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1 Introduction 

I am pleased to introduce the third edition of the Adult Parole Board Secretariat Manual, formerly 
known as the Administrative Procedures Manual. This edition represents considerable updates in 
Board practice following the implementation of the measures recommended in the 2013 Review of the 
Parole System in Victoria by Ian Callinan AC.  

This manual provides a high level overview of the responsibilities of the secretariat staff at the Board. 
Detailed operational procedures are provided to staff internally. The manual is subject to regular review 
and will be updated to reflect further changes and improvements to the Board’s operating environment.  

Each section provides an overview of the administrative functions of the Board, set out chronologically 
to cover the creation of an offender file, to meeting preparation followed by post-meeting activity, 
finishing with an overview of the breach of parole model and general administration.  

The publication of this manual allows members of the public to gain an insight into the support behind 
the Adult Parole Board to enable it to perform its functions.   

 

Stuart Ward 
Chief Administrative Officer 
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2 The Adult Parole Board secretariat 

Section 70 of the Corrections Act 1986 prescribes, “The Secretary must provide such employees of the 
Department of Justice and other such assistance to the Board as is necessary to assist the Board.” 

These resources are provided through Corrections Victoria and comprise a Board secretariat of 
approximately 30 support staff. These staff are divided into various teams: 

 Management team 

 Executive support team 

 Registry team 

 Operations team 

 Detention and Supervision Order Division (DSOD) 

This manual is mostly concerned with the duties of the Registry Team, Operations Team, and the 
DSOD, which has its own sub-sections of Registry and Operations. A brief description of these teams 
is provided below. 

Registry team 

The Registry team creates and maintains all offender files and the electronic offender database. 
Registry Officers and Meeting Assistants manage files both pre- and post- Board meetings, and ensure 
the integrity of each file through regular quality assurance. All incoming reports, forms, and 
correspondence are processed and actioned through this team.   

Operations team 

The Operations team is made up of Meeting Coordinators who are responsible for conducting Board 
meetings, and perform integral pre- and post-meeting duties including entering Board decisions into 
the relevant criminal justice databases. Meeting Coordinators must also liaise with stakeholders in the 
broader corrections system to ensure coordinated offender management.   

Detention and Supervision Order Division  

The DSOD contains its own Registry and Operations arms, and the duties of those officers mirror those 
listed above. The DSOD is responsible for administering orders made by a court for the supervision or 
detention of certain sex offenders after their prison sentence, including any period on parole, is 
completed.   
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3 Meeting preparation 

This section provides an overview of all meeting preparation duties undertaken by the Registry team, 
Operations team, and DSOD to ensure that Board meetings run efficiently.  

3.1 Registry  

3.1.1 File creation and maintenance 

The Registry team is responsible for managing offender files and the electronic offender database. The 
creation of a file is triggered when the Board receives notification that an offender has been sentenced 
with a non-parole period and has therefore come under the Board’s jurisdiction. 

The Registry team will collate a series of documents related to the offender, including, but not limited 
to: 

 Victorian Criminal History 

 Interstate Criminal History 

 Judge’s sentencing comments 

 Police summaries. 

The collection of this information is mandated by the Board’s principle of having all relevant information 
before it in order to make consistent and informed decisions. 

The file is maintained periodically as the Board receives incoming documents related to the offender. 
These may include reports from Community Correctional Services, Offending Behaviour Programs, 
courts, and prisons. Correspondence related to the offender is also collected and assigned to their 
electronic file. This could include correspondence from the prisoner, their family, lawyers, and victims.  

Electronic files are quality assured and audited periodically by Registry. This involves: 

 ensuring that scanned documents are readable, and re-scanning documents where necessary   

 checking that electronic documents have been categorised correctly in the electronic file structure 

 confirming that electronic documents are appropriately labelled. 

The integrity of electronic files is vital for the smooth workflow of Board meetings and reduces 
unnecessary searching or technical issues during hearings.   

3.1.2 Listing matters 

The Board considers a wide range of matters, with the primary focus on considering parole applications 
submitted by prisoners wishing to apply for parole. 

The Senior Registry Officer is responsible for managing and listing all matters to Board hearings. 
Generally, all matters listed to be considered by the Board should be finalised four days prior to the 
meeting date to allow Registry to set up, and Operations to quality assure, the offender’s electronic file 
before it is considered by the Board.  

Serious violent offenders or sexual offenders 

The recommendation to grant parole to a serious violent offender or sexual offender (SVOSO) must be 
reviewed by a second Board panel (the SVOSO Division), who will decide whether to grant the 
offender parole. These matters will be considered by the SVOSO Division within one to three business 
days of the first tier recommendation being made. As a general practice, recommendations for parole 
will be referred to the next possible SVOSO Division sitting.  

Breach of parole matters 

The Board operates a 24-hour, seven-day-a-week breach of parole model which allows cases to be 
considered outside of normal business hours. If an offender is arrested and detained by Victoria Police 
on a suspected breach of parole, the Board is notified immediately and must decide whether to 
continue to detain the parolee until the breach can be considered at a full Board meeting. The matter 
must be considered as soon as practicable after the suspected breach. 
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3.1.3 Electronic agenda creation 

An electronic agenda is created for each Board hearing by a Meeting Assistant, and the matters are 
grouped according to the reason for their listing, to ensure that meetings are structured and organised.  

This involves uploading the electronic files of the offenders who are listed to be heard to the application 
known as Commandhub. Meeting Assistants then download those files onto the three portable 
electronic devices in the Boardrooms. The three sitting Members are then able to access the agenda 
and the files attached to each case listed.  

3.1.4 Boardroom setup 

Meeting Assistants must ensure that the Boardrooms are set up appropriately prior to each hearing. 
This involves: 

 setting up the three portable electronic devices and downloading the electronic agenda onto each 
of them 

 slotting in name plates on the front of the Board Members’ desks 

 ensuring Board Members have access to all necessary stationery and support materials, such as 
legislation, in accordance with the Boardroom Resources Checklist.  

3.1.5 In-meeting duties 

Meeting Assistants are required to transcribe interviews that occur between the Board and offenders.  

3.1.6 Detention and Supervision Order (DSOD) Division  

The DSOD Registry team will receive notification from the Sex Offender Management Branch (SOMB) 
at Corrections Victoria of new Supervision or Detention Orders. As part of this notification, a copy of the 
order made by the court will also be furnished.  

A DSOD file must be created as soon as this notification is received, as the Board must be prepared to 
set Instructions and Directions within a short amount of time of the order being made by the court.  

To create a file for a Supervision or Detention Order offender, the Division Assistant will: 

 if the offender has an existing parole file (that is, the offender had been sentenced with a non-
parole period), obtain key documents and reports from the offender’s existing file, including 
Victorian criminal history, interstate criminal history, judge’s sentencing comments and police 
summaries and compile these, along with the Supervision or Detention Order made by the court 
and any other assessments provided by SOMB, in the offender’s new DSOD file 

 if the offender does not have an existing parole file (that is, the offender had not been sentenced 
with a non-parole period), obtain the key documents and reports outlined in the dot point above 
and compile these, along with the material provided by SOMB, in the offender’s new DSOD file. 

3.2 Operations 

3.2.1 Organising offender interviews 

The Operations team is responsible for arranging the logistics of offender interviews. 

For parolees who are required to attend the Board in person, Meeting Coordinators must notify 
Community Correctional Services of the date and time of the interview.  

For prisoners, Meeting Coordinators need to contact the relevant prisons and arrange video links.  

3.2.2 Quality assurance 

Several quality assurance functions must be undertaken by Meeting Coordinators prior to a Board 
meeting. These include: 

 confirming the sentence calculation for an offender  

 checking that all necessary documents are available on the offender’s electronic file 

 ensuring that any victim submissions are collected from the Victims Register. 
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3.2.3 In-meeting duties 

On the day of the Board meeting, the allocated Meeting Coordinator must set up the Board’s electronic 
devices and ensure that the electronic decision templates are set up and ready to be populated. During 
the course of the Board meeting, the Meeting Coordinator is responsible for: 

 introducing each matter to the Board Members on the panel 

 recording Board decisions on electronic decision templates 

 recording additional information or notes, as directed by the Board 

 coordinating prisoner interviews by setting up and controlling the video link 

 coordinating parolee interviews. 

3.2.4 Detention and Supervision Order (DSOD) Division  

The procedure followed by the DSOD Division Coordinator is the same procedure as above.  
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4 Post-meeting activity – Registry and Operations 

This section will provide an overview of all post-meeting activities undertaken by the Registry team, 
Operations team, and DSOD to ensure that Board decisions are recorded and actioned appropriately.  

4.1 Registry 

As most of the Registry team’s duties are concerned with preparing for meetings, there is minimal post-
meeting activity allocated to this team. However, there are some tasks that must be conducted. These 
include: 

 finalising interview transcriptions and allocating them to the relevant offender’s file 

 distributing parole orders to the relevant locations 

 updating offenders’ electronic records by adding the electronic decision sheet and any other 
post-meeting material as part of the actioning of the Board’s decision/s. 

These post-meeting activities are the same for the Division Assistant of the DSOD. 

4.2 Operations 

4.2.1 Entering Board decisions 

The allocated back-up Meeting Coordinator is responsible for entering Board decisions into E*Justice. 
E*Justice is the offender information and management system used across community corrections and 
prisons. The back-up Meeting Coordinator must ensure the decisions have been entered correctly and 
must not confirm the decisions until a quality assurance process with the Meeting Coordinator assigned 
to the meeting is undertaken.   

4.2.2 Actioning Board decisions 

Meeting Coordinators must ensure that Board decisions are actioned appropriately and in a timely 
manner. This includes orders for release on parole, variations to parole orders, cancellation of parole 
orders, requesting reports that the Board has ordered it be provided with, and notifying registered 
victims of any decisions that may be relevant to them (see section 4.3 below for more detail). 

4.2.3 Detention and Supervision Order (DSOD) Division 

The post-meeting activity of the DSOD Operations staff is similar to the functions of the normal 
Operations Team. However, this differs when the Board issues Instructions and Directions for 
Supervision Order matters.  

Instructions and Directions 

The issuing of Instructions and Directions is one of the key ways the DSOD manages offenders subject 
to post-sentence orders. While the conditions of a supervision order are set by the court that made the 
order, Instructions and Directions give effect to those conditions.  

Administration of Instructions and Directions 

When the Board issues Instructions and Directions in relation to an offender on a supervision order, the 
Division Coordinator must send out a “Notice of Instructions and Directions” to the offender’s Specialist 
Case Manager for the offender to sign. Once the signed version is returned, the Division Coordinator 
must ensure it is placed on the offender’s file. 

4.3 Notification of victims 

A Victims Register commenced on 30 August 2004 and is managed by the Victims Support Agency 
(VSA) of the Department of Justice & Regulation. The Victims Registrar maintains contact with victims 
of crime who have asked to receive information about an adult prisoner who has been convicted of 
committing a crime against them. The aim of the Victims Register is to provide victims of crime with 
timely, relevant and accurate information about offenders during their period of imprisonment.  

Individuals included on the Register have the right to send a written submission to the Board when the 
prisoner for whom they are registered is being considered for parole. The Board also accepts 
submissions from victims who are not registered with the VSA. Victim submissions are treated as 
strictly confidential. 
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All submissions and letters tendered by victims of crime are read by the Board and the issues and 
concerns raised are carefully considered as part of the decision-making process.   

Victims of crime are encouraged to contact the Victims Register for assistance. The Board also makes 
available a fact sheet General Guide for Victims on its website to provide guidance and information to 
victims.  

Section 30A(1B) of the Corrections Act 1986 requires that registered victims are given a minimum of 14 
days’ notice of the release date of the offender to whom their registration relates. Meeting Coordinators 
are responsible for notifying registered victims, via the VSA, of any decisions that are relevant to them 
as part of their post-meeting activity procedures.  
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5 Breach of parole 

The Adult Parole Board operates a 24-hour, seven-day-a-week operating model to ensure that Victoria 
Police is able to notify the Board as soon as a parolee has been arrested, as specified in section 78A 
of the Corrections Act 1986.  

The on-call secretariat member is responsible for coordinating matters where the Board has been 
notified out of hours by Victoria Police of a breach of parole. This involves: 

 liaising with the Victoria Police informant who submitted the breach of parole report and the on-call 
Full-Time Member who is responsible for considering the matter in the first instance. This includes 
seeking any additional information from Victoria Police that the Full-Time Member requires to 
make an informed decision as to whether the parolee should continue to be detained pending a full 
Board meeting or whether detention of the parolee should cease 

 entering the decision of the Full-Time Member, and preparing and issuing to Victoria Police the 
necessary instrument to give effect to the decision 

 where necessary, requesting a Risk and Compliance Report from Community Correctional 
Services for consideration by the full Board on the next business day. 

The on-call secretariat member is also responsible for responding to and coordinating out of hours 
Board meetings in respect of other urgent matters in relation to parolees and Supervision Order 
offenders, as advised by Community Correctional Services. 
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6 Board administration  

The secretariat performs a large number of administrative functions that are not directly related to 
Board meetings but are essential to Board operations. A brief overview of these functions is provided 
below. 

6.1 Transfers between an adult prison and Youth Training Centre 

The Adult Parole Board has jurisdiction under the Children, Youth and Families Act 2005 to transfer 
offenders in an adult prison to a youth training centre (YTC). If the Board orders a transfer, the 
secretariat must ensure that the transfer is actioned and an escort is provided on the day.  

Conversely, the Board must also manage offenders who have been transferred to the adult system by 
the Youth Parole Board. An offender transferred to the adult system is immediately eligible for parole. 
The secretariat must ensure that a copy of the offender’s Youth Parole Board file is obtained and that a 
YTC Transfer Report is sent through for the Board’s consideration.  

6.2 Transfer of parole interstate 

The transfer of parole interstate is managed by a Meeting Coordinator who holds the Interstate 
Transfers portfolio. Offenders must make a written request to transfer their parole interstate, on receipt 
of which the matter must be listed to a Board meeting. If the Board approves the transfer, permission 
must be sought from the receiving state parole authority. 

To do this, the Meeting Coordinator must contact the Corrections Victoria Interstate Transfers 
Coordinator to notify them of the Board’s initial approval. This notification must include a formal request 
for registration and a draft parole order. 

If the transfer is approved, the Meeting Coordinator will arrange for the offender’s registration at the 
receiving state’s location.  

6.3 Commonwealth (Federal) cases 

While the Board does not consider cases that fall under the Commonwealth jurisdiction, it will provide 
administrative assistance to the federal Attorney-General’s Department in liaising with Community 
Correctional Services for the management of those offenders. This is especially important in cases 
where an offender is serving a sentence for both federal and state offences. This may include activities 
such as: 

 responding to requests from the Attorney-General’s Department for information that may assist the 
decision-making regarding the offender’s federal parole 

 forwarding reports from Community Correctional Services to the Attorney-General’s Department  

 contacting the Attorney-General’s Department for updates on the status of cases 

 receiving Parole Orders from the Attorney-General’s Department and forwarding them to the 
relevant prisons and Corrections Victoria. 

Furthermore, the secretariat must manage a database tracking federal offenders and update their 
progress regularly.  

6.4 Department of Immigration and Border Protection 

The secretariat must liaise with the federal Department of Immigration and Border Protection (DIBP) to 
manage persons of interest under the Board’s jurisdiction who may be subject to deportation on 
release. This involves informing DIBP of any Board decisions relating to persons of interest, especially 
if parole has been granted. 

6.5 Extraditions 

If an offender on parole in Victoria absconds interstate, the Board must determine whether to cancel 
the order, and if so, whether to grant permission for an extradition. If an extradition is approved by the 
Board, the Senior Operations Officer of the Operations Team must prepare a brief for Victoria Police. 
Simultaneously, the Registry team must organise the logistics of the extradition including flights, 
accommodation and car hire.  
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6.6 Name change 

Offenders wishing to change their names must formally apply to the Board. The secretariat is 
responsible for processing these applications, maintaining the name change register, varying parole 
orders in the case of a successful application, and notifying Community Correctional Services CCS of 
the change. The Board must also ensure the application is forwarded to Births, Deaths and Marriages 
(BDM) in cases where the Board grants permission for a change of name. If the application is 
successful with BDM, the secretariat must update the offender’s file and change their details in 
E*Justice. 

6.7 Office administration 

The Board secretariat must perform a range of office administration duties alongside their duties 
related to Board meetings. This includes: 

 responding to telephone enquiries 

 processing and responding to correspondence 

 managing finances and invoices 

 archiving and retrieving files 

 troubleshooting the electronic devices in the Boardrooms 

 troubleshooting the Commandhub agenda creation software 

 managing office resources. 


