
Key / glossary

Governor action

IA action

Police action

Action sits outside 

described process

Additional 

information

Dismissed: when a prisoner is found not guilty

Not proceeded with: when the hearing has reached a stage 

where it is not possible to reach a conclusion, or where a further 

delay would be unfair



Virtual IAs

Inform the prisoner 

that their 

adjudication will now 

be heard by the IA

Send new Referral 

Template (IA1 form) 

to the CMO

Organise the 

schedule of the 

hearings.

Scan the DIS 1 & 

DIS 3 and email 

them to the judge 

and legal 

representative

Send the IA & legal 

representative a 

virtual invitation with 

the link to the CVP 

room

Judge will ask ALO 

to fill out the DIS7 

out on their behalf to 

minimise delay

After the hearing, the 

Outcome Sheet (IA3) 

should be sent to the 

Chief Magistrate’s 

Office

The IA will provide 

you with a DIS3 

within 48 hours of 

the hearing 

concluding

Give IA5 form to 

prisoner to complete 

their legal 

representative’s 

details

CMO sends booking 

confirmation with 

date and time of the 

hearing

The IA will normally 

hear 15 charges per 

sitting

Subject title of email 

should read: 

prisoner surname, 

prisoner number, 

charge number, 

hearing order 

number

Copy in the Chief 

Magistrate’s Office 

mailbox: 

gl-

ind.adjudication@j

ustice.gov.uk

Have a copy of the 

DIS7 ready for each 

hearing

Send to: 

gl-

ind.adjudication@j

ustice.gov.uk

The DIS3 may be 

different to one sent 

before; the IA’s 

version should be 

attached for record

Obtain the name, 

email address and 

contact number for 

the legal 

representative of 

prisoner if requested

Inform reporting 

officer and witnesses 

of hearing date

HEARINGS WILL 

START AT 09:30 

UNLESS THE 

CHIEF 

MAGISTRATE’S 

OFFICE CONFIRMS 

OTHERWISE

The legal 

representative 

should also be sent 

the DIS5 and DIS6 

forms

SEND INVITATIONS 

ASAP. MUST BE AT 

LEAST 24 HOURS 

BEFORE THE 

HEARING 

(EXCLUDING 

WEEKENDS)

DIS7 should be 

completed during the 

hearing and handed 

to the prisoner whilst 

the judge is still 

present - evidence of 

ADAs

SEND THIS NO 

LATER THAN 24 

HOURS AFTER 

THE HEARING HAS 

FINISHED

SEND FORMS AT 

LEAST 48 HOURS 

BEFORE THE 

HEARING 

(EXCLUDING 

WEEKENDS). 

OTHERWISE, 

HEARING WILL BE 

CANCELLED.

During the hearing, 

ensure a private 

room with a 

telephone is 

available for the 

prisoner to speak to 

their legal 

representatives

Ensure that the date 

of referral to the date 

of the scheduled 

hearing does not 

exceed the 28-day 

legislative deadline. 

See the 

Adjudications Policy 

Framework for more 

information.

If a prisoner refuses 

to attend the 

hearing, ensure a 

refusal to attend 

form is completed.

If at any point in the 

process a prisoner is 

transferred before 

their scheduled 

hearing, prisons 

must complete the 

Transfer form (IA2) 

and send it to the 

CMO.

In some cases, it may no longer be deemed 

suitable to continue with an IA referral, for 

example because of a hospital admission or 

release. In this case, a prison can withdraw the 

referral so that it does not have to go back before 

the IA to be dismissed. Please note that if a 

charge is withdrawn in this way, the governor 

cannot deal with this matter within the 

establishment. The prison should directly 

contact the CMO to withdraw the referral, clearly 

stating the reasons behind this decision.


