
 

Department of Communities and Justice 
Postal address: Locked Bag 5000, Parramatta NSW 2124 
W www.dcj.nsw.gov.au  
T (02) 8346 1388 

 
Your Ref: 

Our Ref: GIPA22

20 July 2023 

Dear 

Notice of Decision 

1. On 29 November 2022, you applied for information on behalf of 
from the Department of Communities and Justice NSW (the Department) under 
the Government Information (Public Access) Act 2009 (GIPA Act). 

2. You applied for access to the following Youth Justice NSW (YJNSW) records: 

1. Details of any prior or subsequent complaints made in respect to physical abuse 
perpetrated by Officers at Orana including, but not limited to: 

a. informal/ formal complaints 

b. complaints to police or any other authority 

c. incident reports, investigations, or interviews 

d. Redress claims 

2. Policies and procedures in place at the relevant time with respect to the 
provision of discipline and segregation of children; 

3. Policies and procedures in place at the relevant time with respect to the 
recruitment of Officers; 

4. Policies and procedures in place at the relevant time with respect of reporting 
physical abuse; 

5. Policies and procedures in place at the relevant time with respect of the 
supervision of Officers; 

6. Map and/or diagram of Orana. 

3. You consented to a due date of 18 April 2023 for your application. I note that that 
due date has passed and sincerely regret the delay in processing your 
application. 

Decision 

4. I am authorised by the principal officer of the Department, for the purposes of 
section 9(3) of the GIPA Act, to decide your access application. I have decided: 

a. no records are held for some of the information you requested (section 
58(1)(b));  
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a. to provide access to some of the information (section 58(1)(a)); and  

b. to refuse access to some of the information you have requested (section 
58(1)(d) of the GIPA Act). 

5. These are reviewable decisions under section 80 of the GIPA Act. 

Searches for information 

6. Under section 53 of the GIPA Act, the Department must conduct reasonable 
searches as may be necessary to find any of the government information applied 
for that was held by the Department when the application was received, using the 
most efficient means reasonably available to the Department.  

7. In response to your application, searches for relevant information were 
undertaken by Youth Justice Information Access unit, Youth Justice Operations 
unit, Youth Justice Security & Intelligence unit, Talent Acquisition unit, and Victim 
Services unit. 

8. I am satisfied that reasonable searches for the information requested in the 
application have been undertaken in accordance with section 53 of the GIPA Act. 
Based on the information available to me, I am satisfied that all records that exist 
relevant to the application have been identified and provided to me for 
consideration. 

The public interest test 

9. You have a legally enforceable right to access the information requested, unless 
there is an overriding public interest against disclosing the information (section 
9(1) of the GIPA Act).  

10. Section 5 of the GIPA Act establishes a presumption in favour of disclosure of 
government information unless there is an overriding public interest against 
disclosure. 

11. The public interest balancing test for determining whether there is an overriding 
public interest against disclosure is set out in section 13 of the GIPA Act. 

12. The general public interest consideration in favour of access to government 
information set out in section 12 of the GIPA Act means that this balance is 
always weighted in favour of disclosure. 

13. Before deciding whether to release or withhold information, the Department must 
apply the public interest test and decide whether or not an overriding public 
interest against disclosure exists for the information. 

14. I have made my decision in accordance with section 13 of the GIPA Act by: 

• Identifying relevant public interest considerations in favour of disclosure; 

• Identifying relevant public interest considerations against disclosure; 

• Attributing weight to each consideration for and against disclosure; and 

• Determining whether the balance of the public interest lies in favour of or 
against disclosure of the government information. 

15. I have applied the public interest test in accordance with the principles set out in 
section 15 of the GIPA Act which are: 

• In a way that promotes the objects of the GIPA Act; 

• With regard to any relevant guidelines issued by the Information 
Commissioner; 
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• Without taking into account the fact that disclosure of information may 
cause embarrassment to, or a loss of confidence in, the Government (as 
that fact is irrelevant); 

• Without taking into account the fact that disclosure of information might 
be misinterpreted or misunderstood by any person (as that fact is 
irrelevant); and 

• With regard to the fact that disclosure cannot be made subject to any 
conditions on the use or disclosure of information.  

Public interest considerations in favour of disclosure 

16. Section 12(1) of the GIPA Act sets out a general public interest in favour of 
disclosing government information, which must always be weighed in the 
application of the public interest test.  The Department may take into account 
any other considerations in favour of disclosure which may be relevant (section 12 
(2)). 

17. In my view, the following public interest considerations in favour of disclosure 
apply: 

• The statutory presumption in favour of the disclosure of government 
information (section 5)). 

• The general right of the public to have access to government information 
held by agencies (section 9(1)). 

• Disclosure of the information could reasonably be expected to inform the 
public about the operations of YJNSW. 

Public interest considerations against disclosure 

18. The only public interest considerations against disclosure that can be considered 
are those set out in Schedule 1 and section 14 of the GIPA Act. 

19. In order for the considerations against disclosure set out in the table to section 14 
of the GIPA Act to be raised as relevant, the Department must establish that the 
disclosure of the information could reasonably be expected to have the effect 
outlined in the table. 

20. The words “could reasonably be expected to” should be given their ordinary 
meaning.  This requires a judgment to be made by the decision-maker as to 
whether it is reasonable, as distinct from irrational, absurd or ridiculous, to 
expect the effect outlined.  

21. I find that the following public interest considerations against disclosure are 
relevant to your access application. I consider that the disclosure of the 
information requested could reasonably be expected to:  

a. prejudice the security, discipline or good order of any correctional facility  
(clause 2(h) of section 14). 

Prejudice the security, discipline or good order of any correctional facility  

22. Clause 2(h) of the table to section 14 of the GIPA Act provides: 

There is a public interest consideration against disclosure of information if 
disclosure of the information could reasonably be expected to… (whether in a 
particular case or generally): 

… 
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(h) prejudice the security, discipline or good order of any correctional facility… 

23. This consideration is relevant to the release of the map/site plan(s) of Orana 
youth detention centre.  

24. Orana youth detention centre is currently operational. The site plan(s) of Orana 
youth detention centre contains the layout of the centre and details of CCTV 
cameras including where they are placed. 

25. I consider that release of the site plan(s) of Orana youth detention centre would 
allow individuals to gain knowledge of the layout and security measures of the 
centre, undertake detailed planning to impede the operations of the centre, and 
facilitate the commission of offences such as assault, the use of contraband, 
escape from detention and other activities which compromise the safety and 
security of the centre.  

26. The disclosure of the layout and security measures of a secure area where 
detainees are housed would be detrimental to the core security functions of the 
correctional facilities. Therefore, I have apportioned heavy weight to this public 
interest consideration. 

Balancing the public interest 

27. I have considered the relevant public interest considerations in favour of and 
against disclosure of the information you requested. I have placed considerable 
weight on the public interest considerations in favour of releasing information 
that could inform the general public about YJNSW and considered the general 
presumption in favour of the release of government information. 

28. However, for the reasons discussed above, I have given heavy weight to the 
public interest consideration under clause 2(h) against the disclosure of some of 
the information.  

29. On balancing the relevant considerations, I am satisfied that the public interest 
considerations against disclosure of some of the requested information outweigh 
the public interest considerations in favour of disclosure.  

30. Whilst I recognise and consider the general public interest in favour of disclosure, 
the circumstances are such that there is greater weight to the considerations 
against the disclosure of some of the information responsive to your access 
application. Accordingly, I have decided that there is an overriding public interest 
against the disclosure of the site plan(s) of Orana youth detention centre. 

No records held 

31. In response to paragraphs 1(a)-(c) of your request, there is no single database or 
central repository that contains such information. 

32. In response to paragraph 1(d) of your request, the Victim Services unit conducted 
searches for name and alias. 

33. The result of these searches is that no records within paragraph 1(d) of your 
application were located. 

34. Accordingly, I have decided that no records are held in relation to paragraph 1 of 
your application. 

Review rights 

3. If you disagree with any of the decisions in this notice that are reviewable, you 
may seek a review under Part 5 of the GIPA Act. Before you do so, I encourage 
you to contact me to discuss your concerns. 
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4. You have three review options: 

• internal review by another officer of this agency, who is no less senior than 
me 

• external review by the Information Commissioner, or 

• external review by the NSW Civil and Administrative Tribunal (NCAT). 

5. You have 20 working days from the date of this Notice to apply for an internal 
review.  

6. If you would prefer to have the decision reviewed externally, you have 40 working 
days from the date of this Notice to apply for a review by the Information 
Commissioner or the NCAT. 

7. Further information about your review rights can be located on the Information 
and Privacy Commission’s website at https://www.ipc.nsw.gov.au/fact-sheetyour-
review-rights-under-gipa-act.     

8. You can also contact the IPC on freecall1800 IPC NSW (1800 472 679). 

Further information 

9. If you have any questions about this notice or would like any further information, 
please email me at infoandprivacy@dcj.nsw.gov.au.   

 
Yours sincerely 

Doreen L 
A/OGIP Advisor 
Open Government, Information and Privacy | Legal 
Department of Communities and Justice 
 

https://www.ipc.nsw.gov.au/fact-sheetyour-review-rights-under-gipa-act
https://www.ipc.nsw.gov.au/fact-sheetyour-review-rights-under-gipa-act
mailto:infoandprivacy@dcj.nsw.gov.au










Segregation 6 October 2015 

9. Obtain approval from Unit Supervisor for movement before removing 
detainee from room 

10. Ensure at least two staff, including a supervisor are present before 
removing detainee from room for any reason 

11. Contact Unit Supervisor when you consider detainee no longer 
requires segregation 

 
After incident – electronic, written and verbal reports 
1. Complete all reports, as directed by your supervisor prior to 

completing shift, which may include:  
 brief details of incident in Unit Log Book 
 completing ‘ Record of Checks’ Book 
 recording ‘Use Of Force’ when necessary 
 completing and submitting a staff incident report before leaving the 

centre on day of incident (CIMS) 
 Misbehaviour reports, where necessary (CIMS); and  
 any other relevant documentation, as directed before leaving the 

centre 
 
Note: CIMS will automatically notify the NSW Ombudsman via email of 
any Segregation period which reaches 24 hours 

Unit Manager People you need: 
 Unit staff 
 Assistant Unit Manager/Shift Supervisor  
 Assistant Manager (Client Services)  
 Centre Manager 
 ETU principal 
 Justice Health Registered Nurse (JHRN) 
 
Note: The term 'Unit Supervisor' refers to the staff member who is in 
charge of the Unit at the time, which includes a Unit Manager, Assistant 
Unit Manager or Shift Supervisor. 
 
As Unit Supervisor responding to risk or event 
1. Assess risk of harm   
2. Check enough staff are present to prevent further incidents 
3. Request additional supervising staff to attend the area if required 
4. Direct staff to use force ONLY when determined necessary (Use of 

Force procedure)  
5. Determine if Segregation is required 
6. Direct supervising staff to segregate detainee, if no alternative exists 
7. Inform staff of required time frames for ‘in-person’ room checks 

(Supervision of Detainees).  
8. Immediately attend to first aid and security issues.  
9. Check with detainee if they require medical assistance. If after-hours 

refer to the ‘Contacting the Justice Health Nurse Medical Instruction’ 
10. Inform JHRN of any injuries (Accident & Injury procedure) 
11. Inform centre psychologist / counsellor of any self harm attempt as 

soon as possible (Self-Harm procedure) 
12. Inform Duty Manager of    

 risk or event 
 location of staff 
 injuries sustained 
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 safety and/or security concerns 
13. Request approval for detainee to remain in Segregation up to 3 hours-

if required 
Note: Approval for segregation must be obtained as soon as immediate 
risk is contained and it is safe to do so 
 
14. Direct staff to search the detainee and holding room when it is 

determined safe to do so. It may not be safe to search detainee at 
start of segregation 

15. Direct staff to remove any items which may impact on safety and/or 
security 

16. Inform staff of supervision requirements for detainee, including 
frequency of in-person room checks 

 
Note: Where possible the detainee should be placed in camera room, 
however this does not replace the need for actual physical checks. 
(Supervision of Detainees Procedure) 
 
During Segregation 
1. Assess risk of harm   
2. Check detainee’s current risk, alerts and behaviour observations 
3. Check correct approvals have been obtained 
4. Check referrals are made to Justice Health Registered nurse / 

psychologist / counsellor / classification officer 
5. Obtain advice from specialist staff (JH&FMHN, psychologist) and unit 

employees 
6. Review recommended supervision requirements for detainee in 

segregation 
7. Follow Provision of mattresses and other non-fixed items to 

detainees in a confinement or segregation room procedure, to 
ascertain safety and security requirements for providing items like 
reading/writing materials, bedding, refreshments, meals and cutlery 

8. Provide advice to unit staff regarding supervision of detainee in 
segregation 

9. Check Record of Checks book (JJA-055) is completed accurately, 
complying with legislation and agency guidelines 

10. Monitor detainee’s response to Segregation 
11. Maintain contact with unit staff and respond to issues / concerns as 

they arise 
12. Direct unit staff to remove detainee from Segregation as soon 

possible when determined safe to do so (Risk Assessment) 
13. Refer detainee to Client Services Meeting (CSM) for risk review 
14. Notify ETU principal of pending risk review 
 
If contacted by Assistant Unit Manager/Shift Supervisor to extend 
segregation period: 
1. Determine immediate safety and security risks detainee poses 
2. Obtain advice from specialist staff (JHRN, psychologist) and unit staff
3. Review recommended supervision requirements for detainee in 

segregation 
4. Contact Duty Manager / Centre Manager to inform of safety and 

security concerns 
5. Request approval from Centre Manager to approve extension of 

Segregation 
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6. Provide supervision instructions and additional support to manage 
detainee during ongoing segregation period 

 
If segregation period is likely to exceed 6 hours: 
1. Provide information to Centre Manager relating to any strategies 

implemented. Include any proposed strategies for managing detainee 
and/or identified risks 

2. Inform Centre Manager of any safety / security concerns for detainee, 
centre and/or others 

3. Seek approval to extend segregation period beyond 6 hours if 
necessary 

4. Participate in development of Detainee Risk Management Plan 
(DRMP) when Segregation exceeds 12hours and is considered likely 
to exceed 24 hours 

5. Refer to Detainee Risk Management Plan procedure if approval is 
given to extend segregation period over 24 hours 

 
Note: CIMS will automatically notify the NSW Ombudsman via email of 
any Segregation period which reaches 24 hours. 
 
Following Segregation 
1. Direct staff to exclude detainee from any medium/high risk programs 

until Risk Assessment completed 
2. Provide unit staff with supervision instructions 
3. Check detainee alerts are reviewed and added/altered if required 
4. Check ETU, JH&FMHN, psychologist/counsellor and classification 

officer aware of detainee’s segregation and pending Risk Review 
5. Check Ombudsman notifications 
6. Refer detainee to CSM for Risk Review 
7. Convene a meeting of all relevant parties to review risk if CSM not 

scheduled and detainee will be disadvantaged 
8. Participate in Risk Review/s 
 
Electronic and written reports  
1. Direct employees to complete all required documentation, including;  

 Unit Log book 
 Detainee points/progress observations 
 Record of checks 
 Segregation (CIMS) 
 Misbehaviour Reports,(CIMS) where applicable 
 Incident Reports, (CIMS) where applicable 
 Use of Force reports where applicable 

 
Recording commencement and finalisation of Segregation in CIMS 
Commencement 
1. Refer to Support Point for CIMS online help 
2. Add /create new Segregation record 
3. Enter all details, including:  

 Description of the risk 
 Activity/resources 
 Record of checks details 
 Related details (link to misbehaviour/Incident/DRMP) 

4. Print ‘Record of Segregation’ report when required for:  
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 detainee to sign consent to remain in room if asleep 
 
Finalisation 
1. Enter time and date details immediately after  detainee is removed 

from Segregation  
 
Note:  Failure to enter time and date immediately after segregation ends, 
may result in a false notification being forwarded to the NSW Ombudsman
 

Duty Manager,  
Team Leader 
Court 
Operations 

People you need: 
 Centre Manager 
 Unit Supervisor 
 
Initial Segregation for a period of up to 3 hours 
 
Note: In the absence of the Centre Manager, Segregation - up to 3 hours 
may be approved by the most senior officer on-site  
 
1. Obtain advice from the Unit Supervisor, regarding:    

 reason for segregation 
 location of staff  
 location of detainees 
 injuries sustained  
 safety and/or security concerns 

2. Assess risk of harm  
3. Consult with Unit Supervisor about safety and security concerns  
4. Consider advice obtained from specialist staff and unit staff 
5. Determine immediate safety and security risks the detainee poses 
 
As most senior officer on-site: 
1. Determine if detainee should remain in Segregation due to risk of 

harm to self and/or others 
2. Provide approval for initial segregation, up to 3 hours 
3. Review recommended supervision requirements for detainee in 

segregation 
4. Provide supervision instructions 
5. Complete approval section of Record of Segregation (Support Point - 

CIMS online help) 
6. Notify Centre Manager of approval for Segregation 
7. Monitor detainee’s response to Segregation 
8. Direct Unit Supervisor to remove detainee from Segregation as soon 

as possible when considered safe to do so 
 
As Duty Manager NOT the most senior officer on-site: 
1. Provide advice regarding request for Segregation, including:  

 risk of harm 
 safety and security concerns 
 advice obtained from specialist staff and unit staff 

2. Request approval from the most senior officer on-site 
 
Recording commencement and finalisation of Segregation in CIMS 
Commencement 
1. Refer to Support Point for CIMS online help 
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2. Add /create new Segregation record 
3. Enter all details, including:  

 Activity/resources 
 Record of checks details 
 Related details (link to Misbehaviour/Incident/DRMP) 

4. Print ‘Record of Segregation’ report when required for:  
 detainee to sign consent to remain in room if asleep 
 sending notification to Ombudsman 

5. Enter approval details 
6. Nominate Centre Manager, Regional Director and the Executive 

Director State Wide Operations as soon as practical when 
Segregation will be extended 

 
Note: CIMS will automatically notify the NSW Ombudsman via email of 
any Segregation period which reaches 24 hours 
 
Finalisation 
2. Enter time and date details immediately after  detainee is removed 

from Segregation  
 
Note:  Failure to enter time and date immediately after segregation ends, 
may result in a false notification being forwarded to the NSW Ombudsman
 

Assistant 
Manager (CS) 

People you need: 
 Unit Supervisor 
 Centre Manager 
 JH&FMHN Clinician  
 ETU principal 
 
Following Segregation: 
1. Check ETU principal has been informed of risk 
2. Review detainee at next Client Support Meeting (CSM) to monitor 

their progress and/or concerns associated with reason/s detainee was 
segregated 

 
If detainee poses immediate risk to self and others and segregation 
period will continue beyond 24 hours: 
1. Develop Detainee Risk Management Plan 
2. Follow Detainee Risk Management Plan procedure 
 
Written reports 
As the Approving Manager in charge of the unit in which the incident 
occurred, 
1. Check all reports are completed accurately and timely manner, 

including;  
 Unit Log book 
 Detainee points/progress observations 
 Record of checks book 
 Search register 
 Use of Force 

2. Check CIMS reports  
 Segregation (SupportPoint for CIMS online help) 
 Misbehaviour, as required (SupportPoint for CIMS) 
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 Incident, as required (CIMS) 
3. Refer to SupportPoint CIMS online help 
 

Assistant 
Manager (G) 

People you need: 
 Unit Supervisor 
 Maintenance staff 
 
After risk or event - security 
1. Check staff follow appropriate security procedures 
2. Provide all relevant information and participate in detainee’s Risk 

Assessment 
 
Written reports 
As Approving Manager in charge of the unit in which the risk or event 
occurred 
1. Check all reports are completed accurately and timely manner, 

including;  
 Unit Log book 
 Detainee points/progress observation forms 
 Use of Force 
 Record of checks book 
 Search register 

2. Check CIMS reports  
 Segregation (SupportPoint for CIMS online help) 
 Misbehaviour, as required (SupportPoint for CIMS online help) 
 Incident, as required  

3. Refer to SupportPoint CIMS online help 
4. Check CIMS notes 
 

Centre Manager People you need: 
 Unit Supervisor 
 Duty Manager 
 Assistant Manager  
 Regional Director 
 Executive Director State wide Operations 
 
Initial Segregation for a period up to 3 hours 
1. Obtain advice from Duty Manager/Unit Supervisor, regarding:    

 event 
 location of staff  
 location of detainees 
 injuries sustained  
 safety and/or security concerns 

2. Assess risk of harm 
3. Consider advice obtained from clinical  and unit employees 
4. Determine immediate safety and security risks the detainee poses 
5. Determine if Segregation is required due to risk of harm to self and/or 

others 
6. Provide approval for initial Segregation, up to three (3) hours 
7. Provide supervision instructions 
8. Direct Unit Supervisor to initiate Segregation record in CIMS 
9. Direct Unit Supervisor to remove detainee from Segregation as soon 
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as possible when considered safe to do so 
 
Approving continuation of Segregation over 3 hours: 
1. Assess risk of harm  
2. Consult with Unit Supervisor / Duty Manager about safety and 

security concerns before agreeing to extend Segregation 
3. Consider advice obtained from clinical  and unit employees 
4. Determine immediate safety and security risks detainee poses 
5. Review recommended supervision requirements for detainee in 

segregation 
6. Provide supervision instructions and additional support to manage 

detainee during ongoing segregation period/s 
7. Enter approval details in CIMS (SupportPoint CIMS online help) 
 
If segregation period is likely to exceed 6 hours: 
1. Inform Regional Director of Segregation reasons, including concerns 

for detainee, centre and others safety and/or security 
2. Seek approval to extend segregation period beyond 12 hours if 

necessary 
3. Obtain direction from Regional Director regarding reviews of 

segregation 
4. Direct Assistant Manager/ Duty Manager to initiate development of 

Detainee Risk Management Plan (DRMP) before Segregation extends 
beyond 12 hours 

5. Refer to Detainee Risk Management Plan procedure if approval is 
given to extend segregation period over 24 hours 

 
After incident electronic (CIMS) reports 
1. Check CIMS for notifications daily 
2. Update Segregation approval/s (CIMS) 
3. Review Incident reports (CIMS) 
4. Review Misbehaviour reports (CIMS) 
5. Review DRMP (CIMS) 
 
Recording Segregation in CIMS 
1. Refer to SupportPoint for CIMS online help 
2. Select segregation record 
3. Check all details, including;  

 activity / resources 
 record of checks details 
 related details (Link to Misbehaviour, incident, DRMP) 

4. Enter approval details 
5. Nominate Regional Director and Director Operational Standards and 

Compliance as soon as practical when Segregation will be extended. 
 
Note: approvals can be entered in CIMS out of sequence, provided 
approval officers have been nominated  

 
Related Procedures 
 Detainee Risk Management Plans (DRMP) 
 Incentive Scheme 
 Misbehaviour 
 Use of Force 
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EXECUTIVE MEMORANDUM 

 
TO: Regional Directors 
                       Centre Managers 
  
FROM: Deputy Chief Executive (Operations) 
 
DATE: 17 January 2012 
   
SUBJECT: Misbehaviour Procedure. 
 
The Misbehaviour Procedure has been reviewed and updated in line with the CIMS release of 
the Misbehaviour Module. 
 
The new procedure outlines the changes in the recording of misbehaviour from written to 
electronic form. 
 
An emphasis has been placed on the completion of misbehaviour in the roles of the Unit 
Manager and/or Assistant Managers, with the addition of a section on ‘Endorsing 
Misbehaviour Report’. Completion of the report ensures compliance with the integrity and 
quality assurance of the process. 
 
An issue of concern became apparent during a review of the release of the misbehaviour 
module. Review periods are being indicated for confinement; however outcomes of the 
reviews are very often not indicated in the section provided.  This therefore provides 
incomplete information for monthly reports regarding the length of time in confinement.  
 
The endorsement of a misbehaviour report by a Unit Manager and/or Assistant Manager 
ensures that all sections of reports are completed. 
 
Please ensure all relevant staff are aware of and comply with procedure instructions.   
 
Please direct any queries to Kerry Miller on (02) 9219 9615 or Joanne van Beek on (02) 
9219 9532. 
 
 

Valda Rusis 
Deputy Chief Executive (Operations) 
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Procedures for juvenile Justice Centres 
Juvenile Justice, Department of Attorney General & Justice  

Page 1 of 13 

Misbehaviour 
When to use this procedure 
Use this procedure when a detainee displays behaviour which is inappropriate or improper and 
warrants a consequence or punishment imposed. 
 
What is Misbehaviour? 
Misbehaviour may be described as inappropriate or improper behaviour that warrants a 
consequence or punishment. 
Before referring for Misbehaviour, determine that: 

• Staff have given reasonable opportunity for detainee to stop/change behaviour, and  
• Detainee does not respond to staff intervention and guidance 

 
Before using this procedure 

 Is this your first time using this procedure? Read and understand: 
 Duty of care 
 Inquiry & decisions guidelines 
 Misbehaviour definitions 
 Police Referral and Investigation 
 Misbehaviour referred to the Children’s Court  
 Detainee Behaviour Intervention Framework Chart 

 
There are prescribed punishments for misbehaviour outlined in section 21(1) of the Children 
(Detention Centres) Act 1987. 
 

Punishment For a period Delegation 

Caution Not applicable Assistant Unit Manager or Shift 
Supervisor 

Not exceeding 4 days Shift Supervisor/ Assistant Unit 
Manager / Unit Manager 

Not exceeding 7 days Centre Manager 

Restriction in participation in sports 
activities 

Any period exceeding 
7 days 

Regional Director 

Not exceeding 4 days Shift Supervisor/ Assistant Unit 
Manager / Unit manager 

Not exceeding 7 days Centre Manager 

Restriction in participation from 
leisure activities 

Any period exceeding 
7 days 

Regional Director 

Additional Duties, being duties of a 
constructive nature designed to 
promote the welfare of detainee. 

Not exceeding 7 days Shift Supervisor / Assistant Unit 
Manager 

Exclusion from a place Not exceeding 3 
hours under 16 years 

Shift Supervisor / Assistant Unit 
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Procedures for juvenile Justice Centres 
Juvenile Justice, Department of Attorney General & Justice  

Page 4 of 13 

 location 
 reporting officer name 

5. Complete reporting officer statement including;  
 names 
 clear description of events leading up to & during misbehaviour 
 staff interventions / warnings 

6. Recommend appropriate punishment  
7. Print misbehaviour report provide misbehaviour report to Unit Supervisor 
8. Participate in inquiry process 

Note: When the reporting officer is an external agency staff member, a Juvenile 
Justice employee may be directed to add the misbehaviour report on CIMS. 

Admissions 
Officer 

Procedure for Misbehaviour dealt with by Children’s Court (serious 
misbehaviour) 
This only applies to detainees on a Control Order who commit a Misbehaviour 
as defined in Children (Detention Centres) Regulation 2015, Division 
3: Misbehaviour dealt with by the Children’s Court,  
 
People you need: 
 Assistant Manager (G) 
 Unit Manager 

 
1. Obtain outcome of Children’s Court Hearing 
2. Update CIMS Legal Orders (Justice Link) 
3. Notify Assistant Manager (CS) with details of updated Legal Order  
4. Notify Unit Manager with details of updated Legal Order 

Unit Manager In the role of: Inquiry Officer 
A Reporting Officer cannot be the Inquiry Officer. 
 
Immediately following inappropriate behaviour  
People you need 
 Unit Employees 
 Reporting Officer 
 Duty Manager 
 
1. Listen to verbal report from reporting officer 
2. Attend area as soon as possible 
3. Determine immediate action/response required (Risk based decision 

making) 
4. Advise and support all employees during event 
5. Remove detainee from the area to de-escalate behaviour if possible 
6. Check the supervision level of remaining detainees not involved in 

misbehaviour and remove detainees not engaged in event if required 
7.  (Supervision of Detainees) 
8. Return unit to normal routines as soon as practicable 
9. Arrange for additional employees  (from another area) if required 
10. Contact Duty Manager to arrange approval of additional employees if 

required 
11. Determine if event constitutes:       

 Misbehaviour 
 Incident, or 
 Serious Misbehaviour 

12. Determine if Misbehaviour report is required 



 Misbehaviour procedure 2 October 2015 

Procedures for juvenile Justice Centres 
Juvenile Justice, Department of Attorney General & Justice  

Page 5 of 13 

13. Direct Reporting Officer to complete Misbehaviour Report where 
necessary (CIMS) 

14. Determine if Police Action required (Incident Reporting Policy) 
15. Follow appropriate Incident Procedures where appropriate (Assault, etc) 
16. Refer ‘Serious Misbehaviour’ to Assistant Manager/ Duty Manager 

Note:   If Detainee behaviour is managed by Police charge or referral to 
Children’s Court (Serious Misbehaviour) no further punishment can be imposed, 
Misbehaviour is deemed complete.             

Inquiry into Misbehaviour & Decision 
In instances where the Inquiry Officer witnessed the misbehaviour another 
independent staff member is also required to be included in the inquiry process. 
People you need: 

 Detainee 
 Unit Employees 
 Duty Manager 
 Reporting Officer 
 Independent staff member 

 
1. Read misbehaviour report submitted by Reporting Officer  
2. Clarify details of report with reporting officer i 
3. Collect evidence to assist inquiry 
4. Check previous misbehaviours & punishments where applicable 
5. Record reason for delay in inquiry where necessary 

6. Determine if force was used or if the detainee was physically active and 

may have sustained an injury during the misbehaviour  
7. Ask the detainee if they are hurt and need to see the nurse (offer of medical 

assistance),  if it was determined force was used or the detainee’s actions 
may have caused an injury  

8. Record response in appropriate section on misbehaviour report if applicable
9. Allow detainee to read report for themselves, or read the report aloud if 

requested or necessary 
10. Provide an interpreter for detainee when required 
11. Discuss the misbehaviour report with the detainee 
12. Ask the detainee if they agree with detail in report and if they believe they 

are guilty or not guilty 
13. Ask detainee to write a statement in response to report or write the 

statement for the detainee in their own detainee’s words, if detainee cannot 
write his/her own statement 

14. Enter name/date and sign statement as a true account of detainee’s words  

If detainee refuses to make statement 
1. Note detainee’s refusal to sign in statement section of misbehaviour report
2. Enter your name/date and sign statement as a true account of detainee’s 

refusal to sign 
 
When detainee pleads GUILTY or is found GUILTY 

1. Negotiate appropriate action with detainee & reporting officer 
2. Consider recommended punishment and/or other actions. Eg; referral to 

program/counselling 
3. Determine appropriate actions/punishments required 
4. Check delegation to approve punishments 
5. Refer to Duty Manager before initiating punishment if delegation 
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exceeds your authority. 
6. Determine punishment review periods 
7. Inform detainee of punishments and other actions 
8. Inform detainee of review period  
9. Explain expectations to detainee to enable a successful review 
10. Inform unit staff of determinations 
11. Inform unit staff of supervision requirements 
12. Ensure detainee undertakes punishment and/or other actions 
13. Make referrals as determined necessary 
14. Refer to CIMS process for updating outcomes 
15. Refer to Detainee Risk Management Plan process where necessary 
16. Direct  staff to note event in Unit Log, including Misbehaviour detail & 

Outcome 

When detainee pleads NOT GUILTY 
1. Allow detainee to present further evidence and ask questions  
2. Clarify understanding of detainee and staff 
3. Question other staff or detainees for further information if necessary 
4. Consider all evidence 
5. Determine if detainee is ‘guilty’, ‘not guilty’ or if ‘no determination’ based 

on evidence 
6. Inform detainee of outcome  
7. Inform staff of outcome  

 If detainee found ‘NOT GUILTY’ 
1. Determine if any further action required 
2. Advise detainee and unit employees of outcome 
3. Notify Duty Manager if you have further concerns 
4.  Record outcome  in  CIMS  

If there is insufficient evidence to make determination 
1. Follow appropriate behaviour intervention responses  
2. Determine if any further response / action required 
3. Inform detainee and unit employees staff of outcomes 
4. Record outcome in CIMS  

 
 Review of Punishment 
Reviews can be an effective tool when a detainee is resistant to a punishment 
(at the time he or she is informed of the punishment decision).  Depending on 
the type and duration of the punishment, punishment decisions should be 
reviewed.  Reviewing a lengthy punishment will often assist in alleviating 
problematic or undesirable behaviour. 
 

1. Determine a review period where applicable 
2. Advise detainee of review period 
3. Inform detainee of behaviour expectations during punishment 
4. Negotiate with detainee for agreement to comply 
5. Advise unit employees of review period 
6. Direct unit employees  to complete observation records during 

punishment (confinement) 
7. Discuss detainee’s behaviour during period the punishment is imposed 

with unit employees  
8. Check for any evidence of further problematic behaviour 
9. Inform detainee of any information relevant to your decision regarding 

the review 



 Misbehaviour procedure 2 October 2015 

Procedures for juvenile Justice Centres 
Juvenile Justice, Department of Attorney General & Justice  

Page 7 of 13 

10. Determine if punishment can cease 
11. Determine if a further review is required or original punishment needs to 

continue. 
12. Inform detainee and unit employees of your decision. 
13. Record decision in Inquiry and Decision  section of Misbehaviour 

(CIMS) 
14. Direct unit employees to record decision and outcome of review in Unit 

Log book. 

Punishment complete 
1. Record decision in Inquiry and Decision  section of Misbehaviour 

(CIMS)  
2. Check Misbehaviour Report is complete.  
3. Follow up any missing information.  
4. Update punishment complete details in CIMS 
5. Check detainee receives a copy of report  
6. Include discussion of misbehaviour at Client Assessment Meeting 

(CAMS) with detainee  
7. Discuss misbehaviour in CSM if applicable. 

CIMS Inquiry, Decision & Approval process 
Inquiry Officer must NOT be the Reporting Officer 

1. Review detail entered by Reporting Officer 
2. Determine if inquiry needs to be delayed for any reason 
3. Enter commencement date/time in CIMS 
4. Answer Delay / Suspend YES/NO 
5. Enter Delay / Suspend reason when inquiry delayed  

Inquiry screen detail 
Following the inquiry into misbehaviour & decision making process  
1. Complete inquiry detail in CIMS, including;    

 Additional evidence presented 
 Serious misbehaviour YES/NO  
 Misbehaviour type 
 Determination 
 Reason for determination (evidence) 
 Inquiry officer detail 
 Any independent officer details 
 Details of any additional staff / detainees involved in inquiry 
 Scanning of staff / detainee statement into CIMS 

2. Add details of offer of medical assistance to detainee in comments section, 
if applicable, including: 
 type of concern identified by employees (If applicable) 
 if detainee was offered medical assistance 
 detainee's response 
 if a referral was made to JH&FMHN (if applicable) 
 date/ time of referral to JH&FMHN (if applicable) 
 response form JH&FMHN (if applicable) 

Note: If serious misbehaviour ‘YES’ is selected, the CIMS process is complete 
and manual process must be followed.  If the Detainee behaviour is managed 
by Police charge or referral to Children’s Court (Serious Misbehaviour) no 
further punishment may be imposed, Misbehaviour is deemed complete.  
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Decision screen detail 
1. Update decision details, including: 

 One or more responses 
 No punishment or (one) punishment 
 Punishment reviews 
 Review outcomes 
 Time / Date punishment completed 

 
Punishment Approvals screens 
1. Enter approval details 
2. Submit CIMS notification to approving manager when required 
  
Punishment Approvals 
When misbehaviour is referred for delegated approval 
1. Check CIMS for outstanding Misbehaviour Reports 
2. Check details of Misbehaviour Reports 
3. Raise any concerns with unit employees / Assistant Manager 
4. Approve Misbehaviour 
5. Add comment as required 

Endorsing Misbehaviour Record (first level approval- CIMS) 
As Unit Manager responsible for unit where detainee resides: 
1. Check CIMS for incomplete misbehaviours 
2. Check all details are entered into CIMS, including; 

• Detail: Who, When, Where, How in Reporting Officer statement 
• Statement: Detainee response and document scanned & uploaded 
• Inquiry: Reasons for delay/suspension ;Evidence; Misbehaviour type; 

Determination; participants 
• Decision: Is punishment appropriate; was punishment reviewed; 

comments; punishment complete 
• Approval: Check punishment approved  

3. Enter First level approval detail 
4. Add comment where necessary 
5. Refer to Unit Manager to obtain or complete further detail if required 
6. Provide feedback to unit employees regarding quality of reports and 

managing behaviour 
7. Complete Misbehaviour in CIMS, or refer to Centre Manager when required 
 
Note: Punishment comments require the following detail; specify activity, duties, 
confinement location, record of checks detail, review outcomes, other 
information 
 
Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
This only applies to detainees on Control Order who commit Misbehaviours as 
defined in the Children (Detention Centres) Regulation 2015, Division 
3: Misbehaviour dealt with by the Children’s Court.  This will generate a change 
in Control status and leave eligibility, requiring classification review and CSM 
review. 
 
People you need: 
 Centre Manager  
 Duty Manager 
 Assistant Manager (Client Services)  
 Admissions Officer 
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1. Inform Centre Manager after a request is made to refer misbehaviour to 
the Children’s Court.  

2. Ask if they approve of use of Serious Misbehaviour;  
3. Check a Notice of Hearing at Children's Court - Serious Misbehaviour is 

prepared and signed by Centre Manager (JJ-A015).  
4. Submit original copy of Notice of Hearing at Children's Court - Serious 

Misbehaviour and copy of Misbehaviour Report to Court  
5. Contact Registrar of closest Children's Court.  
6. Inform Registrar of referral to Children’s Court (serious misbehaviour).  
7. Request a hearing date at that court for detainee to attend.  

 
When referral to Children’s Court NOT supported:  

1. Inform referring staff if Centre Manager does not approve referral to 
Children’s Court. 

2. Recommend an alternative response to behaviour.  
 
When hearing date is provided by court:  

1. Inform detainee involved and their parent/significant other of date of 
hearing and explain court procedures for hearing.  

2. Check detainee has access to legal representation by informing Unit 
Manager and Assistant Manager (Client Services).  

3. Check three copies are made of Notice of Hearing and distributed 
according to following (JJ-A015):      
 copy to detainee;  
 copy to detainee’s D File;  
 copy to detainee’s legal representative 

4. Inform Reporting Officer of hearing date and if they’ll be needed at 
Court (eg. where detainee has entered a plea of not guilty)  

5. Inform victim (if any) detainee will be appearing at Court.  
6. Inform Assistant Manager (Client Services) and Admissions Officer of 

hearing date.  
7. Contact detainee’s parent/significant other and inform of hearing date. 
8. Notify Classification Officer of Serious Misbehaviour. 

 When Children’s Court imposes extension of Control Order: 
1. Advise detainee of Court Outcome 
2. Advise detainee of new Critical Dates for Leave (CIMS) 
3. Advise unit employees of outcomes  
4. Notify Detainee’s family of court outcomes 

Assistant 
Manager (G) 

Endorsing Misbehaviour Report (second level approval) 
 
As Assistant Manager responsible for unit where detainee resides: 

1. Check CIMS for incomplete Misbehaviours 
2. Check all details entered into CIMS, including; 

 Detail: Who, When, Where, How in Reporting Officer statement 
 Statement: Detainee response and document scanned & uploaded 
 Inquiry: Reasons for delay/suspension ;Evidence; Misbehaviour 

type; Determination; participants 
 Decision: Is punishment appropriate; was punishment reviewed; 

comments; punishment complete 
 Approval: Check punishment approved  

3. Enter Second level approval detail 
4. Add comment where necessary 
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5. Refer to Unit Manager to obtain or complete further detail if required 
6. Provide feedback to Unit Manager regarding quality of reports and 

managing behaviour 
7. Complete Misbehaviour in CIMS, or refer to Centre Manager when 

required 

Punishment Approvals 
As Assistant Manager responsible for Unit where detainee resides and 
delegated approval required: 

1. Check CIMS Reports for outstanding Misbehaviour  
2. Check details of Misbehaviour 
3. Raise any concerns with Unit Manager 
4. Approve Misbehaviour 
5. Refer to Centre Manager or, 
6. Check details of Misbehaviour Report    

• statement 
• inquiry and decision 
• Punishment Approvals 

 
Procedure for Misbehaviour dealt with by Children’s Court (serious 
misbehaviour) 
This only applies to detainees on Control Order who commit Misbehaviours as 
defined in Children (Detention Centres) Regulation 2010,Division 
3: Misbehaviour dealt with by the Children’s Court,  

1. Obtain outcome of Children’s Court Hearing 
2. Check CIMS for updated critical dates 

Note: Where additional days are imposed by the Children’s Court Magistrate 
the detainee’s non-parole period or term of detention is calculated on the 
current control order, it is not a new Order. (e.g. extend the detainee discharge 
date on the original control order by the number of days imposed by the court) 

Assistant 
Manager (CS) 

Endorsing Misbehaviour record (second level approval) 
 
As Assistant Manager responsible for unit where detainee resides: 

1. Check CIMS for incomplete Misbehaviours 
2. Check all details entered into CIMS, including; 

 Detail: Who, When, Where, How in Reporting Officer statement 
 Statement: Detainee response and document scanned & uploaded 
 Inquiry: Reasons for delay/suspension ;Evidence; Misbehaviour 

type; Determination; participants 
 Decision: Is punishment appropriate; was punishment reviewed; 

comments; punishment complete 
 Approval: Check punishment approved  

3. Enter Second level approval detail 
4. Add comment where necessary 
5. Refer to Unit Manager to obtain or complete further detail if required 
6. Provide feedback to Unit Manager regarding quality of reports and 

managing behaviour 
7. Complete Misbehaviour in CIMS, or refer to Centre Manager when 

required 
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Punishment Approvals 
As Assistant Manager responsible for Unit where detainee resides and 
delegated approval required: 

1. Check CIMS Reports for outstanding Misbehaviour  
2. Check details of Misbehaviour 
3. Raise any concerns with Unit Manager 
4. Approve Misbehaviour 
5. Refer to Centre Manager or, 
6. Check details of Misbehaviour Report    

• statement 
• inquiry and decision 
• Punishment Approvals 

Risk Assessments and Case Reviews 
People you need: 
 Unit Manager 
 ETU Principal 
 

1. Check detainee is listed for next  Client Services Meeting (CSM) after an 
event  leading to a misbehaviour report 

2. Determine if review of detainee’s Risk Assessment is needed  
3. Arrange review of detainees risk assessment as soon as possible after 

event  
4. Consult with ETU Principal about changes to risk assessment  
5. Inform ETU Principal of any changes to risk ratings, as soon as possible if 

they are absent for review  
6. Inform Unit Manager of updated risk assessment 
7. Record outcome of risk assessment in a case note (CIMS) 

Centre Manager Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
This only applies to detainees on Control Order who commit Misbehaviours as 
defined in Children (Detention Centres) Regulation 2010,Division 
3: Misbehaviour dealt with by the Children’s Court. Once a matter has been 
before a Children’s Court Magistrate, no further penalty can be imposed by 
centre staff, irrespective of the outcome. I.e. guilty, not guilty or no 
determination. 

1. Consider recommended referral to Children’s Court 
2. Determine if referral to Children’s Court approved/not approved 
3. Inform Duty Manager of your decision 

If referral to Children’s Court approved, 
1. Sign Notice of Hearing at Children's Court - Serious Misbehaviour form (JJ-

A015).  
2. Attend court and present evidence. 
 
Punishment Approvals 
When delegated approval required: 
1. Check details of Misbehaviour Report, including;   

 statement 
 inquiry and decision 
 Punishment Approvals  

2. Raise any concerns with Unit Manager / Assistant Manager 
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Manager steps 
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during inquiry stage 

Additions to Reporting Officer and 
Inquiry Officer reporting steps 
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Misbehaviour 
 
When to use this procedure 
Use this procedure when a detainee displays behaviour which is inappropriate or improper and warrants a 
consequence or punishment imposed. 
 
What is Misbehaviour? 
Misbehaviour may be described as inappropriate or improper behaviour that warrants a consequence or 
punishment. 
 
Before referring for Misbehaviour, determine that: 
• Staff have given reasonable opportunity for detainee to stop/change behaviour, and   
• Detainee does not respond to staff intervention guidance 
 
Before using this procedure 
Is this your first time using this procedure? Read and understand: 
• Detainee Behaviour Intervention Framework  
• Misbehaviour and Punishment Resource (Definitions/Punishments) 
• Detainee Behaviour Intervention Plans 
• Detainee Risk Management Plans 
• Duty of Care 
• Serious Misbehaviour 
• Children (Detention Centres) Regulation 2010, Division 3 
 
There are prescribed punishments for misbehaviour outlined in section 21(1) of the Children (Detention 
Centres) Act 1987. 
 
The term 'Unit Supervisor' refers to the staff member who is in charge of the unit at the time, which includes 
a Unit Manager, Assistant Unit Manager or Shift Supervisor. 

Start using this procedure 
Find your role and what you need to do. 
Role When required Responsibilities 
All Employees Always, as the Reporting Officer All Employee steps 
Assistant Unit 
Manager 

In the absence of the Unit Manager- as 
the Inquiry Officer 

Unit Manager steps 

Shift Supervisor In the absence of Unit Manager - as the 
Inquiry Officer 

Unit Manager steps 

Unit Manager Always Unit Manager steps 
Duty Manager In the absence of Unit Manager,  

In the absence of the Assistant Manager 
(G) 

Unit  Manager steps 
Assistant Manager (G) steps 

Assistant Manager 
(G) 

Always Assistant Manager (G) steps 

Assistant Manager 
(CS) 

Always Assistant Manager (CS) steps 

Centre Manager Always Centre Manager steps 
Admissions Officer Always, as directed following Serious 

Misbehaviour 
Admissions Officer steps 
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Procedural steps 
Role Responsibilities 
All 
Employees  

As the Reporting Officer 
If you witnessed detainee’s misbehaviour, made attempts to correct behaviour and will be 
responsible for reporting behaviour to a senior officer you are the Reporting Officer. The 
Inquiry officer must NOT be the Reporting Officer 
 
When dealing with challenging behaviour 
1. Assess the scenario you are presented with by gathering all the facts 
2. Determine the range of consequences that may occur depending on your actions 
3. Determine the hazards associated with each choice 
4. Make decisions and take actions that achieve the pathway of least risk 
5. Make an immediate decision the situation is likely to escalate quickly 
6. Analyse the  range of options available before a decision is made, if time permits  
 
Reporting Misbehaviour 
 
When you have observed inappropriate detainee behaviour  and believe that this 
constitutes a misbehaviour 
1. Intervene and speak to detainee  
2. Direct detainee to cease inappropriate behaviour  
3. Advise detainee of possible consequences for continuing with the inappropriate 
behaviour 
4. Contact and inform Unit Supervisor of detainee behaviour witnessed and 
interventions taken 
5. Follow directions of Unit Supervisor for managing the behaviour  
6. Complete a Misbehaviour Report when directed by Unit Supervisor (CIMS) 
7. Record  event in detainee’s Case note if Unit Supervisor decides no further action will 
be taken (Behaviour-CIMS). 
8. Enter details of behaviour and response to intervention on Progress & 
Points/Observation form 
 
When continual misbehaviour issues and concerns are occurring consider: 
• Detainee Risk Management Plans 
• Raising Misbehaviour at CSM 
• Referral to psychologist 
• Referral to program 
• Mediation or other alternative strategies 
 
Serious Misbehaviour 
This only applies to detainees on Control Order who commit Misbehaviours as defined in 
the Children (Detention Centres) Regulation 2015, Division 3: Misbehaviour dealt with by 
the Children’s Court.  This will generate a change in Control status and leave eligibility, 
requiring classification review and CSM review. 
 
If serious misbehaviour ‘YES’ is selected, the CIMS process is complete and manual 
process must  be followed.  If the Detainee behaviour is managed by Police charge or 
referral to Children’s Court (Serious Misbehaviour) no further punishment may be imposed, 
Misbehaviour is deemed complete.  
 
Completing Misbehaviour Report (CIMS) 
1. Obtain directions for completing Misbehaviour report on CIMS from Unit Supervisor. 
2. Refer  to Support Point (CIMS) in the first instance for guidance on all CIMS process 
3. Initiate CIMS Misbehaviour report. 
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4. Enter all misbehaviour details 
5. Complete all required fields on reporting officer statement including;  

• names 
• clear description of events leading up to & during misbehaviour 
• staff interventions / warnings 

6. Recommend appropriate punishment   
7. Print misbehaviour report provide misbehaviour report to Unit Supervisor 
8. Participate  in inquiry process 
 
Note:  When the reporting officer is an external agency staff member, a Juvenile Justice 
employee may be directed to add the misbehaviour report on CIMS. 

Admissions 
Officer  

Procedure for Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
1. Obtain outcome of Children’s Court Hearing 
2. Update CIMS Legal Orders (Justice Link) 
3. Notify  Assistant Manager (CS) with details of updated Legal Order  
4. Notify Unit Manager with details of updated Legal Order 

Unit 
Manager  

In the role of: Inquiry Officer 
A Reporting Officer cannot  be the Inquiry Officer. 
 
Immediately following behaviour event 
1. Listen to verbal report from reporting officer 
2. Attend area as soon as possible 
3. Determine immediate action/response required (Risk based decision making)  
4. Advise and support all employees during event 
5. Remove detainee from the area to de-escalate behaviour if possible 
6. Check the supervision level of remaining detainees not involved in misbehaviour and      
       remove detainees not engaged in event if required (Supervision of Detainees) 
7. Return  unit to normal routines as soon as practicable 
8. Contact Duty Manager to arrange approval of additional employees if required 
9. Determine if event constitutes a misbehaviour report or serious misbehaviour and/or      
incident 
10. Direct Reporting Officer to complete Misbehaviour Report where necessary (CIMS) 
11. Determine if Police Action required (Incident Reporting Policy) 
12. Follow appropriate Incident Procedures where appropriate  (Assault, etc)  
13. Refer ‘ Serious Misbehaviour’ to Assistant Manager/ Duty Manager 
 
Inquiry into Misbehaviour & Decision 
In instances where the Inquiry Officer witnessed the misbehaviour another independent 
staff member is also required to be included in the inquiry process. 
 
1. Read misbehaviour report submitted by Reporting Officer  
2. Clarify  details of report with reporting officer  
3. Collect  evidence to assist inquiry 
4. Check previous misbehaviours & punishments where applicable 
5. Record  reason for delay in inquiry where necessary 
6. Determine if force was used and/or if the detainee was physically active during the 
misbehaviour  
7. Ask the detainee if they are hurt or ill and need to see the nurse (offer of medical 
assistance),  if it was determined that employees used force or the detainee was physically 
active during the misbehaviour 
8. Record  response in misbehaviour report  
9. Allow  detainee to read report for themselves, or read  the report aloud if requested or 
necessary 
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10. Provide an interpreter for detainee when required 
11. Discuss the misbehaviour report with the detainee 
12. Ask the detainee if they agree with detail in report and if they believe they are guilty or 
not guilty 
13. Ask detainee to write a statement in response to report or write the statement for the 

detainee in the detainee’s own words if requested or necessary 
14. Enter  name/date and sign statement as a true account of detainee’s words  
 
If detainee refuses to make statement  
1. Note detainee’s refusal to sign in statement section of misbehaviour report 
2. Enter  your name/date and sign statement as a true account of refusal to sign 
 
When detainee pleads GUILTY or is found GUILTY  
1. Negotiate  appropriate action with detainee & reporting officer 
2. Determine if an additional action or response is required (e.g. referral, mediation ) 
3. Reflect additional responses in Misbehaviour Report 
4. Consider  recommended punishment or consequence 
5. Check delegation to approve punishments 
6. Refer to Duty Manager before initiating if punishment delegation exceeds authority 
7. Determine punishment review periods 
8. Inform  detainee of punishments and other actions 
9. Inform  detainee of review period  
10. Explain  expectations to detainee to enable a successful review 
11. Inform  unit staff of determinations 
12. Inform  unit staff of supervision requirements 
13. Ensure detainee undertakes punishment and/or other actions 
14. Make referrals as determined necessary 
15. Refer  to CIMS process for updating outcomes 
16. Refer  to Detainee Risk Management Plan procedure where necessary 
17. Record  a brief note of event in Unit Log, including Misbehaviour number and outcome 
 
When detainee pleads  NOT GUILTY 
1. Allow  detainee to present further evidence and ask questions  
2. Clarify  understanding of detainee and staff 
3. Question  other staff or detainees for further information if necessary 
4. Consider  all evidence 
5. Determine if detainee is guilty based on evidence/ investigation 
6. Inform  detainee and staff of outcome  
 
If detainee found ‘NOT GUILTY’  
1. Determine if any further action required 
2. Advise detainee and unit employees of outcome 
3. Notify Duty Manager if you have further concerns  
4. Record outcome in CIMS  
 
If there is insufficient evidence to make determination  
1. Follow appropriate behaviour intervention responses  
2. Determine if any further response / action required 
3. Inform  detainee and unit employees staff of outcomes 
4. Record outcome  in CIMS  
 
Review of Punishment 
Reviews are often effective when a detainee is resistant to a punishment and should be 
undertaken wherever possible. Inquiry officers must also record reason/s why a review is 
not undertaken. 
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1. Determine a review period where applicable 
2. Record reason if a review is  not undertaken 
3. Advise detainee of review period 
4. Inform detainee of behaviour expectations during punishment 
5. Negotiate with detainee for agreement to comply 
6. Advise unit employees of review period 
7. Direct unit employees  to complete observation records during punishment  
8. Assess  detainee’s behaviour during the punishment  
9. Check for any evidence of further problematic behaviour 
10. Inform  detainee of any information relevant to your decision regarding the review 
11. Determine if punishment can cease 
12. Determine if a further review is required or original punishment needs to continue. 
13. Inform  detainee and unit employees of your decision. 
14. Record  decision in Inquiry and Decision  section of Misbehaviour (CIMS) 
15. Record  decision and outcome of review in Unit Log book 
 
Punishment complete 
1. Record  decision in Inquiry and Decision section of Misbehaviour (CIMS)  
2. Check Misbehaviour Report is complete.  
3. Follow  up any missing information.  
4. Update punishment complete details in CIMS 
5. Check detainee receives a copy of report  
6. Include discussion of misbehaviour at Client Assessment Meeting with detainee  
7. Discuss misbehaviour at CSM if applicable 
 
CIMS Inquiry, Decision & Approval process 
1. Review  detail entered by Reporting Officer 
2. Determine if inquiry needs to be delayed for any reason 
3. Enter commencement date/time in CIMS 
4. Answer  Delay / Suspend YES/NO 
5. Enter  Delay / Suspend reason when inquiry delayed  
 
Inquiry screen detail  
Following the inquiry into misbehaviour & decision making process  
1. Refer to Support Point Online Help for guidance (if required)  
2. Complete all inquiry detail in CIMS 
3. Add  all details of offer of medical assistance to detainee in comments section including: 
• type of concern identified by employees (If applicable) 
• if detainee was offered medical assistance 
• detainee's response 
• date/time and details referral was made to JH&FMHN (if applicable) 
 
Decisi on screen detail 
1. Update decision details, including: 
• One or more responses 
• No punishment or (one) punishment 
• Punishment reviews 
• Review outcomes 
• Time / Date punishment completed 
 
Punishment Approvals screens 
1. Enter approval details 
2. Submit CIMS notification to approving manager when required 
 Punishment Approvals 
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When misbehaviour is referred for delegated approval 
1. Check CIMS for outstanding Misbehaviour Reports 
2. Check details of Misbehaviour Reports 
3. Raise any concerns with unit employees / Assistant Manager 
4. Approve Misbehaviour 
5. Add  comment as required 
 
Endorsing Misbehaviour Record (first level approval) 
 
As Unit Manager responsible for unit where detainee resides: 
1. Check CIMS for incomplete misbehaviours 
2. Check all required details are entered into CIMS in full (Support Point) 
3. Determine if an additional action or response is required  
4. Reflect  additional responses in Misbehaviour report 
5. Enter  First level approval detail 
6. Add  comment where necessary 
7. Obtain or complete further detail if required 
8. Provide feedback to unit employees regarding reports and behaviour management 
9. Complete Misbehaviour in CIMS, or refer to Centre Manager when required  
 
Note: Punishment comments require the following detail; specify activity, duties, 
confinement location, record of checks detail, review outcomes, other information 
 
Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
1. Inform  Centre Manager after a request is made to refer misbehaviour to the Children’s        

Court 
2. Ask if they approve of use of Serious Misbehaviour;  
3. Check a Notice of Hearing at Children's Court - Serious Misbehaviour is prepared and 

signed by Centre Manager Submit  original copy of ‘Notice of Hearing at Children's 
Court - Serious Misbehaviour’ and copy of Misbehaviour Report to Court  

4. Contact  Registrar of closest Children's Court 
5. Inform  Registrar of referral to Children’s Court (serious misbehaviour).  
6. Request  a hearing date at that court for detainee to attend 
 
When referral to Children’s Court NOT supported:  
1. Inform  referring staff if Centre Manager does not approve referral to Children’s Court. 
2. Recommend  an alternative response to behaviour 
 
When hearing date is provided by court:  
1. Inform  detainee involved and their parent/significant other of date of hearing and 
explain court procedures for hearing 
2. Check  detainee has access to legal representation by informing Unit Manager and 
Assistant Manager (Client Services) 
• Check  three copies are made of Notice of Hearing and distributed to detainee 
detainee’s D File & legal representative 
3. Inform  Reporting Officer of hearing date and if they’ll be needed at Court (eg. where 
detainee has entered a plea of not guilty)  
4. Inform  victim (if any) detainee will be appearing at Court.  
5. Inform  Assistant Manager (Client Services) and Admissions Officer of hearing date.  
6. Contact detainee’s parent/significant other and inform of hearing date. 
7. Notify Classification Officer of Serious Misbehaviour 
 
 When Children’s Court imposes extension of Control Order: 
1. Advise detainee of Court Outcome 
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2. Advise detainee of new Critical Dates for Leave (CIMS) 
3. Advise unit employees of outcomes  
4. Notify Detainee’s family of court outcomes 

Assistant 
Manager  
(G) 

Endorsing Misbehaviour Report (second level approval) 
 
As Assistant Manager responsible for unit where detainee resides: 
1. Check CIMS for incomplete Misbehaviours 
2. Check all required details are entered into CIMS (Support Point) 
3. Check review details and reasons if this was not undertaken 

 
Approval: Check punishment approved  
1. Enter  Second level approval detail 
2. Add  comments where necessary 
3. Refer  to Unit Manager to obtain or complete further detail if required 
4. Provide feedback to Unit Manager regarding misbehaviour report and management 
5. Complete Misbehaviour in CIMS, or refer to Centre Manager when required 
 
Punishment Approvals 
 
As  Assistant Manager responsible for Unit where detainee resides: 
1. Check CIMS Reports for outstanding Misbehaviour  
2. Check details of Misbehaviour 
3. Raise any concerns with Unit Manager 
4. Approve Misbehaviour 
5. Refer to Centre Manager or, 
6. Check details of Misbehaviour Report    
 
Procedure for Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
1. Obtain outcome of Children’s Court Hearing 
2. Check CIMS for updated critical dates 
 

Assistant 
Manager 
(CS) 

Endorsing Misbehaviour record (second level approval) 
 
As Assistant Manager responsible for unit where detainee resides: 
1. Check CIMS for incomplete Misbehaviours 
2. Check required details are completed in CIMS 
3. Enter  Second level approval detail 
4. Add  comment where necessary 
5. Refer  to Unit Manager to obtain or complete further detail if required 
6. Provide  feedback to Unit Manager on quality of reports and managing behaviour 
7. Complete Misbehaviour in CIMS, or refer to Centre Manager when required 
 
Punishment Approvals 
 
As Assistant Manager responsible for Unit where detainee resides and delegated 
approval required: 
1. Check CIMS Reports for outstanding Misbehaviour  
2. Check details of Misbehaviour 
3. Raise any concerns with Unit Manager 
4. Approve Misbehaviour 
5. Refer to Centre Manager or, 
6. Check all required fields and details are completed in Misbehaviour Report    
 
Risk Assessments and Case Reviews 
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1. Check  detainee is listed for next  Client Services Meeting (CSM) after an 
event  leading to a misbehaviour report (if required) 

2. Determine if review of detainee’s Risk Assessment is needed  
3. Arrange review of detainees risk assessment as soon as possible after event  
4. Consult  with ETU Principal about changes to risk assessment  
5. Inform  ETU Principal of any changes to risk ratings, as soon as possible if they are 

absent for review  
6. Inform Unit Manager of updated risk assessment 
7. Record  outcome of risk assessment in a case note (CIMS) 

Centre 
Manager  

Misbehaviour dealt with by Children’s Court (serious misbehaviour) 
1. Consider  recommended referral to Children’s Court 
2. Determine if referral to Children’s Court approved/not approved 
3. Inform Duty Manager of your decision 
 
If referral to Children’s Court approved 
1. Sign  Notice of Hearing at Children's Court - Serious Misbehaviour form (JJ-A015).  
2. Attend court and present evidence. 
 
Punishment Approvals 
When delegated approval required: 
1. Check details of Misbehaviour Report, including;   

• statement 
• inquiry and decision 
• Punishment Approvals  

2. Raise any concerns with Unit Manager / Assistant Manager 
  
Endorsing Misbehaviour record (third level approval) 
1. Check CIMS for incomplete Misbehaviours 
2. Check all details entered into required fields in CIMS (Support Point) 
3. Check review details and reasons if this was not undertaken 
4. Assess if punishment/consequence is appropriate 
5. Enter  third level approval detail 
6. Add  comment where necessary 
7. Refer  to Assistant Manager / Unit Manager to obtain or complete further detail if 

required  
8. Approve Misbehaviour, or 
9. Refer to Regional Director when higher delegation required  
 

 
Legislation 
Children (Detention Centre) Act 1987 
Section 20; 21 & 22 
 
Children (Detention Centres) Regulation 2015 
Part 8, Misbehaviour 
Division 1, Misbehaviour generally 
Division 2, Misbehaviour dealt with otherwise than by the Children's Court 
Division 3, Misbehaviour dealt with by the Children's Court 
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Detainee Risk Management Plans (DRMP) 

When to use this procedure 
Use this procedure when an individual management plan is required for a detainee who: 
 poses a significant risk to themselves and/or others, OR 
 cannot be managed using the Incentive Scheme, OR 
 is segregated from general population for 24 hours or more, 

DRMP must be used for all internal management plans, behaviour management plans, or any 
other individual plan, regardless of whether the plan includes periods of segregation.  

 
Start using this procedure 
Your responsibilities 
Find your role. Find what you need to do. 

Role When required  Responsibilities 

All Staff Always  All Staff steps 

Assistant Unit Manager / 
Shift supervisor 

In the absence of, or as 
directed by Unit Manager 

Unit Manager steps 

Unit Manager Always Unit Manager steps 

Centre Psychologist Always Psychologist steps 

Duty Manager In the absence of Unit Manager Unit  Manager steps  

Duty Manager 
In the absence of Assistant 
Manager (CS) 

Assistant Manager (CS) steps 

Assistant Manager (Client 
Services) 

Always Assistant Manager CS steps 

Assistant Manager 
(Generalist) 

As Manager in charge of  the 
Unit where Detainee Resides 

Assistant Manager steps 

Centre Manager Always Centre Manager steps 

  
What is DRMP? 
Detainee Risk Management Plan is an individual plan, developed in consultation between unit staff, 
specialist staff and external staff to provide effective strategies to minimise the risk of harm by a 
detainee who is not responding to centre routines and procedures.   
 
Any DRMP which exceeds 24 hours and includes periods of segregation must be approved by 
Executive Director, State Wide Operations prior to implementation. 
 
The NSW Ombudsman must be notified of a detainee being subject to segregation for a period of 24 
consecutive hours. Consult the segregation procedure for further instruction on segregation. 
 
DRMP Reviews must be completed within the stated timeframes and approval obtained before 
continuation of DRMP. 
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7. Provide information to Unit Manager about observed detainee behaviour/s. 
8. Enter daily CIMS Case Note to record interactions and observations of 

detainee 
9. Monitor detainee responses for DRMP review 
10. Participate in DRMP review  

Unit Manager People you need: 
 Unit Staff 
 Unit Supervisor 
 Centre Psychologist 
 Justice Health Registered Nursing Unit Manager (JHRNUM) 
 ETU Principal 
 Assistant Manager (CS) 

 Daily 

1. Check CIMS Reports for:  
 ‘Current, Incomplete, Declined DRMP / DRMP Review Report’.  

2. Follow up outstanding approvals.  
3. Follow up DRMP Reviews required. 

Development of a DRMP, in consultation with centre psychologist, 
where possible 

As directed by Assistant Manager (CS) 

Note: To ensure the DRMP reaches the required officer for approval within the 
delegated time frame: when it is considered Segregation will exceed 24 hours, a 
DRMP must be developed within the first 12 hours of segregation. 

1. Make referral to Centre Psychologist (CIMS) 
2. Define behaviour/s that must be addressed to minimise risk of harm. 
3. Collate information about:  

 Incident 
 Staff observations  
 Misbehaviour  

4. Contact JHRN for medical assessment 
5. Ask JHRN for Health Problem Notification, this should include;  

 any withdrawal issues, 
 treatment plan, 
 medication/s and/or any recent changes to medication, 
 side effects of medication,  
 advice for staff, 

6. Obtain advice from centre psychologist regarding assessments and/or 
issues which contribute to detainees responses. Information obtained 
should include: 

 behaviour/s that need to be addressed to minimise risk of harm, 
 known indicators of escalating stress, 
 identified situations known to escalate detainee’s stress responses, 
 recommended strategies to de-escalate detainee’s response to 

stressors, 
 current program participation 
 proposed alternate means to engage detainee if  risk prohibits 
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participation in programs  
 recommendation for segregation of  detainee for all or part of daily 

unit routines 
7. Obtain ETU advice about assessments, education plan and responses to 

staff. 
8. Gather information from unit staff, centre psychologist JHRNUM and ETU 

principal to inform plan. 
9. Ask about managing both positive and difficult responses by detainee. 
10. Review current supervision arrangements. 
11. Recommend development of DRMP to Assistant Manager / Duty Manager. 
12. Include challenges for staff to be addressed in plan. 
13. Enter DRMP into CIMS, as directed by Assistant Manager/Duty Manager. 

o Note: Refer to segregation procedure regarding notifying the NSW 
Ombudsman of segregation 

 Managing detainee on DRMP 

Note: When the psychologist or Justice Health Registered Nurse advises that 
the detainee appears to be at risk of self-harm, the detainee must be visually 
checked at intervals of 10 minutes, or less as advised by clinical staff/unit 
supervisor.  

1. Inform unit staff of DRMP requirements. 
2. Provide copy of DRMP for direct supervising staff. 
3. Provide clear directions regarding in room checks. 
4. Provide clear directions to staff for all interactions/negotiations with 

detainee. 
5. Provide advice regarding detainee access to  rewards, activities and 

programs,  
6. Provide clear direction for the provision of refreshments, meals and 

access to cutlery. 
7. Maintain contact with supervising staff.  
8. Provide support for staff to enable detainee access to activities and 

programs as defined in DRMP. 
9. Direct supervising staff to monitor and record all interactions with detainee. 
10. Review Record of Checks book daily when DRMP includes periods of 

segregation. 
11. Review Unit Log book daily. 
12. Review staff advice regarding detainee’s behaviours and responses. 
13. Visit detainee daily:  

 Inform of DRMP requirements and time frames 
 Check detainee’s understanding of plan 
 Review detainee’s responses 
 Negotiate rewards where possible 
 Aim to reduce restrictions imposed by DRMP 

14. Monitor detainee’s responses for DRMP review. 

DRMP Reviews 
Note: If existing DRMP does not include periods of segregation, however 
Segregation is now required due to escalating risk a new DRMP must be 
developed. 
1. Visit detainee daily while on DRMP. 
2. Monitor DRMP daily. 
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3. Review application of DRMP.  
4. Review detainee’s responses. 
5. Provide Assistant Manager (CS) with all relevant information. 
6. Participate in DRMP review. 
7. Consider alternate / less restrictive interventions where possible. 
8. Enter DRMP Review in CIMS, as directed by AM (CS). 
9. Complete DRMP within stated time frames. 
10. Forward DRMP Review for appropriate approvals. 
11. Complete a new DRMP when DRMP review indicates period/s of 

segregation are now required that were previously not included in 
DRMP. 

o Note: Refer to segregation procedure regarding notifying the NSW 
Ombudsman of segregation 

Duty Manager Daily 

1. Check CIMS Reports for:  

 ‘Current, Incomplete, Declined DRMP / DRMP Review Report’.  

2. Monitor current DRMP. 
3. Visit detainee daily.  
4. Follow up outstanding approvals.  

 Inform of DRMP requirements and time frames 
 Check detainee’s understanding of plan 
 Review detainee’s responses 
 Negotiate rewards where possible 
 Aim to reduce restrictions imposed by DRMP 

5. Follow up DRMP Reviews required 

Assistant 
Manager (Client 
Services) 

People you need: 
 Unit Supervisor 
 Justice Health Registered Nursing Unit Manager 
 Centre psychologist 
 Unit Manager 
 Duty Manager 
 Centre Manager 
 Regional Director 
 
Developing Detainee Risk Management Plan 
 
1. Convene meeting of all interested parties where possible. 
2. Obtain details of behaviours /concerns to be addressed by DRMP, 

including; 
 behaviour/s that must be addressed to minimise risk of harm 
 indicators of escalating stress (if known) 
 triggers / situations known to escalate detainee’s stress responses. 

3. Identify strategies to de-escalate detainee’s response to stressors. 
4. Ask the psychologist to provide advice to assist staff responses to client. 
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5. Risk Assess which programs detainee may attend. 
6. Determine alternate means to engage detainee if not able to attend 

programs. 
7. Determine if detainee must be segregated for all or part of daily unit 

routines. 
8. Enter or direct Unit Supervisor to enter DRMP into CIMS,  
9. Obtain DRMP approvals prior to implementation. 

 When DRMP includes period/s of Segregation: 
1. Consult psychologist on any requirement for counselling and monitoring of 

DRMP. 
2. Confirm arrangements for detainee to be attended by JHRN daily. 
3. Provide clear directions to staff regarding provision of items, including 

meals and provision of cutlery at meal times. 
4. Determine any exercise periods where risk permits. 
5. Check DRMP includes;  

 reason/s for extended segregation (if applicable), 
 behaviour / concerns staff must observe and monitor during 

segregation period, 
 place where detainee is accommodated 
 supervision requirements 
 items / activities detainee may have access to during segregation, 
 provision of refreshments, meals and eating utensils, 
 defined exercise periods where risk permits. 

6. Check NSW Ombudsman is notified of any period/s of segregation that 
reaches 24 hours duration. 

7. Check detainee is visited daily by Duty Manager / Unit Manager while on 
DRMP.  

Developing Detainee Risk Management Plan in response to 
segregation beyond 24 hours 

People you need: 
 Unit Supervisor 
 Centre Psychologist 
 Justice Health Registered Nursing Unit Manager 
 ETU Principal 
 Assistant Manager (CS) 
 Centre Manager 

 Note 1: When it is determined Segregation may exceed 24 hours, a DRMP 
must be developed within the first 12 hours to enable approval to be obtained 
within the delegated time frames.   

Note 2: A DRMP must be approved by the Executive Director, State Wide 
Operations before Segregation is extended beyond 24 hours. 

1. Follow Segregation procedure and obtain approvals for Segregation. 
2. Develop DRMP, following directions provided in Clause 10 of Children 

(Detention Centres) Regulations 2010. 
3. Check DRMP includes;  

 Reason for extended segregation, 
 Behaviour / concerns staff must observe and monitor during 

segregation period, 
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 Any items / activities detainee may have access to. 
 Provision of refreshments, meals and utensils 
 Defined periods of exercise  

4. Enter or direct Unit Supervisor to enter DRMP into CIMS. 
5. Recommend a DRMP review as soon as practicable to enable further input 

from specialist staff if after hours. 
6. Obtain verbal approvals if required after hours, prior to the implementation 

of DRMP. 
7. Add comment in approval section when verbal approvals obtained. 
8. Send CIMS notification to Centre Manager / Regional Director / Executive 

Director, State Wide Operations as advised by Centre Manager. 

o Note: Refer to segregation procedure regarding notifying the NSW 
Ombudsman of segregation 

DRMP Reviews 

Note 1: All DRMP reviews must be completed and approvals obtained within 
the stated timeframes. 

Note 2: If existing DRMP does not include periods of segregation, however 
segregation is now required due to escalating risk a new DRMP must be 
developed. 

 Monitor application of DRMP daily. 
1. Check detainee is visited daily by Duty Manager / Unit Manager while on 

DRMP. 
2. Add Risk Review to Client Services Meeting (CSM) agenda. 
3. Check detainee has daily access to JHRN 
4. Check detainee has access to centre psychologist as defined in DRMP. 
5. Review treatment plans and Case Plans at CSM (include input from 

specialist staff, JHRN, ETU).  
6. Develop DRMP Review in consultation with unit staff, psychologist, JHRN, 

ETU. 
7. Determine alternate means to engage detainee if not attending programs. 
8. Determine alternate / less restrictive interventions where possible. 
9. Enter DRMP Review in CIMS. 
10. Forward DRMP Review for appropriate approvals. 
11. Initiate a new DRMP if review determines that period/s of segregation are 

now required due to increased risk. 

Developing and monitoring DRMP when a psychologist is not 
available  
 
o If after business hours or on a weekend: 
 
1. Consult centre psychologist on DRMP as soon as possible upon return to 

duty. 
2. Review and amend DRMP if required, based on consultation with 

psychologist.  
 
o If psychologist position is currently vacant:  

1. Arrange with the local JJCS Area Manager to utilise the Forensic Mental 
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Health Program (FMHP) Psychologist 
2. Consult with FMHP Psychologist on DRMP 
3. Advise Regional Director and Chief Psychologist if unable to access local 

FMHP Psychologist 

Centre Manager Developing DRMP, in response to Segregation 

People you need: 
 Unit Supervisor 
 Duty Manager 
 Assistant Manager (CS) 
 Regional Director 

1. Follow Segregation procedure and obtain approvals for Segregation. 
2. Obtain required information from reports and notes. 
3. Review the following:  

 Alerts 
 Case Plan 
 Case Notes 
 Supervision Strategies 

4. Advise Regional Director when considered Segregation may exceed 12 
hours. 

5. Discuss requirements for DRMP. 
6. Direct Assistant Manager/Duty Manager to develop DRMP to address 

needs of detainee and maintain safety and security of centre. 
7. Provide specific strategies to include in DRMP where determined. 
8. Check DRMP includes;  

 Reason for extended segregation, 
 Behaviour / concerns staff must observe and monitor during 

segregation period, 
 Any items / activities detainee may have access to during 

segregation 
9. Obtain approval/s for all DRMP which include any period/s of Segregation 

prior to implementation of DRMP.  
10. Obtain verbal approvals after hours. 
11. Add comment in DRMP approval section when verbal approvals obtained. 
12. Check NSW Ombudsman is notified of any period/s of segregation that 

reaches 24 hours duration. 

DRMP Reviews 

1. Check DRMP are implemented to comply with legislative requirements. 
2. Check detainees on DRMP are provided adequate supervision and access 

to activities and programs. 
3. Check detainee is monitored daily while on DRMP. 
4. Check all DRMP have appropriate approvals. 
5. Check all DRMP are reviewed in a timely manner and approvals are 

obtained prior to implementation. 
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Procedural steps – incident reporting 
 

All 
Employees 

As an incident participant  (any employee working in custody, the community or a 
conferencing environment who is an alleged victim, witness or participant in an 
incident) 
 
If a client makes an allegation of abuse or misconduct: 
1. Advise young person of limits of confidentiality 
2. Report matter to your supervisor immediately 
3. Do NOT discuss with other employees  
4. Do NOT question or interview the young person further 
5. Do NOT investigate the matter further 
6.   Report all allegations externally in line with the Incident Reporting Policy 
 
Following Incident – reporting requirements 
1. Consult with your supervisor about the correct reporting requirements 
2. Report  any concerns regarding a detainee’s health or wellbeing to the Unit 

Supervisor / Duty Manager 
3. Enter brief details of incident in Unit Log Book (custody) as directed 
4. Enter case notes as directed 
5. Complete Mandatory Reporter Guide (MRG) as directed 
6. Inform your supervisor if MRG indicates referral to Community Services Child 

Protection Hotline  
7. Complete further reports below as directed 
8. Request EAP details from supervisor if required (Incident Reporting Policy) 

As a YJC Convenor 
1. Provide the relevant information for data entry and reporting to Assistant 

Manager (JJCO)   
2. Do not complete reports in SAP/CIMS  

CIMS Incident reporting 

As nominated participant, witness or victim 
1. Refer to SupportPoint  
2. Check CIMS in tray for ‘staff incident report required’ notification 
3. Complete the  incident report based on your observations 
4. Refer to Department of Justice writing style guide if required 
5. Enter all details requested in incident report 
6. Check information with your supervisor before saving record 
 
SAP Reporting:  WHS hazard, near miss, incident or injury  
1. Report injury to your direct supervisor  
2. Complete a separate Incident Report in SAP – ESS to report a WHS hazard, 

near miss or injury to employee 
3. Submit Incident Report to supervisor  

 
Incident 
Supervisor 

 
An incident supervisor refers to the supervisor or manager who is supervising the 
incident participant/s at the time of the incident including: 
: 

• Assistant Manager or higher (community)  

• Unit Supervisor or higher (custody)  

Note: The term 'Unit Supervisor' refers to the employee who is in charge of the unit 
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at the time. This may include a Unit Manager, Assistant Unit Manager or Shift 
Supervisor. 
 
Following Incident – verbal, written and electronic reporting 
1. Complete external reporting as required (Incident Reporting Policy) 
2. Check parent/carer/next of kin are informed of event if required 
3. Check SAP – WHS report is completed if employees are injured or hazard 

identified 
4. Complete ‘Alleged assault of young person in police custody’ (JJ-A014) if 

required  
5. Direct employee to complete other internal reporting in CIMS as required 
6. Submit completed reports to Manager  
 
CIMS Incident reporting 
1. Initiate CIMS Incident Report (Support Point) 
2. Select incident category and sub category type/s relevant to incident  
3. Nominate all employees involved in event as incident participants  
4. Nominate detainee incident participants and allocate roles  
5. Enter internal and external contacts and outcomes 
6. Check CIMS in tray for completed individual employee reports  
7. Check all participants named in the incident have completed an incident report  
8. Review all employee reports 
9. Add ‘Incident Supervisor Summary Report’  
10. Add details of offer of  medical assistance to detainee in comments section prior 

to endorsing report including: 

• type of injury concerns identified by employees 

• time medical assistance offered 

• detainee’s response 

• time of notification to JH&FMHN (if applicable) 

• response from JH&FMHN (if applicable) 
11. Add detail and outcome of incident debrief in follow up section on CIMS 
12. Retain any details of incident debrief on TRIM file 
13. Nominate and submit summary report to ‘1st  level approving officer’ (you can 

not be the 1st level approving officer if you are the incident supervisor) 
 

1st Level 
Approving 
Officer 

1st Level Approving Officer (Custody) may apply to the Unit Manager or higher. 
1st Level Approving Officer (Community) can be the Area Manager however is 
preferably another Assistant Manager due to a 2nd Level Approval being required.    
 
1. Notify your manager of any issues or concerns 
2. Consult with your manager if you consider a briefing note is required  
3. Check all required reports are completed  
 
CIMS Incident Reporting  
1. Refer to SupportPoint – for CIMS online help 
2. Check CIMS in-tray daily for outstanding notifications and/or reports 
3. Select the 'Incident Ready for Approval' notification when you receive this in 

your In Tray 
4. Review incident details, including report, summary and follow up  
5. Check all areas of reports have been fully completed  
6. Determine if any further follow up actions or additional information is required 
7. Determine if an analysis and review of the incident is required  
8. Initiate Incident Further Details - Follow Up Action in CIMS 
9. Nominate responsibility for follow up & due date 
10. Review and approve follow up if required 
11. Approve / not approve Incident Report and add comments  
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12. Nominate 2nd level approval to Manager when comprehensive report (briefing  
note) is required 
 
Conducting an Incident Analysis and Review 
1. Conduct an ‘Incident Analysis and Review’  
2. Select 'Incident Follow Up Required' when you receive this notification in your In 

Tray 
3. Consult with employees on shift at time of incident and give opportunity to 

contribute to analysis within deadlines  
4. Document results of Incident Analysis and Review in Incident advice follow up in 

CIMS  
5. Complete an Incident follow-up advice when other actions occur or outcomes of 

previous actions are known 
6. Submit Incident follow-up advice to your supervising manager 

 

2nd Level 
Approving  
Manager 

2nd Level Approving Manager is the direct supervisor of the first level approver:  
 
1. Inform supervisor immediately of serious or critical Incidents  
2. Notify supervisor of incidents which require further action or comprehensive 

report  
3. Record details of debrief and outcomes 
4. Check that debrief and outcome/s have been placed on TRIM file  
 
CIMS Incident Reporting  
1. Refer to SupportPoint – for CIMS online help 
2. Check CIMS daily for outstanding notifications and/or reports 
3. Select the 'Incident Ready for Approval' notification when available ‘In Tray’ 
4. Review incident details, including report, summary and follow up 
5. Check all areas of reports have been fully completed  
6. Determine if any further follow up actions or additional information is required 
7. Initiate Incident Further Details - Follow Up Action in CIMS 
8. Nominate responsibility for follow up & due date 
9. Review & approve follow up if required 
10. Approve / not approve Incident Report and add comments  
 

3rd Level 
Approving 
Manager 
 

 
3rd level approving manager when required – CIMS incident reporting 
 
CIMS Incident Reporting  
1. Refer to SupportPoint – for CIMS online help 
2. Check CIMS daily for outstanding notifications and/or reports 
3. Select the 'Incident Ready for Approval' notification when available in ‘In Tray’ 
4. Review incident details, including report, summary and follow up  
5. Determine if any further follow up actions or additional information is required 
6. Initiate Incident Further Details - Follow Up Action in CIMS 
7. Nominate responsibility for follow up & due date 
8. Review & approve follow up if required 
9. Approve / not approve Incident Report and add comments  
 

Centre/Area 
Manager 
 
 

 
After an incident 
1. Notify Regional Director daily of incidents which require further action or 

comprehensive report (briefing note) 
2. Determine the requirement for an investigation in consultation with the Regional 

Director 







2014-21 WR Instruction_D14-06591 Staff Supervision & Performance Monitoring Guidelines Page 1 of 2 

                

 

 
 

Doc ref: D14/06591 
File ref: 07/03897 

 

 

 

WESTERN REGION 
 

REGIONAL INSTRUCTION 2014 / 21 
 

Date: 1 June 2014 

 

STAFF SUPERVISION AND PERFORMANCE MONITORING PROCEUDRES 
 

 

As a follow up to the IAB audit into "Review of Staff Supervision and Performance 
Monitoring", the region is to report back on the systems put in place at the regional level to 
monitor compliance. To ensure compliance with this, I have attached the agreement 
reached as a result of the Community QA around this.  
 
These instructions were included in every manager’s formal supervision as a reminder of 
your obligations to this. This item was also a previous Regional Executive agenda item. 
 
I have asked the REO, Vicki Forrester, to develop a template to record your information 
around compliance practices and this will be forwarded onto Central Office as part of our 
Internal Audit Control Report.  
 

� The Supervision Policy, Guidelines, Toolkit and regional template is to be re-
distributed to all managers for familiarisation. 

� Supervision will be conducted for all staff every three months as per the agency 
‘Supervision Policy’. 

� A yearly Schedule of Supervision will be created planning supervision with all staff 
every three months.  This schedule will be on display in each JJCS/JJC Office and a 
copy emailed to the Regional Executive Officer. 

� Supervision will continue to be recorded using the Western Region templates for 
Formal Supervision (based on the Supervision Record template from the agency 
‘Supervision Toolkit’) to provide a consistent structure for supervision across roles ie 
Area Manager, Assistant Manager, Juvenile Justice Officer, Counsellor positions, 
etc. 

� Individual staff supervision record files will be created in TRIM and secured in the 
Regional Director, Area Manager or Centre Manager’s office. Each supervision 
session will be registered in TRIM. The documented and signed record of 
supervision must display the File and Document Reference numbers. 

� The signed copy of all supervision documents are to be scanned and saved on the 
JJCS Area Office or JJ Centre (restricted access) G:drive under the heading of 
Personnel / Performance Management / Supervision Sessions / Office location 
/ Surname, First name 
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� The Professional Development/Succession Planning section is to be included in all 
Western Region staff’s supervision template to discuss practice and professional 
development requirements, development opportunities and ongoing training in 
regards to policies and procedures, as per Regional Instruction Doc ref: D12/03341 
dated 15 May 2012. 

� Staff Supervision will be a standing Agenda Item at all Management Team Meetings 
and the minutes must reflect an up-to-date report on the status of supervision. 

� The Area and Centre Managers will check Staff Supervision Files as part of the 
supervision process with Assistant Managers. 

� Assistant Managers will email staff a reminder advising that supervision is due that 
month requesting a confirmation receipt. This email is to be placed on the staff 
member’s supervision file. 

� The Area Manager will conduct practice observation of Assistant Managers 
conducting supervision. 

� The Regional Executive Officer will conduct a physical audit of supervision files in all 
locations every 6 months and will also conduct random audits and cross checking of 
scheduled supervision sessions against files on the G:drive.   

 
 
 
 
 
 
David Kirwan 
A/Regional Director 
Western 
 
For distribution and implementation: 
 

Regional Office Community Area Managers, Assistant Managers & staff Centre Managers, Assistant Managers & staff 

� Ops Assistant 
� Programs Officer 
� Regional Executive Officer 
� Regional Co-ordinator SD 
� Training Officers 
� ANTS Project Officer 

� Central West JJCS: 
 Bathurst, Dubbo & Orange 
� Far West JJCS/YJC: 
 Bourke & Broken Hill,  
� Riverina Murray JJCS/YJC: 
 Albury, Griffith & Wagga Wagga 

 

� Orana JJC 
� Riverina JJC 
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