
 
 

  
 

1.  KEY RESULT AREA: OFFENDER MANAGEMENT 

& OPERATIONS 
 

1.35  Discharging Inmates   
 
1.35.1  Premise 
 

It is the goal of the Department to safely and effectively manage offenders while 
enforcing the orders of the court and discharging the duty of care.  Inmates must 
serve the sentence(s) imposed by the court(s).  All inmates are to be discharged 
from custody on the correct date. 

 
Effective sentence administration procedures ensure that inmate records are 
accurately maintained so that all orders of the court are enforced.   

 
1.35.2  Outcome 
 

 
 
1.35.3  Legislation and Policy Requirements 
 

United Nations Basic Principles for the Treatment of Prisoners (1990)  
Crimes (Administration of Sentences) Act 1999 
Standard Guidelines for Corrections in Australia Revised 2004 
Department of Corrective Services Operations Procedures Manual, Section 11 
Department of Corrective Services Sentence Administration Manual 
Crimes (Administration of Sentences) Regulation 2001 
Bail Act 1978 
Crimes (Sentencing Procedure) Act 1999   

 
1.35.4  Specific Service Requirements 
 

The Operator must ensure that: 
 

1. inmates are discharged at the time they are legally entitled to be released 
from custody by: 
 
(a) complying with relevant legislation and Departmental policies for 

the discharge of inmates; 

 
Inmates are discharged at the time they are legally entitled to be released 
from custody. 
 



 
 

  
 

 
(b) developing and implementing procedures which ensure that: 

 
(i) proper authority exists for the discharge of inmates; 

 
(ii) inmates are identified prior to release to ensure that the 

correct inmate is being discharged; 
 

(iii) prior to release the conditions of parole orders (including 
reporting conditions) or bail recognisances are explained to 
inmates and that inmates are advised of any outstanding 
court appearance; 

 
(iv) documentation (e.g. Parole Order, Bail Recognizance) is 

correct and completed; 
 

(v) a “Discharge Checklist” is completed and placed on the 
warrant file of every inmate who is to be released from 
custody (Note: a sample checklist is available from the 
Department); 

 
(vi) the Operations Manager authorises the release of every 

inmate; 
 

(vii) all persons responsible for the discharge of inmates are 
authorised by the Commissioner as custodians of inmates; 

 
(viii) Departmental property is returned; 

 
(ix) inmates are provided with their entitlements (i.e. private 

property, monies - including social security entitlements); 
 

(x) inmates are provided with a discharge certificate; 
 

(xi) all relevant information is entered on the Department’s 
corporate information system (Offender Integrated 
Management System); 

 
(xii) inmates being discharged are provided, at the Operator’s 

expense, with the cost of travel to the place of conviction or 
some other destination where the fare is the same or less 
than that to the place of conviction. (Payments in excess of 
this entitlement may be made in extenuating 
circumstances); 

 
(xiii) an exit interview is conducted by the inmate’s Case Officer 

and a written discharge summary prepared and filed on the 



 
 

  
 

case file; 
 

(xiv) case files of discharged inmates are returned to the 
Department’s Central Repository; 

 
(xv) warrant files of discharged inmates are returned to the 

Department’s Central Repository after 12 months; 
 

(xvi) when Parole Orders are received they are signed by 
inmates who have been granted parole prior to their release 
and that the contents have been explained; 

 
2. develop and implement reporting procedures which ensure that instances 

when inmates are erroneously discharged from custody (either before or 
after they were due for discharge) are reported to the Commissioner and 
other relevant authorities for appropriate action, including: 

 
(a) the cases of inmates released from custody after the time they 

were eligible or legally entitled to be released;   
 

(b)  the cases of inmates released from custody who were not eligible 
or legally entitled to be released from custody.    

 
1.35.5  Key Monitoring Elements 
 

1. Compliance with relevant legislation and Departmental policies and 
procedures. 

 
2. Number of inmates released from custody after the time they were 

eligible or legally entitled to be released from custody - procedure 
available and reports forwarded to Commissioner. 

 
3. Number of inmates released from custody who were not eligible or legally 

entitled to be released from custody - procedure available and reports 
forwarded to Commissioner and relevant authorities. 

 
4. A “Discharge Checklist” completed and placed on the warrant file of every 

inmate who is to be released from custody - record available. 
 

5. Discharged inmates provided with Discharge Certificates - record 
available. 

 
6. All relevant information entered on the Department’s corporate 

information system (Offender Integrated Management System) - record 
available.  

 
7. Discharged inmates provided with the cost of fares to the place of their 



 
 

  
 

conviction - record available.  
 

8. Discharged inmates are provided with their social security entitlement 
prior to discharge - record available.  

 
9. Discharge summaries prepared, and filed on the case file, for every 

discharged inmate - indicated by documentation on case file. 
 

10. Case and warrant files of discharged inmates forwarded to the 
Department’s Central Repository - listing available. 

 
11. Number of complaints from discharged inmates regarding their private 

property or private cash - record available.  
 
1.35.6  Proposal Outline 
 

The proposal must provide evidence/information regarding how: 
 

1. inmates are discharged at the time they are legally entitled to be released 
from custody; and 

 
2. instances when inmates are erroneously discharged from custody (either 

before or after they were due for discharge) are reported to the 
Commissioner and other relevant authorities. 

  
The Department encourages the use of innovative strategies. 


