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Scope 
This policy and its procedures apply to CSNSW and non-CSNSW locations where audio-
visual link studios are available, and all CSNSW employees who work within these areas.  
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1 AVL for legal and court matters 
1.1 Policy 
Video Conferencing (VC) locations must be staffed by correctional officers who have 
completed the recognised video conferencing training. This training is to be refreshed every 
two years.  

An inmate who is required to attend a Local, District, Supreme, Family, Federal, Interstate or 
Overseas Court by VC will be directed to attend by way of a warrant, legal order, detainer, or 
by legislation covering an inmate who is Police Bail Refused. 

An inmate attending a VC studio has the same entitlements to services that are given to 
inmates attending court in person, such as legal representation and interpreter services 
(refer to COPP section 11.1 Language services). Inmates identified with an intellectual 
and/or physical disability are to be afforded the appropriate support (refer to COPP 6.9 
Inmates with disabilities).  

All inmates attending a Court, State Parole Authority (SPA) or Serious Offenders Review 
Committee hearing are required to be at the Video Conferencing Area (VCA) a minimum of 
one hour prior to the scheduled time of their appearance. This is to facilitate inmates’ access 
to legal calls prior to their appearance. Inmates attending a legal video or teleconference are 
required to be at the VCA five minutes before the scheduled conference. Separate 
arrangements apply to inmates designated as High Security (HS), Extreme High Security 
(EHS), Extreme High Risk Restricted (EHRR) and National Security Interest (NSI) (refer to 
COPP section 3.5 HS, EHS, EHRR, NSI, AA and Cat 5).   

Information in relation to VC schedules can be obtained by accessing the ‘Just Connect’. 
Information in relation to warrants, legal orders and detainers and inmate appearances are 
in the Offender Integrated Management System (OIMS).  

For information in relation to inmate movements/escorts to and from VCA and other 
correctional centres for AVL appearances (refer to COPP 19.1 General escort).  

The Officer in Charge (OIC), VCA will ensure all records are maintained and up to date. The 
courts will formally advise the relevant State Sentence Administration (SSA) of the 
appearance results by way of a warrant/legal detainer.  

1.2 Inmate clothing in AVL appearances 
Generally, inmates appear before a court via AVL wearing standard issue gaol greens. 
However, if an inmate appears via AVL in a trial before a jury:  

• the Court may request that the inmate wear civilian clothing (rather than gaol greens). 
In such cases, the Governor/OIC of the centre must be informed, and OIC of the VCA 
must ensure that the inmate can access clothing from the property store as soon as 
practicable.  

• if the inmate’s legal representative requests civilian clothes in a trial by jury via AVL, 
the request goes to the Governor/OIC of the centre for a decision. Approval should be 
given unless there are overriding security concerns, and the decision documented. 

• if the inmate requests to wear civilian clothes in a trial by jury via AVL, they must 
submit an inmate application, giving reasons, to the Governor/OIC of the centre. 
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Approval should be given unless there are overriding security concerns, and the 
decision documented.   

In any instance that an inmate is wearing civilian clothes for an AVL court appearance, this 
must be facilitated in the centre’s main AVL suite, and not in any satellite or accommodation 
area AVL booths. Governors must ensure that Local Operating Procedures are in place to 
facilitate inmate access to civilian clothing in the circumstances detailed above. 

2 Responsibilities for the OIC of the VCA 
2.1 Policy 
The OIC of the VCA is responsible for the day-to-day management, record keeping and 
security of the studio and staff posted in the VCA. The OIC, VCA must ensure that:  

• all information management systems are checked including OIMS, Just Connect, 
Outlook Video Conference Site mailboxes (if applicable to the centre)  

• all required VC appearances are included on the centre’s daily video conference 
appearance list  

• staff facilitating the VC have been provided with the names of inmates scheduled to 
attend the VC studio for that day and that the list corresponds with the legal order, 
Offender Integrated Management System (OIMS), Just Connect and notes any 
relevant alerts 

• no inmate appears before a Court via VC if they do not appear on the scheduled list, 
or if contact has not been made with the centre’s SSA unit prior to the hearing 

• State Sentence Administration staff must be advised immediately if an inmate 
scheduled to appear before a court is unable to do so for any reason 

• inmates scheduled to appear before a Court, SPA or SORC hearing are present at 
the VCA a minimum of one hour prior to the scheduled time. Inmates designated as 
HS, EHS, EHRR, NSI will require individual management processes (refer to COPP 
section 3.5 HS, EHS, EHRR, NSI, AA and Cat 5) 

• the movements of inmates transferred between correctional centres overnight that 
have appearance orders for court are reported to the relevant court by the receiving 
centre  

• a daily visual inspection of the VCA, including the holding cells, is conducted  
• copies of religious books (Bible, Koran etc.) are available for use by an inmate 

attending the proceedings (inmates are permitted to bring their own copy of the 
Torah) (refer to COPP 11.2 Religious and cultural services) 

• inmates are permitted to have legal papers if required during the VC  
• all VC studios are operational. Any malfunction should be reported immediately to 

the Multimedia Group (formally known as JACS) help desk by telephone on (02) 
8759 1010 to the relevant court and centre manager. If possible, alternative 
arrangements should be made to facilitate the scheduled conferences  

• an inmate awaiting the use of the VC studio is identified and held in accordance with 
their alerts and security rating (including any protective or segregated custody 
direction)  

• an inmate identified with an intellectual and/or physical disability is afforded the 
appropriate support (refer to COPP section 6.9 Inmates with disabilities) 
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• the inmate is aware that the Court/legal representative is responsible for providing an 
interpreter to an inmate who has expressed difficulty or is observed to have difficulty 
communicating through the professional proceedings  

• if a judge requests that the inmate appear before at a trial by jury in civilian clothes, 
ensure compliance with this request and inform the Governor/OIC of the centre. 

• if a legal representative, or the inmate themselves, requests that the inmate appear 
in civilian clothes at a trial by jury, send the request/inmate application to the 
Governor/OIC of the centre for approval. 

• every inmate who appears before a Court, SPA or SORC hearing has an AVL 
interview case note completed in OIMS prior to returning to their housing location.  

3 Officer and inmate conduct during use of AVL 
for legal and court matters 

3.1 Policy 
The VC studio is considered to be part of the proceedings of the court or other agency. 
Officers and inmates must conduct themselves in an appropriate manner during 
proceedings. 

It is acknowledged that in some cases the experience of attending court can be stressful and 
an inmate may become agitated during the proceedings. Any misconduct by an inmate in 
the VC studio should be dealt with in accordance with COPP section 14.1 Inmate 
discipline.  

If, during the proceedings, an inmate becomes verbally and/or physically aggressive, 
attempts self-harm or attempts to cause injury to others, the OIC, VCA may order the 
removal of the inmate from the studio and return the inmate to a holding cell. The court will 
need to be notified of the situation immediately.  

The court may also request the removal of the inmate from the proceedings by contacting 
the OIC, VCA.  

Note: In either of the above situations, the OIC, VCA should advise the court as to the 
suitability of the inmate to continue with the proceedings.  

4 AVL interview case note  
4.1 Policy  
An AVL interview case note should be completed for any inmate scheduled to appear at a 
court, SPA or SORC hearing to determine any change in the inmate’s circumstances which 
may require ‘at risk’ intervention.  

The interview should be recorded using the AVL interview case note in OIMS. The officer 
completing the case note should include comments relating to whether: 
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Video Conferences and scheduled telephone conferences are facilitated 
via AVL. 

Authorised 
officer 

The officer authorised by the Governor to perform the functions set out 
in this part of the Custodial Operations Policy and Procedures Manual. 

CCTV Closed Circuit Television 
CMF Case Management File 
COPP Custodial Operations Policy and Procedures 
CSNSW Corrective Services NSW 
EAGP Early Appropriate Guilty Plea 
EHS Extreme High Security 
EHRR Extreme High Risk Restricted 
Police Bail 
Refused 
(Form 7) 

A legal order issued by Police that provides the authority to detain an 
inmate for a maximum of 24 hours until they can appear before a 
magistrate or registrar to apply for bail. 

FM Functional Manager 
HS High Security 
JUST 
Connect 

JUST Connect is a web-based system enabling video conferencing 
collaboration, coordination and connection to the Department of 
Communities and Justice. JUST Connect will enable booking of video 
and telephone sessions, professional interviews, visits, meetings, 
conferences and court appearances. 

MCC Mandatory Case Conference 
MOS Manager of Security 
NSI National Security Interest  
OIC Officer in Charge 
OIMS Offender Integrated Management System 
SDS Statewide Disability Services 
Should Indicates a recommended action that should be followed unless there 

are sound reasons for taking a different course or action 
SORC Serious Offender Review Council 
SPA State Parole Authority 
SSA State Sentence Administration 
Studio A room equipped to facilitate video conferences. 
VC Video Conferencing 
VCA Video Conferencing Area  
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16 Document information 
Business centre: Custodial Operations 
Approver: Kevin Corcoran 
Date of effect: 16 December 2017 
EDRMS container: 18/7504 

Version Date Reason for amendment 
1.0  Initial Publication (Replaces section 12.6 of the superseded 

Operations Procedures Manual) 

1.1 14/01/20 Addition to 2.1 Responsibilities of OIC to ensure late add-ons 
for VC are reported to SSA 

1.2 12/03/20 General formatting update and improvements 
1.3 19/10/20 Addition of section 11 Refusing an AVL Legal Conference or 

Legal Teleconference 
Addition of section 12 Inmates unavailable for or delayed in 
attending an AVL Legal Conference or Legal Teleconference 
Removal of requirement to make an AVL case-note after legal 
video and teleconferences. Removal of requirement to have 
the inmate held at the AVL studio for one hour before, and 
one hour after, legal video and teleconferences (sections 1, 2, 
4, 9 and 10). 

1.4 24/01/23 Additions in subsections 1.2 Inmate clothing and 2.1 Policy to 
allow for inmates to wear civilian clothes during AVL court 
appearances under certain circumstances. 

1.5 31/07/23 Addition to section 9 Legal video conferences to include 
subsection 9.2 Proof of identity. 

 




