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Scope 
This section applies to all correctional centres and other facilities administered by or 
on behalf of Corrective Services NSW (CSNSW). 

 It also applies to all CSNSW employees, and where relevant to other personnel such 
as, Justice Health & Forensic Mental Health Network (JH&FMHN), contractors, 
subcontractors, and visitors. 

For Security & Intelligence (S&I) staff, this policy must be read in conjunction with S&I 
Local Operating Procedures (LOPs).  

Requirements to upload data to evidence.com or share evidence from evidence.com 
may not apply to privately managed correctional centres who may have their own 
evidence management system and processes in place. 

While it is not mandated that privately managed correctional centres use 
evidence.com, other aspects of this policy document must be complied with. If there is 
any conflict with process related matters described in this document, and where there 
is reference to specific CSNSW business units, privately managed correctional 
centres should seek further advice from the relevant contract management team. 
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EDRMS Electronic Document and Records Management System. 
FM Functional Manager 
GM General Manager 
Governor For this policy a Governor includes (unless otherwise stipulated) a 

general manager of a contract managed correctional centre or a 
general manager of an operational unit of Security and Intelligence 
Branch. 

Hospitalisation Admission to a hospital for treatment. 
IRM Incident Reporting Module. 
IRM reporting 
officer 

An officer appointed by the Governor or OIC to complete an IRM 
incident report. 

IRM reviewing 
officer 

The FM or MOS at the correctional centre who reviews an IRM 
incident report for accuracy and completeness. 

LOPs Local Operating Procedures 
MOS Manager of Security 
OIC Officer in charge: the on-duty ranking correctional officer who is in 

charge of the correctional centre in the absence of the Governor, 
e.g. Manager of Security or Night Senior. 

OIMS  Offender Integrated Management System. 
OPRB Operational Performance and Review Branch 
Reportable 
incident 

Any serious incident or other incident listed in the annexure Table 
of Reportable Incidents. 

S&I Security and Intelligence, a branch of CSNSW 
Serious incident A serious incident is any incident that includes: 

• escape or attempted escape 
• death in custody 
• death of an employee 
• serious assault of any person resulting in hospital treatment 
• riot 
• hostage taking 
• major fire. 
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7 Document information 
Business centre: Custodial Operations 
Approver: Kevin Corcoran 
Date of effect: 16 December 2017 
EDRMS container: 18/7549 

Version Date Reason for amendment 
1.0 16/12/17 Initial publication (Replaces section 13.1 of the superseded 

Operations Procedures Manual). 
1.1 12/06/19 Inclusion to subsection [2.6] regarding use of Serious incident 

briefing note form. 
1.2 12/03/20 General formatting update and improvements 
1.3 13/07/21 Requirement for IRM Reviewing Officer to add their details in 

the Involved Parties field and answer specific questions for 
certain incident types in [3.3] IRM Reviewing Officer. This 
change is part of the update of the IRM – see ACCC Memo 
2021/12. 

1.4 23/03/23 Addition of subsection 4.4 – inclusion of all reports and 
documents and media on evidence.com 

  




