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OFFICIAL VISITOR APPLICATION PACKAGE

Thank you for your interest in the role of Official Visitor.

This application package contains information on how to apply to become an Official Visitor to a correctional centre or court cell facility.  

If you wish to also apply to become an Official Visitor for a juvenile justice centre, you must request a separate application package and submit a separate application.

Please read the information in this package carefully to determine whether the Official Visitor role is suitable for you.  Please also follow the application instructions in order to submit a valid application.

If you have any queries about any information contained in this package contact by email Natasha.Ginnivan@justice.nsw.gov.au  or phone 0476 812 356. 

The following documents are enclosed for your information and to assist you with your application 

· Application for Appointment Form
· Application Process and Checklist
· Information About Official Visitors
· Official Visitor Role Description
· Correctional Facility Information
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Role Description
Application Package 2023

	Application for Appointment as an Official Visitor
to a NSW Adult Correctional Facility 

	Family Name:   

	Other Names:  

	Preferred Name:  
	Title: (Dr, Mr, Ms etc) 
	

	Home Address:   

	Suburb/Town:
	
	NSW
	Postcode
	

	Postal  Address (if different from home address):  

	Suburb/Town:
	
	NSW
	Postcode
	

	Phone:
	(home)  
	(work)  

	Mobile:
	
	Email:
	

	Year of initial appointment as Official Visitor (if re-applying)
	

	Nominated Correctional Facility. See attached list of centres and description.
(by preference; up to four)

	1. 
	3. 

	2. 
	4. 

	Declaration:  I declare that:
· My application is all my own work
· The statements made in my application concerning my skills, experience, abilities and knowledge relevant to the appointment are truthful and accurate
· Any qualifications submitted with my application are certified copies of the original
· I am not employed as a member of staff of Corrective Services NSW, MTC-Broadspectrum, Serco Australia or the GEO Group Australia
· I am not to any extent responsible for the management of, or employed at or in connection with, a NSW correctional centre
· I do not have an interest in the management agreement for any NSW correctional centre


	Applicant Signature:
	
	Date:
	

	Diversity Details
If recommended for appointment, the following information is provided to the Department of Premier and Cabinet to meet documentation requirements for Government Boards and Committees

	Aboriginal or Torres Strait Islander 
	Y [   ]    N [   ]
	Disability
	Y [   ]    N [   ]

	Are you from a Non English Speaking Background?  Y [   ]    N [   ]

	[bookmark: Text13]Ancestry (please specify and provide more than one ancestry if necessary)  





APPLICATION PROCESS

Corrective Services’ Official Visitors

To apply for this role, you can submit an application by post or email.  

When applying you will need to:

1. Complete the Application for Appointment as an Official Visitor form.

2. Attach a resume (maximum 5 pages) outlining your previous experience.  We are also interested to know about any community or volunteer work you have done and any relevant life experience, so please include this type of information in your resume.

3. Email your completed application to Natasha.Ginnivan@justice.nsw.gov.au or post your completed application to:

The Official Visitor Coordinator
Inspector of Custodial Services
PO Box R1769
Royal Exchange NSW 1225
0447 991 590






APPLICATION CHECKLIST

Please use this checklist to ensure that you have completed all documents required for your application to be considered.

Documents to be completed and submitted:

· Completed Application for Appointment as an Official Visitor form
· Resume (maximum 5 pages) 


Application for Appointment form
INFORMATION ABOUT OFFICIAL VISITORS

Overview

Official Visitors are community representatives, and their role is to be independent observers of the custodial environment. They report on the conditions in correctional facilities and the types of issues that are of concern to inmates and staff.  Official Visitors work to resolve enquiries and complaints raised by inmates and staff at the local level.

Appointments

Official Visitors are appointed by the Minister for Counter Terrorism and Corrections for a period of up to four years.

Functions of the Official Visitor role

Official Visitors assigned to a correctional centre are normally required to visit once a month or once a fortnight. Official Visitors assigned to court cells are usually required to visit once a month, although some cell complexes require fortnightly visits due to the turnover and size of the facility.

While at the facility, Official Visitors take enquiries and complaints from inmates and try to resolve them at the local level by speaking to staff.  Official Visitors also examine the facility and make a note of conditions. 

Official Visitors are required to:
· Visit their assigned correctional facility regularly
· Clarify issues raised by, or on behalf of, inmates
· Make representations to management on behalf of inmates
· Advise inmates about actions taken and outcomes
· Meet with management at the start and conclusion of each visit to discuss any matters raised during discussions with inmates 
· Provide management with a list of items that could not be finalised at each visit
· Submit half yearly reports to the Minister, Inspector and Commissioner
· Maintain a diary recording details of visits
· Understand the functions and services of Corrective Services NSW 
· Establish a professional working relationship with staff of the correctional facility.

Legislation

The statutory appointment of Official Visitors and requirements of the role are set out in the Crimes (Administration of Sentences) Act 1999 and Crimes (Administration of Sentences) Regulation 2014.

Remuneration

Remuneration is paid according to the fee for Official Visitors approved by the Public Service Commission. Rates are $120 for a half day (up to four hours) and $239 for a full day (four or more hours). Official Visitors are also paid for the preparation of reports at the rate of one full day fee ($239) each quarter.  
 

Official Visitors who use their private vehicles are eligible to claim a rate per kilometre travelled – current klm rates 0.85 cents per klm. In order to be eligible for this allowance the Official Visitor must have a valid comprehensive insurance policy on the vehicle.  

Reports

Official Visitors are required to complete and submit electronic reports to the following (training will be provided):
· Minister for Corrections and Inspector of Custodial Services – a combined report is required every six months (end of June and December). 
· Commissioner of Corrective Services - a report, including statistics on the number of enquiries and complaints received, is required each quarter, (end of March; June; September; December) within 14 days of the end of the period.

Essential requirements

Official Visitors require a basic level of computer literacy.  Official Visitors need to have a computer to submit reports, and to send and receive emails. Official Visitors are also required to have a phone to communicate with the Official Visitor Coordinator.

Personal attributes

We are looking for people who are able to communicate with a wide variety of people, have a good understanding of people from different cultural backgrounds and who have shown a dedication to community work or working with disadvantaged people.  Official Visitors must also show a high level of honesty and integrity.

Criminal records checks

All recommended applicants will be required to undertake the following checks:
· NSW Police National Criminal History Record Check
· Contact with Offenders form
· Declaration of Criminal Charges and Offences form

A criminal record does not necessarily disqualify you from selection. If the criminal record check returns a result of concern, you will be given the opportunity to discuss the matter before a final decision is made.

Safety and security

The safety and security of people in the custodial setting is of paramount importance.  Official Visitors are subject to strict security requirements, as is everyone who enters the correctional environment. The following items are banned in correctional facilities – cameras, weapons, alcohol, drugs, tobacco and mobile phones.

Code of Conduct

A Code of Conduct for Official Visitors is provided to successful applicants. The Code of Conduct Undertaking must be signed and returned to the Inspector of Custodial Services before duties are commenced. 


Termination

The failure of an Official Visitor to carry out the duties, responsibilities and functions of the office may result in the termination of appointment, at the discretion of the Minister.  


	
	Correctional Facility 
	Location
	Visit Frequency

	1. 
	Albury Cells
	Albury
	Monthly

	2. 
	Amber Laurel Cells
	Emu Plains
	Monthly

	3. 
	Batemans Bay Cells
	Batemans Bay
	Monthly

	4. 
	Bathurst Correctional Centre
	Bathurst 
	Fortnightly

	5. 
	Bolwara Transitional Centre
	Emu Plains
	Monthly

	6. 
	Broken Hill Correctional Centre 
	Broken Hill
	Fortnightly

	7. 
	Cessnock Correctional Centre
	Cessnock
	Fortnightly

	8. 
	Compulsory Drug Treatment Correctional Centre 
	Parklea 
	Fortnightly

	9. 
	Cooma Correctional Centre 
	Cooma
	Fortnightly

	10. 
	Clarence Correctional Centre
	Lavadia
	Fortnightly

	11. 
	Dawn de Loas Correctional Centre 
	Silverwater
	Fortnightly

	12. 
	Dilwynia Correctional Centre 
	Windsor
	Fortnightly

	13. 
	Dubbo Cells
	Dubbo
	Monthly

	14. 
	Emu Plains Correctional Centre
	Emu Plains
	Fortnightly

	15. 
	Glen Innes Correctional Centre
	Glen Innes
	Fortnightly

	16. 
	Goulburn Correctional Centre 
	Goulburn
	Fortnightly

	17. 
	High Risk Management Correctional Centre
	Goulburn
	Fortnightly

	18. 
	Hunter Correctional Centre
	Cessnock
	Fortnightly

	19. 
	John Morony Correctional Centre 
	Windsor 
	Fortnightly

	20. 
	Junee Correctional Centre
	Junee
	Fortnightly

	21. 
	Kariong Correctional Centre 
	Kariong
	Fortnightly

	22. 
	Kirkconnell Correctional Centre
	Kirkconnell
	Fortnightly

	23. 
	Lismore Cells
	Lismore
	Monthly

	24. 
	Lithgow Correctional Centre
	Lithgow
	Fortnightly

	25. 
	Long Bay Hospital 
	Malabar
	Fortnightly

	26. 
	Macquarie Correctional Centre
	Wellington
	Fortnightly

	27. 
	Mannus Correctional Centre 
	Mannus
	Fortnightly

	28. 
	Mary Wade Correctional Centre
	Lidcombe
	Fortnightly

	29. 
	Metropolitan Remand & Reception Centre
	Silverwater 
	Fortnightly

	30. 
	Metropolitan Special Programs Centre
	Malabar
	Fortnightly

	31. 
	Mid North Coast Correctional Centre
	Kempsey
	Fortnightly

	32. 
	Moree Court Cells
	Moree
	Monthly

	33. 
	Newcastle Court Cells
	Newcastle
	Monthly

	34. 
	Oberon Correctional Centre
	Oberon
	Fortnightly

	35. 
	Outer Metropolitan Multi-Purpose Correctional Centre (Geoffrey Pearce)
	Windsor 
	Fortnightly

	36. 
	Parklea Correctional Centre 
	Parklea
	Fortnightly

	37. 
	Parramatta Transitional Centre 
	Parramatta 
	Fortnightly 

	38. 
	Port Macquarie Cells
	Port Macquarie
	Monthly

	39. 
	Queanbeyan Cells
	Queanbeyan
	Monthly

	40. 
	Shortland Correctional Centre
	Cessnock
	Fortnightly

	41. 
	Silverwater Women's Correctional Centre 
	Silverwater 
	Fortnightly

	42. 
	South Coast Correctional Centre
	Nowra
	Fortnightly

	43. 
	Special Purpose Centre 
	Malabar
	Fortnightly

	44. 
	St Heliers Correctional Centre
	St Heliers
	Fortnightly

	45. 
	Surry Hills Court Cells
	Surry Hills
	Fortnightly

	46. 
	Tamworth Correctional Centre
	Tamworth
	Fortnightly

	47. 
	Wagga Wagga Court Cells
	Wagga Wagga
	Monthly

	48. 
	Wellington Correctional Centre
	Wellington
	Fortnightly

	49. 
	Wollongong Court Cells
	Wollongong
	Monthly
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