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_S. 1. No. 55 of 2021

NIGERIAN CORRECTIONAL SERVICE
STANDING ORDERS NON-CUSTODIAL, 2020

[13th Day of May, 201 9]

in pursuance to the powers conferred on me by Section 33 (1) («) and (b) of the
Nigerian Correctional Service Act, 2019, I, JA’Arary AMMED, the Controller-
General of Corrections, hereby make the following Non-Custodial Standing
Orders—

PART T—INTRODUCTION

.

INMATES IN NoN-CUSTODIAL SERVICE
1. The inmate to engage in the non-custodial service shall be—

(@) Persons who a court of competent jurisdiction has upon conviction
granted alternative to Custodial sentence, to be placed under the supervision
ofa non-custodial officer from the Correctional Service. This involves non-
custodial sentences such as probation order or community service e

(b) Persons who are servi ng a custodial sentence but have been granted
parole by the court on the submission of the Controller General Corrections
based on the recommendation ofthe parole board and according to processes
and conditions that may be determined by the Technical Committee of the
National or State Committees on Non-Custodial Measures. Such persons
shall be required to spend some time in the community with or without
conditions in preparation for their discharge / final release to aid their proper
reintegration ;

(¢) Persons who have completed their custodial sentence but require
some aftercare support in the community to facilitate their full rei ntegration.
Persons to benefit from this in the community on discharge shall be submitted
to the State Controller by the Superintendent in charge of the custodial
facility, on the recommendation of the Welfare Officer (to be removed
completely) ;

(d) Persons who are participating in restorative justice sessions. This
involves both offenders (either in custody or in the community) and victims,
and may occur at different stages of the criminal justice delivery system.
Where this involves offenders in cuy stody, the non-custodial officers
facilitating these sessions shall work in conjunction with the officers in the
custodial service. '
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Functions oF Nox-CusTobpial QFFICER

2. Services to be rendered by the Non-Custodial officer shall include the
following—

(a) Assessment, planning and submission of pre-sentencing report and
other documentation which may assist the court in determining the
appropriate sentence to be awarded ;

(b) Supervision of those serving non-custodial sentence to ensure
compliance with the terms and conditions awarded by the court of competent
jurisdiction ;

(c) Facilitating and providing restorative justice sessions both in the
community and in custody. With respect to those provided in custody, this
shall be done at the request of the Welfare unit of the Custodial Centre ;

(d) Assessment, preparation and submission of pre-release report in
conjunction with the Welfare unit of the custodial facility to the
Superintendent in charge for aftercare, parole considerations etc. ;

(e) Undertake all activities aimed at facilitating the rehabilitation,
reformation and reintegration of all targets of the non-custodial service ;

(f) Bringing to the attention of the relevant authority including the
court, in charge non-custodial measures at both the state and national
levels, the parole board where applicable, any violations of the conditions
on which the noncustodial order was granted for review and a variation
of their order ;

(g) Any other activity as may be assigned by the Deputy Controller
General in charge of Non-Custodial Service, or the Controller-General.

RANK oF OFFICERS OF NonN-CUSTODIAL SERVICE

3. Allranks applicable to the Custodial Service shall be applicable to the
Non-Custodial Service.

STRUCTURE OF Nox-CUSTODIAL SERVICE

4.—(a) The Directorate shall be headed by the Deputy Controller-
General in charge of the Non-Custodial Service who shall be answerable to
the Controller-General of the Correctional Service. '

(b) At the state command, an officer not less than the rank of a Deputy
Controller of Corrections shall.be the Head of the Non-Custodial Service,
who shall be answerable to the State Controller of Corrections. At state level,
there shall be officers of superintendent cadre to be posted as local government
non-custodial supervisors and link officers.

(¢) Atthe zonal level, the Head shall be an officer not below the rank of
a Controller,
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= 5. At the national level, there shall be five Assistant Controller Generals
who shall head each of the following sections—

(a) Community service ;

() Probation ;

(¢) Parole ;

(d) Restorative justice ;

(e) After-care services and others as may be determined by the Service.

CONTRACT STAFF AND VOLUNTEERS

6. The Non-Custodial Service may employ the services of contract staff

and volunteers where there are non-avai lable officers from the Service.

DEPLOYMENT . _
7. Officers may either be deployed from the Custodial Service or be

recruited as new intakes. With respect to those deployed from the Custodial

Service, these shall include welfare offi cers, psychologists or other officers
that have shown commendable traits and attitudes relevant to the Non-Custodial
Service. Officers who are deployed to the Non-Custodial Service shall
undertake relevant specialised training courses.

RELEVANT DiscipLiNEs

8. Deployment to Non-Custodial Services shall be from relevant fields
such as—

(?) Social work

(#7) Psychology

(#ii) Sociology _
(7v) Guidance and counselling
(v) Criminology

(vi) Vocational Skills

COMPOSITION OF THE NATIONAL ComMITTEE ON NOK-CUSTODIAL MEASURES

9. The National Committee on Non-Custodial Measures shall
consist of—

(@) The Controller-General of Corrections.

(b) Deputy Controller-General in charge of Non-Custodial Service.

(¢) Aretired High Court Jud ge.

(d) The Director of Social Welfare, Federal Ministry responsible for
youth and sports,
(e) The Director of Youths, Federal Ministry responsible for youth and
Sports. d

() The Inspector-General of Police or his representative, not below the
rank of Commissioner,
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(g) A representative from the—-
(#) Ministry responsible for interior, not below the rank of a Deputy
Director,
(if) Ministry of Justice, not below the rank of a Deputy Director, and
(iif) Administration of Criminal Justice Monitoring Committee ;

() Three representatives of non-governmental organisations working in
the relevant sector.

FUNCTIONS OF THE NatioNaL CoMmiTTEE ox Non-CusToDIAL MEASURES

10. The National Committee on Non-Custodial Measures shall undertake
policy formulation, advocacy for support and funding, oversight functions and
all other 3ct1v1t1es required for the effective reallsatlon of the objectives and
the prowsaons  of the Correctional Service Act in relatlon to the Non-Custodial
Service. These shall include the following—

(@) Coordinate the implementation of non-custodial measures with the
judiciary and other relevant agencies ;

(&) Monitor, evaluate and propose measures for effective operation of
non-custodial measures ;

(¢) Receive and consider any complaint or view from the offenders,
victims and affected communities, and make recommendations where
possible, on the nature of non-custodial measures ;

(d) Perform any other function requ:red for the proper implementation
of this Act ;

(e) Approve membership of the State and Federal Capital Territory
Committees on NonCustodial Measures as may be recommended by the
Controller General ;

() The Chairperson of the National Committee on Non-Custodial
Measures shall appoint with the approval of other members, the members
of the established and ad-hoc technical sub-committees ; and

(g) Receive and consider submissions and recommendations of the
Technical SubCommittees of the Non-Custodial Measures Committees.
State CoMMITTEES ON Nor-CusToniAL MEASURES

11. The functions of the National Committee on Non-Custodial Measures
shall equally be applicable to the State and Federal Capital Territory Commitices
on Non-Custodial Measures.



Typres oF NoN-CusTODIAL MEASURES
12. The types of Non-Custodial Measures include the following—

(a) Community service ;

{b) Probation ;

(¢) Parole ;

(d) Restorative justice models when awarded by a court of competent
jurisdiction as an alternative to custody and involving victims and offenders in
the community ; and

(e) Any other sanction as may be granted by a court of competent
jurisdiction which is applied as an alternative to custody.

PART II—NON-CUSTODIAL STANDING ORDER

1. All cases involving referral of offenders to the NCoS shall commence
with an appropriate assessment of the offender by the Non-Custodial Officer

(NCO).

2. The designated Pre-Sentence / Supervision Intake Form shall be used
for gathering information to carry out an initial assessment or to commence
supervision, where an initial assessment report was not requested by the
sentencing Court.

3. As soon as possible after an offender has been placed under
supervision of the NCoS, the relevant NCO shall complete with the cooperation
of the offender - a Case Management Plan, as described in the operational
guidance note (OGN).

4. The Case Management Plan shall reference any conditions of
supervision included in the Probation Bond or other such Order as well as
including planned steps to be taken to address issues associated with the
offender’s risk of reoffending. The plan shall also outline the reporting and
attendance requirements on the offender. ;

5. The case management pre-plan shall include clear steps to review,
record and manage compliance, progress on and completion of the supervision
order, as outlined in the NCoS OGN.

6. Courts are to be encouraged to seek Pre-Sentence Reports where a
Non-Custodial sanction is being considered, so as to ensure appropriate
assessment of the offender, as well as their motivation to comply with the
terms of any Non-Custodial Sentence.,

7. Pre-Sentence Reports may either be Fast Delivery (shorter) or *Full®
Reports. In either case, the appropriate format and template report from the
OGN shall be used to complete the Report.
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8. Structure, layout and content of Pre-Sentence Reports shall follow
the instructions in the NCoS OGN document.

/

9. When a sentencing Court requests a Pre-Sentence assessnient Report,

this assessment and report shall be completed by the NCO in accordance

with the time allowed by the Court, and in accordance with the procedures
outlined in the NCoS Operational Guidance Note (OGN).

ProsaTion

10. NCO shall ensure that the probation order is duly signed by the
offender before supervision can begin.

11. Probation Orders, and the supervision of the offender arising from
such orders, are aimed at offender rehabilitation and reintegration into the
society, and specifically at reducing their risk of re-offending.

12. It is the responsibility of the Court in the first instance to ensure that
the Bond is signed by the offender in the first instance, and also that a copy of
the Bond is sent to the relevant NCoS office.

13. The relevant NCO shall ensure that the offender has signed the
Probation Bond at the earliest stage possible, preferably before the offender
leaves the sentencing Court and where the NCO is present there.

14. The NCO shall ensure that a copy of the Bond is retained in the
relevant NCoS file.

15. The supervising NCO shall make contact with the offender under
supervision as soon as possible, but no later than one week after they are
placed on Probation Bond.

16. Procedures to vary, discharge, breach or termination of a Probation
Order are described in the OGN and these procedures must be followed in
such cases. Orders must not be changed, varied or terminated except in line
with the procedures and forms contained in the OGN.

17. Supervision under Probation Orders cannot be extended, except in
accordance with the procedures in the OGN.

18. The NCO shall draw the attention of the court if the offender
refuses to sign the probation orders.



19. The NCO shall make contact with the person placed on probation in
order to obtain useful information about the person.

20. An NCO who attends a court session where a probation order was
issued shall obtain a copy of the probation order.

21. The NCO who obtained the order shall file the order in the NCoS
probation service file for proper documentation. '

22. Where the probation bond is available, it shall be filed in the confidential
file/ organizational case file.

23. Where a probation bond is not sent to the NCoS two weeks after
the court order, the DCC of NCoS shall write a letter to the court that made
the order.

24. The supervising NCO shall make contact with the probationer not
later than one week after receiving the probation bond.

25. The supervising NCO shall arran ge the first appointment with the
probationer not later than 10 days after the probation bond was received.

~ 26. At the first interview, after entering into the bond, the NCO will
explain the bond to the offender in detail.

27. The NCO shall explain to the offender in plain lan gﬁage the conditions
attached to the probation bond and ensure that the offender understands every
condition.

28. The NCO shall explain to the probationer in plain language the
consequences of flouting the probation bond.

29. The NCO shall ensure and verify that the personal address provided
by the probationer is accurate and that he/she understands the implications of
changing locations, '
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30. The supervising NCO shall agree with the probationer the acceptable
time for routine supervision and the venue where the visitations should take
place.

31. The NCO shall not request the probationer to obey any condition
that is not contained in the probation bond.

32. The NCO shall complete the risk assessment form after carefully
evaluating the risk factors for reoffending behaviour.

33. The NCO shall consider factors like family background, economic
status, employment status, educational background, marital status and number
of children for offenders that are married, parents or guardian information if it
involves children, pro-social and anti-social behaviou rs, and any other factor
that affects probationer’s rehabilitation.

34. The supervising NCO shall prepare a case management plan for
the probationer,

35. The case management plan shall be prepared in line with
criminogenic factors outlined in the pré-sentence report.

36. The NCO shall prepare a work plan that will aid the rehabilitation
and reformation of the offender.

37. The Case Management Plan must commence not more than one
month after the order of the court. ‘

38. The NCO shall clarify the frequency of supervision with the offender,
explaining the factors that led to that decision.

39. NCOs shall use their discretion to allocate time and frequency of
Visits.

40. NCOs shall maintain a weekly session with high risk offenders,
including visiting their home addresses at least once every week for the first
four months.

41. NCOs shall maintain a fortnightly contact with medium risk offenders,
including visiting their home addresses at least once in two weels for the first
four months.



42. NCOs shall visit low risk offenders once every month inclusive ofa
visit to their home address within the first four months.

43. ifan NCO feels that following the changes in an offender’s behaviour
that frequent visits are not needed, he shall consult his supervisor supporting it
with documentary evidence from the case file.

44. If an offender fails to honour an appointment as stated in the
recognisance, the breach shall be filed by the NCO in the record of
supervision file.

45, After filing the breach, the supervising officer shall make contact
with the offender to ascertain the reason for his unavaiiability.

45, The following reasons shail be acceptable reasons for unavailability
provided the NCO can corroborate the offender’s claims—

(@) Absence due to ill health, or.

(6) Bereavement in the immediate family, or

(¢) Compulsory overtime working, or

(d) Court appearance(s) which should be verified, or.

(e) Any other reason, approved by or known to the supervising officer,
when notified and agreed in advance.

47. Any reason not outlined above shall be deemed unacceptable by the
NCO unless the offender is mentally unstable, homeless or handicapped, then
the NCO shall adopt a flexible visitation plan.

48. Two unacceptable failures during any twelve month period of
probatioi shall attract a formal letter of warning which will be sent by ordmary
post to the last known address of the offender.

49. The NCO shall inform the offender ihe consequence of breaching
the conditions in the recognisance.

S0, Asecond warning letter should be fullowed up with 2 home visii if
the offender is still in broach sBier the frst weepning letter.

51. The NCT3 shali send @ tiind fouter vig the same menns as stated
above, informing the offenderthat bieach ot procveedings shall be commenced
without delay. '
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52. The NCO shall consult with his supervisor before initiatif

L

53. Ali agreeable explanation for non-attendance or other nori-compliance
accepted subsequent to the issuing of a warning letter, nullifies that warning.

54. Multiple failures to observe the agreed conditions within a single
day’s activity will be reckoned as a single failure. '

55. The Record of Supervision on file will document the compliance
with appointments and progress in relation to the goals and expectations of
supervision.

56. The NCO shall maintain an updated record of supervision file and
events shall be recorded not more than five working days after its occurrence.

57. The NCS file of offender shall not be removed from the office by
the NCO and shall be stored securely when not in use because of the sensitive
information it contains.

58. The NCO should ensure that a person under supervision understands
the Court’s power to vary or discharge the probation order, '

59. Where a Pre-Sentencing Report (PSR) of an offender was not
carried out before the court order, the NCO in charge shall carry out the

offender’s risk of reoffending not later than one month after allocation.

60. Where the su pervising NCO does not meet the scheduled number
of visits, this shall be recorded in the offenders’ file and the NCO must consult
his supervisor. ' ‘

61. The NCO shall visit or receive reports from the person under
supervision at such reasonable intervals as may be specified on the Probation
Order or subject thereto, as the NCO may deem fit. ;

62. The NCO shall advise, assist, and support the offenders, and when
necessary, shall endeavour to find him suitable employment.

63. The NCO is required also to build an effective interpersonal and
professional relationship with the offender to achieve the objectives of probation
supervision,

64. The NCO shall give appropriate information on available social
SEIVIces programme to the offender and shall explain the opportunities and
risks involved. '

gh bieach -



. 65. The NCO shall review the risk assessment carried out on an offender
after six months in order to assess whether risk has been reduced in response
to the interventions outlined in the Case Management Plan.

APPLICATION TO DISCHARGE THE RECOGNISANCE

66. If the NCO wishes to vary any of the conditions or period of supervision
in response to emerging or receding risk factors, the officer should apply to
the court.

'67. The application to vary may be made for the purpose of inserting
additional or altering or deleting existing conditions, or for extending or reducing
the period of the recognisance order.

68. The NCO must consult and get the permission of his/her Supervising
Officer before making the application above.

69. An application to discharge a probation order may be made to the
Court when the goals of supervision have been achieved or the conduct of the
offender has been such as to make continued su pervision unnecessary.

70. The NCO may apply for probation order of twelve months to be
reviewed with a view to discharging low risk cases after six months if the risk
remains low.

71. No application for discharge should bé made to court where there is

a medium or high risk of harm to self or others.

BREACH OF RECOGNISANCE

72. Where an offender has failed to comply with more than one condition
of the recognisance, the grounds of the application for breach should be based
on the failed condition which the NCO can prove from his/her own direct
evidence.

73. Where an offender is in breach of a condition of supervision and as
a consequence there are substantial reasons to believe that a third party is
likely to suffer harm or inj ury as a result of actions by the offender, breach
proceedings may be initiated without recourse to the normal sequence of
warning letters.

74. The NCO shall apply for summon in the first instance to initiate
breach proceedings.
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75, The NCO can apply for a warrent in the first instance only when
the offender changes address without notification to the NCO.

76. Warrant can also be initiated in the first instant if the offender is a
security risk to himseli/herself or when the offender is homeless and cannot
be served in his known address.

77. Supervision of the offender in respect of that recognisance ceases
2¥ soon as a court has accepted the information in respect of a breach laid
before it and has directed that a summon or warrant be issued.

78. The NCO has no authority for continued supervision of a person
who has completed a period of probation unless there is another order of the
court,

79. Tf there are arrangements in place for voluntary supervision and
support, such voluntary arrangements should be kept to a minimum, and where
they are used, they should be in line with agency policy, with the knowledge
and agreement of the relevant Supervising Officer, and for a specified length
of time and for a specific purpose.

RoLE oF NCS SupervisiNG OFFICER

80. Non-custodial Service Supervising Officer has the.primary
responsibility of ensuring the adequacy and effectiveness; the quality of
probation supervision, compliance with Service policies and procedures, and -
the oversight of orders. ‘

81. Supervising Officers should plan and carry out occasional and random
sampling of the work of teams within their area, at least once every two
months.

82. The Supervising Officer shall give written feedback to each local
Superior Officer/team member, noting the quality of practice identified at
refevant levels. This feedback shali include any remedial actions required and
a date by which those actions should be completed.

83. The Supervising Officer should require a written response confirming
that all actions required have been carried out not later than one month after
the feedback.



84. The Supervising Officer shall repori the outcomes of the monitoring
activity to the appropriate DCC, who shali decide what further actions (if
any) are to be taken on the feedback.

85. Supervising Cficers shall ensure that a Case Management Plan is
formulated, carried oui and that the basis for the decisions is clear and made
explicit in the record of supervision on the case file.

COMMUNITY SERVICE

86. When carrying out pre-sentence assessments in relation to
community service orders, the NCO shall use the appropriate form as
prescribed in the OGN, and focus in the report only on issues relevant to the
offender’s suitability for community service.

37. Amendment, review, discharge or breach of community service
orders shall only be carried out in accordance with the procedures contained
in the OGN document.

88. Where an offender is placed on a community service order, the
NCO will ensure that they are placed in the relevant work programme as
soon as possible and that their participation on that programme is monitored
and managed appropriately in accordance with the OGN document.

89. When placing an offender on a community service work programme,
the NCO shall ensure that the offender is given an appropriate induction briefing
and set of instructions.

90. Any failure to attend to or complete the community service order
will be responded to promptly by the NCO, in accordance with the instructions
in the OGN.

91. The NC Community service supervising officers shall be responsive
and respectful towards offenders observing community service.

92. The NC Community service supervising officers shall ensure that
only sanctions spelt out in the community service order are carried out by
offenders.
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93. Non-Custodial Community Service Supervising' Officer shall
undertake a formal assessment of an offender’s suitability. for Community
Service, before the commencement of.community service.

94. The NC supervision officer shall interview the offender in person
and complete the appropriate documentation using Supervision Intake Form.

95. The NC supervision officer shall access the health and security risk
of the offender before the commencement of community service.

96. The NC officer shall complete the Template Community Service
Report (use Fast Delivery Report Format for Community Service), where, on
the basis of assessment the offender is deemed suitable, has consented and
work is available.

97. The NC Officer shall outline in detail and report the reasons for
unsuitability where the offender is assessed as unsuitable for Community
service, using the template community service report. The following grounds
shall be reasons for unsuitability for participating in community service—

(a) Mental instability.
(0) Incapacitation by health or age.
(¢) When the offender poses a flight risk.

98. The NC Officer shall inform the offender that if they are given a
Community Service Order in Court, they will be invited to attend an induction
meeting and that failure to attend will result in a first warning letter.

99. The NC Officer shall fill the following details in the template
assessment form—

* personal details.

* income status.

* employment and educational history.

* drugand alcohol usage.

* general health history.

° criminal record.

* pending criminal record if any.

° appeal of current sentence or denial of guilt.

* offender who is under threat from others.
-+ involvement in gangs.

* travel.

= availability for community service.
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100. The NCO will outline to the offender during the assessment that
respectful behaviour, co-operation with instructions and good work efforts are
expected of the offender on a Community Service Order.

101. The NCO, wlll emphasize the positive restorative value of the work
and the benefits of ‘paying back to the community in recompense for their
wrongs.

102. The Supervising Officer shall make arrangements for the induction
process to take place within five working days, with a view to assigning the
offender to specified work tasks where placements are available.

103. The NC Officer shall carry out induction for offenders and issue a
commencement letter to inductees.

104. The letter should instruct the offender to bring proof of identity to
Community Service site on the first day.

105. The NCO shall ensure that inductees understand the instructions
and must ensure that they sign the appointment letter issued to them.

106. The NCO shall ensure that the community service forms are
completed according to the scripted template.

107. The NCO shall prepare a brief summary on case notes, to include
commencement date on site, site details and any other issues/concerns identified
during the induction process.

108. Where offenders are assigned to individual placements, the NCO
supervising the offender shall meet with the placement Superv:smg Officer on
the offender’s first day, to clarify any relevant issues.

109. The NC Officer shall explain in plain language what is expected
from the offender in the course of his community service.

B 2889

Expectations
from
community
service
work.

Familiarizing
with
offender on
community
service.

Duration for
convening an
induction.

Writing
induction
letter to
offender.

Proof of
identity
during
induction.

Inducting
offenders on
community
service.

Completing
community
service
forms during
induction.
Preparing
summary
note after
induction.

Offenders on
individual
placements,

Expectations
from
offender
during
community
service
worl,



£

B 2858

When an
offender fails
to attend
induction.

Conditions
for returning
acase to
court after
failure to
attend
induction.

Reporting to
DCC.

Explaining
court order
to offender.

Receipt
order form.

When the
court fails to
transmit the
community
service order.

Verbal
communication
of
community
service order.

Transmitting
community
service order
to offender.

Comrunity
service
engagement
contract I
form.

110. Where offenders fail to attend induction, they will receive a
maximum of three Induction warning letters in respect of their failure.

111, After the third inducticn warning letter has been issued and the
offender has not offered an acceptable explanation, the case will be returned
to Court.

112. The NCS Supervisor shall inform the DCC in charge of the
offenders’ unavailability for community service before the matter is taken
back to court.

113. The NCQO shall explain the court order to the offender in a language
he/she understands.

114. The offender will then be given a copy of the Community Service
Order and asked to sign the Receipt of Order Form. The NC Officer will also
countersign this document and a copy put on file.

115. The NCO shall make every necessary effort to ensure that the
CSO is sent by the court. In the event that the order is not sent one week
after, the offender shall begin the community service.

116. If the NCO receives a verbal confirmation from the registrar of the
court that an order was made, a record of the confirmation shall be rec¢orded
and retained.

117, The NCO shall hand a copy of the Community Service Order to
the offender when it becomes available from the court.

118. The NCO shall maintain a Community Service Engagement
(Coniract) Form. The following information are the critical information that
must be contained in the CSC form ;

Details of the Placement

Placement jocation

Mame anil phone number(s) of the Community Service Supervisor
Mo of days of nnpaid work (with eguivalent hours) to he done.
Starting date

Expected date for completion

Agreed days of attendance

.

N N




8. Starting and finishing time .

9. Allrules & regulations and health and safety guidelines as directed by
the Community Service Supervisor '

10. Acceptable / Unacceptable absences

11. Unacceptable behaviour on site

12. The NCO shall explain to the offenders that it is a breach of contract
to be absent from community service work, except on acceptable grounds.
The acceptable grounds for absenteeism include—-

(1) Xliness, confirmed by a medical certificate. (Some discretion is
allowable where the offender does not have ready access to a medical
practitioner and any decision in this case must be discussed between the
NCO and the Supervisor).

(2) Employment/overtime, confirmed by way of a payslip or letter from
the employer. _
(3) Planned time off or holidayé, confirmed by appropriate documentation.

(4) Hospital/dental/medical appointments, confirmed by appointment
letter/card —this may include psychiatric clinics/drug treatment clinics etc.

(5) Court appearances, confirmed by lawyer’s business card/letter with
date and signature of lawyer (It could also be confirmed by a police contact).

(6) Offender is taken into custody, confirmed by Police or NCO contact
with the relevant institution.

(7) Personal or family bereavement, this can be confirmed by a family
member, local minister/priest, or otherwise.

119. The NC Supervisor shall not accept the following grounds for
absenteeism—

() Non-attendance without valid excuse e.g. sleeping in, did not hear
the alarm, having to baby-sit, not having your phone turned on.
(#7) Stating that he/she has lost some equipment necessary for CS work.

(iif) Having to be excluded from work due to misbehaviour on the site
or, in the opinion of the Community Service Supervisor, being unfit for work
or under the influence of alcohol/drugs.

120. The non-custodial officer shall explain to the offender in plain
language without ambiguity, the conditions of the community service contract.

121. The NCO shall ensure that the offender signs the Community
service contract after explaining the terms to him/her.
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122. The NCO shall give a copy of the community service contract to
the offender after the offender has signed and the NCO has countersigned.

123. The NCO shall file a copy of the community service contract in

offenders’ case file.

L
\

124. The NCO is responsible for managing the work done and smooth
running of community service site.

125. The NCO shall prepare a time sheet for every offender to monitor
the progress of community service worlk.

126. The Community Service Supervisor is obliged to inform the NC
Service of the names of those who attend/do not attend site each day.

127. When an offender is absent from work site, the NCO shall demand
proof in order to ascertain whether his/her excuse is acceptable or
unacceptable.

128, The NCO shall inform the NCS in writing when an offender has
completed his/her community service order.

129. The NCS shall write to the court where the offender was convicted
informing the court that the offender has met all his/her community service
contract satisfactorily and should be discharged.

130. It is the responsibility of the NCO supervising Community Service
on site to manage Health and Safety on site.

131. Community service supervisors shall not work with more than 8
otfenders on site at any time.



132, Where more thion § offenders are on site, the NCO supervising
ihe communily service shall send some of them home or call the office for
ancther officer to b sent to site. ;

133. It is the responsibility of the Community Service Supervisor to
record, report and to respond to attendance and non-attendance of offenders
on-site.

134. The supervising NCO shall ensure that all necessary site forms
such as daily atteridance, are properly filled, signed and returned to the office,

135. The NCO supervising community service shall take all necessary
steps to facilitate and enable offender complete their order.

136. The community service supervisor shall maintain contact with
host agencies where offenders are attached to for com munity service work.

137. The community service supervisor shall be available to support
and offer guidance to offenders at all times to enable them complete their
community service order.

138. Itis the responsibility of the community service officer to investi gate
the facts and circumstances of any reported failure on the part of the offender
to meet required performance standards.

139. The NCO shall record any report on any disciplinary matter in the
offender’s NCS record.

140. Drugs (unless medically prescribed) and alcohol must not be
consumed during Community Service work at any time.

141. The community service supervisor shall strictly implement the no
alcohol policy during the community service work and explain to the offender
the consequences of indulging in such habits.

142. Where an offender reports for work in a state that is deemed to be
unfit for work by the Community Service Supervisor or other nominated
Supervisor, through alcohol, drug or solvent abuse or any other reason, that
person will not be permitted to work on site and will be sent home.

i
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143. On the first occasion an offender is deemed unfit for work and
sent away, the Community Service Supervisor shall immediately notify the
NCS of their decision and action. The NCS will note the matter in Service
records.

144. The NCO shall inform the community service supervisor of the

" decisions and actions to be taken. A report of any disciplinary action to be

taken shall go into the offenders’ file.

145. Persons on Community Service Orders will be held accountable
for performing unpaid work in accordance with the expectations of the NCS
in relation to attendance and target completion dates.

146. The Community Service Supervisor will return the completed Time
Sheet or Card as soon as the required number of hours or days work has been
completed.

147. The NCO will place the timesheet in the offenders’ file and will
complete a short case closure summary note.

148. The Completion Certificate shall be completed and signed by the
NCO and sent to the court.

149. A Completion of Order letter shall be drafted by the NCOQ and sent
to the offender, with a copy kept on file.

%
150. The case shall then be closed, and signed off after the court has
approved, with the record indicating the date the Order was completed.

151. Community Service participants are liable to disciplinary procedures
when they fail to comply with requirements relating to “failure to attend® or
‘report as instructed® without reasonable cause.

152. An unacceptable absence is defined as a single or multiple failures
to attend community service as instructed. Where the offender does not
attend on the agreed day, he/she will automatical ly get a warning letter.

153. If the offender telephones or contacts the Community Service
Supervisor within five working days and produces evidence 6f one of the
acceptable reasons outlined above, the warnin g letter shall be cancelled and
withdrawn.

154. Where the offender fails to compi)-f with the community service
order, steps shall be initiated by the NCO to ensure compliance.



155. Afirst formal warning in writing shall be sent and maintained in the
offenders’ file if he/she fails to comply with community service order.

156. A second formal warning letter in writing shall be transmitted to
the offender followed by a visit to the offenders® place of abode.

157. A suspension letter shall be sent after the second warning letter if
.the second warning letter did not have a desired effect, indicating that Court
proceedings will be instituted and that the Order is suspended, pending the
outcome of the Court proceedings, unless proof of an acceptable excuse is
presented within five working days.

158. The NCO shall send a notice of breach letter to the offender
notifying him that the matter has been returned to court and that he has been
withdrawn from worksite, if the offender fails to res pond to the third warning
letter without acceptable reasons within 5 days.

159. Where a decision has been reached to return an offender to
court, the NCO shall make an application for a summons to the court for
non-compliance with section 463 of the Adminstration of Criminal Justice
Act 2015.

160. The NCO may withdraw the application for summons if the offender
expresses desire to re-engage with verifiable facts.

161. The NCO shall carry out reassessment and re-induction for the
offender if there is a time lag between the time the: offender was asked to
withdraw from worksite and when he was reengaged.,

162. The NCO applying for the summons shall make a note to the court
with the following information—

(7) Case summary for breach proceedings.
(#7) The Original Community Service Order :

(1) Any Original Community Service Assessment Report.

(i) Original Assessment Form.

(iif) Copy of receipt of Order Form.

(iv) Time sheet recording site attendance.

(v) Copies of correspondence in relation to non —attendance.

(vi) Copies of all warning letters.

(vif) Any returned letters.

(viii) Record of any explanations offered by offender to Supervisor
on site for nonattendance.

(ix) Any case note entries on file which relate to communication with
the Supervisor or NCO in relation to non-attendance.
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163, The NCO shail attend Court with the relevant summons
application, the Background Summary Information Report and a copy of
the Community Service Order and give them to the Court Registrar {o be
put before the Judge.

164. The NCO will swear an oath/make an affirmation under the
guidance of the Court registrar and make an application for a summons for
hearing on an appropriate date.

165. If the offender is in custody, two copies of the original summons
will be sent to the controller of the relevant correctional center where it can
be served on the defendant in order to produce him in Court.

166. The NCO shall attend the Court on the date fixed for the hearing
of the application with the summons application, the Background Summary
Information Report, the Community Service Order and any other relevant
documentation from the offender file.

167. In the event that the offender fails to attend to the summons, and
the summons has been properly served, a bench warrant may be applied for
and issued by the Court and the NCO shall complete a case closure summary
for the file. ' ‘

168. The NCO can seek an extension of time to perform Community
Service in the event of the offender not being able to complete the Order, with
good reason, within the time allowed for completion of the Commmunity Service
Order.

169. When a case is being transferred to another team, due to the
offender moving address, the NCO who is transferring the case shall consider
applying to extend the Order to avoid difficulties with time frames.

170. To vary a Community Service Order, the NCO shall complete the
appropriate summons application, bring it to Court and have it signed by the
Judge, for issue to the offender.

171. The NCO shall complete Background Summary Information Report
and submit it to the Court Registrar to present before the Judge at the Court
hearing. : :

172. The Sentence Completion Report shall apply where the offender
bas completed the sentence.

173. The report shall detail this fact and state the date, time and any
other relevant information with respect to the offender or/and the sentence or
regarding where or how it was carried out.
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174. Report of all eases of non-compliance submitted to Controller
General of Nigerian Correctional Service or his designate by the designated
community service supervisors shall be submitted to the appropriate court
for action in line with section 42(1)(c) of the Nigerian Correctional Service
Act (2019).

RESTORATIVE JUSTICE

175. Assessment and preparation for restorative justice interventions,
as well as the implementation of such measures, must be carried out in
accordance with the guidelines contained in the OGN document.

176. The NCO should discuss with his supervisor if the court specifically
recommends Victims-Offender mediation as part of restorative Justice
assessment.

177. The NCO shall car}'y out at least one interview with the offender
to assess their understanding of the process and identify any potential
risks to the victim and then decide on the appropriateness of making contact
with the victim,

178. The NCO shall contact the prosecuting police officer to discuss
any issues that make the pursuit of VOM unviable.

179. information shalt only be shared between the offender and the
victim where the NCO is fully satisfied that it is safe to do so.

186. The NCO shall ensure that no information pertaining to the victim,
including their decision not to participate in the restorative process, shall be
shared with the offender except with the victim’s consent.

181. When VOM is part of a probation case management plan, the
NCO shall discuss witii his/her su pervisor before proceeding with the process.

182, When an offender requests to meet the victim, the NCO must
seek and secure the approval of his supervisor before starting the process.

183. When a victim requests to meet the offender, the NCO must
inform his supervisor about the request.
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184. The NCO handling a matter shall not be responsible for handlinga
VOM where the request comes from the victim. The supervisor shall assign
the restorative justice process to another officer within that region.

185. A mediation meeting shall only proceed if adequate preparation
has taken place with both parties (victim and offender).

186. The non-custodial supervisor shall appoint a facilitator to mediate
the restorative justice process. ‘

* 187. Therole of facilitators shall be to help participants stay on track, to
guide and clarify when necessary and to ensure that there is no divergence
from what was agreed in the preparation stage.

188. The facilitator shall explain to the victim and offender that the
ground rules for reconciliation shall be generated and owned by both participants
with the clear understanding that restorative justice is a voluntary process.

189. The facilitator and NCO shall only allow the mediation meeting to
proceed if both parties have accepted the terms of mediation.

190. Restorative justice meetings can only be held on neutral grounds
(location) where both parties will feel comfortable and safe.

191. The facilitator shall seek the consent and approval of victim and
offender before allowing their support persons to be present during the
mediation.

192. The mediator/facilitator shall follow through on any questions raised
or commitments given in the mediation session, to ensure that the restorative
process is not undermined.

193. The agreed actions shall be incorporated into the offender’s Case
Management Plan and kept under review.

ParoLE

194. The process in relation to referral of offenders for parole, as well
as their assessment and case management, shall generally follow the same
procedures as those outlined in the OGN in relation to the supervision of
offenders on Probation Orders.



195. Assessment and preparation of offenders for release from custod ial
sentences on parole shall commence at an appropriate point prior to their
release, so as to give time far suitable planning and preparation for a smooth
transition back to, and resettlement in, the community.

196. Any breaches of the conditions of supervision on parole must be
assessed and responded to promptly, particularly if they are likely to lead to a
return to custody for the offender.

197. The NCO shall liaise with custodial officers to formulate the pre-
release Risk Management Plan of a parolee.

198. The NCO shall assess the risks posed by an inmate to the soc iety
during the prerelease Risk Assessment.

199. The NCO shall ascertain the details of the inmates’ proposed
address on release to facilitate assessment of suitabil ity and case transfer.

200. The custodial officer in charge is to complete supervision notes on
the inmates’ file, including a transfer summary of work completed by the
inmate in custody, within five workin g days of the inmates’ release.

201. The file of the inmate shall be transferred to the NCS within five
working days of the inmates’ release on parole.

202. Once an inmate is transferred to the NC S, non-custodial officers
in charge shall verify every information provided including verifying the
offenders® address and family information.

203. The NCS shall immediately after receiving the offenders file, initiate
a three way meeting with the custodial centre, family and the offender.

_ 204. The offender must comply with the conditions of the parole order.
Should the offender fail to comply with any conditions and/or supervision plan,
the NCO shall inform and consult with his/her supervisor.-

205. Where an offender has contravened a condition imposed by the
Court, the NCO shall apply to the Court to fix a date for the hearing of an
application for an order revoking his/her parole order.
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SUPERVISING COMMUNITY SERVICE ORDERS DURING OUTBREAK
OF INFECTIOUS DiISEASES/PAN DEMICS .

206. NCOs shall lead by examplé by adhering strictly to all health
protocols during a health pandemic. -

207. NCOs shall inform clients about the health and safety measures
implemented by the Nigerian Correctional Service in relation to supervision of
those serving non — custodial sentences during lockdown.

208. Correctional officers shall observe all the safety measures stipulated
by the Federal ministry of Health while at work, or while supervising community
service or conveying offenders.

209. Officers shall strictly adhere to social distancing, including when
supervising offenders on community service,

210. ‘Ofﬁcers shall desist from hand shaking pending the expiration of
the pandemic.

211. Officers shall use hand sanitizers and disinfectants to clean their
hands regularly and tools should be disinfected between each use.

212. Officers shall regularly wash hands and for at least 20 seconds
with each wash. Bk .

213. The use of protective gears such as facial masks and hand gloves
is compulsory for all officers on duty.

214. NCOs shall maintain a distance of at least two meters between
themselves and offenders, and between offenders on non-custodial sentence,

215.NCOs shall encourage the use of hand-sanitizers and where possible
running water and soap for washing of hands. They should encourage offenders
to wash their hands regularly for at least 20 seconds in each instance,

216. Non-custodial officers shall observe adequate social distancing
when supervising offenders on community service.

217. NCOs shall ensure a physical distance of 2m between them and
offenders during the pre-sentencing interviews.

218. Where the non-custodial sentence is served in an enclosed area
and there are no Air Conditioners, the windows and doors of the place shall be
open for adequate ventilation.

219. Correctional Officers shall ensure that offenders are screened
and tested for infectious diseases before taking over from sentencing authorities.



220. Correctional Officers shall swiftly alert relevant agencies/offices
when they suspect that an offender is exhibiting symptoms of a deadly
infection.

221. Acorrectional officer must self-isolate and seek medical intervention
if he or she has been in contact with anyone suspected or confirmed to have
contracted a deadly virus.

222. Acorrectional officer must self-isolate and seek medical intervention
if he or she displays any symptoms of deadly infection during a pandemic.

223. Acorrectional officer must self-isolate and seek medical intervention
if he or she has travelled to a high-risk area or has been in contact with a
person who has recently travelled to such a high-risk area.

224. A correctional officer should ensure that offenders that come
under their care are screened with temperature thermometers and for other
items that may affect their execution of their non-custodial sentence such as
hard drugs.

225. Where an offender confirms that he/she has been in contact with
a person from high risk locations, or with someone who is suspected of having
symptoms of infectious disease, or the offender confirms he/she has a dead ly
virus, that offender shall not be supervised by the correctional Officer.

226. The Nigerian Correctional Service shall promote awareness of
government Regulations, offences, punishment and consequences of reoffend ing
among offenders, '

227. NCOs shall ensure compliance with specified practical steps in
line with the approved health protocols, amongst offenders serving community
sentence.

228. A pre-sentence report recommendation for com munity service to
be awarded shall align appropriately with public health requirements and
restrictions.

229. A pre-sentence report may also recommend that a sentence of
fine, community service or probation be suspended to take effect at a later
date when the risk of infection has reduced.

230. Pre-sentencing (social inquiry) reports shall be prepared without
delay in such a way that the decision of the Court is not unduly delayed.

231. The Non-Custodial Correctional Officer has a duty to diligently
supervise all offenders who are sentenced to non-custodial measures and
take all lawful steps to ensure that the sentence is carried out in compliance to
approved health regulations.
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232. The Non-Custodial Correctional Officer shall ensure that he/she
contributes considerably to ensuring that the fundamental rights of the children
in conflict with the law / juvenile offenders are protected, especially during
pandemics.

233. The Non-Custodial Correctional Officer shall ensure that the
physical disability of an offender is put into consideration duri ng the preparation
of the pre-sentence reports.

234. The nature of the community service or other non-custodial sanction
given shall be such that does not present undue difficulty and suffering to the
offender living with physical disability.

235. Non-custodial officers should explore sanctions that do not exert
physical strain on offenders living with disabilities.

236. Pre-sentence reports for offenders living with mental instability
should state clearly if the offender has the capacity to carry out the sanction
meted out to them.

237. In cases where the offender is certified mentally unstable, steps
should be taken to treat the mental health before the offender can serve his/
her sanction.

238. Where the person sentenced to community service is a young
offender, his/her parents and family members should be included in the
rehabilitation plan to aid reformation and reintegration.

239. While preparing the pre-sentence report, non-Custodial Officers
should bear in mind that in relation to children in conflict with the law/young
offenders, strictly punitive approaches are not appropriate.

240. Non-custodial officers should while dealin g with female offenders
explore gender responsive policies and practices that enhance successful
reintegration of female offenders into the community.

241. While writing pre-sentence report for female offenders, non-
custodial officers should state if the offender has caregiving responsibilities
that might affect her ability to carry out community service.

242. Female offenders should be supervised by female non-custodial
officers except when there are no female officers in the community where
the non-custodial service is taking place.



243. Non-custodial officers shall take into cognisance the care giving
roles of female offenders, especially mothers, while agreeing on a time for
community service work.

244. Where a female offender is nursing a baby, she shall be allowed to
bring the baby to the site of community service work and shall be allowed to
breastfeed the baby at agreed intervals.

245. In relation to pregnant women offenders and women offenders with
dependent children, the best interest ofthe child or children (including the unborn
child or children) and the health of the pregnant woman should be considered
during the supervision of the non — custodial sentence assigned by the court.

246. The Correctional Officer shall keep a logbook where he or she
documents compliance with the court’s order and his or her supervision of the
processes.

247. The logbook will be used when preparing the Progress Report on
the Supervision.

248. Where the sentence duration is very short, such as where the
offender is required to sweep/clean a given environment for one day, the
correctional officer shall complete a Sentence Completion Form or Report.

249. The Progress Report shall contain information of the offender’s
compliance or noncompliance with the sentence, as well as any relevant
information that will aid the Correctional Service to make any necessary
amendments that will ensure effective discharge of the terms of the sentence.

250. Where it is apparent to the Non-Custodial Correctional Officer
that varying the sentence is in the interest of justice, the health of the offender
or the interest of the society, he/she shall urgently apply to the Court for a
review of the sentence. .

251. Officers supervising non-custodial sentences should ensure that
the rights of the offenders are respected.

252. Offender’s personal records shall be strictly confidential and closed to
third parties. Access to such records shall be limited to persons directly concerned
with the disposition of the offender’s case or to other duly authorized persons.

Made at Abuja this 8th day of December, 2020.
JA” AFARU ARMED (ficmc)

The Controller-General of Corrections
Nigerian Correctional Service
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List of Forms Form Number
1. Pre-Sentence/Supervision Intake Form NC/T1A
2. Pre-Sentence (Fast-Delivery) Report Form NC/1B
3. Non-Custodial Sentence Progress Report Form NC/IC
4. Non-Custodial Sentence Breach Form NC/1D
5. Non-Custodial Sentence Completion Form NC/1E
6. Non-Custodial Service Report Form* (N/A) NC/2A
7. Non-Custodial Services Report Weekly/Monthly NC/2B

Form* (N/A)
8. Same-Day Community Service Assessment Report Form NC/2C
9. Consent Form ' "NC/2D

10. Case Management Plan

11. Probation order template

12. Record of Probation/Probation Supervision

13. Community Service Reporting Instruction

14, Work Assignment/Contract Form

15, Community Service Work Attendance Record Sheet

16. Warning letter template

17. Failure to Comply with a Condition Warning letter Template

18. Final warning letter for Breach Proceeding Template

19. Restorative Intervention—Initial Suitability Screening Template



APPENDIX

SAMPLE FORMS OR TEMPLATES

Form NC/1A
PRE-SENTENCE/SUPERVISION INTAKE FORM

(This form is to be completed at Jirst contact [referral for assessment or direct placement

under supervision] by a Non-Custodial Officer in relation to the defendant)

Name of Supervising Officer:......................

N oA w N

g

Defendant’s Name: ........,..............
ORERICR/S Y oot o e mis s i o S S B

(a) Dateof Birth:................. T TR (/) V. Y-S OO
(€ e

Residential Address : ,
(D) MatOnailr oo o (D) SEEofOioN S cipnann
UL D) MO et st
(@) Phonenumber: ....................... BBl addissss ... .viinivsmimsiesng
UTESUNEABENCY crvsusissonssssasssiotss 2055588 ¥in e ramtmsmvornes tamsem s sttt

.. Employed [ ] Self Employed [ 1 Unemployed[ ] Student[ ] Other[....]

Name and Address of Employer/School/College (as applicable) :

EstimatedAnnualinc0me:;....................‘.................................*..........-.
Marital status : Married [ ] Single[ ] Divorced[ ] Widow [ ] Widower[ ]
NameofSpouse .................................

wrwTan e e

SPIUSE EHOCIRUIINE . e85t mns s et

B 2905



B 2906

23.
24,

26.

27.

28.

29

L
L

baasa

Phone NENBer O BIOIK v ssviininesssiimisiissvsivssnm sttt sesms svies consiiie
Previously convicted of any offence? Yes[ ] No [ ]
ITYES, give detail :

e sassases D T R T T R e TR T T

History of and compliance with previous sanctions/sentences — including
custodial and noncustodial :

Any current relevant health / mental health / disability issues? :

S E S A R N EE S AR e 4 m 4 e m e e g e m == R Em o mEEmm e E e AN R AN RTINS AAEEUS A NEEEEEEFESSEEEEAIEEETE

i T T

Any history of mental health issues, including addictions or substance misuse
(details) ;

R L L L T T T T

Contact & other details for relevant medical practitioner/clinic/counsellor/

- -

B T T I T I R T R TR T i T eSS

Other relevant background information—including physical/mental health,
financial or accommodation issues, addictions, significant relationships,
associates/peers, other responsibilities, interests, use of leisure time etc ;

30. Factors that may support the defendant in avoiding further offending +
COUEDRCISIONSEENGE e
Any further Courtadjournment,or progres reports required? (Give detalsy:
Any acditonal comments O MOtes O tis MAIET©.r-..rroroere e

Supervising Officer s Signature Date



FormMNC/1B

PRE-SENTENCE (FAST-DEL IVERY) REPORT FORM
(This form is to be completed by a Non-Custodial Officer in relation to the defendant)

For: Court

Name of Non-Custodial Officer : o
Rank&Oﬁichanber
Office Address ; s L4 e Lo e 4L e s s ea s e et b s ea e san s s e mnn s an e s an s |
Source/s of information for this report : ve.....uveenno ...

I solemnly give the details below willingly and knowing same to be true and nothing
but the truth in accordance with the Oath Act.

L Defendant’sName..

% RrsndentlalAddmss
(a)DateofBirth:...,.......................(b)Age:...............(c)Gender:................
ChargeNumber:......................
Previous Conviction/s? Yes [ 1 No [ ] Don’tKnow [ ]

- IFYES, give detail :

Now s W

LR

- -

8. Does defendant accept responsibility for the current offence/s? Yes[ ] No [ ]

......

10.  Any identifiable pattern of offending behaviour and related risk issues? :

1. Is the defendant motivated to comply with a non-custodial sentence ?
Yes[ ] No[ ]

12. Any victim-related issues, including defendant’s understanding/appreciation
e a———————

...............................................................
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15.

16.
17.

18.

19.

21

Non-Custodial Officer’s analysis of current (and any previous) offending
DRI s B o i

.............................................................

..............................................................

Employed: [ ] Self Employed: [ ] Unemployed: [ ]
Student: [ ] BT (detalls)? o i mmmissismin
Employment Details: . ......uueeeereeeeereeeee e eesee e eeee e

..............................................................

Marital Status : Married[ ] Single[ ] Divorced [ 1 Widow [ ] Widower[ ]
HOwemarr CHIKIIO L s ivessiarersirvarivesin s s b s e
Other relevant background information — including physical/mental health,
financial or accommodation .issues, addictions, significant relationships,
associates/peers, other responsibilities, interests, use of leisure time etc:

....................................

................................................................

..............................................................

..............................................................

..............................................................

...............................................................

.............................................................

..............................................................

Supervising Officer s Signature : Date



(oF

10.

11,
12,

13.

Form NC/1C

NON-CUSTODIAL SENTENCE PROGRESS REPORT FORM
(This ]b.r_'m is to be completed by a Non-Custodial afficer for the Court)

For: Court

Supervisee’sName : ......coueveerreesnnnss oo,

_ Date when Non-Custodial Sentence IMPOSEd: wovvieneeeeeeeaeeee e

Offence/s for which Non-Custodial Sentence imposed: ........ e SR
Nature of Non-Custodial Sentence imposed ;

(@) Probation Supervision [ ]Details:

(6) Community service [ ]Details:
(¢) Payment of fine [ ]Details :
Any specific conditions of the sentence t.........oo.voosso

L L TR L L

Is the sentence progressing satisfactorily ? [Y] [N]

If Community Service, how much if any of the Order remains to be
completed ?........, i
If a fine, what portion of the payment has been made? [Fully] [Partly] [None
sofar]. Ifpartial payment made, how much?;
Is any change to the condition/s of supervision being proposed ? [¥] [N]

Summary report and any other relevant comments/observations and the Non
-Custodial Correctional Officer’s proposal/s, if any, to the Court :................

Supervising Officer s Signature Date
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NC/ID
NON-CUSTODIAL SENTENCE BREACHFORM

(This form is to be completed by a Non-Custodial officer in relation to the defendant)

—
.

v s W

g0

10.
I1.

12)

SUDPETVISEE'S INAIMIE .. e e e e v v erasreasassiesansnnsssebessesarnnssssnsssnnssnsssmnennsesmmnnnn
Address : ‘ SRR B S S ey LTI

L — R

Charse NRmber(s) s cinusipmmmsiisssimsrias
Nature of Non-Custodial Sentence imposed ?
(a) Probation Supervision [ ] Details:

(b) Community Service [ ] Details :
(¢) Payment of fine [ ] Details :
Any specific conditions 6Tthe SEntENCE S e iveiisies s istssiomasinpinsiisivasesssmssssn

Was the sentence completed satisfactorily ? [Y] [N]

Brief general outline of level/extent of compliance/non-compliance with Order,
including specific supervision conditions breached, where applicable :

If Community Service, how much ifany of the Order was completed 2 .........voueeerecenns
If Payment of fine, was the full payment made? [Y] [N]

If partial payment made, ROW IUCH? :.......ccivieeeeieeeieeesessesessssssseseeseessssnsnes
Summary report and any other relevant comments/observations and the
NonCustodial Correctional Officer’s proposal/s, if any, to the Court :

Supervising Officer 5 Signature Date



FormNC/1E

NON-CUSTODIAL SENTENCE COMPLETION FORM

(This form is to be completed by a Non-Custodial officer in relation to the defendant)

[N

“oA W

10.

BOFL s Conet

.......

Date when Non-Custodial Sentence IBPOSEH L s monmsspnmarsmsssssnemsnsina sssssss

Nature of Non-Custodial Sentence imposed ?
(@) Probation Supervision [ ] Details:

(6) Community service [ 1Details:
(c) Payment of fine [ 1Details:
Any specific conditions of the sentence f...............oooooveee oo

Was the sentence completed satisfactori ly? [Y] [N]
If Community Service, how long did it take to e o

If Payment of fine, was the payment made ? [Y] [N]

Officer:

..................................

.....................

Supervising Officer s Signature Date
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NC/2C
SAME-DAY COMMUNITY SERVICE ASSESSMENT REPORT FORM

(This form is to be completed by @ Non-Custodial Officer in relation to the defendant)

For: . samsiseCOBEL

Name of Non-Custodial Officer :...........oovvennn....

Rank & Official Number : . ;
Office Address : T

Source/s of information for this report ;... S R T
I solemnly give the details below wﬂlmcly and knowmw same to be true and nothing
but the truth in accordance with the Oath Act.

1.

]

Nem s W

10.

1L

12,

Defendant’s Name:, .
Residential Address:.......

B

(@) Date of Birth: .........ovuvrnnnnn. (BABE ovscicains (c} Gender
Case!CharoeNmnber'
Previous coxmcnon(s)" Yes [ ] No[ ] Don’t Know [ ]
IfYES, give detail -.

Does defendant accept reapons;b:hty for the current oﬁ‘ence.fs ? Yes [ ] No [ ]
Is the defendant motivated to comply with a Community Service Order?

Yes [ INo[ ]

Any outstanding Court matters or history of previous non-compliance with
supervision in the community (Y/N and details)? :

Employed [ ] SelfEmployed: [ ] Unemployed: [ ]
Student: [ ] LB T L L
Employment Details -.................



13. Marital status : Married [ ] Singte[ ]Divorced [ ] Widow [ ] widower[ ]

14, Howmany children?: .........

I5.  Any other relevant background information that m ight impact on suitability or
availability to undertake Community Service? — including physical/mental health,
accommodation issues, addictions, associatésfpeers, involvement in gang/
organised crime, other work or family responsibilities, use of leisure time etc:

L LR T - L L L e, L LT T PP,
e Y B e B R Fasssannssa s naranns snsasmans

B T T UL S LR EEEE T LT P L T

16.  Any relevant health and safety issues presented by the defendant -
17.  Suitable for Community Service Order? Yes [ ] No[ ]:

...........u.-.".----..--o..-..........-u-.u.-.--.-...--.u.-. .............. et esrerEsaan s e

e Y R M e s s au s bu Nt cnn s bt s st nann s s ns s R R T T

LLE T T T — AR LR E Ll LT T T B

If further adjournment requested, give details of proposal :

&

At 8 e e o B RS a N b et s wman P s e nn s e T o
B e e P Y SrrrmsscrrEarEna .
.................. u-.-..-.---a----o..-"..-....--au.u.".--....--...........--.-...--u-....."-.....-.u

Declaration: 1 hereby declare that to the best of my knowledge, the information stated
in the assessment process is accurate, I understand what is expected of me and
consent to the making ofa Community Service Order.

eaem .

Supervising Officer s Signatire Date
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NC/2D

CONSENT FORM

(This form is to be completed by a Non-Custodial Gfficer and
co-signed by the person in question)

To:

TO WHOM IT CONCERNS

Of (Adﬁress) -

e L L L T e L LR L L

R T B L T ]

give my consent and permission for the sharing and provision of information about
me (above-named) with and by the Nigerian Non-Custodial Service.

This information is required for Court / Supervision purposes by (date) :

‘Should you r'equire further information, please contact the undersigned Non-Custodial

Signed : Thumb Print (if required) :

Witnessed by :

----- .

Supervising Non-Custodial Officers Signature Date



SERIALNO.. o
FEDERAL REPUBLIC OF NIGERIA
ioBEaisiae §119 9y
CRIMINAL CASENO ....cccceveernnn. of :
PROBATION ORDER

(Issued under authority of Sections 453 to 453 of the Administration of
Criminal Justice Act, 2015)

YOU..nniieeieiccrtistisseennee s e e vve v ees... . haVe been convicted (proved guilty) of the
L U S
Itis ordered that you be placed on probation for ..................... Years/months under
the supervision of the Non-Custodial Officer of ........... S S e B This
means that ifduringthe next..............ccvvevvnevennerennnnns. years/months you misbehave

or you fail to obey any of the provisions of this order, you will be brought again
before this court and (convicted) punished for this offence.

The following are the provisidns which you are ordered to obey :

L. You will be of good behaviour during the period of your probation.

2. That you report to the Non-Custodial Officer once a month or more frequently

if required by the Non-Custodial Officer.

That you do not associate with anyone that you are forbidden to do so by the

Non-Custodial Officer.

4. That you will receive visits from the Non-Custodial Officer, at your home or
place of residence.

5. That you will answer truthfully all questions put to you by the Non-Custodial
Officer with regard to whereabouts of your residence, your conduct or your
employment.

L

6. That you will report to the Probation Officer any change of your employment or
residence.

7. That you abstain from over-indulgence in intoxicating substances.
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8. That you endeavour to obtain and remain in regular employment and that you
follow any direction or advice given to you by the Non-Custodial Officer with
regard to your employment.

9. That vou reside at :

1. Additional Conditions...............oeeenoeeeeoneeei,

BERR SRR Rt naan srerangs . CCTT T ar

And it is further ordered that you enter into a recognizance in the sum of
s S W with one surety in the sum of ............, Al b %
This means that if during the next ........... RS e e Years/months you commit any
offence or fail to comply with any of the provisions of this order, you (and your
surety) may be ordered to pay this suimn. :

Given under my hand and seal ofthe court this. ... e R S e

L N T T o N e,

Judge/Magistrate

Seal of
the

Order understood and receipt acknowledged.

SUETAIIIG isi caimpmscseaasmsvyssabkms s
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NIGERIAN CORRECTIONAL SERVICE
CASE MANAGEMENT PLAN

(This form is to be completed by a Non-Custodial Officer, with the person itnder

supervision)

Res:denhalAddress ; =

- L TTTRRr

(B e ) Age:............(OGender:...............

Serial/File NUMDeT fuovvevoe e

SummaryDemilsofSupewisionOrder:..................-....................--...........
Duration of Order :
Date of Order: ...

OVERALL WORKPLAN INFORMED BYASSESSMENT;
(@) Summary of offending-related problem areas as identified at assessment :

.--—......--u...u...---.--.--................“....-......-......--4 e T T .
.uu..u-....--........-..--....-........u-u.--.....-.-...-.un-nu B L T

s e sammmnnasas L T T T

(6) What actions are required by the end of the period of supervision to address
each of'the identified problem areas? (Identify who is to do what, when, where
and how).

e r— ..-.-.----o..-....-.....u..,............--.n.......-.....u.u.-.,".--.-u-—-.;..-.....-.‘..u
e L TR,

LT P e

(¢) Summary of any risks of causing serious harm in future, as identified at
assessment .................

N % ey

(d) What changes are required by the
address risk of future harm? :

end of the period of supervision to

e T T R I
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(e) Whatis required of the supervisee, as well as by the Non-Custodial Service,
family of the supervisee and others (including any relevant community
resources? (it may be necessary to obtain signed consent form here). -

msesrsiEs B RS A dssssmmmana Fesmssasanssnnn e B
murnass s ss g senwn .- mamesssnss B e sas s parereine s m Emsansenann
B e L I T T

(f) Any other notes on the workplan :

e L e
L L T T e B L L R TR R T I

..... s e e e e e e s r e S 008 8 E i m S e h e e N AR B 6 0ea et ne raassata s s e st onsassssss

9. CONTRACT

I, (Name of Supervisee) ............ T b T b P e e ressweieeia HOTEETO
work diligently towards the changes outlined in this Case Management Plan with my
NonCustodial Officer,

My Non-Custodial Officer has explained their expectations to me, regarding :
* Keeping appointments,
* Co-operating with the conditions of Imy supervision,
* The consequences of failing to co-operate,

I have read the above workplan and I know that I must not attend my supervision
appointments under the influence of alcohol or drugs.

ELTrT)

Signed Thumb print (if required)

Date:

10. 'WORKPLANREVIEW:

NAITES iy s sm e s rmeaes T ceveenSerial/File NUmber: . ...ocvveeveeieieesesennsns
Review Period, FIOM . .c.ccoviremnamraensennesensnsosoe TOMenennnnnnnoronssromscortesssssssssmmmnin
No. of Review (1st,2nd, 3rd etc) : ...... T S reaeas e S L

(@) Record any signifié®dt-event / change'in circumstance that has occurred :

R L T e P U s
I ¥ -l

.uuu...ou.v-..-...-........-”.4...---.n"..-..--.--....-...--.u.u.-.."n“------u..co"."-u--u

e Teansssassncns B T T T



(6) Outline whether actions specified in the workplan were completed in the
period under reviéw and explain any reason/s for divergence :

samiEm e ananEan

(c) What success/es have the above actions had in achieving the desired
outcomes in relation to risk of reoffending? :

NN e R A AL R Ass e ERR I e EEAAAEsEE AR A EEEEES AR R EE e T R TR

(d) Summarise level of contacts achieved (number, place, dates of appointments
kept by supervisee with NCQ) :

(¢) Summarise any change/s to the Case Management Plan, for the next period
of supervision, from .......coveeiiiiieiennnn PO R R it (insert dates).

B T B T S T

R L T T T I T

Date ofnext schetled TevIEw s v vnismsmirae s ot b sis s ai b e setsa i ava

11

Signature of NCO Date

FINAL REVIEW—CONCLUSION OF SUPERVISION ORDER :

NAINE s e oo e e Serial /FileNUmMber: ...veeeeeieveeeieeeennsns

(a) What was achieved over the period of supervision in relation to each of the
offending-related areas identified in the workplan? :

e

Sesssasaen s e m By

AN R RS N RN NS NN AR AR EA SRR AS AR RAsa s TR .

(h) Comment on the effectiveness of the methods of supervision in achieving
the required/targeted change : '

e R R

Ca.™
e e P

-

3
e T T P AR
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(¢} Any other summary comments/observations :

R -

L T T R L I T T

B P I

T 8 B8 b e e s 08 PN N T N NN ba e ke s ss s FE s EaSE AN SR B e e B e S SN E R E e e EE e SE

Signature of NCO Date
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FEDERAL REPUBLIC OF NIGERIA
NON-CUSTODIAL SERVICE
RECORD OF PROBATION/PAROLE SUPERVISION

Name_..
Serial No./Charge NO. © w.veucvceceirresnnnnne

Date of report, visit or

Notes of reports, visits or Incidental, Meetings
Brate of meeting recording

Date of report, visit or

Notes of reports, visits or Incidental Meetings
Date of meeting recording
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e

& vos W

o0 N

NIGERIAN CORRECTIONAL SERVICE
COMMUNITY SERVICE REPORTING INSTRUCTIONS

(This form is to be completed by a Non-Custodial Officer;
with the person under supervision)

D e o s e R AR b A SR A S
(Y DIREOEPI «.isisinsnsunnianiis F ) U R 1) (S (<. e
You were today made subject to a Community Service Order for a period of
(Summary details Of Order ... eciieiieiinrsinessiernnnnss
D L e T

Your are required to report to your Community Service Supervising Officer
st NSO . . -, ., ) 1. RO (VN
(Time): .....euvemrcecvnceennennen... for work assignment.

Any additional notes :

T

Signed (offender) :
Signed (NCO):
Date: ......




0

PR NN AW

P—!thr—-r—q_n..a—.n—
NSV AELNES
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NIGERIAN CORRECTIONAL SERVICE

COMMUNITY SERVICE ORDER—WORKASSIGNMENT & CONTRACT
(This form is to be completed by a Non-Custodial Officer,
in respect of the person under supervision)

Name:
ResidentiaLAddress:........2........................

(@) DateofBitth:......................... (4) T CR—— (6)Gender:..............
CaseNo/ChargeNo..............
(a) Telephone Number:...........eeoennn BYEMAL: oo
Serial/File Number:.........ccouveeevivneee e

Magistrate/Judge/Court : ... vveeeeeeseeeens oo
Dmauonof&ﬂer
(@) Date Ordermade: .................. (&) Tobe completed by (date): .................
Any special conditions attached i.................. W A R D S

On (dayS/dates): ...v.vvververneoeessnn

Type of work duties to be carried out : ........ovvvoooo
Supervisor/Contact Person at work agency: ...............
Agency/Supervisor Contactdetails s ......................

e e L R L E L U T A ——

Signed (Supervisee) ! o

SigHed(NCO) 2o e BB iz,

Copy to be given to supervisee and copy o be veinined on NCS e,



FEDERAL REPUBLIC OF NIGERIA
NON-CUSTODIALSERVICE
COMMUNITY SERVICE WORK ATTENDANCE RECORD SHEET

BUAITIBE, e st R R S s s amene Serial/Case/Charge No: ...,
Addressiresidence:..................

Community Service Order: ....................
SuperverorkSne
TEOEWOHE .- ovsovvvniininns

This form is to be filled in full for every day worked.

vzez d

Reporting Time of time of Hours Work Next Offenders | Supervisors Remarks
Date Avrivel | Departure | Worked Done Reporting | Signature | Signature

Dete




Reporting | Time of Time of Hours Work Next ' Qffender’s | Supervisors Remarks
Date Avrival | Departure | Worked Done Reporting | Signature Signaturd
Date
Date Case Completed/Suspended/Terminated . ............... — S—
Signed : . (NCO/Supervisor)

ST6T 4



WARNING LETTER

Dear Nate DF SO oo e
You were placed on community service for ...................state time
PERIOH. . ccioscisies BTG cvvamininsiscissNBME The COUM: svissssossssmasatnansasesn
(o ) e R .date of the order.

You are required to comply with the conditions of your non-custodial order.
You failed to keep an appointment with me on date and time.

I .am writing to warn you formally that your failure to comply with your
community service supervision is not acceptable. :

Any further unacceptable failures may lead to you being brought before the
court for not complying with the requirements of your community service
order,

However if you had a genuine reason for not keeping this appointment please
contact me urgently and no later than give date five days forward maximum
so that you can discuss with me the reason for your absence.

Yours sincerely,

Date 1 .........



FAILURE TO OBSERVE A CONDITION OTHER THAN
A PROBATION APPOINTMENT

To: Name of Offender, Address of Offehder

Dear Name of offender,

You were placed on probation for state time period by name the court on
date of the order.

You are required to comply with the condition(s) of your probation order which
include : .

* Attendance at name the treatment programme/course/other
programme,

* Residence at name the location/residence/address/hostel.

* Notifying me as your supervising Officer of any change in
employment/training.

* Any other condition inserted by the court.

Iam writing to warn you formally that your failure to comply with this /these
conditions is not acceptable. Any further unacceptable failures may lead to
you being brought before the coust for not complying with the requirements of
your probation order. However if you had a genuine reason for not keeping
this/these condition(s) please contact me urgently and no later than give date
five days forward maximum so that you can discuss your reason with me.
Yours sincerely,

....................................................

Non-Custodial Officer

BIIE & it

* Delete or insert as appropriate
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FINAL WARNING OF BREACH PROCEEDINGS

Name of Offender, Address of Offender.

...........................................................

...........................................................

Dear Name of Offender, .

You were placed on probation by the name of the court on date of the order
for a period of state time period.

You agreed to observe the conditions of your probation order. However despite
two formal warning letters issued to you on insert dates of letters you have
failed to do so.

~ Iintend therefore to apply for a summons / warrant * to return your case to

name the court for breach of probation. Your supervision will be suspended -
until the court has dealt with your case. -

You may wish to contact your solicitor or legal representative to advise him/
her of this application.

However if you had a genuine reason for not keeping this/these condition(s)
please contact me urgently and no later than give date five days forward
maximum so that you can discuss your reason with me. If you do not contact ,
me breach proceedings will begin.

Yours sincerely,

....................................................

* delete as appropriate
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RESTORATIVE INTERVENTION .
'INITIAL SUITABILITY SCREENING

Name of person being Sereened : ........cvveeveeeeresereroeeenes e,
Date of Birth : S b
o130 N CRUROIN N S O S R R e mnam Ao S e
Coltl @i DIAIE T 1 iiiissssissmnensesrsonssnssmmmessesnersssnssssss esasssomeirmi Hassorestes
CHTCROECRT 3 ornpuornsmmnsibusaenssenyiniomephisidiississisasiitinsonisss st s ehads i

Brief description of Circumstances : .......c..coccveereeeeeeeeresesseeee oo, -

Questions Yes/No/Unsure/
Not Applicable

Has the person entered a guilty plea to an offence 2

2. If the case has not proceeded to plea, does the person fully admit the
offence ?

Where there is partial acceptance of responsibility, would this
undermine the restorative process ?

L

4.  Hasthe person and his/her fajﬁily been given an explanation of restorative
approaches ? '

5. Isthe person willing to take part and agreeable to further
assessment ?

6. Have the parent(s)/carer(s)/family given their consent ?
7. Does the person appear motivated ?

8. Are the parent(s)/Carer(s)/family motivated ?

9

Is the service aware of any issues pertaining to the victim at this stege
which need to be highlighted? (If Yes give details).

10.  Any other concerns of any nature? ( If Yes give details). Suitable for
further assessment/Intervention 9 . : ;

i



