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Scope 
This section applies to all correctional centres and other facilities administered by or 
on behalf of CSNSW. It also applies to all CSNSW employees, and where relevant to 
other personnel such as, Justice Health & Forensic Mental Health Network 
(JH&FMHN), contractors, subcontractors, and visitors. 



 

  
4.5 Property on transfer – version 1.0 Page 3 of 13 
The current version of this document is maintained on the Custodial Operations Policy & Procedures website.  

 

Table of contents 

1 Property on transfer 4 

1.1 Policy 4 

2 Inter-centre transfers 4 

2.1 Policy 4 

2.2 Carry-on property 5 

2.3 Property for transfer 5 

2.4 Inter-centre transfer procedures 6 

2.5 Connecting transfers procedure 7 

3 Sealed containers and valuables bags 8 

3.1 Sealed and intact containers policy 8 

3.2 Sealed and intact containers procedure 8 

3.3 Damaged containers or seals, property discrepancies 9 

4 Transfers to the Long Bay Hospital 9 

4.1 Policy 9 

5 Property going to Court 10 

5.1 Private property taken to Court 10 

5.2 Drug Court 11 

6 Quick links 12 

7 Definitions 12 

8 Document information 13 

 



 

  
4.5 Property on transfer – version 1.0 Page 4 of 13 
The current version of this document is maintained on the Custodial Operations Policy & Procedures website.  

 

1 Property on transfer 
1.1 Policy 
Whenever an inmate is transferred all property recorded on the OIMS is to be 
verified. There is no need to open a storage tub or valuables pouch with an intact 
CSNSW seal that corresponds with the OIMS record unless there is damage to the 
tub or pouch. 

Inmate’s property records must always travel with an inmate. Under no 
circumstances is a person to be transferred from any location where they were first 
received into custody without an official record of their property. 

Where possible, all property of inmates subject to transfer to any maximum or 
medium security facility will be x-rayed where a device exists, prior to escort and 
upon reception at the receiving centre. 

All property being transferred must be secured in property tubs (maximum two, plus 
legal tubs if the inmate has outstanding court matters) canvas bags (maximum one) 
and valuables bags (maximum one) with a recorded, numbered security seal. 
Property tubs must be weighed and labelled, and must not exceed 15kg each. 

All property should be transferred with the inmate if they are going to a new centre of 
classification. If this is not possible, every effort must be made to transport the 
property to the inmate’s location as soon as possible. 

2 Inter-centre transfers 
2.1 Policy 
Wherever possible, an inmate’s property is to be prepared for transfer 24 hours prior 
to the expected time of departure. 

No gaol-issue clothing is to be transported with the inmate other than the clothing 
worn by the inmate.  

All educational, art and craft, or hobby items that are approved for transfer out of the 
centre will be treated as normal property. 

Non-recordable items will only be transferred with the inmate if they are included on 
one of the following annexures in COPP section 8.13 Art. Craft, Hobbies, 
materials and sales: 

• Permission to Keep Education, Art & Craft Materials in Cell (Educational) or 
• Permission to Keep Art, Craft & Hobby Materials in Cell (Non-Educational). 

These forms must be included with the non-recordable items in the inmate’s storage 
tub. 
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All non-recordable property not included on either cell permission form will be 
confiscated and returned to the relevant officer i.e. Education Services Coordinator 
for educational items and the Activities Officer for activity items. 

2.2 Carry-on property 
Inmates may only retain sufficient toiletries, socks and underwear and asthma 
inhaler (if prescribed) for overnight use prior to escort. These are the only items 
permitted an inmate to take on a transport carry-on bag. 

Unless authorised by the supervisor/OIC, any property brought to the inmate 
property store/reception room by the inmate immediately prior to transfer, will be 
considered excess property. No other items will be accepted on the day of transfer.  
All other containers or property brought to the inmate property store/reception room 
will be treated as excess property. 

Prescribed medication 

Inmates are generally not permitted to take any prescribed medication other than an 
inhaler with them during transport from any CSNSW location. JH&FMHN will advise 
if an inmate requires medication during escort. The OIC escort will determine 
whether the medication will be carried by the inmate or be retained by the escorting 
officers who will dispense it at the intervals determined by JH&FMHN. 

2.3 Property for transfer 
All property recorded on the OIMS is to be transferred with an inmate unless they are 
returning to the centre in less than 3 months. If this is not possible, every effort must 
be made to transport the property to the inmate’s location as soon as possible. 

Approved non-recordable property may also be transferred provided it fits within 
property volume/weight limits. 

Whenever unaccompanied property containers are transferred to any other location, 
the Authorised Officer, one officer assisting, and one officer receiving the property for 
transfer must sign a Transfer Report generated from OIMS. A copy is to be retained 
in the inmate property store/reception room. 

The Authorised Officer may authorise the transfer of non-recordable food and toiletry 
items (e.g. when an inmate has received a buy-up just prior to the escort). Inmates 
are not entitled to any additional storage tubs to facilitate the transfer of non-
recordable food items.  

The contents of each storage container must only be those items recorded on the 
OIMS along with approved non-recordable items. 

Whenever inmates are transferred to a gaol of classification, all of their property 
should be sent with them. Transport officers are authorised to decline property in 
excess of the approved property entitlements.  

An inmate may request storage of their property at a centre from which they are 
being transferred. The OIC/authorised officer of the inmate property store/reception 
room may give permission to store the property if it is confirmed the inmate will 
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6 Quick links 
• Related COPP 
• Forms and annexures 
• Related documents 

7 Definitions 
Authorised 
officer 

The officer authorised by the governor to perform the functions 
prescribed as part of the Custodial Operations Policy and Procedures 

COPP Custodial Operations Policy and Procedures 
LBH Long Bay Hospital 
OIMS Offender Integration Management System 
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