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I. DESCRIPTION:  To instruct Parole Officers in taking and documenting Arrival Reports and 
conducting the first in-depth interview with respondents released to Strict and Intensive 
Supervision and Treatment (SIST) pursuant to Mental Hygiene Law (MHL) Article 10, also 
known as the “Sex Offender Management and Treatment Act.” 

II. POLICY:  In order to enhance public safety and to assist respondents in addressing 
difficulties in controlling behavior related to sexual offending, the Parole Officer (PO) of 
record, or the Senior Parole Officer (SPO) or their designee, will conduct and document an 
Arrival Report and Initial Interview with the respondent on the date of release to SIST unless 
the respondent is currently under the supervision of the Department.  Exceptions may occur 
if the Court that imposed SIST provides other instruction, in which instance the Arrival Report 
and Initial Interview will occur in accordance with the Court’s instruction. 

III. DEFINITIONS 

A. Arrival Report:  The first in-person contact a respondent has with a PO after release to 
SIST or parole supervision.  This contact is expected to be made in person, except in 
the most exigent circumstances when other arrangements may be sufficient with 
approval from the Bureau Chief.  In all cases, the report will be documented on Form 
#CS4027, “Arrival/Assignment Report,” and documented in the Case Management 
System (CMS). 

B. Initial Interview:  The first interview between the PO of record and the new respondent.  
Among other topics related to supervision, Form #CS9641, “Initial Interview/Final 
Individualized Supervision and Treatment Plan for SIST,” is to be completed, reviewed, 
and discussed with the respondent during this interview. 

C. Respondent:  Person subject to MHL Article 10. 

D. SOMU:  Sex Offender Management Unit – Department of Corrections and Community 
Supervision (DOCCS). 

E. NYS OAG:  New York State Office of the Attorney General. 

F. NYS OMH:  New York State Office of Mental Health. 

G. NYS OPWDD:  New York State Office for Persons with Developmental Disabilities. 

IV. PROCEDURE 

A. Pre-Release Case Processing:  Assigned DOCCS Supervising Offender Rehabilitation 
Coordinator (SORC), Offender Rehabilitation Coordinator (ORC), or PO: 

https://doccs.ny.gov/directives/CS4027.pdf
https://doccs.ny.gov/directives/CS4027.pdf
https://doccs.ny.gov/directives/CS9641.pdf
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1. DOCCS staff, as assigned, will coordinate with the Court, SOMU, NYS OMH, NYS 
OPWDD, and/or NYS OAG to finalize and provide reporting instructions and 
transportation assistance as required to respondents being released to SIST.  
Arrangements will be made so that respondents will be directed to report on the 
date of release and make an Arrival Report to the assigned PO or designee. 

2. SOMU will provide assigned staff with a copy of the signed and entered Order and 
Conditions of SIST. 

3. The assigned PO will provide notice of the respondent’s release to the local 
Department of Social Services if the respondent will be homeless upon release to 
SIST. 

B. Arrival Report 

1. The Bureau Chief (BC) will ensure that necessary arrangements are made so that 
staff are prepared for a respondent’s arrival and can promptly interview the 
respondent upon the arrival.  The PO of record, or other PO designated by the BC, 
will conduct the Arrival Report.  

NOTE:  In cases where the respondent is currently under supervision by the 
Department and they are ordered to SIST, a new Arrival Report need not be 
prepared; only the SIST Initial Interview must be completed. 

2. The PO shall review the following information and complete Form #CS9219A, 
“SIST Arrival Report Checklist.”  The completed checklist must be signed and 
dated by the PO and SPO and placed in the case folder. 

a. Review reporting instructions to support and/or determine respondent 
compliance. 

b. Review the Order and Conditions of SIST with the respondent and obtain 
respondent signature or a re-signed copy of the SIST conditions for filing in the 
case folder. 

c. Review with the respondent any parole, conditional release, or post-release 
conditions of supervision, and special conditions that may also apply to the 
case. 

d. Administer GPS monitoring in accordance with SIST policy. 

e. Verify identification status (birth certificate/social security card, NYS Driver or 
Non-Driver license). 

f. Take digital photo(s) ensuring any scars or tattoos are taken.  A copy of each 
photo taken must be printed and placed in the case folder. 

g. Take one set of original fingerprints to be maintained in the case folder. 

h. Review with the respondent the program to which they were released and 
ascertain if there are any changes. 

i. Read and review parental notification, Form #CS9601B, “Post-Release Notice 
Regarding Requests for Parental Contact,” if applicable (not for SIST only 
cases). 

j. Review the “SIST Community Service Plan,” (see Attachment A) prepared by 
OMH, with the respondent. 

https://doccs.ny.gov/directives/CS9219A.pdf
https://doccs.ny.gov/directives/CS9601B.pdf
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k. Review OMH Discharge Plan and any follow-up appointments, if applicable. 

l. Advise of any other program, treatment, or employment appointments and 
sign related consents for release of information. 

m. Review any Orders of Protection against, or in favor of, the respondent. 

n. Review with the respondent their financial situation and resources, including 
the obligation to pay supervision fees if these are not subject to waiver or are 
not applicable. 

o. File any required Form DCJS-3231, “Sex Offender Change of Address Form,” 
(see Attachment B) with the Sex Offender Registry, with the respondent’s 
signature. 

p. Complete Form #CS9305A, “Notice of Polygraph Examination Requirements 
and Procedures,” if one was not completed. 

q. Inform the respondent of the date, time, and location of the next scheduled 
report, and the name and contact information for the assigned PO/SPO or 
other PO who will take the report. 

r. Verify accuracy of CMS annotations for approved residence (F17 screen), next 
report date, special conditions (F6 screen), and physical description (F6 
screen). 

s. If required, ensure that any required notice of person likely to present 
themselves as homeless has been filed with the local Department of Social 
Services.  

t. Complete, print, and file Form #CS4027 (CMS4027), “Arrival/Assignment 
Report,” (available on F15 print menu of CMS) if require.;  

 NOTE:  The Arrival/Assignment Report is also available through the Elmira Print 
Shop and is listed as Form #CS4027. 

u. Enter the requested information on the line provided for nicknames and 
distinguishing scars. 

v. The PO conducting the Arrival Report will enter the date, place, and time the 
report was completed, along with the next report date. 

w. The PO conducting the Arrival Report will have the releasee sign the 
Arrival/Assignment Report and distribute as indicated on the form. 

C. Conducting the Initial Interview 

1. During the interview, the PO will develop an Individualized Supervision and 
Treatment Plan and review the following: 

a. Residence, address, and phone number. 

b. Name, age, sex, contact information, employment information, and other 
occupants of the residence. 

c. Employment and/or vocational educational program, if applicable. 

d. Prescribed medications, supply, and prescriptions, as applicable. 

e. Medical/mental health concerns and referral, if needed. 

https://doccs.ny.gov/directives/CS9305A.pdf
https://doccs.ny.gov/directives/CS4027.pdf
https://doccs.ny.gov/directives/CS4027.pdf
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f. Substance abuse history and referral to treatment program, if needed. 

g. Gambling and/or domestic violence history, and referral to treatment program, 
if needed. 

h. Supervision concerns, attitude, and pattern of behaviors. 

i. Right to petition the Court for SIST modification or termination; early 
discharge/termination from supervision (parole sentenced cases) and 
Certificate of Relief/Good Conduct, if applicable. 

j. Supervision fee obligation and methods of payment, if applicable. 

k. Directive #9402, “Parole Grievance Program.” 

2. The PO will complete Form #CS9641, “Initial Interview/Final Individualized 
Supervision and Treatment Plan for SIST,” for supervisory approval within 14 days 
of release and updated every six months thereafter.  The CMS activity code “IN” 
must be entered in the contact when the Initial Interview is completed.  The plan 
has a validation process that reliably predicts the respondent’s risks and needs for 
community re-entry and Community Supervision.  The interventions are targeted 
to factors that relate to the respondent’s criminal behavior and/or sexual offending 
behavior. 

 

 

 

 

 

 

 

https://doccs.ny.gov/directives/CS9641.pdf
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Attachment A 
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Attachment A continued 
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Attachment A continued 
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Attachment B 

 


