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1.
Executive Summary

Background 

1.1       This instruction reviews the guidance provided to Probation Trusts in PC 25/2007 relating to the transfer of cases subject to community orders, suspended sentence orders and licences.  Whilst the key principles set out in the previous circular remain the same, greater flexibility in relation to the temporary transfer of an offender is now possible in certain circumstances.  

1.2       In addition this instruction addresses the pre-release transfer of custodial cases where the offender will be subject to supervision on licence by probation trusts.  This instruction now cancels PC 25/2007.

Desired outcomes

1.3 This instruction aims to ensure that;

· Common procedures are used for the transfer of cases based on clear key principles

· There are clearly defined expectations to ensure the effective management of cases during transfer between Probation Trusts and the circumstances where the transfer can be agreed on a temporary basis.

Application
1.4       Chapter 2 sets out the key principles and legal basis for case transfers and defines the terminology used in this instruction.  It also sets an expectation for a Senior Manager (ACO or equivalent) engagement in approval or resolving difficulties should these arise between trusts. An escalation route is also outlined in chapter 2.  All staff responsible for the management of offenders or having oversight of this work should be familiar with this chapter.

1.5       Further information and guidance is provided;

· Annex 1 – Operational guidance for pre-release transfers

· Annex 2 – Operational guidance for post release or community sentence 

     transfers which includes arrangements for temporary transfers.

· Annex 3 – Case Transfer Checklist

· Annex 4 - Legal Context and General Duties

· Annex 5 - Procedures and Practice Guidance 

Mandatory actions
1.6 Probation Trust Contract Managers must ensure that this instruction is included in the Trust contractual requirements and that all staff are aware of and comply with this instruction.  Staff must ensure that the key principles are applied to all case transfers and that these are conducted in line with the operational and good practice guidance provided. Specific mandatory actions are within Annexes 1 and 2 of this Instruction.

1.7 Directors of Offender Management must ensure that, as part of their routine oversight of Probation Trusts, arrangements are in place to monitor the compliance with the requirements in this instruction.

Resource Impact

1.8      There are a significant number of case transfers between and within Trusts each year.  The implementation of this instruction is not intended to increase the resources required to undertake case transfers rather to ensure there is consistency and effective management of the offender during a critical time in their sentence.  Hence promoting good practice and ensuring the focus on public protection is overarching.  It also provides for the temporary transfer of cases which may reduce resource requirement in such circumstances.

1.9     This instruction withdraws the expectation that case transfers will be monitored by each Trust therefore generating a further resource saving.  

2.
Key principles and terminology

Key Principles

2.1 Many offenders may change address during the course of a sentence.  Such moves may be instigated by the offender or the responsible officer may need to transfer an offender’s supervision to a different Trust to increase the effectiveness of, or as part of, the risk management planning.  For example when an offender is released from custody to Approved Premises in a different geographical area.  

2.2 The key principles governing the transfer of cases, whether pre release or whilst subject to statutory supervision are as follows:

· Public protection must be the overriding consideration in any decision to transfer a case or direct an offender to reside at another address

· At all times there must be absolute clarity about who the responsible officer is and, therefore, who has responsibility for a case

· Case transfer arrangements must be subject to liaison and planning between the home and receiving office/Trust

· Delivering the order of the court or the licence conditions must not be compromised by case transfer activity

· Any decision to transfer the case must take account of and be consistent with the objectives of the sentence plan. 

2.3 The legislative context and general duties for the responsible officer and the offender are provided in annex 4.  

2.4 Offenders subject to licence conditions or a community sentence with a residence requirement or where a specific address is needed (curfew or a drug rehabilitation or alcohol treatment requirement) must seek the prior approval of the Responsible officer before they change address.  Enforcement action would need to be taken by the responsible officer from the home Trust where the offender fails to notify a change of address or where the change of address would constitute an unacceptable failure to comply with the requirements of the order. 

2.5 Responsible officers should be proactive in encouraging offenders to plan any changes of address taking full account of the objectives contained within their sentence plan.  In any event offenders without a residential requirement or not subject to licence conditions have a responsibility to notify change of address within six days (OM National Standards 2.f4).  Information about the potential consequences of unplanned or unapproved moves must be clearly explained to offenders during their induction and/or within sentence planning.

2.6 Where there is no requirement to gain approval prior to a change of address it may be unreasonable to oppose a request without specific grounds, however such a move may highlight the need for restrictions where they do not already exist.  Responsible officers may need to consider if such a move would undermine the objectives of the sentence plan in which case the order may need to be returned to court for the requirements of the order to be amended or for revocation and resentence.

2.7 In all high or very high risk of serious harm cases transfer must be formally agreed by Senior Management from each trust following the assessment of suitability on the address.  

The purpose of the agreement is to share information about the identified risks, confirming the offender is not subject to any victim related restrictions which can not be managed at the new address and that effective risk management is in place.  In the case of temporary transfer agreement should also focus on the suitability of temporary arrangements made ensuring the public protection is not compromised.   ViSOR records should always be consulted in this regard where relevant.  All decisions arising from these discussions should be recorded in the case record.   

2.8 In all cases staff must deal with the transfer of offenders in a collaborative manner, communicating openly with other Trusts and fully involve the offender in the process.  Decisions should be justified on the principles outlined in this instruction and the operational guidelines must be followed. Any disputes over the transfer of a case must be dealt with by agreement between the Senior Management for each Trust. If the efforts of Trust Senior Managers fails to resolve a dispute over transfer of a case then the matter should be escalated to an appropriate representative of the Secretary of State.

2.9 These key principles apply to all cases with the exception of The National Scheme for Transfer of Critical Public Protection Cases.  PC 06/07 continues to provide guidance on the small number of cases where national co-ordination is required due to difficulties in offender placements and these are brokered through the scheme organised by the Public Protection and Mental Health Group.

Terminology

2.10 The following terms are used throughout this instruction:

· Transferring Trust – Trust permanently transferring an offender to another Trust or office;

· Receiving Trust - Trust permanently accepting the transfer of an offender from another Trust or office;

· Home Trust - Trust which retains the management of an offender during an agreed period of the supervision or licence wherein the offender temporarily resides in another area; or when an offender has moved without agreement

· Holding Trust - Trust which temporarily manages an offender during an agreed period of the supervision or licence.

· Date of transfer request – Date on which the transferring Trust makes a formal request to transfer an offender, subject to receiving areas assessment.

· Agreed date of transfer – Date on which the actual transfer of case will be deemed effective.

Contact.

For further information about this PI please contact:

Roz Evenden

Email: roz.evenden@justice.gov.uk
Mobile:  07545 732823
(signed)

Yvonne Thomas

Director of Offender Management, Director of Operations, NOMS.

PI 17/2010 – Annex 1            

Operational Procedures - Pre-release transfers

1. Probation Trusts would normally request these in the following circumstances:


a. the offender identifies or proposes a release address within a different geographical boundary to the transferring Trust’s area where they have close family or an established partner or positive social network, or residential ties such as access to appropriate property or verified offer of employment within the geographical area, or

b. the transfer of the offender would increase the effectiveness of the management of risk, such as where it is necessary for the protection of victims, avoiding media interest or separating gang members on release, or

c. 
a MAPP Meeting recommends that moving to a new area will support the RMP and the responsible officer agrees with this proposal.

2. In all the circumstances above the transfer of the offender is dependant on the receiving Trust verifying the suitability of the proposed release address and the arrangements for supervision.  A request for transfer can be turned down by the receiving Trust if the address or arrangements present an unacceptable risk to the public, actual victim(s) or potential victims or if the case is of high profile media or public concern and the release plans might undermine the aims of the licence.

3. For those who are registered sex offenders, best practice is a joint visit by the responsible officer and the relevant police area to any proposed address. The minimum should be a joint agreement by both parties to the proposed new address.

4. On all occasions where the proposed move involves the offender living in a household with children the impact of the move on the children should be considered prior to any agreement to transfer. 

Local Safeguarding policies and procedures must be followed in relation to children or vulnerable adults.

5. If there is no clear reason for the transfer of the case, for example the offender was previously living a nomadic lifestyle and the move was not supported by any of the reasons outlined at 1 above, then the transferring Trust should consider the firmness of the proposal and examine its viability before initiating a transfer request. 

6. Pre-release transfer requests should be made at the earliest opportunity and good practice suggests a minimum of six months prior to release to initiate the transfer process. Responsible officers should use professional judgement when considering the merits and timing of case transfers. However certain processes such as HDC, ROTL and Parole may trigger a request or decision to transfer. In such circumstances the transferring Trust should not seek to transfer before these processes are completed but should seek to involve the receiving area in the process decisions. The prison should continue to communicate with the transferring Trust with responsibility for completing these assessments until such time as a transfer decision is made. This is especially relevant if the case is subject to phases II or III of offender management.

7. If the offender is subject to a parole decision then the transferring Trust will retain responsibility for preparing the PAROM 1 and liaising with the prison to ensure the parole dossier is completed and on time. The Parole hearing also provides the opportunity to ensure there is no gap in the management of the case on release, via good communication between the transferring and receiving Trusts. Once the reason for transfer has been established and the release address confirmed, then the earliest point of transfer should always be the aim of both Probation Trusts.

Pre-release Short Notice Transfers

8. Despite the best efforts of Trusts there will inevitably be occasions when transfers happen at short notice very close to the release date. It is even more important in these cases, that the receiving area is involved in verifying the nominated address. If it is acceptable then the transferring Trust should prepare the release and risk management plan following discussion with the receiving Trust and including their input to the licence conditions and plans.  It may be that such transfers are arranged on a temporary basis and the guidance within this instruction should be followed. 

MAPPA Cases 

9. Where the offender is a MAPPA eligible offender and is within six months of her/his release date an assessment must be made by the responsible officer regarding the level of MAPPA management that is required in the community. Where it is identified that this is at level 2 or 3 a MAPP meeting arranged by the transferring Trust must be held involving the two Trusts and all the relevant agencies to ensure that effective information sharing takes place to address the transfer issues.  

The transfer risk management plan agreed by the MAPP meeting should be included in the review of OASys and the transfer should be expedited to allow the receiving Trust to take responsibility for the preparation of the release plan. ViSOR records should also be updated including relevant transfer details. 

10. If the transfer is being arranged at short notice prior to release or for MAPPA cases in the community the timing or scheduling of MAPPA meetings should not cause delay in the receiving Trust’s management of the offender.  However it is important that communication and cooperation is achieved to ensure a robust risk management plan completed by the transferring Trust is in place in preparation for the transfer. 

Referrals or Placements in Approved Premises and Other Accommodation Providers 

11. Responsible officers need to adhere to the contents of PC 07/2009 when referring or placing an offender in Approved Premises.   Other accommodation providers also include the enhanced supervision beds which may be available through the Langley House Trust.  If an offender is being placed in an enhanced supervision bed then the responsible officer in the home Trust remains responsible for the case management.  An offender supervisor role may be facilitated by the holding Trust where the facility is located.  This needs to be agreed in line with the temporary transfer arrangements set out later in this instruction.

11.    When responsible officers refer offenders to independently managed accommodation projects in different geographical areas they must consult the relevant Trust before the placement is made.  Offenders must not be routed directly to the accommodation provider. 

Responsible officers should discuss referrals with accommodation providers and clarify such matters as availability and eligibility however the offender should only be moved into the accommodation once the suitability of the placement and arrangements for case transfer or temporary supervision have been agreed. 

Foreign National Prisoners

12.     Foreign National Prisoners are not a homogenous group and need to be considered individually in terms of the management of their sentence and any potential transfer from one Trust to another. The principles outlined above should apply in each case; however the allocated responsible officer in the transferring Trust needs to ascertain the immigration status of the foreign national at the earliest stage. The transferring responsible officer should ascertain from the offender supervisor in the prison OMU if contact has been made with the Criminal Casework Directorate of the UKBA to determine the immigration status of the prisoner.

13.     For sentenced prisoners serving over 12 month prison sentences the immigration status can be obtained by contacting the Criminal Casework Directorate of the UKBA on their hotline to ascertain the caseworker allocated to that prisoner. Telephone number is 020 8760 8655 (9:00am to 5:00pm) 

Or for non urgent enquiries;

· email to CommandandControlUnit@homeoffice.gsi.gov.uk 

14.     The UKBA will be able to indicate if the person is a foreign national and, if so, what her/his current immigration status is. UKBA will also be able to provide the name and contact details of the caseworker from the Criminal Casework Directorate (CCD) if one has been allocated. The CCD caseworker will be able to keep the responsible officer informed about any deportation proceedings for that person. This will influence any decision about a potential transfer request by the offender to another Probation Trust. If the offender is to be deported then the case should not be transferred. If at any stage the proceedings for deportation are discontinued then the transfer can be considered on its merits based on the above principles.

PI 17/2010 – Annex 2            

Operational Procedures – Post-release or Community Sentence Transfers

1. As previously stated in section 2.4 – 2.5, offenders on licence or subject to a community sentence with a residence requirement must seek the prior approval of the responsible officer before they change address.  For offenders who are subject to community supervision without a residence requirement this instruction promotes a rigorous approach to planning in all cases. 

2. As with pre-release arrangements all requests by offenders to change address or notification of such a move should result in a referral to the receiving Trust for assessment of suitability of the address.  Consideration needs to be given to the key principles outlined in section 2.2 and communication between the Trusts should ensure that there is no detrimental impact on public protection or the delivery of the sentence plan if the address is deemed suitable.

3. When a case transfer is being made to a neighbouring Trust the transferring responsible officer may also consider the desirability and feasibility of finishing any partially completed intervention in the transferring Trust after the transfer has taken place. If/when such arrangements are made the case record must clearly detail how information about the offender’s progress will be exchanged between the responsible officer and key stakeholders in the transferring area and the responsible officer and key stakeholders in the receiving area.

4. In the event that either the address is deemed unavailable/unsuitable or the appropriate interventions are unavailable in the receiving area this would clearly present a significant obstacle to approving the proposed move. Until these circumstances are resolved it is important to maintain clarity of responsibility and the transferring responsible officer will retain overall management of the case.

5. If the responsible officer is concerned that the proposed move is likely to increase the offender’s risk of serious harm or likelihood of re-offending, or if it appears that the motive for the change is to subvert the aims of the sentence plan, the responsible officer should review the proposal with his/her line manager at the earliest opportunity. 
If/when a decision is reached not to approve the proposed move the offender must be notified immediately. The decision, the reasons for it and the offender’s response to it must be recorded on the case records including the risk management plan within OASys.

6. If the offender persists with the change of address and is subject to post release licence/notice of supervision or a CO/SSO with a residence requirement appropriate enforcement action should be initiated.  If s/he is subject to a Community or Suspended Sentence Order without a residence requirement the responsible officer should attempt to resolve the matter with the offender. If this proves impossible then the responsible officer should return the order to court on the grounds that the order is now unworkable. Responsibility for this action lies with the transferring Trust and is not the responsibility of the receiving Trust. 

7. In circumstances where the offender has or intends to move to an address which is not deemed suitable the responsible officer may consider the following options;

· returning the order to court and seek to amend the order by the substitution of an existing requirement to a residence or a prohibited activity, or 

· If there is the indication that the risk is increased or the order can not be amended to allow sufficient protection to the public or victim(s) and the change of address would represent a failure to comply with the requirements breach proceeding may be considered. If such a breach was proved the order can be made more onerous or revoked and the offender re-sentenced.  


The responsible officer must notify the offender in writing of the action which will be 
taken should they continue with the change of address.

8. If the case is assessed as high or very high risk of serious harm the transfer has to be agreed by a Senior Manager before the transfer can be completed. In addition, if the case is being managed at MAPPA level 2 or 3, the arrangements for transfer must be considered within the MAPPA framework.  ViSOR records should be consulted and appropriately updated at all key stages.  All staff involved in the management of such cases need to ensure they are familiar with and follow the procedures set out in section 17 (transfer of MAPPA cases) and in section 19 (Approved Premises) of the MAPPA guidance (2009).  Although section 17 refers to the previous probation circular the key principles for the transfer of cases should be as contained in this instruction. 

9. For those who are registered sex offenders, best practice is a joint visit by the responsible officer and the relevant police area to any proposed address. The minimum should be a joint agreement by both parties to the proposed new address.

Prolific And Priority Other Offenders 

10. If an offender is registered as a PPO at the point of transfer, the transferring Trust should ensure contact is also made with the relevant PPO Unit in the receiving Trust.  Where there is any difficulty in identifying the PPO Unit the responsible officer should contact the lead officer for PPOs in the receiving Trust.  This information is available in EPIC within the “PPO Toolkit”.

11. Responsible officers need to adhere to the specified requirements for PPOs if they are assessed as such at the point of transfer.  There will be cases where the offender does not meet the PPO criteria in the receiving Trust and de-registration can be considered by the panel or tasking group following transfer.  Where the offender is to be de-registered the receiving Trust should give consideration to how this will be explained to him / her, particularly if it results in the withdrawal of any services.  Both the decision and the explanation should be clearly recorded on the case record.  

Temporary transfers

12. An offender may be released or allowed to live for a short period of time at an address other than their normal home address.  Situations where this is likely to occur are:

· a period of residence at an Approved Premises

· a residential drug treatment programme

· a mental health treatment programme

· a verified temporary period of employment

· section 47 transfers/hospital orders into private secure mental health facilities

Please note that this list is not exhaustive.

13. Where the offender is expected to return to her/his home address or geographical area following the temporary period, the home Trust can arrange for the temporary supervision of the offender by the holding Trust.  The temporary arrangements must be consistent with the planned period of treatment or for an agreed and defined time period. 
14. A formal transfer of the case is not required and the home area will retain the overall management throughout.  
The responsibilities outlined below must be formally agreed and recorded in the risk management or sentence plans:

· the planned period of time for temporary transfer;

· the frequency of regular communication between the responsible officer and offender supervisor in the holding Trust;

· the level and type of contact that the holding Trust will have with the offender on a day to day basis – this should be at least consistent with National Standards; 

· the arrangements for managing any enforcement action – Responsibility for this action lies with the home Trust. Tthe expectation is that warning letters or breach proceedings will be managed by the home Trust, with supporting information provided by the holding Trust;  

· the arrangements for emergency recall – the agreement should allow the holding Trust to conduct emergency recalls via telephone, subsequently followed up with written information about the recall and the subsequent updating of the supervision and risk management plan by the home Trust.  

15. There must be clear communication between the two Trusts about any pre-release arrangements where a temporary transfer has been agreed.  Wherever possible the responsible officer in the holding Trust should attend any pre-release sentence planning meetings. The home Trust will, if possible, arrange for the original responsible officer to resume supervision once the temporary period of residence has been completed.

Substance Misuse Treatment Requirements

16. Responsible officers need to have particular regard to the assessment and transfer of offenders who are subject to drug rehabilitation or alcohol treatment requirements.  It is now possible to agree the temporary transfer of offenders referred to or receiving treatment in a residential setting.  In such cases it is envisaged that the supervision will remain with the home Trust.  However, it is important that prior to any placement there is contact with the Trust in which the residential facility is located to ensure the centre is approved and arrangements are agreed for the supervision of the offender if necessary.

17. Where treatment is being facilitated in the community and the offender is planning a change of address, the transferring Trust should not direct offenders in to community treatment facilities without the prior consultation with the receiving Trust.  The arrangements for the treatment delivery will be the responsibility of the receiving Trust and treatment providers may wish to reassess the offender’s treatment needs. 

 This assessment must be completed within five days of the offender’s move.  However the transferring Trust should ensure that whilst alternative treatment services are being agreed there is minimal disruption to the offender’s treatment or substitute prescribing arrangements. 

18.  In relation to both the drug rehabilitation and alcohol treatment requirements, responsible officers need to be mindful that services and provisions may vary between different Trusts.  
Where the difference in service provision may impact on the offender’s risk of serious harm or the objectives of the sentence plan, the viability of the sentence must be considered in line with the key principles underpinning the transfer of cases.    

Unplanned Moves

19. All cases should be managed to avoid unplanned changes of address by offenders wherever possible. However there will be situations when offenders change address without the prior approval of the responsible officer. 

Enforcement action must begin if the offender fails to notify the Responsible officer of his/her change of address within the required time frame and/or fails to keep his/her next appointment. For offenders who are assessed as high risk of harm, the Home Trust should consider immediate court referral.

20. However where an offender subsequently attends a Probation Office in a different Trust contact with the responsible officer in the home Trust must be made immediately.  

Information regarding risk and current interventions will need to be shared promptly and a decision made as to the permanent or temporary basis of the transfer and arrangements agreed.  

Enforcement 

21. In the situation described in the preceding paragraph a decision on whether to pursue enforcement action will still be required by the transferring Trust.  In other circumstances where enforcement action is required prior to the agreed transfer date, whether the move is planned or not, responsibility for initiating breach proceedings will remain with the transferring responsible officer.

22. Changes in legislation (see annex 4) provide that any magistrates court in England and Wales has the power to issue a summons or warrant directing the offender to attend or be brought before a court in the local justice area where the offender is known to have moved to, without the order having been amended.  The latter court then has the power to deal with an outstanding breach proceeding.  In such circumstances the receiving Trust may agree to action the prosecution of the breach although the transferring Trust is obliged to ensure all information is provided in a timely manner to enable the matters to be dealt with at court.    

Annex 3 – Case Transfer Checklist

Below is an example checklist that can be used to ensure all tasks are complete and documents available to complete a successful case transfer.

Case Transfers Checklist 1
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PI 17/2010 - Annex 4

Case Transfer Community Orders, Suspended Sentence Orders & Licences

Relevant Legal Context – General Duties

	Legal Basis or Requirement
	Responsible Officer’s Duty (except where

the responsible officer is only responsible for electronic

monitoring)
	Offender’s Duty
	Comment

	Criminal Justice Act 2003
	Section 198;

a) To make any arrangements that are necessary in connection with the requirement imposed by the order 

b) To promote the offender’s compliance with those requirements 

c) Where appropriate to take steps to enforce those requirements
	Section 220;

a) Keep in touch with his/her Responsible Officer in accordance with any instructions given b) Notify the Responsible Officer of any change of residence.

(Note; The law does not specify that this notification must be in advance of the move, nor does it imply that the OM has any authority to prevent a move.
	Applies to Community Orders and Suspended Sentences.

NOTE: Para 16(5) of Schedule 8 introduces a major difference from the “old” provisions in that if an Order is made in the Crown Court any application to amend must be made to the Crown Court unless that Court has directed that amendments are to be dealt with by a magistrates court

	Criminal Justice Act 1991 & 2003
	
	Standard Licence conditions: 

a) Keep in touch with the responsible officer as instructed;   

b) Permanently reside at an address approved by the responsible officer, and  

c) Obtain the prior permission of the responsible officer for any stay of one or more nights at a different address.
	Extract from the Standard Licence conditions.

	National Standards 2007
	
	Para 2f.4; A failure to inform the Responsible officer of a change of address within 6 working days is

treated as a failure to comply
	

	Domestic Violence Crime & Victims Act 2004
	Schedule 5 – allows Magistrates Courts in England and Wales to issue a summons or warrant to deal with breaches of Community or Suspended Sentence Orders in the local justice area where they are known to reside if the offender has moved from the local justice area where the order was made.  Therefore the original supervising court can commence the proceedings and the court in which the offender now resides can take over the management of the breach until matters are concluded.
	
	This does not apply if the offender is arrested in any area other than where they reside or where the offender is arrested for other matters in a third area.  Also excluded is where a warrant is issued in the area where the offender originally resided.

This amendment does not apply to the Drug Rehabilitation Requirement where the reviews if imposed remain before the Magistrates Court in the local justice area to which the order was made. 


Case Transfer Community Orders, Suspended Sentence Orders & Licences

Relevant Legal Context – Requirements

	Requirements
	

	Residence
	Under Section 206 of CJA 2003 the Court may impose a requirement that the offender must reside for a period specified by the court at a place specified by the court in the order. This does not prohibit the offender residing elsewhere providing s/he has the prior approval of the Responsible Officer.

	Drug Rehabilitation

Alcohol Treatment

Mental Health Treatment

Specified Activity

Programme8

Unpaid Work8

Supervision Requirements
	When an offender moves to another local justice area Paragraph 16 (2) of Schedule 8 provides that upon the application of the Responsible Officer the court must amend the Order by substituting the new local justice area except when {Paragraph 16 (3)} the order contains requirements which in the opinion of the court cannot be complied with unless the offender continues to reside in the original local justice area – in these circumstances the court may either cancel those requirements or substitute with other requirements of the same kind which can be complied with if the offender ceases to reside in the original area. Paragraph 16 (4) provides that the court may not amend the Order imposing a programme requirement unless it appears to the court the programme specified in the requirement is available in the other local justice area


PI 17/2010  -  Annex 5 

Transfer Procedures and Practice Guidance for cases supervised in the community

	Event
	Transferring Trust / Responsible officer
	Receiving Trust / Responsible officer



	Offender

notifies of intention to move out of area within England and Wales
	Within 5 days of the notification from the offender,  the transferring Responsible officer must:

a. complete a formal request to the receiving Trust for a suitability assessment to be completed on the address, and

b. request confirmation from the receiving Trust that the appropriate interventions are available to meet the sentence plan objectives.
	Within 5 days of the notification from the transferring Responsible officer, the receiving responsible officer must:

a.  Take all reasonable steps to confirm the availability and suitability of the address, including commenting upon any victim issues.  

b.  Provide confirmation that appropriate interventions are available.

	During 

assessment process
	The transfer must not be agreed until it is clear that;

a. The appropriate liaison has taken place with MAPPA, Police, children’s social services, victims services and interventions where appropriate

b. The sentence plan is not compromised 

c. The transfer is agreed at Senior Manager level for very / high risk of serious harm offenders.
	If the address is suitable the receiving Trust must agree a transfer date and provide details of the Responsible officer and first appointment to the transferring Responsible officer



	The address is assessed as suitable
	When transfer is agreed the Responsible officer must: 

a. Confirm the offenders reporting instructions in line with National Standards

b.   Undertake a full transfer review of OASys including the sentence and where necessary the risk management plan

c. Transfer relevant VISOR records in line with the national VISOR protocols and standards

d.  Ensure that all recording is fully up-to-date


e.  Send the case records (including, as a minimum, the documents specified in the checklist at annex 1) to the receiving responsible officer within 5 working days of the agreed transfer date  

f.    Apply to the Court for an amendment to an order 

g.  Notify police SPOC (licence cases only)
	The responsible officer must:

a. Confirm the attendance of the offender at the first appointment.

b. Where relevant, notify the victim liaison officer of his or her contact details

c. Confirm the reviewed OASys reflects the change of circumstances and remains accurate and relevant.  The next OASys review should be conducted in line with National Standards or if there is a further change in circumstance or risk of serious harm

d. Notify all other agencies/key workers involved in delivery of the sentence plan of the offender’s transfer into the area, and make appropriate arrangements for reporting 

e. Notify Police SPOC (licence cases only)



	If the adress is assessed as unsuitable
	If the address is assessed as unsuitable by the receiving Trust the reason for this must be considered and shared with the offender.  Guidance on enforcement is contained in main body of the instruction 
	If the address is deemed unsuitable the receiving Trust must give written information to the transferring Trust / responsible officer as to the reason for not approving the address. It should be borne in mind that the reason may be shared with the offender.   




Telephone enquiries may be sufficient for tier 1 and 2 cases but home visits must take place where there is a high risk of serious harm and in cases where the address is relevant to managing risk i.e. offenders who present safeguarding or domestic abuse concerns. 





If the address is suitable the receiving Trust must allocate the case to a responsible officer within one working day of the agreed transfer date for a tier 3 or 4 case, or within three working days for tier 1 and 2 cases.





Any issues which can not be disclosed due to confidentiality or the potential to increase risk to the public or victims may need to be provided in a separate report.









unclassified


_1350214108.doc
RESTRICTED




PI XX/2010 – Annex 1            CASE TRANSFER REQUEST FORM 


		TRANSFER TO:                                                             Trust.   




		TRANSFER FROM:                                                           Trust.                                                                     



		Requested Date of Transfer:




		Agreed Date of Transfer:



		OFFENDER NAME




		



		ALIASES




		



		DOB




		

		ETHNIC CATEGORY

		



		CRO / PNC NUMBER




		

		DISABILITY

		



		CURRENT ADDRESS



		



		PROPOSED / NEW ADDRSSS

		



		ADDRESS CHECKED




		YES / NO



		CRN/CRAMS NUMBER



		

		PPO

		



		ROH STATUS




		LOW/MED/HIGH/VHIGH

		TIER

		



		REGISTERS

		



		MAPPA



		YES / NO

		CATEGORY

		



		DATE OF NEXT MAPPA MEETING




		

		LEVEL

		



		LATEST MAPPA MINUTES

		

		SAFEGUARDING ISSUES




		



		VISOR RECORD CHECKED




		

		VISOR RECORD UPDATED

		



		RISK DETAILS




		



		VICTIM ISSUES




		



		SENTENCING COURT




		

		DATE

		



		SENTENCING DETAILS


(ORDER/LICENCE CONDITIONS)


 

		



		OFFENCES

(DATE)

		



		RELEASING PRISON




		

		PRISON NO.

		



		DATES

		ACR/DCR

		

		HDC/PED




		



		

		LED

		

		SED




		



		CURRENT REPORTING STATUS


(If in Community, Weekly/Monthly reporting)

		



		ANY UNAUTHORISED ABSENCES

		

		DETAILS OF ANY WARNINGS

		



		UP TO DATE RISK ASSESSMENT COMPLETED

		YES – DATE

		



		ANY OTHER INFO-(ATTACH SEPARATE SHEET IF NECESSARY)

		



		PLEASE SEND THIS FORM AND THE FOLLOWING INFORMATION 

(TO BE RECEIVED WITHIN 5 DAYS)


· PSR


· PREVIOUS CONVICTIONS


· UP-TO-DATE OASYS INCLUDING RISK ASSESSMENT AND SENTENCE PLAN


· CONTACT LOG


· COPY OF THE ORDER/LICENCE


· CROWN PROSECUTION SERVICE DOCUMENTATION


· BREACH DOCUMENTATION AND SUPPORTING EVIDENCE (If applicable)

· BASIC SKILLS ASSESSMENT


· ACCREDITED PROGRAMME DOCUMENTATION (If applicable)

· VICTIM INFORMATION AND DOCUMENTATION (If applicable)

· MAPPA MINUTES (If applicable)


· ANY OTHER RELEVANT INFORMATION






		OFFENDER MANAGER NAME:



		OM  CONTACT DETAILS





		SENIOR PROBATION OFFICER NAME



		SPO CONTACT DETAILS



		SENIOR MANAGER NAME AND CONTACT DETAILS:


(For High or Very High Risk of Serious Harm offenders)





		DATE FORM COMPLETED AND SENT  

		



		SIGNED

		





		DATE FORM RECEIVED 

		



		SIGNED

		





PLEASE RETURN COMPLETED FORM TO:

RESTRICTED


Case Transfer Form (July 10)
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