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Reporting to the Sentence Administration Supervisor or Chief Sentence Administrator, this position is responsible for the 
administration of orders made by the court, calculation of sentences, the appearance of inmates in court as ordered and to 
ensure that the detention of the accused is lawful. This is accomplished by comprehending and correctly interpreting often 
complex legal documents and other information received from courts, police and judicial stakeholders. The sentence 
administrator must maintain a high level of knowledge to incorporate the many policy and legal rules associated with 
calculating sentences. The Sentence Administrator must accumulate information from the JOIN (Justice on-line 
Information Network) system and CPIC (Canadian Police Information Centre) system to determine detention and release 
eligibility. Together with information gathered from legal documents as well as these systems and in conjunction with a 
high level of working knowledge, the sentence administrator must administer dispositions to carry out the intention of the 
court. Additionally, information from legal documents is to be accurately added to the ORCA (Offender Records and 
Correctional Administration) system to be reviewed by the Sentence Administration Supervisor to ensure orders of the 
court are administered appropriately. The position is responsible for coordinating transportation to court appearances, 
entering this information on to the sheriff IREQUEST system and ensuring inmates meet all court dates as required by law. 

The sentence administrator works in a high demand rapidly changing correctional environment which operates on a 24/7 
basis. 

Warrant and sentence administration: 

• Reviews documentation from the courts, police, National Parole Board, Immigration and other criminal justice
agencies to ensure the detention of inmates conforms to standard policy and procedure and legislation.

• Identifies errors in legal documentation, and where possible works with court services staff to correct errors.
Errors that are not resolvable are brought to the attention of the sentence administration supervisor.

• Recognizes sentences that have calculation impacts on other existing sentences to ensure an accurate manual
calculation is completed.

• Identifies and actions outstanding warrants for arrest and/or committal based on the results of a CPIC check
and/or information from an inmate.

• Updates ORCA continuously as documentation is received from courts and other criminal justice agencies.
• Verifies key dates produced by ORCA by completing manual calculations to ensure inmates are lawfully

detained and released.
• Performs manual sentence calculations to determine the accuracy of fine balances and release dates produced

by ORCA.
• Determines potential release eligibility and forwards file to the sentence administration supervisor for
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