, ask the Team Leader if there
are any particular security instructions to be passed on to the
medical service.
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« Contact the service where the detainee will be going and inform

them of any security issues and procedures and discuss any
concerns staff they may have. Inform the service if the detainee
will be handcuffed and the times (if any) when they may be
removed.

* [fthe treating service has any issues with security and handcuffing

instructions discuss those with the Team Leader who will make the
final decision about procedures and whether the movement will
proceed.

3 | Unit staff

* Ensure the detainee is ready for the escorted absence before

escort personnel arrive (Centre or Juvenile Placements / Transport
Service staff).

4 | Admissions

» When escort personnel arrive at the centre, contact the Team

staff Leader and inform him or her of the escort's arrival.
» Contact the unit where the detainee is and request that unit staff
escort him or her to the Admissions area.
* Check the movement order. (JJ-A018 / JJ-A035 / JJ-A036)
e Attach a copy of the current CIS Alert for the detainee to the
movement order,
= Inform escort personnel of the details of current alerts for the
detainee.
e Ifh requli
1. Inform escort personnel they will be required to use handcuffs.
2. Give handcuffs to escort personnel and ensure they sign the
Handcuffs and Key Register.
3. Ensure the Team Leader checks the Handcuffs and Key
Register.
» Request that escort personnel check the vehicle (ie., fuel, tyres, oil,
etc.) before they take responsibility for the detainee.
5 | Escort . inning the journ in dures, ensure
personnel the vehicle is safe and prepared (eg., tyres, fuel, oil, water, etc.).

e Ifhan requir

1. Check that the handcuffs are fully operational.

2. Sign the Handcuffs and Keys Register, as receiving the
handcuffs.

6 | Team Leader

rrival i Admissi r

e Check the details on the movement order again, to ensure they are
correct, and that the instructions for handcuffing do not need to be
changed. (JJ-A018 / JJ-A035 / JJ-A036)
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e Check that escort personnel have read the instructions on the
movement order and any current alerts for the detainee.

« Explain all of your instructions to escort personnel clearly,
encourage them to ask questions and check that they have
knowledge about the movement requirements.

« When the detainee arrives, inform him or her your expectations of
him or her during the absence.

7 | Escort + Sign the movement order, as accepting responsibility for the
personnel detainee and security during the absence. (JJ-A018 / JJ-A035 / JJ-
A036)

» Read the current alerts of the detainee and ensure they are
attached to the movement order.

e Discuss any handcuffing instructions with the Team Leader.

8 | Admissions e Copy the movement order (JJ-A018 / JJ-A035 / JJ-A036) and:

staff

1. Give the original of the Order (with current alerts attached) to
escort personnel and inform them that they must return the
original.

2. Place the copy of the Order on the Detainee D File.

e Give escort personnel any other relevant paperwork (eg., legal
mandate, health or casework referral), in a sealed envelope, which
relates to the detainee and his or her court appearance or
appointment.

9 | Escort o Keep the original of the movement order on your person for the
personnel duration of the escorted absence. (JJ-A018 / JJ-A035 / JJ-A036)

« Take additional paperwork to deliver to the service or court on your
arrival.

« Ensure the exit area of the centre is secure before escorting the
detainee to the vehicle.

« Ifusin , place handcuffs on the detainee in a secure
area before leaving the centre. The escort who is driving should
keep the handcuff keys. (For more information see Section 6.14 —
“Handcuffing detainees”.)

10 | Admissions When the escorts and detainee/s have left the centre, enter the
staff detainee's absence on;

« the Admissions Diary / Movement Sheet;

o the Client Information System (CIS).

11 | Unit staff o When th inee/s have left th re, enter the
detainee’s absence in the Unit Log Book.
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In the vehicle and during the journey

Responsible

Action Required

12 | Escort
personnel

~+

Ensure childproof locks (if any) on the rear doors are applied before
the journey begins.

Ensure vehicle windows are all wound up, or at a safe level for the
detainee and escort personnel.

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 with more .
than two escorts

One escort should be seated behind the driver.
The other escort should be at the rear of the
bus and the detainee should be seated
between these two escorts.

Ensure the vehicle remains secure throughout the journey.
Do not change travel plans.

Do not remove handcuffs during the journey unless approval is
noted on the movement order. (JJ-A018 / JJ-A035 / JJ-A036)

Contact the centre if any problems are experienced.
In areas where there is a lot of traffic and the vehicle is required to

stop and start regularly, ensure safety and security procedures are
carried out.

On arrival at the destination — one of four procedures apply:

13

13.1 Court or police interviews:

Immediate
Arrival

Observe the surroundings of the vehicle and the destination,
checking security for the detainee and escort personnel.

Entering the
site

Where the detainee is handcuffed, enter the building with the
handcuffs concealed, eg. under a jumper. Handcuffs should always
be concealed in public areas.

Where the detainee is NOT handcuffed, maintain physical contact
with the detainee between the vehicle and the building, eg. Holding
the belt or waist line.

Arrival

Place the detainee in the court or police holding room or cell as
directed.

Inform court staff or police of any current alerts for the detainee and
allow them to copy the alert if requested.

If the detainee is handcuffed, do not remove the handcuffs until the

detainee is secured in a room or cell.
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13.2 Health or casework appointments:

Immediate e Observe the surroundings of the vehicle and the destination,
Arrival checking security for the detainee and escort personnel.

e Check how appointments are proceeding — if there will be a wait,
remain in the vehicle until called.

Entering the « Where the detainee is handcuffed, enter the building with the
site handcuffs concealed, eg. under a jumper. Handcuffs should always

be concealed in public areas.

« Where the detainee is NOT handcuffed, maintain physical contact
with the detainee between the vehicle and the building, eg. holding
the belt or waist line.

Arrival e Escort the detainee into the waiting room or segregated office area.

« Where the detainee is handcuffed, do not remove handcuffs until

the detainee is secure in the office and the written approval to do so
on the movement order.

o [f directi \' iven for i r in handcuff
for the duration of the movement, and the appointment is
confidential, cuff the detainee to a piece of furniture (eg. chair) in
the most comfortable position for him or her.

13.3 Hospitalisation:

Immediate « Observe the surroundings of the vehicle and the destination,
Arrival checking security for the detainee and escort personnel.

e Check if the hospital is able to admit the detainee immediately - if
you are required to wait, remain in the vehicle until called.

Entering the e Where the detainee is handcuffed, enter the building with the
site handcuffs concealed, eg. under a jumper. Handcuffs should always

be concealed in public areas.

o Where the detainee is NOT handcuffed, maintain physical contact
with the detainee between the vehicle and the building, eg. holding
the belt or waist line.

Arrival e Maintain physical contact with the detainee when escorting him or
her to the hospital room.

o |fth inee i ndcuffed, remove the handcuffs when the

detainee has been admitted and is in his or her room and only if
there is written approval to do so on the movement order.

e |fdirections have been given for the detainee to remain handcuffed

for the duration of the movement, cuff the detainee to a piece of
furniture in the most comfortable position for him or her (eg. a chair

or cuff ankle to bed).
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13.4 Funeral or visiting a sick relative:

Immediate
Arrival

Observe the surroundings of the vehicle and the destination,
checking security for the detainee and escort personnel.

In f a funeral, if there is a delay, allow the detainee to
speak with family members, but maintain close supervision.

Entering the
site

Where the detainee is handcuffed, enter the building with the
handcuffs concealed, eg. under a jumper. Handcuffs should always
be concealed in public areas.

Where the detainee is NOT handcuffed, maintain physical contact
with the detainee between the vehicle and the building, eg. holding
the belt or waist line.

Arrival

Maintain physical contact with the detainee until in a secure area.

i
funeral or visit, leave the handcuffs. o~
e e,

If handcuffs are not required for the duration of the funeral or visit,
remove the handcuffs when inside the building and maintain close
supervision of the detainee.

Supervision at the destination

14

Responsibility: Escort personnel

Court and
police
interviews

Maintain close and active supervision of the detainee at all times.

Do not leave the detainee unattended by Juvenile Justice Centre or
Juvenile Placements / Transport Service personnel under any
circumstances. There must be at least one escorting officer with
the detainee at any time when in the court or police area.

hlne_qagg_qta_p_ol_lc_eﬂm the detainee can be left with police

officers during an interview, as Juvenile Justice staff are not
permitted to act as observers for such interviews. Remain outside
the interview room and do not leave the immediate area.

fitisn repl n n i in th
room due to safety concerns — make a request to the Judge or
Magistrate via the Court Officer.

Health or
casework
appointments

Unless instructed otherwise by a senior officer, leave the office to
ensure confidentiality for the detainee.

If th inee is r for th ration of th
movement and the appointment is confidential, cuff the detainee to
a piece of furniture (eg. chair) then leave the office.

Position and stand strategically outside the room, eg. one outside
the door and the other outside the ground level window of the office.
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Hospitalisation

e Maintain close and active supervision of the detainee at all times.
Apply the same rules and expectations the detainee would be
required to follow at the centre, eg. contraband, no smoking,
conduct. This excludes where the medical problem or treatment
does not allow adherence to some rules and expectations.

e Where there is only one escort and there is an urgent need to leave
the room, apply handcuffs and attach them to the bed or a chair,
and remove them immediately following your return.

e Where the detainee must be handcuffed for the entire
hospitalisation period:

1. Remove handcuffs when the detainee is anaesthetised and re-
apply during the recovery period.

2. Ensure handcuffs are concealed during the hospitalisation
period, eg. covered with bed clothes.

f wish visi in ring th ri f
italisation:

« Allow those people who have the Manager's approval to visit.
Do ndeT

« Do not allow people to visit if they have the Manager's approval.
YA

« Direct those people to contact the centre and to speak to the Team
Leader if they wish to seek approval to visit.

e Contact the Team Leader if you do not know who is approved to
visit and ask for a list of the names of approved visitors.

« Record the time and name of the visitor when the detainee is
visited. This should be transferred to the Visitors Card at the end of
the escorting period. (JJ-A063)

Funeral or
visiting a sick
relative

e Maintain close and active supervision of the detainee at all times.

° f |, wher ineeis h ffed,
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.

« Do not attend any other functions associated with the funeral, eg.
social gathering after the service unless there are written
instructions on the movement order allowing that to occur.
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Leaving a court destination

(Procedures for leaving destinations other than courts are included in the “return journey”

procedures.)

Responsible

Action Required

15 | Escort
Personnel

i ir return he or she:
« has further court appearances;
* is committed on further charges;
e has bail granted and conditions met on adult charges;

= other reasons which outlined on the Authority to Move a detainee
form. (JJ-A018)

Then:

» Ensure all paperwork is in order. Collect court outcome papers to
give to admissions staff on your return.

« [fthe detainee is to be handcuffed, place the handcuffs on the
detainee while he or she is still in the court precinct holding room or
cell.

e Check that the exit area is secure before taking the detainee to the
vehicle.

« Check that the surrounding area of the vehicle is secure.

+ Maintain contact with the detainee while moving from the building
into the vehicle.

 Ensure the detainee and escort personnel are secured in the
vehicle before beginning the return journey.

Escort
personnel

he or she:
e was granted bail and can enter into that bail and related conditions;
= was given a non-custodial court order;
s was sentenced or bail refused on adult charges;

e other reasons which are outlined on the Authority to Move a
detainee form (JJ-A018).

Then:

e Check that all paperwork is in order and that the court officer or
holding room escort informs you that the detainee is no longer in
your custody.

. n the rever: i f the griginal Authority to Move a Detainee
form, write down the outcome of the court appearance, eg., bail
conditions, type of non-custodial order to give to admission staff on
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your return. (JJ-A018)

o |fthe detainee was handcuffed, check that you have the handcuffs
and keys before leaving the building.

* Check that the area surrounding the vehicle is secure before
leaving.

Return journey

(Procedure for leaving destinations other than a court appearance.)

Responsible Action Required
16 | Escort + |f the detainee is required to be handcuffed, re-apply handcuffs in
personnel a secure area or building.

+ Ensure childproof locks on the vehicle rear doors are applied
before the journey begins.

+ Ensure vehicle windows are all wound up, or at a safe level for the
detainee and escort personnel.

Ifina: Then:

Car ¢ Detainee is to be seated behind the front
passenger seat, next to the escort who is not
driving.

Bus with more e One escort should be seated behind the

than two escorts driver. The other escort should be at the rear
of the bus and the detainee should be seated
between these two escorts.

+ Ensure the vehicle remains secure throughout the journey.

e Do not change travel plans.

+ Do not remove handcuffs during the journey unless approval is
noted on the movement order. (JJ-A018 / JJ-A035 / JJ-A036)

« Contact the centre if any problems are experienced.
* In areas where there is a lot of traffic and the vehicle is required to

stop and start regularly, ensure safety and security procedures
are carried out.

On return to a centre

Responsible Action Required
17 | Escort + Maintain physical contact with the detainee from the vehicle into
personnel the centre until you are secured in a building.

« |f the detainee is handcuffed, do not remove the handcuffs until
you are secure in a building.
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Give the original of the movement order to Admissions staff. (JJ-
A018/JJ-A035 / JJ-A036)

Give admissions staff any paperwork or items provided at the
destination (eg., X Rays, reports).

|f you are an escort from the centre:

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

2. Contact the Team Leader and ask if there are any other
duties required of you. Do not leave the centre without
approval from the Team Leader.

If any problem T ring the movement:

1. Report directly to the Team Leader.

2. If directed by the Team Leader, complete a Centre Incident
Report before leaving the centre that day. (JJ-A009 — if

directed)

18 | Admissions
staff

Contact the Team Leader and inform him or her that the detainee
has returned to the centre.

Contact the unit where the detainee resides, inform staff that he
or she has returned and request that a staff member collect the
detainee.

Retrieve the movement order and all other paperwork for the D
File. (JJ-A018 / JJ-A035 / JJ-A036)

If the detainee has returned from a period of hospitalisation,
ensure all approved visits to the detainee during that period are
recorded on the Visitors Card. (JJ-A063)

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

Ensure escort personnel sign the Handcuffs and Keys Register.

Record the detainee’s return and new court information in the:

1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).

Ensure the Team Leader checks the Handcuffs and Key Register.

If the escort was to a medical appointment:

1. During hours: inform the Registered Nurse of the detainee’s
return and ensure all paperwork, X-Rays and medication are

delivered directly to the clinic.

2. Qut of hours: ensure medical paperwork, X-Rays and
medication are placed in a secure area where the Registered
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or she returns to the centre.

Nurse can retrieve them at the earliest time possible when he

19

Unit staff e When contacted by Admissions staff, collect the detainee as soon

as possible.

detainee.

the detainee.

* Contact the Team Leader and request that a second officer
attend the search area to assist in the personal search of the

e When the second officer is present, conduct a personal search of

e Go to Section 6.13 - "Personal Searches of Detainees".

2.8

Leave from a centre

When to use this procedure

This procedure is used when a detainee is permitted to be absent on leave from a juvenile
justice centre without the supervision of a departmental officer.

The different types of leave which a detainee can participate in are:

day leave;
overnight leave;

day leave for employment, educational or vocational purposes.

Who uses this procedure

The following staff may use this procedure:

Centre Managers

Co-ordinators Operations
Co-ordinators Casework
Caseworkers

Key Workers

Team Leaders

Unit staff (eg. Senior Youth Workers)

Admissions staff.

Forms and records which may be used

JJ-A023:; Application for leave

JJ-A024: Pre leave interview (proposed supervisor of detainee)
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JJ-A025: Order for leave

s JJ-A026: Leave undertaking / Supervisor's evaluation

o JJ-A027: Detainee's leave evaluation

o JJ-A028: Request for Home Report

¢ Unit and Centre Log Books

e Admissions Diary / Movement Sheet

¢ Client Information System (CIS)

¢ [ncident documentation (if necessary) (refer to section 9 — Incidents).

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 and Procedure for Granting Leave from a Juvenile
Justice Centre

Case Management Policy

Children (Detention
Centres) Act 1987

23A Escorted absences

24 Persons subject to control may be granted leave,
discharged, etc.

37A Breaching condition of leave, failure to return, etc.

Children (Detention
Centres) Regulation 1995

33 Matters to be taken into account before granting leave
34 Day leave

35 Overnight leave

Guidelines

The Co-ordinator Casework or Caseworker must Co-ordinate all preparation work for any type of
leave. This includes consultation with all relevant staff and liaison with the Co-ordinator
Operations, to ensure all operational issues have been identified and addressed.

The general guidelines for leave from a juvenile justice centre are:

1. The detainee must be serving a control order or awaiting the outcome of an appeal of his
or her sentence and have completed the correct period of time in custody (refer to
checklists for leave). It is the responsibility of the Co-ordinator Operations to calculate
and check critical dates for leave from a centre.

2. If the detainee is serving a control order, and has additional court matters for which bail

has been granted and entered into, he or she is eligible to apply for leave after serving the

specified proportion of the control period and if all other centre conditions for leave have

been met.
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Wherever possible leave should occur during weekdays. This assists the detainee
prepare for employment or education for the period after discharge. Leave on weekdays
also reduces the problems a detainee can experience on weekends, where the risk of
uncontrolled activities is higher.

Every effort must be made to ensure co-offenders do not participate in leave at the same
time.

In the case of day and overnight leave with family or significant others, the proposed
supervisor of the detainee during leave should be the person with whom the detainee will
be residing upon his or her return to the community after discharge.

An interview must be conducted with the proposed supervisor for any type of leave and
they must be assessed as able to take responsibility for the detainee and conditions of
leave before leave can be approved.

Leave should not exceed two overnight periods, unless the distance the detainee has to
travel is extensive. Leave which exceeds two overnight periods must be approved by the
Cluster Director.

Participation in leave must be part of the case plan. Case plans should include reference
to leave as a casework strategy towards achievement of the outcome of successful
community reintegration.

Approval criteria

The primary considerations for granting leave to a detainee should be based on individual
casework issues for that detainee, as presented by the Co-ordinator Casework and other Centre
Support Team members.

When a detainee's application is being considered for approval the Manager and other relevant
staff must make the following considerations:

1.

2.

the likelihood of the detainee committing another offence on leave;
the likelihood of the detainee creating a risk to public safety;

the detainee's conduct and behaviour in the centre indicating that he or she would

observe any conditions set for leave;

. the likelihood of the detainee interfering with, or attempting to interfere with, a witness in

any proceedings;
any previous history of escape from lawful custody;
the kind of supervision the detainee would be subject to during leave;

the likelihood of the detainee coming into contact with a victim of the offence for which he
or she is detained;

links between the proposed leave and the detainee's case plan towards community
reintegration.

any other relevant matters to the granting of leave from a centre.
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Checklists for leave

When minimum periods in custody to quélify for leave are completed, participation is subject to
the Manager's discretion and approval.

Day Leave
Remand Sentenced Sentenced Sentenced
& on Appeal & on Appeal & on Appeal
Indictable or Indictable Sericus Indictable
Summary s10orsi19
Not eligible 1/4 of sentence 1/3 of sentence 1/2 of sentence [*]

centre (at least two).

approved.

Should not exceed 8 hours.

Must be consistent with the detainee’s case plan

Should be to the proposed and approved release address OR should occur in reasonable
proximity to the centre.

Must have completed a reasonable number of successful supervised outings from the

An interview must be conducted with the proposed leave supervisor prior to leave being
The leave supervisor must sign an undertaking to accept full responsibility for the detainee
and the leave conditions.

The detainee and supervisor must complete a leave evaluation form.

The detainee must be collected and returned by the supervisor, unless approved
otherwise by the Manager.

[*] = Initial approval from Director Operations.

Overnight Leave

Remand Sentenced Sentenced Sentenced
& on Appeal & on Appeal & on Appeal
Indictable or Indictable Serious Indictable
Summary s10ors19
Not eligible 1/2 of sentence 2/3 of sentence 2/3 of sentence [*]

Must be consistent with the detainee’s case plan
Must not exceed two nights, unless approved otherwise for travelling purposes.
Should only be to the proposed and approved release address.
Must have completed at least one successful Day Leave.

Regular checks must be conducted, either by phone or visits (checks must be recorded).

An interview must be conducted with the proposed leave supervisor prior to leave being
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approved.

« The leave supervisor must sign an undertaking to accept full responsibility for the detainee
and the leave conditions.

e The detainee and supervisor must complete a leave evaluation form.

e The detainee must be collected and returned by the supervisor, unless approved
otherwise by the Manager.

/ [*]1 = Initial approval from Director Operations.

Day Leave for Educational, Employment or Vocational purposes

Remand Sentenced Sentenced Sentenced
& on Appeal & on Appeal & on Appeal
Indictable or Indictable Serious Indictable
Summary s10 ors19
Not eligible 1/4 of sentence 1/3 of sentence 1/2 of sentence [*]

¢ Must be consistent with the detainee's case plan.

e A separate proposal must be submitted to the Manager via the Co-ordinator Casework
(ie., not the Application for Leave form).

e A contract must be developed and agreed upon between the detainee, the proposed
supervisor and the Co-ordinator Casewark, and approved by the Manager.

e An interview with the proposed supervisor must be conducted prior to leave being
approved.

e The detainee and supervisor must complete regular evaluations of the leave.

* Visits to the place of employment, training or education must be conducted on a regular
basis.

X [*] = Initial approval from Director Operations.
Approving addresses for leave

Any address which a detainee applies to go to on leave must be approved by the allocated
Juvenile Justice Officer or Juvenile Justice Counsellor. It is the responsibility of Co-ordinators
Casework or Caseworkers to liaise with the Juvenile Justice Officer / Counsellor and to seek the
decision as to support or non-support for the proposed address of leave. Community staff
comments regarding the proposed address must be included in the detainee’s application for
leave.

Consideration must always be given to the victims of person-related crimes, eg. sex offences.
Where the victim lives in the vicinity of the proposed address for leave, an alternative address at
a reasonable distance from the victim should be arranged. Detainees can also be restricted to
leave in close proximity of the centre with instructions not to go to their home address.

Department of Juvenile Justice (NSW) August 1998 Section 2 Movements Out




Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 102

How this procedure works

Responsible

Action Required

1 Co-ordinator
Casework

When i i i juveni

. During the assessment and induction stage of casework, ask the
detainee to indicate which address he or she intends to reside at after
discharge.

« Contact the people who the detainee has indicated he or she intends
to live with after discharge and seek confirmation of their post-
release supervision.

+ Inform the proposed release supervisor that a Juvenile Justice
Officer / Counsellor will be contacting or visiting him or her to conduct
an assessment of the home situation and their suitability to supervise
the detainee.

e |If the proposed address is different to the address on the Background
Report, complete a Request for Home Report form. (JJ-A028)

+ Send the Request for Home Report to the allocated Juvenile Justice
Officer / Counsellor. This must be done no less than 14 days before
the detainee intends to apply for leave.

in i i inee indi h h
supervisor:

e Follow the procedure above.

» Then:

« either complete another Request for Home Report; (JJ-A028)

¢ or contact the allocated Juvenile Justice Officer / Counsellor by
telephone and request a verbal report.

o |f a verbal report is requested and made, record the conversation in

the Case Notes in the detainee D File.

Day leave for educational, employment or vocational purposes

These procedures relate to day leave for the purpose of education, employment or vocational
training. They do not apply to absences when the detainee attends interviews for such leave or
employment following release. Escorted movement procedures should be followed for pre-leave
or pre-release interviews (see Section 2.7 — “Under escort — other services").

The following requirements apply for this type of leave:

1. All day leave for education, employment or vocational purposes must part of the
detainee's individual case plan.

2. The Co-ordinator Casework or Caseworker must co-ordinate all preparation work for the
leave, in consultation with relevant staff. All staff preparing leave information and
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proposals for detainees must consult with and submit proposals to the Co-ordinator
Casework or Caseworker.

. The Co-ordinator Casework must determine the validity of the application and its
relationship to the case plan and present that information to the Manager for considering
approval of the application.

. A contract between the detainee and the Co-ordinator Casework or Caseworker must be
developed with direct reference to the detainee's case plan. This must be done in
advance, and signed by all parties involved before the Manager makes the final approval
decision.

; ntr r service wher inee wil n
leave must be developed and agreed upon by the detainee, proposed supervisor and the

Co-ordinator Casework. This contract should contain the expectations of all parties,
details of the leave arrangements, any departmental conditions for leave from a centre,
and should incorporate details of the detainee’s contract which was developed with the
Co-ordinator Casework.

. Initial interviews for educational placements must be attended by a school staff member,
nominated by the School Principal and the Co-ordinator Casework or Caseworker.

. The proposed supervisor must be visited and interviewed by the Co-ordinator Casework
or Caseworker, at which time the proposed supervisor will be assessed and conditions of
leave will be clearly explained.

The general procedures for leave should be followed for day leave for educational, employment
or vocational purposes with the inclusion of the above requirements.

When a detainee wishes to apply for leave

Responsible

Action Required

1 Detainee

e Inform the Co-ordinator Casework or allocated Caseworker or Key
Worker that you would like to apply for leave.

2 | Co-ordinator
Casework /
Caseworker/
Key Worker

e Organise an appointment with the detainee to discuss leave and
complete relevant forms.

e At this time (to assist with preparation for the discussion) ask the
detainee to provide you with the:

1. proposed dates of leave;
2. proposed address and supervisor for leave.
¢ Check the D File for the following leave requirements:

1. critical dates before, on or after the date for which leave is
applied;

2. recent background report which refers to the proposed address
and supervisor for leave;

3. inthe absence of a recent background report, a record of a home

report relating to the proposed address and supervisor for leave.
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If there i r back n for the pr r
and supervisor for leave, contact the allocated Juvenile Justice
Officer / Counsellor and request a verbal home report.

With the detainee: complete the following sections of the Application
for Leave: (JJ-A023)

1. detainee details;
2. leave request.

Contact the proposed supervisor and complete the Pre-Leave
Interview. (JJ-A024)

Co-ordinator
Casework

Complete the remaining sections of the Application for Leave (JJ-
A023) including information from discussions with:

1. Team Leaders and other operational staff,

2. other Centre Support Team members;

3. Programs staff.

Check the current case plan, ensure the leave is linked to the case

plan and that information about the link is written on the Application
for Leave. (JJ-A023)

Co-ordinator
Operations /
Team

Ensure all relevant information is provided to the Co-ordinator
Casework or the allocated Caseworker or Key Worker. This
includes:

Leaders /
Unit staff 1. Behaviour and progress in the unit.
This information should be used to determine if the detainee may
present a risk to others while on leave and is also used as an
indicator as to whether the detainee would adhere to the
conditions set for leave.
2. Level and type of program participation while in custody.
3. Any concerns regarding contact with the proposed leave
supervisor.
4. Any other concerns or information regarding security issues.
Caseworker / Submit the Application for Leave and Pre Leave Interview Form to
Key Worker the Co-ordinator Casework. (JJ-A023 / JJ-A024)
Manager Ensure a regular meeting is conducted to discuss all leave
applications with Co-ordinators and other relevant staff.
Co-ordinator hi worker or Key Worker h r leav mentation,
Casework check that the information is accurate and that there is no need for

additional information. (JJ-A023 / JJ-A024). If more information is
required return the forms to the Caseworker or Key Worker and
request that the forms be returned to you when completed.
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e When the leave forms are complete, consider the information and
enter your decision of support or non-support and any other
comments.

» Discuss the application for leave with the Co-ordinator Operations
and give him or her the Application for Leave and the Pre Leave
Interview form for his or her comment and an entry regarding his or
her support or non-support of the application. (JJA-023 / JJ-A024)

8 Co-ordinator
Operations

» Consider the Application for Leave noting all information contained in
the application and the Pre Leave Interview form. (JJA-023 / JJ-
A024)

» Enter your decision regarding support or non-support for the leave
application and any comments about the application and return the
forms to the Co-ordinator Casework. (JJA-023 / JJ-A024)

9 Co-ordinator
Casework

;Nhen the Co-ordinator Operations returns the Application for Leave and

the Pre Leave Interview form:

* Submit the following completed forms (attached to each other) to
the Manager at the designated meeting:

1. Application for Leave; (JJ-A023)

2. Pre-Leave Interview. (JJ-A024)

Considering a detainee's application for leave

Responsible

Action Required

10 | Manager

Upon receipt of a detainee's application: (JJ-A023 / JJ-A024)

¢ Check that all necessary information has been provided. If further
information is required ask the Co-ordinator Casework to gather the
additional information you require.

11 | Co-ordinator
Casework

* Discuss the detainee's application with the Manager and other Co-
ordinators highlighting specific information relevant to the case plan.
(JJ-A023 | JJ-A024)

12 | Manager

¢ Refer to all leave information submitted and the legal considerations
for approval of leave and: (JJ-A023 / JJ-A024)

« either approve leave or do not approve leave.

If leave is approved

Responsible

Action Required

1 Manager

» Complete the "approval details" on the Application for Leave: (JJ-
A023)

1. circle "approved";

2. enter specific or additional conditions for the leave, in consultation
with the management team. These will be included on the Order
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for Leave. They written in simple and understandable language
so the can be detainee clear about the conditions.

« Ensure an Order for Leave is prepared and includes the conditions

written in the “approval details” section of the Application for Leave.
(JJ-A025 from JJ-A023)

e Return the Pre Leave Interview form to the Co-ordinator Casework.

(JJ-A024)

2 Co-ordinator
Casework /

Caseworker/
Team Leader

« Inform the detainee of the outcome of his or her application for leave,

and explain all conditions of leave to him or her. (JJ-A023)

3 | Manager

e Read the Order for Leave and: (JJ-A025)

1. Check that all conditions determined by you have been included,

2. Check that the Leave Undertaking (Supervisor) and Detainee's
Evaluation are attached to the Order;

3. Sign the Order for Leave;

4. Ensure the Order for Leave is give to Admissions staff to be ready
for the day of leave.

4 | Co-ordinator
Casework /
Caseworker

« Inform the Registered Nurse of the approved leave dates, etc. (for

preparation of medication).

« Give the Application for Leave and the Pre Leave Interview form to

admissions staff for filing. (JJ-A023 / JJ-A024)

« Ifthe detainee or the leave supervisor will need an interpreter for

leave conditions to be explained on the day, organise the interpreter
service now.

5 | Admissions
staff

« Ensure all leave documentation is maintained in a central location in

preparation for the day of the detainee's leave. (JJ-A025, JJ-A026,
JJ-A027)

If leave is not approved

Responsible

Action Required

1 | Manager

e Complete the Approval Details section of the Application for Leave
form: (JJ-A023)

1. circle "not approved";
2. enter specific reasons as to why the application was not
approved. These should be clear, assisting the Co-ordinator

Casework or Caseworker to explain the reasons to the detainee.

e Return all leave documentation to the Co-ordinator Casewaork.
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Co-ordinator
Casework

 If you, the Caseworker or any other Centre Support Team staff
ieve th i ot been idered, request
an interview with the Manager to present the detainee's application
once again. (JJ-A023 / JJ-A024)

Manager

e Consider the application for leave information again with advice from
the Co-ordinator Casework and other relevant staff. (JJ-A023 & JJ-
A024) -

e Make a final decision about the leave based on additional
information presented by the Co-ordinator Casework and other staff.

« |f the decision is changed and leave is approved, go back to the
procedure “If leave is approved”.

Co-ordinator
Casework or
Team Leader

e |f r n i r ision and leave i

back to the procedure “If leave is approved”.

roved, go

« |If leave is still not approved:

1. Inform the detainee of the decision (the Co-ordinator Casework
can delegate this to the Casewaorker allocated to the detainee).

2. Ensure the Application for Leave is filed appropriately for future
reference. (JJ-A023)

Preparing for leave — on the day

Responsible

Action Required

Team Leader

This step should be completed on the DAY BEFORE leave:

e Check details of all detainees going on leave.

» Contact the Registered Nurse and check if medication is required for
any detainees going on leave.

On the day:
 Before the leave supervisor arrives to collect the detainee, collect

medication from the Registered Nurse and ask for instructions how it
is to be administered.

Admissions
staff

When the leav isor arriv he centre:

e« Contact the Team Leader and inform him or her that the leave
supervisor has arrived.

» Contact the unit or area where the detainee is and ask staff to bring
the detainee to the Admissions or Operations area.

Team Leader

e Attend the Admissions area when called.
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4 | Unit staff

Ensure the detainee attends the Admissions or Operations area
(where directed) as soon as possible.

When the detainee has left the unit, record him or her as absent in
the Log Book and adjust the total detainee numbers accordingly.

5 | Team Leader

When th i nd leav rvisor ar h her:

Speak to the supervisor and detainee about the conditions on the
Order for Leave. Explain the importance of following all conditions to
both the leave supervisor and the detainee. (JJ-A025)

Ask the detainee if he or she knows what is required of him or her
while on leave and then ask the detainee to sign the Order for Leave.
(JJ-A025)

Ask the leave supervisor if he or she knows what is required of him
or her and the detainee and ask him or her to sign the:

1. Order for Leave; (JJ-A025)
2. Leave Undertaking. (JJ-A026)
Give the supervisor the detainee's medication and inform him or her

of the instructions for administration (as directed by the Registered
Nurse).

6 | Admissions
staff

Ensure all property the detainee is taking with him or her is recorded
on the CIS Property Record. (For more information see Section
1.13)

Copy the Order for Leave and the Leave Undertaking and retain the
copies in the Admissions area (until the leave is successfully
completed). (JJ-A025 / JJ-A026)

Give the original of both forms to the leave supervisor before he or
she and the detainee leave the centre.

Instruct the supervisor to return all original forms at the completion of
the leave.

Record the detainee's absence on the:
1. Admissions Diary / Movement Sheet;

2. Client Information System.
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While a detainee is on overnight leave

Responsible

Action Required

1 Team Leader
or (during
hours) Co-
ordinator
Casework /
Caseworker

e Fither:

« contact the detainee by telephone at least once during the leave.
A detainee who is on his or her first or second leave should be
contacted by telephone at least twice during the leave;

Or:
e if possible, visit the address where the detainee is on leave and
discuss how leave is going, with the supervisor and the detainee.

This will depend on the location of leave and the travelling
distance from the centre.

o | isor r h i is not available:
1. ask the supervisor where the detainee is;

2. contact that number or visit again shortly after this.

e If the supervisor or detainee report they are experiencing problems
with the leave, based on the problem reported decide if the leave
should continue or be stopped.

e Record all contact with the detainee and leave supervisor and
ensure these records are placed in the "casework" section of the
detainee D File (a Team Leader should pass this record on to the Co-
ordinator Casework).

o |f ide that leave can conti

1. ensure you contact the place of leave on a regular basis for the
remainder of the leave;

2. direct the detainee or supervisor to contact you as soon as any
further problems occur,

3. if further problems occur, stop the leave and follow the
procedures outlined below.

o |f i leave shoul d:
. I h ress — escort the detainee directly back to
the centre;
. u have teleph h r where th inee i

depending on the problem either;

1. direct the detainee to remain at the address and organise for
him or her to be collected from that address to be returned to
the centre; or,

2. request that the supervisor bring the detainee directly back to
the centre.
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« Contact the Co-ordinator Operations and inform him or her that
leave has been stopped and the action that has been taken at the
time of calling him or her.

e Complete a Centre Incident Report outlining details of the problem
during leave and the decision to stop the leave. (JJ-A009)

e Submit your report to the Co-ordinator Operations. (JJ-A009)

When a detainee returns from leave

Responsible | Action Required

1 Team Leader | o |If Wi with th \' rvisor when the detai n

he or she returns, inform Admissions staff and request that they
contact when the supervisor and detainee arrive.

2 | Admissions e« Contact the Team Leader and inform him or her that the detainee
staff has returned from leave.

e |fthe Team viousl| he leav

supervisor, inform the leave supervisor of that request and request
that he or she wait for the Team Leader.

« Before the supervisor leaves the centre, collect the completed
originals of the:

1. Order for Leave; (JJ-A025)
2. Leave Undertaking; (JJ-A026)
3. Detainee's Leave Evaluation. (JJ-A027)

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

e Attach the evaluations together and submit them to the Co-ordinator
Casework.

« Replace the copy of the Order for Leave on the D File with the
original Order for Leave. (JJ-A025)

« Retrieve any unused medication from the supervisor and give it to
the Registered Nurse.

e OQut of hours: inform the Team Leader that you received unused
medication and place it in a secure place where the Registered
Nurse can collect it as soon as he or she returns to duty.

e Ensure all property returned to the centre with the detainee is
recorded accurately, and signed by the detainee. (For more
information see Section 1.13.)

« Enter the detainee's return in the Admissions Diary / Movement
Sheet and the Client Information System.
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3 Unit staff for i in h it:

» Conduct a personal search of the detainee for any items of
contraband. (For more information see Section 6.13.)

When the detainee has been returned to his or her unit:

¢ Record his or her return in the Log Book and adjust detainee
numbers accordingly.

4 | Co-ordinator | e As soon as possible after the detainee returns from leave. conduct

Casework / an interview with the him or her about leave. (JJ-A025 / JJ-A026)
Caseworker/ During this interview discuss:
Key Worker

1. achievements and issues during leave;

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

3. the detainee's evaluation of the leave; (JJ-A027)

4. any tasks the detainee had been asked to complete in terms of his
or her case plan. (JJ-A027)

e Add any additional comments or information in the “casework/CST
comments” section of the Detainee’s Leave Evaluation. (JJ-A027)

5 | Caseworker/ | o After your discussion with the detainee, discuss the detainee’s leave
Key Worker with the Co-ordinator Casework and highlight problems and

achievements in terms of the case plan.

6 | Co-ordinator | « Report any issues or problems to the Manager and discuss these
Casework with the Co-ordinator Operations, in relation to management of the
detainee during the period following leave.

2.9 End of custody

When to use this procedure

This procedure is used when a detainee is discharged from custody and not required to return.
End of custody in a juvenile justice centre can occur as a result of a detainee:

e completing the minimum or fixed term of his or her control order;
* being granted early discharge —s. 31;

* being granted bail, where he or she has met the bail conditions and entered into those
conditions;

= being approved for conditional discharge, to complete the remainder of his or her control
order in the community under supervision — s. 24(1)(c);

s attending a court appearance where there was a non-custodial outcome and he or she
has no other custodial orders.
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Who uses this procedure

The following staff may use this procedure:

L ]

Centre Managers

Manager, Juvenile Placements / Transport
Co-ordinators Operations

Co-ordinators Casework

Team Leaders

Admissions staff

Unit staff

Escort personnel

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

School staff

Forms and records which may be used

JJ-CW014: Community Reintegration Report
CIS Property Record

Detainee File (D)

Allied Health File

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

Appendix 4: Parole Order (Supervision Ordered) — Form 2
Appendix 8: Bail Undertaking — Form 5A

Appendix 10: Bail Acknowledgment — Form 6

Appendix 11: Acceptable Person Application

Order under s. 24(1)(c).

Related polices and procedures

The following policies and procedures are relevant to this procedure:

In the: Go to the Section or Policy:

DJJ Policy Manual e Case Management Policy
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Children (Detention Centres) e 30 Discharge
Act 1987

e 31 Early discharge
¢ 32 Terminations of orders

e 24(1)(c) Conditional discharge
Children (Detention Centres) e 6 Definitions: Classifications A & B
Regulation 1995

Bail Act 1978 e Clauses9 & 10

Guidelines
The following guidelines must be applied when a detainee is discharged from custody:

1. If the detainee was serving a control order the Co-ordinator Casework must ensure that a
pre-discharge case conference is conducted at least one month prior to the detainee's
discharge date. (For more information go to Section 3.3.)

2. If the detainee was serving a control order a Community Reintegration Report must be
completed. (For more information go to Section 3.3.)

3. Staff must ensure that any detainee being discharged from custody has collected all

property and monies belonging to him her before being discharged from the centre.
If property belonging to the detainee is found after he or she is discharged, such property
should be forwarded to the released detainee promptly and he or she must be contacted
and informed of the property being sent.

4. Wherever possible the detainee (regardless of his or her legal status while custody)

should be linked to a departmental or non-departmental community support agency while
he or she is still in custody.

Early discharge

Early discharge is permitted under s. 31 of the Children (Detention Centres) Act 1987 and can
happen in one of two ways. Any detainee can be released from custody:

* 24 hours before the release date specified on the control order; or
¢ where the release date on the control order is a Saturday, Sunday or public holiday. In

this case the detainee can be discharged on the last week day before the court ordered
release date.

Completing the minimum or fixed term and early discharge

Responsible | Action Required

1 | Co-ordinator | « Ensure a pre-discharge case conference has been conducted with
Casework the detainee no later than four weeks prior to the discharge date.

* Ensure a Community Reintegration Report is completed no later than
one week prior to the discharge date and the Manager has sighted
the report. (JJ-CW014)
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Wher re is an iti with muni rvision:

Ensure all casework documentation is up to date and placed in the
"casework" section of the detainee’s D File.

Liaise with the Registered Nurse to ensure Centre Support Team
staff have attached all relevant documentation to the Allied Health
File and the file is up to date.

Ensure the parents or significant.other and the allocated Juvenile
Justice Officer / Counsellor are informed of the detainee's discharge
prior to the date of discharge.

Contact the allocated Juvenile Justice Officer / Counsellor, or (where
applicable) the adult probation services and inform him or her of the
pending discharge.

Fax a copy of all relevant orders to the above officer.

2 | Co-ordinator
Operations

Ensure all legal mandates are in order and the planned discharge
date corresponds to that indicated on the control order, unless the
detainee is being discharged conditionally or early.

iod of isi [ h
ensure the "Particulars of Parole Order made by a Court
(Supervision Ordered)" form is completed, and the detainee signs the
form. (Appendix 4)

Ensure Team Leaders are aware of the detainee's pending discharge
date and request that unit staff organise the detainee before and on
the discharge day.

3 | Team Leader

Ensure unit staff are aware of the detainee's discharge and direct
them to ensure the detainee collects all property belonging to him or
her in the unit and any other program area he or she has attended.
Ensure Admissions staff:

1. are aware of the detainee's discharge;

2. have made all necessary arrangements for travel;

3. have prepared all necessary documentation.

Ensure the detainee has been informed of his or her discharge by a
senior officer. Unit staff should not be given this role.

4 | Unit staff

Ensure the detainee has collected all property belonging to him or
her from the unit and any other areas before the time of discharge.

When the detainee has been discharged, enter the discharge in the
Unit Log Book and adjust detainee numbers accordingly.
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5 | Admissions
staff

Ensure appropriate travel arrangements have been made for the
detainee.

If the detainee is under 15 years of age and will be travelling a
distance and cannot be collected by parents or significant others,
contact the Placements Officer, Juvenile Placements / Transport or if
staff at your centre conduct escorts inform the Co-ordinator
Operations.

Ensure all money and property belonging to the detainee is
accounted for, signed out by the detainee and taken at the time of
discharge.

Ensure a discharge letter (notification of release) is available for the
detainee.

Ensure all relevant documentation and reports are attached to the D
File and a Departmental Transfer Note (DTN) is completed and
attached to the D File before placing the file in the locked satchel
(blue) for transfer to McCabe Cottage.

Enter the detainee's discharge in the:

1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).

6 | Registered
Nurse

Ensure the Allied Health File is up to date and all Centre Support
Team staff have attached any documentation relevant to the
detainee.

Send the Allied Health File in a locked satchel (white) to McCabe
Cottage.

Bail discharge

Responsible

Action Required

1 Co-ordinator
Operations
or

Team Leader

ion is in r

Check all bail conditions (if any) and ensure the detainee is able to
enter into those conditions.

Complete the Bail Undertaking form (Appendix 8).

Ensure the detainee signs the undertaking, and states that he or she
understands all conditions (if any), before he or she leaves the
centre.

Prepare the Bail Acknowledgment form (Appendix 10) and ask the
person who is taking responsibility for the detainee on bail to
complete the necessary details and sign the undertaking.

Complete the Acceptable Person Application (Appendix 11), asking
questions of the person who will be taking responsibility for the
detainee while he or she is on bail.
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Ask any additional relevant questions you believe are necessary to
determine the suitability of the proposed “acceptable person”.

If you are a Justice of the Peace, before the detainee leaves the
centre, sign Form 5A, Form 6 and the Acceptable Person Application
in that capacity, or ensure that a Justice of the Peace signs all of
these forms. '

2 | Team Leader

Ensure unit staff are aware of the detainee's discharge and that the
detainee collects all property belonging to him or her in the unit and
any other program area he or she attended.

Ensure Admissions staff:

1. are aware of the detainee's discharge;

2. have made all necessary arrangements for travel;

3. have prepared all necessary documentation.

Ensure the detainee has been informed of his or her discharge by a
senior officer. Unit staff should not be given this role.

3 | Unit staff

Ensure the detainee has collected all property belonging to him or
her from the unit and any other areas before the time of discharge.

When the detainee has left the unit to be discharged, enter the
discharge in the Unit Log Book and adjust detainee numbers
accordingly.

4 | Admissions
staff

Check that all bail documentation is in order. (Appendix 8,
Appendix 10)

Make two copies of the completed bail forms and:

1. send all originals to the court where the bail determination was
made;

2. give one set of copies to the detainee;

3. attach one set of copies to the detainee D File.

Ensure all money and property belonging to the detainee is
accounted for, signed out by the detainee and taken at the time of
discharge.

Ensure all relevant documentation and reports are attached to the D
File and a Departmental Transfer Note (DTN) is completed and
attached to the D File, then place the file in the locked satchel for
transfer to archives.

Enter the detainee's discharge in the:

1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).
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Conditional discharge (community-based supervision)
Responsible | Action Required
1 | Co-ordinator | e Following a request for a report from Juvenile Justice Community
Casework / Services, prepare a Community Reintegration Report in consultation
Caseworker with the detainee and other staff and ensure additional information

conditional discharge.

f itional discharge i v

of conditional discharge.

section of the D file.

relevant to conditional discharge is included. (JJ-CW014)
* Submit the Community Reintegration Report to the Manager for his

or her information and comments about support or non-support for

e When the Community Reintegration Report has been signed by the
Manager provide it to the allocated Juvenile Justice Counsellor.

¢ Ensure the Order under section 24(1)(c) (approved by the relevant
Cluster Director) has been received in advance of the proposed date

e Ensure a discharge letter is prepared, outlining the conditions of
discharge and explain these to the detainee.

e Ensure the relevant Juvenile Justice Counsellor has provided the
date of discharge and the time he or she will collect the detainee.

» Ensure that a pre-discharge case conference has been conducted,
and that the allocated Juvenile Justice Counsellor was involved.

¢ Ensure that all other casework documentation is in the “Casework”

2 | Co-ordinator | « Ensure that accurate information is provided to the Co-ordinator
Operations Casework from all operations staff regarding the detainee, for the
Community Reintegration Report. (JJ-CW014)

or discrepancies to the Manager.

discharge.

e Check the Order under section 24(1)(c) (approved by the relevant
Cluster Director) when it arrives at the centre. Report any problems

e Ensure Team Leaders are aware of the detainee's discharge date
and that they organise unit staff to prepare the detainee for

3 | Team Leader | « Inform unit staff (where the detainee is residing) that the detainee
has been approved for conditional discharge and of the proposed

date of discharge.

program areas he or she attended.

o Direct unit staff to ensure the detainee collects all property which
belongs to him or her from the unit he or she resided in and any

¢ Inform the detainee of the proposed date for discharge and direct
him ar her to collect any personal property before that date.
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4 Unit staff

Ensure the detainee collects all property which belongs to him or her,
from the unit and any program areas he or she attended.

When the detainee has been discharged, record his or her discharge
in the Unit Log Book and adjust detainee numbers accordingly.

5 | Registered
Nurse

Ensure the Allied Health File is up to date and all Centre Support
Team staff have attached any documentation relevant to the
detainee.

Send the Allied Health File, in a locked satchel (white) to McCabe
Cottage no later than five working days after the detainee has been
discharged.

6 | Team Leader

f iti ischar

Check the Section 24(1)(c) Conditional Discharge Order and
discuss the conditions with the detainee.

When you are confident the detainee knows what the conditions are
ask him or her to sign the order, acknowledging the conditions.

7 Admissions
staff

Check that all conditional leave documentation is in order.

Copy the order and give the original of the order to the detainee.
Attach the copy of the 24(1)(c) Order to the D File.

Ensure all money and property belonging to the detainee is
accounted for, signed out by the detainee and taken at the time of

discharge.

Ensure all relevant documentation and reports are attached to the D
File and a Departmental Transfer Note (DTN) is completed.

Give the D File to the Juvenile Justice Counsellor when he or she
collects the detainee from the centre. Ensure the counsellor signs
the D File transfer docket.

Enter the detainee's discharge in the:

1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).

Discharge after non-custodial outcome

On most occasions a detainee will not return to the centre after a court appearance where there
was a non-custodial outcome. This excludes those detainees who were serving a custodial order
and the court appearance was to appeal that sentence. In this case, refer to the procedures for
completion of minimum and fixed term and early discharge.

Follow these procedures for detainees who received a non-custodial outcome and did not return

to the centre.
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Responsible | Action Required

1 | Team Leader | When informed by admissions or escort personnel that the detainee
received a non-custodial outcome at court:

¢ Inform the Co-ordinator Operations that the detainee can be
discharged.’

e Inform unit staff (where the detainee was residing) that he or she will
not be returning and will be discharged.

2 | Unit staff * Record the detainee’s discharge in the Unit Log Book and adjust
detainee numbers accordingly.

3 | Co-ordinator | « Ensure all casework documentation is updated and attached to the
Casework “casewark” section of the D File.

4 | Registered e Ensure the Allied Health File is up to date and all Centre Support
Nurse Team staff have attached any documentation relevant to the
detainee.

* Send the Allied Health File, in a locked satchel (white) to McCabe
Cottage no later than five working days after the detainee has been
discharged.

§ | Admissions * Ensure all relevant documentation and reports are attached to the D
staff File and a Departmental Transfer Note (DTN) is completed.

 Enter the detainee's court outcome and discharge in the:

1. Admissions Diary / Movement Sheet;

2. Client Information System (CIS).
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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:

e Case Management (which includes the Centre Support Team)

* Programs

s 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

Responsible Action Required
1 | Admitting e Gather as much information as possible during the admission
Officer 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/
Casework staff

Where required or needed, conduct assessments as soon as
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):

o 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

Action Required

1 Co-ordinator
Casework

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 needs of the detainee.

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

it is the first ti i is li h ing, enter all
relevant information, action taken to date and recommended further
action on the initial Service Delivery Plan.

If the detainee’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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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 for case management, including:
1. suggested casework outcomes;
2. treatment/ intervention plans;
3. recommended programs (group and individual).

3 | Co-ordinator + Develop a list of recommended needed programs for the detainee:
Programs/Staff
Development / e 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
needs identified in assessment. (For more information see

Section 3.2.)
4 | Operational e Provide accurate information on staff observations of the detainee
staff and information which has been recorded by all operational staff.

e Make recommendations regarding the needs 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
Service 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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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 &
other case
management
staff

Participate in service delivery planning to detail the overall needs of
the detainee.

Where applicable, actively participate in case conferences and
case discussions for any detainee to ensure your recommendations
are included in the Service Delivery Plan.

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

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

detainee.

e Update the recommended programs list.

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

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

o 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.

e 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

1 | Co-ordinator
Casework/
Caseworker

Oversee the implementation of the Case Plan Contract.

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. CST. school and other case management 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 &
other case
management
staff

Refer to the Case Plan Contract, and implement strategies as
outlined.

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
Programs/Staff
Development /
Programs staff

Refer to the Case Plan Contract, and coordinate provision of the
agreed programs.

Discuss the detainee’s program schedule with operational staff and
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 liaise 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.

e 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.

e 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

1 | Co-ordinator s Conductregular 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.

e As aresult 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

into the revised Case Plan Contract.

other case Contracts (which incorporates treatment/intervention 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 with, 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

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.

revised Case Plan Contract.

schedule.

Caseworker.

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

e 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

o Ensure all staff have access to the detainee’s revised program

¢ 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

o 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.

e 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 pragram 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.

ordinator Casework or Caseworker.

« Ensure all information gathered during implementation of the Case
Plan Contract has been recorded, and is provided to the Co-
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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.

o Participate in the Service Delivery Plan Review.

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

e Complete program evaluations as requested (either as a program
provider, or an cbserver).

e 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.

| INDIVIDUAL FOCUS ‘

Perceptions &
Reasoning
INDIVIDUAL OR
GROUPWORK

SELF AWARENESS &
REASONING FOCUS

Addressing Offending \
Behaviour
DIRECT T OFFENDING INDIVIDUAL COUNSELLING
FOCUS OR GROUPWORK
/ Risk AQD Moral Sadness/ \
Taking Use/Abuse | Dilemmas Anger
COPING SKILLS Behaviour Personal Management GROUPWORK
FOCUS Choice \
Family |Interpersonal| Literacy/ |Employment| Survival Welfare/

SOCIAL Work Skills Numeracy Skills & Money Legal INDIVIDUAL
ENVIRONMENT FOCUS Skills Management| Rights FAMILY/GROUPWORK
/ Community & | Sport Accommaodation Further |Employment| Post Release N\
COMMUNITY Family Support & Services & Education| Training Support GROUPWORK/
INTEGRATION Services Leisure | Related Schemes Services COMMUNITY
FOCUS ACTIVITIES

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

e 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 focus 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 / Reasoning

L]

Direct Offending

Coping Skills

Social Environment / Living Skills

Community Integration.
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SELF AWARENESS / REASONING FOCUS

e For detainees convicted of an offence.

e 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.

= Aftitudinal, reasoning and cognitive factors related to offending.

Examples of services and programs

Providers

» Psychometric testing, Individual counselling, Clinical
programs

« Psychologists, Community Clinical
Services

DIRECT OFFENDING FOCUS

e Address specific offending behaviour.

e For detainees convicted of an offence.

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

Examples of services and programs

Providers

=« AOD education, drug related violence, drug related
crime programs, ending offending, Relapse Prevention,
Aggression Control, Victim Empathy, Dealing with Peer
Pressure programs

« Psychologists, Other Specialist Staff
(inc., VOP, SOP, AOD counsellors)

COPING SKILLS FOCUS

and contributed to a detainee's entry to the centre.

« Develop appropriate ways to deal with emotions.

« Practical, positive alternatives to aspects of behaviour which may have occurred prior to

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

Examples of services and programs

Providers

RSk TaknaE -

e Harm Reduction, Relapse Prevention, Moral
Development, Communication, Self Esteem, Sexual
Awareness, Drug Education

AQD Use / Abuse

« Individual counselling, Crisis Intervention, Alcohol &
Other Drug Safety, Aboriginal Health

m r | Choi
« Offending Behaviour (convicted detainees), Managing

Emotions, Anger Management, Moral Development,
Peer Pressure, Peer Relationships, Sexual Attitudes

= Psychologists, Specialist Staff, Nurse

s Psychologist, AOD, School,
community health services,
Registered Nurses

« Behaviour Management Program,
Operations, AOD, Nurse,
Psychologist, School, SYW,
Chaplain, Specialist Staff
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Sadness/Anger Management

s [ndividual counselling, Anger Management, Stress
Management, Relaxation, Aggression Control, Conflict
Resolution

* Psychologist, School, AOD, SYW

COPING SKILLS FOCUS

contributed to a detainee’s entry to the centre.

Develop appropriate ways to deal with emotions.

Practical, positive alternatives to aspects of behaviour which may have occurred prior to and

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

Examples of services and programs

Providers

Rk Takna B -
« Individual counselling, Harm Reduction, Relapse

Prevention, Moral Development, Communication, Self
Esteem, Sexual Awareness, Drug Education

AOQD Use / Abuse

e Individual counselling, Crisis Intervention, Alcohol &
Other Drug Safety, Aboeriginal Health

Moral Dil /P | Choi

« Offending Behaviour (convicted detainees), Managing
Emotions, Anger Management, Moral Development,
Peer Pressure, Peer Relationships, Sexual Attitudes

Sadness/Anger Management

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

* Psychologists, Specialist Staff,
Nurse

= Psychologist, AOD, School,
community health services,
Registered Nurses

+ Behaviour Management Program,
Operations, AOD, Nurse,
Psychologist, School, SYW,
Chaplain, Specialist Staff

e Psychologist, School, AOD, SYW

] { LIVIN =

e 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

Eamily Work
« Individual counselling, Family Visits, Young Parents,
Parenting

Inter il

« Personal development, Communication Skills,
Stereotypes, Social Skills, Assertiveness, Making
Friends, Communal Living

» Casework Staff, Psychologist,
School, Nurse, SYW

« BM Program, Specialist staff,
School, SYW

Department of Juvenile Justice (NSW) August 1998

Section 3 Detainee Services



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 133

¥ AN SKil
« After Hours Homework, Remedial Reading
Employment Skills

» Centre Vocational programs, such as Gardening,

Painting, Printing, Computers, Mechanics,
Landscaping, Career Planning, etc.

Survival Skil

» Budgeting, Cooking, Sewing, First Aid, Nutrition, Home
Maintenance

Welfare & Legal Rights Issues
« Legal Visits, Legal Rights, Legal Advice

+ School, SYW, Community

« School, VI, SYW, Community

» School, VI, SYW, Community, Nurse

« Legal Aid Commission, Children’s
Legal Service, Aboriginal Legal
Service, School

COMMUNITY INTEGRATION FOCUS

and resources to meet personal and social needs.

» Assist with reintegration to local community, and identifying support, networks, activities

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

Examples of services and programs

Providers

c T EFamiy S Sorvi
e Church Group, Cultural Groups, Cultural Days
Sport & Leisure

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

: lation Services & Related Sct

= Living Skills, Post Release Support, Accommodation
Placement

Further Education O ities. School, TAFE

« Work Release/experience, Job Club, Traineeships
(accredited courses)

Post Release Support Services

« Post Release Support Programs, Agency Referrals

« Casework Staff, Chaplain,
Community agencies

+ SYW, School, VI, Community

» Casework Staff, Community, SYW

e School, VI, TAFE, Community
agencies

« Casework Staff, Community
Agencies

The Case Plan Contract

The Case Plan Contract is central 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 / 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:

e assessments;
e 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:

e Co-ordinators Casework
e (Caseworkers
» Registered Nurses

e Psychologists
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e AOD Counsellor
« Other Specialist Counsellors (based at the centre)
e 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 individuals, 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 /

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 Psychiatrists 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. ldeally 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.

e 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:

e Initial (new admissions) initial action plan developed for each detainee
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e Reviews monthly discussion

e Discharges current detainees, 2 - 4 weeks prior to discharge
e Other cases requests for more frequent discussion

* Referrals received from centre or community staff

e Alert Register Report review and updaté

e Leave

s. 24 (1) (c) Recommendations.

3.3 Case management '

What is case management?

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:

e 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;

* ameans 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;

o 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.

! 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 cc-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-CWOO01

— o JJ-CWO002

-« JJ-CWOO03:

\

e JJ-CWO005:
e JJ-CWOQ6:
« JJ-CWOO07:
— o JJ-CWO0O08:
e JJ-CWOQS:
e JJ-CWO11:
— =+ JJ-CWO012:
. o JJ-CWO13:
— = JJ-CWO014:

— o JJ-CWO15:

JJ-CWO016

a

S )

 JJ-CWOO04:

: Notification of Admission & Short Term Custody Case Plan

. Casework Information — Community

Intake Form — Community

Casework Information — Custody

Service Delivery Plan

Case Plan Contract & Supervision Agreement — Community
Case Plan Contract — Custody

Case Conference Summary

Service Delivery Plan Review — Community

Revised Case Plan Contract/Supervision Agreement — Community
Case Plan Contract Review — Custody

Contact for Casework Purposes

Community Reintegration Report

Case Notes

: 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;

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 wark 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 pecple 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.

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:

-ordi WOr

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 / 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 consuited
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 no 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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Casewaorker

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 waorking 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.

Other

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
Casework 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 Caseworkers are required to implement these stages for detainees who are:

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

= oron 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.

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:

e the centre's rules and routines;

« his or her legal rights;

= his or her responsibilities;

« the meaning of the court outcomes;

e the centre's complaint procedures;

e 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-CWO005) A case conference 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 and 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 @ 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 persocns 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 / Casewarkers 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
casewarker or the Co-ordinator Casework.

For young people on long-term remand, the case conference should be jointly organised by the
JJO / 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:

o Co-ordinator Casework

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

¢ Detainee (he or she must attend)
e 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
must attend)

e Primary Worker (where applicable)
o Key Worker (or unit staff representative if the detainee does not have a key worker)
« Program representative (if necessary)

e School/educational representative (if necessary)

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



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 145

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 / 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 R

k re for ference - the following tasks must be

undertaken:

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).

iti repare for nference — these tasks should 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-CWO005) 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;

e 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 / 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 into 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 “owned” by the detainee and it must be what is seen as
desirable and achievable by the detainee in negotiation with the Co-ordinator Casework /
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. Qutcomes — 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., "l will ...", "l 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
Time framed.

e 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 invalved with the detainee.

« These responsibilities must be agreed upon by the case plan contract stakeholders.
e 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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s 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.;

» sociallexternal 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 / 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 /
Caseworker needs to facilitate this process.

One means of monitoring the young person's pragress 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 / 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 / Caseworker:
e individually with the detainee;
e 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 / 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. Qutcomes:

» Itis 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.

e 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 gutcomes:
+ Should be in positive terms.

Actions should be reviewed with achievements noted in point form or numbered.

L]

There should be a description of events or actions which demonstrate achievements

L]

Outcomes of work that has been done should be documented.

» Program participation and completion should be documented.
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R ints en r i f
= Restraints which were anticipated should be documented.

« New restraints which were not anticipated and arose between reviews should be
documented.

e These should be included in point form for easy reference.
4 Vi | ract:
= 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.

L]

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:

e prior to discharge, or

e atleast annually, if the young person is being detained for a long period of time.
Service Delivery Plans may also be reviewed:

e 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 ata 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. Itis 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 / Counsellor should take a leading role in the conference.

If the young person does not have continuing departmental supervision, a JJO / 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;

e response to custody;

= program participation;

e participation in the school;

e response to counselling / intervention;
» family support and relationship issues;
« proposed accommodation;

» potential community support;

s employment prospects;

s education / training prospects;

e recreational issues;

e health issues, particularly any ongoing medication;

» strengths.
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The Co-ordinator Casewark 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

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 participate 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

Shorttermremand e Young persons on short term remand must be reviewed weekly until
their immediate needs. safety, and security are established at the

A short term Centre Support Team meeting.

remand period is

defined as"aperiod  The stages of the case management process discussed above do not

of remand which is apply to short term remandees.

expected to be two_

months or less.” o venil i ffi / | ri r ibility for
mmﬁmm&u&uw_cmma_d Assessments beyond

admission and health needs may be undertaken on a needs basis.

e 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.

Bail matters for e JJOs/ Counsellors are responsible for managing bail matters for their
short term allocated client.
remandees

e 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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Itis 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 / Counsellor of the current situation.

The Notification of
Admission &
Short Term
Custody Case
Plan form

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.

Long term remand

A long term remand
pericd is defined as

"a period of remand

which is expected to
be greater than two

months.”

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
muni rvi

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 / Caseworker will invite the DCS worker to
CST meetings and case conferences.
The District Officer must:

e 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;

e participate in case plan contract reviews,

e 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 Probati rol
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 / Caseworker with the following information:
e Full Name, Date of Birth, Proposed Address upon release
« Names and Relationships of co-residents

« Employment or proposed source of income

e Current offence and criminal history
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e Social history
« |ssues 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 / 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
Protacols.

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 recagnise 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.

Schoal 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 protocals.

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-CWO013). 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;

o for lawful excuse;

= where additional material is generated by a third party, eg., independent reports.

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



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 157

Where 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 iliness/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:

e clinical

+ administrative/managerial

e educational

+ professional issues

e 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 pathalogy 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
iliness 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.

iaison wi mmuni ncies — 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.

QOrientation 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.

Audi n hal llection — 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 tests and cervical swab collection.

Casework 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;
e 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 specialist/outside service to the registered nurse
on their return to the centre.

Access to nursing / 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.

* Inan 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. Ifitis 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).

« [fa 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
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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 ongaing 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

me_pmm;_e_s_gmm_m_mﬁ_sm_@l_qu Psychologlsts must refer to those documents in
conjunction with the information provided here.

Services provided

e 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 when 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.
e 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.

o CIS alerts relevant to psychological and physical health.
CST staff — relevant issues:
» Health, alcohol and other drug, violent offender, and sex offender program issues.
e Collaboration in counselling and therapy.
e Co facilitators in interventions (eg., groupwork).
Centre Managers / rdi r rations — 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).

rdin r n ff Development — relevant issues:

s Recommendations for suitable types of supervised community activities (eg., location, level
of community interaction, etc.).

e« 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:
e 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:

e The Co-ordinator Operations 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,

o Court reports must be typed and presented with a standard cover sheet. The cover sheet
must include a confidentiality note. The court report must be forwarded to the court in a
timely manner, as soon as it is completed.

e 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.

* [fadetainee 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.
¢ [ncident reports.

These reports are normally requested by the Co-ordinator Operations or the Co-ordinator
Casework and are reviewed by the Clinical Supervisor.

Critical / 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-ordinator 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
/ agency.

ifaP

ist i iti [ seri inci wi
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.

D File
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.

e CST staff are responsible for their own filing.

e 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.

« |nformation 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.

e Information should be recorded in an easy and understandable form, keeping the use of
technical terms to @ 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.

e 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.

e 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:

e assessment;
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¢ individual supervision;

« therapy, which is part of the therapy case plan developed from the time of assessment;

e 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:

s participation in supervised community activities;

e 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. Itis 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. While 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;
e Liverpool Intensive Programs Unit;
+ Stanmore Intensive Programs Unit;
e Queanbeyan Juvenile Justice Community Services;
e Mount Penang Juvenile Justice Centre, Kariong;
* Reiby Juvenile Justice Centre, Campbelltown:;
e Worimi Juvenile Justice Centre, Newcastle.
Rural SOP services
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:

rdinator — relevant issues:
o Liaison with CST staff, including meetings, reviews and plans.

e Case conferences, case plans, reviews and discharge preparation.
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» Negotiate case management, case plans and reviews, including, advice and
recommendations on appropriate casework and behaviour management strategies.

 Identify inappropriate contact with family and significant others, who may be associated with
the juvenile's offending.

CST team - relevant issues:
e Health, mental health and alcohol and other drugs issues for individual SOP participants.
e Collaboration in counselling and therapy.

e Support and intervention that can be provided to participant detainees, where there are no
on-site SOP counsellors.

e Co facilitation with interventions (eg., groupwork).
i ions / Cen - relevant issues:

» Recommendations for restrictions from supervised community activities and leave from the
Centre.

e 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.

e Management of behaviour of individual detainees in the centre (which will usually be carried
out by Senior Youth Warker / unit-based staff).

Co-ordinator Programs / Staff Development — relevant issues:

« Suitable types of supervised community activities (eg. location, level of community
interaction, etc.).

e 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.).

ialist pr - 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.

f Vi lori i with ici in h
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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 prior 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 gvery 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 / Staff Development must be informed of all recommendations and
restrictions, and subsequent changes. In relation to both supervised community activities and
leave, the Co-ordinator Operations must 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, efc.).

e From the start of individual work with sex offenders there must 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 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 offence cycle and demonstrating motivation and ability to intervene in the
cycle;

o 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:

e 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.
e Place court reports and legal mandates in the D File.

SQOP 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 fulfiling 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.

AQOD Counsellors - responsible for the asséssment and treatment of detainees (individual and
groups) with AOD problems and (where appropriate) their families.

Supervision of AOD staff
AQD 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:
e Brief AOD assessment and intervention.
e Comprehensive AOD assessment to determine counselling needs.
s Individual counselling.

e Preparation of AOD assessments for reports requested by the Court.
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e Group work programs, providing therapy and information on AOD-related issues for making
healthy lifestyle changes.

e 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 AQD issues.

The primary Juvenile Justice Centre staff who should seek information on individual casework from
AQD staff are:

Co-ordinators Casework — relevant issues:
e Liaison with CST staff, including meetings, reviews and plans.
e Case conferences, case plans, reviews and discharge preparation.

e 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:
e Health, mental health and Sex Offender program issues.
e Collaboration in counselling and therapy.
« Co-facilitators in interventions (eg., groupwork).
I n / rdi ions — 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.).

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



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 174

e 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:

e Discussion and consultation on direct management issues.
Alcohol and Other Drug Program — procedures
Admission and the AOD program
Itis 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:

e 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.

e On admission nursing personnel assess for detoxification risk factors and take a recent three
month history of drug use.

e 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.

= |f 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, regardiess 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 / 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:

e 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.

« |tis appropriate to refer a detainee suspected of having used drugs harmfully.

e |tis appropriate to refer a detainee requiring medical monitoring for symptoms of chemical
detoxification.

The following outcomes of assessment may occur:
e Administration of a short-form assessment and feedback to the detainee on the assessment.
e« [Education, information and referral.
e Motivational interviews.
AOD Counsellors ensure that consultation occurs:
s at CST team meetings;
« 0n aday-to-day basis with other centre staff;
e when making referrals to outside agencies.
Detainees who have been sentenced

AQOD 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:

e Community and Centre staff can make AOD referrals, although participation is voluntary.
The detainee can also self-refer.

e 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.

e 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 areferral 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;

e 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

AQD 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.

e (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 AQD 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.

AQD 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.

D File

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:

e 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 Counselior.

These detainees should be located in single or double room accommedation, 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.

e 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.

Itis 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;
e Wagga Wagga Juvenile Justice District Office;
e Broadmeadow Juvenile Justice District Office;
e 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 Psycholegist, Centre Psycholegist 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:

e Centre managers / 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;

e Community mental health services;

» Other community agencies and groups;

» Medical practitioners;

e 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 Viclent 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:

s assessment;

e individual supervision;

« therapy, which is part of the therapy case plan developed from the time of assessment;

e 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:

e participation in supervised community activities;

e 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:

L]

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

It is very impartant for juvenile justice centre staff to understand that this program is not 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:
e Liverpool Intensive Programs Unit;
« Stanmore Intensive Programs Unit;
e Blacktown Intensive Programs Unit;
e 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 / 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:

rdinator —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:
e Health, mental health, alcohol and other drug issues for individual VOP participants.
e Collaboration in counselling and therapy.

« Support and intervention which can be provided to participant detainees, where there are no
VOP counsellors readily available.

e Co-facilitation with interventions (eg. group work).
rdi r ions — relevant issues:

« Recommendations for restrictions from supervised community activities and leave from the
Centre.

e 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).

rdi rP m ff Devel — relevant issues:
« Co-management arrangements with reference to protocols between specialist programs.
nior Wi — 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 Casewaork to the VOP Counsellor.

Supervised community activities and leave

Co-ordinators Casework and Co-ordinators Operations must ensure that the relevant counsellor

from the VOP has been consulted prior 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, MMWMMMMMMMM
. This must be discussed between the relevant VOP
Counsellor and the Co-ordmator 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 / Staff Development must be informed of all recommendations and
restrictions, and subsequent changes. In relation to both supervised community activities and
leave, the Co-ordinator Operations must 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 not 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.

e From the start of individual work with violent offenders, there must 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).

All 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:

e The offences for which the detainee has committed.

e 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;
« wamning 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;
e demonstrating motivation not to re-offend;

« aware of his or her pattern of offending and demonstrating motivation and ability to intervene
in the cycle;

e able and willing to implement strategies to avoid re-offending;

o 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.
VVOP 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;

e 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:

— 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.

Pargle 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.

Rai i h — 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:

veni i fficer — responsible for:

Department of Juvenile Justice (NSW) August 1898 Section 3 Detainee Services



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 187

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 opticns 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.

uvenil i llors — 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:

veni i

Sydney metropolitan area: Cabramatta, Rozelle, St Marys; and throughout New South Wales in
non-metropolitan / rural areas.

venil i nsell

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 accommaodation
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 / 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 in custody — in addition to the original Background Report (relating to the detainee's
current control order), JJOs / Counsellors are required 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 / 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 / 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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4.1 Visits from family and significant others

When to use this procedure
This procedure is used when a detainee’s family or significant others visit him or her in a juvenile
justic_:e centre. Only visitors approved by the Manager or his or her delegate may visit a
detainee.
A detainee may be visited by an approved family member or significant other:
« at least once immediately following his or her admission;
« atleast twice per week, during the centre's published visiting times;
e any other time, with prior approval from the Manager or his or her delegate.
Who uses this procedure
This procedure may be used by the following staff:
¢ Centre Managers
e Co-ordinators Operations
e Co-ordinators Casework
o Co-ordinators Program / Staff Development
s Program Co-ordinators (Operations) & (Clinical)
e Team Leaders
s Assistant Team Leaders (Programs)
e Team Supervisors
» Senior Youth Workers
= Programs staff (eg., recreation officers, vocational instructors, administration / clerical staff)

« Centre Support Team staff (ie., Registered Nurses, Psychologists, Alcohol and Other Drug
Counsellors, Casewaorkers, specialist counsellors, etc.).

Forms and records which may be used
The following forms and records may be used:
e JJ-A064: Record of Refusal / Termination of Visit
« JJ-A065: Refusal of Visit Return
« JJ-A063: Visitors Card
e JJ-A059: Record of Strip Search

¢ CIS Alert Register Report
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e Unit Log Book.
Related policies and procedures

The following policies and procedures are relevant to this procedure:

In the: Go to section or policy:

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

¢ Policy for the Management and Prevention of Suicide and Self Harm
Behaviour in Juvenile Justice Centres

« Case Management Policy

» Policy on the Design and Use of Incentive Schemes in Juvenile
Justice Centres

Children (Detention e 4 Objects of the Act — (1)(c) Family Relationships
Centres) Act 1987
o 17 Private property

e 37B  Trafficking in alcohol, drugs or other things

e 37C  Unlawful entry into detention centre or communication
with detainees

Children (Detention e 10 Property

Centres) Regulation

1995 e 11 Books, newspapers, magazines, etc.

o 12 Unauthorised possession of property

e 13 Disposal of property

e 14 Records to be kept concerning property
PART 3 - VISITS AND COMMUNICATION:

o 17 Visiting days and times

e 18 Visits by relatives and friends

e 23 Procedure for visits

e 24 Articles not to be conveyed between visitors and detainees

s 25 Refusal and termination of visits

Approval for visitors

A detainee’s family and significant others may visit a juvenile justice centre only with the
Manager's prior approval. In his or her absence the Co-ordinator Operations or Team Leader
on duty may permit visitors access to the centre, but he or she must inform the Manager of that
approval as soon as practicable following the visit.
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There may be rare occasions where people request to visit a detainee out of hours. In these
cases, the Team Leader on duty may approve the visit, if it is considered necessary and
appropriate and does not affect the routines of the centre or the detainee. If this occurs, the
Team Leader must inform the Manager or the Co-ordinator Operations as soon as possible
following the visit.

A detainee should be consulted about the people he or she wishes and does not wish to receive
visits from during detention.

Based on the detainee's age, and the reasons given by the detainee, the Manager must use his
or her discretion in supporting the detainee's request. It must be noted that detainees who are
16 years old or over may refuse to receive any visitor: Children (Detention Centres) Regulation
1995, clause 25 (1).

There may be occasions when one or more close family members are not approved for visits.
This may be due to such issues as violence in the home or child protection. It may be the case
that the detainee is the perpetrator or presents a risk to a member of the family. Information
about such issues should be treated sensitively, but may be used to determine approval and
conditions of visits.

It should not be simply assumed that all close family members can be approved for visits (or
even for telephone communication) without checking safety and legal issues within the family.
For example, if an AVO has been issued to protect a close family member from the detainee, or
vice versa, the conditions of the AVO should be checked by staff to prevent a breach.

Significant others who wish to visit a detainee must be interviewed by the Co-ordinator
Operations or a Team Leader. Those senior officers should also consult with the Co-ordinator
Casework, regarding any benefits and concerns about the visit. The proposed visitors must
demonstrate a significant relationship with and knowledge of the detainee they have requested
to visit. When considering approval for significant other people to visit a detainee consideration
should always be made of cultural issues and the benefits of the contact in terms of community
reintegration.

If approved, the initial visits by significant other visitors must be supervised closely by staff, and
any concerns which staff might have must be reported to the Team Leader and discussed with
the visitors by the Team Leader.

Information for visitors

The family or significant others (acting in a parental role) of all detainees must be informed about
visiting procedures in a variety of ways following a detainee's admission to the centre. Itis the
responsibility of Co-ordinators Operations to ensure those procedures occur. Family or
significant others (acting in a parental role) must be informed about visits and procedures in the
following ways:

e Admission When the parent / significant other is contacted by telephone at the time of
admission, he or she must be informed of the visiting times of the centre and
details of visiting procedures.

e« Admission The letter to family or significant others, which is sent following a detainee's
letter admission, must contain information about visits to the centre, including
times and procedures.

If accommodation for family or significant others is available at or near the
centre, relevant information must also be included in this letter (including
location of accommodation, cost, meals, procedures in accommodation
facilities, etc.).
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Information should also be given regarding financial assistance provided by
the department for families to visit detainees in juvenile justice centres where
they live a distance from the centre. This assistance can be organised by
the Co-ordinator Casework or the detainee’s Juvenile Justice Officer.

e Visiting signs There must be signs posted in the centre (in areas where visitors enter the
centre) containing information about visiting times and procedures.

This information should also include an outline of the items which visitors are
permitted and prohibited from taking into visiting areas or giving detainees
during visits to the centre.

Proof of identification

Visitors to a centre must present written proof of identification before they can visit. No visitor is
permitted access to a centre without this type of identification. It is not sufficient for the visitor to
provide information to staff about the detainee, which he or she believes proves his or her
relationship with the detainee.

If a visitor cannot provide adequate written proof of identification, the Team Leader should be
informed. The Team Leader must then refuse the visitor entry to the centre, in accordance with
the procedures set out later in this Section on the refusal of visitors.

Refusal and termination of visits
See clause 25 of the Children (Detention Centres) Regulation 1995.
The following staff may refuse or terminate a visit to a detainee:
e Centre Managers
s Co-ordinators Operations
e Team Leaders.
These staff can refuse a visit only if they believe the following may be adversely affected:
e the security, safety or good order of the centre;
« the health or well-being of the detainee.
A visit can be terminated if a visitor or detainee has committed a breach of:
« the Children (Detention Centres) Act or Regulation,
o ageneral routine of the centre;
e the visiting procedure of the centre.

If the visitor enters the property of the centre, refusals and terminations of visits must be
recorded (using JJ-A064). For example, at some centres with perimeter fences visitors may be

refused by staff at the fence point, before they enter the property. In these cases, unless
considered necessary, recording the refusal is not required.
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Entry procedures for visitors

The entry procedures for visitors will vary between centres based on the level and type of
security. The entry point for family or significant other visitors in low security centres must be at
the most practical location, preferably closest to the entrance of the property. All other centres
must designate a building, as close to the entrance of the centre as possible, for visitors to enter.

Alerts register

Staff coordinating visitors' entry to the centre must have a current Alerts Register Report
(extracted from the Client Information System — CIS). There will be times when a detainee has
an alert which restricts or does not permit contact with certain people.

In addition to this, alerts which relate to behavioural issues (eg., management, self harm, etc.)
may be relevant to supervision of visits. Staff responsible for monitoring and supervising the
entry of visitors to the centre must refer to the Alerts Register Report for all detainees who
receive visitors. The staff members supervising visits must be informed of any relevant
information in CIS Alerts.

Location of visiting areas

The location of visiting areas in centres will vary, depending on the level of security and size of
the centre. In some centres there may be a number of visiting areas, with varying levels of
restrictions on detainees and staff in each area.

Wherever possible, visiting areas should be as close as possible to the main entry point of the

centre. This will restrict the movement of visitors in the general areas of the centre where other
detainees are participating in routines and programs. It will also assist if there is a security
problem or issue at the centre during visiting times, and visitors need to be escorted out of the
centre as quickly and efficiently as possible.

The area where visits are conducted should be as secure as possible, allowing effective
supervision by a range of staff working in the centre, in addition to those individual staff
delegated direct responsibility for visiting procedures and supervision.

Where outside areas are designated for visiting, the area should be as small as possible, without
not overly restricting the movement of detainees and visitors in that area. The size of the visiting
area should be such to ensure that staff responsible for supervision and security of the area can
undertake procedures in the most effective and least intrusive manner possible.

Where the normal visiting area is outdoors, there must be a designated internal, weather-proof

and climate-controlled area. Co-ordinators Operations are responsible for ensuring that there
are designated areas for this purpose, and that there are procedures (written and accessible to
all staff) for the preparation and supervision of such areas.

Supervision of visiting areas

There must be at least one staff member who has delegated direct responsibility to supervise
any one visiting area.

When supervising visits, staff are responsible for the security of:
+ the entire designated visiting area (physical surroundings);
« all detainees in the visiting area;

« all visitors in the visiting area;
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e any other staff member in the visiting area;
e any items taken into the visiting area by staff, detainees or visitors.

No detainee is permitted to leave the visiting area without approval from staff who are
supervising visits.

Co-ordinators Operations are responsible for ensuring that there are supervision procedures
developed and provided to staff for outside visiting areas which ensure maximum security (eg.,
the supervisor positioned at a point which places visitors and detainees between him or her and
the nearest buildings).

Smoke-free visiting areas

Smoking is not permitted in any visiting area at any time. This applies to all people in visiting
areas, including staff.

Items permitted in visiting areas

There must be clearly defined restrictions on items which visitors are permitted to take into
visiting areas. It is the responsibility of Co-ordinators Operations to determine items which are
not permitted in visiting areas and not to be given to detainees. Visitors are not permitted to
provide any detainee with an item which the centre defines as contraband.

Procedures and facilities must be in place at the centre for the security of visitors' personal items
during the visiting period. This can be done in one of two ways:

1. Personal lockers All personal items must be placed in the locker and a key provided to the
for visitors visitor, to retrieve his or her items at the completion of the visit.

During the visiting time, no visitor is permitted to attend the locker area to
retrieve an item and then return to the visiting area.

2. Locked satchel Personal items must be placed in a satchel bag and sealed by the staff
bags (red) responsible for the entry of visitors to the centre. A plastic seal must be
placed on the satchel, sealing the items in the satchel.

The visitor is permitted to take the satchel into the visiting area with him
or her, but the satchel must not be opened during the visiting time.

At the completion of the visit, staff who are supervising visitors leaving the
centre must break the seals of all satchels and observe the visitors
retrieving their personal items. If a seal is broken beforehand, the Team
Leader must be informed and the visitor should not be permitted to leave
until the Team Leader has attended.

Under no circumstances are visitors permitted to take mobile communication equipment (eg.
telephones) into a visiting area. These must be switched off before the visit, and placed in the
personal locker or satchel.

Accommodation

Some juvenile justice centres have accommodation facilities for visitors on site. Family or
significant others must be informed of the availability of accommodation. This must be done via
the letter sent to family or significant others when detainees are admitted to the centre.
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Information on centre accommodation must include:

e |ocation of accommodation facilities;

booking arrangements for accommodation — which must be done in advance of the visit;
« cost (if any) of accommodation;
» meals that can be provided to visitors, and cost (if any);

* procedures for the use of accommodation facilities and equipment in them, including security
procedures.

Each centre must develop its own procedures for on-site accommodation facilities. Booking
procedures must ensure adequate notice is provided to staff responsible for maintenance of the
facility, and for ancillary staff, regarding meals, etc.

Centres must develop, and regularly update a register of accommodation facilities (eg., hostels,
motels, hotels) in the local area where visitors can stay. The register must include the following
for each accommaodation facility:

* location;
e name, address and telephone number;
¢ cost (approximate);
s booking procedures;
e any other relevant information or procedures.
Information regarding financial assistance for families to visit should be readily available.

Assistance for travel is organised by the local Juvenile Justice Officer and Co-ordinators Casework
are responsible for accommodation assistance.

Personal searches of detainees during and after visits

Centres must have clear procedures regarding searching after visits. The personal search after
visits is a combined wand and clothed body search. A strip search may be conducted in
exceptional circumstances based on the reasonable belief by staff that the detainee may
possess an item of contraband (see Section 6.13 — “Personal searches of detainees”).

Itis recommended that if a detainee leaves the visiting area during visits, and wishes or is
permitted to return, he or she must be searched by staff. This should be a wand and clothed
body search, unless directed otherwise by the Team Leader.

Searches of visiting areas

Visiting areas must be thoroughly searched at the completion of visiting times. They must not be
conducted until all visitors have left the centre and detainees have been returned to their
respective Units or program areas. No detainee is permitted into a visiting area after visits until
the area has been thoroughly searched by staff.

In centres where there is a security fence perimeter bordering the visiting area, a perimeter
check must be completed by at least two staff, before any detainee is permitted in that area (see
Section 6.10 — “Perimeter security").

Department of Juvenile Justice (NSW) August 1998 Section 4 Visitors and Other Contacts



Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 198

Procedure for visits from family and significant others

Before visits

Responsible | Action Required

1 | Team Leader | » Ensure staff at the entry point for visitors have:
1. acopy of the most recent Alert Register Report for your centre;
2. all current detainees’ Visitors Cards (JJ-A063),

3. where it is centre procedure, an adequate number of red, sealable
visitors bags.

« Ensure each of the staff responsible for supervising the visiting areas
has an operational two-way radio.

+ Ensure staff are suitably clothed to supervise visiting areas.

2 | Admissions When a visitor arrives at the centre:

staff /
Operations « Ask the visitor who he or she wishes to visit.
Centre staff
e Check the Alerts Register Report for any restrictions which may be
(staff placed on the detainee.
responsible for
entry of e Ask the visitor to provide you with at least one form of written
visitors) identification.

If the visitor cannot produce written proof of identification, inform him
or her that written identification is a precondition for visiting. If the
visitor insists on the visit, contact the Team Leader.

e Check that the visitor's name is on the relevant detainee's Visitors
Card, and that he or she is approved to visit. (JJ-A063)

e |fthe person is an approved visitor for that detainee, direct the visitor
to:

1. sign the Visitors Card; (JJ-A063)
2. enter the date of the visit on the Visitors Card.

« Place “active” Visitors Cards (ie., the cards for visitors who have
entered the centre) separate from unused cards, to check visitors as

they leave the centre.

e Contact Unit staff and request that the detainee be escorted or
directed to the visiting area.

« |nform the visitor of the rules and expectations for visitors to the
centre.

« Ask the visitor if he or she has any personal items.

e |f the visitor has personal items, inform him or her the those items
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cannot be taken into the visiting area unless they are secured. Direct
the visitor to:

1. if lockers are available, place his or her personal items in one of the
visitors lockers, and provide him or her with a key to that locker,;

2. if lockers are not available, place his or her personal items into a
satchel bag and seal the satchel (plastic disposable seal). Direct
the visitor to keep the satchel with him or her at all times and not to
break the seal on the satchel until he or she returns to you, to leave
the centre.

« Direct the visitor to the visiting area and inform him or her that visitors
and detainees must remain there for the duration of the visit.

« Inform the visitor that there will be at least one staff member
supervising the visiting area and that he or she should direct any
queries or concerns can be directed to that staff member.

« Contact the staff member responsible for supervising the visiting area
and inform him or her that visitors are attending the area, how many
are attending, and the detainee they are visiting (use coded radio calls
to identify detainees).

3 | Unit staff Admission ion ntr ff:
« Depending on the procedures of your centre:

« gither escort the detainee to the visiting area;
e orsend the detainee to the visiting area and supervise his or her
movement across the centre.

e Ensure an entry is made in the Unit Log Book, showing that the
detainee has attended the visiting area, the approximate time, and
adjust detainee numbers accordingly.

During visits

Responsible | Action Required

4 | Supervising « Ensure you have a two-way radio. Before detainees and visitors enter
staff the visiting area, check that the radio is operational, by contacting
Admissions or the Operations Centre.

e When visitors arrive in the visiting area, ask the name of the detainee
he or she is visiting, and direct the visitor to a place in the visiting area
where you can maintain adequate supervision.

s When th in ives in the visiti rea, direct the detainee to
their visitor and ask him or her to remain with that person for the
duration of the visiting time (unless he or she needs to leave the visiting
area for a valid reason, with your approval).
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Whil inees ar icipating in visi

» Position yourself at a point in the visiting area where you can maintain
supervision of all detainees and visitors in the area. If possible, ensure
this is a position where you can be visible to other staff in the centre.

+ Maintain close supervision of all detainees and visitors in the area
without being too intrusive.

« |fthere are any problems experienced with detainees or visitors,
contact the Team Leader immediately and request that he or she
attend the visiting area.

 When the Team Leader attends the visiting area, inform him or her of

the problem and follow any directions given to you by the Team
Leader.

5 Team Leader

If r rvising visi n u and requ hat you

attend the visiting area:
« Attend the visiting area as soon as possible.
e Speak to the staff member supervising visits about the problem.

e Speak to the visitor and detainee and discuss the problem which was
reported to you.

| liev visit shoul rmin :

+ Inform the visitor and detainee that the visitor is required to leave the
centre.

¢ Contact the Unit where the detainee resides and inform Unit staff that
the visit has been terminated. Depending on the procedure at your
centre, direct staff to:
o either collect the detainee from the visiting area;

s or supervise the detainee on his or her return to the Unit.

e Direct two staff to search the detainee before he or she enters the Unit
or program area.

« Escort the visitor from the centre.

o If the visitor refuses to leave the centre, inform him or her that you will
contact the palice if he or she continues to refuse to leave the centre.

o |f the visitor continues to refuse to leave the centre, contact the Co-
ordinator Operations (if available), discuss the problem, and
determine whether the police should be contacted to attend the centre.

If the visitor is actively threatening th rity of the centre physical
force may be used — but only if physical force cannot be avoided.
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6 | Supervising
staff

finishing time of visits, inform detainees and
visitors that they should begin to finish their visit.

At the published finishing time for visits, direct visitors to leave the
visiting area and to collect their personal items at the exit (or other
designated location) of the centre.

Direct the detainees in the visiting area to the location where they will
be searched.

Contact the staff responsible for conducting the searches, and inform
them that the detainee has completed his or her visit and is required to
be searched.

Contact Unit staff where the detainee resides and inform them that
the detainee has completed the visit and will be returned to his or her
Unit / program area, following the personal search.

After visits

Responsible

Action Required

7 | Supervising
staff

in visi ve left the visiting area, conduct a
thorough search of the visiting area, looking for items of contraband
(ie., items not permitted in the centre and items which could be used as
weapons).

This search must include:
1. checking under all tables and chairs;
2. checking in and under all rubbish bins, containers, etc.:

3. checking in and around trees and shrubbery in the visiting area;

»

checking in and around all toilet areas.

When you have searched the visiting area thoroughly, report to the
Team Leader and inform him or her:

1. that the visiting session has finished:
2. that a search has been completed:

3. of any problems you experienced with detainees or staff, and the
action taken;

4. of any items found during the search of the visiting area.
If any contraband was found in the visiting area, give it to the Team

Leader, and inform him or her of the location in the visiting area where
the items were found.

Return to the location / Unit where you are rostered (where applicable).

Department of Juvenile Justice (NSW) August 1998

Section 4 Visitors and Other Contacts

p. 201




Operational Procedures Manual for Juvenile Justice Centres (First Operational Draft) p. 202

8 | Team Leader

e Assist visiting area staff in supervising detainees' and visitors'
movements out of the visiting area.

¢ |If you are not present when the visiting area is vacated, ensure the
staff responsible for supervising the visiting area report to you when all
detainees and visitors have left the visiting area.

e Ensure staff supervising the visiting area conduct a thorough search of
the entire visiting area. If inexperienced staff are responsible for this
area, you must attend the area and assist and instruct them in
correct search procedures.

« Ensure all detainees who participated in visits are searched.

9 | Admissions/
Operations
staff

« When visitors return to your area to leave the centre, supervise their
“collection of personal items:

« if the items were placed in lockers, supervise visitors retrieving their
items and collect all locker keys;

« if the items were placed in locked satchels, cut the seal on the
satchel and allow the visitors to retrieve their personal items.
Ensure empty satchel bags are secured for the next visiting time.

e Check that all the visitors who registered at the start of visiting time
leave the centre by referring to the Visitors Cards. (JJ-A063)

« Return the Visitors Cards to the designated storage or filing area or
container. (JJ-A063)

10 | Team Leader

If a visit was refused or terminated:

e Complete a Record of Refusal / Termination of Visit form (JJ-A064)
and submit it to the Co-ordinator Operations.

f rvisin visiting area found any items of contraband:
e Collect the items from those staff.

s |[fitis known which detainee is responsible for the contraband, attend
the Unit where the detainee resides as soon as possible, and interview
him or her about the contraband.

« Depending on the type of item found:

« either follow the procedure for managing minor misbehaviour (see
Section 5.2);

o or follow the procedure for managing incidents (see Section 7.12 —
“Substance use / possession”).

11 | Co-ordinator
Operations

If the visit was terminated:

« Ensure the Team Leader completes a Record of Refusal / Termination
of Visit form (JJ-A064) and submits it to you.

e Check the Record of Refusal / Termination of Visit form (JJ-A064),
sign it and submit to the Manager.
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* Ensure the Record of Refusal / Termination form is entered on the
Refusal of Visit Return (JJ-A065).

¢ Inform the Co-ordinator Casework of the refusal / termination, and the
reasons for this action.

* Ensure the Refusal of Visit Return (JJ-A065) is completed and sent to
the Cluster Director, within 10 days after the end of the month when the
termination occurred.

12 | Co-ordinator | If the visit was terminated:

Casework
» Where applicable, inform the relevant Caseworker or Key Worker of
the action.

» Where applicable, contact the relevant Juvenile Justice Officer or
Counsellor and inform him or her of the action.

» Ensure a brief entry is made in the detainee's Case File (D File
attachment).

» Where appropriate, discuss the refusal / termination with the detainee
as soon as possible.

4.2 Community groups and representatives
When to use this procedure

This procedure is used when community groups or representatives visit a juvenile justice centre,
for the purpose of:

» presenting programs (group or individual) to detainees:
* using centre facilities and resources (eg., conference facilities, sport or recreation facilities).

This excludes individuals from community groups who visit individual detainees (eg. for
counselling).

Community groups or representatives who may visit a centre and use centre facilities include:

» welfare / youth agencies — to conduct detainee programs or attend meetings and
conferences for their agency;

= sporting organisations or teams — either to present sport and recreation programs to
detainees, or for sporting events or training sessions;

» other organisations whose services are relevant to detainee programming.

A community group or representative is not permitted to visit a juvenile justice centre without the
Manager’s prior approval, or in his or her absence that of the Co-ordinator Operations.

This procedure does not apply to Juvenile Justice Community Services, as Juvenile Justice
Officers / Counsellors are departmental officers.
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Who uses this procedure

This procedure may be used by the following staff:

Centre Managers

Co-ordinators Operations

Co-ordinators Casework

Co-ordinators Programs / Staff Development
Program Co-ordinators (Operations) & (Clinical)
Team Leaders

Assistant Team Leaders (Programs)

Assistant Team Leaders

Team Supervisars

Senior Youth Workers

Programs staff (eg., recreation officers, vocational instructors, ancillary staff, administration /

clerical staff)

Centre Support Team staff (ie., Registered Nurses, Psychologists, Alcohol and Other Drug

Counsellors, Caseworkers, specialist counsellors, etc.).

Forms and records which may be used

The following forms and records may be used:

Official Visitors Book

JJ-A0B4: Record of Refusal / Termination of Visit

JJ-A065: Refusal of Visit Return

JJ-A068: Request for community group / representative visit
Unit Log Book

Admissions Diary / Movements Sheet

Operations Centre Diary (where applicable).

Related policies and procedures

The following policies and procedures are relevant to this procedure:
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In the: Go to section or policy:

Juvenile Justice » Policy for the Provision of a Protective Abuse-Free Environment
Centres Policy Manual

e Case Management Policy

e Policy on Community and Staff Use of Resources

Children (Detention e 4 Objects of the Act

Centres) Act 1987

e 37C Unlawful entry into detention centre or communication with
detainees

o 37D Disclosure of information obtained in the administration
etc. of this Act

Children (Detention o 7 Health and medical attention

Centres) Regulation

1995 e 8 Maintenance of physical well-being of detainees
e 11 Books, newspapers, magazines, etc.

o 21 Visits to Abarigines

e 22 Other visits

e 23 Procedure for visits

o 24 Articles not to be conveyed between visitors and detainees
e 15 Education and training

e 16 Religious observance

e 36 QOrder generally

Approval for visits from community groups / representatives

All visits to a juvenile justice centre by community groups or representatives must be approved
by the Manager. In his or her absence the Co-ordinator Operations may approve access to the
centre and inform the Manager as soon as practicable following that approval.

Wherever possible, requests for community groups or representatives to visit the centre must be
submitted to the Manager at least two weeks in advance of the proposed visit / program. This
will allow for consideration to be given to the request, security requirements and the possible
need for police security checks to be conducted for the proposed visitors.

If the visitors will be attending the centre on more than one occasion over a period of time, as
part of the one program or project, only one request prior to the start of the program or project is
necessary. The initial approval will apply for the duration of the program / project, unless any
problems are experienced. Problems or concerns must be reported to the Manager, and the
continuation of the program must be reconsidered, in the light of the problem reported.

If the group or representative will be conducting a program with detainees, details of the program
must be submitted in advance of the visit. In the first instance, the program should be submitted
to the relevant Co-ordinator, as delegated by the Manager (eg., a groupwork program for
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detainees should be submitted to the Co-ardinator Programs / Staff Development, who will
consult with casework and Centre Support Team staff regarding its appropriateness).

Any program submission should be seen by the Co-ordinator Programs / Staff Development, for
inclusion in the centres programming information.

Security

Where detainees will be participating in a program conducted by a community group, and those
detainees will not be supervised by centre staff, a police security check must be conducted prior
to the program commencing. No member of the group is permitted to visit the centre, use centre
facilities or participate in any programs until a police security check has been completed.

For this reason, it is very important that requests for community group visits to the centre are
submitted as early as possible, to ensure other centre programs are not affected. Co-ordinators
are responsible for informing staff under their supervision of this requirement, for program
efficiency.

If, as a result of a police security check, the Director-General or his or her delegate does not
give permission for an individual or group to attend the centre, under no circumstance is a
person or group permitted access to the centre.

Every time the group or representative attends the centre they must sign the Official Visitors
Book (ie., the book for outside visitors, not the "Official Visitor").

At the time of the initial visit (prior to that day is preferable) the Co-ordinator Operations (in his or
her absence, the Team Leader on duty) must inform the community group or representative of
security procedures they are required to follow during their visit. These include:

e areas into which they are and are not permitted,

« items which are permitted and prohibited in the centre;

» items which are permitted / prohibited to be given to detainees during the program / activity;

e the location of security equipment — for example, telephones and duress alarms;

« who to report problems with staff and detainees to during the program / activity;

« ways in which they should notify staff if they experience problems;

« the requirement for them to adhere to confidentiality guidelines, recognising the security
needs of the centre;

« the nature of relationships they should establish and maintain with detainees.

The groups or representatives must be escorted by staff to the designated area for their program
or activity. During this time they must be supervised closely, but in the least intrusive manner
possible.

Detainees in contact with community groups or representatives must be supervised closely, and
staff responsible for those detainees must ensure detainees conduct themselves in an
appropriate manner. Programs or activities for which the Manager has approved no supervision
by staff are, of course, exempted.
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Procedure for community group / representative visits

Before visits

That is, either when the co-ordinator has approached a community group or representative to
attend the centre for a program or activity; or when a community group or representative has
approached a staff member (potential co-ordinator of the visit) about attending the centre.

Note: the title "co-ordinator of visit" in this context refers to the centre staff member responsible
for co-ordinating the community visit and liaising with the community group or representative.

Responsible

Action Required

1 Co-ordinator
of visit

Complete the Request for Community Group / Representative Visit
form (JJ-A068). If additional information is required to complete the
form, contact the community group or representative.

Contact the community group or representative. Where relevant,
inform them that a police security check must be conducted for all
representatives who will be visiting (see Section 4.1 on security for
these procedures).

For the purpose of the security check, ask the community group or
representative to provide the following information about all
representatives of their agency who will be visiting the centre:

1. full name (including any other names, and previous names they
have used);

2. date of birth;
3. place of birth (town / city and country);

4. current address (if they have changed address recently, they should
also provide their previous address).

Submit the Request for Community Group / Representative Visit form

(JJ-A068) to the Manager. This must be done at least two weeks

(preferably more) prior to the proposed commencement time of the
program or project.

2 | Manager

Check that all necessary details are included on the Request for
Community Group / Representative Visit form. (JJ-A068)

Discuss the request with the relevant Co-ordinator (ie. Operations,
Programs / Staff Development, Casework) before completing the
roval il ion.

Complete the approval details and:

* if you approve the visit — include specific instructions for staff and
visitors to follow during the visit;

« if you do not approve the visit — include reasons for the non-
approval.

If you have approved the visit, pass the Request for Community Group
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/ Representative Visit form (JJ-A068) to the Personnel / Payroll staff to
initiate police security checks, where applicable.

« |f you have not approved the visit, return the Request form to the co-
ordinating staff member, or the relevant Co-ordinator.

3 | Co-ordinator
Operations

| visit h n rov. he M ran rogram or
ivity involv tain icipation:

e Where necessary, liaise with the Personnel / Payroll staff regarding
police security checks.

e Ensure you follow up the police security checks regularly, so the
program can start on the planned date.

When police security checks have been returned:

e Ensure relevant details and information are entered on the request for
Community Group / Representative Visit form. (JJ-A068)

e Return the completed request form to the co-ordinating staff member.

If the visit was not approved by the Manager:

e Complete a Record of Refusal / Termination of Visit form (JJ-A064)
and submit it to the Manager.

o Ensure the refusal is recorded on the Refusal of Visit Return (JJ-
A065).

« Ensure the completed (monthly) Refusal of Visit Return is submitted to
the Cluster Director, no later than 10 days after the end of the month.

e Ensure the co-ordinating staff member is informed.

4 Co-ordinator
of visit

e Retrieve the Request for Community Group / Representative Visit
form. (JJ-A068)

e Make copies of the form and distribute, as directed on the form.

e Submit the original of the form to the Co-ordinator Programs / Staff
Development, for attachment to the relevant Program File.

r is N v

e Contact the community group or representative and inform him or her
that the request has not been approved and explain the reasons for
the decision.

If the request is approved:

« Contact the community group or representative and inform him or her
that the request has been approved. Verify the details of the program
with the representative and confirm the dates and starting times of the
program.

e Discuss the program or activity with the Co-ordinator Programs / Staff
Development, and seek direction from him or her regarding your role
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and responsibilities for the program.

» Discuss security requirements with the Co-ordinator Operations.

« If other staff will be involved in the program or activity, inform them of

the approval, details of the program or activity and their roles and
responsibilities.

» Arrange all necessary resources and equipment well in advance of the

starting day.
5 | Co-ordinator | e« Ensure the request for Community Group / Representative Visit form
Programs / (JJ-A068) is filed appropriately, for future reference.
Staff

Development | « Ensure the co-ordinating staff member has been informed of all
requirements of him or her, and that all necessary resources and
equipment are arranged in advance of the program or activity.

6 | Co-ordinator | « Attheti f val, contact Admissions or Operations Centre staff
of visit (depending on the procedure of your centre), and inform them of:

1. the day, date and time the community group or representative will
be visiting the centre;

2. the names of all the people who will be visiting;
3. the expected duration of the visit:
4. your name, as the co-ordinator and contact person for the visit;
5. the location where the visit will be taking place.
* Request that Admissions or Operations Centre staff (depending on the

procedure of your centre) record the visit details in the Admissions
diary.

7 | Admissions » Record all relevant information regarding the visit in the diary.
staff OR
Operations
Centre staff

During the visit

Responsible | Action Required

8 | Co-ordinator | « On the day of the visit, ensure you are at the centre and available, prior
of visit to the agreed time of arrival of the community group or representative.

e Attend the Admissions area / Operations Centre at the planned time of
arrival.

e Assist Admissions or Operations staff with visitor entry procedures.
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10

Admissions | ¢ |f the co-ordinating staff member is not present, contact him or her and
staff OR request that he or she attend the area. Do not admit visitors until the
Operations co-ordinating staff member has attended.

Centre staff

Check the names of the visitors with the information provided by the
co-ordinating staff member. Any additional visitors must be spoken to
and approved by the Co-ordinator Operations or the Team Leader on
duty.

If there are any concerns about the visitors, or there are people who
have not been approved, contact the Team Leader on duty.

Inform visitors of the rules and expectations for visitors to the centre,
including items which are not permitted unsecured in an area with
detainees.

Ask visitors if they have any personal items. There may be items
visitors require for the program or activity. They may be allowed to take
those items into the centre after they have been searched.

If the visitor has personal items, inform him or her that such items are
not permitted unsecured into detainee areas. This includes mobile

telephones (regardless of the reasons given by the visitor for wishing to
keep the phone in his or her possession).

Direct the visitor:

« either (if lockers are available) to place his or her personal items in
ane of the visitors' lockers, and provide him or her with a key to that
locker;

« or (if lockers are not available) to place his or her personal items into
a satchel bag, and seal the satchel (plastic disposable seal). Direct
the visitor to keep the satchel with him or her at all times and not to
break the seal on the satchel.

Alternative arrangements can occur, but only with the approval of the
Co-ordinator Operations.

Ensure the co-ordinating staff member directs all visitors to sign the
Official Visitors Book.

Co-ordinator
of visit

Ensure all visitors sign the Official Visitors Book.

Inform the visitors of any special instructions or requirements, as
directed by the Manager or other relevant Co-ordinator (these should
be contained on the Request for Community Group / Representative
Visit form — JJ-A068).

If there are staff supervising detainees in the Unit or area where the
program or activity will be conducted, contact those staff and inform
them about the program.

Maintain close supervision of the visitors and any detainees in the area
as you move to the designated Unit or area where the program or
activity will be conducted.
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11

When you arrive at the designated area:

. in I icipating in th ram ivity, conduct a head
count of all detainees, check numbers with any other staff in the area,
and continue to conduct head counts during the program or activity.

« If there are other staff supervising or participating in the program or
activity, discuss supervision and security responsibilities that each staff
member will undertake during the program or activity.

» Supervise detainees, other staff and visitors in a manner which
ensures safety and security for all people in the area and the centre,
but in the least intrusive way.

» |If any problems are experienced with detainees, visitors or security.
contact the Team Leader and ask him or her to attend the area. When
the Team Leader attends the area inform him or her of the problem
and follow any directions given to you by the Team Leader.

Team Leader

e Wherever possible, attend the designated program or activity area,
ensure staff are supervising detainees and visitors effectively and
security procedures are being followed.

e If rdinati m ny problems, attend the area
as soon as possible and discuss the problems with staff in the area.
Direct staff to undertake procedures to effectively address the problem.
These may include terminating the visit.

If you decide to terminate the visit:
* Inform the co-ordinating staff member of your decision.

» With the co-ordinating staff member's assistance, approach the visitors
and inform him or her that the visit is terminated and the reasons for
the decision.

e Ask the visitors to leave the centre.
e Escort the visitors to the exit point of the centre, supervise the
collection of any personal items and escort the visitors out of the

centre.

e Contact the Co-ordinator Operations and inform him or her of the
termination and the reason for that decision.

e Follow procedures below on what to do once a visit has been
terminated.

After the visit

12

Responsible

Action Required

Co-ordinator
of visit

* Contact the Team Leader and inform him or her that the visit or
program has been completed.

» Wait with detainees until they have been collected from the area, to be
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searched. Do not leave the area until all participating detainees have
been escorted from the area.

e Escort the visitors to the Admissions or Operations Centre (depending
on the procedure at your centre) and assist them in retrieving any
personal items that were secured at the time of arrival.

o |[fitis planned that the group or representative will return, confirm the
day, date and time of their next visit.

« Inform Admissions or Operations Centre staff of the arrangements for
the next visit before you leave the centre that day.

13 | Team Leader | When co h -ordinatin member and informed the
pregram or activity has finished:

« Direct appropriate staff to collect the detainees who participated and to
conduct personal searches of each detainee.

e Where possible, attend the search area and supervise staff and
detainees during the search procedure (for more information see
Section 6.13 — “Personal searches of detainees”).

14 | Admissions
staff OR
Operations
centre staff

« When visitors return to your area, to leave the centre, supervise their
collection of personal items, where applicable:

« if the items were placed in lockers, supervise visitors retrieving their
items and collect all locker keys;

« if the items were placed in locked satchels, cut the seal on the
satchel and allow the visitors to retrieve their personal items.
Ensure empty satchel bags are secured for the next visiting time.

e Check that all the visitors who registered before the visit leave the
centre, referring to the Official Visitors Book.

15 | Team Leader

If the visit was terminated:

e« Complete a Record of Refusal / Termination of Visit form (JJ-A064)
and submit to the Co-ordinator Operations.

If staff rvising the area found any items of contraband:
e Collect the items from those staff.

« |f considered appropriate and necessary, speak to the detainees who
participated in the visit, regarding the contraband.

« Depending on the type of item found, and if a detainee admits to the
contraband:

« either follow the procedure for managing minor misbehaviour (see
Section 5.3);

« or follow the procedure for managing incidents (see Section 7.12).

« Report any contraband found to the Co-ordinator Operations, when he
or she next attends the centre. If the matter is being dealt with as an

incident, report to the Co-ordinator Operations immediately.
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16

17

18

19

Co-ordinator
of visit

» Complete any reports as directed by the Team Leader before you
leave the centre on that day (eg. if there was an incident or problems

with detainee behaviour, you will be required to report on the events).

e Report to your supervisor or the relevant Co-ordinator, and inform him
or her about the program, how it was conducted and any problems you
experienced.

* Complete reports and evaluations of the program / activity as directed.

Co-ordinator | If the visit was terminated:
Operations

e Ensure the Team Leader completes a Record of Refusal / Termination
of Visit form (JJ-A064) and submits the form to you.

» Check the Record of Refusal / Termination of Visit form (JJ-A064),
sign it and submit the form to the Manager.

» Ensure the Record of Refusal / Termination form is entered on the
Refusal of Visit Return (JJ-A065).

« Inform the relevant Manager of the refusal / termination, and the
reasons for this action.

e Ensure that the Refusal of Visit Return (JJ-A065) is completed and
submitted to the Cluster Director, no later than 10 days after the end of
the month when the termination occurred.

Manager l visit w rmi

» Check the Record of Refusal / Termination form (JJ-A064) and sign it.

Co-ordinator
Programs /
Staff
Development
OR
Co-ordinator
Casework

(depending on
type of
program and
the service
responsible)

If the visit was terminated:

e Discuss the termination and the reasons for the decision with the Co-
ordinator Operations.

e With the Co-ordinator Operations, determine if the community group or
representative should be permitted to return to the centre (considering
any directions or policies of the Manager).

« Contact the relevant community group or representative and:

1. discuss the termination and reasons for the termination of the visit;
2. inform him or her of the centre decision as to whether they are
permitted to return to the centre.

* Prepare a letter from the Manager, documenting the reasons for the
termination and the centre decision as to whether the community group
or representative can return to the centre.

+ When the Manager has signed the letter, forward it to the agency and
ensure a copy is appropriately filed for future reference.

+ Inform all other Co-ordinators (in a meeting forum), of the outcome of
the visit and the termination, to ensure centre representatives receive
and report consistent information.
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4.3 Official visitors

When to use this procedure

This procedure is used when an Official Visitor attends a juvenile justice centre. The specific
purpose of the Official Visitors Scheme is to deal with detainee complaints and grievances.

Official Visitors are assigned responsibility for one or two juvenile justice centres, to visit on a
regular basis. There will be times when one juvenile justice centre has twa assigned Official
Visitors (eg., larger centres, or centres with specialised programs).

Purpose of the scheme

Official Visitors are appointed by the Minister responsible for Juvenile Justice to provide
independent monitoring of the operations of juvenile justice centres and advocacy services for
detainees.

Aim of the scheme

To protect the rights of young people in juvenile justice centres and to assist these young people
and their families to raise and resoclve issues of concern to them.

Role of the Official Visitor

The role of the Official Visitor is to:

advocate for the resolution of complaints made by or on behalf of young people in
detention;

provide a stable framework for the positive resolution of issues and difficulties;

provide an independent mechanism for the review of administrative decisions and
policies, as well as providing important information to young people in detention;

report on incidents of assault or abuse and systemic issues;
provide a fresh and independent perspective on the operations of the juvenile justice

centre and identify possible improvements to general operations and service to groups or
individuals.

Who uses this procedure

This procedure may be used by the following staff:

Centre Managers

Co-ordinators Operations

Co-ordinators Casework

Co-ordinators Programs / Staff Development
Program Co-ordinators (Operations) & (Clinical)
Team Leaders

Assistant Team Leaders (Programs)
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e Assistant Team Leaders

e Team Supervisors

e Senior Youth Workers

» Programs staff (eg., recreation officers, vocational instructors, ancillary staff, administration /

clerical staff)

* Centre Support Team staff (ie., Registered Nurses, Psychologists, Alcohol and Other Drug
Counsellors, Caseworkers, specialist counsellors, etc.).

Forms and records which may be used

The following forms and records may be used:

e Official Visitors Book (sign in / out)

e Official Visitors — Visit Report

¢ Visitors Diary
* Unit Log Book

e Admissions Diary

» Operations Centre Diary (where applicable).

Related policies and procedures

The following policies and procedures are relevant to this procedure:

In the:

Go to section or policy:

DJJ Policy Manual

Policy for Provision of a Protective Abuse-Free Environment
Policy and Procedure on Client Complaints (September 1998)

Official Visitors for Juvenile Justice Centres — Visitor Manual

Children (Detention
Centres) Act 1987

4 Objects of the Act
8A Official Visitors

37D  Disclosure of information obtained in the administration
etc. of this Act

Children (Detention
Centres) Regulation
1995

8 Maintenance of physical well-being of detainees
22 Other visits

23 Procedure for visits

36 Order generally
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Role of Manager in official visits

The role of the Manager is to:

Ensure all young people in the centre are informed about the Official Visitor Scheme and
are given the name of the Official Visitor.

Give a new Official Visitor a thorough briefing on the operations of the centre.

Provide all information and assistance necessary for the Official Visitor to properly carry
out his or her duties.

Notify all staff and juveniles in advance of the date and time the Official Visitor will be in
attendance where advance notice has been given.

Under normal circumstances, allow the Official Visitor unfettered access to inspect any
part of the centre and make any inquiries he or she thinks fit.

Provide a private place where residents can confidentially discuss matters with the Official
Visitor.

Give the Official Visitor a brief update on the operations of the centre on his or her arrival.

Inform the Official Visitor on his or her next visit of action taken to resolve or reduce the
problems brought to the Manager's attention on the previous visit,

Inform the Official Visitor if a detainee requests to see him or her urgently.

Make arrangements for a detainee to have a private telephone conversation with the
Official Visitor at the latter's request.

Only deny the Official Visitor access to the centre in exceptional circumstances, where
access would threaten security or the welfare of the juveniles or staff.

Notify the Director General immediately if access has been denied and note the denial of
access in the unit log.

Explain to the Official Visitor immediately why access was denied and prepare an urgent
report for the Minister if the Official Visitor does not accept the explanation.

Inform the Senior Official Visitor if the designated Official Visitor does not visit the juvenile
justice centre as required.

Contact person for Official Visitors

If the Manager wishes to discuss matters regarding Official Visitors or any part of the Visitors
Scheme, he or she must contact the Senior Visitor.

Access to centre records

Official Visitors must be given access to all centre records relevant to their role and the issues
they are attempting to resolve. These must be provided to the extent necessary to allow them to
effectively carry out the functions and duties of the office.

Access to detainee records can only occur following the approval of the detainee concerned,
where that detainee is 12 years of age or above. However, in such cases, Managers have the
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right to override a detainee's refusal, where the Manager is of the opinion that it is in the best
interests of the detainee to do so.

Access to detainees

Official Visitors must be given access to all detainees who have requested to see them, and any
detainees the Official Visitor has requested to see.

Procedure for visits from Official Visitors

Before the visit

Note: Official Visitors are not required to give notice of a visit and will occasionally visit without

notice.

Responsible

Action Required

1 | Manager

When the Official Visitor contacts you and informs you of the day, date
and time of his or her next visit:

¢ Inform the Co-ordinator Operations.

e Direct the Co-ordinator Operations to ensure staff and detainees are
informed in advance of the day, date and time when the Official Visitor
will be attending the centre.

« Ensure all action required to be undertaken after the Official Visitor's
last visit is complete or prepared for discussion.

e If there is action which still needs to be taken, ensure relevant staff are
informed and every effort is made to attend to the issue.

If access is denied because it would threaten the security or welfare of
the centre:

¢ Inform the Official Visitor.

o Discuss and agree on an alternative day, date and time with the
Official Visitor.

¢ Notify the Director-General via the Cluster Director immediately that
access was denied.

« |f the Official Visitor does not agree with the reasons for the denial of
access, prepare an urgent report for the Minister (Briefing Note).

2 | Co-ordinator
Operations

When the Manager has informed you of the day, date and time that the
fficial Visitor wil ing th ntre:

= Inform, in turn, the following staff:

1. Co-ordinator Casework and Co-ordinator Programs / Staff
Development;

2. Unit staff;

3. Admissions and Operations Centre staff.
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e Ensure Admissions staff enter the visit details in the admissions diary.

e Ensure that Unit staff enter the information in Unit Log Books.

Unit staff

When you have been informed of the day, date and time the Official

Visitor will be attending the centre:

» Inform all detainees in your unit. It may be necessary for you to
explain the purpose of the Official Visitor Scheme to new detainees. If

you cannot provide adequate information you must ask another staff
member to assist.

« Enter the day, date and time of the proposed visit in the Unit Log Book,
also noting you have informed detainees in the Unit.

Admissions
staff

When you have been informed of the day, date and time the Official
Visitor wil ndin re:

» Enter the day, date and time of the proposed visit in the Admissions
Diary, and ensure all Admissions staff (especially those who will be on
duty on the proposed day) are aware of the details of the visit.

During the visit

Responsible

Action Required

Admissions
staff OR
Operations
centre staff

When the Official Visitor arrives direct him or her to the Manager, or in
his or her absence to one of the Co-ordinators of the centre.

Manager

* Inform the Official Visitor of the outcome of any action required after of
his or her last visit to the centre.

¢ Provide a brief update of the operations of the centre.

* Allow the Official Visitor to have access to any recards he or she
requests, while ensuring the safety and security of detainees,

e Ensure the Official Visitor is given access to all detainees who request
to see him or her, and to any facilities he or she requires to conduct the
visit.

Unit/
supervising
staff

e Allow any detainee under your supervision, who requests to speak
with the Official Visitor, to do so.

e Ensure an entry is made in the Unit Log Book, noting that the Official
Visitor entered your Unit, but do not keep a record of the names of the
detainees visited by the Official Visitor.

s \Wherever possible, provide the Official Visitor with a private area for
discussions, for confidentiality.

o Ensure that staff and detainees cannot hear any discussion the Official
Visitor has with any detainee or staff member.
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o | i I h ial Visitor is in
another area of the centre, inform the staff in that area and ensure the
detainee has the opportunity to speak to the Official Visitor, by:

» either arranging for the detainee to be escorted to your area or unit;

« ordirecting the Official Visitor to the area where the detainee is
located.

« Report any difficulties regarding the Official Visitor, or detainees
speaking with the Official Visitor, to the Manager or his or her
representative.

8 | Team Leader | « Ensure the Official Visitor is allowed access to areas as requested,
while maintaining the safety and security of detainees, staff and the
Official Visitor,

e Ensure Unit/ supervising staff assist the Official Visitor wherever
possible.

After the visit

Responsible Action Required

9 | Manager * Discuss all matters raised by staff and detainees with the Official
Visitor and inform him or her of what action has been taken to date by
the centre to address those matters.

» Through discussion with the Official Visitor, discuss and agree on
action to be taken by you.

e Ensure the Official Visitor is provided with all necessary records to

assist him or her in resolving any matters, while maintaining the safety
and security of the centre and individual detainees.

Following discussions with the Official Visitor:

+ Inform the relevant Co-ordinators of any action which needs to be
taken by the centre and direct them to ensure that staff under their
supervision undertake that action as soon as practicable.

10 | Co-ordinators | « Undertake action as directed by the Manager.
Operations,
Casework, « Ensure staff under your supervision take appropriate action, as
Programs / directed.

Staff
Development

4.4 Police

When to use this procedure

This procedure is used when police attend a juvenile justice centre, for the purpose of
investigation, to:

e interview a detainee;
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interview a staff member;

* inspect an area of the centre where a criminal offence is alleged to have occurred.

Police interviews with a detainee or staff member will normally occur when:

* Itis alleged that a criminal offence has been or may have been committed by a detainee,
staff member or visitor at the centre. Following interviews with all people involved or
witnesses to the events, police may consider criminal charges against one or more people at

the centre.

A detainee has been accused of an offence in the community prior to detention, but has not
been charged. In these circumstances, police may interview the detainee to ascertain if

there are grounds for the detainee to be charged.

Who uses this procedure

This procedure may be used by the following staff:

Centre Managers

Co-ordinators Operations

Co-ordinators Casework

Co-ordinators Programs / Staff Development
Program Co-ordinators (Operations) & (Clinical)
Team Leaders

Assistant Team Leaders (Programs)

Assistant Team Leaders

Team Supervisors

Senior Youth Workers

Admissions staff

Programs staff (eg., recreation officers, vocational instructors, ancillary staff, administration /

clerical staff)

Centre Support Team staff (ie., Registered Nurses, Psychologists, Alcohol and Other Drug

Counsellors, Caseworkers, specialist counsellors, etc.).

Forms and records which may be used

The following forms and records may be used:

Police Interview Book
Admissions Diary

JJ-A005: Incident Advice
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* JJ-AQ09: Centre Incident Report (where applicable)

* Unit Log Book

e Admissions Diary / Movements Sheet

+ Operations Centre Diary (where applicable).
Related policies and procedures

The following policies and procedures are relevant to this procedure:

In the: Go to section or policy:

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

Children (Detention s 4 Objects of the Act

Centres) Act 1987
o 23A Escorted absences

PART 4. OFFENCES

o 37D Disclosure of information obtained in the
administration etc. of this Act

Children (Detention o 22 Other visits
Centres) Regulation 1995
e 23 Procedure for visits

o 24 Articles not to be conveyed between visitors and
detainees

e 36 Order generally

Children (Criminal e 13 Admissibility of certain statements etc.
Proceedings) Act 1987

Observers for police interviews

Juvenile justice centre staff are not permitted to act as observers for a detainee during a police
interview. The observer for these interviews must be:

« either the detainee's parent or a significant other person (identified as undertaking parental
responsibility for the detainee);

« orin the case of a detainee 16 years or over, a person independent of both the police
service and this Department, selected by the detainee.

If a detainee is taken to a police station to be interviewed, he or she must be escorted by a staff
member, but that staff member must not act as the cbserver.

Police who wish to interview a detainee must arrange the independent observer for their
interviews. Police should have an updated list of possible independent observers for detainees,
from the local area of the centre. It is the responsibility of the Co-ordinators Operations to
ensure a list exists at the centre. The independent observer list must also include Aboriginal
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people who can act as observers for Aboriginal detainees, in addition to people from a variety of
cultural groups for detainees from non-English speaking background.

In certain circumstances, following a request from the detainee involved, a juvenile justice centre

staff member may be permitted to act as the observer for a police interview. This can occur only
where;

1. there is no direct confiict of interest with the department. For example, a conflict would arise
where charges were being considered after an incident in the centre:

2. the staff member concerned has established a close bond with the particular detainee, so
that the staff member is in a position to represent the interests of the detainee:

3. where the detainee nominates a staff member 