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Scope 
This section applies to all correctional centres and other facilities administered by or 
on behalf of CSNSW. It also applies to all CSNSW employees, and where relevant to 
other personnel such as, Justice Health & Forensic Mental Health Network 
(JH&FMHN), contractors, subcontractors, and visitors. 

 



4.1 Property on reception - version 1.0  
The current version of this document is maintained on the Custodial Operations Policy & Procedures website.   
 

Page 3 of 11 

 

 

 

 Table of contents 

1 Receiving property from NSW Police 4 

1.1 Procedures for transfer of property from police 4 

1.2 On reception at correctional centres 6 

1.3 Correctional centre property reception procedures 6 

1.4 Drug court inmates 7 

1.5 Valuable and general property 7 

2 Inmate property store/reception responsibilities 8 

2.1 OIC Property Store/Reception 8 

2.2 Data entry and records 9 

2.3 Property categories 9 

3 Quick links 10 

4 Definitions 10 

5 Document information 11 

 











4.1 Property on reception - version 1.0  
The current version of this document is maintained on the Custodial Operations Policy & Procedures website.   
 

Page 8 of 11 

 

 

 

Valuable property also includes: 

• any identification document issued by a Government agency  
• birth, death, or marriage certificates. 
• anything that has monetary value or that may be converted into an 

equivalent cash value, or may be used to obtain cash or any service (this 
includes any property that has potential monetary value e.g. lottery tickets, 
cab charge docket, cheques, signed withdrawal forms) 

General property means all other property. 

As soon as possible after entering custody, inmates must be told to entrust valuable 
property to family, friends, a legal representative, or another community 
representative, if possible.  

Where there is no possibility of sending valuable property out of the centre, the 
Authorised Officer may store the property, or the Governor/OIC may allow the inmate 
to make alternative arrangements e.g. allow the inmate’s family to obtain a safe 
deposit box at a bank.  The Governor/OIC is not authorised to pay for the rent of safe 
deposit boxes for inmates. CSNSW is not responsible to facilitate the retrieval of any 
property kept in a safe deposit box when an inmate is released. 

2 Inmate property store/reception 
responsibilities 

2.1 OIC Property Store/Reception  
The duties of the OIC Property Store/Reception are: 

• the adjudication of inmate requests concerning private property 
• to ensure all OIMS property module entries from the inmate property 

store/reception room are accurate and current 
• to make recommendations in the drafting or amendment of any local 

operating procedures (LOPs) that involves inmate property at a 
correctional centre 

• to receive and transfer all inmate property 
• the timely and accurate processing of all inmate private property 
• the safe custody of all stored items 
• ensure the safe handling, control and accountability of cable ties used in 

the reception room/property store, with the goal of preventing inmate 
access to cable ties. 

The OIC Property Store/Reception may delegate any of these duties to an officer 
assisting in the inmate property store/reception room but remains responsible for the 
performance of those duties. 

Decisions about private property made by the OIC Property Store/Reception may be 
appealed to the Governor/OIC of the centre.  
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Senior managers may not direct the OIC Property Store/Reception to act contrary to 
this policy. 

2.2 Data entry and records 
The OIMS Property module is the only system to be used for the management of 
inmate property records and transactions. Unless otherwise specified in this policy 
and procedures, all inmate property and every property transaction is to be recorded 
on OIMS. 

Wherever possible, when an inmate is received: 

• all data entry on OIMS must be completed before the inmate leaves the 
inmate property store/reception room 
the relevant Transaction/Disposal Report is generated (e.g. Disposed Inmate 
Property Report/Inmate Property Transaction Report) and the inmate signs 
each report. The authorised officer also signs, and must enter their serial 
number. 

2.3 Property categories 
• Personal property that may be issued to the inmate but does not need to be 

recorded in OIMS, such as consumables of little value, newspapers and 
magazines, paperback books, personal letters etc.  

• Personal property that may be issued to the inmate and must be recorded on 
OIMS. Whenever possible these items should be issued to the inmate on 
reception to minimise the need to open sealed containers stored in the 
reception room. These include a plain wedding band, wristwatch, 
earrings/sleepers (but nothing of greater that $50 in value). 

• Valuable Property is property which must be recorded and tracked on OIMS 
but which cannot be issued for use in a correctional centre. Each movement 
of these property items will be recorded on OIMS providing a transaction 
history. 

• Non-valuable property which cannot be issued to the inmate and must be 
recorded on OIMS, such as court clothing. 
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3 Quick links 
• Related COPP 
• Forms and annexures 
• Related Documents 

4 Definitions 
COPP Custodial Operations Procedures Manual 
OIC/Authorised 
Officer 

The officer authorised by the Governor to perform the functions 
prescribed as part of the Custodial Operations Policy and Procedures 

OIMS Offender Integrated Management System 
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5 Document information 
Business centre: Custodial Operations 

Approver: Anne Marie Martin 

Date of effect: 22 June 2023 

EDRMS container: 18/7116 

Version Date Reason for amendment 
1.0  Initial publication (Replaces section 9 of the superseded 

Operations Procedures Manual) 
 


