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1 Policy statement

Offender Services and Programs (OS&P) staff provide a report, when requested by the court,
containing information about the facilitation of contact between inmates in custody and
residential rehabilitation services. This report is designed to advise the court on the availability
of residential options and also the outcome of any suitability assessments conducted by the
residential rehabilitation services.

While there is no legislative requirement for OS&P staff to prepare this report, all efforts should
be made to provide this report to the court if the request allows a reasonable timeframe for
completion (5 weeks).

2  Purpose

The purpose of this document is to provide a standard process across all correctional centres in
processing requests from the court for Alcohol and Other Drug Residential Rehabilitation
Assessment Reports.

3 Scope

The policy applies to OS&P staff working in Corrective Services NSW (CSNSW) correctional
centres.

4  Strategic focus

» NSW State Priorities — Reducing Adult Re-offending

» Department of Justice Strategic Plan 2015-2019
> Department of Justice Multicultural Plan 2015-2018

> A strategy for supporting Aboriginal inmates to desist from re-offending, CSNSW (April
2014)

> Family matters: A strategy for service and program provision to children and families of
inmates, CSNSW (May 2014)

» Recognising gender differences: A strategy for program and service provision to women
inmates, CSNSW (May 2014)

5 Relevant NSW legislation

> Crimes (Administration of Sentences) Regulation 2014
> Bail Act 2013
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https://www.nsw.gov.au/making-it-happen
http://www.lpclrd.justice.nsw.gov.au/agdbasev7wr/lpclrd/documents/pdf/crimesadministrationof%20sentencesregulation2014.pdf

6 Related policies, procedures and guidelines

Staff must be familiar with the Department of Justice (DJ) and CSNSW policies, procedures and
guidelines that relate to their practice and employment. Most of these can be accessed through
the Department’s Directory of Policy, Procedures and Guidelines on the intranet and / or in
EDRMS. These include (but are not limited to) the following:

6.1 Offender management

» CSNSW Custodial Operations Policy & Procedures (COPP)

» CSNSW Community Corrections Policy and Procedures Manual (especially Report
Writing)

» CSNSW Offender Classification, Placement and Case Management Procedures Manual
> CSNSW Compendium of Offender Assessments 4™ Edition (September 2016)

» Policy for Prioritising Services and Programs in Custody

6.2 Human resources

» CSNSW Human Resources policies and procedures directory
> DJ Human Resources policies and procedures

» DJ Work Health and Safety Management System Framework

6.3 Professional standards

» CSNSW Conflicts of Interest Policy
» CSNSW Contact with Offender Policy
» Department of Justice Code of Ethics and Conduct

» DJ Public Interest Disclosure Policy and Procedures

6.4 Communications and information technology services

» CSNSW Communications Policy and Procedures
> DJ Information Technology policies, procedures and guidelines

» DJ Records Management Policy
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http://dcs-intranet.online.dcs.nsw.gov.au/policies-procedures/Community_Corrections_Policy_and_Procedures_Manual/Section_B__Report_Writing
http://dcs-intranet.online.dcs.nsw.gov.au/policies-procedures/Community_Corrections_Policy_and_Procedures_Manual/Section_B__Report_Writing
http://intranet.internal.justice.nsw.gov.au/PPG/Documents/Human%20Resources/code-of-ethics-and-conduct.docx

7 Definition of terms and abbreviations

Abbreviation Definitions
AOD Alcohol and Other Drugs
AODRRA Report Information provided to the court as an Alcohol and Other Drug
Residential Rehabilitation Assessment Report
CcCco Community Corrections Officer
Cluster MOSP Cluster Manager of Services and Programs
CSNSW Corrective Services New South Wales
EDRMS Electronic Document Records Management System
OoIMS Offender Integrated Management System
Os&P Offender Services and Programs
SAPO Services and Programs Officer
SSAPO Senior Services and Programs Officer

Note: All references to SAPO are to be interpreted as references to Services and Programs
Officer / Alcohol and Other Drugs Officer / Welfare Officer

8 Procedures

When the District Court is considering an application for bail, the court may request an Alcohol
and Other Drug Residential Rehabilitation Assessment Report (AODRRA Report) on the
suitability for, and availability of a place, in a residential rehabilitation program.

CSNSW will not prepare AODRRA reports for the Local or Supreme Courts.

o If the Local or Supreme Courts request an AODRRA report, MOSP or delegate are to
email the relevant RSM, indicating the Court, case number, inmate name, MIN, charges,
AOD Report registration date and AOD Report expiry date using the table format below.
The RSM will email these details to the Chief Magistrate’s Office or Supreme Court
Registrar, once per week.

Inmate Name

MIN

Case Number

Charge

Local Court

Magistrate/Judge (if known)

AOD Report Registration Date

AOD Report Expiry Date
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Once the RSM has been advised of the AODRRA request from the Local Court the MOSP or
delegate is required to discharge the AODRRA request from the Local Court in OIMS requests
screen and insert the following comment for ‘advice provided from the Local Court Chief
Magistrates Office, Local Court AOD Assessment Reports are no longer required to be
provided'.

Once the RSM has been advised of the AODRRA request from the Supreme Court the MOSP
or delegate is required to discharge the AODRRA request from the Supreme Court in OIMS
requests screen and insert the following comment for ‘advice provided from the Supreme Court
Registrar, Supreme Court AOD Assessment Reports are no longer required to be provided’

The role of OS&P staff is to facilitate the assessment of inmates by residential rehabilitation
services so that those services may determine the inmate’s suitability for, and possible
placement into, their treatment programs. OS&P staff report to the court whether the inmate has
consented to meeting with a residential rehabilitation service and, if so, whether contact
occurred between the inmates and the residential rehabilitation service.

AODRRA Reports appear in the Policy for Prioritising Services and Programs in Custody, as a
Time-Dependent Priority; they should be prioritised in accordance with their due date.

8.1 Receiving court report requests

The majority of AODRRA Report requests are received electronically from the court and listed
on the Legal Orders — Requests screen on OIMS for each individual inmate. Requests for
AODRRA Reports will appear as Type: OSP, Code: AOD.

A list of reports requested electronically can be viewed and printed from the Justice Intranet
(refer to Section 8.2 below). The Cluster MOSP is responsible for allocating and managing the
completion of requested AODRRA Reports and should review the list of report requests daily.
The Cluster MOSP may delegate these tasks to the SSAPO.

Ultimately, all requests from the court will be electronic. During the transition between paper and
electronic requests, both types will be received by OS&P. Where a request has not been
entered on the Offender Information Management System (OIMS), it may be entered by any
CSNSW staff member:

1. Goto Legal Orders > Offender Legal Cases;

2. Under Legal Cases, identify the case number that is listed on the paper request, and
click on it;

3. Under Court Events, identify the date on which the inmate went to court, and click on it;
4. Click on the Requests button;

5. You will be taken to the Legal Orders > Requests screen;

6. In anew line, enter the Type (OSP) and Code (AOD); and

7. Save.

A list of reports requested manually can be viewed and printed from the Justice Intranet (refer to
Section 8.2 below).
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8.2 Accessing a list of AODRRA report requests made by the courts

A list of AODRRA Report requests made by the courts is accessed through the link
http://dcswebapp/OIMSIntranetPage/LSIRRequirementReports.aspx.

1. After accessing the link, the Cluster MOSP or delegate will enter their OIMS Username
and Password and click Go to LSIR Requirement Reports;

2. The Cluster MOSP or delegate will click on Court Ordered Requests for AOD Rehab
Assessments and Psychology (located under heading OS&P Court Ordered Reports),
where the report is located for requests that have been electronically registered.

3. Additionally, the Cluster MOSP or delegate will click on Manually Registered AOD
Residential Rehab Reports (located under heading OS&P Court Ordered Reports),
where the report is located for requests that have been manually registered.

Instructions are also available at Annexure 4.

8.3 Determining if AODRRA report requests are reasonable

On receipt of the request, the Cluster MOSP or delegate checks to ensure the request is
reasonable in terms of the time required to compile the report. There must be 5 weeks from the
date of the court request to the date required. Where there is insufficient time, the AODRRA
Report will not be provided.

If a court orders an AODRRA report for an inmate serving a Breach of Parole in custody, an
AODRRA report will still be completed.

The timeframe of 5 weeks has been determined to consider both SAPO workload, as well as
other time dependent priorities. The timeframe also allows for potentially extensive waiting
periods for assessment by residential rehabilitation services.

Note that, in instances where an inmate has been moved between centres, the request will
appear on the list for the new centre. In these cases, refer to the 010SP Fundamental Support
> ADA Residential Rehabilitation Service Contact module and take action as detailed in Section
8.14.

8.4 Action when AODRRA reports will not be provided

AODRRA Reports will not be provided because the request is either:
e not reasonable, or
e no consent is obtained, or
e the inmate is deceased, or
e the inmate has absconded, or

o has been ordered by the Local or Supreme Court as outlined in section 8, the Cluster
MOSP or delegate must:

1. Prepare a report for the court through OIMS. Refer to Annexure 4 for instructions on how
to generate the report (a copy of the document is at Annexure 1);
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2. Email the letter to the requesting court. A link to a list of all court email addresses is
available on the Justice Intranet at Corrective Services > Community Corrections >
Court email addresses;

3. Record this action in the “Comment” section of the Legal Orders — Requests page on
OIMS;

4. Record this action in an OIMS case note; and

5. Discharge the request. For more information about how to do this, refer to Annexure 4.

8.5 Allocating AODRRA report requests

When the Cluster MOSP or delegate decides that the AODRRA Report request is reasonable
and will be provided, they must:

1. Allocate the request to a SAPO with due regard to workloads and program delivery
commitments;

2. Advise the SAPO by email; and

3. Record this action in the “Comment” section of the Legal Orders — Requests page on
OIMS.

8.6 Time frames

AODRRA Report requests must be allocated to a SAPO within one working day of receipt of the
request.

The SAPO must conduct the initial interview and have made contact with the residential
rehabilitation service/s, where required, within 5 working days of the allocation of the AODRRA
Report request, unless otherwise agreed with the Cluster MOSP or delegate.

Every effort must be made to complete all telephone assessments with residential rehabilitation
services by two weeks prior to the report due date.

The AODRRA Report must be completed and forwarded to the Cluster MOSP or delegate one
week prior to the report due date.

The AODRRA Report must be submitted to the requesting court by the due date on the request.
The only exception to this is in the instance that an additional report (i.e. a Pre-Sentence
Report) has been requested by the court, on which occasion the AODRRA Report must be
submitted to the requesting court one week prior to the due date on the request.

8.7 Initial interview with inmate

The purpose of this interview is to:

1. Broadly determine eligibility for a residential rehabilitation assessment based on the
inmate’s attitude and motivation towards participating; and

2. Assist in identifying suitable services to contact for assessment based on the eligibility
criteria of those services. Note that most services will not consider inmates with a history
of sex-offending or serious violence or who currently have significant mental health
issues. These limitations should be discussed with the inmate at this initial interview.
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Once eligibility to assess has been established, it is the task of the residential rehabilitation
service, not the SAPO, to assess level of use, motivation to attend and final suitability for the
service.

If the inmate is considered ineligible for assessment, the reasons for this decision will form the
basis of the AODRRA Report.

The SAPO will record the initial interview under 010SP Fundamental Support > ADA
Residential Rehabilitation Service Contact module.

8.8 Obtaining consent

If considered suitable for assessment, the SAPO will:

1. Obtain written consent from the inmate for CSNSW to provide information to the
residential rehabilitation service/s. A template is located on the Justice Intranet at
Divisions > Corrective Services NSW > Offender Management and Programs > Offender
Services and Programs > OS&P Forms & Templates > Consent to release information —
AOD rehabilitation (a copy of the form is at Annexure 2);

2. Save the completed consent to the inmate’s EDRMS case file using the file name
AODRRA Report Consent Form — court date [DD/MM/YYYY] - 0000MIN — SURNAME,
First Name — DOB [DD/MM/YYYY]. For more information about how to do this, refer to
the relevant courselettes on the Justice Intranet at Courselettes; and

3. Record this action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module, including the EDRMS reference in the comments field.

8.9 Legal Aid NSW contact with residential rehabilitation services

The responsibility for diversion to a residential rehabilitation facility rests with the solicitor. The
solicitors are able to contact the residential rehabilitation services directly.

1. The solicitors will, in the first instance, use the Just Connect system to facilitate the
telephone call, with the inmate, to the residential rehabilitation facility.

2. Where the solicitor arranges for a residential rehabilitation facility to assess the inmate
and the Just Connect is not available, CSNSW would facilitate that telephone call with
the inmate to the residential rehabilitation facility.

Note: The Solicitor is to contact the MOSP at the centre where the inmate is housed to
advise of the date, time and rehabilitation facility contact details.

The SAPO is able to facilitate a phone call under these circumstances.

The SAPO will record the phone assessment call under 010SP Fundamental Support > ADA
Residential Rehabilitation Service Contact module

8.10 SAPO Contact with residential rehabilitation services

A list or residential rehabilitation services which are currently accepting referrals is located at
EDRMS D16/729625. Residential rehabilitation services can also be identified through a search
on HSNet at www.hsnet.nsw.gov.au or by calling the Alcohol and Drug Information Service
(ADIS) on 02 9361 8000 or 1800 422 599 if necessary.
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The SAPO will:

1. Contact up to three residential rehabilitation service/s to arrange for the inmate to
participate in an assessment;

2. Facilitate the assessment process e.g. arrange phone calls and provide information as
per consent;

3. Arrange for the outcome of the assessment to be sent to the SAPO in writing to attach to
the AODRRA Report. The written advice must specify if the inmate was found suitable or
not, the proposed date of commencement of treatment, admission arrangements and the
status of the waiting list where applicable. Email or facsimile confirmations are
acceptable but some form of written confirmation is required to protect against
miscommunication. Note: if no written confirmation is received before the AODRRA
Report is due, the verbal confirmation should be included in the document with an
explanation that no written confirmation was received,

4. Advise the inmate of assessment outcomes; and

5. Record all action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module, including details of appointments made in advance and contact
names and numbers.

Note that it is particularly important to record all action and details as the inmate may be
transferred to another centre during this process.

Contact with up to three residential rehabilitation services may be organised by the SAPO.
However, once an inmate has been assessed as suitable and offered a place in a residential
rehabilitation service, there is no requirement to continue with this process and no further
referrals are required. Note that this is still the case even if a bed is not available at the time of
the court appearance for which the AODRRA Report has been requested.

If the residential rehabilitation services do not have availability or an inmate is found unsuitable
by three residential rehabilitation services, there is no requirement for the SAPO to continue
with this process. No further referrals are to take place and the AODRRA Report will be
completed to advise the court of this outcome.

The purpose of this report is to advise the court on availability and suitability options, it is not to
obtain a placement for an inmate.

Should the residential rehabilitation service not be able to assess the inmate before the
prescribed court date, the responsibility for pursuing the assessment falls to the inmate and/or
his/her legal team. This should be reflected in the AODRRA Report. Should the court make a
decision to adjourn for a further period of time to facilitate the information being gathered, a new
request from the court for the compilation of this information will need to be made.

8.11 Additional information required by residential rehabilitation
service

The residential rehabilitation service may require additional information to complete their
assessment. The inmate or the inmate’s solicitor should assist with the provision of this
information where possible.

Note that an inmate can only give consent for information which belongs to the inmate to be
forwarded to the residential rehabilitation service e.g. Medicare number. Documents such as
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criminal history and police facts cannot be sent to the residential rehabilitation services by any
CSNSW staff. If residential rehabilitation services require such information, they can be advised
to contact the inmate’s legal representative.

8.12 Completing the AODRRA report
The SAPO will:

1. Complete the AODRRA Report, generating it through OIMS. Refer to Annexure 5 for
instructions on how to generate the document (a copy of the document is at Annexure

3);

2. Forward the completed AODRRA Report with attachments (written responses from
residential rehabilitation services) to the Cluster MOSP or delegate for review; and

3. Record all action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module.

8.13 Reviewing and approving the AODRRA report

The Cluster MOSP or delegate will:
1. Review the AODRRA Report for accuracy against information recorded on OIMS;
2. Check appropriateness of language and format; and
3. Approve the report or advise the SAPO of any changes that are required.

The SAPO will:
1. Make any changes required;

2. Print and sign the AODRRA Report;

3. Scan and email the report and all attachments to the Cluster MOSP or delegate for
approval; and

4. Record all action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module.

The Cluster MOSP or delegate will:
1. Print and sign the completed AODRRA Report; and

2. Scan and email the report back to the SAPO for submission to the court.

8.14 Submitting the AODRRA report
The SAPO will:

1. Submit the AODRRA Report and attachments to the requesting court via email with a
copy to the Cluster MOSP or delegate. A link to a list of all court email addresses is
available on the Justice Intranet at Corrective Services > Community Corrections >
Court email addresses;

2. Record this action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module; and
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3. Record this action in an OIMS case note.

On receipt of the email, the Cluster MOSP or delegate will discharge the request. For more
information about how to do this, refer to Annexure 4.

8.15 Action when an inmate is moved

When an inmate is moved between correctional centres during the AODRRA Report process,
the Cluster MOSP or delegate will review the progress to date and the following will generally
apply:

1. If the request has been allocated but no action has been taken (i.e. the inmate is moved

within five days), the request will become the responsibility of the centre in which the
inmate is now located;

2. If the initial interview has taken place and the inmate is considered ineligible for
assessment, the request will remain the responsibility of the SAPO to whom it was
originally allocated,;

3. If assessment interviews with residential rehabilitation services have been scheduled but
have not yet taken place, the request will become the responsibility of the centre in
which the inmate is now located as these telephone calls will need to be facilitated at
that location;

4. If some interviews with residential rehabilitation services have taken place but are not
completed, and the inmate is moved, then the original SAPO must enter the basic
information into the document, which is then completed by the SAPO at the new
location;

5. If all assessment interviews with residential rehabilitation services have occurred, the
request will remain the responsibility of the SAPO to whom it was originally allocated.
Note: all assessments should be completed two weeks prior to the report due date.

To assist with reviewing the progress of a request, a search can be made on the ADA
Residential Rehabilitation Service Contact module:

1. Go to the Offender Programs and Evaluations screen on OIMS and enter the MIN for the
inmate;

2. Click on the 010SP Fundamental Support line then click on the Appointments tab;
3. Click on an appointment line and hit F11 key to clear all fields;

4. Use drop down boxes to select Phase 010SP Fundamental Support and Module ADA
Residential Rehabilitation Service Contact;

5. Hit Shift and F11 keys together to display only entries for this module.

Nothing in the points above precludes the Cluster MOSP or delegate from allocating work on a
case by case basis according to the needs of the cluster or inmate.

If the AODRRA Report is re-allocated as above, the Cluster MOSP or delegate will amend the
comment in the Legal Orders — Requests page on OIMS.
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8.16 Residential rehabilitation services requiring ongoing telephone
contact

Some residential rehabilitation services require regular telephone contact with clients on their
waiting list. Maintaining contact is the responsibility of the inmate who should arrange to have
the number added to the Offender Telephone System as a Personal Contact. SAPOs will only
be expected to provide such calls where a 00REF: Support Services referral has been received
and operational requirements allow or where exceptional circumstances have been identified.
Where such calls are facilitated they will be recorded under 01OSP Fundamental Support >
ADA Residential Rehabilitation Service Contact module.

8.17 Action when no bed is available

On occasion, an inmate is assessed as suitable for admission to a residential rehabilitation
service but no bed is available at the time of their court appearance. In these cases, the inmate
remains in custody until a bed becomes available. It is the responsibility of the inmate’s legal
representative to maintain contact with the residential rehabilitation provider so as to advise the
court when a bed becomes available. The SAPO will include this information in the AODRRA
Report and advise the inmate. The inmate should be encouraged to ensure their legal
representative is aware of this requirement.
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9 Annexures

9.1 Annexure 1 - Alcohol and Other Drug Residential Rehabilitation
Assessment Report will not be provided

. ~“ | 4
i%‘s‘*v"‘v' Justice

covernvent | Corrective Services

Correctional Centre:

Address:
Date:
Name: <<INMATE NAME>>
Date of birth: <<DOB>>
MIN: <<MIN>>
Court: <<COURT>>
Court date: <<COURT DATE>>

CSNSW has received a court request for an Alcohol and Other Drug Residential
Rehabilitation Assessment Report for the above-named inmate.

On this occasion, an Alcohol and Other Drug Residential Rehabilitation Assessment
Report will not be provided because insufficient time is available to complete the work
required. A period of at least 5 weeks is considered a reasonable length of time to
compile the information.

Kind regards

Name:

Cluster Manager, Offender Services & Programs

Cluster
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9.2 Annexure 2 - Consent to Release Information — AOD Residential
Rehabilitation

LYY
1!!‘!!; Justice
GNERSNH Corrective Services

CONSENT TO RELEASE INFORMATION

I [name of inmate]

MIN

authorise the exchange of information between Corrective Services NSW and
[name of

residential rehabilitation service].

| consent to the disclosure of information required to facilitate an assessment of my
eligibility and suitability for admission into the residential rehabilitation service.

I understand that this information may include personal documentation.

This authority is valid from / / to / /

The effect of this authority has been explained to me and | understand that information
obtained will be used in the context of an assessment for entry into a residential
rehabilitation service in the community.

Signature of inmate Signature of witness

Date: Name:

Position:

Correctional Centre:

Phone Number:

Date:
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9.3 Annexure 3 - Alcohol and other drug Residential Rehabilitation
Assessment Report

v .“ L4
‘I\%!S‘V’AV. Justice

covernvent | Corrective Services

Name: <<INMATE_NAME>>
Date of birth:  <<DOB>>

MIN: <<MIN>>

Court: <<COURT_LOCATION>>
Court date: <<COURT_DATE>>

SOURCES OF INFORMATION (add or delete as required)

= |nterview/s with inmate
=  Contact with residential rehabilitation services
=  Corrective Services NSW records

COURT REQUEST
The Court has requested that an Alcohol and Other Drug Residential Rehabilitation
Assessment Report be prepared in the above matter.

INITIAL CONTACT WITH INMATE

An initial interview with took place on / /

and as a result of that interview, it was determined the inmate meets the criteria for a
residential rehabilitation service to conduct a suitability assessment for their program
and that there are services in the community that could be of benefit to the inmate.

OR

An initial interview with took place on / /
and as a result of that interview, it was determined that the inmate does not meet the

criteria for residential rehabilitation assessment for the following reasons: (add or delete as
required)

e The inmate has stated he/she does not wish to attend a residential rehabilitation
service

e The inmate has specific needs that cannot be accommodated by the available
residential rehabilitation services

e The inmate has a criminal history that precludes him/her from being accepted
by the available residential rehabilitation service

CONTACT WITH RESIDENTIAL REHABILITATION SERVICE (delete if unsuitable for

assessment)
A residential rehabilitation contact was facilitated with [insert name of service worker] of
[insert name of service] on / / with the outcome being, [detail outcome

e.g. suitable and bed available, not suitable, no places available but on waiting list, no
advice yet received as to suitability]. Written advice is attached.
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Repeat if more than one assessment was facilitated.

ADDITIONAL INFORMATION
¢ [Include information that needs to be highlighted to the court e.g. requirement for
inmate or legal representative to remain in contact with the residential
rehabilitation service or inmate preference if suitable for more than one service].

Should the residential rehabilitation service not be able to assess the inmate prior to the
prescribed Court date, the responsibility for pursuing the assessment/s falls to the
inmate and/or his/her legal team. However, should the Court make a decision to adjourn
these matters for a further period of time to facilitate the information being gathered, a
new request from the Court for the compilation of this information will need to be made.

Name:

Services and Programs Officer
Location:

Date:

Name:

Manager Offender Services and Programs
Location:

Date:

Offender Services & Programs, CSNSW EDRMS:D14/646055
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9.4 Annexure 4 - Cluster MOSP Instructions - Policy for Processing
AOD Residential Rehabilitation Assessment Report

Allocating Alcohol and Other Drug Residential Rehabilitation Assessment
Reports — for Cluster MOSPs or their delegate

1. Go to http://dcswebapp/OIMSIntranetPage/LSIRRequirementReports.aspx.

2. Enter your OIMS username and OIMS password and click on Go to LSIR Requirement
Reports.

Welcome to the OIMS Intranet Page
Please you are required to

login.

Username: | |

Password: | |

| Go to LSIR Requirement Reports

3. Select Nope.

I Apps [ #forms [ Atoelink [ Jamgon Do you want Google Chome to save your

F = sswond for this site?
Community Corrections Reports L

Fallewing ara the raports for each Corractional Cantre 3nd Community Corractions Office a5 of 30/01/2016:

negm 000 e
Correctional Centres Community Corrections Offices
Matropalitan District Hunter District South Coast District  Sydiey 1 m
Compulsory Drug Treatment Lake Hay
Dawn Deloas Gosford Sutherland Fairfleld
Dillwynia Maitland Nowra Liverpool
Eonu Plains Cossnock
Forensic Long Bay Hospital Wyong Bowral Ccampbelitown CCG
Johay Moroiy Mewcastle Cooma Hurstuille
Lang Bay Hospital Mewcastie Drug Court  Bega Long Bay Parcle Unit
T
Matrapalitan Spacial Pragrams wam et Wt District 2 et
MBS North West District
Outer Metropolitan Mulli Purpose Centre Allsimry City
Parramatta Armidale Goulburn Leichhardt
Parramatta Transitional Centre Mhorma: Queanbeyan Hornsby
Sliverwater Mens Tnwerell Tummut Dee Why
Silverwater Wamen's Glon Innes Wagga Wagga Silverwater Parols
ks Tamworth Gritfith unit
Gunnedah Young Buirwood
South Wast District Muswellbrook Compulsary Drag
AL West District Treatment €C
Srkinabd North Coast District Broken M
Cooma s Sydney 3 District
Coulburn Lismurs Bathurst
Kirkcammell Caslna Lithgow Blacktown
Lithgow Port Macquarie Orange Mt Druitt
Mannus Taree Forbes Parramatta
Oberon Kempey Coonamble Windsar
South Coast Corractional Contra ‘rafton Dubibo Panrith
3 Drug Codirt
North West District Bistirkid
Braken Hill
Cessnock EQUIPS candidates & Raw Needs Lists (weekly)
Glenn Innes
Grafton Commnmity Custody
Tvanhas Addiction Addiction
Kari e ¥
Mid North Coast Domestic Abuse Domestic Abuse
st naliers
Tt aw Offonder Nonds Raw Tamate Nesds
wellington OSAP Court Ord 3 oy =
NERoarce MARSpEAMANE Court Ordered Requests far ADD Rehal Assessments and Psychology
Junee
Parklea
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4. Click on Court Ordered Requests for AOD Rehab Assessments and Psychology or
Manually Registered AOD Residential Rehab Reports (located under heading OS&P
Court Ordered Reports).

Community Corrections Reports

Following are the reports for each Correctional Centre and Community Corrections Office as of 17/11/2016:

Correctional Centres Community Corrections Offices
Metropolitan District Hunter District South Coast District Sydney 1 District
Compulsory Drug Treatment Lake Macquarie Batemans Bay Bankstown
Dawn Deloas Gosford Sutherland Fairfield
Dillwynia Maitland Nowra Liverpool
Emu Plains Cessnock Wollongong Campbelltown
Forensic Long Bay Hospital Wyong Bowral Campbelltown CCG
John Morony Newcastle Cooma Hurstville
Long Bay Hospital Newcastle Drug Court Bega Long Bay Parole Unit
i i T
Metropolitan Special Programs eam South West District Sydney 2 District
MRRC North West District -
Outer Metropolitan Multi Purpose Centre R Albury City
Parramatta Armidale Goulburn Leichhardt
Parramatta Transitional Centre Moree Queanbeyan Hornsby
silverwater Mens Inverell Tumut Dee Why
Silverwater Women's Glen Innes Wagga Wagga Silverwater Parole
Mulawa Tamworth Griffith Unit
L Gunnedah Young Burwood
South West District Muswellbrook I Compulsory Drug
West District Treatment CC
Bathurst North Coast District Broken Hill
Cooma . roien Hi Sydney 3 District
Goulburn Lismore Bathurst
Kirkconnell Casino Lithgow Blacktown
Lithgow Port Macquarie Orange Mt Druitt
Mannus Taree Forbes Parramatta
Oberon Kempsey Coonamble Windsor
South Coast Correctional Centre Grafton Dubbo Penrith
. CoffsHarbour Wellington Blacktown Drug Court
North West District Bourke
Broken Hill
Cessnock EQUIPS candidates & Raw Needs Lists (weekly)
Glenn Innes
Grafton Community Custody
Ivanhoe Addiction Addiction
Kariong Aggression Aggression
Mid North Coast Domestic Abuse Domestic Abuse
St Heliers Foundation Foundation
Tamworth Raw Offender Needs Raw Inmate Needs
Wellington OS&P Court Ordered Reports
Outsource Management Court Ordered Requests for AOD Rehab Assessments and Psychology
Junee Manually Registered AOD Residential Rehab Reports
Parklea

5. Areport will be generated which will state the Court Ordered AOD Residential
Rehabilitation Assessments for your correctional centre:

&

i Court Ordered Requests for AOD Rehab Assessments and Psychology Report

]
=
T

MIN  LastMame Type  Code  Expiry Due  Allocated tn Staff Name
| EE ZAAE | Z3OW1E  BATHURST COMMUNITY CORRECTIONS P.ALLOCATION
[ EER 1B02M6 | 1BAZME  MT DRUMT COMMUNITY CORRECTIONS PALLOCATION

MIN  LastName Type  Code  Expiry Due  Allocated to Staff Name
I - oo TOVIE | THME  CESSNOCK COMMUNITY CORRECTIONS PALLOCATION
L KRS S02HME | BM2ME  GESSNOCK COMMUNITY CORRECTIONS P.ALLOCATION

=]
=}
e

Duie Allacated to
220216 | 220216  SILVERWATER PAROLE UNIT

:
£
]

H
g
i

8
5

EMU

MiN Last Name Type Code Expiry Due  Allocated to Etaff Name
_ OSP  ADD 03AME  INOFIE  WINDSOR COMMUNITY CORRECTIONS P.ALLOCATION
_ 08P ADD 2302118 | 23016 WINDSOR COMMUNITY CORRECTIONS PALLOCATION

e
=
=

MIN  Last Name Type  Code  Expiry Due  Allocated to ‘Stabf Name
I - oo HOAHE | 30WIE  WINDSOR COMMUNITY CORRECTIONS P.ALLOCATION
L EEES ZADAME | 2W0N16 WINDSOR COMMUNITY CORRECTIONS M.CLARK

=
=
7]

Code  Expiry Due  Allocated to
20M2M8 | 200216 KEMPSEY COMMUNITY CORRECTIONS PLALLOCATION

&3
3

:
£
]

MIN  LastName Type  Code  Expiry Due  Allocated to Staff Name
I - oo 140318 140%1E  SILVERWATER PAROLE UNIT P.ALLOCATION
| EEEES) U036 | 280316  SILVERWATER PAROLE UNIT PLALLOCATION
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Or the Manually Registered AOD Residential Rehab Report for your correctional centre:

NSW

Justice

MANUALLY REGISTERED AQD RESIDENTIAL REHAB REPORTS

mmmm_

AOD 210516 10/0316 MORRISS BOP - PAROLE BOARD CASELOAD
osP PSY 12/08/16 27109116 /0816 KUNZAN BRE - BREWARRINA YETTA DHINNAKKAL CENTRE
0osP AOD 25016 251016 WIPPLG BTH - BATHURST CC
osP AOD THOME 18/08M6 LUTCHR BTH - BATHURST CC
0osP AOD 21116 14/10M6 HADLEYM BTH - BATHURST CC
osP AOD B12M6 31116 HALLP BTH - BATHURST CC
0osP AOD 101016 281116 281116 28M0M6 WIPPLG BTH - BATHURST CC
osP AOD 301116 28M10M6 HADLEYM BTH - BATHURST CC
0osP AOD 70916 24/1016 2310916 HUGGINS BTH - BATHURST CC
osP AOD 15/0916 29/0THE HALLP BTH - BATHURST CC
osP ADD 91116 1211016 HADLEYM BTH - BATHURST CC
osP ADD /0516 6/04/16 HALLP BTH - BATHURST CC
osP AOD 410M16 2111116 1311016 HUGGINS BTH - BATHURST CC
osP AOD 2BI0N16 &/09/16 HIGGINA CES - CESSNOCK CC
osP AOD 31/08/16 211216 201116 610/16 MCKESA CES - CESSNOCK CC
osP AOD 2600117 1011116 MARTID CES - CESSNOCK CC
osP AOD 18/07/16 250516 PARKEC CES - CESSNOCK CC
osP AOD 18/07/16 2510516 PARKEC CES - CESSNOCK CC
osP AOD 30M11/16 26/10M6 MARTID CES - CESSNOCK CC
osP AOD 260916 2310816 FERNADJ CES - CESSNOCK CC
osP AOD 1312116 1111016 FERNADJ CES - CESSNOCK CC
osP AOD 20/0916 811116 4111116 MARTID CES - CESSNOCK CC
osP AOD 20/0916 H11/16 10/10M16 HINTONA DOL - DAWN DE LOAS CORRECTIONAL CENTRE
QosP AOD 281116 1811016 HINTONA DODL - DAWN DE LOAS CORRECTIONAL CENTRE
osP AOD 2510117 911116 HINTONA DODL - DAWN DE LOAS CORRECTIONAL CENTRE
QosP AOD 311186 911116 HINTONA DODL - DAWN DE LOAS CORRECTIONAL CENTRE
osP AOD G027 191016 HINTONA DODL - DAWN DE LOAS CORRECTIONAL CENTRE
QosP AOD 121016 2109116 LUTCHR DODL - DAWN DE LOAS CORRECTIONAL CENTRE
osP AOD 270916 81116 19/08M16 LUTCHR DODL - DAWN DE LOAS CORRECTIONAL CENTRE
QosP AOD B10M6 911116 HINTONA DODL - DAWN DE LOAS CORRECTIONAL CENTRE
osP AOD 270916 3/08/16 MEEHANK DIL - DILLWYNIA CORRECTIONAL CENTRE
QosP AOD 410186 1711116 610116 WILLIKA DIL - DILLWYNIA CORRECTIONAL CENTRE
osP PSY BI0Y16 71116 10/10M16 KUNZAN DIL - DILLWYNIA CORRECTIONAL CENTRE
QosP AOD 231116 1111016 MEEHANK DIL - DILLWYNIA CORRECTIONAL CENTRE
osP AOD 10/08/16 29/0THE MEEHANK DIL - DILLWYNIA CORRECTIONAL CENTRE
QosP AOD Q1116 1311016 WILLIKA DIL - DILLWYNIA CORRECTIONAL CENTRE

6. Allocate each request to a SAPO at your correctional centre and inform them of such by
email. Record this action in the Comment section of the Requests screen, which is
located within Legal Orders. Identify the request line which has the Court Ordered AOD
Residential Rehab Assessment and record the comment.

IUACIA g
=0 - First Mame £ [arme [Birth Date] Age Gender Alers
[27i0271871 a1 [male  [QEG 3
. A
&- B Searchitssion BOOK# Facility Status Infout Reason  [Custody]
= Intake [2013212101 [¥][DDL-J2 WING-CELL 32-BED 2, MULTI [Active N [C1 MmN £
o~ Legal Orders
e Offender Legal Gases REqueSt Registration Commence Expiry Report Due
Line Type* Code* Description Caze Number Date Date DTBF DCwate Diate Status )
[ lso  [¥[Ferr [¥|FuLLPrE Riz0tonosn9es0 [osio7rzona [28m022013 O [27m@201i 24082017 [active [[0]] =
[z [osr  [&J[roo [FJloo rResiE[zotonoansese [1onzams (21062013 | [Discharged [5]] -~
HU'USIWa”amSIDﬁﬂa [osr [¥[ro0  [¥|eo0 rESIDE[201000400880 (412016 (21062013 B | [ [Discharged|[0]] <
=] Care In Placement —
Commem" I Paper Files ” Tracking ”Slatus Update” Assign |
HZ| sentence History E
- Even
=l Legal Cases Inguiry Date Time  Location Type Sub Type Judge Appeal  Verification
HE] sentence Key Dates (214062013 [10:00 [DOWNING CENTRE - Di[Sentencing [ | [ [
- B Sentence Administratic Prepared for: |DOWNING CEMTRE - DISTRIE‘
- B Periodic Detention Of
- B Release Notification ences
Apply [Charge] Description Complicity Type Chiarge 0 Type Otfence Date Case Number  Outcome
Calculation for Balanc ¥ [s21710  [IMPORT MARKETAELE QU [z01 0004088800 [Carnmanwe: | [z010004099¢[sentenced =
- B Institutions 0 | | | | | | | |
qpoose o | | | | | | | |
[P commun Sl — | | | — |
- B Case Management O | | | | | | | | —
- Programs & Senices
Sentence / Conditions
- Offender Financials
G- Payroll e
oo~ By Utiliies I 5 9 ’-)S
‘_E\ S Wane ; = My Offenders My Work Offender Schedules| | Offender Updates Offender Detail
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7. Once the SAPO has completed the Court Ordered AOD Residential Rehabilitation
Assessment Report, the SAPO will send an email to the Cluster MOSP or delegate
informing them that the request has been completed. The Cluster MOSP or delegate will
access the completed request via OIMS to vet.

8. To access the document, select the Requests screen, which is located within Legal

Orders.

IUACIA
NS

B Searchidssion

B Intake
- Legal Orders
= OﬁenderLeial Cases
— Reguests
HZ| offender Breach
7 Holds f'Warrants / Detz
7 Care In Placement
— Sentence History
— Lenal Cases Inquiry
— Sentence Key Dates
- B Sentence Administratic
- B Periodic Detention
- B Release MNotification
— Calculation for Balance
- P Institutions
S COSP
- P Community
o-Br Case Management

FFF L

- Programs & Services
- By Offender Financials
- Payroll

- P Utilities

LIS 2heaw leawe
4

AT

Birth Date] Age Gender Alers

0297t (41 [walE  [QEG [*
BOOK# Facility Status Infout Reason  [Custody]
[2013212101 [¥][DOL-J2 WING-GELL 32-BED 2 : MULTI [Active N 1 miranam £
" RequeSt Registration Commence Expiry Report Due
Line Type* Code* Description Caze Mumber Date Date DTBF Date Date Statusz P
[1 lso  [#|Frrr |R|[FuLLPRERI[z01000408880 (0072013 (28022013 [0 [27mer201i24082017 petve [[0])2
[z [osr  [Rfaoo [H|faoo resioezoioonsusesn [1onzzons [21082013 R | \ [Discharged|[5]) -
[3 [osr  [RJaoD [H|f2oD resiDE[z01000408880 [0amisz0t6 [21052013 R | \ lactive [ =
C""""'“‘3""| I Papet Files ” Tracking ”Status Update” Assigh |
r Event
Diate: Time  Locetion Type Sub Type Juchge Appeal  Verification
[21/08i2013 [10:00 [DOWNING GENTRE - Di|gentencing [ \ O O
Prepared for: [DOWNING CENTRE - DISTRI[¥]
r Offences
Apply [Charge] Description Complicity Type Charge ID Type Offence Date  Case Mumber  Outcome
W [521710  IMPORT MARKETABLE oL |z01 0004098800 Carnrmone: 2010004099 Sentenced =
o \ | | | | \ \
o | \ | | | | \ \
o | \ | | | | \ \
o \ | | | | \ \ =
Sentence f Conditions
& 5 & 0 S
My Offenders My Work Offender Schedules| | Offender Updates Offender Detail
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9. Identify the request line which has a Court Ordered AOD Residential Rehab
Assessment. The line will be identified as OSP in the Type column, AOD in the Code
column and AOD Residential Rehab Assessment in the Description column. Once the
request line is identified, click on the document icon.

UACIA REQUE)
NEW < | [ g | 351 First Mame Wicidlle MNarme) [Birth Dats] Age Gender Alerts
27211871 (44 [wale  [QEG 3
. A
P Searchifssion BOOKE Facility Status InfOut Reason  [Custody]
W Intake [2013712101 [¥][DDL-J2 WING-CELL 32-BED 2, MULTI [active o [c1 mirmium £
- Legal Orders
_ Offiender Legal Cases RequeSt Registration Commence Expiry Report Due
Line Type* Code* Drescription Caze Mumber Date Date DTBF Date Date Status AP
2l Requests E [®|FPR¥ [E|FuldFre ri[zo10onansssn  [oanrams [zsmzemz O [2wosmorizaneaon T save ([0 2
=/ Offender Breach [ [o (%]l [#|lrolglEsiDE201 000400880 1011272015 [2100802013 W | | [Dischargeg[[]] -
[mE] Holds fwiarrants | Dete [1 [osp [¥Jaoo [¥aoD RESIDE[201000409950 [o4i01i2016 [21/062013 W | | etive  |[[51)
| are In Placement
CDmment| [PaperF\Ies ” Tracking ”StatusUpdate” Assign |
=] sentence Histary
) ~ Event
. egal Cases Inguiry Date Time  Location Type Sub Type Judge Appeal  Werification
HE] gentence Key Dates (2100662013 [10:00 [DOWNING CENTRE - DI[Sententing [ [ [ O
(- B Sertence Administratic Prepared for: |DOWNING CEMTRE - DISTRIE‘
- B Periodic Detention Of
- B Release Motification ences
] Apply [Charge] Description Complicity Type Charge ID Type Oifence Date  Case Mumber  Outcome
—(=l Calculation for Balance W [621710 | MPORT MARKETAELE QU 201000408980 [Commanwe: 2010004099 |Sentenced =
=
- P Institutions I | | | | | | | |
Poose o | | | | | | | |
17 communiy R | | I — |
- B Case Management O | | | | | | | | —
S~ Programs & Services
) Sentence f Conditions
¥ Accredited Programs

Offender Programs

Pragrarm YWaiting Li: I @ é&' g) /-)S

1 [Elernnram Ro el = My Offenders My Work Offender Schedules| | Offender Updates Offender Detail

10. Click on Select Document Type, and from the dropdown menu, select Alcohol and Other
Drug Residential Rehabilitation Assessment Report, Code AODRRAL. Click OK.

e it REQUESTS - (0CDREGUE)
[I=in - [OINES | ast] First Mame hiiddle Kame [Birth Date] Age Gender Alerts
2700201971 |44 |MALE |QIEG ¥
W Search/Assian = BOOK# Facility Status Infout Reason  [Custody]
B Intake 2013212101 | & DOL-J2 WiIMG-CELL 32-BED 2, MULTI Active I C1 MINIMUR S

- % Legal Orders
Z| offender Legal Cases

- WP Documents

Requests
Offender Breach ISelect Document Type* W I
Halds i Warrants f Dets =
Care In Placement

- Previous Documents

. Last Upciate
Sentence Histary Document I Document Mame User ITr Status*
Legal Cases Inguiry ¥ -
HE] Sentence Key Dates Find % +
G- Pp Sentence Administratic — h 4
IS Code Description | ;
B Feriodic Detention PSRSPEC  Specific purpose asses... =
- Release Notification PSRUPD Update assessment ¥
7 Calculation far Balance PSRBSA Bail supervision assess.. e
- W Institutions CDORAGS19  CDO Reportto attarney ...
[E: COSP ="
4 ﬁODRRm Alcohal and Gther Drug I —
- By Community W
fa
G- B Case Management — Eind - ’m
o~ Programs & Sendces
. Sentence fCanditions
¥ Accredited Programs
OffenderPrograms
Program Waiting Li: ‘i _‘b '\\. N
. [Elerarrarm e e \ My Offenders My Work Offender Schedules =~ Offender Updates Offender Detail
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11. Identify and highlight the line for the correct report and click View.

JLACIA Q 3 DREQUE)

NEW < | [ Last First Name Widdle Name [Bitth Diate] Age Gender Alerts
arinziart (44 [malE |QEG +
B Searchifssign “ | |Books Facility Status INiout Reason  [Custody]
B Intake 2013212101 | %[ DDL-J2 WING-CELL 32-BED 2;: MULTI Active I 1 MINIMUN £

- % Legal Orders
Offender Legal Cases

Reguests

Offender Breach Select Document Type*
Haolds fYvarrants f Detz
Care In Placement

ACDRRAN @‘Alcohul and Other Drug Residential Rehabilitation £

Previous Documents

. Last Update

Sentence Histary T L e = eataT

Legal Cases Inguiry [l 40DRRAT doc (w5201 [08:50 [HUGGING, 01052016 [08:50 [HUGGINS, £acTIvE =]
Sentence kKey Dates o ; e i. i AR ir—| oy e i. Lo e ir| \Hua,hi e

- B Sentence Adrministratic | ‘
- Petindic Detertion [ ‘
| \
| \

| [ | [ |
[ [ [ [ [
| [ | [ |
| [ ] | [ ] |

- P Release Notification
— Calculation for Balance
- P Institutions

o~ COSP

S Cornrmunity [ View | [ = | [ Exit |
- Caze Management —
o- % Programs & Senices H‘

@] ] 1] e e

1]

-

L

L

e

Tt

T dited P Sentence [ Conditions
ceredited Programs

Offender Programs B
= il -

Prugram Waiting Li: ‘i _.5 Q \L K

[ElPranram Rl Gk = My Offenders My Work Offender Schedules  Offender Updates Offender Detail

12. Click on Live Edit.

Broker Tray

Welcome DCS\1002995

Start Time:1/5/2016 9:28:15 AM End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info Check In/Out Live Edit | Finalised
0ID16/000002 2016-01-05T09:27:58 €
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13. The Cluster MOSP or delegate will vet the document and then enter their name,
location and date.

CONTACT WITH RESIDENTIAL REHABILITATION SERVICE szee i wrsusese s

msessmey
m An alcoholand other drug residential rehabilitation contact was facilitated with [insert
Justi name of service worker] ofinsert name of service] on i I} withthe
NSW | Justice outcome [detail outcome e.g. suitable and bed available, notsuitable, no places
sonem | Corrective Services available but on waiting list, no advice yet received as to suitability]. Written advice
is attached.
Alcohol and Other Drug Residential Rehabilitation Repeat if more than one assessment was facilitated.
Assessment Report
ADDITIONAL INFORMATION
Name: | ] * [Includeinformationthat needs to be highlighted to the court e.g. requirement
Date of birth: _ for inmate or legal representative to remain in contact with the residential
rehabilitation service or inmate preference if suitable for more than one
MIN: ) service]
Court I
Court date: _ Should the residentialrehabilitation service not be able to assess the inmate before

the prescribed Court date, theresponsibilityfor pursuingthe assessmentfalls tothe
inmate and/or his/her legal team. However, should the Court make a decisionto
SOURCES OF INFORMATION (zs¢ orseiese =5 macims adjourn for a further period oftime to facilitate the information being gathered, a new
= Interviewss with inmate requestfrom the Court for the compilation ofthis information will need to be made.
= Gontact with residential rehabilitation services

= Gorrective Services NSW records

Name:
COURT REQUEST Sawlt.:as and Programs Officer
The Court has requested that an Alcoholand Other Drug Residential Rehabilitation E°l°a“°”
AssessmentRepaort be prepared in the above matter. ate:
INITIAL CONTACT WITH INMATE Name X
An initial interview with tookplaceon ___[___ [ Manager Offender Services and Pragrams
and as a result of thatinterview it was determined thatthe inmate meets criteria for Location:
a residential rehabilitation service to condudt a suitability assessment for residential Dater]
rehabilitation and thatthere are services in the community that could be of benefit to
him/her.
OR
An initial interview with took placeon /! I

and as a result of that interview it was determined thatthe inmate does not meet
criteria for residential rehabilitation assessment for the following reasons: oz cromes
g

* Inmate has explicitly stated he/she does notwish to attend aresidential
rehabilitation service
Inmate has specific needs that cannot be accommodated by the available
residential rehabilitationservices
Inmate has a criminal history that him/her from beir by
the available residential rehabilitation service

14. Click on the Save icon in the top left hand corner of the screen and then close by clicking
on the X in the top left hand corner of the screen.

15. Click on Live Edit.

Broker Tray

Welcome DC5\1002995
Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Date Modified Info Check In/Out  Live Edit | Finalised

oo1s/coooc:. | -0z © @ | [8] ] @
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16. Click OK and then click on the X in the top left hand corner of the screen to close the
page.

Broker Tray

Welcome DC511002995
Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

- | atest Fvent-
85 Check In - OID16-000002 0000403...

RecordMumber
0ID16/000002

™

Return Type
te Modified

Info Check In/Out | Live Edit  Finalised

1 Make a New Revision

© Discard Any Modifications Made 1-05T09:27:58| €@

oK I

17. The Cluster MOSP or delegate will then send an email to the SAPO stating that the
document has been vetted.

18. Upon making the required amendments at the request of the Cluster MOSP or delegate,
the SAPO will print the completed Court Ordered AOD Residential Rehabilitation
Assessment Report and email it to the court by the due date.

19. Once the Court Ordered AOD Residential Rehabilitation Assessment Report has been
received by the court, the Cluster MOSP or delegate must discharge the request by
going to Legal Orders and selecting Requests. The Cluster MOSP or delegate must
highlight the line of the request and then click on Status Update.

UACIA #rREQUESTS - (OCDREQLIE)
NS - A5 IrstMName | 2 MName | ale e ender ers
MIM# | s First Widdle N [Birth Date] Age Gender Alert
[27m2r1971 [12 [wae [QEG (¥
Fo- B Searchitssign BOOK# Facility Status IniQut Reason  [Custody]
- B Infake [2013212101 [F][DDL-J2 WiING-CELL 32-BED 2, MULTI [ctive M| [c1 minmum €
— r RequeSt Registration Commence Expiry Report Due
H | offender Legal Cases ) -
= Linz Type* Code* Drezcription Caze Mumber Date Date DTBF OCete Diate Status WP
-l Reduests [ [so  [F|Frrr [F|[FuLLrre Ri[z01000000980 [0smrrzons [2smzzons) O [27msrz0n:[ze0az017 [aave 5]~
=] offender Breach 2 [osp [¥|lao0  [¥|leoD rEsiDE[201000409980 (107122015 (210802013 @ Discharged [0]] -
_ — = .
=] Holds arrants f Detz osP |¥|laon  [¥|koD RESIDE|201000409980  |Damiiz016 (21062013 @ Active [0~
7 Care In Placement c -m — " N -
— ommel | I Faper Files ” Tracking IStalus Updatel Assign |
7 Sentence Histary
- ) ~ Event
HE| Legal Cases Inquiry Date Time  Location Type Sub Type Judge Appeal  Verification
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20. Select the drop down menu on Update Reason, select Completed (non-CSO/FDO), click
OK, click Save and then click Exit.
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If there is insufficient time to complete the Court Ordered AOD Residential Rehabilitation
Assessment Report OR the inmate refuses to provide consent — for Cluster MOSPs or

delegate

If there is insufficient time to complete the Court Ordered AOD Residential Rehabilitation
Assessment Report or the inmate refuses to provide consent, the Cluster MOSP or delegate
must complete the Alcohol and Other Drug Residential Rehabilitation Assessment Report will

not be provided report (Code AODRRAZ2). To do this,

1. Select the Requests screen, which is located within Legal Orders.
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2. ldentify the request line which has a Court Ordered Rehab Assessments for AOD. The
line will be identified as OSP in the Type column, AOD in the Code column and AOD
Residential Rehab Assessment in the Description column. Once the request line is
identified, click on the document icon.
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3. Click on Select Document Type, and from the dropdown menu, select Alcohol and Other
Drug Residential Rehabilitation Assessment Report will not be provided, Code
AODRRA2. Click OK.
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4. Click New.
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6. The following document will be generated. Close the document by clicking on the X in
the top right corner of the screen.

Justice
Corrective Services

NSW

Alcohol and Other Drug Residential Rehabilitation
Assessment Report will not be provided

Correctional Centre:

Address:

Drate:

Name: I
Date of birth: | NG

MIN: —
Court —
Courtdate:

CEMNSW has received a court request for an Alcohol and Other Drug Residential
Rehabilitation Assessment Report forthe above-named inmate.

0Onthis occasion, an Alcohol and Other Drug Residential Rehabilitation Assessment
Reportwill not be provided because insufficienttime is availableto complete the
work required. Aperiod of at least 5 weeks is considered areasonable length oftime
to compiletheinformation.

Kind regards

Mame:

Cluster Manager, Offender Services & Programs

Cluster
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7. Click Save.
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9. Click Yes.
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10. Select the line created and click View.
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11. The following screen will appear. Click on Live Edit.

Broker Tray

Welcome DCS41002995
Start Time:1/5/2016 10:05:43 AM  End Time:1/3/2016 10:05:46 AM

Latest Event:

Click to Refresh

RecordNumber Date Modified Info| Check In/Out | Live Edit Finalised

0ID16/000003 2016-01-05T10:03:00 €

12. The Alcohol and Other Drug Residential Rehabilitation Assessment Report will not
be provided report will appear. Update the document with information, removing and/or
adding information as required. Once completed, click on the Save icon in the top left
hand corner of the screen and then close by clicking on the X in the top left hand corner
of the screen.

Justice
Corrective Services

Wik
NSW

Alcohol and Other Drug Residential Rehabilitation
Assessment Report willnot be provided

Caorrectional Centre:

Address:

Date:

Name: I
Date of birth: |

MIN: —
court: I
Court date:

CSNSW has received a courtrequestfor an Alcohol and Other Drug Residential
Rehabilitation Assessment Reportforthe above-named inmate.

Onthis oceasion, an Alcohol and Other Drug Residential Rehabilitation Assessment
Reportwill not be provided because insufficienttimeis available to complete the
work required. Aperiod of at least 5 weeks is considered areasonable length oftime
to compiletheinformation.

Kind regards

Mame:

Cluster Manager, Offender Services & Programs

Cluster
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13. Click on Live Edit.

Broker Tray

Welcome DCSY1002995

Start Time:1/5/2016 10:05:43 AM  End Time:1/5/2016 10:05:46 AM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info| Check In/Out | Live Edit | Finalised

0ID16/000003 2016-01-05T10:03:00 | €

14. Click OK and then click on the X in the top left hand corner of the screen to close the
page.
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15. To return to the document at any time, select the Requests screen, which is located
within Legal Orders.
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16. Identify the request line which has a Court Ordered Rehab Assessments for AOD. The
line will be identified as OSP in the Type column, AOD in the Code column and AOD
Residential Rehab Assessment in the Description column. Once the request line is
identified, click on the document icon.
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Holds /#arrants / Dete [1 [osp [¥Jaoo [¥aoD RESIDE[201000409950 [o4i01i2016 [21/062013 W | | etive  |[[51)
Care In Placement
CDmment| [ Paper Files ” Tracking ”Status Update” Assigh |
Sentence History E t
) - Even
Legal Cases Inguiry Date Time  Location Type Sub Type Judge Appeal  Werification
Sertence Key Dates (2100662013 [10:00 [DOWNING CENTRE - DI[Sententing [ [ [ O
G- B Sentence Administratic Prepared for: |DOWNING CEMTRE - DISTRIE‘
= B Periodic Detention
- B Release Motification [ Offences
] Apply [Charge] Description Complicity Type Charge ID Type Oifence Date  Case Mumber  Outcome
—(=l Calculation for Balance ¥ [521710  [IMPORT MARKETAELE QL 201 b0040@820¢|Carnmanwe: | [z010004088¢Sentenced =
E- By Institutions I | | | | | | | |
Poose o | | | | | | | |
- P Community O | | | | | | | |
G- Case Managerment O | | | | | | | | =
§-® Programs & Sarvces Sentence f Conditions
¥ ccredited Programs
Offender Programs —
Frogram Yaiting Li: I & Q" g) /—)S
o [El Pranram n.umn:.;." My Offenders My Work Offender Schedules| | Offender Updates Offender Detail

17. Click on Select Document Type, and from the dropdown menu, select Alcohol and Other
Drug Residential Rehabilitation Assessment Report will not be provided, Code
AODRRA2. Click OK.

ILIACTA

= - Tl M# Lact First Mame idcile Marme] [Birth Date] Age Gender Alerts

2700211971 |44 |MALE | QEG 4
%b SearchiAssign BODK# Facility Status InfGut Reason  [Custody]

P Intake 2013212101 | & | DDL-J2 WiNG-CELL 32-BED 2; : MULTI Active I C1 MIMIMUNM £
¥ Legal Orders

OffenderLegaI Cases
Reguests

ity P UMENT
- WP Documents

Offender Breach ISeIeﬂ Document Type* -+ I
Holds Mivvarrants 1 Detz

r Previous Documents

Care In Placement

y Last Update
User ID Status*

Sentence Histary

Document D Documernt Mame
Legal Cases Inquiry
— Sentence Key Dates Find| %
- Sentence Administratic —

Code Desctiption fa

£~ Petiodic Detention PSRSPEC Spetific purpose asses...
- Release Matification PSRUFD Update assessment
— Calculation for Balance FPERESA Bail supervision assess..

B Institutions r
W COsP | AODRRAZ Alcohal and Other Drug ...

conholan erlrg .. 7
B Cormrmunity

P Case Management — ( Fing I oK I Qance\Jl
T- % Programs & Services ‘

¥ Accredited Programs

OﬁenderF’rograms
Prugram ‘Waiting Li: i _.b ':_ %

i [Z] praararm Bl &y = My Offenders My Work Offender Schedules  Offender Updates Offender Detail

»

4 14 1€ 4 4 |+

7L

7L

7L

7L

Sentence S Conditions
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18. Identify and highlight the line for the correct report and click View.

TLIAC 1A
[S=r - T Lasi] First Name Niddle Mame] [Birth Date] Age Gender Alerts
2021971 |44 |MALE QEG 4
-y Searchifssian “ | |eooke Farility Status Infout Reason  [Custody]
G- Py Intake 2013212101 |3 |DOL-J2 WING-CELL 32-BED Z; 1 MULT Active I C1 WML 2

- % Legal Orders
Offender Legal Cases

Requests

Offender Breach Select Document Type* |AODRRA2

[ ][aicanor and other Drug Residertial Renabilitation £
Holds rwarrants f Detz

r Previous Documents

Care In Placement

Last Update
Sentence History Document [0 Document Mame  Comment CresteDate  Time  Author D Update Date Time  User ID Status*

ol ] [xODRRAZ dot [o1sizo1e (1003 [Husens, [oosz016 [10:02 [HUGGINS, £|acTivE

Legal Cases Inguiny

»

=|Sentence Key Dates
- Sentence Administratic
- P Periodic Detention
- P Release Motification
— Calculation for Balance
B Institutions

B COSP

B Communty [ view | [ New | [ Bt |
B Case Managerment —
¥ Frograms & Services ‘

B Offender Financials H

B Payroll =
W Utilities $ & (i (1) .

€ %
LIE] chrnae Weans

g 5 My Offenders My Work Offender Schedules  Offender Updates Offender Detail

1] i¢] ¢ €] ie]lie]

1]

Sentence | Canditions

P B e R B R R~ R B 1

19. Click on Live Edit.

Broker Tray

Welcome DCS\1002995

Start Time:1/5/2016 10:05:43 AM  End Time:1/5/2016 10:05:46 AM

Latest Event:

Click to Refresh

RecordNumber Date Medified Info Check In/Out Live Edit Finalised

0ID16/000003 2016-01-05T10:03:00 | €

Offender Services & Programs, CSNSW EDRMS:D14/646055

Policy for Processing Court Requests for AOD Residential Rehabilitation Assessment Reports Page 37/51




20. Once you have completed your updates, click on the Save icon in the top left hand
corner of the screen and then close by clicking on the X in the top left hand corner of the
screen.

Justice
Corrective Services

N

Alcohol and Other Drug Residential Rehabilitation
Assessment Report will not be provided

Correctional Centre:

Address:
Date:
Name: ]
Date of birth: |
MIN: —
Court: I

Courtaste: N

CEMSW has received a courtrequestfor an Alcohol and Other Drug Residential
Rehabilitation Assessment Report forthe above-named inmate.

Onthis occasion, an Alcohaol and Other Drug Residential Rehabilitation Assessment
Reportwill not be provided because insufficienttimeis availableto complete the
work required. Aperiod of atleast 5 weeks is considered a reasonable length oftime
to compiletheinfarmation.

Kind regards

Mame:

Cluster Manager, Offender Services & Programs

Cluster
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21. Click on Live Edit.

Broker Tray

Welcome DCSY1002995

Start Time:1/5/2016 10:05:43 AM  End Time:1/5/2016 10:05:46 AM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info| Check In/Out | Live Edit | Finalised
0ID16/000003 2016-01-05T10:03:00| €

22. Click OK and then click on the X in the top left hand corner of the screen to close the
page.

Broker Tray

Welcome DC511002995
Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

- | atect Fyent-
45 Check In - OID16-000002 0000403... |Beas

RetunType ——
RecordMumber & Make 2 New Revision te Modified Info Check In/Out | Live Edit  Finalised
0ID16/000002 € Discard Any Modffcations Made 1-05T09:27:58 | € = E =

oK I

23. Once the document has been completed, click Finalised.

Broker Tray

Welcome DCS11002995
Start Time:20/03/2016 12:14:49 PM End Time:20/05/2016 12:14:59 PM

Latest Event:

Click to Refresh

RecordNumber

0ID16/026468
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9.5 Annexure 5 - SAPO Instructions - Policy for Processing AOD
Residential Rehabilitation Assessment Report

Generating Alcohol and Other Drug Residential Rehabilitation Assessment Report
1. Select the Requests screen, which is located within Legal Orders.

IJACIA
Sy

P Searchitssign
P Intake

% Legal Orders

=] Offender Legal Cases
Reguests

Offender Breach

Huolds fWarrants f Dets
Care In Placement
Sentence History
Legal Cases Inguiry
— Sentence Key Dates
- B Sentence Administratic
- B Periodic Detention
- B Release Motification
— Calculation for Balance
- B Institutions

- COSP

- Cormrmunity

- Case Managerment

s B B v B e R

- Programs & Services
- Offender Financials
- I Payroll

- P Uilities

LIE] e laus
4 »

L F

Birth Date] Age Gender Alerts

7mze7 (44 [MelE  [QEG [
BOOK# Facility Status InfOut Reasan  [Custody]
[2013212101 |¥][DDL-J2 WING-GELL 32-BED 2;: MULTI [Active N SR
" REqUESt Registration Commence Expiry Report Due
Line Type* Code* Dezscription Cage Number Date Date DTBF Date Date Status P
[1 lso  [#|FPrR [R|FULLPRE RI[201000408980 (0472013 (280272013 [0 (270872013 241047201 7 [Active )=
[z [osp  [¥|woo [F|soD RESIDE[201000408380 [10122015 (21062013 & | | [Discharged [o]] -
[z [osp  [¥|woo [F|soD RESIDE[201000408980 [04m1i2016 (21062013 & | | [actve [P+
C"""“""““ [ Papet Files ” Tracking ”Status Update” Assigh |
r Event
Drate Time  Location Type Sub Type Juclge Appeal  Yerification
(21/06/2013 [10:00 [DOWNING CENTRE - DI [Sentancing \ [ O 0
Prepared for: [DOWKING CENTRE - DISTRI[ %]
- Offences
Apply [Charge] Description Complicity Type Charge ID Type Offence Date Casze Mumber  Outcome
¥ (621710 IMPORT MARKETAELE QL 201000408850t |Commanwe: | [2010004089¢[Sentenced =
o | | \ | | | |
o | | \ | | | |
= | | \ | | | |
o | | \ | | | | £
Sentence / Conditions
& 3 & ° oY
My Offenders My Work Offender Schedules| | Offender Updates Offender Detail
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2. Enter MIN and then press search icon

Action Edit QLMUCK Eecord Field Menu adHocWorkltem word Processing  Window Help

(@& @]

LG L EPFPDE S ? BE =

=y

= e

&
IUACIA
NSy - QUERY MIN# [Last] [First Mame] [Middle Mame] [Birth Date] Age Gender Alerts
| [ | £3
- B SearchiAssign = Facility Status InfOut Reason [Custody]
G- By Intake | @| | | |
- % Legal Orders
- Request Tegictrath -
=] gistration Commence Ezxpiry Report Due
Cfiendier Legal Cases Line Type* Code* Descriion _ Case Nurmber Date Date DTBF Date Date Status W
Requests ] = 3] \ [oam1r2016 [27r0302015 . 2 | [ [ )=
Offender Breach |_| E| E| ‘ | | o | | | m o2
Haolds fWarrants f Dets |7| E| E| ‘ | | O | | | m:
uE z:;lli:czli;zz;m C"“""""""t| [ Paper Files ” Tracking ”Slatus Updale” Assign |
= ) r Event
_ Legal Cases Inquiry Date Time  Location Type Sub Type Judge Appeal  Verification
— Sentence Key Dates | | | | O O
F- Py Sentence Administratic Prepared for: | @
G- B Periodic Detention
T - Offences
- B Release Motification -, .
_ Apply [Charge] Description Complicty Type Charge ID Type Offence Date  Case Number  Outcome
L[E] calculation for Balance = | | | | | =]
B B Institutions o | | | | | [ [ [
BB COSF o | | | | | | | |
B~ B Community o | | | | | | [
- By Case Management o | | | [ [ [ [ S
E- By Frograms & Sendces Sentence | Conditions
- By Offender Financials
- By Payroll e .
G- By Utilities ‘ & e&? 9) (-)\
‘_E| Shew Kave 5 W My Offenders My Work Offender Schedules| | Offender Updates Offender Datail
3.

Identify the request line which has a Court Ordered Rehab Assessments for AOD. The

line will be identified as OSP in the Type column, AOD in the Code column and AOD
Residential Rehab Assessment in the Description column. Once the request line is

identified, click

on the document icon.

JUAGH s REQUES REQUE}
NEW < | [ Lasi First Name Widdle Name] [Birth Dats] Age Gender Alerts
[2rinznert 11 [wale  [QEG ¥
¥ Searchitssion BOOKE Facility Status InfOut Reason  [Custody]
W Intake [201321 2101 [¥][DOL-J2 WING-CELL 22-8ED 2, MULTI [active N [c1 mirmium £
- Legal Orders
_ Ofiender Legal Gases RequeSt Registration Commence Expiry Report Due
= Line Type* Code* Drescription Case Mumber Date Date DTBF Date Date Status AP
Requests E [®|FPFE [E|FulFre ri[z01000408080  [0anizonz [2sm2001z O [270sa0ti[24m0472017 [ctive  [[B)] 2
Offender Breach [ [o (%]l [F|lrofglEsiDE[201 000400200 [10m1272015 [2100802013) W | | [Dischargeg[[o]] -
Holds f\Warrants | Dets [z [osp [¥Jaoo [¥[lacD RESIDE[z01000409850 [o4i01iz016 [21/06i2013 W | | lactie ([
Care In Placement
Cnmmem| [ Paper Files ” Tracking ”Status Update” ASsigNn |
Sentence History
_ ~ Event
Legal Cases Inguiry Date: Time  Locstion Type Sub Type Jucdge Appeal  Wetification
E] Sentence Key Dates (217062013 [10:00 [DOWNING CENTRE - Di[Sentencing [ O 0
- Sentence Administratic Prepared for: |DOWNING CEMTRE - DISTRIE‘
- B Periodic Detention Off
- Dffences
- B Release MNotification
] Apply [Charge] Description Complicity Type Charge ID Type Otfence Date Case Mumber  Qutcome
—=lCalculation for Balance ¥ [521710  [IMPORT MARKETAELE QL [201 000409380t [Commorre: | [z010004088¢sentenced =
E- B Institutions o | | | | [ [ [
- COSP . o | | | | | | [ [
B Commirnunity nl | | | | | [ [
G- Case Management = | | | | | | | | |
- Programs & Sendces Sentence f Conditions
¥ ~ccredited Programs

Program YWaiting Li:

[Eleranram Biiw attan ™
»

E Offender Programs

My Offenders

=

My Work

Offender Schedules

& )

Offender Updates

Q

Offender Detail
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4. Click on Select Document Type, and from the dropdown menu, select Alcohol and Other
Drug Residential Rehabilitation Assessment Report, Code AODRRAL. Click OK.

(Code AODRRA2 provides an option of Alcohol and Other Drug Residential
Rehabilitation Assessment Report will not be provided. It is to be used only by Cluster
MOSPs in order to inform the court that a report will not be provided due to insufficient

time.)
LA £73 REGILIES JCDREQUE)
MW - I |_ast) First Wame Middle Mame [Birth Date] Age Gender Alerts
: 270201971 |44 |MALE  |QEG +
B Search/Assion “ | |BOOK# Facility Status Infout Reason  [Custady]
B Intake 2013212101 | ¥ DDL-J2 WING-CELL 32-BED Z; - MULTI Active IM C1 Wil 2
- Legal Orders

A3 1P DOCUMENTS - (i
r WP Documents

HE] offender Legal Cases
Requests

Offender Breach ISeIect Document Type* +¥ I
Holds i Warrants f Detz
Care In Placement

~ Previous Documents

Last Upcats

Sentence History User ID Status*

Documert ID - Document Mame

Legal Cases Inguiry ¥ -
HE] sentence Key Dates Find|% h 4
B~y Sentence Administratic +
N e _ Code Description = ;
W Feriodic Detertion FSRSFEC Specific purpose asses. =
- B Release Motification PSRUPD Update assessment h 4
LE] Calculation for Balance PSRBSA Bail supervision assess + .
& B Institutions CDORAGS1S DO Reportto attarney ..

L

COgP M
z CODRRAL Alcohol and Cther Drug ...
Caommunity

Iy
B Case Management ‘ ‘ ‘ — Eind - cancel

4

]

o]

o~ Programs & Senices

¥ Accredited P Sentencef Canditions H
coredited Prograrms

OffenderPrograms
Program YWaiting Li: i’ _“i“g €, ) \:\
. [ElPracrarm Buiw & = My Offenders My Work Offender Schedules  Offender Updates Offender Detail
5. Click New.
IUAGIA
NS - L ast) First Mame hiddle Mame [Birth Date] Age Gender Alerts
2710211971 |44 |MALE | QEG h 4
%»SWW‘\SS'Q“ “ | |BOOK# Facility Status InfOut Reason [Custocyl
P Intake 2013212101 | 3| | DDL-J2 WING-CELL 32-BED 2; : MULTI Active 1N G A INIMUM S
- % Legal Orders

Offender Legal Cases

- WP Documents
Requests

Offender Breach Select Document Type*
Halds i Warrants f Dets
Care In Placement

@Wcuhul and Other Drug Residential Rehabilitation £

- Previous Documents

. Last Upcste
Sentence History Documert I Document Mame  Comment Create Date Time  Author ID Update Date Time  User ID Status*

Lenal Cases Inquiry [oID15m001 [AODRRAT o [120m2015 (0944 [HUGGING, [12/082015 0844 [HUGGING, {[ACTIVE
HE] sentence key Dates | | | l_‘ | ’_| |
B~ Sentence Administratic | |
B B Periodic Detention [ |
- Release Motification | |
LE] calculation for Balance [ [
B Institutions
B cosP
B Community [ovew | mew [ B
B Case Management —
o~ Programs & Sendces

¥ Accredited Programs H‘
OffenderPrograms )
Program Waiting Li: ‘i’ _ig '\\- / \'\
[Eleranram ruoir G = My Offenders My Work Offender Schedules  Offender Updates Offender Detail

|»

i 4 ie]ielie]

| | |
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Sentenced Conditions
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6. Click Generate.

IUACTA
o=t - First Mame hiiddle Mame [Birth Date] Age Gender  Alerts
2700211971 |44 |MALE QEG ¥
B SearchiAssion = Facility Status Infdut Reason  [Custody]
B Intake 2013212101 3| | DDL-J2 WING-CELL 32-BED 2 MULTI Artive 1) (SR INT =

o~ % Legal Orders
Offender Legal Cases

GENERATE P DOCUMENTS - (DILIWPG
- Generate I Import WP Document I

Offender Breach Template Mame |snnRRAT

Haolds i Warrants I Detz

Parameters Document Details n
= Care In Placement
. .
L] sentence History Parameter MName Description i|l'alue . Posument |
=] Legal Cases Inguiry [

|
‘ | " Commert |
Sentence Key Dates ‘ | " Create DaterTime |
\ |
\ |

E-Pp Sentence Administratic " i BLthor |
G- Periodic Detention " = Status | E‘
G- Release Motification
Calculation for Balance
B Institutions

» COsP

B Community

B Case Management

- Programs & Services H

o]

[ Save | [ Exit

o

el

L

Sentence Conditions
¥ Accredited Programs

ffiender Programs -
“El {: — N
rogram YWaiting Li: i _b \: Q S

[ElBraneam mi L\h‘n;v o My Offenders My Work Offender Schedules  Offender Updates Offender Detail

7. The following Word document will be generated and opened. Close the document by
clicking on the X in the top right corner of the screen.

CONTACT WITH RESIDENTIAL REHABILITATION SERVICE et ¢ wmsutasie tr

msmsamany
An alcoholand other drug residential rehabilitation contact was facilitated with [insert
" name of service worker] of[insert name of servicelon ___{_ /__ withth
NSW Justice outcome [detail outcome e.g. suitable and bed available, notsuitable, no places
owmenn | Corrective Services available but on waiting list, no advice yetreceived as to suitability]. Written advice
is aftached
Alcohol and Other Drug Residential Rehabilitation Repeat if more than ome assessment was facilitated.

Assessment Report

ADDITIONAL INFORMATION
Name: | ] « [Includeinformationthat needs to be highlighted to the court &.g. requirement

for inmate or legal representative to remain in contact with the residential

Date of birth: habilitat te prefe f suitable f th
rehabilitation service or inmate preference if suitable for more than one
MIN: . service]
Court: |
Court date: _ Should the residentialrehabilitation service not be able to assess theinmate before
8 the prescribed Gourt date, the r for pursuingthe tfalls o the
inmate and/or his/her legal team. However, should the Court make a decisionto
SOURCES OF INFORMATION tzoc orceiess o5 mawms) adjourn for & further period oftime to facilitate the information being gathered, a new
= Interview/s with inmate request from the Gourt for the compilation ofthis informationwill need to be made.
= Contactwith residential rehabilitation services
= Corrective Services NSW records
Name:
COURT REQUEST 'E”emtcas and Programs Officer
The Court has requested thatan 1d Other Drug i i it 1 DO?B 1on
AssessmentReport be prepared in the above matter. ate:
INITIAL CONTACT WITH INMATE Name
An initial interview with took placeon I MB"B_QE'O“"‘“’SEW"’ES and Programs
and as a result of thatinterview itwas determined thatthe inmate meets criteria for Location,
a residential rehabilitation service to condudt a suitability assessment for residential Date:
rehabilitationand thatthere are services inthe community that could be of benefit to
him/her.
OR
Aninitial interviewwith_____ tookplaceon_J /[
and as a result of thatinterview itwas determined that the inmate does not meet
criteria for residential re forthefollowing reasons: jsdd sraeies
o

Inmate has explicitly stated he/she does notwish to attend a residential
rehabilitationservice

Inmate has specific needs that cannot be accommodated by the available
residential rehabilitation services

Inmate has a criminal history that preciudss him/her from being accsptad by
the available residential rehabilitation service
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8. Click Save.

IUACGIA i3
IS - Pl 3 Last] First Marme Iiddle Mame [Birth Date] Age Gender Alers
IF02AMYT |44 |MALE  |QEG +
- SearchiAssign “ | | ook Facility Status Injout Reason  [Custody]
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- R
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Document” |
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" Comment ‘
Sentence Key Dates

- Sentence Administratic
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- P Release Motification
— Calculation for Balance
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&

[ Auther [HUGGING
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|
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1
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- Case Managerment =
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Prograrm Waiting Li: ‘i _,‘iﬁ \\-_ ) “\
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Sentence / Conditions

9. Click Exit.

[UAGIA, ilod
NEW < | | v | ast First Mame Widddle Name [Birth Date] Age Gender Aleris
27021871 (44 [MALE | QEG +
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- Legal Orders

- 543 GENERATE WP DOCUMENTS - (01U ]
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- Generate f Import 'WP Document I

Requests

Offender Breach Template Name | aODRRA1

Holds i Warrants f Detz
Care In Placement

Parameters Document Details »

Parameter Mame Description Value*

[
[ ceoner [

| [
| [
| | | Creste DterMime |
| [
| |

Sentence History

3

Document |

Legal Cases Inguiry
=| sentence Key Dates

- B Sentence Administratic
- B Periodic Detention

- B Release Motification
Calculation for Balance
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S B COSP Generate [ Save [ Exit I

- Cormrmunity

" Buthor |

" = Status | E‘

-

L

7L

- Case Management =
- Programs & Services
. Sentence / Conditions
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ffender Programs
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. [ElPracrarm Rl g = My Offenders My Work Offender Schedules  Offender Updates Offender Detail
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10. Click Yes.

LIRSS
A= - ful | | as] First Marme Iiddle Mame [Birth Date] Age Gender Alerts
270211871 |44 |MALE  |QEG b4
- Searchitssign “ | |eOOK# Facility Status IniCOut Reason  [Custady]
- P Intake 2013212101 | % |DOL-J2WING-CELL 32-BED 2; 1 MULT Active I C1 MINIUR £

- % Legal Orders

i, GEMERATE WP D AEMTS
GOffender Legal Cases

- Generate f Import WP Document -
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Offender Breach Template Mame annRRAT
Holds farrants f Detz
Care In Flacement

Parameters Document Details M

Sertence History Parameter Mame Description Value* - Document
Legal Cases Inguiry Comment

Sentence Key Dates
- P Sentence Administratic
- B Periodic Detention
- W Release Mofification
— Calculation for Balance
- B Institutions

& B COSP Exit
& p Communtty g Close this farm?

- B Case Managerment 4 [
o-® Programs & Services H

Create DatelTime
Authar
= Status +

T A dited P Sentence f Condiions
ceredited Programs

Cffender Programs -
Program Yaiting Li: i _j o W

g [Elpranram Ao g~y = My Offenders My Work Offender Schedules  Offender Updates Offender Detail

11. Identify and highlight the line for the correct report and click View.

e (JCOREQUE)
[ S - Mk |_asi] First Mame Middle Marme [Bith Date] Age Gender Alerts
2TI02M871 |44 | MALE QEG !
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- WP Documents

Requests
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Previous Documents
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Last Update

Sentence History
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12. The following screen will appear. Click on Live Edit.

Broker Tray

Welcome DC5\1002995

Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info Check In/Out Live Edit | Finalised
0ID16/000002

2016-01-05T09:27:58 €

13. The following document will appear. Update the document with information, removing
and/or adding information as required. Once completed, click on the Save icon in the top
left hand corner of the screen and then close by clicking on the X in the top left hand
corner of the screen.

CONTACT WITH RESIDENTIAL REHABILITATION SERVICE wewse it woswissie %

An alcoholand other drug residential rehabilitation contactwas facilitated with [insert
name of serviceworker] of [insertname of servicelon___ /| withthe

Wik
Nsw

Justice outcome [detail outcom'e e.q. suitable and bed available, not suitable, no places
waienn | Corective Services available but onwaiting list, noadvice yet received as to suitability]. Written advice
is aftached.
Alcohol and Other Drug Residential Rehabilitation Repeat if more than one assessment was facilitated.
Assessment Report
ADDITIONAL INFORMATION
Name: | ] = [Includsinformationthat nesds to be highlighted to the court &.g. requirsment
Date of birth: for inmate or legal representative to remain in contact with the residential
rehabilitation service or inmate preference if suitable for more than one
MIN: . servicel
Court: ]
Court date: _ Should the residential rehabilitation service not be able to assess the inmate before
* the prescribed Court date, the responsibility for pursuir falls to the

inmate and/or his/her legal team. However, should the Court make a decisionto
SOURCES OF INFORMATION sz creiete o5 maimsy adjourn for afurther period of timeto facilitate th e informationbeing gathered, a new
= Interview/s with inmate requestfrom the Court forthe compilation of this information will need to be made.
= Contactwith residentialrehabilitation services

= Caorrective Services NSW records
Mame:

COURT REQUEST Eerw(t_:es and Pregrams Officer
The Court has requested thatan Alcoholand Other Drug Resid ential Rehabilitation D"‘{“ fon:
AssessmentReport be prepared in the above matter ate

INITIAL CONTACT WITH INMATE Name:

An initial interview with tookplaceon___ [/ Manager Offender Services and Programs
and as a result of thatinterview itwas determined thattheinmate mests criteria for Location:

a residential rehabiltation service to conduct a suitability assessmentforresidential Date:

rehabilitation and that there are services in the community that could be of benefit to

himiher.

OR

An initial interview with tookplaceon___ [/

and as a result of thatinterview itwas determined thattheinmate does not meet
criteria for residential rehabilitation assessment for the following reasons: s o seiess.
a5 e

Inmate has explicitly stated he/she does notwish to attend a residential
rehabilitation service

Inmate has specific needs that cannot be accommodated by the available
residential rehabilitation services

Inmate has a criminal history that precludes him/her from beingaccepted by
the available residential rehabilitationservics

14. Click on Live Edit.

Broker Tray

Welcome DC5\1002995
Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Date Modified Info Check In/Out  Live Edit | Finalised
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15. Click OK and then click on the X in the top left hand corner of the screen to close the
page.

Broker Tray

Welcome DC511002995
Start Time:1/5/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

- | atect Fvent-
85 Check In - OID16-000002 0000403...

RetwurnTyps——————————————————
RecordMumber & Make 2 New Revision te Modified Info Check In/ Live Edit | Finalised
0ID16/000002 " Discard Any Modifications Made 1-05T09:27:58| €@

oK I

16. To return to your document at any time, select the Requests screen, which is located
within Legal Orders.
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17. Identify the request line which has a Court Ordered Rehab Assessments for AOD. The
line will be identified as OSP in the Type column, AOD in the Code column and AOD
Residential Rehab Assessment in the Description column. Once the request line is
identified, click on the document icon.

UACIA REQUE)
NEW < | [ g | 351 First Mame Wicidlle MNarme) [Birth Dats] Age Gender Alerts
27211871 (44 [wale  [QEG 3
. A
P Searchifssion BOOKE Facility Status InfOut Reason  [Custody]
W Intake [2013712101 [¥][DDL-J2 WING-CELL 32-BED 2, MULTI [active o [c1 mirmium £
- Legal Orders
_ Offiender Legal Cases RequeSt Registration Commence Expiry Report Due
Line Type* Code* Drescription Caze Mumber Date Date DTBF Date Date Status AP
2l Requests E [®|FPR¥ [E|FuldFre ri[zo10onansssn  [oanrams [zsmzemz O [2wosmorizaneaon T save ([0 2
=/ Offender Breach [ [o (%]l [#|lrolglEsiDE201 000400880 1011272015 [2100802013 W | | [Dischargeg[[]] -
[mE] Holds fwiarrants | Dete [1 [osp [¥Jaoo [¥aoD RESIDE[201000409950 [o4i01i2016 [21/062013 W | | etive  |[[51)
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CDmment| [PaperF\Ies ” Tracking ”StatusUpdate” Assign |
=] sentence Histary
) ~ Event
. egal Cases Inguiry Date Time  Location Type Sub Type Judge Appeal  Werification
HE] gentence Key Dates (2100662013 [10:00 [DOWNING CENTRE - DI[Sententing [ [ [ O
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18. Click on Select Document Type, and from the dropdown menu, select Alcohol and Other
Drug Residential Rehabilitation Assessment Report, Code AODRRAL. Click OK.
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19. Identify and highlight the line for the correct report and click View.
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20. Click on Live Edit.

Broker Tray

Welcome DCS\1002995

Start Time:1/5/2016 9:28:15 AM End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info Check In/Out Live Edit | Finalised
0ID16/000002 2016-01-05T09:27:58 €
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21. Once you have completed your updates, click on the Save icon in the top left hand
corner of the screen and then close by clicking on the X in the top left hand corner of the
screen.

CONTACT WITH RESIDENTIAL REHABILITATION SERVICE et 1t wsumoie s

An alcoholand other drug residential rehabilitation cortactwas facilitated with [insert
name ofserviceworker] of [insertname of servicelon /| withthe

ik

NSW Justice outcome [detail outcome e.g. suitable and bed available, notsuitable, no places
o | Corrective Services available but onwaiting list, noadvice yet received as to suitability]. Written advice
is attached
Alcohol and Other Drug Residential Rehabilitation Repeat if more than one assessment was facilitated.

Assessment Report

ADDITIONAL INFORMATION
Name: | ] = [Includeinformationthat needs to be highlighted to the court e.g. requirement

Date of birth: for inmate or legal representative to remain in contact with the residential
rehabilitation service or inmate preference if suitable for more than one
MIN: _ service].
Court: ]
Courtdate: | Should the residential rehabilitation service notbeable to assess the inmate before
8 the prescribed Court date, the responsibility for pursuir falls to the

inmate and/or his/her legal team. However, should the Court make a decisionto
SOURCES OF INFORMATION ixss croeime o mawmay adjourn forafurther period of time to facilitate the information being gathered, a new
- Interview/s with inmate requestfrom the Court forthe compilation of this information will need to be made.
= Contactwith residentialrehabilitation services
= Corrective Services NSW records

Name:
COURT REQUEST Services and Programs Officer
The Court has requested that an Alcoholand Other Drug Residential Rehabilitation E“fatm"
AssessmentReport be preparad inthe above matter ate:
INITIAL CONTACT WITH INMATE Name:
An initial interview with tookplaceon ___/___ 1. Manager Offender Services and Programs
and as a resultof thatinterviewitwas determined thattheinmate meets criteria for Location:
a residential rehabilitation service to conduct a suitability assessmentforresidential Date:
rehabilitation and thatthere are services in the community that could be of benefit to
himiher.
OR
An initial interview with took place on ! !

and as a resultof thatinterviewitwas determined thattheinmate does not meet
criteria for residential rehabilitation assessment for the following reasons: jec orsees
s mguren

Inmate has explicitly stated he/she does notwish to attend a residential
rehabilitation service

Inmate has specific needs that cannotbe accommodated by the available
residential rehabilitation services

Inmate has a criminal history that preciudes him/her from beingaccepted by
the available residential rehabilitationservice

22. Click on Live Edit.

Broker Tray

Welcome DC5\1002995
Start Time:1/3/2016 9:28:15 AM  End Time:1/5/2016 9:28:18 AM

Latest Event:

Click to Refresh

RecordNumber Date Modified Info Check In/Out | Live Edit | Finalised

owts/oooor: | Y :o-c-oosrss © @ | [2] | @

23. Click OK and then click on the X in the top left hand corner of the screen to close the
page.

Broker Tray

Welcome DCSV 1002995
Start Time:1/3/2016 9:28:15 AM  End Time:1/3/2016 9:28:18 AM

- | atect Fyent-
8l Check In - OID16-000002 0000403... (E)

Return Type
RecordNumber

te Modified Info Check In/Out | Live Edit  Finalised

* Make a New Revision

£ Discard Any Moccations Made 1-05T09:27:58 | €¥ [= E =

0K I
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24. Once the document has been completed, click Finalised.

Broker Tray

Welcome DCS\1002995

Start Time:20/05/2016 12:14:49 PM End Time:20/05/2016 12:14:59 PM

Latest Event:

Click to Refresh

RecordNumber Title Date Modified Info | Check In/Out  Live Edit Finalised

0ID16/026468 2016-05-20T12:14:36

25. Record all action under 010SP Fundamental Support > ADA Residential Rehabilitation
Service Contact module.

10 Document information

Title: Policy for Processing Court Requests for AOD
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11 Document history

Version Date Reason for Amendment
11 28/04/2016 Accommodating practical difficulties encountered
1.2 13/09/2016 Updated document hyperlinks
1.3 14/11/2016 Removed intranet and EDRMS links
1.4 29/11/2016 Added information about manually registered reports,

amended Section 8.10

15 11/07/2018 Updated the naming convention under section 8.8 and
wording change on the AODRRAL template in the policy
to make it consistent with OIMS updated AODRRA1
template on OIMS

1.6 6/11/2018 Addition of Breach of Parole AODRRA clarification.
Deletion of Local Court AODRRAS.

1.7 30/04/2019 Deletion of Supreme Court AODRRA's. Clarification that
the solicitor contacts the MOSP for phone assessments.
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