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No: 05 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure  Inmate Movements 
between correctional centres and court complexes

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of the 
Crimes (Administration of Sentences) Act 1999
to lawful orders and any staff member who intentionally disobeys or disregards this 
Instruction, or is found to be negligent in the performance of their duties, may be 
liable to disciplinary action under the Government Sector Employment Act 2013.

INSTRUCTION 

To support the health and safety of our staff and inmates it has been determined to 
limit transfers across the State to essential movements only and to cease non-urgent 
medical appointments until further notice.  

Essential movements of inmates at this time include: 
the movement of inmates from Court Cells to reception centres and then once
classified, out to gaols of classification. Ensuring the flow of remand bed
placements via escorts between centres and court complexes is critical;
urgent medical escorts (not COVID - 19 related);
the movement of high security inmates who pose an unacceptable risk in the
normal population and require Commissioner placement into the High Risk
Management Correctional Centre; and
a (not COVID - 19 related) transfer that is essential for the good order and
security of a correctional centre. Any such transfer requires the approval of
the Assistant Commissioner, Custodial Corrections or Assistant
Commissioner, Security and Intelligence.

The maintenance of ability to receive fresh custody inmates at the Metropolitan 
Remand and Reception Centre and other reception centres is critical. 

Peter Severin 
Commissioner 
22 March 2020 
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                                                              No: 06/ 2020

             
For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure  Suspension of 
social visits to NSW correctional centres

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the 
Government Sector Employment Act 2013. 

INSTRUCTION 

The suspension of social visits to all CSNSW correctional facilities pursuant to 
has been extended. 

This is designed to minimise the risk of transmission of COVID-19 to 
correctional centre staff and inmates.  Governors and Managers of Security of 
correctional centres must ensure that all staff and inmates are kept informed 
of these arrangements and the reasons for them.  

During this period, access to phone calls by inmates must be prioritised by 
Governors and Managers of Security, consistent with the security and safety 
operational requirements of the facility.  

These arrangements will be reviewed regularly and updated as necessary. 

Peter Severin 
Commissioner 
21 March 2020 
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Last updated 23/03/2020

Guidelines for resource management and service delivery 

There are three key principles on which these guidelines are based. Interpretation of 
the guidelines, and of Community Corrections policy, should use the principles as 
the context for decision making where a clear answer is not available.   

1. The safety of staff, the community and offenders is paramount. 

The COVID 19 pandemic creates circumstances where these objectives may 
need to be balanced with one another. For example, maintaining current 
methods of service delivery in this climate to minimise offender risks may in 
effect increase staff safety concerns. We need to manage the impact of 
COVID 19 on these staff safety concerns and well-being whilst fulfilling our 
obligations to the community. 

2. Service standards to be met via alternative service delivery methods. 

Face-to-face contact should be minimised, especially in circumstances where 
there is less control over the physical environment. Alternatives should be 
found where possible, and where risk can be adequately managed.  

3. Resource priority must be based on the highest risk. 

When resources are limited (e.g. reduced staff, or reduced access to other 
services) the highest risk cases must be given priority first.  

This means reducing services to other cases as needed to keep services 
proportional to resources available, and not overloading staff. Excessive 
stress leads to poor decision making and increases vulnerability to illness. 

The level of service delivery will depend on the availability of staff, as with current 
workload management, and will need to be constantly assessed. Reduced staff 
levels may not always equate to a need to reduce services.  

For example, if COVID 19 impacts on Police and Courts, the overall workload may 
reduce by a similar amount of any staffing reduction in Community Corrections.   

If staff are still at work (including work from home arrangements) and have 
manageable workloads then service delivery standards should still be met. This will 
be achieved through alternative methods of offender contact. Reductions in service 
levels should only occur if staffing resources are less than what is needed to manage 
demand.  

Managers will need to assess the impact of workload on staff through regular 
communication. Workload values may not accurately represent workload, in 
particular where strategies such as reduced contact are being used (ie workload 
values may be higher than actual workload).

found where possible, and where risk can be adequately managed.  found where possible, and where risk can be adequately managed.  

 Resource priority must be based on the highest risk.  Resource priority must be based on the highest risk. 

.g. reduced staff, or reduced access to other .g. reduced staff, or reduced access to other 
services) the highest risk cases must be given priority first.  services) the highest risk cases must be given priority first.  

This means reducing services to other cases as needed to keep services This means reducing services to other cases as needed to keep services 
proportional to resources available, and not overloading staff. Excessive proportional to resources available, and not overloading staff. Excessive 
stress leads to poor decision making and increases vulnerability to illnessstress leads to poor decision making and increases vulnerability to illness

there is less control over the physical environment. Alternatives should be there is less control over the physical environment. Alternatives should be 
found where possible, and where risk can be adequately managed.  found where possible, and where risk can be adequately managed.  

 Resource priority must be based on the highest risk.  Resource priority must be based on the highest risk. 

.g. reduced staff, or reduced access to other .g. reduced staff, or reduced access to other 
services) the highest risk cases must be given priority first.  services) the highest risk cases must be given priority first.  

This means reducing services to other cases as needed to keep services This means reducing services to other cases as needed to keep services 
proportional to resources available, and not overloading staff. Excessive proportional to resources available, and not overloading staff. Excessive 
stress leads to poor decision making and increases vulnerability to illnessstress leads to poor decision making and increases vulnerability to illness

The level of service delivery will depend on the availability of staff, as with current The level of service delivery will depend on the availability of staff, as with current 
workload management, and will need to be constantly assessed. Reduced staff workload management, and will need to be constantly assessed. Reduced staff 
levels may not always equate to a need to reduce services.  levels may not always equate to a need to reduce services.  

For example, if COVID 19 impacts on Police and Courts, the overall workload may For example, if COVID 19 impacts on Police and Courts, the overall workload may 
reduce by a similar amount of any staffing reduction in Community Corrections.   
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COVID 19 Guidelines:

Alternative Service Delivery

The following are guidelines for alternative means of service delivery to meet policy 
and service delivery requirements.  

Arrangements such as work from home may be used as appropriate, in consultation 
with management and any current COVID 19 directives. Arrangements for each 
location will be determined by local management. As a general rule, work from home 
is to be used as much as possible, while keeping the minimum staff on site 
necessary to ensure service delivery is maintained. This must include skeleton staff 
during business hours to respond to offenders reporting to the office. 

All staff should ensure that work from home plans include clear responsibilities and 
outcomes to be achieved. 

Compliance with any Health guidelines about hygiene measures must also occur at 
all times.  

Programs, drug and alcohol testing and other conditions 

All programs and drug and alcohol testing are to cease until further direction is 
issued. Many community based services such as AOD, mental health or other 
counselling may also not be available due to closures or service restrictions in other 
agencies. 

This may prevent some offenders from being able to comply with officer directions or 
conditions on their order.  

Offenders must be advised that they will not be disadvantaged, and will not be held 
at fault if their order contains conditions that are unable to be administered due to 
COVID 19. Officers should try to develop alternative strategies, including referrals to 
phone based support services, and direct intervention using PGI exercises over the 
phone.  

The exception to this will be where the inability to access a program or service 
results in a significant risk to community safety. This is very unlikely to be the case 
for most offenders on community based orders, and is more likely to apply to some 
T3 High offenders, including parolees and ESO offenders. Refer to guidelines on 
breaches below.  

Community service work 

All community service work is suspended until further direction is issued.  

All community service work offenders will be credited for the period during which 
work is shut down. Any adjustments can be recorded as an override at a point in 

 guidelines about hygiene measures must also occur at  guidelines about hygiene measures must also occur at 

Programs, drug and alcohol testing and other conditions Programs, drug and alcohol testing and other conditions 

All programs and drug and alcohol testing are to cease until further direction is All programs and drug and alcohol testing are to cease until further direction is 
issued. Many community based servicesissued. Many community based services such as AOD, mental health or other 
counselling may also not be available due to closures or service restrictions in other counselling may also not be available due to closures or service restrictions in other 

This may prevent some offenders from being able to comply with officer directions or This may prevent some offenders from being able to comply with officer directions or 

 guidelines about hygiene measures must also occur at  guidelines about hygiene measures must also occur at 

Programs, drug and alcohol testing and other conditions Programs, drug and alcohol testing and other conditions 

All programs and drug and alcohol testing are to cease until further direction is All programs and drug and alcohol testing are to cease until further direction is 
 such as AOD, mental health or other  such as AOD, mental health or other 

counselling may also not be available due to closures or service restrictions in other counselling may also not be available due to closures or service restrictions in other 

This may prevent some offenders from being able to comply with officer directions or This may prevent some offenders from being able to comply with officer directions or 

Offenders must be advised that they will not be disadvantaged, and will not be held Offenders must be advised that they will not be disadvantaged, and will not be held 
at fault if their order contains conditions that are unable to be administered due to at fault if their order contains conditions that are unable to be administered due to 
COVID 19. Officers should try to develop alternative strategies, including referrals to COVID 19. Officers should try to develop alternative strategies, including referrals to 
phone based support services, and direct intervention using PGI exercises over the 
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time where work is in a position to resume, as suspension may be ongoing. Further 
direction regarding calculation of work credit, such as hours to be credited, will be 
issued at a later date.  

Offenders must be directed to ensure they advise Community Corrections of any 
changes to contact details, and that they will be notified if work resumes.  

Any orders expiring in the interim may be discharged as completed, with the closure 
of work due to COVID 19 noted as the reason for discharging any outstanding hours.   

Staff involved in the administration of community work (ie field officers, CSOAAs) 
should be used to support other activities where possible.   

Case plans 

Case plans should be maintained for all supervised offenders to ensure they 
accurately reflect the current risks the offender presents, and the strategies in place 
to manage the offender.  

updating the case plan as supervision progresses  rather than waiting for the review 
date.  

With increased risk of larger numbers of staff becoming sick, up to date case plans 
and clear action plans (using the RIDA format) will become essential to allow others 
to quickly and efficiently take over supervision.  

Home visits 

Home visits are to only undertaken for T2 High, T3 Medium High and T3 High risk 
offenders. No visits to other offenders are required, unless there are specific risk 
factors that cannot be adequately managed through phone reporting and third party 
enquiries. Visits should not proceed if there are concerns regarding staff safety that 
cannot be mitigated. In these circumstances the Manager must be advised.  

may be undertaken using video calls (i.e. using a smartphone) in place 
of physical visits (i.e. for those offenders where an actual home visit is no longer 
required). This may include asking the offender to show the officer around their 
residence and interview co-residents. This may not always be possible or practical 
for all offenders, depending on what devices they have and whether they agree, but 
should be considered as an option.  

The technology used will depend on the devices being used by the office (e.g. 
iPhone, Android) and by the offender, but might include Facetime or Skype. 
Reasonable directions regarding use of smartphones to facilitate visits may be given 
if necessary to manage a particular risk. Staff must ensure they are not using 
personal accounts to contact offenders.    

Any offender who has specific risk factors or circumstances where it is foreseeable 
that a home visit may be needed at some point (even if the specific situation that 

updating the case plan as supervision progresses  rather than waiting for the review updating the case plan as supervision progresses  rather than waiting for the review 

With increased risk of larger numbers of staff becoming sick, up to date case plans With increased risk of larger numbers of staff becoming sick, up to date case plans 
and clear action plans (using the RIDA format) will become essential to allow others and clear action plans (using the RIDA format) will become essential to allow others 
to quickly and efficiently take over supervision.  to quickly and efficiently take over supervision.  

Home visits are to only undertaken for T2 High, T3 Medium High and T3 High risk Home visits are to only undertaken for T2 High, T3 Medium High and T3 High risk 
offenders. No visits to other offenders are required, unless there are specific risk offenders. No visits to other offenders are required, unless there are specific risk 

updating the case plan as supervision progresses  rather than waiting for the review updating the case plan as supervision progresses  rather than waiting for the review 

With increased risk of larger numbers of staff becoming sick, up to date case plans With increased risk of larger numbers of staff becoming sick, up to date case plans 
and clear action plans (using the RIDA format) will become essential to allow others and clear action plans (using the RIDA format) will become essential to allow others 
to quickly and efficiently take over supervision.  

Home visits are to only undertaken for T2 High, T3 Medium High and T3 High risk Home visits are to only undertaken for T2 High, T3 Medium High and T3 High risk 
offenders. No visits to other offenders are required, unless there are specific risk offenders. No visits to other offenders are required, unless there are specific risk 
factors that cannot be adequately managed through phone reporting and third party factors that cannot be adequately managed through phone reporting and third party 

Visits should not proceed if there are concerns regarding staff safety that Visits should not proceed if there are concerns regarding staff safety that 
cannot be mitigated. In these circumstances the Manager must be advised.  cannot be mitigated. In these circumstances the Manager must be advised.  

may be undertaken using video calls (i.e. using a smartphone) in place may be undertaken using video calls (i.e. using a smartphone) in place 
.e. for those offenders where an actual home visit is no longer 
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may trigger a visit has not yet arisen) must have this identified in their case plan. The 
specific risk or issue the visit would be targeting must be clearly identified.  

This will enable Managers and Directors to make a sound assessment of whether a 
home visit is needed if a crisis arises in the absence of the supervising officer.  

Community interviews 

Interviews at the office are lower risk than home visits, as the physical environment 
can be more easily controlled to ensure appropriate standards of hygiene and 
distancing.  

Nonetheless, interviews at the office should be minimised, with offenders being 
moved onto phone reporting wherever possible. This should include use of video 
interview where available.  

This is both in order to reduce the number of persons at the office, as well as to 
reduce the need for offenders to travel to the office, in particular using public 
transport.  

Phone reporting should continue to include use of intervention activities such as PGI. 
There are numerous phone based counselling and support services which deliver 
services exclusively via the phone. Although phone contact can be more challenging, 
intervention work will mean we are continuing to meet our aim to change offender 
behaviour. 

For offenders who may be at elevated risk due to anxiety over COVID 19, or 
increased stress due to containment in their home, maintaining the intervention role 
will be especially important. It may be appropriate to increase frequency of contact 
with offenders who are particularly isolated.  

Strategies and experiences in adapting to a phone based role should be discussed 
amongst teams or offices, and the Practice Manager.  

Where interviews may continue to occur 

Instances where interviews at the office may be appropriate include offenders who: 

 are reporting for the first time either from court or custody  
 do not have access to a phone  
 have a specific and significant risk factor that cannot be addressed by 

phone reporting (and would be addressed by reporting in person) 
 present with a crisis needing immediate attention   

Offenders reporting direct from court or following release from custody should be 
seen at the time they report (i.e. not given a future reporting date) to reduce the need 
for further reporting.  

Where possible this interview should be done by the officer that the offender will be 
allocated to, although it is noted this may not be feasible if on site staff levels are 

Phone reporting should continue to include use of intervention activities such as PGI. Phone reporting should continue to include use of intervention activities such as PGI. 
There are numerous phone based counselling and support services which deliver There are numerous phone based counselling and support services which deliver 
services exclusively via the phone. Although phone contact can be more challenging, services exclusively via the phone. Although phone contact can be more challenging, 
intervention work will mean we are continuing to meet our aim to change offender intervention work will mean we are continuing to meet our aim to change offender 

For offenders who may be at elevated risk due to anxiety over COVID 19, or For offenders who may be at elevated risk due to anxiety over COVID 19, or 
increased stress due to containment in their home, maintaining the intervention role increased stress due to containment in their home, maintaining the intervention role 
will be especially important. It may be appropriate to increase frequency of contact will be especially important. It may be appropriate to increase frequency of contact 
with offenders who are particularly isolated.  with offenders who are particularly isolated.  

Phone reporting should continue to include use of intervention activities such as PGI. Phone reporting should continue to include use of intervention activities such as PGI. 
There are numerous phone based counselling and support services which deliver There are numerous phone based counselling and support services which deliver 
services exclusively via the phone. Although phone contact can be more challenging, services exclusively via the phone. Although phone contact can be more challenging, 
intervention work will mean we are continuing to meet our aim to change offender intervention work will mean we are continuing to meet our aim to change offender 

For offenders who may be at elevated risk due to anxiety over COVID 19, or For offenders who may be at elevated risk due to anxiety over COVID 19, or 
increased stress due to containment in their home, maintaining the intervention role increased stress due to containment in their home, maintaining the intervention role 
will be especially important. It may be appropriate to increase frequency of contact will be especially important. It may be appropriate to increase frequency of contact 
with offenders who are particularly isolated.  with offenders who are particularly isolated.  

Strategies and experiences in adapting to a phone based role should be discussed Strategies and experiences in adapting to a phone based role should be discussed 
amongst teams or offices, and the Practice Manager.  amongst teams or offices, and the Practice Manager.  

Where interviews may continue to occur Where interviews may continue to occur 

Instances where interviews
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low. This interview should focus on obtaining offender contact details, details of 
significant others, establishing rapport, and setting expectations regarding 
supervision and reporting obligations.  

Offenders should only be admitted to an interview room if adherence to current 
Health guidelines for hygiene are able to be observed. This includes ensuring that 
offenders are asked the screening questions prior to admission to interview. 

Strategies such as use of program rooms (i.e. a larger space to maintain adequate 
distance), or interviewing offenders at the counter may be used to minimise risk as 
deemed appropriate.  

If there is any concern that the offender may have been exposed to COVID 19, the 
offender should be briefly spoken to at the counter to be instructed to phone their 
nearest medical clinic / GP for further advice, and given details to call back once they 
have done so.  

In the event that there are no staff working from the office, due to a full shutdown or 
all staff working remotely, clear signage should be arranged to provide instructions to 
offenders who attempt to report. This includes reporting centres that are unable to be 
maintained.  

Inmate interviews and pre-release 

All offenders being admitted into custody are being screened for COVID 19.  

However, movement must be minimised to reduce the risk of transmission of COVID 
19 into a Correctional Centre by a staff member. Where possible inmate interviews 
should occur AVL or phone from outside of the Centre.  

This may not always be possible, depending on technology, staffing, competing 
demands from other inmate services, and other arrangements at each correctional 
centre.  

Managers will need to determine the most appropriate arrangements at each Centre, 
in consultation with Centre management.  

In some cases, face to face contact may be the only viable option. This should only 
proceed if appropriate hygiene safeguards are implemented, in line with current 
Health guidelines. 

Where there is limited access to inmates, such as limited AVL placements, not all 
inmates may be able to be accessed. Priority regarding which inmates are contacted 
first must be guided by the priority indicated in the prelease stages (PR1 PR2 and 
PR3). In general, SPA inmates should be prioritised over statutory releases.   

Pre-release inquiries with any proposed co-residents should occur via the phone, 
rather than home visits. Risk Mitigation Plans should still be completed by the 
community, and appropriate consideration will need to be given to what is practical 
given COVID 19 restrictions.  

offenders who attempt to report. This includes reporting centres that are unable to be offenders who attempt to report. This includes reporting centres that are unable to be 

All offenders being admitted into custody are being screened for COVID 19.  All offenders being admitted into custody are being screened for COVID 19.  

However, movement must be minimised to reduce the risk of transmission of COVID However, movement must be minimised to reduce the risk of transmission of COVID 
19 into a Correctional Centre by a staff member. Where possible inmate interviews 19 into a Correctional Centre by a staff member. Where possible inmate interviews 
should occur AVL or phone from outside of the Centre.  should occur AVL or phone from outside of the Centre.  

all staff working remotely, clear signage should be arranged to provide instructions to all staff working remotely, clear signage should be arranged to provide instructions to 
offenders who attempt to report. This includes reporting centres that are unable to be offenders who attempt to report. This includes reporting centres that are unable to be 

All offenders being admitted into custody are being screened for COVID 19.  All offenders being admitted into custody are being screened for COVID 19.  

However, movement must be minimised to reduce the risk of transmission of COVID However, movement must be minimised to reduce the risk of transmission of COVID 
19 into a Correctional Centre by a staff member. Where possible inmate interviews 19 into a Correctional Centre by a staff member. Where possible inmate interviews 
should occur AVL or phone from outside of the Centre.  should occur AVL or phone from outside of the Centre.  

This may not always be possible, depending on technology, staffing, competing This may not always be possible, depending on technology, staffing, competing 
demands from other inmate services, and other arrangements at each correctional demands from other inmate services, and other arrangements at each correctional 

Managers will need to determine the most appropriate arrangements at each Centre, Managers will need to determine the most appropriate arrangements at each Centre, 
in consultation with Centre management.  in consultation with Centre management.  
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Third party contacts 

Third party contacts should continue to occur, as in most cases these are already 
conducted by phone or e-mail.  

There may be fewer service providers available to conduct checks with, due to 
closure of other agencies.  

A high frequency of contact with a single third party, such as a co-resident or partner, 
should not occur solely for the purpose of meeting SDS. However, in some cases 
increased contact may be appropriate, in particular where the third party is willing to 
engage and is residing with the offender. 

A risk based approach must be applied, including assessment of what information 
the third party will be able to provide and the likely impact of frequent calls of their 
willingness to cooperate. The focus of third party inquiries should be on monitoring of 
risk factors and supporting behaviour change strategies.  

Suspension 

Suspension may occur by notifying the offender in writing via letter, e-mail or text 
that their supervision conditions are being suspended. The offender does not need to 
sign the Offender Active Orders Report. 

Where possible confirmation should be obtained from the offender that they are 
aware of the suspension. This may be done verbally or via return letter, email or text. 
If reasonable efforts to obtain a response from the offender are unsuccessful, 
suspension may still proceed   

Responses to breach or inability to supervise 

In circumstances where offenders are unable to be contacted after reasonable 
efforts via phone, text, e-mail or letter, breach action may be taken as usual.  

For offenders on parole or RHD, revocation may be sought if there is a serious and 
immediate risk to community safety, as per existing policy. This may include 
circumstances where inadequate supervision is able to be provided due to COVID 
19 measures and there is a clear and identifiable risk as a result.  

Any breach or application for revocation should clearly identify the risk to the 
community, and the reasons why it cannot be adequately managed.  

If the offender has ceased contact but the offender does not present a significant risk 
to community safety, then this must be stated in the report.  

This will allow courts and SPA to differentiate between matters of community safety 
and those which can be de-prioritised. Minimising returns to custody for technical 
breaches, where community safety is not at risk, will assist with the management of 
COVID 19 in Correctional Centres.   

Suspension may occur by notifying the offender in writing via letterSuspension may occur by notifying the offender in writing via letter
that their supervision conditions are being suspended. The offender does not need to that their supervision conditions are being suspended. The offender does not need to 

Where possible confirmation should be obtained from the offender that they are Where possible confirmation should be obtained from the offender that they are 
aware of the suspension. This may be done verbally or via return letter, email or text. aware of the suspension. This may be done verbally or via return letter, email or text. 
If reasonable efforts to obtain a response from the offender are unsuccessful, If reasonable efforts to obtain a response from the offender are unsuccessful, 
suspension may still proceed   suspension may still proceed   

Responses to breach or inability to supervise Responses to breach or inability to supervise 

Suspension may occur by notifying the offender in writing via letterSuspension may occur by notifying the offender in writing via letter, e, e-mail or text 
that their supervision conditions are being suspended. The offender does not need to that their supervision conditions are being suspended. The offender does not need to 

Where possible confirmation should be obtained from the offender that they are Where possible confirmation should be obtained from the offender that they are 
aware of the suspension. This may be done verbally or via return letter, email or text. aware of the suspension. This may be done verbally or via return letter, email or text. 
If reasonable efforts to obtain a response from the offender are unsuccessful, If reasonable efforts to obtain a response from the offender are unsuccessful, 

Responses to breach or inability to supervise Responses to breach or inability to supervise 

In circumstances where offenders are unable to be contacted after reasonable In circumstances where offenders are unable to be contacted after reasonable 
efforts via phone, text, e-mail or letter, breach action may be taken as usual.  efforts via phone, text, e-mail or letter, breach action may be taken as usual.  

For offenders on parole or RHD, revocation may be sought if there is a serious and For offenders on parole or RHD, revocation may be sought if there is a serious and 
immediate risk to community safety, as per existing policy. This may include immediate risk to community safety, as per existing policy. This may include 
circumstances where inadequate supervision is able to be provided due to COVID 
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Note that court operations will also be impacted by COVID 19. Breaches for failure to 
report on community based sentences for less serious offences may not be given 
priority in court listings. Courts are also likely to take into account COVID 19 
concerns by offenders as a reason for not maintaining contact. Breach reports 
should, where possible, demonstrate these concerns have been addressed.  

Court reports 

Court reports may be prepared using alternative strategies as described above. 

Supervision plans must identify that restrictions on interviews and service availability 
will occur while COVID restrictions are in place, and will be reassessed once 
restrictions are lifted. Plans should continue to identify relevant strategies that can be 
put in place (e.g. PGI via phone, and referrals still available). 

Offenders may still be assessed as suitable for community service work in 
sentencing assessments reports, but the report must note that work has been 
suspended due to COVID 19 and the offender will be credited on a weekly basis until 
restrictions are lifted. 

Drug Court 

Drug Court service delivery should be guided by risk management principles outlined 
in this document, and will need to be adjusted in line with changes occurring within 
the Court.  

High risk, ESO and THRO offenders 

Wherever possible, management of T2/T3 High, T3/Medium High and ESO 
offenders must not be compromised. While alternative methods such as phone 
reporting may still be used, increased frequency of contact to should be considered 
to compensate for reduced reporting, if resources permit.  

For ESO teams some offenders may need to be referred for management by 
community offices early on if staff levels reduce, as none of the Stages will apply. 

Electronic monitoring 

Electronic monitoring should be maintained unless suspension or removal is 
indicated in the Stages. Latex gloves, must be worn when fitting or removing 
equipment, and Health guidelines adhered to at all times.  

In circumstances where it is unsafe to remove an anklet, such as where an offender 
is infected with COVID 19, removal may occur by any means necessary. This may 
include options such as medical staff cutting the anklet off if an offender is admitted 
for treatment.  

Any anklets being returned to EEMG must be sealed securely in a robust plastic bag.  

COVID 19 Guidelines:

Drug Court service delivery should be guided by risk management principles outlined Drug Court service delivery should be guided by risk management principles outlined 
in this document, and will need to be adjusted in line with changes occurring within in this document, and will need to be adjusted in line with changes occurring within 

 and THRO offenders  and THRO offenders 

Wherever possible, management of T2/T3 High, T3/Medium High and ESO Wherever possible, management of T2/T3 High, T3/Medium High and ESO 
offenders must not be compromised. While alternative methods such as phone offenders must not be compromised. While alternative methods such as phone 

Drug Court service delivery should be guided by risk management principles outlined Drug Court service delivery should be guided by risk management principles outlined 
in this document, and will need to be adjusted in line with changes occurring within in this document, and will need to be adjusted in line with changes occurring within 

Wherever possible, management of T2/T3 High, T3/Medium High and ESO Wherever possible, management of T2/T3 High, T3/Medium High and ESO 
offenders must not be compromised. While alternative methods such as phone offenders must not be compromised. While alternative methods such as phone 
reporting may still be used, increased frequency of contact to should be considered reporting may still be used, increased frequency of contact to should be considered 
to compensate for reduced reporting, if resources permit.  to compensate for reduced reporting, if resources permit.  

For ESO teams some offenders may need to be referred for management by For ESO teams some offenders may need to be referred for management by 
community offices early on if staff levels reduce, as none of the Stages will apply. community offices early on if staff levels reduce, as none of the Stages will apply. 
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Resource Management

Stage management 

The following stages provide additional guidance over the existing stages in the 
Guide to Workload Management. Stages 1-3 contain minor updates from the existing 
Guide. Progression to each stage should only occur when the previous stage has 
been exhausted. Directors must be advised each time there is a change in the Stage 
being applied to the office.  

These stages should be used as guidelines in conjunction with existing resource 
management policy and any local BCPs.  

Stage 1 No significant stress.  

Implement alternative service delivery strategies, and ensure work is 
up to date and workload management strategies are being routinely 
applied to minimise the impact if there are sudden staff absences. 

Stage 2 Moderate resource stress. 

Some reductions are needed to maintain reasonable workload for staff, 
and integrity of service delivery  Reduce service levels in moderate risk 
/ moderate impact cases. 

Stage 3 High levels of resource stress. 

Aggressive reductions are needed to maintain reasonable workload for 
staff, and integrity of service delivery. Reduce service levels in 
moderate risk / moderate impact cases. 

Stage 4 Critical levels of resource stress. 

Resources are at a bare minimum. Focus on the most serious and high 
consequence activities, such as management of T3 High, and cease all 
other work  For ESO teams, identify alternative locations to supervise.  

Stage 5 Office shutdown. 

Divert offenders to other locations with some capacity, including remote 
phone reporting.  

Some reductions are needed to maintain reasonable workload for staff, Some reductions are needed to maintain reasonable workload for staff, 
and integrity of service delivery  Reduce service levels in moderate risk and integrity of service delivery  Reduce service levels in moderate risk 

Stage 3 High levels of resource stress. Stage 3 High levels of resource stress. 

Aggressive reductions are needed to maintain reasonable workload for Aggressive reductions are needed to maintain reasonable workload for 
staff, and integrity of service delivery. Reduce service levels in staff, and integrity of service delivery. Reduce service levels in 
moderate risk / moderate impact cases. moderate risk / moderate impact cases. 

applied to minimise the impact if there are sudden staff absences. 

Some reductions are needed to maintain reasonable workload for staff, Some reductions are needed to maintain reasonable workload for staff, 
and integrity of service delivery  Reduce service levels in moderate risk and integrity of service delivery  Reduce service levels in moderate risk 

Stage 3 High levels of resource stress. 

Aggressive reductions are needed to maintain reasonable workload for Aggressive reductions are needed to maintain reasonable workload for 
staff, and integrity of service delivery. Reduce service levels in staff, and integrity of service delivery. Reduce service levels in 
moderate risk / moderate impact cases. moderate risk / moderate impact cases. 

Stage 4 Critical levels of resource stress. Stage 4 Critical levels of resource stress. 

Resources are at a bare minimum. Focus on the most serious and high Resources are at a bare minimum. Focus on the most serious and high 
consequence activities, such as management of T3 High, and cease all consequence activities, such as management of T3 High, and cease all 
other work  For ESO teams, identify alternative locations to supervise.  other work  For ESO teams, identify alternative locations to supervise.  









































     C
    
                                                              No: 16 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure Personal 
Protective Equipment 

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the 
Government Sector Employment Act 2013.

INSTRUCTION 

The appropriate use of Personal Protective Equipment (PPE) during any
contact with an inmate suspected of having COVID-19 is critical for the health 
and safety of CSNSW staff.  

Measures when dealing with an inmate suspected of COVID-19

 Immediately isolate the inmate 
 Provide the inmate with a surgical mask 
 Contact Justice Health staff on site or After Hours NUM on 1300 076 

267

Interactions with a suspected or confirmed case of COVD-19

 Follow hand hygiene guidelines prior to putting on PPE 
 Apply PPE before entering the room/area. PPE includes a surgical 

mask, protective eyewear, disposable gloves and long sleeve gown 

After interactions with a suspected or confirmed case of COVD-19

 Remove and dispose of gloves and follow hand hygiene process 
 Remove and dispose of PPE and repeat hand hygiene process 
 Dispose of any contaminated items as per Local Operating Procedures 
 Decontaminate surfaces according to published COVID-19

Environmental Cleaning Guidelines 
 Decontaminate equipment using published fact sheet information 
 Repeat hand hygiene  



CSNSW PPE protocols are based on resources and advice provided by 
Justice Health and NSW Health and updated as required. 

Justice Health will advise of all appropriate infection control protocols. 

Governors, Managers of Security and General Managers are to ensure that 
health and safety advice including PPE is prominently displayed in 
workplaces. 

Governors, Managers of Security and General Managers are to continue to 
advise the Command Post of any PPE stock issues. 

Privately operated centre staff are to seek guidance from their health 
providers onsite. 

Peter Severin 
Commissioner 
28 March 2020 
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     C  Instruction 
    
                                                             No: 19 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure Expedited 
COVID-19 testing for correctional centre staff 

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the 
Government Sector Employment Act 2013.

INSTRUCTION 

Corrective Services NSW has been working with the Justice Health and 
Forensic Mental Health Network to ensure expedited COVID-19 test results 
for staff who work in correctional centres. Correctional centre staff at all 
locations are categorised 

Expedited test results support and inform your return to work and avoid 
prolonged anxiety. This is particularly helpful in the case of negative test 
results which can take longer to be returned to you.

In order to ensure your test is prioritised you must inform the person 
conducting the test you work in a high priority area in Corrective Services like 
a Correctional Centre, Court Escort Security, Security Operations Group etc.

This will ensure your test can be tracked. 

If you need to be tested present to a Local Health District COVID-19 
Assessment Centre  
(https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus-
clinics.aspx) 

Once you have been tested, in order to receive your result you must: 
 Email 

Use the subject line -



Include in the email confirmation of your consent, your full name, date 
of birth, and contact number. 

Strict confidentiality will be maintained at all times.  

The Population Health team will contact you with the result and advise you if 
you need to self-isolate or are clear to return to work.  

Note if you attend a private pathology clinic to have your test completed, 
Population Health will not have visibility and cannot prioritise your result.  

Peter Severin 
Commissioner 
13 April 2020 

  
T   
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Procedures for releasing offenders to parole 
under the COVID-19 emergency provisions 

1. Background

This document outlines the procedures for releasing offenders to parole under the 
COVID-19 emergency provisions set out in section 276 of the Crimes (Administration 
of Sentences) Act 1999. 

The provisions allow the Commissioner of Corrective Services NSW (CSNSW) to 
order parole for certain offenders who would not otherwise be eligible for parole, if 
the Commissioner is satisfied it is reasonably necessary due to the risk to public 
health or to the good order and security of a correctional premises for reasons 
arising from the COVID-19 pandemic.

The provisions may or may not be used, depending on the operational needs of 
CSNSW to manage COVID-19 related issues. If used, the provisions may be applied 
to a small or larger number of offenders, for example, all eligible offenders in a 
particular centre or all eligible offenders with 6 months or less to serve.

If the provisions are invoked, the procedures in this document will need to be 
implemented quickly and with the co-operation of several areas across CSNSW, 
including:

Classification and Placement

the Commissioner’s Office

Community Corrections

Corrections Research, Evaluation and Statistics (CRES)

Custodial Corrections
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 Offender Services and Programs

 a Secretariat in head office to co-ordinate administration 

 Sentence Administration 

 the State Parole Authority (SPA). 
 
The relevant Assistant Commissioners will advise their staff if the provisions are 
invoked.

Please send any enquiries about these procedures to 
 

 
 

2 Identifying eligible offenders

2.1 Legislative and policy criteria 

The legislation sets out which offenders are eligible to be released under section 276 
and which offenders are excluded from being released. 

Eligible offenders are those offenders whose: 

 health is at higher risk from the COVID-19 pandemic due to an existing 
medical condition or vulnerability

EPRD is within 12 months.

Excluded offenders are those offenders who:

are serving sentences for murder, serious sex offences, offences of a sexual 
nature and terrorism offences 

are serving life sentences

are serious offenders

are serving commonwealth sentences

 are subject to continuing detention orders 

 are national security interest inmates 

 are classified AA, A1, A2 or E1 (males) and 5, 4 or E1 (females). 
 
CSNSW has imposed additional policy restrictions on which offenders may be 
released. The current policy excludes offenders who: 

 are identified as high risk, based on a TRAS score of over 0.35 or an LSI-R 
rating of Medium-High or High 

 have had a Static 99-R or SOSA applied in the last 3 years 

 are due for parole consideration by SPA in the next 4 weeks 

 are serving a balance of parole 

 may be deported. 
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Before ordering parole, the Commissioner must have regard to: 

 the risks to community safety of releasing the offender

 the impact of the release of the offender on any victim whose name is 
recorded in the Victims Register 

 in the case of an offender who has previously been convicted of a domestic 
violence offence (within the meaning of the Crimes (Domestic and Personal 
Violence) Act 2007), the protection of the victim of the domestic violence 
offence and any person with whom the offender is likely to reside if released

 the availability of suitable accommodation for the offender if released. 
 
2.2 Generating the list of eligible offenders 

CRES will generate a list of all eligible offenders taking into account: 

 the eligibility criteria outlined above

 advice from Justice Health about vulnerable offenders 

 the extent to which the provisions will be applied based on advice from the 
Commissioner. 

 
2.3 Additional information to be provided by CRES 

On the list of eligible offenders, CRES will provide additional information that will be 
necessary when assessing offenders for release. This includes identifying offenders 
who: 

 are a public interest (PRLC) inmate 

 have an active immigration alert 

 have an active Victims Register alert 

 have a record of domestic violence offending in OIMS. 

2.4 Offender assessment groups

CRES will sort the eligible offenders into 3 assessment groups, Groups A, B and C, 
because there is a different assessment process for each group. The groups are as 
follows:

Group A includes offenders who have 6 weeks or less until their EPRD and 
are serving a fixed sentence or are a statutory release

Group B includes offenders who have more than 6 weeks until their EPRD 
and are serving a fixed sentence or are a statutory release

Group C includes offenders who are SPA releases.

2.5 Distributing the list of eligible offenders

CRES will send the list of eligible offenders to: 

the Community Corrections Policy Manager for Group A offenders

the relevant Parole Unit Managers for Groups B and C offenders

the Secretariat for all offenders.
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3 Assessing offenders

The assessing officer will collect information and complete the Emergency release 
coversheet (Annexure 1) for each assessment group, but the level of enquiries made
and assessment undertaken will be more extensive for Groups B and C.

3.1 Overview of assessment process for each group

For Group A, a brief desktop assessment will be undertaken without any contact 
with the offender or staff. The purpose of the assessment is to identify any significant 
risks, taking into account that the offender would otherwise be released within a 
short period even without an order under section 276. 
 
For Group B, the offender and relevant correctional centre staff will be contacted, 
but there will not be any assessment by the receiving Community Corrections 
location. The purpose of the assessment is to identify any significant risks, taking 
into account that section K7.6.3 of Community Corrections policy sets out 
procedures for managing offenders who are released without a risk mitigation plan. 
 
For Group C, the offender, relevant correctional centre staff and the receiving 
Community Corrections location will be contacted. The process will involve the usual 
risk mitigation plan process, including assessment and planning by the community 
location, but a pre-release report will not be prepared for SPA. This group may have 
additional conditions included on their parole order if required.

3.2 Administrative procedures for assessments 

For each group, the assessing officer must make a recommendation for or against 
parole. The assessment must be sent to the Secretariat with a recommendation by 
the due date. All assessments must be sent to the Secretariat as Word documents, 
and neither physical nor electronic signatures are required. 

3.3 Accessing inmates for assessments

Custodial Corrections staff must prioritise and facilitate access to offenders in 
Groups B and C to ensure that assessments can be undertaken and completed in a 
timely manner.

3.4 Checking immigration status

Before progressing with a Group A, B or C assessment, the assessing officer must 
check the offender’s immigration status. If the offender will be deported or taken into 
immigration custody, or their immigration matters are not yet resolved, the assessing 
officer does not need to proceed with the assessment. The assessing officer must 
instead: 

 complete the Details and Other issues sections of the Emergency release 
coversheet 
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 enter a comment in the coversheet indicating the OIMS source (e.g. case 
note) of the offender’s current immigration status 

 email the coversheet to  
 

4 Assessing Group A offenders 

4.1 Timeframes for Group A assessments

Group A assessments must be completed as soon as possible, within a maximum of 
1 week of the Community Corrections Policy Manager receiving the list of eligible 
offenders from CRES. 
 
4.2 Allocating Group A assessments

The Community Corrections Policy Manager must allocate Group A assessments to 
available Community Corrections Project Officers who have previous operational 
experience.
 
4.3 Registering Group A assessments

The Community Corrections Policy Manager must arrange for the Secretariat to 
register and assign Group A assessments in OIMS using the code ISO - SS276 - 
Short S276 assessment in the Admin Community caseload. 
 
4.4 Collecting information for Group A assessments 

The Project Officer must: 

 review the information provided by CRES 

 review recent reports, case notes, case plan and alerts in OIMS

 undertake an AVO check in Justicelink if the offender has a record of 
domestic violence offending in OIMS

 determine whether arrangements have been made for the offender’s release 
or a post-release address is available. 

 
If the offender does not have a post-release address, a Set 2 Go referral may be 
made at the time of release. 
 
4.5 Completing Group A assessments

For Group A offenders:

 the Project Officer must complete the Emergency release coversheet

 the Community Corrections Policy Manager must review the coversheet

 the coversheet must be emailed to . 
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5 Assessing Group B offenders 

5.1 Timeframes for Group B assessments

Group B assessments must be completed as soon as possible, within a maximum of 
1 week of the Parole Unit Manager receiving the list of eligible offenders from CRES. 

5.2 Allocating Group B assessments

The Parole Unit Manager must allocate Group B assessments to a Community 
Corrections Officer where possible. If needed, the Manager may contact the 
Regional Support Manager to determine if Offender Services and Programs staff are 
able to assist by undertaking Group B assessments. 

Parole Unit Managers must prioritise offenders who already have a completed Risk 
mitigation plan, and these offenders must not be allocated to a Services and 
Programs Officer. 

5.3 Registering Group B assessments

The Parole Unit Manager must arrange for an Administrative Assistant to register 
and assign Group B assessments in OIMS using the code ISO - S276 - Short S276 
assessment. 
 
5.4 Collecting information for Group B assessments 

For Group B: 

 a completed Risk mitigation plan means that parts A-D have been completed 
and the Parole Unit considers the plan appropriate

 Manager and Director approvals are not required 

 contact with the Community Office is not required. 
 
5.4.1 If the offender has a risk mitigation plan

If the offender has a completed Risk mitigation plan, the Community Corrections 
Officer does not need to collect any further information. 
 
5.4.2 If the offender does not have a risk mitigation plan 

If the offender does not have a completed Risk mitigation plan, the Community 
Corrections Officer or Services and Programs Officer must: 

 review the information provided by CRES 

 review recent reports, case notes, case plan and alerts in OIMS

 undertake an AVO check in Justicelink 

 find out where the offender intends to live 

 contact a co-resident to check for any significant risks 

 complete the Emergency release assessment (Annexure 2). 
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If the offender does not have a suitable post-release address, the Officer must refer 
the offender to Set 2 Go.

5.5 Completing Group B assessments 

5.5.1 If the offender has a risk mitigation plan 

For offenders who have a Risk mitigation plan: 

 the Community Corrections Officer must complete the Emergency release 
coversheet 

 the Community Corrections Officer must attach the Risk mitigation plan to the 
coversheet 

 the Unit Leader must review the coversheet and the plan 

 the coversheet and plan must be emailed to  

 the papers must be stored on the offender’s Case History 

 the Unit Leader must arrange for an Administrative Assistant to discharge the 
ISO. 

5.5.2 If the offender does not have a risk mitigation plan (CCO assessment) 
For offenders who do not have a Risk mitigation plan and the assessment was 
undertaken by a Community Corrections Officer: 

 the Community Corrections Officer must complete the Emergency release 
coversheet 

 the Community Corrections Officer must attach the Emergency release 
assessment to the coversheet 

 the Unit Leader must review the coversheet and the assessment 

 the coversheet and assessment must be emailed to 

 the papers must be stored on the offender’s Case History

 the Unit leader must arrange for an Administrative Assistant to discharge the 
ISO.

5.5.3 If the offender does not have a risk mitigation plan (SAPO assessment)

For offenders who do not have a Risk mitigation plan and the assessment was 
undertaken by a Services and Programs Officer:

 the Services and Programs Officer must complete the Emergency release 
coversheet 

 the Services and Programs Officer must attach the Emergency release 
assessment to the coversheet

 the Senior Services and Programs Officer must review the coversheet and the 
assessment 

 the coversheet and assessment must be emailed to 
 and to the Parole Unit Manager 
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 the Parole Unit Manager must arrange for the papers to be stored on the 
Offender’s Case History and for an Administrative Assistant to discharge the 
ISO.

6 Assessing Group C offenders

6.1 Timeframes for Group C assessments

Group C assessments must be completed as soon as possible, within a maximum of 
2 weeks of the Parole Unit Manager receiving the list of eligible offenders from 
CRES. 

6.2 Allocating Group C assessments

The Parole Unit Manager must allocate Group C assessments to a Community 
Corrections Officer. Parole Unit Managers must prioritise offenders who already 
have a completed Risk mitigation plan. 
 
6.3 Registering Group C assessments 

The Parole Unit Manager must arrange for an Administrative Assistant to register 
and assign Group C assessments in OIMS using the code ISO - FS276 – Full S276 
assessment. 
 
6.4 Collecting information for Group C assessments 

For Group C: 

 a completed risk mitigation plan means that parts A-D have been completed 
and the Parole Unit considers the plan appropriate 

 Manager and Director approvals are not required 

 partly completed pre-release reports are not required. 
 
6.4.1 If a pre-release report has been written 

If a pre-release report has been written but not yet considered by SPA, the 
Community Corrections Officer does not need to collect any further information. 

 
6.4.2 If the offender has a risk mitigation plan 
If the offender has a completed Risk mitigation plan, the Community Corrections 
Officer must contact the following staff to see if they have any specific concerns 
about the offender being released: 

 the centre’s Classification Coordinator 

 the offender’s Case Management Officer 

 any Offender Services and Programs staff currently working with the offender. 
 
6.4.3 If the offender does not have a risk mitigation plan 

If the offender does not have a completed Risk mitigation plan, the Community 
Corrections Officer must ensure the full risk mitigation plan process is undertaken as 
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outlined in section K7 of Community Corrections policy (except for Manager and 
Director approvals). 

The Community Corrections Officer must also contact the following staff to see if 
they have any specific concerns about the offender being released: 

 the centre’s Classification Coordinator 

 the offender’s Case Management Officer 

 any Offender Services and Programs staff currently working with the offender. 
 
6.5 Completing Group C assessments 

For Group C offenders: 

the Community Corrections Officer must complete the Emergency release 
coversheet 

the Community Corrections Officer must record any recommended additional 
parole conditions on the second page of the coversheet 

 the Community Corrections Officer must attach the Risk mitigation plan and 
the Pre-release report (if completed) to the coversheet 

 the Unit Leader must review the coversheet, plan and report (if completed) 

 the coversheet, plan and report (if completed) must be emailed to 
 

the papers must be stored on the offender’s Case History 

 the Unit Leader must arrange for an Administrative Assistant to discharge the 
ISO.

7 Processing assessments

After receiving an assessment package, the Secretariat must: 

 record that the assessment has been received 

 for Group A offenders, discharge the ISO

 save the assessment package into the offender’s Case History in EDRMS

 record the EDRMS document number on the coversheet

 forward the assessment package to the Assessment Panel. 
 
 

8 Reviewing assessments 

8.1 Assessment panels

An Assessment Panel comprising a representative from Community Corrections, 
Custodial Corrections and Offender Management and Programs will review all 
assessments. Multiple panels may be arranged as necessary depending on the 
volume of assessments to be completed. 
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The Assistant Commissioners must nominate panel members as follows:

 a Community Corrections Director

 a Custodial Director 

 a Regional Support Manager or Classification Manager.

8.2 Assessment panel meetings

The Community Corrections Director is responsible for arranging the Assessment 
Panel meetings which may be held by phone or video conference. The panel must 
meet as frequently as necessary to ensure that assessments are reviewed as quickly 
as possible. This may mean meeting daily if necessary. 

8.3 Making recommendations

The panel must review each application and make a recommendation for or against 
release to parole. The majority decision of the panel will proceed. 

If the panel recommends parole, the assessment will proceed to the Assistant 
Commissioner for endorsement. If the panel does not recommend parole, the 
assessment will not proceed any further.
 
If the panel requires further information before making a decision, the Community 
Corrections Director must refer the assessment back to the relevant Parole Unit 
Manager for follow up. 
 
8.4 Setting a release date 

If parole is recommended, the panel must nominate a release date for the offender. 
The release date must be 7 days from the date of the panel’s decision, unless a 
specific earlier or later date is appropriate (e.g. accommodation is available on a 
certain date).

8.5 Recording recommendations

The Community Corrections Director must record the panel’s recommendation on 
the Emergency release coversheet and email the coversheet and supporting 
documentation to  

9  Processing reviewed assessments 

After receiving an assessment package from a panel, the Secretariat must: 

 record that the reviewed assessment has been received

 save the reviewed coversheet as a new revision in EDRMS

 if the panel recommended parole, forward the assessment package to the 
Assistant Commissioner, Community Corrections
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 if the panel did not recommend parole for a Group B or Group C assessment, 
advise the Parole Unit Manager who must ensure the offender is advised of 
the decision.

10 Endorsing recommendations

The Assistant Commissioner, Community Corrections must review each assessment 
and endorse or not endorse the Assessment Panel’s recommendation.

If the Assistant Commissioner endorses a recommendation for parole, the 
assessment will proceed to the Commissioner for approval. If the Assistant 
Commissioner does not endorse the recommendation for parole, the assessment will 
not proceed any further.

The Assistant Commissioner must complete the Endorsement section of the 
Emergency release coversheet and email the coversheet to 

.

11 Processing endorsed assessments 

After receiving an endorsed assessment package, the Secretariat must: 

 record that the endorsed assessment has been received

 save the endorsed coversheet as a new revision in EDRMS

 if the Assistant Commissioner endorsed the recommendation for parole, 
forward the assessment package to the Commissioner’s Office at 

 if the Assistant Commissioner did not endorse a recommendation for parole 
for a Group B or Group C assessment, advise the Parole Unit Manager who 
must ensure the offender is advised of the decision. 

 
 

12 Approving assessments

The Commissioner must approve or decline all assessments. 

Before approving parole, the Commissioner must be satisfied that the assessment 
process has had appropriate regard to:

 risks to community safety

 the impact on any registered victims

 the protection of domestic violence victims

 the availability of suitable accommodation. 
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The Commissioner may also consider any other matters the Commissioner 
considers necessary.

The Commissioner must on the Emergency release coversheet: 

 record if parole is approved or declined 

 sign and date the coversheet. 

If parole is approved, the Commissioner must also: 

confirm the release date

for Group C offenders, confirm any additional parole conditions.

Staff from the Commissioner’s office will: 

 save the signed coversheet as a new revision in EDRMS 

email the signed coversheet to the Secretariat at 
 

 
 

13 Processing approved assessments 

After receiving an approved coversheet, the Secretariat must record that the 
approved assessment has been received. 

13.1 Additional processes if parole was approved 

If parole was approved, the Secretariat must: 

 register the parole order in OIMS using the code NCB - S276 - Section 276 
Parole Order 

 generate the Offender active orders report 

 send the Offender active orders report to the relevant: 

o Parole Unit 

o State Sentence Administration Unit 

o Manager of Services and Programs 

 if there is a registered victim, advise the Victims Register at 
 

 if there is a current domestic violence offence, advise the Women’s Domestic 
Violence Court Advocacy Program at  

13.2 Additional processes if parole was declined 

If parole was declined for a Group B or Group C offender, the Secretariat must 
advise the Parole Unit Manager who must ensure that the offender is advised of the 
decision. 
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13.3 Daily reconciliation of releases

At the end of each day, the Secretariat must send a list of all offenders who have 
been granted parole under section 276 to State Sentence Corporate at 

for reconciliation. 

14 Releasing offenders

14.1 Parole order and reporting arrangements

The Parole Unit should arrange for the offender to sign their parole order (i.e. the 
Offender active orders report) and issue reporting arrangements as normal, and 
provide the offender with the Section 276 parole information sheet (Annexure 3). The 
Parole Unit does not need to update the offender’s case plan before release.

The offender’s parole order and reporting arrangements must be provided to Inmate 
Records 3 days before the offender’s release date, unless otherwise negotiated with 
the Inmate Records Manager. 

If the Parole Unit has been unable to arrange for an offender to sign their parole 
order (because the Parole Unit’s resources have been compromised, the Parole Unit 
is unable to access the inmates, or releases need to be processed urgently), the 
Parole Unit Manager must advise the Inmate Records Manager and arrange for each 
inmate to be provided with the:

 Offender active orders report 

 Section 276 parole information sheet 

 Generic reporting arrangements (Annexure 4). 

14.2 State Sentence Administration processes

After receiving the Offender active orders report from the Secretariat, State Sentence 
Admin (SSA) staff will enter the release date into OIMS and process the release 
according to normal policy and procedures. 
 
SSA staff will advise the Secretariat and Parole Unit Manager if any changes to an 
offender’s status would prohibit their release under section 276 (e.g. new matters or 
appeals). 
 
SSA staff will also undertake quality assurance processes by: 

 reconciling the daily list of releases received from the Secretariat 

 ensuring that releases are correctly recorded as being released using the 
OIMS release code Commissioner’s parole order – COVID 19. 

14.3 Offender Service and Programs processes

After receiving the Offender active orders report from the Secretariat, the Manager of 
Services and Programs must ensure the NEXUS reintegration session is conducted 
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and reintegration services (e.g. housing, Centrelink, NDIS) are completed. 
Outstanding reintegration services must be case noted to ensure Community 
Corrections is aware of any pending needs.

14.4 Custodial processes 

After receiving advice from SSA about a release under section 276, Custodial 
Corrections will process releases according to normal policy and procedures with the 
exception of using the OIMS release code Commissioner’s parole order – COVID 19. 
 
If an offender has not signed their parole order, the releasing officer must: 

 ensure the offender signs the order 

 place a copy of the signed order on the offender’s Warrant File. 
 
 

15 Supervising offenders

Once a parole order is made under section 276, it works in the same way as other 
NSW parole orders, including for offenders who were originally subject to a fixed 
sentence. Community Corrections must manage offenders released under section 
276 according to section I of Community Corrections policy. 
 
There is one exception in that the Commissioner (in addition to SPA) has the power 
to vary or revoke parole orders made under section 276. Community Corrections 
Officers should send variation and breach reports to SPA as normal and will be 
notified if the Commissioner varies or revokes an order under section 276(6). 
 
 

16 Breaching offenders

16.1 Community Corrections breach processes

Community Corrections must manage breaches of parole orders made under section 
276 in the same way as other NSW parole orders, according to Section I4 of 
Community Corrections policy. 

If a breach report is submitted to SPA, the Community Corrections Officer must 
attach a copy of: 

 the Offender active orders report 

 the Emergency release coversheet signed by the Commissioner. 

16.2 Commissioner’s revocation processes

If the Commissioner revokes a parole order made under section 276, the 
Commissioner must provide the following details to the Secretary of SPA:

 the offender’s name and MIN

 the date the Commissioner revoked the order

 the reasons the Commissioner revoked the order.
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The Commissioner must also request the relevant Community Corrections Director 
to provide the following documents to the Secretary:

the Offender active orders report

the Emergency release coversheet signed by the Commissioner.

Once the above information is received, the Secretary must issue a warrant in 
accordance with section 276(9).

16.3 State Parole Authority breach processes 

After receiving a breach report from Community Corrections in relation to a parole 
order made under section 276, SPA will process the breach according to normal 
policy and procedures. 
 
16.4 Sentence Administration Corporate revocation processes 

After receiving advice from SPA that a parole order made under section 276 has 
been revoked, Sentence Administration Corporate will process the revocation 
according to normal policy and procedures.















































Division

Cost Centre

Business Unit/Cost Centre Name

Delivery Address

Product Type Product Item UOM Quantity Comments/Notes
Hand Sanitiser Large Pump Pack/Bulk container (alcohol based) (5L bottle) ea
Hand Sanitiser Personal Issue pack (alcohol based) (375ml bottle) ea
Hand Sanitiser Personal Issue pack (alcohol free) (375ml bottle) ea
Examination Gloves Nitrile Gloves S (powder free) box 100
Examination Gloves Nitrile Gloves M (powder free) box 100
Examination Gloves Nitrile Gloves L (powder free) box 100
Examination Gloves Nitrile Gloves XL (powder free) box 100
Examination Gloves Latex Gloves S (powder free) ox 100
Examination Gloves Latex Gloves M (powder free) bo 100
Examination Gloves Latex Gloves L (powder free) box 100
Examination Gloves Latex Gloves XL (powder free) box 100
Disinfectant / Cleaning Products Disinfectant Wipes (eg. isowipes) pkt
Disinfectant / Cleaning Products Liquid Disinfectant (Fincol) (5L bottle) ea
Disinfectant / Cleaning Products General Cleaning Liquid itres
Disinfectant / Cleaning Products Chux wipes roll ea
Disinfectant / Cleaning Products Sponges ea
Disinfectant / Cleaning Products Bio waste bags ea
Handwash/Soap General handwash (500ml bottle) ea
Handwash/Soap General handwash bulk litres
Handwash/Soap Antibacterial handwash litres
Handwash/Soap Soap Bar (>95grm) ea
Masks P2 / N95 ea
Masks General Surgical ea
Eyewear PPE glasses ea
Eyewear PPE goggles ea
Gowns / overalls BS Overalls XXL ea
Gowns / overalls BS Overalls XL ea
Gowns / overalls BS Overalls L ea
Gowns / overalls BS Overalls M ea
Gowns / overalls Surgical Gowns (d sposa e) ea
Paper Products Toilet Paper (sm ll rol s) ea
Paper Products Toilet Paper arge rolls) ea
Paper Products Paper towel (ro ) ea
Paper Products Paper towel (tri fold) ea
Paper Products Tissues ea

CENTRALISED ORDER FORM
Critical Goods

CSNSW

Address must be detailed and match
your ellipse delivery address

box
box 100
oxox 100

bobo 100100
boxbox

bottle)bottle)

handwashhandwash
(>95grm)(>95grm)

fold)
(ro )(ro )

PaperPaper argearge rolls)rolls)
Paper (sm ll(sm ll rol s)rol s)
Gowns (d sposa e)(d sposa e)

M eM e
L eL e

100
pkt
ea
itres
ea
ea
ea
ea
litres



Group Products

Group 1 Hand Sanitiser Large Pump Pack/bulk container
Personal Issue <100ml
Agency specific (e.g. spray refills)
Agency specific (eg non alcohol)

Group 2 Examination Gloves General use Gloves
Nitril Gloves
Medical Grade
Agency Specific (eg non disposable)

Group 3 Disinfectant Wipes Disenfectant Wipes (pack)
Liquid Disenfectant
General Cleaning Liquid
Sponges / Chux wipes roll
Bio waste bags
Agency Specific (eg dispenser)

Group 4 Handwash/Soap General handwash (eg 500ml)
General handwash bulk
Antibacterial handwash
Soap Bar (>95grm)
Agency Specific

Group 5 Masks P2 / N95
General Surgical
Agency Specific

Group 6 Eyewear PPE glasses
PPE goggles
Single use disposable
Agency Specific

Group 7 Gowns/Overalls Protective overalls (disposable)
Surgical Gowns

Group 8 Paper Products To let Paper (small oles)
Toilet Paper (la ge rolls)
Paper towels ( oll or tri fold)
Tissues (box)
Agency Specific (eg dispenser)

To letTo let PaperPaper
ToiletToilet

ProtectiveProtective overallsoveralls
SurgicalSurgical GownsGowns

use disposabledisposable
Agency SpecificSpecific

Paper (small(small oles)oles)
PaperPaper (la ge(la ge rolls)rolls)

Paper towelstowels ( oll( oll or
TissuesTissues (box)(box)
AgencyAgency SpecificSpecific

(disposable)(disposable)
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Group Products

Group 1 Hand Sanitiser Large Pump Pack/bulk container

Personal Issue <100ml

Agency specific (e.g. spray refills)

Agency specific (eg non alcohol)

Group 2 Examination Gloves General use Gloves

Nitril Gloves

Medical Grade

Agency Specific (eg non disposable)

Group 3 Cleaning Disenfectant Wipes (pack)

Liquid Disenfectant

General Cleaning Liquid Excluding Boost & Dishwash

Bio waste bags

Agency Specific (eg dispenser)

Group 4 Handwash/Soap General handwash (eg 500ml)

General handwash bulk

Antibacterial handwash

Soap Bar (>95grm)

Agency Specific

Group 5 Masks P2 / N95

General Surgical

Agency Specific

Group 6 Eyewear PPE glasses

PPE goggles

Single use disposable

Agency Specific

Group 7 Gowns/Overalls Protective overalls (disposable)

Surgical Gowns

Group 8 Paper Products Toilet Paper (small roles)

Toilet Paper (large rolls)

Paper towels (roll or tri fold)

Tissues (box)

Agency Specific (eg dispenser)

  - r
eplaced by 2020/68



Division

Cost Centre

Business Unit/Cost Centre Name

Delivery Address

Product Type Product Item UOM Quantity Comments/Notes
Hand Sanitiser Alcohol based hand sanitiser (950ml Flip Top) (Box of 12) box
Hand Sanitiser Alcohol based hand sanitiser (500ml Flip Top) (Box of 12) box
Hand Sanitiser Alcohol based hand sanitiser (375ml Pump Pack) ea
Hand Sanitiser Alcohol based hand sanitiser (100ml Personal Issue pack) (Box of 55) box
Hand Sanitiser Alcohol based hand sanitiser (50ml Personal Issue pack) (Box of 48) box
Hand Sanitiser Alcohol free hand sanitiser (375ml Pop Top) ea
Examination Gloves Nitrile Gloves S (powder free) box 100
Examination Gloves Nitrile Gloves M (powder free) box 100
Examination Gloves Nitrile Gloves L (powder free) box 100
Examination Gloves Nitrile Gloves XL (powder free) box 100
Examination Gloves Nitrile Gloves XXL (powder free) box 100
Examination Gloves Latex Gloves S (powder free) box 100
Examination Gloves Latex Gloves M (powder free) box 100
Examination Gloves Latex Gloves L (powder free) box 100
Examination Gloves Latex Gloves XL (powder free) box 100
Examination Gloves Vinyl Gloves S (powder free) box 100
Examination Gloves Vinyl Gloves M (powder free) bo 100
Examination Gloves Vinyl Gloves L (powder free) box 100
Examination Gloves Vinyl Gloves XL (powder free) box 100
Disinfectant / Cleaning Products Disinfectant Wipes (alcohol based) pkt
Disinfectant / Cleaning Products Disinfectant Wipes (alcohol free) pkt
Disinfectant / Cleaning Products Disinfectant Spray (Glen 20 equivale t) (box of 12) box
Disinfectant / Cleaning Products FINCOL Liquid Disinfectant ( L bottle) ea
Disinfectant / Cleaning Products Liquid Disinfect nt (hospi l grade) (5L bottle) (box of 4) box
Disinfectant / Cleaning Products Bio wa te bags ea
Disinfectant / Cleaning Products aundr bags (red dissolvable) ea
Handwash/Soap General handwash (500ml bottle) ea
Handwash/Soap General handwash (5L bottle) (box of 3) box
Handwash/Soap Antibacterial handwash (350ml bottle) ea
Handwash/Soap Antibacterial handwash (500ml bottle) (box of 8) box
Handwash/Soap Antibacterial handwash (5L bottle) ea
Handwash/Soap Soap Bar (>95grm) (box of 96) box
Masks P2 / N95 ea
Masks General Surgical (box of 50) box
Eyewear PPE glasses (reusable) ea
Eyewear PPE goggles (reusable) ea
Eyewear Faceshields (reusable) ea
Gowns / overalls BS Overall XXXL ea
Gowns / overalls BS Overalls XXL ea
Gowns / overalls BS Overalls XL ea
Gowns / overalls BS Overalls L ea
Gowns / overalls BS Overalls M ea
Gowns / overalls Surgical Gowns (disposable) ea
Gowns / overalls Foot covers (booties) ea
Paper Products Toilet Paper roll (2 ply) (pkt of 48) pkt
Paper Products Paper towel (roll) (pkt of 16) pkt
Paper Products Paper towel (tri fold) (box of 16) box
Paper Products Tissues ea

CENTRALISED ORDER FORM
Critical Goods

CSNSW

Address must be detailed and match
your ellipse delivery address

  - r
eplaced by 2020/68



     Commissioner’s Instruction 

    No: 40 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure – Amendment to the 
transfer of inmates confirmed COVID-19 positive  

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of the 
Crimes (Administration of Sentences) Act 1999. Commissioner’s Instructions 
amount to lawful orders and any staff member who intentionally disobeys or 
disregards this Instruction, or is found to be negligent in the performance of their 
duties, may be liable to disciplinary action under the Government Sector 
Employment Act 2013.

INSTRUCTION 

Commissioner’s Instruction 30/2020 ‘Transfer of inmates confirmed COVID-19 
positive’ is rescinded and replaced by this Commissioner’s Instruction.   

Commissioner's Instruction 18/2020 set out key requirements for Isolation Hubs 
established in each region where inmates with confirmed COVID-19 are to be 
placed. All inmates transferred into an Isolation Hub within a correctional centre 
will be managed under s78A of the CAS Act as per Commissioner's Instruction 
29/2020. 

Authorisation of inmate transfers to Isolation Hubs 

On the advice from the Justice Health and Forensic Mental Health Network 
(JH&FMHN) or the medical service providers at Parklea and Junee Correctional 
Centres that an inmate has tested positive to COVID-19, the inmate will be 
transferred as soon as practicable to an Isolation Hub in a correctional centre 
under s23 of the Crimes (Administration of Sentences) Act 1999 (CAS Act). This is 
a continuation of the current s23 transfer process. All transfers to Isolation Hubs 
are to be treated as urgent and undertaken by the Court Escort Security Unit 
(CESU). 

Inmate transfers 

The transport of inmates in and out of Isolation Hubs will be undertaken by the 
CESU in a single compartment within a transport vehicle. CESU Officers involved 
in the transfer of COVID-19 positive inmates will receive targeted training on 
Personal Protection Equipment (PPE), safe transport and vehicle 



decontamination. This training has been developed in conjunction with the 
JH&FMHN.  

Pick up inmate from correctional centre 

All paperwork, including the s23 order and s78A authority must be completed by 
reception room staff and provided to CESU officers upon arrival at the centre and 
prior to the inmate being moved. CESU 1Post must contact the reception room 
when they are nearing the centre to advise of their estimated time of arrival. 

Once advised of the estimated time of arrival, the OIC of the area that the inmate 
is housed in is to ensure that all non-involved persons are removed from the area 
prior to the movement of the inmate. 

Correctional centre officer/s must apply the below listed PPE prior to attending the 
inmate's cell for escort: 

• gown 
• face mask 
• eye protection 
• gloves 

The inmate who is to be escorted is to be provided with a face mask and directed 
to wear the PPE. Centre staff are to instruct the inmate to adhere to appropriate 
cough and sneeze etiquette by coughing and sneezing into their elbow.  
Correctional centre officers are to provide the inmate with a plastic tub(s) and 
direct the inmate to pack approved property items for use in cell prior to escort. 
This property may include: 

• approved religious texts 
• photographs 
• food from inmate buy up 
• library books 
• pen and paper 
• their television (if not fixed) 

Correctional centre officers are to then exit the cell, secure the cell door and await 
the CESU officers. 

The CESU officers are to exit the vehicle and secure their firearms as per CESU 
procedure. CESU officers are also to secure their duty belt in the vehicle cabin 
prior to exiting the vehicle. CESU staff are then to receive and process the 
documentation from the reception room and secure it in the vehicle as per 
Reception Room procedures. 

CESU officers must wash their hands with soap and running water for at least 20 
seconds prior to putting on their PPE. If unavailable, staff should disinfect their 
hands with alcohol-based hand sanitiser. The following PPE is to be worn: 



• gown 
• face mask 
• eye protection 
• gloves 

The OIC of the reception room must advise CESU officers prior to the escort of the 
pre-determined designated walk path for escorting the inmate through the 
complex. This is to reduce contacts and maintain inmate dignity. 

Correctional centre officers must accompany CESU officers to the inmate's cell to 
provide CESU officers with access to the cell and use the Warrant File to verify the 
inmate's identity. The number of correctional centre officers will be determined in 
accordance with the inmate's classification. 

The inmate must be strip-searched (s 17.1 Custodial Operations Policy and 
Procedures (COPP)) in their cell by the CESU officers prior to escort. If an 
inmate's condition makes strip searching prohibitive, CESU officers are to contact 
CESU 1Post providing all relevant information including any medical advice 
provided by Justice Health, for the OIC 1Post CESU to determine if a pat search 
with the use of electronic devices may be undertaken instead. The Senior 
Escorting Officer must record the reasons for not strip searching on the escort 
vehicle running sheet. 

CESU officers are to provide disposable gloves to the inmate and direct the inmate 
to put them on and pull them up over their wrists. Once the inmate's gloves are in 
place the CESU officer is to direct the inmate to stretch out their arms until their 
elbows lock and to turn their head away to apply mechanical restraints. 

The inmate’s property tub is then to be searched and any non-approved items 
removed to remain in the inmate’s cell.  Centre staff must secure the cell door. 

CESU officers are to escort the inmate via the advised walk path to the reception 
room or alternate identified location within the centre. The accompanying 
correctional centre officers must maintain practical social distancing protocols and 
minimise interaction with the inmate. 

CESU officers are to secure inmate and their property tub(s) in the transport 
vehicle. If there is any decline in the inmate's medical appearance Justice Health 
or the medial service provider at Parklea and Junee Correctional Centre is to be 
contacted immediately to assess the inmate's fitness to travel prior to the escort 
vehicle leaving the correctional centre. 

CESU officers must remove their PPE as per removal procedure and wash their 
hands with soap and water for at least 20 seconds. If unavailable, staff should 
disinfect their hands with alcohol-based hand sanitiser. 

Reception room staff are to undertake OIMS discharge as per current policy and 
procedures. 



Identified current CESU vehicles with appropriate air filtration will be used to 
conduct these escorts. 

Drop off inmate to Correctional Centre Isolation Hub 

The Governor or Manager of Security responsible for the correctional centre that 
houses the Isolation Hub is required to have an identified parking location and 
walk path for CESU officers to escort the inmate into the Isolation Hub. This 
information must be communicated to CESU upon arrival at the centre and prior to 
the escort. CESU 1Post is to phone ahead to advise the receiving centre of their 
approximate time of arrival. 

The designated correctional centre staff are to meet CESU officers at the 
designated entry point (gate) to ensure a controlled entry. The CESU officers and 
accompanying Correctional Officers must apply the following PPE: 

• gown 
• face mask 
• eye protection 
• gloves 

The designated walk path is to be cleared of all non-involved persons, to minimise 
unnecessary contact. 

CESU officers are to carry a decontamination bag with them to place the restraints 
in once they are removed from the inmate. 

Prior to removing the inmate from the vehicle, CESU officers must provide all 
documentation (including warrant file, s23 order, s78A authority, medical file) 
relating to the inmate to the accompanying Correctional Officers. 

The inmate and their property tub(s) is to be escorted by the CESU officers and 
accompanying correctional officers directly to the Isolation Hub and placed in the 
allocated isolation cell. 

CESU officers are to remove all restraints and place into a clearly marked 
decontamination bag within the allocated isolation cell and depart the cell. 
Correctional centre staff are to secure the cell door once the CESU officers have 
exited the cell. 

The OIC of the Isolation Hub is responsible for verifying inmate identity. 

CESU officers are to follow the designated pathway out of the Isolation Hub to a 
designated area and remove their PPE as per removal procedure and wash their 
hands with soap and water for at least 20 seconds. If unavailable, staff should 
disinfect-their hands with alcohol-based hand sanitiser. 



Decontamination of escort vehicles 

CESU officers are to apply appropriate PPE and decontaminate the identified cell 
within the vehicle. CESU officers must follow the procedure set out below for the 
disposal of PPE every time it is used. 

I. Remove PPE by following the steps outlined in the CSNSW "How to take 
off your PPE" document. Wash your hands with soap and water for at least 
20 seconds or hand sanitiser, between PPE removal steps if your hands 
become contaminated. 

II. Dispose of any single-use items in contaminated waste bins. If a 
contaminated waste bin is not available, items can be securely bagged and 
disposed of in a bin. 

III. All multi-use items (for example, eye wear), must be cleaned with soap and 
water followed by a disinfectant. 

IV. Staff must wash their hands with soap and running water for at least 
20 seconds after removing their PPE. If unavailable, staff should disinfect 
their hands with alcohol-based hand sanitiser. 

Procedure for escort from cell to cell within correctional centre 

Isolation Hub officers are to undertake all escorts within the correctional centre of 
COVID-19 positive inmates from their cell to the Isolation Hub. Isolation Hub 
officers involved in the transfer of COVID-19 positive inmates will receive targeted 
training on PPE and managing COVID-19 positive inmates. 

The s78A authority must be provided to the Isolation Hub officers prior to the 
inmate being moved from their cell. 

The OIC of the area that the inmate is housed in, is to ensure that all non- involved 
persons are removed from the area prior to the movement of the inmate. 

The inmate who is to be escorted is to be provided with a face mask and directed 
to wear the PPE. Centre staff are to instruct the inmate to cough and/or sneeze 
into their elbow. 

Correctional centre officers are to provide the inmate with a plastic tub(s) and 
direct the inmate to pack approved property items for use in cell. This property 
may include: 

• approved religious texts 
• photographs 
• food from inmate buy up 
• library books 
• pen and paper 
• their television (if not fixed) 

Any non-approved items are to be removed and remain in the inmate's cell and the 
cell door secured. 



Isolation Hub officers must wash their hands with soap and running water for at 
least 20 seconds prior to putting on their PPE. If unavailable, staff should disinfect 
their hands with alcohol-based hand sanitiser. The following PPE is to be worn 
prior to picking up the inmate from the cell: 

• gown 
• face mask 
• eye protection 
• gloves 

Correctional centre officers must accompany Isolation Hub officers to the inmate's 
cell to provide Isolation Hub officers with access to the cell and use the muster 
book to verify the inmate's identity. This limits the potential for centre keys to 
become contaminated. 

The number of correctional centre officers will be determined in accordance with 
the inmate's classification. The accompanying  correctional  centre officer/s must 
apply the above listed PPE prior to attending the inmate's cell for escort. 

The inmate must be strip-searched in their cell by the Isolation Hub officers prior to 
escort (procedures must comply with s17.1 of the COPP). If an inmate's condition 
makes strip searching prohibitive, the OIC of the isolation hub, taking into 
consideration any medical advice provided by JH&FMHN or the medial service 
provider of Parklea or Junee  Correctional Centre, may determine to conduct a pat 
search or make use of an electronic device. The OIC of the isolation hub must 
record the reasons for not strip searching on the inmate's case notes. 

Isolation Hub officers are to provide disposable gloves to the inmate and direct the 
inmate to put them on and pull them up over their wrists. Once the inmate's gloves 
are in place the Isolation Hub officer is to direct the inmate to stretch out their arms 
until their elbows lock and to turn their head away to apply mechanical restraints. 

The inmate's property tub is then to be searched and any non-approved items 
removed to remain in the inmate's cell. Centre staff must secure the cell door. 

Isolation Hub officers are to escort the inmate and their property, via the advised 
walk path, directly to the Isolation Hub. The accompanying correctional centre 
officers must maintain social distancing protocols and minimise interaction with the 
inmate. 

The escorting Isolation Hub officers are to then remove their PPE in a designated 
area following the procedure set out below for the disposal of PPE every time it is 
used. 

I. Remove PPE by following the steps outlined in the CSNSW "How to take 
off your PPE" document. Wash your hands with soap and water for at least 
20 seconds or hand sanitiser, between PPE removal steps if your hands 
become contaminated. 
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Commissioner’s Instruction

No: 58 / 2020

For the information of all CSNSW staff

Subject: Novel Coronavirus (COVID-19) Interim Measure – Management of 
inmate escorts for court locations

PREAMBLE

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999. Commissioner’s 
Instructions amount to lawful orders and any staff member who intentionally
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the
Government Sector Employment Act 2013.

INSTRUCTION

Commissioners Instruction No.11/2020 requires temperature testing for all 
inmates entering and exiting a correctional centre and highlights CSNSW 
legal obligation to ensure inmates attend court as required.

Correctional Centre and Court Escort Security Unit (CESU) Officers
must ensure a ‘Court Attendance Checklist’ is completed for every inmate 
being escorted from a correctional centre to attend court. 

All inmates must be screened by a Justice Health and Forensic Mental Health 
Nurse or Health provider in a privately managed centre prior to and on return
from a court escort.

Health screening by a Justice Health Nurse will be conducted either the night 
before, or on the day of the court escort. The health screening documentation 
will be attached to the court attendance checklist and be handed to the CESU
Officer prior to departure from the centre.

The steps involved in completing the checklist are:

Section 1 ‘Inmate Departure Details’ - This section is to be completed
by the reception room officers prior to the inmate leaving the centre.

Section 2 ‘Questionnaire’ – This section is to be completed by the
escorting CESU officers or OIC of the escort, prior to leaving the court
cell location.













     Commissioner’s Instruction
   
                                                              No: 62 / 2020

For the information of all CSNSW staff

Subject: Novel Coronavirus (COVID-19) Interim Measure – Use of face 
masks in correctional centres and other CSNSW work locations

PREAMBLE

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999  Commissioner’s 
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the
Government Sector Employment Act 2013.

INSTRUCTION

Due to the current rate of community based COVID-19 transmission, NSW 
Health has moved to a moderate risk status and directed Justice Health and 
Forensic Mental Health staff to wear face masks when dealing directly with 
inmates.

In recognition of this risk NSW Health has advised CSNSW that any person
dealing directly with inmates (or offenders in a residential centre) in a 
correctional centre or other CSNSW work location is required to wear a face 
mask at this time.

This measure is to reduce the risk of transmission from people who are in the 
pre-symptomatic phase of infection or who have an asymptomatic infection.

CSNSW and non-CSNSW personnel including those working in privately 
operated correctional centres must wear a face mask when:

entering any common area or area frequented by inmates including
streetways, yards, AVL

entering a cell or inmate housing area including court complexes and 
residential centres

transporting, interacting or having direct contact with an 
inmate/offender for any purpose, whether inside or outside of a
correctional setting
interacting with inmates through programs, education and industries

















            Commissioner’s Instruction 

          No: 65 / 2020

             For the information of all CSNSW staff 

Subject: Identification of offenders / inmates with previous Australian Defence 
Force (ADF) Service        

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999. Commissioner’s 
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the 
Government Sector Employment Act 2013.

INSTRUCTION 

This Instruction is issued in substitute of Commissioner’s Memorandum 
2016/23. 

In 2017, CSNSW implemented changes to ensure that inmates who had 
previously served in the Australian Defence Force (ADF) were provided with 
the opportunity to disclose this information and for it to be verified. Inmates 
must be provided with the opportunity to disclose this information. 

CSNSW is working with the Department of Veteran’s Affairs (DVA) and the 
Office of Veteran’s Affairs (OVA) to identify this cohort and provide 
appropriate referrals and supports to them. As part of release planning 
practices, prior ADF service should be noted when considering supports that 
may be available to the inmate 

An inmate’s claim of prior ADF service (whether they consent to a 
confirmation of services or not) should not be the sole basis for an inmate 
being to deemed at risk or changing their classification or placement. 

Fresh Custody Inmates 

The Inmate Identification and Observation Form (IIO) includes a question 
which allows an offender to self-disclose previous ADF service. While an 
offender is in the Court/Police Cells, the following process must occur: 



1. The offender must be asked if they were in the ADF. If the offender 
claims that they were in the ADF they must be provided with a Request 
for confirmation of service form and ‘Yes’ written against the question 
on the IIO. If the inmate states they were not in the ADF, ‘No’ should be 
marked next to the question. Inmates should be informed that there are 
referrals that can be made and supports available to them. 

2. Where the offender has provided their consent for confirmation of 
service, the completed form must be emailed to 

 by Court/Police Cell staff. The 
original must be attached to the IIO, which will be placed in the 
inmate’s Case Management File. 

Custodial Officers in the Court/Police Cells must make every effort to ensure 
this form is completed. However, if the inmate is moved to a correctional 
centre before the inmate has had the opportunity to complete the form; this 
must be noted on the IIO.  

Where an offender is received directly at a correctional centre, the above 
process must be completed as part of the reception screening process by 
Offender Management and Programs.   

Inmates currently in custody

1. Inmates who are currently in custody must be asked at their next 
engagement with their Case Management Officer if they have prior 
ADF service.  

2. If the inmate claims to have been in the ADF, they must be provided 
with a Request for confirmation of service form. Inmate should be 
informed that there are referrals that can be made and supports 
available to them. Inmates are not required to complete the form if they 
do not consent to this information being confirmed by the Department 
of Defence. 

3. Where the inmate has provided their consent, the completed form must 
be emailed to . The original must 
be placed in the inmate’s Case Management File.  

4. A case note must be entered stating that the inmate has been asked 
the question and the relevant action that has been taken. 

Recording of ADF service 

Sentence Administration Corporate (SAC) is responsible for providing the 
completing Request for confirmation of service form to the Department of 
Defence once it has been sent. 
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                                                              No: 68 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure Amendment to 
Centralised Procurement PPE Groups  

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999
Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the 
Government Sector Employment Act 2013.

INSTRUCTION 

Instruction 39 Centralised Procurement 
PPE Groups  is rescinded and replaced by this Commissioner s Instruction. 
The eight product categories listed below remain restricted. Specific products 
are centrally sourced as per the ordering list updated by the PPE team as 
products are returned to business as usual (BAU) by SEOCON. Changes to 
the list will be communicated by the PPE team. 

All CSNSW business areas including Custodial Corrections, Security & 
Intelligence, Community Corrections and Corrective Services Industries are to 
continue procurement of all items that fall under the following eight product 
groups via the centralised Department of Communities and Justice (DCJ) 
procurement process: 

1. Hand Sanitiser 
2. Examination Gloves 
3  Cleaning 
4. Handwash/Soap 
5. Masks 
6. Eyewear 
7. Gowns/Overalls 
8. Paper Products 

The PPE ordering list, updated regularly by the PPE team, will list the items 
within these product groups which are restricted to centralised procurement. 
When a product is returned to BAU for purchasing, the item will be identified 

This Instruction is issued in accordance with the provisions of section 235B of This Instruction is issued in accordance with the provisions of section 235B of 

Instructions amount to lawful orders and any staff member who intentionally Instructions amount to lawful orders and any staff member who intentionally 
disobeys or disregards this Instruction, or is found to be negligent in the disobeys or disregards this Instruction, or is found to be negligent in the 
performance of their duties, may be liable to disciplinary action under the performance of their duties, may be liable to disciplinary action under the 

 is rescinded and replaced by this Commissioner
The eight product categories listed below remain restricted. Specific products The eight product categories listed below remain restricted. Specific products 

 as per the ordering list updated by the PPE team as  as per the ordering list updated by the PPE team as 
 to business as usual (BAU) by SEOCON. Changes to  to business as usual (BAU) by SEOCON. Changes to 

the list will be communicated by the PPE team. the list will be communicated by the PPE team. 

All CSNSW business areas including Custodial Corrections, Security & All CSNSW business areas including Custodial Corrections, Security & 
Intelligence, Community Corrections and Corrective Services Industries are to Intelligence, Community Corrections and Corrective Services Industries are to 
continue procurement of all items that fall under the following eight product continue procurement of all items that fall under the following eight product 
groups via the centralised Department of Communities and Justice (DCJ) groups via the centralised Department of Communities and Justice (DCJ) 
procurement process: procurement process: 

 Hand Sanitiser  Hand Sanitiser 
2. Examination Gloves  Examination Gloves 
33  Cleaning  Cleaning 
4.4. Handwash/Soap  Handwash/Soap 
5.5. Masks 
6.
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No: 91 / 2020

For the information of all CSNSW staff 

Subject: Novel Coronavirus (COVID-19) Interim Measure  Continued 
suspension of in-person social visits 
______________________________________________________________  

PREAMBLE 

This Instruction is issued in accordance with the provisions of section 235B of 
the Crimes (Administration of Sentences) Act 1999. In the case of persons 
employed at managed correctional centres, this Instruction constitutes a 
direction given under section 241(2) of the Crimes (Administration of 
Sentences) Act 1999. 
and any staff member who intentionally disobeys or disregards this 
Instruction, or is found to be negligent in the performance of their duties, may 
be liable to disciplinary action under the Government Sector Employment Act 
2013. 

INSTRUCTION 

89 Novel Coronavirus  (COVID-19) Interim 
Measure  Temporary suspension of in-person social visits is rescinded and 

The temporary suspension of in-person social visits to all CSNSW correctional 
facilities will continue from Thursday 24 December 2020. This suspension is 
put in place to address the COVID-19 cluster in NSW and is designed to 
support the safety of staff as well as inmates and members of the community. 

Family and Friends video visits remain available for inmates. 

Further advice will be communicated before the recommencement of visits. 

Peter Severin 
Commissioner 
24 December 2020 

 Continued  Continued 

______________________________________________________________  ______________________________________________________________  
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