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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), and all CSNSW employees. 
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1 Authorised contractor visitors  
1.1 Policy 
Contractors may only undertake work in a correctional centre or on a complex where 
they have received approval. The General Manager, State-Wide Operations (GM, 
SWO) will determine if a contractor’s application is approved. Contractors may also 
receive: 

• provisional approval by the Governor or Officer in Charge (OIC) of the 
correctional centre or complex when urgent works are required; or 

• approval from Prison Bed Capacity where they are involved in the Prison Bed 
Capacity Project. 

Where a contractor is approved to undertake work by the GM, SWO they will receive 
a letter of approval. Contractors must present evidence of approval where required. 

The application and approval process for a contractor may take up to six weeks to 
complete.  

If a contractor is required to complete urgent work during this period, the Governor or 
OIC of a correctional centre may provisionally permit access to the correctional 
centre, pending the outcome of the application sent to  

1.2 Application process 
Each individual contractor who intends to conduct work in a correctional centre or on 
a complex must apply by completing a: 

• Criminal Record Inquiry (Non-offenders) (CRI) form 
• Security awareness and declaration for contractors form 

Both completed forms must be sent to  for processing if approval 
is being sought from the GM, SWO.  

Contractors must note that a CRI must be witnessed by a CSNSW employee who 
will: 

• cite the contractor's original identification listed on the CRI 
• confirm that the person before them is the person photographed on the 

identify document  
• verify that the individuals identity, and information recorded on the 

identification documents matches the information included in the forms.  

If either of the forms are incomplete or completed incorrectly, they will not be 
accepted, and will be returned to the contractor. 

If the GM, SWO is satisfied with the result of the CRI and that the Security 
awareness & declaration for contractors has been completed correctly, an email will 
be sent to the contractor instructing them to complete the Brush Farm online security 
awareness course. 
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2 Quick links 
• Related COPP 
• Forms and annexures 
• Related documents 

3 Definitions 
CIG Corrections Intelligence Group 
Contact person This may be the individual contractor, the contractor’s 

employer or a staff member at a correctional centre who is 
handling the application 

COPP Custodial Operations Policy and Procedures 
CSNSW Corrective Services NSW 
GM, SWO General Manager, State-wide Operations 
OIC Officer in Charge of a correctional centre 
OIMS Offender Integrated Management System 
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4 Document information 
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