JUST Connect and Video Conferencing

Create and Conduct an Appointment with a person in custody — NCAT
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As NCAT staff you can use JUST Connect to make AVL appointments with a person in-
custody. This will allow you to book appearances for inmates to attend an NCAT proceeding

GREEN, Brett - John Morony €C at a scheduled date and time.

Appointment status

Agands e Appointments requested earlier than one business day in advance will be
automatically accepted by JUST Connect.

e Appointments for next business day requested before 3pm will be automatically
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e  Appointments for next business day requested after 3pm, or appointments
requested for the same business day, are considered last minute requests and
will NOT be automatically scheduled. These requests will be in ‘Pending’ status
and require a Correctional Services Officer or Juvenile Justice Officer to review
and then Accept or Decline the appointment
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Inmate transfers — Appointment cancellations
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JUST Connect will automatically cancel a JUST Connect appointment if the inmate is
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transferred to another Correctional Centre. If the appointment is cancelled NCAT will be
notified by email at the time. Once the appointment is cancelled it will be necessary for
‘ s U P B — v another JUST Connect appointment to be made.
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Creating a ‘Professional Appointment’ using JUST Connect

justconnect.justice.nsw.gov.au




JUST Connect and Video Conferencing

Create and Conduct an Appointment with a person in custody — NCAT

Step Action — Creating an NCAT appointment through JUST Connect
1 Log onto the JUST Connect system
2 From the Home page, click create Appointment
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3 The New Appointment screen displays.
Complete the Agenda details by selecting the Correctional Meeting, Mode
(either Video or Phone), jurisdiction as NCAT and the purpose as Hearing.
Then click Add Attendee.
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4 The Add Attendee pop-up displays.
The NCAT staff member is to add themselves as an attendee to the appointment.
This will allow that staff member to make changes to the booking and for notification
to be sent to the NCAT office generic email with dial-in instructions on the day.
Click the Professional button and enter the details of the NCAT staff member.
Clicking the name from the search results will add that person to the booking.
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Action — Creating an NCAT appointment through JUST Connect

The attendee has been added.
Click Add Attendee until you have added all attendees to the appointment.

Ensure that the required inmate has also been added to the appointment by
repeating step 4 but by clicking Corrections Inmate and entering the MIN of the
required inmate.

NOTE: The inmate will only be available for the times entered. At the scheduled appointment
end time the inmate will need to leave the AVL suite.

GREEN, Brett - John Morony Correctional Centre

Aggointment owner Date From To

BOND 362, James 382 v | B sz osspm 0225 pm

& GREEM,Bren MIN 123438 Coractional nmata John Morany Comectional Centre Any

8, BoND3a2, Jomes 382 s 34568272 Professiona Own danics

+ ADD ATTENDEE

GREEN. Brett

» John Merony Correctio.

BOND.362. James 382

LG Own Devies Selscted

If required, enter any appointment notes into the Appointment Notes field. These
will be visible to all attendees and noted on the appointment reminders.

Once you have completed all the details, click Save Appointment.

The appointment will now display in the schedule. Attendees will be notified of the
appointment by email.
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