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Scope 
This section applies to all correctional centres and other facilities administered by or 
on behalf of CSNSW, all CSNSW employees, and where relevant to other personnel 
such as JH&FMHN, contractors and subcontractors.  

For Security and Intelligence (S&I) employees, this policy must be read in conjunction 
with S&I LOPs.
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1 Contact with staff on extended absence 
1.1 Extended work absences 
A senior manager, or an authorised officer, must make regular contact with a staff 
member who is absent from duty for an extended period of time (ten business days or 
more for planned or unplanned reasons, such as suspension, a coronial inquest, injury 
or a health condition, including maternity leave). 

The staff member’s direct line manager is responsible for contacting the staff member, 
including a Functional Manager (FM), Manager of Security (MOS) or Governor. There 
may be circumstances where other senior managers will be responsible for contacting 
staff, for example, a Director or Assistant Commissioner. Another officer may be 
authorised if the senior manager is involved in the circumstances of the absence.  

Contact must be fortnightly, unless:  

• the absence is three months or longer, in which case an alternative rate may be 
agreed, or  

• the staff member does not want to be contacted.  

The senior manager should determine with the staff member what their preferred 
method of communication is, for example, emails, telephone calls, or letters. 

All contact must be kept confidential and managed respectfully, and both successful 
and unsuccessful contact attempts must be recorded in a secure Electronic Document 
and Records Management System (EDRMS) container. When communicating with the 
staff member, the senior manager should consult them on how they are and on any 
supports they have in place. Staff members should receive workplace updates from 
senior managers where considered beneficial and helpful for reducing stress upon 
return to work.  

If the absence is due to suspension, investigation or coronial inquest, professional 
standards protocols must be followed and specific details relating to the 
investigation/inquest must not be discussed with the staff member. 

If the senior manager does not have the staff member’s personal contact details, they 
may be found on Ellipse or by contacting Human Resources (HR). 

Senior managers are able to seek advice from: 

• the Employee Assistance Program (EAP) - telephone on 1300 687 327 
• their direct manager, and 
• Human Resources by email to . 

They should also be aware of their own experience and feelings, and seek support if 
needed. 

The document, Contacting staff during extended absence – Guidelines for senior staff 
provides a script for initial contact that senior managers can use if desired, and a 
template for documenting contact or attempted contact (see Contact with staff 
member on leave log). 
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