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In context of the following:

Australasian Youth Justice Administrators Standards, 2009: 

Information systems facilitate operational roles, integrated case management and reporting.

Australian Human Rights Commission National Principles for Child Safe Organisations, 2018:

All staff receive an appropriate induction and are aware of their responsibilities to children and young people, including record keeping, information sharing and reporting obligations.
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[bookmark: _Toc153192212]Scope
This Commissioner’s Operating Policy and Procedure (COPP) applies to all Custodial Officers and staff employed to work at a Youth Detention Centre (YDC). 
[bookmark: _Toc153192213]Policy
[bookmark: _Toc369083774][bookmark: _Hlk138255265][bookmark: _Hlk145342216]The release of information shall be managed, ensuring it does not pose a risk to the safety and security of the YDC, staff, detainees, or members of the community.
[bookmark: _Toc369083776]Information approved for release to a third party about a detainee should be the minimum required to fulfil the request and in accordance with the Young Offenders Act 1994 and Freedom of Information Act 1992. 
[bookmark: _Toc369083777]Detainees are entitled to access certain information associated with their sentence and management whilst in custody. The YDC Staff shall provide and receive detainee information as required, necessary to perform their official duties.
[bookmark: _Documentation_available_to][bookmark: _Toc83365076][bookmark: _Toc153192214]General Requirements
[bookmark: _Toc153192215]Centre based information available to detainees
The YDC staff may provide detainees with documents and records listed in Appendix A - Documents available to Detainees outside of the Freedom of Information (FOI) Process on request.
[bookmark: _Toc83285499][bookmark: _Toc153192216]Information provided to detainees
The Superintendent shall ensure the orientation booklet and applicable information is provided to detainees upon admission in accordance with COPP 5.1 – Orientation.
The provision of this information is recorded on the Total Offender Management Solution (TOMS) offender notes.
[bookmark: _Toc153192217]Confidentiality and accessing information 
No person shall divulge information to any other person except as allowed under the Young Offenders Act 1994[footnoteRef:1] and the Children’s Court of Western Australia Act 1988[footnoteRef:2] and in accordance with this COPP. [1:  s. 17 Young Offenders Act 1994]  [2:  S.36 and s.36AA Children’s Court of Western Australia Act 1988] 

YDC staff shall not make any comment to any person either verbally or in writing concerning any detainee or ex-detainee, except in connection with the normal discharge of duty or with the approval of the Superintendent or Officer in Charge (OIC).
A detainee shall not have access to any other detainee's file or personal record, or the contents of any such file or personal record.
Information/records provided to detainees such as results of assessments, and reviews shall be recorded on the detainee’s TOMS offender notes and on the Record of Documents Released form. This form shall be forwarded to the Records Officer and retained in the Detainee Management File.
[bookmark: _Toc47450351][bookmark: _Toc47450440][bookmark: _Toc47451168][bookmark: _Toc83365079][bookmark: _Toc153192218]Detainee consent to release information to a third party
A detainee who has the cognitive ability to understand the consequences of releasing information, may provide written consent to the release of information, by completing a Detainee Consent for Release of Information form.
The Superintendent may release information, without a detainee’s consent, where the third party is confirmed to be acting in an advocacy or guardianship capacity (eg responsible adult, CEO Department of Communities).
Documents and information released shall be documented on the Record of Documents Released form.
[bookmark: _Toc47450353][bookmark: _Toc47450442][bookmark: _Toc47451170][bookmark: _Toc83365081][bookmark: _Information_Not_Requiring][bookmark: _Toc153192219]Information Requests
Detainees and responsible adults may request access to information regarding the custody, care, and management of a detainee through:
a) onsite application; 
b) written application; or 
c) Freedom of Information (FOI) application. 
[bookmark: _Hlk89247795]Where detainees require assistance with completing information requests, staff shall ensure that assistance is provided in a manner that is respectful and delivered in such a way that the detainee is better able to understand. 
[bookmark: _Toc83730749][bookmark: _Toc83803259][bookmark: _Toc47450356][bookmark: _Toc47450445][bookmark: _Toc47451173][bookmark: _Toc83365084][bookmark: _Toc153192220]Onsite applications
Detainees may request to obtain documentation listed in Appendix A using the Detainee Request, Complaints and Feedback form.
Detainees can be provided with the requested information, following an approved assessment using the Appendix B – Information Release Assessment Tool (Appendix B). 
Requests for information by detainees currently located in the YDC Support Units shall be approved by the relevant Assistant Superintendent prior to the information being released. This does not apply to applications for information/records through the FOI process.  
Requests for access to information that do not meet the criteria of Appendix B shall be referred to the FOI process. 
Detainees shall be advised if a request is referred to the FOI process, and this shall be documented on TOMS. 
[bookmark: _Toc85531304][bookmark: _Toc85531899][bookmark: _Toc85531305][bookmark: _Toc85531900][bookmark: _Toc85531306][bookmark: _Toc85531901][bookmark: _Toc153192221]Written applications
Detainees and responsible adults may apply in writing to the Superintendent for access to information or records relating to the care, custody, and management of an individual detainee. 
All applications shall state the purpose for accessing the information/records and what information/records are being requested.
If a written application to the Superintendent for access to information/records is not approved, applicants shall be informed of the decision and their ability to make an application through the FOI process.
[bookmark: _Toc85531311][bookmark: _Toc85531906][bookmark: _Toc153192222]Assessing a request 
Onsite and written requests from detainees and responsible adults, for documents not stated in Appendix A shall not be considered. The applicant shall be informed of their ability to apply through the FOI process.
Staff shall assess whether a request for information made by a detainee or their responsible adult meets the requirements of Appendix B and consider any safety and security risks associated with the release of information. 
Information considered to pose a safety or security risk as set out in the assessment tool shall include:
a) personal details of staff, other than the names of staff who have undertaken routine operational duties and no risk presents from release of the information (routine operational duties may include where a staff member makes a recommendation or approves a report relating to a detainee’s level of supervision or cell placement);
b) personal details of victims;
c) personal details of other detainees or third parties and the release of the information that may impact the safety and security of the community, party discussed or any other person;
d) intelligence related information, including incident/security reports;
e) information that if released, may be a risk to the safety and security of the YDC; 
f) details of violent or sex related offence(s). 
Where an assessor identifies the release of information poses a risk and does not authorise the release of information, the applicant shall be advised of the decision, and they may wish to consider applying through the FOI process.
Staff shall advise the Superintendent or OIC where information has been requested and the request appears to be vexatious in nature. The Superintendent or OIC shall assess whether the information shall be provided.
The Superintendent or OIC shall advise the detainee in writing if their request for information has been denied and the process for appealing the decision, in accordance with COPP 6.7 – Requests, Complaints and Feedback.
Where an assessment identifies the release of information poses a risk and does not authorise the release of information, the applicant shall be advised of the decision and their ability to apply through the FOI process. 
If there is any uncertainty about the release of information, advice should be sought from Information Release and Litigation Management (IRLM).
[bookmark: _Toc153192223]Requests by ex-detainees for centre based records
All requests for the YDC based records from ex-detainees shall be referred as soon as practicable to FOI at foi@justice.wa.gov.au. 
Ex-detainees who request medical records or psychiatric reports shall be advised that their health care provider may request medical information from the Department of Justice, or they can apply through the FOI process.
The health care provider must be involved in the ongoing care of the ex-detainee and shall submit a request in writing, along with the ex-detainee’s signed consent to the Department’s Health Information Management Services.
[bookmark: _Toc83730756][bookmark: _Toc83803266][bookmark: _Toc46329553][bookmark: _Toc153192224]Requests for Community Youth Justice records
Current and ex-detainees may make requests for Community Youth Justice records through a Youth Justice Officer who shall progress the request in accordance with their prescribed procedures or may forward the request to IRLM as appropriate.
[bookmark: _Toc153192225]Requests for medical/psychiatric records and reports
Medical or psychiatric information is usually shared with the detainee during the course of a consultation.
Requests for medical information by a detainee’s responsible adult shall be in-line with Health Services Policy: CG09 Patient Confidentiality and the Release of Patient Information and forward to IRLM as soon as practicable to be processed.
If the request is urgent, the requesting health care provider may ask Health Information Management Services to refer the request to the Director, Health Services for a decision to release the medical and/or psychiatric records and reports. Health care providers may also contact the dedicated Department of Justice helpline (1800 077 735) for rapid release of medical documentation. 
[bookmark: _Toc47450364][bookmark: _Toc47450453][bookmark: _Toc47451181][bookmark: _Toc83365092][bookmark: _Toc153192226]Requests for psychological records and reports
Requests made by current and ex-detainees for access to their psychological records shall be directed to IRLM for processing through the FOI process[footnoteRef:3]. [3:  Freedom of Information Act 1992] 

[bookmark: _Toc153192227]Requests for treatment program records and reports 
Requests made by current and ex-detainees for access to criminogenic treatment program reports shall be directed to IRLM through the FOI process[footnoteRef:4]. [4:  Freedom of Information Act 1992] 

[bookmark: _Toc153192228]Requests for education records and reports
All requests for access to education records and reports shall be directed to the YDC Principal.
The YDC education staff update the detainee’s Unique Student Identification (USI) with education related training and programs records.  
If there is any uncertainty about the release of information, advice should be sought from IRLM.

[bookmark: _Toc47451185][bookmark: _Toc83365096][bookmark: _Toc47450367][bookmark: _Toc47450456][bookmark: _Toc47451186][bookmark: _Toc83365097][bookmark: _Toc46329558][bookmark: _Toc46329559][bookmark: _Toc153192229]Freedom of Information Requests 
[bookmark: _Toc47450369][bookmark: _Toc47450458][bookmark: _Toc47451188][bookmark: _Toc83365099][bookmark: _Toc153192230]General information 
Requests to access information not listed in Appendix A, shall be forwarded to IRLM for processing[footnoteRef:5]. [5:  Freedom of Information Act 1992] 

Detainees and responsible adults are able to apply for access to Departmental information at any stage during or after the detainee’s detention, through the FOI process. 
Information on the FOI process is available in the Freedom of Information section on the Department of Justice website.
If the detainee indicates that they are applying under FOI, staff shall assist the detainee to submit their application in writing as soon as practicable and forward the application to IRLM for action at foi@justice.wa.gov.au.
[bookmark: _Toc83365101][bookmark: _Toc83365102][bookmark: _Toc47450371][bookmark: _Toc47450460][bookmark: _Toc47451190][bookmark: _Toc83365103][bookmark: _Toc83365104][bookmark: _Toc83365105][bookmark: _Toc47450373][bookmark: _Toc47450462][bookmark: _Toc47451192][bookmark: _Toc83365106][bookmark: _Toc47450374][bookmark: _Toc47450463][bookmark: _Toc47451193][bookmark: _Toc83365107][bookmark: _Toc153192231][bookmark: _Hlk89151879]Information Requests by Staff
[bookmark: _Toc153192232]General information 
Staff requesting access to information shall make a written request (eg letter or email) to the Superintendent outlining the information they are requesting access to and the reasons for the request.
Staff requesting access to a TOMS Incident Report (written by themselves), for use in a complaint to the Western Australia Police Force (WAPF) shall:
a) email the request to the Assistant Superintendent of Security and cc the Superintendent, Deputy Superintendent and Assistant Superintendent Operations;
b) If approved, print a copy of the Incident Report written by themselves (staff shall not print other incident descriptions and/or minutes submitted by other staff);
c) Present the printed copy of the Incident Report to the Assistant Superintendent Security (if unavailable Assistant Superintendent Operations, Deputy Superintendent or Superintendent) who will date stamp and sign the Incident Report; and
d) After hours, the OIC may obtain authorisation from the on-call Senior Management Team member.
The Incident Report is a confidential document and the person removing the printed document from the YDC is responsible for ensuring the security and confidentiality of the document.






[bookmark: _Toc47450377][bookmark: _Toc47450466][bookmark: _Toc47451196][bookmark: _Toc83365110][bookmark: _Toc47450378][bookmark: _Toc47450467][bookmark: _Toc47451197][bookmark: _Toc83365111][bookmark: _Toc83373300][bookmark: _Toc153192233]Requests for Information by Third Parties
[bookmark: _Toc153192234]Third party enquiries about a detainee
Staff shall not provide information relating to release dates, details of offences etc. and advise anyone seeking this information to visit, write to the detainee concerned, or where applicable contact the detainee’s responsible adult. 
Staff shall not release personal details of a detainee’s responsible adult. 
Staff may only confirm a current detainee’s presence at the YDC to a third party once the person’s identity has been established and the legitimacy of the request for information has been confirmed. 
Staff responding to a third party enquiry relating to an ex-detainee, shall only advise there is no one by that name in custody. Staff shall not give any indication that an ex-detainee has ever been in custody or that a record is held.
Staff should seek advice through their Line Manager, the YDC Records Officer or IRLM if there is any uncertainty about the release of information.
[bookmark: _Toc153192235]Requests from family or friends 
Staff shall establish the identity of a third party request for information by family or friends and conduct a check on TOMS:
a) to confirm the detainee’s responsible adult;
b) to review the detainee’s contact list and confirm if the person has previously visited; and
c) for any alerts, eg Violence Restraining Order (VRO), Family Violence Restraining Order (FVRO), Misconduct Restraining Order (MRO). 
Staff shall advise any family member or friend not identified as a detainee’s responsible adult to submit their request in writing to the Superintendent.
[bookmark: _Toc153192236]Requests from law enforcement agencies
Requests from law enforcement Officers such as WAPF, Australian Federal Police (AFP), Corruption and Crime Commission (CCC), Australian Criminal Intelligence Commission (ASIC) for Orders to Produce Business Records or search warrants issued to the Department of Justice, shall be referred directly to IRLM. 
Search warrants served on detainees by law enforcement agencies to search/seize their personal property shall be facilitated by the YDC Security Officers. 
Security Officers shall complete the following:
a) document any items taken/signed out to the law enforcement agency on the TOMS property sheet (C220)
b) record the details of the search warrant on the detainee’s offender notes on TOMS; and
c) place the warrant (or copy of the warrant) and the completed property receipt on the detainee’s file.
All other requests for information from law enforcement agencies for intelligence purposes shall be referred to Intelligence Services email: intelligenceservices@justice.wa.gov.au, who shall assess the nature and reasons for the request taking into account the following:
a) [bookmark: _Toc316647050]consider if the personal details of staff or other parties can be provided
b) consider if information can be provided for intelligence purposes (noting any information required for court or evidence requires the submission of an Order to Produce Business Records or equivalent to IRLM); and
c) [bookmark: _Toc316647051]consider whether information, that if released or not released, may affect the safety and security of the YDC, or any person, whether in the YDC or the community.
Intelligence Services as a central point of contact, shall ensure all enquiries and any information disseminated is recorded and available for verification and audit.
Intelligence Services shall ensure any information disseminated to a law enforcement agency does not identify any staff member, other than to acknowledge they are a Departmental employee; or when they are subject to a threat by a prisoner that may require further investigation by the police.
Staff shall give the YDC address when providing a statement to a law enforcement agency in relation to an event that has occurred as part of, or in connection to, their Departmental duties.
[bookmark: _Toc153192237]Requests from legal representatives
The YDC staff shall only confirm the detainee’s current location in response to any telephone enquiries from legal representatives. Requests for any other information shall be directed to the detainee’s Senior Case Manager. 
[bookmark: _Toc153192238]Requests from victims
Where a person identifies themselves as a victim of a detainee’s offence and makes a request for information, the requests shall be referred to the Victim Notification Registry via email vnr@justice.wa.gov.au. 
Staff shall treat victims with courtesy and ensure their requests are dealt with expeditiously[footnoteRef:6].  [6:  s. 3 (1) and schedule 1 Victims of Crime Act 1994] 

[bookmark: _Toc47450384][bookmark: _Toc47450473][bookmark: _Toc47451203][bookmark: _Toc83365117][bookmark: _Toc83373306][bookmark: _Toc153192239]Requests for psychological reports
Requests from third parties for information contained within psychological reports are to be processed by IRLM through the FOI process. 
[bookmark: _Toc153192240]Court ordered requests or requests authorised by legislation 
All requests for documentation required to be produced for the purpose of litigation through subpoenas and/or discovery orders, or information the Department is compelled by statute to produce, shall be referred to IRLM. 

[bookmark: _Toc47450388][bookmark: _Toc47450477][bookmark: _Toc47451207][bookmark: _Toc83365121][bookmark: _Toc47450391][bookmark: _Toc47450480][bookmark: _Toc47451210][bookmark: _Toc83365124][bookmark: _Toc83373312][bookmark: _Toc153192241]Requests from Specified Statutory Bodies
[bookmark: _Toc153192242]Office of the Inspector of Custodial Services (OICS) 
The OICS has free and unfettered access to documentation related to a Youth Custodial facility or a person who is, or has been, a detainee[footnoteRef:7].  [7:  s. 29 Inspector of Custodial Services Act 2003] 

Requests made by the OICS for intelligence or medical related information shall be referred to Assurance, Planning and Performance OICSCoordination@justice.wa.gov.au, who shall forward the request to the relevant business area as required.
Staff shall respond to any other official enquiry from the OICS, including the provision of requested documentation.
If there is any uncertainty about the release of information, advice may be sought from Assurance Planning and Performance.
[bookmark: _Toc153192243]Office of the Information Commissioner[footnoteRef:8]  [8:  s. 55 Freedom of Information Act 1992] 

Any requests for information and documentation by the Office of the Information Commissioner shall be referred to IRLM.
[bookmark: _Toc153192244]Parliamentary Commissioner[footnoteRef:9] for Administrative Investigations (commonly known as WA Ombudsman)  [9:  Division 3 Parliamentary Commissioner Act 1971] 

The YDC can supply documents directly to the WA Ombudsman on request. Requests for information and larger requests should be directed to head office at wyp@justice.wa.gov.au.
[bookmark: _Toc153192245]Government agencies 
Where a detainee is in the care of the CEO Department of Communities and a request for information is submitted, it shall be directed to IRLM.
Staff shall direct all requests for information and documentation from other government agencies to IRLM.  
[bookmark: _Toc47450397][bookmark: _Toc47450486][bookmark: _Toc47451216][bookmark: _Toc83365130][bookmark: _Toc47450398][bookmark: _Toc47450487][bookmark: _Toc47451217][bookmark: _Toc83365131][bookmark: _Toc153192246][bookmark: _Hlk83280393]Disclosure of Information to Third Parties
[bookmark: _Toc153192247]Deaths in custody
Following the death of a detainee, requests for, and the disclosure of information associated with the death shall be undertaken in accordance with COPP 8.3 – Death of a Detainee.
[bookmark: _Toc153192248]Requests from media organisations
All media enquiries for information or documentation shall be referred directly to the Department’s Public Affairs Branch

[bookmark: _Toc47450403][bookmark: _Toc47450492][bookmark: _Toc47451222][bookmark: _Toc83365136][bookmark: _Toc153192249]Referring alleged criminal acts by detainees or visitors to WA Police Force
From time to time, staff who have referred an alleged criminal offence by a detainee or visitor to the YDC to WAPF, may be required to provide WAPF with information pertaining to the alleged criminal offence.
Where WAPF assistance is requested to investigate the alleged criminal offence, the Superintendent, OIC or an Officer authorised (by the Superintendent (eg Security Manager)) shall provide WAPF with:
a) any physical evidence collected in accordance with Procedures for the Preservation of Evidence, Continuity of Exhibits, Drug Movements and Inventory Control);
b) TOMS Incident Reports pertaining to the incident only;
c) copies of photographs or video taken during the incident; and
d) any other information deemed relevant to the investigation, as determined by the Superintendent.
The Superintendent, OIC, or an Officer authorised by the Superintendent (i.e. Security Manager), prior to approving and authorising the release of information shall assess whether the information within the Incident Report contains any of the following details:
a) personal details of staff or third parties (other than names and TOMS ID Numbers);
b) information, that if released, may affect the safety and security of the YDC or any person in the Detention Centre or community; and
c) medical information.
If the Incident Report includes information that indicates possible safety or security issues released, advice may be sought from Intelligence Services. 
The Superintendent, OIC, or an Officer authorised by the Superintendent when handing over evidence/information to the WAPF shall: 
a) obtain a receipt and forward to the Detention Centre’s Security Manager; and
b) complete a TOMS Incident Report minute, recording items and information handed over, in accordance with COPP 8.1 – Incident Reporting.


[bookmark: _Toc46329580][bookmark: _Toc46329581][bookmark: _Prison_Based_Records][bookmark: _Toc46329582][bookmark: _Toc46329587][bookmark: _Toc46329590][bookmark: _Toc46329591][bookmark: _Designated_Superintendents_must][bookmark: _Toc46329592][bookmark: _Toc46329593][bookmark: _Toc46329594][bookmark: _Toc46329595][bookmark: _Toc46329597][bookmark: _Toc46329598][bookmark: _Toc46329599][bookmark: _Toc46329600][bookmark: _Toc46329601][bookmark: _Toc46329603][bookmark: _Toc46329604][bookmark: _Toc46329605][bookmark: _Toc46329606][bookmark: _Toc46329607][bookmark: _Toc46329609][bookmark: _Toc46329610][bookmark: _Toc46329612][bookmark: _Toc46329613][bookmark: _Toc46329614][bookmark: _Toc46329615][bookmark: _Toc46329616][bookmark: _Toc46329617][bookmark: _Toc46329618][bookmark: _Toc46329619][bookmark: _Toc46329620][bookmark: _Toc46329621][bookmark: OLE_LINK18][bookmark: PsychologicalRecords][bookmark: _Requests_for_psychological][bookmark: _Toc46329622][bookmark: _Toc46329623][bookmark: _Toc46329625][bookmark: _Toc46329628][bookmark: _Toc46329629][bookmark: _Toc46329630][bookmark: _Toc46329631][bookmark: _Toc46329632][bookmark: _Toc46329633][bookmark: _Toc46329634][bookmark: _Freedom_of_Information][bookmark: _Toc46329635][bookmark: _Toc46329637][bookmark: _Toc46329638][bookmark: _Toc46329639][bookmark: _Toc46329641][bookmark: _Toc46329642][bookmark: _Toc46329643][bookmark: _Toc46329644][bookmark: _Toc46329645][bookmark: _Toc46329646][bookmark: _Toc46329648][bookmark: _Toc46329650][bookmark: _Toc46329652][bookmark: _Toc46329653][bookmark: _Toc46329654][bookmark: _The_Superintendent/Officer_in_1][bookmark: _Toc46329657][bookmark: _Toc46329658][bookmark: _Toc46329660][bookmark: _Toc46329661][bookmark: _Toc46329663][bookmark: _Toc46329665][bookmark: _The_Superintendent/Officer_in][bookmark: _Toc46329666][bookmark: _Toc46329667][bookmark: _Toc46329668][bookmark: _Toc46329669][bookmark: _Toc46329670][bookmark: _Toc46329671][bookmark: _Toc46329672][bookmark: _Toc46329673][bookmark: _Toc46329676][bookmark: _Toc46329678][bookmark: _Toc46329679][bookmark: _Toc46329680][bookmark: _Toc43036382][bookmark: _Toc46329681][bookmark: _Toc46329685][bookmark: _Toc46329690][bookmark: _Toc46329691][bookmark: _Toc46329693][bookmark: _Toc46329694][bookmark: _Toc46329698][bookmark: _Toc46329699][bookmark: _Toc46329702][bookmark: _Toc46329703][bookmark: _Toc46329705][bookmark: _Toc46329706][bookmark: _Toc46329708][bookmark: _Toc46329710][bookmark: _Toc46329712][bookmark: _Toc46329713][bookmark: _Toc46329715][bookmark: _Requests_from_law][bookmark: _All_requests_for][bookmark: _Toc46329717][bookmark: _Toc46329718][bookmark: _Toc46329720][bookmark: _Toc46329721][bookmark: _Toc46329722][bookmark: _Toc46329723][bookmark: _Toc46329724][bookmark: _Toc46329725][bookmark: _Toc46329726][bookmark: _Toc46329727][bookmark: _Toc46329728][bookmark: _Toc46329729][bookmark: _Toc46329730][bookmark: _Toc46329731][bookmark: _Requests_from_specified][bookmark: _Toc46329733][bookmark: _Toc46329734][bookmark: _Toc46329735][bookmark: _Toc46329736][bookmark: _Toc46329737][bookmark: _Toc46329738][bookmark: _Toc46329739][bookmark: _Toc46329740][bookmark: _Toc46329741][bookmark: _Toc46329742][bookmark: _Toc46329743][bookmark: _Toc46329744][bookmark: _Toc46329745][bookmark: _Toc153192250]Annexures
[bookmark: _Related_COPPS_and][bookmark: _Toc153192251]Related COPPs and documents
COPPs
· COPP 5.1 – Orientation
· COPP 8.1 – Incident Reporting
· COPP 8.3 – Death of a Detainee
Documents
· Youth Justice Officers' Practice and Procedures Manual
· Health Services Policy: CG09 Patient Information 
[bookmark: _Toc153192252]Definitions and acronyms
	Term
	Definition 

	Commissioner’s Operating Policy and Procedure (COPP)
	Operational Instruments that provide instructions to staff on how the relevant legislative requirements are implemented.

	Detainee
	Means a person who is detained in a detention centre as defined in s.3 Young Offenders Act 1994.

	[bookmark: _Hlk89160429]Detainee Management File
	A file or group of files created for a detainee for the purpose of their management (ie paper documents Warrant File, Admission File etc.). Documentation printed directly from TOMS which does not require a signature is not stored on a Detainee Management File.

	ERD
	Earliest Release Date

	OICS
	Office of the Inspector of Custodial Services

	Responsible adult
	In relation to a detainee, means a parent, guardian, or other person having responsibility for the day to day care of the detainee , as defined in s.3 Young Offenders Act 1994. but does not include a person who the regulations may provide is not a responsible adult. 

	Security Team 
	The Security Team is responsible for all areas of security within the YDC , including, management of all physical and procedural security requirements, collation, analysis, and evaluation of security information and delivering security training and conducting emergency management exercises.

	Staff
	Any person in the paid or unpaid employment of the Department of Justice, Corrective Services, including contractors, subcontractors, and volunteers. 

	Statutory Body
	A body constituted by or under a State or Commonwealth Act for a public purpose.

	Superintendent 
	The person in charge of a detention centre as defined in s. 3 Young Offenders Act 1994.

	Third Party
	An individual or agency that is not the detainee or the Department of Justice, but who has, or may have, a legitimate purpose to access information held by the Department. 

	Total Offender Management Solution (TOMS)
	The computer application used by the Department of Justice for the management of detainees in custody.

	Victim Notification Register 
	Victim Notification Register is an information service for victims of crime

	Youth Detention Centre 
	A gazetted detention centre declared by the Minister to be a detention centre to accommodate male and female, remanded or sentenced detainees, refer s. 13 Young Offenders Act 1994.


[bookmark: _Toc153192253]Related legislation 
· Children’s Court of Western Australia Act 1988
· Freedom of Information Act 1992
· Inspector of Custodial Services Act 2003
· Parliamentary Commissioner Act 1971
· Victims of Crime Act 1994
· Young Offenders Act 1994
· Young Offenders Regulations 1995
[bookmark: _Toc178286][bookmark: _Toc153192254]Assurance
Compliance with this COPP should align with the Department’s Assurance Framework. It is expected that:
The Youth Detention Centre will undertake local compliance in accordance with the Operational Compliance Manual.
Monitoring and Compliance Branch will undertake checks in accordance with the Operational Compliance Framework.
Independent oversight will be undertaken as required.
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	[bookmark: _Hlk83714807]Document Description
(Youth)
	Document Location

	Admission Check List
	TOMS

	Appeal Against Decision (by detainee)
	Detainee Management File

	Application for Review
	Detainee Management File

	Application for Self-Care Unit
	Detainee Management File

	Application to change education placement
	Detainee Management File

	Application to change work placement
	Detainee Management File

	Application to change living unit placement
	Detainee Management File

	Funeral applications
	TOMS

	Cell Allocation and Room Check on Arrival and Departure
	Detainee Management File

	Detention Centre Charge History
	TOMS

	Personal Support Plan
	TOMS

	Record of listed correspondence to and from Detainee 
	TOMS

	Record of listed correspondence to and from Detainee’s Solicitor 
	TOMS

	Early Discharge form
	Detainee Management File

	Inventory of Property taken from Prisoner (P10 – Western Australia Police Force document) 
	Detainee Management File

	Inventory of Detainee Property (C220 report) 
	TOMS and Detainee Management File

	Loss of Privileges
	TOMS

	Medical Certificate
	TOMS

	Notice of Appeal
	Detainee Management File

	Confinement regime following Visiting Justice Parade
	TOMS and Detainee Management File

	Order for Cancellation of Supervised Release Order
	Detainee Management File

	Orientation Procedure 
(3 day) 
	TOMS and Detainee Management File

	Orientation Procedure
 (5 day) 
	TOMS and Detainee Management File

	Outcome of Appeal (Supreme or District Court) 
	Detainee Management File

	Supervised Release Order 
	Detainee Management File

	Supervised Release Review Board Decision
	Detainee Management File

	Detainee Application for Early Discharge
	Detainee Management File

	Request to remain in the ISU 
	Detainee Management File

	Detainee Visits Record
	TOMS

	Daily Monitoring form
	TOMS

	Bring up Order for a Detainee to attend Court 
	Detainee Management File and TOMS

	Request to Transfer Cash form
	Detainee Management File

	Approved Contacts-Telephone Index Sheet 
	Prisoner Telephone System

	Detainee request form
	Detainee Management File

	Warrant Remanding a Detainee
	Detainee Management File


[bookmark: _Appendix_B_–_1][bookmark: _Appendix_B_–]

[bookmark: _Toc153192257]Appendix B – Information Release Assessment Tool
This process is to be applied to each request made by a detainee for the YDC based records only, not for medical or programme records, in accordance with this COPP. The detainee shall be provided with the approved documentation where the response is a ‘No’ to point 8. 




[bookmark: _Toc153192258]Appendix C – Relevant Contacts
The contact details for those positions referenced throughout this COPP are:

	Position
	Phone
	Email

	Assistant Director Offender Programs
	+61 8 9230 2056
	No generic email address

	Assurance, Planning and Performance (OICS related matters)
	+61 8 9264 1337
	OICSCoordination@justice.wa.gov.au

	Director Health Services
	+61 8 9264 1360
	No generic email address

	Information Release and Litigation Management
	+61 8 9264 1849
+61 8 9264 9782
	foi@justice.wa.gov.au for FOI requests or queries
informationrelease@justice.wa.gov.au for all other information release requests or queries

	Director Intelligence Services
	+61 8 9264 9656
	intelligenceservices@justice.wa.gov.au

	Manager Medical Record Services
	+61 8 9366 6415
	No generic email address

	Coordinator Ministerial Liaison Unit
	+61 8 9264 6411
	mintask@justice.wa.gov.au

	Public Affairs
	+61 8 9264 1451
	No generic email address

	Victim Notification Registry
	+61 8 9425 2870
1800 818 988
	vnr@justice.wa.gov.au
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