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Prisoner transfers should be conducted using the following procedure. 

On first contact with the Department of Corrections establish

· Destination

· Departure time

· Total number  of passengers
· Ensure they have a copy of our DOC Pre flight check list and ask them to fax or scan the details. The form will be used in their briefing and presented to the pilot and signed by the guard in charge of the transfer on the day.
Advise other staff members

Call Annabel or Andrea, to assist in coordination of the transfers. The delegated person must.

· call Aviation Security at the proposed destination to advise prisoners ETA if DOC have not confirmed this has been arranged.
· Engage an FBO if in a major airport. Eg. Air Center One Auckland. They will look after Av Sec and Police. Please confirm this with them
· Arrange ground handling staff for a tarmac transfer at Skyline Aviation

· Notify crash fire team at Napier and ask them to be present during transfer on to the aircraft.

Pre Flight Aircraft Preparation 

In addition to the following carry out the normal pre flight checks

· Remove unnecessary equipment from the aircraft

· Ensure there are no lose objects the prisoner could reach

Crew Pre Flight Briefing

The pilot should discuss with the guards only the emergency procedure and exists on the aircraft. The action to be taken in the event of a system failure in flight, alternative airports and management of the prisoner.
The pilot needs to be familiar with the guards restraints used, location of handcuff keys and management of a prisoner needing further handling in flight.

Communication

The pilot needs to have communication with at least on guard during the flight via headset. Brief the guards on the use of the satellite phone if required.  

Check List

Pilot to ensure DOC checklist has been read and signed by the head guard on the mission.
