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INDIVIDUAL MANAGEMENT FILE
This Commissioners Requirement describes the purpose and content of the Individual Management File.
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1.
Structure of Individual Management File
The IMF is divided into four sections. This provides guidance to ensure that documents are placed in the correct section of the file and to assist with the usability of the file. 
1.1 Section 1 – Assessment
This section contains assessments conducted initially on reception and also during sentence. These assessments are used to guide the development of the prisoner’s local plan. 

This section should contain:
	1. 
	Indent

	2. 
	(Current) Day-of-arrival checklist

	3. 
	Reception assessment

	4. 
	2A and B outcome reports (if/when completed)

	5. 
	Sentence plan

	6. 
	Initial ‘at risk’ assessment

	7. 
	Risk and review plans

	8. 
	LSI-R:SV or LS/RNR summary report

	9. 
	Other assessments (such as court return and disability assessments)

	10. 
	Employment and education skills plan

	11. 
	Cultural assessments


1.2 Section 2 – Interventions
This section contains details of interactions, reviews and interventions completed during the current term of imprisonment. 
This section should include:

	1. 
	File notes

	2. 
	Local plans 

	3. 
	Reviews (reviews of local plans, Case Management Review Committee minutes and annual review results)

	4. 
	Correspondence (i.e. Adult Parole Board or Australian Border Force)

	5. 
	Program reports

	6. 
	Education reports

	7. 
	Work and industry reports


1.3 Section 3 – Transition

This section contains details of the transitional activities and referrals completed during the current term of imprisonment. 
This section should include:

	1. 
	‘Court Discharge Information Session’ documentation (eligible remand prisoners only)

	2. 
	Transitional Assistance Program checklist and referrals 

	3. 
	Prisoner transition tool

	4. 
	Referrals to outside agencies for post release assistance 

	5. 
	Corrections Administration and Rehabilitation and Transition Permit applications

	6. 
	Corrections Administration and Rehabilitation and Transition Permit observation checklist 

	7. 
	Residential visits program

	8. 
	Other relevant transitional information (e.g. Judy Lazarus Transition Centre applications)


1.4 Section 4 
This section contains current and previous sentence information and reports not accessible to prisoners. 

This section should include:

	1. 
	Any reports prepared for the Adult Parole Board

	2. 
	Separation documentation

	3. 
	LS/RNR

	4. 
	Tier 1

	5. 
	‘At Risk’ forms and logs

	6. 
	Incident reports

	7. 
	Protection forms

	8. 
	Disciplinary hearing information  

	9. 
	Any reports of a sensitive nature

	10. 
	Sentencing comments

	11. 
	Long term management reports

	12. 
	Previous sentences


2.
Creation, maintenance and transfer of Individual Management Files

· Prison management must provide secure and safe facilities for the keeping of all IMFs. 
· Melbourne Assessment Prison will establish and maintain a section at that location for administering a registry and file storage system.

· Staff must ensure that the file is updated each time a prisoner is interviewed by their caseworker or other prison staff, and each time the prisoner appears before the Case Management Review Committee.

· Staff must ensure that the file is always available to Sentence Management Division (SMD) staff.

· Staff must ensure that the file accompanies the prisoner when they are transferred from any prison, and that the file is returned to the Melbourne Assessment Prison upon the prisoner’s discharge.

· Staff must ensure that when a prisoner is transferred to another location, the transfer of the file is recorded in the E*Justice IMP File transfer module.

3.
Temporary Individual Management File
Where an IMF is temporarily required at another location, the prison location is responsible for creating a temporary file for the on-going maintenance of case notes and other records. The temporary IMF is designed to be reused.
The temporary IMF is divided into two sections: 
3.1
Section 1 – Reception
	1. 
	Indent

	2. 
	Day-of-arrival checklist and file note

	3. 
	LSI-R:SV or LS/RNR summary report

	4. 
	Tier 2A/B

	5. 
	Clinical assessments

	6. 
	Risk assessment

	7. 
	Classification information

	8. 
	All other relevant reception documentation


3.2
Section 2 - Case notes and other documents
	1. 
	File notes

	2. 
	Local plan agreements

	3. 
	Local plan reviews

	4. 
	Case management review notes and minutes

	5. 
	Sentence Management Panel notes and minutes

	6. 
	Program, work and education reports

	7. 
	Correspondence

	8. 
	Corrections Administration and Rehabilitation and Transition Permit documentation

	9. 
	Court, Adult Parole Board and Community Corrections Reports

	10. 
	SMD Reports

	11. 
	Any other documentation related to the prisoner


3.3
Creation, maintenance and transfer of temporary Individual Management Files

Prison management must create a temporary IMF when an IMF is not available. This may be due to the file being required by another area of the department, subpoenaed for court or when waiting for an IMF to be received from archives.  

If a temporary file is being created because the original is required elsewhere, prison management must ensure that all relevant paperwork is copied and placed in the temporary file. This should include the current local management plan, the most recent local plan review form, day-of-arrival checklist, risk assessments, file notes (current month at a minimum) and any recent program, education or work reports. In addition any information received (e.g. the subpoena) should be attached to the temporary file. 
The temporary file does not have a separate section four. Prison management must ensure that any sensitive documents that would usually be placed in section four are clearly identified.
The documents contained in the temporary file must be transferred to the IMF in chronological order and in the correct sections once the file is received.
The creation and management of the temporary file is coordinated through Melbourne Assessment Prison file registry. 

The creation of the temporary file should be recorded in E*Justice and must transfer with the prisoner. 
4.
Prisoner access
Prisoners can have supervised access to sections 1 to 3 of their IMF. Documents filed in section 4 may have security or confidentiality implications and are subject to a more deliberate process prior to release.

5.
Review requirements
Prison management must ensure monthly IMF reviews are conducted, separate to the monthly random audits for the purposes of SDO 23 Case Management.
The IMF review tool (schedule IM1.1) measures a component of compliance and a component of quality. It ensures appropriate file management and recording of information on prisoner progress by the case worker. A modified review tool has been developed for use at the Melbourne Assessment Prison.
The review is conducted monthly and is coordinated by the Offender Management Supervisor (OMS).
The percentage benchmark is set at 85% for each section. 

The reviews are to be conducted for each month and measure the file’s ability to achieve SDO 23 requirements.

Outcomes are recorded in a monthly report to the prison general manager. Where applicable, case workers are to meet with the OMS or line manager to ensure practice and compliance gaps are addressed.
	Schedules


The following schedules are attached:

Schedule IM1.1:
Individual Management File Review Tool
Schedule IM1.1
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SCORING GUIDE — IMF REVIEW TOOL
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CORRECTIONS VICTORIA – SENTENCE MANAGEMENT DIVISION





SENTENCE MANAGEMENT MANUAL





What





An Individual Management File (IMF) is the hard record of a prisoner’s progress and activity during their imprisonment. All hard copy file notes, reports, application forms and other information written about the prisoner must be placed in this file. 





Why





To keep an accurate and up to date record of a prisoner’s progress and transition during their imprisonment.





It is a place to find critical information about the prisoner during their imprisonment.





When





An IMF is created upon the prisoner’s initial entry into prison custody and updated throughout their term of imprisonment. The file transfers with the prisoner as they move through the prison system. 








Who





Prison management is responsible for the creation and maintenance of IMFs. 





All staff are responsible for ensuring that relevant information is contained in the prisoner’s IMF.





IM


1





Prisoners MUST apply under the Freedom of Information Act 1982 if:





They want access to documents contained in Section 4 (including LS/RNR, Tier 1, screening tool) of their own IMF.


They want copies of any documents.
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