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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 and Forensic Mental Health Network (JH&FMHN), contractors, 
subcontractors, and visitors. 
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1 Fire safety and maintenance 
1.1 Reducing the risk of fire 
It is the responsibility of all personnel to ensure that any risks of fire are reduced. 
Immediate action must be taken to reduce risks of fire and all identified risks reported 
via an Incident Report Form to the Functional Manager (FM). 

Personnel must (as relevant to their role at a correctional centre): 

• minimise the amount of property stored in inmate cells and accommodation 
store rooms. Excess inmate property can be confiscated and disposed of in 
accordance with clause 47 Crimes (Administration of Sentences) Regulation 
2014 

• not store combustible or flammable material in or near accommodation areas 
• not interfere with or misuse fire safety equipment 
• keep all areas of the correctional centre clean and tidy and ensure clear access 

to fire assets at all times 
• inspect daily, their individual workplaces to identify fire safety (and other) 

hazards and take action to remedy the risks. 

1.2 Fire safety manager 

The Governor must appoint a FSM at each correctional centre to oversee and report 
on all aspects of fire safety and maintenance. The FSM must complete a level 2 Fire 
Safety Manager training course provided by the Fire & Rescue NSW Comsafe 
Training Services.  

The FSM is responsible for overseeing and regular reporting on all aspects of fire 
safety, and for providing regular fire awareness training to all custodial and non-
custodial staff with the correctional centre or other place of detention. 

The duties of the FSM include: 

• liaising with the Fire Safety & Environmental Risk Management Group and 
supporting the centre management on fire equipment and services, and any 
perceived fire risks that may compromise the security of the centre, and 
providing strategic solutions 

• liaising with the site maintenance manager on the status of servicing and 
readiness of all essential fire safety measures, and providing escort to fire 
service technicians when available 
 

In addition the FSM must regularly consult and communicate with:  

• centre management 
• local fire authorities 
• CSNSW Fire Safety and Environmental Risk Management Group (S&I). 

 
For a more detailed position description of the FSM, contact the Fire Safety and 
Environmental Risk Management Group by telephone on (02) 4582 2718. 
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1.3 Pre-incident plan information folder 
For Fire & Rescue NSW and other emergency services to utilise when attending the 
centre to effectively respond to a fire or other emergency situation, the main gate of 
each correctional centre or other place of detention must have the following: 

• a Pre-Incident Plan (PIP) information folder  
• a Material safety data sheets folder  
• site plans.  

The PIP Information Folder will identify the location of all: 

• electrical shut-off switches (distribution boards) 
• fire hydrants 
• by-pass valves 
• stop valves 
• water supplies including static 
• storerooms and other areas where hazardous and flammable materials are 

kept or used. 
When not being used by emergency services personnel or the FSM, the PIP 
Information Folder must be kept in a secure area in the gate or main entrance to the 
facility. It must be treated as a confidential document and cannot be read by 
unauthorised personnel or inmates.  

If the folder is taken for use by emergency services personnel the most senior officer 
on duty in the correctional centre at the end of the emergency must ensure the folder 
is returned to the secure area from which it was taken. 

An emergency set of keys to the facility must be available in the gate or main entrance 
to the correctional centre for issue to emergency services. They are not for daily use 
but must be accounted for at the same time as all the other keys are checked. 

The Pre-incident data collection form must be used to assist in gathering data for the 
PIP Information Folder. 

1.4 Local fire emergency plans for the correctional centre 
The Governor must ensure that there are local fire emergency plans for every building 
at the correctional centre, complex or other place of detention.  

These plans must be reviewed every six months. Fire evacuation drills should be 
conducted based on a needs analysis. 

1.5 Procedure for local emergency control structure 

Each correctional centre must have a local emergency control structure, setting out 
operational roles and lines of communication during all fire emergencies. It also allows 
emergency services personnel to recognise the role of correctional centre personnel.  
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4 Document information 
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EDRMS container: 18/7539 

Version Date Reason for amendment 
1.0  Initial publication (Replaces section 12.6 of the superseded 

Operations Procedures Manual) 
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