The Annual Review Parole Process for Determinate Sentence Prisoners Post Recall
Background 

This document sets out a single annual review process for determinate sentence prisoners entitled to a review of their case by the Parole Board, who have been recalled, and where the Parole Board does not direct his/her release following a first reference of the case.  The prisoner is entitled to have his/her continued detention reviewed by the Parole Board annually, where they have 13mths or more left to serve in custody.  Annual Reviews are always heard on paper unless the prisoner requests and or the Parole Board direct an Oral Hearing. 
Process

The existing review process for all determinate recall cases, including extended sentenced prisoners, involves a first Parole Board paper review that takes place 28 days after the offender's return to custody following recall.   At this review the Parole Board can make one of the following four decisions:
· release immediately

· release at a future date

· decline to release making no recommendation to release or 

· Direct an oral hearing.   

Where the Parole Board makes no recommendation as to an offender's release, the offender is entitled to have an annual review by the Parole Board.   The Public Protection Casework Section will review the offender's case periodically and if it is decided that an offender is not suitable for re-release before their annual review is due, a 16 week timetable for preparing for the annual review will apply.
The annual review process takes place over a 16 week period leading up to Week 0, which is the 1st day of the calendar month period in which the Parole Board list and review the case. The Parole Board provide the decision within 2 weeks of the review date. 

As the case manager you must ensure that you work with the stakeholders to ensure that all key actions relevant to the process are fully completed within the prescribed timescales.


The annual review process sets out the key milestones that are required to be achieved at various stages through the process.   


The process set out below highlights the key milestones and required action by relevant parties in the process.

	Week 
	CASE ADMINISTRATION
	Responsibility

	Review date 
	Actions
	

	minus
	Senior Case Manager allocates case to Case Manager
	

	
	Case Manager send the intro letter  at point of allocation
	Review Team

	
	To OM, Legal reps, Prison
	Within 5 working days

	
	
	

	Wk 12
	Case Manager commissions an updated Offender Manager Risk Management report from OM, and all relevant reports from the Prison


	Review Team 



	
	Prison request all relevant reports
	Prison

	
	(4 weeks )
	

	
	
	

	Wk 8
	Case Manager receives requested reports and 
	

	
	Compiles/paginates dossier
	Review Team

	
	(1 week)
	

	
	
	

	
	
	

	Wk 7
	Disclose completed dossier to prisoner/Legal Rep 
	

	
	Dossier signed off by Governor as complete
	Prison

	
	 (2 weeks )
	

	Wk 5
	Receive representations and disclosure forms from prisoner
	

	
	
	

	WK 4
	Case Manager to notify Parole Board that dossier has been uploaded onto PPUD.  The ESP A/R dossiers must be emailed to: dcr.requests@paroleboard.cjsm.net  


	

	
	(1 week)
	Prison

	
	
	Review Team

	
	
	

	
	
	

	
	Dossier needs to be sent to PB four weeks prior to the anniversary annual review date
	

	
	
	


Week 16 - Commencement of Annual Review process 


The prompt commencement of the process by the Review Team is imperative so that the review commences on time, and the whole system targets can be met. 

On week 16 the Senior Case Manager creates the review on PPUD and allocates the case to the Case Manager who then will commence the review.

The Case Manager will then send a notification to the Offender Manager requesting an updated Offender Manager Risk Management report. This report must be completed within 4 weeks.

The Case Manager will issue notification of review to the Parole Clerk at the establishment.

The Parole Clerk must ensure that the requested reports are compiled and sent onto the Case Manager within 4 weeks  

The completed dossier must be disclosed to the prisoner by the end of week 6.  

Where the prisoner has indicated that legal representatives will be acting on his/her behalf for the purpose of the review, a further copy should be issued to those representatives. 
The Governor must sign the completed dossier before it is returned to the Case Manager

Dossiers which do not include all mandatory documents will be rejected by the Parole Board. A dossier will only be recorded on PPUD as received by the Board once it is accepted as complete.

All dossiers should be clearly marked if it is an ESP ANNUAL Review as these cases have to be reviewed by 3 member panels. Whereas all the other annual reviews are reviewed by a single panel member
Week 8- Compile Dossier

The dossier must include)
	A
	Licence
	

	B
	Pre Cons
	

	C
	Pre Sentence Report
	


	D
	Annex E (Breach Report)
	

	E
	Licence Revocation
	

	F
	Secretary of State Reasons for Recall
	

	G
	Annex H
	

	H
	Risk Management Plan
	

	I
	Offender Supervisor’s Report
	

	J
	Security Report  
	

	K
	Adjudications and ADA’s
	

	L
	Victim Liaison Officer Report (if applicable)
	

	M
	Disclosure form
	

	N
	Prisoners Representations
	

	O
	Letters/others papers
	

	P
	
	

	Q
	
	


 
 
Week 0 Parole Board paper hearing and referral to oral hearing

Parole Board considers the case ‘on the papers’ and a negative decision (decision not to release) may be made and issued by the Board at this stage in the process. If a negative decision is not issued following the consideration “on the papers”, and if the Parole Board require further information they can then direct the case to an oral hearing. Following a negative decision the prisoner can also appeal and request for the case to go to an oral hearing. The oral hearing process will be dealt by the case manager.
Receipt of Parole Board decision 

When the Decision is issued by the Parole Board the case manager needs to send it to the Prison, Offender Manager and Solicitors if there is one representing. The Parole Board can Refuse release, Defer, Make no recommendations or Award release either at a specified date or immediate release.
If the Parole Board awards release then the case manager needs to liaise with the Offender Manger to make sure that everything is in place for release e.g. Licence condition or hostel place.

Adding New Reviews

When a no release decision is issued and the prisoner has more than thirteen months to serve a new review needs to be created by the Senior Case Manager. The spreadsheet must also be updated.  
Ongoing Reviews
If the Parole Board makes a No Recommendation decision and the Prisoner has less than thirteen months to serve, the case manager refers the case to the Senior Case Manager. The Senior Case Manager reviews the case and decides 

· The prisoner can only be released on his/her SED

· Sets a further review 

