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Responsibility

The Service Manager (SM) is responsible for commencing the notification process. It is expected that they, in

conjunction with the Senior Advisor Community Engagement and Reintegration (SA CEAR) will identify who will be

likely to be the subject of notification when they are allocating parole assessment reports for those long servers who

will leave prison on parole.  The SM will complete the Placement Accommodation Notification (PLAN) online at this

time.  Community engagement by the SA CEAR should begin 8-9 months prior to the person’s release, or when the

confirmed pathway for that person is determined.

For people being released on RoC, community engagement (by the SA CEAR) will begin as soon as possible, ideally

as soon as the person is sentenced and we have information about where that individual will return to.  The SM will

start the PLAN when they allocate the RoC sentence.

Identification will also need to be undertaken:

Prior to a person transferring to a new district

If there is a change in the person’s circumstances such as new neighbours moving in

Prior to a person moving to a new address

If there is an escalation in risk in relation to the person’s pathway to offending

For people who are moving address, the SM will complete the PLAN online and community engagement  n as

soon as an appropriate address has been identified.

Service Manager
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Corrections and MOE will discuss the identified area and geospatial information from MOE is used to determine
if other schools/early childhood centres (ECEs) should be notified.

MOE makes contact with the schools/ECEs and notification is to occur. That may include meeting with the
relevant principals/heads of ECEs dependent on the local arrangements through Memoranda of
Understanding.

Planning the Notification

The District Planning Panels are responsible for planning the extent of a notification. In the majority of cases, the SA

CEARs will engage with the community approximately 8-9 months prior to a person’s release.  Once a placement is

confirmed the engagement continues and the specific individuals/groups in the community who have been

identified for notification are provided with information.

This notification is to occur prior to the placement wherever possible. The scale of engagement and notification is

dependent on the risk profile of the person as well as other factors such as media profile. Column 1 of the table

below shows who is normally notified.  Column 2 refers to other people that might be engaged with and

subsequently notified if assessed as necessary and appropriate.

W h o  w e  w o u l d  u s u a l l y  n o t i f y W h o  e l s e  w e  m i g h t  e n g a g e  w i t h  i n

s p e c i f i c  c i r c u m s t a n c e s

Immediate neighbours and those who fall in
direct   line of sight from offenders residence

Schools (principals to notify boards) and other  
ECEs within a 1.5 km radius

Mayor/council (this notification will be an FYI  
following the earlier engagement)

Iwi

MPs

Landlords

Community groups

In-home childcare

All decisions regarding the notification and all planning tasks that are completed must be recorded in the PLAN

online.

Note: The operations director must be notified about any notification that is being planned.

Notification and consent should be canvassed with the person before the notification takes place. Discussion

should also include strategies to deal with potential adverse reaction following the notification. This should

identifying possible alternative accommodation and what the person could say if confronted by neighbours.

The CS O  N ot i f i c at i o n  C o n s e n t  Fo r m  must be used to record the person's consent. However, the person does

not have to consent for notification to take place.  Obtaining consent ensures that there is an additional level of

compliance with the provisions of the P r i va c y  A c t  2020 .

A�er discussion with the individual, a case note should be entered in IOMS confirming the discussion and 

about when notification will take place.

Recording Decisions

Liaison with the Person 


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The notification plan should include emergency accommodation in the event that the person is unable to

remain at their address a�er notification. This could include accommodation that is provided by:

The person or their support people.

The Department - such as supported accommodation or other temporary accommodation.

Notification should be done face-to-face; it should not be made by telephone or through leaflet drops, letters,

posters or newspaper articles.

Police presence during notification is valuable and demonstrates a joint approach between Police and Department

of Corrections in contributing to community safety.

If the Police are not involved in the notification, they must be informed when notifications are being completed.

If notification is being carried out without the Police, inform your Operations Director.

Visiting the addresses

All people identified as specified individuals must be notified. This may involve:

Returning to some addresses where neighbours could not be contacted at the first attempt. If neighbours are
not contacted on the first attempt a professional decision should be made with regards to how many times is
necessary to return to an address in order to attempt notification.

Sending a letter or make a telephone call to arrange a meeting to notify or request they contact CP for a
meeting.

Relaying the key messages

The way the key messages are relayed is important. Notifications should:

Maintain a focus on keeping safe in the community rather than offender details

Be professional, calmly approached, and not involve any negative discussions or stereotyping.

Key messages

Information shared should be proportionate to the level of risk identified. Key messages should include:

That a person with sexual offences against children has moved (or is moving) into the immediate
neighbourhood.

That notification is being undertaken to help manage and reduce the risk to the community.

That the person will be managed and monitored in the community by CP.

When the offender has granted permission to notify.

Contact details of CP staff if those receiving the notification have further questions or concerns.

Specific actions those receiving the notification can undertake if they notice suspicious behaviour from any
individual.

That there are risk management strategies in place to reduce the risk of offending.

Note: This message should be adjusted depending on the audience e.g. focus on community safety, awareness and

education when notifying the mayor or a school principal.

Alternative Accommodation

How to Notify
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What not to disclose

The notification should not include:

The person's name or address.

Any information that could lead to the identification of the offender's name or occupation.

Details of the offending history such as specific convictions or the length of time spent in prison.

Information that may identify the victims and or witnesses.

The date of occupancy.

Areas of the street or surrounds where it is safe/not safe for children to play.

A�er notification

A�er notification, the District Manager must:

Record the details in the community notification regional spreadsheet.

Update IOMS case notes. If the district manager has not completed the notification themselves then their
delegate who attended in their place must update IOMS case notes.

Update the PLAN online.

Notification should take place a�er the address has been confirmed and prior to the person’s release/prior to

taking occupancy.

Discussions with the Police Case Manager and local police should involve:

Any notification they are considering carrying out

Any issues specific to the area/affected neighbours

Any issues specific to the CSO

Agreement on when notification will occur

Any further involvement, such as Police attendance at the notification
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