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Monitoring fairness and respect for people in custody
MESSAGE FROM MINISTER TO IMB MEMBERS
Independent Monitoring Boards (IMBs) throughout the prison estate provide Ministers with an invaluable insight into the treatment and care of people held in custody or detention.  They fulfil a unique and difficult role and the distinct viewpoint they are able to give is greatly appreciated.  

As I take forward my role as Minister for Prison and Probation and visit prisons, I will ensure I take time to speak to IMB members, away from prison staff.   Of course, this will only give me a small window into what is happening inside prisons and that is why the annual reports the Boards produce will be so important in helping to inform my understanding about how current prison and immigration removal centre rules and regulations are being observed and how they are working in practice.  

Reports are essential because of the insight and perspective they give on the prison system and indeed IMBs have raised important issues around healthcare, including concerns about prescribed medication and mental health provision. Staffing levels and efficiency measures have been another common topic raised, specifically about vacancies waiting to be filled and benchmarking staffing levels that are considered to be too challenging. 

I welcome this new Annual Report Template and Guidance as a core part of the National Council’s development work resulting from recommendations in the independent review of IMBs in 2014.  Its role is to support Boards in providing annual reports that follow the six principles set out in the new National Monitoring Framework and cover the areas which may be monitored: Safety of the Establishment, Fairness of Prisoner Treatment; Accommodation; Communication and Consultation, Healthcare, Entitlements and Education, Preparation for Release.  

I very much look forward to receiving your board-level observations that will undoubtedly inform my wider assessment and knowledge about our treatment of prisoners and others in our care.

S Gyimah

Minister for Prisons

IMB should “look with clear and fresh eyes at the prisoner’s or detainee’s total experience of custody or detention and express, where it judges necessary or desirable, its commonsense opinion on the humanity and utility of the policies the establishment is obliged to follow.” 

Explanatory statement issued by the Lloyd Review
Independent Monitoring Boards have a legal duty to provide an Annual Report.  In recent years Boards have responded positively to guidance provided and the achievements of Boards in improving the quality is appropriately acknowledged. The National Monitoring Framework was published in January 2016 with the full endorsement and support of the two relevant Secretaries of State.  It provides the basis for monitoring and should be used to identify the monitoring programmes for Boards and the collection of evidence for the Annual Report.  A group of IMB members wrote this revised Annual Reports Guidance in 2015-16, to ensure it was in line with the new National Monitoring Framework. This revision is endorsed and supported by the two relevant Secretaries of State.


The purpose of the Annual Report is to:

· provide the Minister with a critical evaluation of the humane and just treatment of those held in custody;

· inform the Secretary of State of any serious concerns the board has that those detained in custody are not receiving humane and just treatment;

· report:

· on how well the establishment has met the required standards;
· the impact on those detained of the application of the standards.    
The National Monitoring Framework states six essentials for an Annual Report. The Report should not compromise prisoner confidence, and must be:
· Accurate

· Corporate

· Objective

· Evaluative

· Measured

Whilst Boards are required to publish a report annually they may and should raise any serious and critical issues with Ministers as they arise.  The Annual Report concentrates on significant evidenced successes and failures in the establishment monitored over the period of a year, in terms of the fairness and respect for people in custody that the Board has observed.
The National Monitoring Framework outlines the areas which may be monitored as: Safety of the Establishment, Fairness of Prisoner Treatment; Accommodation; Communication and Consultation; Healthcare, Entitlements and Education; Preparation for Release.  

The new Framework for the Annual Report is based on these areas but with a structure that allows effective response from those to whom we report.  Whilst there are a number of headings within the report framework, the new approach is to report by exclusion, so it is not necessary to include comments under every section.  Any comments included must be evidenced in detail, using the monitoring skills specified in Section 6 of the National Monitoring Framework.

Whilst individual Board members may gather the evidence for the report, it is a corporate publication agreed by all the members and based on their overall interpretation of the evidence.    

CONTENTS OF THIS GUIDANCE
A INTRODUCTORY SECTIONS
· Cover Page
· Contents
· Statutory Role
· Executive Summary

(Introduction, Main Judgements, Main Areas for Development, Improvements) 
· Description of Prison.
B EVIDENCE SECTIONS
· Safety
· Equality and Fairness 
· Segregation/Care and Separation Unit
· Accommodation (including communication)
· Healthcare (including mental health and social care)
· Education and Other Purposeful Activity
· Work, Vocational Training and Employment
· Resettlement Preparation
C THE WORK OF THE IMB
Description of how the Board has carried out its role
D APPLICATIONS TO THE IMB

Details of applications received from prisoners
E ANNEXES

1 Examples and Tips
2 Style and Layout
3 Producing the Report
4 Dealing with the Media
A Introductory sections

Structure of Report

COVER PAGE 

(as in Report Template)
TABLE OF CONTENTS
(as in Report Template)
Text Pages
1 STATUTORY ROLE 

(as in Report Template)
2 EXECUTIVE SUMMARY
IMB OPINIONS ARE ONLY CONVINCING IF EACH MAJOR POINT IS SUPPORTED BY AN INDICATION OF THE EVIDENCE
Before the end of the reporting year, the Board will choose the three or four most significant issues that should be reported to the Minister. These can be either strengths or concerns.
(If very urgent concerns arose, those will have been reported in-year, but the outcome should be recorded).
If possible, arrange these with the most important matters first.
Do not merely repeat judgements from members of staff, unless the IMB can add its own observations or data.
Ensure there is convincing evidence for these significant points.
The evidence will be detailed in the numbered paragraphs of Sections 4 – 11.
Do not include issues that are irrelevant to the treatment of prisoners (eg sentencing policy, or the work of the MOJ Secretariat or IMB National Council).
Do not include in the summary any matter that is not detailed in the body of the report
If you need a response, address the body responsible.
Give the paragraph reference for each issue.
Boards may find the following framework useful as a structure:
Introduction to the report (50 words)

e.g. “This report presents the findings of the Independent Monitoring Board at HMP XXXX for the period 00/00/0000 – 00/00/0000. IMB evidence comes from observations made on visits, scrutiny of records and of data, informal contact with prisoners and staff, surveys and prisoner applications”.
Any limitations on the report (eg “The prison was closed from June until November”) should be given.
Main judgements (150 words)
a Using the questions below, provide an overall judgement under each of them.

i. Are prisoners treated fairly?
ii. Are prisoners treated humanely?
iii. Are prisoners prepared well for their release?

b Draft each judgement so as to indicate the general view of the Board about each question and then a short statement of the nature of any evidence with references to where in the Evidence section the details can be found.  For instance: 
i. Overall prisoners receive fair treatment in this establishment except in the treatment of the increasing proportion of elderly prisoners, who are offered few suitable activities. See page XX para CC) 

ii. The prison's positive emphasis on humane treatment is recognised except in Health Care where on average during the year there were seven prisoners with severe mental illnesses being held untreated because of delays arranging transfers to an appropriate establishment (See page AA para BB).  
iii. Preparation for release is a positive aspect of this prison as evidenced by the exceptional library facility that excites and enthuses many prisoners because of the high priority it is given by staff and managers.   (See page PP para QQ).
c There should be an overall judgement in response to each of the three questions above.  If there is no concern under a heading, then there will be no Evidence within the main text.

d In stating the main judgements, you should first agree the overall view of the Board about the quality of prisoner experience. Such a statement may be supported by reference to one or more evidence-based examples detailed in the main text. 

Main Areas for Development
In this section you should identify the main areas for developing prisoner’s experiences, but not make recommendations about the methods for improvement.  You should only refer to the desired improved outcomes.  A reference to where the evidence and details can be found, later in the report, is essential. 
TO THE MINISTER

e.g. Will the Minister review the provision for elderly prisoners in the service as a whole, bearing in mind the examples in this report (pages AA, BB, XX, CC) of unequal treatment for this group?
TO THE PRISON SERVICE

e.g. The 14-day target (for transfer to secure hospital of prisoners with mental illness untreatable in the prison), is rarely attained. (pages BB, ZZ) Is it the case that the service for those in custody is worse than for those in the community, and if so, why? This is an issue that the Board reported on in 2015 and also 2014, and the evidence (page XX) is that the delay causes significant risk.”
TO THE GOVERNOR
e.g. “How can the innovative Library provision at HMP Y be spread to other establishments?
TO THE PROVIDER (of Healthcare/Education/Maintenance etc)
e.g. “a number of educational classes have been cancelled due to staff absence. Prisoners should not have to miss out on their entitlement to such classes.”

Improvement (100 words)
· This section should include any major issues from the previous year’s report which have been significantly addressed or resolved, identifying any improvement observed by the Board.  It may be relevant to include any response from the Minister, NOMS or Governor.

· It is not necessary to refer to continuing concerns as these should already be listed under ‘Main judgements’ above and evidenced in the main paragraphs.  Such issues might be:
i. The number of prisoners without timely and effective OASyS reports has reduced significantly as result of the improvements indicated in the Minister’s response”.

3 DESCRIPTION OF THE PRISON

i.e. half a page describing:

· Main role (eg Local Adult Male)

· Category

· Maximum capacity or CNA & Op Cap

· Main Providers of Healthcare, Education, CRC (Resettlement), Maintenance etc

· Main voluntary providers of services

· Accommodation and facilities (e.g. “3 Victorian and 3 modern wings, most cells doubled, large gym, 100 education spaces, 20 work-places”)

· Any uncommon feature such as a Close Supervision Unit

· If appropriate, list changes in the above during the reporting year, but avoid narrative or history

B Evidence sections 4 – 11 

These sections comprise the main body of the Report.  Factual description should be kept to the minimum required to place any observations, judgements and advice in context.  The focus should be on evaluation, not description, and any judgements should be supported by relevant evidence.

In order to remain succinct, it is recommended that, unless there are exceptional circumstances, Sections 4 to 11 should not exceed a total of 5,000 words.
For each of the following sections, the questions below are designed to be prompts only, indicating issues you may wish to consider and on which to form judgements. They are not designed either to be compulsory or exclusive.  The prompt questions themselves should not be copied into the report.
Should the Board exceptionally decide that there is nothing which deserves comment on a particular Section, it should indicate this under the Section heading with a brief statement on the following lines:
EDUCATION: The Board has no comments to make (or findings to report) on this area and explain why (Area not relevant to the establishment etc).

For further advice, see Annexes 1and 2 of this Guidance.

The Evidence Sections are as follows:
4 SAFETY
(includes Escorts; Reception; Induction; Vulnerable prisoners/young people/IS91 and their safeguarding; self-harm and suicide prevention; assaults, bullying and violence reduction; Security; management of drugs and NPSs; Substance Misuse and support; release/removals, MAPPA)
Do prisoners feel safe, free from violence, coercion and bullying?
Do new prisoners arrive in good condition after reasonable journeys?
Is the Reception process thorough and careful?

Are prisoners assessed carefully on arrival?
How effectively are ACCT procedures used in terms of full records, timely observations, proactive care plans and suitably attended case reviews?
Is there an effective MAPPA scheme?

Is there good use of Listeners, peer supporters, safer cells, first night arrangements and Samaritan phones?
How well are victims of bullying supported and perpetrators challenged?
Is violence and (officers’ use of force) increasing or reducing?

Are security measures effective, proactive and timely?

Are there particular problems with drug and substance misuse, or with mobile phones in prison?

Do all new prisoners receive a good induction? (See the guidance given to prisons that is summarised in the Reference Book)
Have there been any deaths in custody? If so, were they handled satisfactorily?

Has any inquest been unreasonably delayed?

In the report, a summary of the deaths in custody during the year should be included, without names or identifying details.  The term ‘suicide’ should never be used unless established at an inquest.

Indicate how satisfactorily deaths have been handled e.g. notification of next of kin, family liaison officer and support of any affected prisoners or staff.
If at an inquest during the year the coroner made a Prevention of Future Deaths report, the IMB should note the result of any action the prison has taken so far to improve matters. PFD reports under Regulation 28 are available on www.judiciary.gov.uk 
5 EQUALITY AND FAIRNESS

(includes faith and religious activity; legal rights; complaints procedures, Incentives and Earned Privileges; family relationships; access to visits and visitor centres.)

The Equality Act lists protected characteristics as: disability, race including ethnic or national origins, colour and nationality, sex and sexual orientation, religion or belief, pregnancy and maternity, and gender reassignment. The IMB monitors that prisoners with any of these characteristics do not suffer unnecessary disadvantages.

Has the Board monitored what is done to remove any disadvantages resulting from protected characteristics, and whether particular needs are met appropriately?

How did members assess whether prisoners have equal access to regimes and facilities, whether special needs are being met, and whether they feel safe and respected?
Do prisoners know how to complain about prison matters, including services such as health and education from other providers? Do they know how to escalate those complaints if necessary, including to the Ombudsman?

The Board should also report briefly on how it has tried to advance equality in its own recruitment and processes.

Do many prisoners make progress on the Incentives and Earned Privileges scheme? Does it seem to be fair and effective?
How appropriate are the visiting areas for hosting family visits and interventions?
How conducive is the visiting area to promoting effective family engagement?

How effectively are family links encouraged, e.g. visits, family workshops and interventions, homework clubs, appropriate core-day timings, RDR/RORs (ROTL)
How frequently does the prison hold family days?

How far does the prison use family days to promote healthy family relations? 
Does the prison take account of family-related implications when making decision about prisoners?
6 SEGREGATION/CARE AND SEPARATION UNIT (if applicable)
(includes adjudications; cellular confinement; segregation/CSU; special accommodation; and Closed Supervision Centre if applicable)

Has there been any significant increase or decrease in the use of segregation for any reason over the reporting period in comparison with the preceding year? If so, does this raise any concerns?

Is the Board satisfied with the conditions, facilities, regime, staffing and security in the unit?

Is the Board told within 24 hours of new arrivals in Segregation/CSU, and informed promptly of Review Boards for Rule 45/49 prisoners?

Are Segregation Review Boards attended by all who should be there? Is all the information, especially medical, available? Does the prisoner usually attend for part? Does the discussion focus on the prisoner’s mental health and how quickly he can be returned to normal location? Are the decisions taken (e.g. to seek further advice) then acted upon?
What steps did the Board take if an SRB decision seemed unreasonable or the process incorrect?

Is a Board member able to speak freely with each prisoner weekly?
Are documents, including daily log, segregation history sheets, initial segregation health screens, Authority to Segregate forms, ACCT forms etc, properly completed and up to date?
Are prisoners made aware of their appeal rights after an adjudication?

How has cellular confinement, special accommodation and mechanical restraints been used, if at all? How has any dirty protest been handled?
How many prisoners spend over a month under GOoD, or are continually under periods of cellular confinement?
Are any prisoners on normal location kept ‘behind doors’?
7 ACCOMMODATION (including communication)
(includes accommodation, food, catering, Kitchens, prisoners’ purchases, communication and consultation)
How clean and tidy is the accommodation and recreational areas?

Is there a space certificate?

Is WC/shower access decent and dignified?
Are regimes appropriate and effectively managed?

Are domestic arrangements properly managed and organised?

Do prisoners have timely and ready access to phones?
Are meals served on time, hot and fit for consumption?

Is there appropriate portion control?

Are hygiene standards maintained in the kitchen and serving areas?

Are catering staff properly and hygienically attired?

Is laundry undertaking in an effective timely manner?

Is there sufficient and appropriate kit for every prisoners and enough changes of kit?

How well is prisoners’ property managed?

Does prisoners’ property follow them after a move?

Are staff-prisoner relationships generally positive and supportive?
Do officers have a good knowledge of individual prisoners?
Do prisoners have access to their legal rights?
Do prisoners have adequate access to canteen and mail order catalogues?
Is there a ready available facilities list?
Is communication clear, accurate and timely, particularly when there are incidents or situations which require lock down?

8 HEALTHCARE (including mental health and social care)
(Healthcare services should be of an equivalent standard to those outside prison, apart from necessary differences such as the lack of choice e.g. of GP practice).
Is healthcare available equally to all prisoners, with medical assessment within 24 hours of reception?
Is outpatient care, including dentistry and optometry, staffed and organised to ensure patients are seen and, if necessary, treated within a reasonable time and prescriptions are obtained without undue delay?
Is in-patient care available according to clinical need (including escorts and bed watches for outside hospitals)?
Are medical services provided in suitable accommodation with courtesy and appropriate privacy?
Do prisoners with mental health problems have regular and sufficient professional care and support and are those who cannot be suitably treated in the establishment transferred out within a reasonable time limit?
Are psychological support services generally available to prisoners who are prescribed them?
Are reasonable efforts made to promote the physical and mental health of prisoners?
Are there good and effective relationships between the prison and health providers and NHS commissioners?
What are prisoners’ opinions of the standard of care and treatment they receive?

Are they aware of the providers’ (or other) complaints procedures?
Are prisoners aware that they can request an assessment for social care?
If they do so, is the decision, and any care provided, timely and appropriate?
9 EDUCATION AND OTHER ACTIVITIES
(includes Library; physical education, healthy living, cultural activities, time out of cell)
How far does the education provided meet the needs of prisoners, at least for basic skills?

Are appropriate courses offered for prisoners’ needs?

Are there enough places for those who want them?

Is the allocation both prompt and fair? What do prisoners think?

Are sufficient weeks p.a. or hours per week offered?
Do lessons start and end at the published times?

Do all prisoners have their learning needs assessed soon after arrival?

Are suitable arrangements are made for those with identified learning difficulties?

How far do sentence plans address learning needs and influence the provision on offer?
Do prisoners make progress from course to course, or repeat courses at the same level?

Do their individual learning plans record their progress towards targets?

Are the qualifications offered recognised nationally?

How far is distance learning supported by the prison?

Is attendance (of those registered on a course, per class session) good?

Do prisoners attend better paid activities, instead of courses they need to follow?

What percentage of classes are cancelled for various reasons? How far are cancellations caused by the prison regime (e.g. lock downs, lack of escorts, security incidents) and how far by the contracted providers (e.g. shortages of teaching staff)?

What do prisoners think about the quality and range of what is offered?

Do prisoners believe education can improve their employment prospects?

Do vulnerable prisoners have the same opportunities as others?

Is in-cell study supported and encouraged?

When lessons are seen, are prisoners interested and involved?
Is there an appropriate range of activities provided in the Gym and are they sufficient in quantity to enable prisoners to be able to access them without difficulty?

Are prisoners able to access the Library? Is there a suitable and sufficient range of stock?

10 WORK, VOCATIONAL TRAINING and EMPLOYMENT
Are appropriate types and ranges of prison work available?

Is allocation of work swift and fair?

Is attendance at work by those enrolled good?

Is work often cancelled?

What proportion of the prisoners are in full-time activity (9 sessions a week)?

What proportion of prisoners have no regular activity or are ‘unemployed’? 

Does the work develop skills to maximise employability on release?

Are reputable and recognised qualifications offered?

Are there strong links between the prison and local employers?
Do the work and qualifications offered reflect employment opportunities?
How determined is the prison to obtain employment for prisoners on release?
11 RESETTLEMENT PREPARATION
(includes sentence planning; offender management; Offending Behaviour Programmes; categorisation; transfers; IPP and lifers; support for destination after release)
Is offender management consistent and of good quality?

Do prisoners think Offending Behaviour Programmes are helpful to them?

Is sentence planning timely and of good quality?

How effectively are the 'Pathways to Reducing Re-offending’ addressed?

Is there effective cooperation in Multi Agency Public Protection Arrangements?

How thorough is the advice and assistance available to prisoners prior to release?

How successful is cooperation between Probation Services and the Community Rehabilitation Company?

How successful is Release on Temporary Licence and Home Detention Curfew?
How effectively are family links encouraged, e.g. by facilitating visits and providing welcoming Visit Centres?

How effective is progression for deportees (IS91s)?

How well are removals and transfers managed?
Do prisoners have a residence on release?

Do prisoners have bank accounts on release?
C Section – Work of Board

(Describe briefly how the Board has carried out its role, e.g. rota visits, hearing applications, segregation reviews, surgeries, questionnaires, meetings as observers, letters raising issues with Ministers or senior management, Annual Team Performance Review, visiting another IMB, training sessions led by national trainers or its own members. You may wish to say something about the make-up of the Board, new members etc.)

(Use the table for recording the key data)
	BOARD STATISTICS

	Recommended Complement of Board Members
	

	Number of Board members at the start of the reporting period
	

	Number of Board members at the end of the reporting period
	

	Total number of visits to the Establishment 
	

	Total number of segregation reviews attended
	


D Section - Applications
(Use this table to give the numbers of IMB applications received from prisoners, by subject. The category codes A to K are to ensure comparisons can be made between IMBs nationally. Comment on any major changes from year to year)
APPLICATIONS TO THE IMB: SUBJECTS
	Code
	Subject
	Current reporting year
	Previous reporting year

	A
	Accommodation

inc. laundry, clothing, ablutions
	
	

	B
	Discipline inc. adjudications, IEP, sanctions
	
	

	C
	Equality
	
	

	D
	Purposeful Activity inc. education, work, training, library, regime, time out of cell
	
	

	E 1
	Letters, visits, phones, public protection restrictions
	
	

	E 2
	Finance inc. pay, private monies, spends
	
	

	F
	Food and kitchens
	
	

	G
	Health inc physical, mental, social care
	
	

	H 1
	Property within this establishment
	
	

	H 2
	Property during transfer or in another establishment or location
	
	

	H 3
	Canteen, facility list, catalogue(s)
	
	

	I
	Sentence management inc HDC, ROTL, parole, release dates, re-categorisation
	
	

	J
	Staff/prisoner concerns inc bullying
	
	

	K
	Transfers
	
	

	
	Total number of IMB applications
	
	


E Annex 1 - Examples and tips
The Minister, officials and providers want to know the impact of their policies on prisoners:

e.g. “Prisoners on one wing had no access to the phones for a period of 48 hours.  This was apparently because of staff shortages, and happened twice in November”.

Report results/effects/outcomes/impact on prisoners, not procedures:

e.g. The coroner recommended that, when unlocking, officers should check properly on the state of a prisoner apparently sleeping. The IMB therefore reported, “Officers now check prisoners for signs of life, as instructed”.

The IMB need NOT write, “The Governor has issued notices to staff, held meetings and put up posters to encourage staff to adhere to the Coroner’s report”. 

If a problem is beginning to be addressed, say so:

e.g. “In 2014, the Board noted with concern that three prisoners had spent over 12 months in Segregation.  It is pleasing to see that only one prisoner is currently in this category, and that efforts are being made to relocate him, but IMB concerns remain, as any long stay is likely to injure mental health”.
Concentrate on impacts and outcomes:

e.g. “Foreign nationals tell the IMB they feel safe, and applications rarely mention discrimination incidents”

NOT “The prison is committed to good race relations” which without any convincing example of particular commitment shown, is rather meaningless
e.g. “A higher proportion of sex offenders arriving means that some apparently less vulnerable new prisoners spend their first night on normal location through lack of space.  This practice increases risk as they have less contact with staff and spend long hours watching a stranger’s choice of television”.

NOT “The staff cope well with increased numbers of sex offenders but this means there is no room for some new non-VPs in the First Night Centre” which gives no evaluation of the practice or indication of the result. If the Board has no particular view, there is no need to mention it in the report.

A report is only convincing if it is specific:

e.g. “About X% of those in Segregation suffer diagnosed mental ill-health”

NOT “Too many prisoners have mental health issues” which gives no information. Is this more than in the prison population as a whole?
The Board’s duty is to report with impartiality what is provided for prisoners, not to provide excuses:

e.g. “Letters for prisoners often do not reach them for five days or more. This can be too late for a legal deadline or a birthday card”

NOT “Letters for prisoners often do not reach them for five days or more, due to the recruitment freeze” which is weak and ignorable. The IMB can have no idea whether the problem could have been solved in some way. Its job is merely to state the impact on prisoners.

	GOOD PRACTICE

	WHAT TO AVOID

	Report by exception those significant issues about which the Minister should be told
	There is no need to include anything that is not significantly good or bad

	Report concerns promptly to local managers, and credit successes in improving matters
	Unless you have previously raised a concern with management, do not include it in the report

	On the whole the report should show the current position, unless an in-year concern that has largely abated remains worth recording
	Unless the history of an issue is essential to understanding, omit it

	Report outcomes observed, and the impact of policies and procedures
	Do not just describe procedures; it is for management to decide how something is to be achieved

	If the IMB has not observed anything important, omit the Section
	

	Keep your report to what has been monitored
	Do not include anything merely because it is informative or interesting

	Remember this is a formal, public report to the Minister
	There should be no comments on the IMB, the National Council or the Secretariat

	Include only issues about the fairness and respectful treatment of prisoners in the establishment
	Non-prison issues about sentencing, the courts, police, etc are not within the IMB remit, and should be excluded

	Speak out if provision is not humane, decent, respectful of dignity and of reasonable quality
	The IMB does not make excuses for the establishment. The budget and resource provided are not our business

	Do not repeat judgements from members of staff, unless the IMB can add its own observations or data
	

	Make sure the concerns and successes reported have the support of the whole Board
	Do not include an issue if only one or two members feel it is a real concern (or is a real success that other establishments should copy)

	Concentrate on the best and worst features of what prisoners’ experience now
	Avoid describing the prison’s plans for the future. They might not achieve the desired outcome, and are not within the scope of the report

	Include indicators of improvement or deterioration, making it clear that they are only ’pointers’ as yet
	

	Use IMB first-hand evidence as much as possible
	Do not rely on just repeating the findings of the PPO, HMIP, HMPS audits etc., unless they are quoted as back-up to IMB findings

	If most members conclude the prison is more tense (or more stable) than a year ago, say so, with indicators
	

	The qualitative judgements of the Board, with convincing examples, are as valid as numerical data
	


F Annex 2 - Style and layout
	GOOD PRACTICE
	WHAT TO AVOID

	Begin the Executive Summary with a short statement of the 3 or 4 essential findings of the report
	

	Remember this is a formal, public report
	Prisoners must not be identifiable

	Use objective, dispassionate language 
	Words like ‘appalling’ suggest emotion, rather than cool judgement

	Write in a simple, clear way for a professional reader, but one who does not know the establishment in detail
	

	Be factual, clear and unambiguous
	Avoid drawing general inferences without evidence

	Use figures where possible, and specific examples
	Avoid vague statements

	Be accurate and up to date
	Do not ‘cut and paste’ from the previous report

	Be succinct
	Long-winded writing has little impact

	Write in short sentences
	

	Use ‘IMB’ and the ‘Board’
	Never use ‘We’. The IMB is separate from the establishment monitored

	Use ‘prisoner’
	Do not use ‘inmate’ or ‘offender’

	Aim not to exceed 5000 words for Sections 4 - 11
	

	Use bullet points to assist clarity
	

	Number the paragraphs of the report and cross reference
	

	Number the pages
	

	Give the source of any table or graph included, as a footnote or caption
	

	Explain abbreviations when first used. This obviates the need for a glossary
	Do not “demand action”. The IMB does not decide how an outcome might be achieved

	Use only the IMB logo, the IMB tag-line, and the NPM logo (see cover page)
	Do not include photographs, as they take too much memory


G Annex 3 - Producing the report

Check the correct reporting year for your establishment (ask the Secretariat if needed). If the prison is to close, ignore the usual timing, and write a brief final report within two months on how well prisoner transfers were handled.
1. If Board numbers permit, at the beginning of the ‘reporting year’, set up a small group (usually led by the Vice Chair) to produce the report.

2. Ask the group to write a plan for the year, month by month

3. ‘End-load’ the plan: most activity occurs in the last month of the reporting year and the following month

4. Make sure the Areas of Special Interest (ASI) for members reflect Sections 4 to 11 of this Guidance.

5. Ask ASI-holders to give the Board written feedback on their areas, perhaps quarterly.

6. During the year, look at the most recent prison MPQL results, HMIP’s ‘Expectations’, the AMIMB ‘Practical Guide’, NOMS Operating Standards and other national standards against which the IMB monitors (see HMIP, AMIMB and NOMS web-sites).

7. Check through the Board’s rota reports and applications write-ups, looking for trends and issues.

8. Look at the most recent HMIP report recommendations; are those concerns still live, in the Board’s view?
9. About a month before the end of the reporting year, discuss at a Board meeting the main current successes and concerns about fairness and humane treatment for people in custody.

10. List these few concerns and successes (they are the basis of the executive summary).

11. Decide if any issues are important enough to go in the report but are relatively un-evidenced.

12. Choose how more evidence might be gathered.
13. Remind all of the deadline for their write-ups and consider a word limit for write-ups

14. Discard any write-ups that are copied from last year’s report.
15. Send the final draft to all members in good time, preferably before a meeting to enable full discussion and ownership of the report.

16. Make any changes the Board requires; check the Chair approves the final version.

17. Send the report to the Governor/Director, asking for comments on (a) any factual inaccuracy and (b) any untoward security implications, within five working days.

18. Make any changes necessary.

19. Ask someone else to proof-read the entire report for good English, consistent style, consistent fonts and accurate references.

20. Within three months of the end of the reporting year, and earlier if possible, email the finished report to imb@justice.gsi.gov.uk.

21. In the covering email, agree with the Secretariat the date (not less than 28 days afterwards) on which the report will be published (i.e. when the Press embargo ends and any copies are distributed).

22. Consider posting or emailing the report (to arrive after the embargo ends) to the local MP, local prison charities, service providers locally (health, education etc), the library service, the Local Authority and another appropriate recipients.
23. Ask the Governor/Director if the report can be put on the intranet for staff to read.
H Annex 4 – Dealing with the media 
12 Preparing a news release (to accompany the full Annual Report)
i. The release should fit on one A4 side with an eye-catching title
ii. Highlight your main story in one short opening paragraph. Subsequent paragraphs should make no more than three short points
iii. Include a direct quote from your Chair for greater impact
iv. Add the embargo date
v. Finish the release with a “Note for Editors” in small font which outlines the role of the IMB and includes the name and telephone number of a Board member who can be reached without delay for further information
vi. Use the IMB news release letter heading which can be downloaded from the IMB website
Distribution

i. IMB Secretariat and the Governor/Director should have a chance to look the release over before wider distribution

ii. Local newspapers (including free sheets and online), radio and magazines

iii. Local MP and local Assembly Member

iv. Regional TV

v. Public libraries

News conference

i. This is not obligatory and can be called if you have an item of news of exceptional importance and wide interest, although it is somewhat risky since it might provoke wider questions which you do not want to discuss.  Please consult with the Secretariat before calling a News Conference
ii. Ensure the venue is convenient to media organisations
iii. Time the conference to fit with media deadlines and give as much notice as possible 

iv. Ensure the release is ready for instant despatch to those that do not turn up
Practical tips

i. Advance preparation and rehearsal is important, so if you are contacted by any media take their number so you can call back or arrange a time for them to call back. Don’t go straight into an interview
ii. Note up to three main points that you wish to include in the interview, whether focused on your Annual Report or more generally e.g. The role of the IMB is…

iii. Be prepared to address questions on the more contentious material within your report or subjects which have been in the news recently 

iv. Be clear about what you are NOT prepared to speak about, possibly because it is outside the IMB role or may be sensitive such as security matters, or concern a named individual. Ensure the interviewer is aware of these boundaries prior to recording the interview because they will probably try and get more information out of you than you want to give. Rehearse a few deflective sentences to indicate you are not prepared to discuss something
v. Refer on to the (e.g.) Governor, Director, Centre Manager as appropriate
vi. Keep to your own subject and your own boundaries, with short answers.

vii. Ensure you check when and where the item is to be broadcast or published
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