	Project Name
	Prison Work Policy



	Prison Work Policy

	Organisation’s Name 

	Approval date: 00/00/00

	Revision date: 00/00/00


	1.Responsibility for approval of policy
	(Board, management committee or senior officer)

	2.Responsibility for implementation
	Staff role

	3.Responsibility for ensuring review
	Staff role


1. Policy Statement
1.1. ___________________ (name of organisation) is committed to ensuring that all prison work operates according to principles of good practice and that the needs of individuals who require support while in prison or on leaving prison are met.
2. Purpose

2.1. To ensure ___________________ (name of organisation) provides prison based services to individuals in prison which is in keeping with relevant prison policies.
2.2. To ensure that staff performing services inside Irish Prisons have clear processes and procedures governing their work
3. Scope

3.1. This policy applies to ___________________ (name of organisation) staff, volunteers and locum staff conducting work inside the prison or working with prisoners on exit from prison.  This includes group work facilitation / one-to-one key-working / case meetings / other.  Or
3.2. Within the service prison work will be undertaken by the Prison Link worker / name of role / all staff.
3.3. This policy should be read in conjunction with the Code of Conduct/ Outreach Policy/ Group Work and Facilitation Policy/ Case Management and Care Planning Policy/ Interagency Case Meetings Policy/ Case Notes, Advocacy and Correspondence Policy,/Child Protection Policy.
4. Glossary of Terms and Definitions
4.1. Prison work: refers generally to any activity undertaken by the staff entering an Irish prison under the auspice of___________________ (name of organisation) for the purpose of professional contact with prisoners, professionals within or staff of the Irish Prison Service. 
4.2. Prison group work: refers to any specific educational or therapeutic programme or service provision facilitated by the staff of ___________________ (name of organisation) in any Irish prison. 
4.3. Prison link work: refers to advice or support services provided to people in prison or being released from prison and after their release in order to support their transition from prison to the community.
4.4. An Irish Prison: refers to any of the 14 institutions operated by the Irish Prison Service. These do not cover childrens detention schools. 

5. Principles
5.1. ___________________ (name of organisation) recognises the difficulties inherent in moving between prison and the community and seeks to promote a continuum of care for people in prison and leaving prison. 
5.2. ___________________ (name of organisation)  will endeavour to provide, as far as is possible, the same level of service to those within prison as provided to those outside the prison setting in relation to provision of information, follow up, advocacy and support.

5.3. There are strong links between substance use and/or homelessness and experience of incarceration.  Our organisation aims to support service users of the organisation while incarcerated / persons unknown to the service who request a visit or support from ___________________ (name of organisation) /persons referred by the Irish Prison Service or other services operating within the prison., Also,, where possible, we aim to support service users to remain outside the prison system by advocating on their behalf and supporting individuals to reduce criminal behaviours.
5.4. ___________________ (name of organisation) recognises the rights of people in prison to develop themselves / address substance use issues and aims to provide this support where possible and appropriate.
5.5. Staff will seek to maintain positive open communication with prison staff, governors and other professionals within prisons, and endeavour to ensure that the service is able to respond and meet any changes in prison regulations.  
5.6. ___________________ (name of organisation) acknowledges the unique prison environment and the need for flexibility when working with the  Irish Prison Service and their staff.  ___________________ 
6. Obtaining Clearance to Access Prisons
6.1. ___________________ (name of organisation) must ensure that any person working in the prison environment on their behalf has prison clearance. Each staff member intending to enter a prison as part of their work will be required to obtain clearance from the Irish Prison Service. The person responsible for managing prison clearance records on behalf of the organisation is  ______________ (name of role).  The process for obtaining clearance is as follows:
6.1.1. A Prison Security Clearance form can be obtained from the Regimes Directorate of the Irish Prison Service in Longford (043 3335100).
6.1.2. The appropriate sections of the form should be completed by the staff member and the line manager.   Name the prison(s) to which access is required on the form.  Note: it can be productive to name a number of prisons where the organisation could potentially be working in the future.
6.1.3. The form should be returned to the Regimes Directorate, as indicated on the form.
6.1.4. Once clearance has been approved, procedures for accessing the prison should be followed as described in points 7 and 8 below.
6.1.5. If in the interim a visit is urgently required by a prisoner, a personal visit can be arranged through the prison, as per individual prison visiting procedures.  Staff should be aware that they may have to be nominated by the prisoner in order to receive a personal visit.  This can be arranged through the chaplain or probation service.  Staff should consult with the prisoner and the relevant staff to check whether there is a limit on the amount of personal visitors or visits a prisoner can receive.  If this is the case, the staff member should consult with the prisoner to ensure that the prisoner can prioritise accordingly.
6.1.6. In exceptional circumstances, the prison governor may be able to grant permission for a staff member to enter the prison while awaiting clearance. A letter should be sent for the attention of the governor outlining the reason the visit is required and the time and date proposed. 
7. Prison Security

7.1. Staff should be aware that every visitor entering a secure prison is subject to security screening.  Such screening involves the use of a walk through metal detector, x-ray machine for property and a hand held metal detector, as well as a passive drug dog. 
7.2. It is an offence to bring contraband items into the prison. Mobile phones or component parts and other contraband items if not declared and found will result in the Gardai being called automatically with possible prosecution to follow.
7.3. If the prison officers deem it appropriate a personal search may be conducted. This should be always be conducted in the presence of two officers, and should be conducted by a prison officer of the same gender as the visitor.  It should consist of a search of the person and their articles, and should involve the removal of the outer layer of clothing only.
7.4. Occasionally passive drug dogs may make incorrect identifications.  If this happens, the staff member will be refused access. Staff members  should not be alarmed if this occurs. In such a situation, a screened visit may be requested.  Screened visits are at the discretion of prison security.  If the prison security refuse a screened visit, staff should either return to ___________________ (name of organisation) to check in with their line manager, or call the line manager to inform them of what has happened and arrange to return to other duties.
7.5. In order for security measures not to impact upon time spent with clients staff shall arrive at the prison 30 minutes prior to the arranged time of meeting with clients. 

8. Confidentiality and Communication of Information Between Services

8.1. When a service-user is incarcerated, where possible staff should engage the service user in the key working / case management process in the normal way.  A well considered interagency care plan can improve a service user’s chance of implementing a release plan and ensuring a safer journey from prison back into the community.
8.2. As part of a service user’s care plan, a Consent to Share Information arrangement should already be in place (see Assessment and Care Planning Policy).  Where it is not, staff should fill a form in with the service user.  On this form the following should be agreed:

8.2.1. The length of time the consent is valid for (suggested 6 months)

8.2.2. Any agencies the service user wishes / does not wish information to be shared with

8.2.3. Any issues they wish/ may not wish to be discussed and with whom

8.3. If the service user has not signed such a form prior to incarceration, staff may:

8.3.1. Arrange a visit and ask the service user to sign a consent to share in formation form

8.3.2. Post the service user a consent to share information form to them and ask them fill it out or seek support in filling it out, and to send it back to you

8.3.3. If immediate contact is needed with an organisation, seek verbal consent over the phone, for the particular piece of work, and take steps to obtain written consent as soon as possible
8.4. Where consent has not been obtained, other services should not be informed that someone is in prison, unless expressly asked by the service user to do so.

9. One to One Professional Visits
9.1. Professional one-to-one visits with a service user may be undertaken by any staff member with appropriate clearance to enter the prison / case-managers or key-workers with appropriate clearance to enter the prison/prison link worker.
9.2. Such visits can be undertaken for the purpose of: 
9.2.1. Establishing a care plan, continuing with an existing care-plan, or a care plan review
9.2.2. Specific pre-release support such as planning accommodation, day-supports, family matters and other such issues
9.2.3. General support as deemed appropriate and / or unavailable within the prison. 

9.2.4. To convey information or messages from ___________________ (name of organisation) to a service user who is incarcerated
9.3. Professional one-to-one visits can be conducted with existing service users of the service / persons unknown to the service who request a visit or support from ___________________ (name of organisation) /persons referred by the Irish Prison Service or other services operating within the prison.
9.4. Visits will generally be arranged through the following process:
9.4.1. Clearance to access the prison must first be obtained (see point 6 above)
9.4.2. At least 24 hours in advance, the staff member should call the prison to arrange the visit
9.4.3. The staff member should bring a personal photo identification with them
9.4.4. For Wheatfield, Cloverhill, Montjoy and Dochas workers should bring a letter from the manager stating that they are visiting as part of professional service provision.
9.4.5. The staff member should go 15 minutes before the designated time and should follow the instructions of prison staff
9.4.6. If the staff member feels that a private space is appropriate, they should request this from prison staff, who may facilitate this.
9.4.7. All visits and arrangements are subject to change at the discretion of the Governor, should s/he deem it necessary.
10. Working with prison based services
10.1. There are a wide range of services operating within Irish prisons, many of which may be valuable contacts when working with an incarcerated service user. These include, but are not limited to; The Probation Service, Prison Chaplains, Prison Psychology Services, Addiction Counselling Services, Mentoring Services and Training and Education Officers

10.2. The prison chaplain can be a valuable resource in supporting communications with service users in prison.  

10.3. Service users should be advised that the chaplain may be able to communicate with the service user’s family on the service user’s behalf.  The service user may also benefit from knowing that the chaplain can offer a confidential listening and support service.
10.4. The Probation Service can be a valuable support for service users and for staff working with service users in prison.  In planning for the service user’s release, staff should endeavour to establish contact with the Probation Service, enquire if they are working with the service user and if so seek consent to share information from the service user, and discuss the interagency care plan where useful. This is of particular importance when there is a post release order or part suspended sentence supervision order attached to the service user’s sentence. 
10.5. The probation officer may be able to advise staff on matters such as anticipated release date, court outcomes, supports available in prison and supports available in preparation for release.  Probation officers may also assist in contacting the governor to arrange case meetings and other interdisciplinary meetings.
11. Care-Planning and the Continuum of Care
11.1. Where an individual is has been sentenced to a term in prison of one year or less, and is being case managed by __________________(name of organisation) we will seek to maintain this role, with particular attention being given to release planning in order to ensure continuity of care planning. 
11.2. If a service user goes into prison and a care-plan is not in place, this can be a valuable time to assign a case manager and develop a care plan. In any cases where this may be of use the case should be bought to the manager / team meeting for discussion. Where a case manager is assigned procedures will be followed as in the case management policy.
11.3. If the service user is sentenced to one year or more, he may be engaged on an Integrated Sentence Management Programme
.  The case manager in this situation should endeavour to contact the prison to see how the Community Integration Plan can be incorporated into the service user’s Care Plan and vice versa. The Chairperson of the ISM meetings should be identified, contacted and informed of any supports available to the individual from ______________(Name of Organisation). 
12. Case Meetings

12.1. This section should be read in conjunction with the Interagency Case Meetings Policy.
12.2. Procedures for arranging case meetings should be clarified with the prison governor as these may differ between prisons.
12.3. Case meetings may be organised by writing to the Probation Service if they are working with the service user, who will make this arrangement with the governor.  Procedures as per the Interagency Case Meeting Policy should be followed. All people attending should be informed that they will be responsible for arranging their own clearance.

12.4. Where the service user is not being worked with by the Probation Service, case meetings should be organised by the governor / chief / industrial manager. (Prisons may operate differently in this regard and contact should be made with the prison to clarify who can arrange on site case meetings)
12.5. Where possible, service users should be in attendance at their own case meetings.  Where this is not possible, or the meeting cannot be facilitated by the prison, the case meeting should be held in absence of the service user with their permission, where possible with their input to the agenda, and where possible be attended by a representative from the prison such as the chaplain or a probation officer.

13. Prison Link Working (take this out if you do not provide formal prison link work)
13.1. It is the role of the prison link worker to provide support and assistance to service users who are entering prison, who are in prison, or who are about to leave prison.
13.2. When it comes to the attention of ___________________ (name of organisation) that a service user is in prison, the prison link worker should attempt to contact the service user as promptly as possible to enquire as to whether they wish to work with the service. The next step is to assess their immediate needs and provide any support in relation to urgent matters pertaining to children, housing, work or medical issues through standard case management structures.  Issues around confidentiality and consent should be dealt with as in Point 8 above. Attempts shall be made to link the service user in with prison based services, taking into account factors such as length of sentence. 
13.3. In order to avoid duplication of work, prison link working shall be undertaken in a co-ordinated manner with prison based services. 
13.3.1. If a prisoner is serving a sentence of 12 months or more they may be worked with in the prison through the Integrated Sentence Management (ISM) system.
13.3.2.  If this is the case then the prison service may already have a Personal Integration Plan (PIP) in place and the prison link worker should liaise with services to ensure their support is considered within this plan. 
13.3.3. If the service user is being worked with through ISM and is coming to the last 6 months of his or her sentence then the prison links worker will liaise with relevant services around the service users Community Integration Plan (CIP). This may involve an increase in engagement with the service user and establishing a concrete plan for release. 
13.4. Where the prison link worker is identified as the most suitable person they will be responsible for supporting the service user in developing a care plan, setting goals and focussing on continuum of care in relation to medical, housing and financial issues. (see Assessment and Care Plan Policy).
13.5. Service-users should receive a weekly / fortnightly / monthly visit.
13.6. Where appropriate the prison link worker should arrange a case meeting in preparation for the service user’s release.
13.7. The prison link worker should endeavour to support the service user’s  family, with the consent of the service user, through:
13.7.1. Providing information and advice on the prison and visiting arrangements
13.7.2. Developing and maintaining links between the prisoner and their family
13.7.3. Where appropriate and in line with the Confidentiality Policy, involving family members in the service-user’s care plan and post-release plan

14. Prison Group Work (take this out if you do not provide groupwork programmes)
14.1. The purpose of this project is to provide an educational / therapeutic programme of support to people in prison;
14.1.1. The aim of the project is to support prisoners in [state aims]
14.1.2. The group will be facilitated by [staff position]
14.1.2.1. If the designated staff member is unavailable, then the programme will be facilitated by [staff position] / be rescheduled
14.1.3. The group will take place in [location] in ______________name of prison
14.1.4. The group will run twice weekly / weekly / fortnightly for [number of weeks or months] at [time] and run for [duration].
14.1.5. The programme content will be devised by management/facilitating staff using [resources]
14.1.6. Any changes to the programme content should: be approved by management / the prison governor, or; be in line with programme aims and guidelines.
14.1.7. The programme will be reviewed / evaluated through (name means i.e. surveys/evaluations, review of results, attendance etc); following each programme, lessons from the review will be recorded and will be incorporated into the programme plan for the next session. 
14.1.7.1. Any review or evaluation of the group work may require approval from the Irish Prison Service ethics committee if service users are involved. Written submissions to the ethics committee will be made as far in advance of the evaluation as is possible. 
15. Prison Work Conduct and Boundaries
15.1. Staff of ___________________ (name of organisation) are subject to the Irish Prison Service’s provisions contained in Prison Rules, 2007
.
15.2. All staff who are delivering services in prison will be provided with training before embarking on prison work, or will have demonstrated the skills and knowledge to conduct prison work in a manner that is professional and in accordance with the values of ___________________ (name of organisation) and will:
15.2.1. be familiarised with this policy and understand clearly the rules and procedures for entering the prison, working in the prison and communicating with prisoners as described in the policy
15.2.2. demonstrate understanding of the challenges inherent in moving from prison back to community and the knowledge of specialist agents and services who can support a service user in their transition from prison to the community

15.3. Staff will not enter into any activities that are not work related.

15.4. If in the course of prison work a staff member suspects criminal activity going on, they will distance themselves from the scene and will not directly intervene.
15.5. Staff will not obstruct the prison staff in the course of their duty.
15.6. Staff should adhere to the standards of the organisational Code of Practice / Conduct whilst conducting work in prison.

15.7. If an incident occurs in the course of the staff member’s work staff should contact their line manager to inform them of the incident as soon as possible.
15.7.1. Staff should make themselves available to provide any information needed to the duty governor or investigating officer, however staff are not authorised to participate in any formal internal prison procedure such as a formal investigation without consulting with the manager of _____________________(name of organisation) first.
16. Health and Safety in Relation to Prison Work

Although prison is generally a very safe environment in which to conduct work, there are occasions where situations can be volatile.  It is the responsibility of each staff member to ensure they operate according to the following guidelines:

16.1. Staff safety is always paramount; staff should not remain in a situation if they do not feel safe.  If during a prison visit a staff member judges that the safety of the prisoners or staff is at risk; the staff member should inform a prison guard immediately.  

16.2. Any incidents should also be reported to a prison officer or the duty governor in the prison and to the manager on return to the building.  Staff should record any incidents on an Incident Report Form on return to the office.  

16.3. Following receipt of an Incident Report Form, which occurred in the prison, the manager will: 

16.3.1. discuss the issue with the staff member 

16.3.2. follow procedures for dealing with the incident as per the Incident Reporting Policy
16.3.3. establish contact with the duty governor to review the incident or follow on, as appropriate

17. Sending Letters to Prisoners
17.1. This section should be read in conjunction with the Case Notes, Advocacy and Correspondence Policy.
17.2. Letters to service users in prison should be approved by management before being sent.
17.3. A copy of the letter should be saved in the service user’s file.
17.4. Letters should be addressed to the prisoner by name as well as prisoner number.
17.5. Note that letters may be opened by the prison for security purposes before the prisoner receives them.  The letter may be confiscated if the content is seen to: 

17.5.1. threaten security of the prison 

17.5.2. facilitate a criminal offence or hamper detection of a criminal offence

17.5.3. interfere with the course of justice in any way

17.6. If a letter is confiscated, the prison will endeavour to inform the author.
18. Transferring a Prisoner’s Belongings
18.1. The prison should be contacted to enquire whether the transferring of a service user’s belongings from the community to the prison is possible, and what procedure are in place for this.

18.2. Any decision regarding such action should be done in conjunction with the manager of ____________________(name of organisation).  Transfer of a prisoner’s belongings may be considered a high-risk activity as, for example, in some prisons it may be a condition of transfer that the person bringing the goods in is responsible for the content of same, regardless of whether this is a personal or professional exchange.  This means that the person transferring the belongings would be held legally responsible for any contraband that could potentially be purposefully or inadvertently hidden in the person’s belongings.
19. Service User Grievances
19.1. While incarcerated, people are entitled to dignity, health and human rights. It is the duty of the Irish Prison Service to ensure, as far as practical, that these rights are protected.  Prisoners who feel that their rights are being violated or do not feel they are being afforded adequate care are entitled to file a complaint. Grievances may include; allegations of discrimination or abuse, denial of prisoners rights or medical treatment and other human rights violations:
19.1.1. There is a grievance procedure in place, described in Prison Rules 2007 which advises the prisoner to bring any complaints to the governor, and if they are not happy with the result, then the next step is to bring the complaint to the Department of Justice 

19.1.2. A grievance form should be available from the Governor, the service-user should fill this out (they may request support from staff or the chaplain) and submit it to the Governor
19.1.3. service users should be aware that the Gardaí will be involved where there are allegations of misconduct or abuse.
19.1.4. If service users are not happy with the outcome, or if the complaint is against the Governor, the prisoner can request a meeting, through the governor, with an officer of the Department of Justice (not a governor or prison guard in the prison)
19.1.5. Staff may offer the prisoner support in contacting the Department of Justice if they do not feel comfortable going through the governor

19.1.6. Staff may offer the prisoner assistance in writing a letter if they so request

19.1.7. If the prisoner is not happy with the response from the Department of Justice, they may contact the Irish Penal Reform Trust (01-8741400) for support and advice, or the Irish Human rights Commission (01- 8589601).   In some cases the Irish Human Rights Commission can offer support by conducting an inquiry or offering legal assistance 
19.1.8. If the service user is unhappy with the service provided by _________________(name of organisation) they should be offered access to the normal complaints procedure as outlined in the complaints policy. 

APPENDIX A: List of Irish Prison Contacts
	Prison
	Contact Number
	Governor
	Other info

	Dochas
	01 8858987
	Edward Whelan
	Women

	Mountjoy
	01 8062800
	Edward Whelan
	Men

	Cork
	021 4518800
	James Collins
	Men

	Limerick
	061 204700
	Tadgh O’Riordan
	Men and Women

	Castlerea
	094 96 25213
	Martin Reilly
	Men

	Cloverhill
	01 6304530 / 01 6304531
	Sean Quigley
	Men – remand

	Arbour Hill
	01 -6719333
	Liam Dowling
	Men

	Midlands
	05786 72110 / 72100
	Colm Barclay
	Men

	Portlaoise
	05786 21318
	William Connolly
	Men

	Wheatfield
	01 6209400
	William Connolly
	Men

	Shelton Abbey
	0402 42300
	Michael Lawton
	Men

	St.Patricks
	01 8062896
	Hector MacLennan
	Men aged 16-21

	Loughan House
	071 9853059
	Patrick Kavanagh
	Men

	Training Unit
	01 8062890
	Declan Murphy
	Men


� See Irish Prisons website for furter information: http://www.irishprisons.ie/IntegratedSentenceManagement1.htm


� Available at: http://www.inis.gov.ie/en/JELR/prison%20rules%202007.pdf/Files/prison%20rules%202007.pdf





