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Scope 

This section applies to all correctional centres and other facilities administered by or on 
behalf of CSNSW and all CSNSW employees. 
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1 Release from correctional centres 

1.1 Policy 

An inmate must be released from custody if there are no legal orders (detainers) 
authorising their detainment in custody. Releases may take place at a correctional centre, 
including any centre to which the inmate has been temporarily transferred, from police or 
court cells following a court appearance, or from a hospital.  

An inmate’s release may be either scheduled, such as on sentence expiry, or 
unscheduled, such as when bail is granted. Unscheduled releases commonly follow an 
Audio-Visual Link (AVL) court appearance but may occur at any time. Requirements 
regarding the timing of releases and delayed releases are detailed in Section 2. 

Sentence Management Operations (SMO) is responsible for identifying inmates eligible for 
release and must authorise any release before it occurs. SMO will provide written 
confirmation that an inmate is authorised for release from custody on a specified date 
(refer to subsection 1.3 Release packages for further information regarding release 
packages).  

Contact information for local SMO units that can be contacted during business hours are 
provided in the SSA contact list. Alternatively, SMO can be contacted after hours by phone 
on  or by email to  

1.2 Requirements for an inmate’s release 

When an inmate is eligible for release, staff must ensure compliance with all legislative, 
policy, and operational requirements before the release occurs.  

Where an inmate is being released: 

• the inmate’s identity must be verified, and their OIMS photograph must be current 
and accurately reflect their appearance. 

• all health-related requirements must be met, including the provision of any 
necessary medication or referrals from Justice Health NSW. 

• the inmate must receive all personal property and funds held in custody, with 
accurate record-keeping and updates made in OIMS. 

• the inmate must be provided with any approved travel assistance or financial 
support, in accordance with COPP section 23.3 Fares to Residence on Release.  

• the inmate’s release package must be reviewed and endorsed, and all clearance 
documentation must be submitted to SMO following release. 

• a Release Certificate must be prepared and issued to the inmate. 

• the inmate must be informed of, and sign, all required documentation prior to 
release, including, but not limited to reporting conditions, bail acknowledgements, 
and child protection notices (i.e., ‘form 3’s). 

• any requirements relating to participation in external leave programs must be 
finalised prior to release. 
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• release to a specific named person or location. 

Where release to a named person or location is required, and the relevant person attends 
the correctional centre to collect the inmate, SMO must be immediately notified. SMO will 
determine whether the inmate is eligible for release and, if eligible, will: 

• verify that the person collecting the inmate is the correct named person and that all 
pre-release conditions have been met; and 

• prepare the inmate’s release package. 

1.6 Case management for inmates due for release 

The SAS or an assigned officer is responsible for developing case plans and referrals for 
inmates serving sentences greater than three months, addressing post release issues as 
identified during the screening and induction process, and the CMF. 

Inmates serving a sentence of less than three months, who do not come under the 
supervision of a community services officer, are expected to participate in an exit-
screening program. 

The program may take the form of group sessions, or one-on-one interviews by case 
officers, Service Integration staff or inmate peers.  

It is the responsibility of the Service Integration Manager (SIM) to oversee the 
development of an exit screening program for inmates serving short-term sentences, 
depending on the identified needs of their inmate population. 

The following are areas of concern to be addressed and finalised prior to an inmate’s 
release: 

• proof of identification 

• housing 

• clothing 

• transport needs 

• financial issues (e.g. bank accounts, Department of Human Services (DHS) 
(Centrelink) interviews) 

• any identified AOD or mental health issues. 

Inmates identified during the screening process as needing assistance in any of these 
areas should be referred to an appropriate member of the Service Integration staff for 
follow up. 

1.7 Payments from Services Australia   

The Incarcerated Customer Servicing Team (ICST) from Services Australia can assist 
inmates with accessing payments they may be eligible to receive where they have been in 
custody.   

CSNSW staff should notify the ICST of any inmate that is being or has been released from 
custody that may be eligible for a payment. Where an inmate is scheduled to be released 
from custody, the Service Integration Team (SIT) will notify the ICST of an inmate who 
may be eligible to receive a payment.  
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Where an unscheduled release occurs, the releasing officer is to confirm with the inmate 
whether they have previously received a payment from Services Australia. If the inmate 
has previously received a payment, the releasing officer is to either: 

• advise the SIT staff who will contact the ICST, or  

• where there are no SIT on duty, contact the ICST and advise them that the inmate 
has been released from custody and may be eligible to receive a payment. 

ICST can be contacted on from 8:30 am to 4:30 pm from Monday to Friday on 
.  Information regarding support that is available via Services Australia for 

inmates is available on the Services Australia website and includes information relating to 
payments, housing support, social work services and mental health support. 

Inmates may contact Services Australia up to 21 days prior to their release from custody 
regarding payments they may be eligible to receive confirm any payments they may be 
eligible to receive.  

1.8 External leave programs 

Inmates participating in the external leave program must return the Home Radio 
Monitoring Unit (HRMU) to the correctional centre. The HRMU must be returned to the 
Electronic Monitoring Group (EMG). 

Arrangements must be made for the removal of any bracelets/anklets are required, and 
notification of returns to the correctional centre made to the EMG. 

1.9 Release certificate 

SMO will prepare and check the releases from CSNSW custody. A fully completed release 
checklist will be provided to the custodial staff advising that a particular inmate is eligible 
for release. All releases will be emailed to the reception room or locally agreed email 
address relevant at the correctional centre. 

An authorised officer of the centre is responsible for providing inmates with a Release 
Certificate at the time of release, and for endorsing the Release Package with the 
date/time of release.  

All inmates who have been in CSNSW custody (including court cells) for more than 48 
hours are to be issued with a Release Certificate.  

In exceptional circumstances where an electronic Release Certificate cannot be issued 
(e.g. remote court location) staff are permitted to issue the inmate with a Release 
Certificate (duplicate book). These books are available through the Corrective Services 
Industries (CSI) catalogue (product code 341 006). 

Replacement Release Certificates are not to be issued due to risk of fraudulent claims to 
DHS (Centrelink) for crisis benefits. Released inmates who claim to have lost their 
Release Certificate must be directed to contact SMO on  to arrange for 
verification of incarceration. 
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The inmate must not be held in a correctional centre for a period longer than the four-day 
limitation or beyond the period requested or consented to by the inmate. 

Inmates may request a delay to their release by completing a Request/Consent by inmate 
to delay release form prior to or on their release date.  

Inmates who are being released on bail who wish to delay their release can simply decline 
to enter into their bail acknowledgement until they are ready to be released. This is 
provided as an option on the Request/Consent by inmate to delay release form.   

Where a court has ordered that a person be taken to a mental health facility for admission 
or assessment under section 19 or 21(a) or (b) of the Mental Health and Cognitive 
Impairment (Forensic Provisions) Act 2020, release of the inmate cannot be delayed. 
These orders must be actioned immediately. 

A request by an inmate to delay their release may only be authorised by the Governor of 
the correctional centre or OIC.  

The Governor or OIC must ensure that the inmate is advised of their right to withdraw their 
consent to remain in custody at any time. If the inmate withdraws their consent, the inmate 
must be released as soon as practicable.  

Inmates may withdraw the request or consent to delay their release under section 8(2) or 
8(2A) or indicate that they now wish to enter into their bail acknowledgement by advising a 
custodial officer that they want to be released. 

An inmate may lack the capacity to consent to a delayed release (for example, if the 
inmate has a serious mental health concern or cognitive impairment such as intellectual 
disability). The NSW Department of Justice ‘Capacity Toolkit' provides comprehensive 
information for assessing whether an inmate has capacity. If it is identified that the inmate 
lacks the capacity to consent, additional steps should be taken to facilitate legal 
assistance. If a Public Guardian is appointed, then the Guardian should be contacted to 
complete the request. 

2.3 Reasons for a delay (section 8A only) 

Section 8A allows for the inmate to apply to delay their release for a maximum of 4 days.  

A delay to the release of an inmate beyond their release date under Section 8A is subject 
to the inmate providing their request or consent together with good reasons.  
 
Some examples of reasons where a delay may be appropriate include: 

• logistical difficulties with transport from the correctional centre to their residential 
address, for example: 

o critical transport delays or interruptions 
o where public transport is not available, requiring someone to collect them by 

car; or  
o public transport connections are only available after the original release date. 

• where there is a flood or natural disaster and the inmate is unable to leave; 

• significant safety or security concerns for the inmate. 

• medical requirements (such as where urgent medication or medical treatment would 
not be available if released on that day); 

• where appropriate arrangements are required to support the inmate with 
reintegration, such as accommodation or critical health or mental health supports.  
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If the inmate has been issued with disability equipment, the equipment must be returned 
and the Issued/returned by field in OIMS completed (Refer to COPP section 6.9 Inmates 
with a disability). 

8 Inmate financials on release 

8.1 Fares to place of residence  

Where there is a demonstrated need inmates are entitled to financial assistance to meet 
the cost of travelling to their residence within NSW (e.g. the inmate does not have the 
finances or any other means of transport to their residence) (Refer to COPP section 23.3 
Fare to residence on release). 

In some circumstances, inmates can be provided with assistance for their release (i.e., 
fares to place of residence). Refer to COPP section 23.3 Fares to place of residence for 
further information about the types of supports that can be provided. 

Sentence Administration Manual section 6 Release of Inmates from a Correctional 
Centre, subsection 6.6 Inmate fares also include information about these processes. 
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9 Quick links 

• Related COPP 

• Forms and annexures 

• Related documents 

10 Definitions 

Appellant (App) Inmates who have appeal against all unexpired full time 
imprisonment sentences on the grounds that they are not guilty 
(Conviction) and/or the sentences is too harsh (Severity). DDP 
can also appeal on the grounds that a sentence is too lenient. 

Appropriate Officer Judge, registrar or assistant registrar of the Court of Criminal 
Appeal, the Supreme Court, the Land and Environment Court, the 
Industrial Court, the District Court or the Drug Court, or 

• Magistrate of the Local Court or a Children’s Magistrate, or  

• an authorised justice, or 

• police officer with power to grant bail, or 

• an officer of the Department of Communities and Justice 
authorised by the Commissioner of Corrective Services for 
the purposes of this section, or 

• a person prescribed by the regulations as an appropriate 
officer. 

AVL Audio Visual Link 

Bail Bail may be granted to an inmate which provides a set of 
conditions that an inmate must adhere to while at liberty. 

The bail will also determine when the inmate will be required to 
appear before the court on a specified date. 

Bail conditions may include conduct requirements, a security to 
be provided, character acknowledgements, accommodation 
requirements, pre-release requirements and enforcement 
conditions. 

CESU Court Escort Security Unit 

CMF Case Management File 

COPP Custodial Operations Procedures Policy 

DHA Department of Home Affairs (Formerly, the Department of 
Immigration and Border Protection) 

DHS Department of Human Services (Centrelink) 

ECP An inmate’s nominated contact person in case of a medical 
emergency, such as, but not limited to spouse, de facto partner, a 
parent, adult child, sibling, or trusted person. ECP can be the 
same person as the nominated NOK. 
The ECP is contacted if an inmate is taken to hospital with life 
threatening injuries and it is obvious he or she will be admitted. 
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For non-life threatening injuries, the inmate’s ECP is contacted on 
the day admission to hospital is confirmed. 
An inmate’s consent to contact the ECP will be obtained unless 
the inmate is incapable of giving consent. 
The ECP will also be contacted if an inmate is an inpatient and: 
- Their medical condition deteriorates and becomes life 
threatening; or 
- Their hospital stay is extended beyond the expected hospital 
discharge date. 

The ECP is not contacted in the case of death, unless they are 
also the nominated NOK. 

EMG Electronic Monitoring Group 

EPRD Earliest Possible Release Date 

Federal 
(Commonwealth) 
Attorney General’s 
Department (AG)  

The Attorney General’s office in Canberra is the releasing 
authority in the case of Commonwealth parole. 

Fixed term 
sentence 

A sentence with no non-parole period. The inmate is eligible for 
release on the expiration of the fixed term. 

GM General Manager 

Good behaviour 
bond 

This is a deferred sentence under sections 9, 10, and 11, or a 
suspended sentence under section 12, of the Crimes (Sentencing 
Procedure) Act 1999. 

Under these orders inmates can be released from custody upon 
their signing an order from the court that includes conditions to be 
of good behaviour for a specified period of time. There will usually 
be a number of other conditions listed on the bond e.g. reporting 
to the Probation and Parole Service or attending for treatment 
programs. 

Head sentence Total sentence period consisting of the Non-Parole Period and the 
Parole Period 

NOK An inmate’s nominated contact person in the case of death, or 
deemed life threatening by Health staff, such as, but not limited to 
spouse, de facto partner, a parent, adult child, sibling, or trusted 
person. 
The NOK is contacted in the case of death and this is done by 
Police. 

The NOK will not be contacted upon admission to Hospital for a 
non-life threatening situation. 
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Non-parole period 
(NPP)  

This refers to the minimum period an inmate must serve in 
custody before they may be released to parole.  

In cases of sentences of three years or less, an inmate’s release 
is automatic at the expiration of the non-parole period. The Parole 
Order is used by the Sentence Court (NSW Offences only) 

In cases where sentences are more than three years, the 
inmate’s case for release must be considered by the State Parole 
Authority or Federal A/Gs who will issue parole orders if parole is 
granted. 

An inmate is subject to automatic release at the expiration of their 
Head sentence.  

OIC Officer in Charge 

OSASO Office of Statewide Administration of Sentences and Orders 

Parole Parole refers to that portion of a sentence to be served in the 
community. Parole orders will specify the conditions under which 
the inmate is to be released. Only those inmates whose orders 
include specific conditions to accept the supervision of the 
Community Offender Services will have to report to a parole 
officer in the community. 

Parole 
Revocations/Breach 
of Parole (BOP) 

The State Parole Authority can revoke parole orders, balance of 
Periodic Detention orders, and balance of Home Detention orders 
on receiving information that parolees have breached their 
conditions of release.  

In some instances the State Parole Authority may issue a BOP 
warrant ordering the parolee’s return to custody. The State Parole 
Authority must consider the parolee’s case to determine if they 
are to be released prior to the sentence expiry date. 

Pre-Release Period 
(PPR) 

Is the term of full imprisonment (if it is imposed by the Sentencing 
Court) that an inmate must serve prior to being released on a 
Recognizance Release Order. 

Remand Inmate A remand inmate is defined as a person who has either been 
unable to meet bail conditions or has had bail refused. This may 
also be in respect of appeal matters.  

As remand warrants will expire on the day the inmate appears in 
court, a new remand warrant or other form of detainer must 
accompany the inmate upon his/her return to the correctional 
centre. 

Recognizance 
Release Order 
(Recog) 

Is an order (if the court deems it necessary) that authorises the 
automatic release of an inmate sentenced on Federal Offences 
where the sentence term(s) is less than 3 years. 

Registrable person As defined in 3A of the Child Protection (Offenders Registration) 
Act 2000 

SAS Senior Assistant Superintendent  

Scheduled release is prepared by SMO in advance and a release list is disseminated 
to appropriate areas of the Correctional Centre. 
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Service Integration 
Manager 

Senior Service Integration Manager (SSIM), Service Integration 
Manager (SIM) Service integration Team Leader (SITL) 

Service Integration 
Team (SIT) staff 

Services and Programs staff that form part of the centre’s service 
integration team 

SMO Sentence Management Operations 

SPA State Parole Authority grants parole on full time sentences greater 
than 3 years for NSW Offences and Interstate sentences being 
served in NSW.  

SPA can also revoke Parole Orders, ICOs, Home Detention 
Orders and Periodic Detention Orders imposed on NSW 
Offences. 

Unscheduled 
release 

A release of an inmate at short notice. 
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11 Document information 

Business centre: Security and Custody 

Approver: Leon Taylor, Deputy Commissioner Security and 

Custody 

Date of effect: 16 December 2017 

EDRMS container: 18/7334 

Version Date Reason for amendment 

1.0  Initial publication (Replaces section 11 of the superseded 
Operations Procedures Manual) 

1.1 12/03/19 Inclusion of Parts 2.2 – 2.5 Delay of release 

Inclusion of Part 3 Registrable persons 

1.2 12/03/20 General formatting update and improvements 

1.3 23/09/20 Included requirement to complete and hand to ABF the COVID-19 
Checklist: Release to Immigration at [6.2] Procedures.  

1.4 28/01/22 Amended throughout to incorporate the introduction of Digital 
Inmate Warrant files – refer to Commissioners Memorandum 
2022/03 Transition to Digital Inmate Warrant Files. 

1.5 08/07/22 Expanded NOK and ECP definitions. 

1.6 05/10/22 Updated Sub-Section 1.5 – Release Certificate – Removal of Senior 
Commissioned Custodial Officer to an Authorised Officer of the 
centre to be responsible for the Release Certificates – refer to 
Commissioners Memorandum 2022/03 Transition to Digital Inmate 
Warrant Files. 

1.7 27/11/23 Amended to reflect changes to SA Manual 6.4 Delay of Day of 
Release. 

Refer to Deputy Commissioners Memorandum 2022/21 Inmate 
Request or Consent to Delay Release. 

Updates in line with CSNSW restructure: Deletion of reference to 
Security & Intelligence (S&I). 

1.8 08/04/24 Updated subsections 2.2 – 2.5 to reflect change to legislation 

1.9 09/08/24 Inclusion of Offender Tablets (OTABS) at 7.3 Return of CSNSW 
property 

1.10 12/09/24 Amendments at 1.1 Policy to clarify when Sentence Management 
must be consulted and/or informed. 

Amendments to sections 2.2 – 2.5 to include new Request/Consent 
by inmate to delay release form. 

1.11 18/12/25 Policy reviewed and updated: 

• Policy summary to reflect subsection [1.1] Policy. 

• At subsection [1.1] Policy to include the requirement for a 
legal detainer to hold a person in CSNSW custody, where 
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and when releases may occur (including examples of the 
types of release) and the requirement for SMO confirmation 
authorising an inmate’s release. 

• Inclusion of subsection [1.2] Requirements for an inmate’s 
release. 

• Inclusion of subsection [1.3] Release packages. 

• Inclusion of subsection [1.4] Identification of inmates. 

• At subsection [1.5] Bails to include additional content 
outlining various requirements relating to processing of bails. 

• Inclusion of subsection [1.6] Case management for inmates 
due for release. 

• Inclusion of subsection [1.7] Payments from services 
Australia. 

• Inclusion of subsection [1.10] Procedures for generating a 
release certificate. 

• References to FM changed to SAS throughout document. 

• At Part [3] Registerable persons to outline new requirements 
relating to releases of registerable offenders. 

• At subsection [5.2] Procedures (part 5 Compassionate 
release) position title for Director, SMO.  

• At Part 6 Immigration/deportation to outline that an inmate 
may have an immigration hold in place.  

• At subsection [6.2] Procedures to outline requirement 
SAS/OIC to be informed of requirement for the inmate to be 
released to the ABF if there is an immigration hold.  

• At Part 10 Definitions, inclusion of ‘Bail’, SIM, and Service 
Integration Team staff.  

 




