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DEPARTMENT OF JUSTICE AND EQUALITY




CANDIDATES’ INFORMATION BOOKLET
	Open Competition for appointment to the established position of:

PROCUREMENT SPECIALIST (Higher Executive Officer level)
at the

IRISH PRISON SERVICE
Closing Date:  6 May 2016                                   


Irish Prison Service
The Irish Prison Service (IPS) is responsible for the safe and secure detention of persons in custody in establishments located throughout the country.  The IPS operates as an agency of the Department of Justice and Equality.  It is headed by a Director General supported by a number of Directors.  Its headquarters is located at IDA Business Park, Ballinalee Road, Longford. 
Location of Prisons  
There are 14 institutions in the Irish prison system.  These institutions are as follows:   
· 10 “closed” institutions – Mountjoy Prison, the Dóchas Centre and St. Patrick’s Institution, all on North Circular Road, Dublin 7; Wheatfield Prison and Cloverhill Prison, both in Clondalkin, Dublin 22; Arbour Hill Prison, Dublin 7; Portlaoise Prison and Midlands Prison, both in Portlaoise, Co. Laois; Limerick Prison; Cork Prison; and Castlerea Prison, Co. Roscommon.  
· Two open centres, which operate with minimal internal and perimeter security – Shelton Abbey, Arklow, Co. Wicklow and Loughan House, Blacklion, Co. Cavan.  
· One “semi-open” facility with traditional perimeter security but minimal internal security - Training Unit, North Circular Road, Dublin 7.  
Campus based governance has been introduced in three locations:
· Mountjoy Campus (Mountjoy Prison, Dóchas Centre, St. Patrick’s Institution and Training Unit)  
· West Dublin Campus (Wheatfield and Cloverhill Prisons)
· Portlaoise Campus (Portlaoise and Midlands Prisons)
Further details about the Irish Prison Service are available at www.irisprisons.ie.  

Procurement Specialist at the Irish Prison Service

Procurement at the Irish Prison Service
Procurement at the Irish Prison Service (IPS) is operated on a centralised basis by the IPS’s Central Procurement Unit.  This Unit forms part of the IPS Finance Directorate which is based at the IPS Headquarters in Longford.  

IPS expenditure on non-pay items, including supplies, works and services, currently amounts to approximately €90 million per annum.  This expenditure extends across a diverse range of products that include highly complex building projects, security equipment, medicines, food supplies, uniforms, professional services and ICT.
Role of Procurement Specialist
The Procurement Specialist will plays a key role in the operation of the IPS’s Central Procurement Unit and reports to the Procurement Manager.  He/she will work alongside staff of the Finance Directorate to support and implement the IPS Financial Procedures.  He/she will operate in a team environment where procurement is organised on the basis of categories.  The Central Procurement Unit works in close cooperation with management of individual prisons.  
Location of post
The person appointed to the role of Procurement Specialist will be based at the IPS Headquarters in Longford.  He/she will be required to travel to other IPS locations from time to time.  
Objectives of Procurement Specialist
Along with his/her colleagues, the Procurement Specialist will be expected to ensure that procurement at the IPS:
· Supports the IPS in its key strategic objectives.

· Is open, fair and transparent and achieves value for money (VFM)

· Complies with the provisions of relevant legislation and guidelines, including EU Directives, all relevant Government Guidelines and the IPS Financial Procedures.
· Is co-ordinated internally through the Central Procurement Unit of the Irish Prison Service and externally with the Office of Government Procurement (OGP).
· Utilises centralised contracts for goods/services, where available. 
· Is underpinned by an approved Business Case with any proposed expenditure approved in advance.
· Involves specifications for goods/services being clear and readily understandable.

· Facilitates the safe and secure delivery of goods/services to prisons.

Main responsibilities of Procurement Specialist
The main responsibilities of the Procurement Specialist will be to:

· Undertake procurement in accordance with IPS Procurement Policy and Protocols.

· Manage and take responsibility for procurement categories 

· Manage tender processes using a project management approach
· Assist budget managers in the application of best practice so as to maximise VFM and manage the co-ordination and collaboration of procurement activities.  
· Use comprehensive performance specifications matched to the technical requirements of the end-user.
· Manage internal controls to ensure high standards of compliance, risk management and fraud detection. 
· Properly manage risk, through for example compliance with appropriate terms and conditions, ensuring adequate insurance is in place, compliance with health and safety regulations, compliance with quality assurance requirements, and ensuring business continuity.

· Achieve efficiency, effectiveness and best value for money in terms of the overall life-cycle of the goods and services purchased.
· Contribute to close working relationships with all budget managers and procurement staff within the IPS.

· Network with procurement colleagues, both within and outside the IPS, to source appropriate technical personnel for service on IPS Procurement Evaluation Boards.

· Operate in a fair, open, transparent and non-discriminatory manner in the market place.  

· Minimise contract rollovers within assigned categories through timely tendering and, where appropriate, through co-ordination with the OGP. 

· Ensure internal contract information is updated and maintained.  

· Ensure IPS compliance with contract management protocols.

· Ensure appropriate dissemination of contract information to prisons and within the IPS generally, using established structures.

· Support development of appropriate procurement strategy by the OGP through involvement with/contribution to Category Councils and OGP Sourcing Teams.
· Monitor and report on procurement compliance by the IPS in accordance with Department of Finance Circular 40/02.

· Supervise the staff of the Central Procurement Unit in order to meet the procurement requirements of the IPS.

· Identify training, development and mentoring needs for Central Procurement Unit staff, ensuring that each staff member meets competency requirements for his/her role.

· Put in place performance management arrangements and target based objectives for staff under the Performance Management and Development Systems (PMDS).

· Deal with queries regarding IPS procurement through Parliamentary Questions, Freedom of Information and audit processes.

The above is intended as a guide to the general range of duties for the post of Procurement Specialist at the IPS and is intended to be neither definitive nor restrictive.  
Eligibility to compete
Essential Requirements

Candidates must have on or before 6 May 2016:

· Considerable sourcing experience at an appropriate level in a direct procurement role (at least 2 years within the last 5 years). 

· Have planned and delivered high value procurement projects. 

· Knowledge or experience of the EU Procurement Directives and Public Sector procurement environment 

· Competence in MS Suite (Powerpoint, Excel and Word) 

Desirable Requirements

· A recognised training or education qualification in procurement or supply chain management (at least level 6 on the National Framework of Qualifications) 

· A good understanding of ICT would be an advantage. 

Key Competencies for post

· Team Leadership  

· Drive and Commitment 
· Management and Delivery of Results 

· Specialist Knowledge 
Competency means the behaviours that are needed in order to do the job well.  The competency framework listed below identifies 12 individual competencies associated with effective performance for the post of Procurement Specialist at the Irish Prison Service. These competencies have been clustered under the headings of four key competencies as illustrated below:

	Team Leadership
	Drive and Commitment
	Management and Delivery of Results
	Specialist Knowledge

	Works with team to facilitate high performance, developing clear objectives and addressing performance issues as they arise

Leads team by example, coaching and supporting individuals as required

Is flexible and willing to adapt, positively contributing to implementation of change 


	Strives to perform at a high level, investing significant energy to achieve agreed objectives

Demonstrates resilience in the face of challenging circumstances and high demands

Upholds high standards of honesty, ethics and integrity

	Takes responsibility and is accountable for the delivery of agreed objectives 

Successfully manages a range of different projects and work activities at the same time 

Applies appropriate systems/ processes to enable quality checking of all activities and outputs 


	Has a breadth and depth of knowledge of procurement issues

Has clear understanding of role’s objectives and how these fit into work of the wider organisation

Focuses on self- development, striving to improve performance.



Eligibility to compete and certain restrictions on eligibility 

Candidates should note that eligibility to compete is open to citizens of the European Economic Area (EEA). The EEA consists of the Member States of the European Union along with Iceland, Liechtenstein and Norway. Swiss citizens under EU agreements may also apply. 

Incentivised Scheme for Early Retirement (ISER): 
It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of Finance Circular 12/09 that retirees, under that Scheme, are debarred from applying for another position in the same employment or the same sector. Therefore, such retirees may not apply for this position. 

Department of Health and Children Circular (7/2010): 
The Department of Health Circular 7/2010 dated 1 November 2010 introduced a Targeted Voluntary Early Retirement (VER) Scheme and Voluntary Redundancy Schemes (VRS).  It is a condition of the VER scheme that persons availing of the scheme will not be eligible for re-employment in the public health sector or in the wider public service or in a body wholly or mainly funded from public moneys. The same prohibition on re-employment applies under the VRS, except that the prohibition is for a period of 7 years, after which time any re-employment will require the approval of the Minister for Public Expenditure and Reform. People who availed of either of these schemes are not eligible to compete in this competition. 

Department of Environment, Community & Local Government (Circular Letter LG(P) 06/2013) 
The Department of Environment, Community & Local Government Circular Letter LG(P) 06/2013 introduced a Voluntary Redundancy Scheme for Local Authorities.  In accordance with the terms of the Collective Agreement: Redundancy Payments to Public Servants dated 28 June 2012 as detailed above, it is a specific condition of that VER Scheme that persons will not be eligible for re-employment in any Public Service body [as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011 and the Public Service Pensions (Single Scheme and Other Provisions) Act 2012] for a period of 2 years from their date of departure under this Scheme. Thereafter, the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. These conditions also apply in the case of engagement/employment on a contract for service basis (either as a contractor or as an employee of a contractor). 

Collective Agreement: Redundancy Payments to Public Servants 
The Department of Public Expenditure and Reform letter dated 28 June 2012 to Personnel Officers introduced, with effect from 1 June 2012, a Collective Agreement which had been reached between the Department of Public Expenditure and Reform and the Public Services Committee of the ICTU in relation to ex-gratia Redundancy Payments to Public Servants. It is a condition of the Collective Agreement that persons availing of the agreement will not be eligible for re-employment in the public service by any public service body (as defined by the Financial Emergency Measures in the Public Interest Acts 2009 – 2011) for a period of 2 years from termination of the employment. Thereafter the consent of the Minister for Public Expenditure and Reform will be required prior to re-employment. People who availed of this scheme and who may be successful in this competition will have to prove their eligibility (expiry of period of non-eligibility) and the Minister’s consent will have to be secured prior to employment by any public service body. 

Declaration
Applicants will be required to declare whether they have previously availed of a public service scheme of incentivised early retirement and/or the collective agreement outlined above. Applicants will also be required to declare any entitlements to a Public Service pension benefit (in payment or preserved) from any other Public Service employment and/or where they have received a payment-in-lieu in respect of service in any Public Service employment.



Principal Conditions of Service 
Tenure and Probation
The appointment is to an established, full time position in the Central Procurement Unit of the Irish Prison Service (IPS). 

The appointee must serve a probationary period, which normally will last for one year.  Should the appointee be satisfactory as regards health, conduct and effectiveness generally during the probationary period, the appointee will, on completion of the period, be appointed to the post on a substantive basis.  
An appointee whose service is not deemed to be satisfactory during probation will be notified by the Department of Justice and Equality of the action to be taken
Headquarters

The post will be located at the headquarters of the Irish Prison Service, IDA Business Park, Ballinalee Road, Longford.  No removal or other expenses will be paid by the Department of Justice and Equality.  The appointee will be expected attend daily at that location.  From time to time the appointee may be required to travel to other offices and institutions of the IPS as part of his/her role.  

Salary

The current salary scale for this position is as follows:  
€46,081 - €47,458 - €48,832 - €50,204 - €51,581 - €52,955 -€54,329 (Max) - €56,314 (LSI*1) - €58,294 (LSI*2)
This rate will apply where the appointee is an existing civil or public servant appointed on or after 6th April 1995 and is required to make a personal pension contribution. 

Long service increments may be payable after 3 (LSI1) and 6 (LSI2) years satisfactory service at the maximum of the scale.
This equates to the Higher Executive Officer standard scale (Personal Pension Contribution) PPC salary rate effective as of 01 January 2010
Important Note:  Different terms and conditions may apply if immediately prior to appointment the appointee is already a serving Civil or Public Servant.  

Payment of increments 
Candidates should note that entry will be at the minimum of the scale and the rate of remuneration may be adjusted from time to time in line with Government pay policy and shall not be subject to negotiation.  Increments along the scale of salary may be granted annually subject to satisfactory service.  

Superannuation and Retirement

The appointee will be offered the appropriate superannuation terms and conditions as prevailing in the Civil Service at the time of being offered an appointment.  In general, an appointee who has never worked in the Public Service will be offered appointment based on membership of the Single Public Service Pension Scheme (“Single Scheme”). Full details of the Scheme are at http://www.per.gov.ie/pensions 

Important Note: Pensionable benefits are determined in accordance with Section 9, Financial Emergency Measures in the Public Interest Act 2010. 

Pension treatment of existing public servants 
Where the appointee is an existing public servant appointed before 1 January 2013, different pension arrangements may apply, e.g. where the appointee has worked in a pensionable (non-single scheme terms) public service job in the 26 weeks prior to appointment or is currently on a career break or special leave with/without pay.  The pension entitlement of such appointees will be established in the context of their public service employment history. 

The key provisions attaching to membership of the Single Scheme are as follows: 

Pensionable Age 
The minimum age at which pension is payable is 66 (rising to 67 and 68 in line with State Pension age changes). 

Retirement Age: 
Scheme members must retire at the age of 70. 

Pension Abatement 
If the appointee has previously been employed in the Civil or Public Service and is in receipt of a pension from the Civil or Public Service or where a Civil/Public Service pension comes into payment during his/her re-employment that pension will be subject to abatement in accordance with the Public Service Pensions (Single Scheme and Other Provisions) Act 2012. 

If the appointee was previously employed in the Civil Service and awarded a pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early Retirement (ISER), the Department of Health Circular 7/2010 VER/VRS or the Department of Environment, Community and Local Government (Circular Letter LG(P) 06/2013) which, as indicated above, renders a person ineligible for the competition) the entitlement to that pension will cease with effect from the date of reappointment. Special arrangements will, however be made for the reckoning of previous service given by the appointee for the purpose of any future superannuation award for which the appointee may be eligible. 

Department of Education and Skills Early Retirement Scheme for Teachers Circular 102/2007 The Department of Education and Skills introduced an Early Retirement Scheme for Teachers. It is a condition of the Early Retirement Scheme that with the exception of the situations set out in paragraphs 10.2 and 10.3 of the relevant circular documentation, and with those exceptions only, if a teacher accepts early retirement under Strands 1, 2 or 3 of this scheme and is subsequently employed in any capacity in any area of the public sector, payment of pension to that person under the scheme will immediately cease. Pension payments will, however, be resumed on the ceasing of such employment or on the person’s 60th birthday, whichever is the later, but on resumption, the pension will be based on the person’s actual reckonable service as a teacher (i.e. the added years previously granted will not be taken into account in the calculation of the pension payment). 

Ill-Health Retirement For an individual who has retired from a Civil/Public Service body on the grounds of ill-health his/her pension from that employment may be subject to review in accordance with the rules of ill-health retirement within the pension scheme of that employment. 

Pension Accrual 
The Public Service Pensions (Single Scheme and other Provisions) Act 2012 introduced a 40 year limit on total service that can be counted towards pension where a person has been a member of more than one pre-existing public service pension scheme. 

Pension-Related Deduction 
The appointment is subject to the pension-related deduction in accordance with the Financial Emergency Measure in the Public Interest Act 2009. 

Disclosure of Information 

All appointees will be required to disclose all information and sign a declaration relating to any prior public service employment in order to correctly determine one’s public service pension entitlement. For further information in relation to the Single Public Service Pension Scheme for Public Servants please see the following website: http://www.per.gov.ie/pensions.   
General terms 
This appointment will be subject to the Civil Service Regulation Acts 1956 to 2005, the Public Service Management (Recruitment and Appointments) Act 2004, and any other Act for the time being in force relating to the Civil Service. 

The appointment will also be subject to the Civil Service Code of Standards and Behaviour (issued by the Standards in Public Office Commission) and well as to the   Official Secrets Act 1963, as amended by the Freedom of Information Act 2014. Appointees will agree not to disclose to third parties any confidential information, either during or subsequent to the period of employment. 

An officer will agree not to publish material related to his or her official duties without the prior approval of the Minister for Justice and Equality. 

Political Activity 
This appointment will be subject to the rules governing civil servants and politics. 

Duties 
The appointee will be required to perform any duties assigned from time to time by direction of the Irish Prison Service as appropriate to the position of Procurement Specialist. 

Outside Employment 
The position is whole-time and an appointee may not be connected with any outside business which would interfere with the performance of his/her official duties. 

Confidentiality 
The successful candidate will be required to ensure that all information relating to the IPS is held in a secure manner; and to meet all requirements of the Data Protection Act 1988 and the Data Protection (Amendment) Act 2003, the Official Secrets Act 1963 and the Freedom of Information Act 2014. 

Annual Leave

The annual leave for this position is 29 days, rising to 30 days after 5 years’ service.    This leave is on the basis of a five day week and is exclusive of the usual public holidays.
Hours of Attendance

Hours of attendance will be as fixed from time to time but will amount, on average, to not less than 43 hours and 15 minutes per week. 

Sick Leave
Pay during properly certified sick absence, provided there is no evidence of permanent disability for service, will apply on a pro-rata basis, in accordance with the provisions of the sick leave circulars.  Where the appointee pays the Class A rate of PRSI, he/she will be required to sign a mandate authorising the Department of Social Protection to pay any benefits due under the Social Welfare Acts direct to the Irish Prison Service.  Payment of salary during illness will be subject to the officer making the necessary claims for social insurance benefit to the Department of Social Protection within the required time limits.
The Organisation of Working Time Act 1997 
The terms of the Organisation of Working Time Act 1997 will apply, where appropriate, to this position. 

Termination of contract 
Either party may terminate the contract of employment at any time by giving sufficient notice as provided for under the Minimum Notice and Terms of Employment Acts 1973 to 2005. 

IMPORTANT NOTE ON TERMS AND CONDITIONS 
Candidates should note that different pay and conditions may apply if, immediately prior to appointment, the appointee is a serving civil or public servant. 

The above represents the principal conditions of service and is not intended to be the comprehensive list of all terms and conditions of employment which will be set out in the employment contract to be agreed with the appointee.
COMPETITION PROCESS

How to Apply

Applications should be submitted by email to candidateregister@irishprisons.ie. All sections of the form must be fully completed.

Closing date

Your application must be submitted to not later than 3.00 pm, Friday, 6 May 2016.  Applications will not be accepted after this closing date.

The interviews for this post are likely to be held in May/June 2016.  
The onus is on each applicant to ensure that she/he is in receipt of all communication from the Department of Justice and Equality.  The Department accepts no responsibility for communication not accessed or received by an applicant. 

Candidates should make themselves available on the date(s) specified and should make sure that the contact details specified on the application form are correct.

Selection Methods

The selection may include:

· shortlisting of candidates on the basis of the information contained in their application

· a competitive preliminary interview

· completion of online questionnaire(s)

· presentation or other exercises

· a final competitive interview

· work sample/role play/ media exercise, and any other tests or exercises that may be deemed appropriate

At interview, the Board may ask a candidate to describe an example where they displayed a particular competency as well as the example set out in the candidate’s application form.    

Shortlisting
Normally the number of applications received for a position exceeds that required to fill existing and future vacancies to the position.  While you may meet the eligibility requirements of the competition, if the numbers applying for the position are such that it would not be practical to interview everyone, the Department of Justice and Equality may decide that a number only will be called to interview. In this respect, the Department provides for the employment of a short listing process to select a group for interview who, based on an examination of the application forms, appear to be the most suitable for the position.  An expert board will examine the application forms against pre-determined criteria based on the requirements of the position. This is not to suggest that other candidates are necessarily unsuitable or incapable of undertaking the job, rather that there are some candidates who, based on their application, appear to be better qualified and/or have more relevant experience.  It is therefore in your own interest to provide a detailed and accurate account of your qualifications/experience on the application form. 

References
We would appreciate it if you would start considering names of people who you feel would be suitable referees that we might consult (2 names and contact details).  The referees listed here do not have to include your current employer, but should be in a position to provide a reference for you.  Please be assured that we will only collect the details and contact referees should you come under consideration at final interview stage.

Confidentiality

Subject to the provisions of the Freedom of Information Act 2014, applications will be treated in strict confidence.

Security Clearance

Garda vetting will be sought in respect of individuals who come under consideration for appointment.

Other important information

The Department of Justice and Equality will not be responsible for refunding any expenses incurred by candidates.  The successful candidate will not be paid removal expenses.

The admission of a person to a campaign, or invitation to attend an interview, is not to be taken as implying that the Department is satisfied that such person fulfils the requirements of the competition or is not disqualified by law from holding the position and does not carry a guarantee that your application will receive further consideration.  It is important, therefore, for you to note that the onus is on you to ensure that you meet the eligibility requirements for the competition before attending for interview.  If you do not meet these essential entry requirements but nevertheless attend for interview you will be putting yourself to unnecessary expense.

Prior to recommending any candidate for appointment to this position, the Department of Justice and Equality will make all such enquiries that are deemed necessary to determine the suitability of that candidate. Until all stages of the recruitment process have been fully completed a final determination cannot be made nor can it be deemed or inferred that such a determination has been made.

Should the person recommended for appointment decline, or having accepted it, relinquish it or if an additional vacancy arises, the Department may, at its discretion, select another person for appointment on the results of this selection process. 

Candidates' Rights - Review Procedures in relation to the Selection Process

The Department of Justice and Equality will consider requests for review in accordance with the provisions of the Codes of Practice published by the Commission for Public Service Appointments (CPSA).  The Codes of Practice are available on the website of the CPSA at http://www.cpsa.ie.

Where a candidate is unhappy with an action or decision in relation to an application, he/she can seek a review under Section 7 of the relevant Code of Practice:-

· The candidate must address his/her concerns in relation to the process in writing, setting out the basis for the complaint being made, to the Director of Staff and Corporate Services of the Irish Prison Service, in the first instance. A complaint or request for review must be made within 10 working days of the notification of the initial decision or within 5 working days of the outcome of the informal review stage, if availed of.

· However, where the decision being conveyed relates to an interim stage of a selection process, a request for review must be received within 4 working days of the date of receipt of the decision. Candidates electing to use the informal process at the interim stage must do so within 2 working days of communication of the decision to them

· In communicating the outcome to the candidate, which will be done by means of written report, the initial reviewer should indicate that he/she may seek further review by referring the matter to the Decision Arbitrator and that a request to do so must be made with 7 working days of receipt of the outcome of the initial review.

Where a candidate believes that an aspect of the process breached the CPSAs Code of Practice, he/she can have it investigated under Section 8 of the Code by the CPSA.

Candidates' Obligations

Candidates should note that canvassing will disqualify and will result in their exclusion from the process.

Candidates must not:

· knowingly or recklessly provide false information

· canvass any person with or without inducements

· interfere with or compromise the process in any way

A third party must not personate a candidate at any stage of the process.

Any person who contravenes the above provisions or who assists another person in contravening the above provisions is guilty of an offence. A person who is found guilty of an offence is liable to a fine/or imprisonment.

In addition, where a person found guilty of an offence was or is a candidate at a recruitment process, then:

· where he/she has not been appointed to a post, he/she will be disqualified as a candidate; and

· where he/she has been appointed subsequently to the recruitment process in question, he/she shall forfeit that appointment.

Specific candidate criteria

Candidates must:

· Have the knowledge and ability to discharge the duties of the post concerned;

· Be suitable on the grounds of character;

· Be suitable in all other relevant respects for appointment to the post concerned;

and 
if successful, they will not be appointed to the post unless they:

· Agree to undertake the duties attached to the post and accept the conditions under which the duties are, or may be required to be, performed;

· Are fully competent and available to undertake, and fully capable of undertaking, the duties attached to the position.

Quality Customer Service

We aim to provide an excellent quality service to all our customers. If, for whatever reason, you are unhappy with any aspect of the service you receive from us, we urge you to bring this to the attention of the unit or staff member concerned. This is important as it ensures that we are aware of the problem and can take the appropriate steps to resolve it.

Data Protection Acts, 1988 and 2003

When your application form is received, we create a record in your name, which contains much of the personal information you have supplied. This personal record is used solely in processing your candidature. Such information held is subject to the rights and obligations set out in the Data Protection Acts 1988 and 2003. To make a request under the Data Protection Acts 1988 and 2003, please submit your request in writing to: Information Access Officer, Irish Prison Service, IDA Business Park, Ballinalee Road, Longford, Co. Longford, ensuring that you describe the records you seek in the greatest possible detail to enable us to identify the relevant record.  A fee of €6.35 should accompany your request. Payment should be made by way of bank draft, money order, or personal cheque, made payable to the ‘Department of Justice and Equality’. Certain items of information, not specific to any individual, are extracted from records for general statistical purposes.
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