
 

 

 

 

 
 

 
The Aurora Centre, 56 The Terrace, PO Box 1556, Wellington  
– Telephone 04-916 3300 – Facsimile 04-918 0099 

 

 

 

28 July 2025  

 

Tēnā koe   

 

Official Information Act request 

Thank you for your email of 1 July 2025, requesting information about the Ministry 
of Social Development’s (the Ministry) guidelines around clients on the Child Sex 
Offender Register (CSOR). 

I have considered your request under the Official Information Act 1982 (the Act).  

1. Do you have automatic or manual processes that request information about 
whether a person who you are dealing with is on the CSOR?  

Please see attached the CSO Practice Guidelines for Child Sex Offenders (CSOs). 
This document details information about the process for receiving information 
about people on the CSOR, where the information is stored and its purposes.  

I have also attached the Doogle Page named ‘Child Sex Offenders - Information 
Sharing Agreements’ and the information sheet from the Community Probation 
Service that can be found on the Ministry’s CSO Doogle page. 

It is important to note that the guidelines regarding information sharing with 
agencies is out of date. The Ministry are able to share information with Oranga 
Tamariki or the New Zealand Police if it is identified that a child could be at risk for 
harm. Please see attached the Doogle page detailing the correct guidelines 
‘Information sharing under the Family Violence Act and/or Oranga Tamariki Act.’ 

2. Please provide any guidelines or internal documents that address (a) when 
you will request information about people on the CSOR and (b) the uses to 
which the information will be put.  

The Central Processing Unit (CPU) is responsible for managing four distinct types 
of reports in relation to CSO work. Please see the below Appendix detailing these 
reports, including their frequency, purpose, and process.  

3. Please provide any guidelines or internal documents that address how the 
fact that someone is on the CSOR influences any decisions which you 
make in relation to that person.  

As noted in the CRO Practice Guidelines for Child Sex Offenders (CSOs), 
Corrections shares the following details with the Ministry: 

• offender name and aliases, gender, date of birth, address, main reporting 
centre and client number (if available) 



• any conditions or directions by a probation officer relating to non-association 
with children or young persons under 16 years (including persons over 16 
with a significant impairment), 

• any conditions or directions by a probation officer relating to training or 
employment (paid or unpaid); and 

• times of attendance at programmes required under sentence/order (noting 
that Offender rehabilitation takes priority over placement in employment or 
training). 

The information shared may influence decisions made about a client. This will 
change on a case-by-case basis, depending on the conditions shared. 

See the following MAP Pages, which details specific decisions that may be affected 
by the client being on the CSOR.  

• www.workandincome.govt.nz/map/income-support/core-policy/pre-
benefit-requirements/pre-benefit-activities-01.html  

• www.workandincome.govt.nz/map/income-support/main-
benefits/emergency-benefit/determining-whether-community-work-
experience-is-appropriate.html  

I will be publishing this decision letter, with your personal details deleted, on the 
Ministry’s website in due course. 

If you wish to discuss this response with us, please feel free to contact 
OIA Requests@msd.govt.nz. 

If you are not satisfied with my decision on your request, you have the right to 
seek an investigation and review by the Ombudsman. Information about how to 
make a complaint is available at www.ombudsman.parliament.nz or 0800 802 602. 

Ngā mihi nui 

pp.  

Anna Graham 
General Manager 
Ministerial and Executive Services 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

 

CSO Practice Guidelines for Child Sex 
Offenders (CSOs) 
Ministry of Social Development 
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Introduction 
In 2004, legislation was passed allowing some government agencies, including the Ministry of 
Social Development (MSD) and the Department of Corrections (Corrections), to share 
information about Child Sex Offenders (CSOs) to better protect the public and reduce the risk 
of re-offending.  
An Inter-Agency Information Sharing Agreement (the Agreement) was developed between the 
relevant agencies and came into effect on 1 March 2006. 
Why we do this work? 
The Information Sharing Agreement is part of a larger programme of initiatives that Corrections 
has in place to help offenders reintegrate into the community. 
The purpose of the Agreement is to enable the Community Probation Service (CPS) to: 
 identify specific child sex offenders,  
 monitor compliance by the offender with his/her conditions, 
 manage the risk that the offender may commit further sexual offences against children, 
 identify any increased risk of the offender breaching his/her conditions; and 
 facilitate reintegration into the community. 

 

Who is a ‘Child sex offender’? 
A Child Sex Offenders is defined in the Corrections Act 2004 as a person who: 
 has been convicted of a relevant offence. 
 has not had their sentence, conditions or supervision ended. 

Who can share the Child Sex Offender information? 
Offenders are advised by Corrections that information sharing will occur. They may be involved 
with other agencies that are party to the agreement, who may include:  
 Ministry for Children (Oranga Tamariki) 
 Police 
 Housing New Zealand (HNZ) 

Where the client is involved with any agency, relevant information is shared between that 
agency and Corrections only. Agencies do not share information with each other. 
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How it works 
Each week, MSD receives a list of approximately 300 Offenders from Corrections.  MSD 
checks the list across all MSD systems, advising Corrections of all positive matches. 
These matches are identified in CMS, using a Special Caution.  
When clients are identified, MSD and the CPS share written information about the offender.  
When the offenders’ conditions end, they are no longer deemed to be an ‘Offender’ (as that 
term is defined by law), and the Special Caution is end dated, and information sharing about 
that person ceases. 
 

Information sharing 
MSD shares the following information with Corrections: 
 prior notification regarding any referral, placement (or change of placement) of an 

offender in employment, training, or voluntary work, 
 

 an offender’s benefit status and any change to benefit status, including receipt of 
Child Support or Working for Families payments; and 

 
 notification of any change of address, alias, or relationship status of an offender.  

Corrections share the following information with MSD: 
 offender name and aliases, gender, date of birth, address, main reporting centre and 

client number (if available), 
 

 any conditions or directions by a probation officer relating to non-association with 
children or young persons under 16 years (including persons over 16 with a significant 
impairment),  

 
 any conditions or directions by a probation officer relating to training or employment 

(paid or unpaid); and 
 
 times of attendance at programmes required under sentence/order (noting that 

Offender rehabilitation takes priority over placement in employment or training). 
 

 
 

More information about our Information Sharing Agreement can be found in this link: 
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Roles and Responsibilities 
Appropriate Conduct 
The Ministry’s Code of Conduct applies to anyone who works for MSD, therefore regardless of 
any personal views you may hold about CSOs, we have a responsibility to protect their 
personal information, as we do with all our clients. 
This means that we cannot discuss any personal information about any clients with friends, 
family, or people in the community, including offenders. 
It is expected that if you are assigned to work with a CSO, you will follow the same standards 
of professionalism and ethical behaviour as you would for any other client.  
If you have any concerns, please discuss them with your manager. 

Roles and Responsibilities 

Roles, responsibilities and interface between MSD and Corrections staff 

Roles 
 
Activities and Responsibilities 
 

Corrections  Sends a weekly notification list (Friday) of Child Sex Offenders 
(CSO) to contacts in each agency concerned when the file is 
available. 

Information 
Analysis Platform 
(IAP), National 
Office 

 Receives notification from Corrections on a weekly basis 
(Friday), and upon receipt of the list. 

 Checks are done across ALL systems within MSD for possible 
matches to comprise a spreadsheet that is password protected 
and then emailed to CPU by the following Monday. 

Central Processing 
Unit (CPU) 

 On the same day, CPU saves the spreadsheet into the 
Objective. 

 Within two days of receiving the list, CPU confirms matches 
from the spreadsheet by adding a Special Caution to the 
client’s CMS record.   

- This identifies them as a current offender, and vice versa 
for clients who have met all the terms of their conditions.   

- An email is sent to the appropriate Service Centre 
manager(s) to advise. 

 They also identify a CSO’s change in circumstances from the 
Daily Change in Circumstances report.  
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Roles, responsibilities and interface between MSD and Corrections staff 

Roles 
 
Activities and Responsibilities 
 

Service Centre 
Managers (SCM) 

 Receives advice of a CSO match residing in their area. 
 Assigns a staff member to them. 
 Provides on-going support and assistance to staff member(s) 

as needed. 
 

Case Managers and 
Work Brokers 

 Referrals: Liaise with the local Community Probation Service 
(CPS) providing as much detail as possible about the 
prospective Employment or training opportunities for the CSO 

 Change in Circumstances (CiC): This is business as usual, 
following the minimum processing standards whilst also to the 
Information Sharing Agreement 

CPS Liaison  Receives advice of a CiC from Work and Income, i.e., change 
of address, benefit status, employment, or training, etc. 

 Ensures that the CSO is meeting their conditions and confirms 
receipt of the CiC form, and the changes advised within 72 
hours. Advise of any corrections, via reply email, back to the 
sender within 72hours 

 Decides whether the form needs to be sent to a specific CPS 
Service Centre or arranges for verification at the office of the 
CPS Liaison to determining suitability of any opportunities, i.e. 
housing, employment, courses. 

 

Note: It is very important that this is handled promptly, otherwise the 
process will be delayed affecting placement into opportunities 
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Central Processing Unit (CPU) 
The IAP team will send 4 reports for processing to CSO Helpline@workandincome.govt.nz.  
These reports must be saved to the Child Sex Offenders folder in EDRMS (Objective). 
 
The ‘differs’ report 
The differs report identifies any changes to the CSO’s circumstances that have been completed 
in SWIFTT, CMS, TRACE or SAL.  These changes include but are not limited to: 

- change of address 
- alias change 
- relationship status change (either with a partner or child) 
- change in benefit status 
- change in social housing status 

 
The “CSO on-list” report (processed Monday) 
This report is received at the end of the week and identifies all new CSO’s who do not have a 
Special Cautions note in CMS.  The report contains the client’s SWN, MSD Name, Corrections 
Name, Date of birth, and address (Corrections and MSD). The spreadsheet is password 
protected1.  This report should be processed on a Monday. 
 
The CSO “Off list” report (processed Monday) 
There is also an ‘off list’ which identifies all CSO’s who no longer have conditions. The report 
contains the client’s SWN. The spreadsheet is password protected2.  This report should be 
processed on a Monday. 
 
Weekly Tasks (Address Sharer) (processed Monday) 
This is a weekly report which identifies any CSO that is living at an address where children also 
live. Organisational Integrity sends this report to the CSO inbox on or about the 20th of each 
month.  Our job is to advise Oranga Tamariki if there are any children under the age of 16yrs 
residing at the same address.  
 
Adhoc emails from Corrections 
Complete ID check to ensure we have the correct client, if there is not enough information go 
back to Corrections requesting further information e.g., date of birth and/or middle name.  
Process BAU. 
 
CSO – ‘dropped from master list email’ and ‘date of birth exceptions’. 
We currently receive an email identifying clients who have been dropped from the master list 
and where the date of birth does not match.  We don’t currently do anything with these emails.  

 

1 See your trainer for the password. 

2 See your trainer for the password. 
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Overview of process 

Where to 
access 
reports 

MSD CSO inbox - CSO Helpline@workandincome.govt.nz 

Where to 
save all 
reports 

and emails 

The ‘differ’ report 
 Save the differ excel spreadsheet into the following Objective folders: 

- ‘Child Sex Offenders’ 
- ‘Change of Circumstances’ sub-folder 

• Open the relevant year-month-week folder 
• Save the spreadsheet as ‘yyyymmdd  Daily Diffs’ 

The ‘CSO on-list’ report 
 Save the on-list into the following Objective folders: 

- ‘Child Sex Offenders’ 
- On List sub folder 
- Select the current month’s folder 
- Create a new sub-folder (if not already existing) within this folder 

and name it “WB date month Onlist’ (put Monday’s date using 
format: 06 January). 

- Save the report (spreadsheet) as ‘yyyymmdd On List’  
- Save email as ‘yyyymmdd CSO Surname First name initials 

Notification email sent to xxxx Service Centre’ 

The ‘CSO off-list’ report 
 Save the on-list into the following Objective folders: 

- ‘Child Sex Offenders’ 
- Off List sub folder 
- Select the current year’s folder 
- Select the current month’s folder 
- Create a new sub-folder (If not already existing) within this folder 

and name it “WB day month Offlist’ (Put Monday’s date using 
format: 06 January)  

- Save the report as ‘yyyymmdd Off List’ 

 

 



 

Child Sex Offenders Learner Guide – Jan 2025       | Page 10 of 39 

The ‘CSO address sharer report 
 Save the on-list into the following Objective folders: 

- ‘Child Sex Offenders’ 
- Address Sharing Notifications sub folder 
- Select the current year’s folder 
- Select the current month’s folder 
- Create a new sub-folder (if not already existing) within this folder 

and name it “WB day month Address Sharer’ (Put Monday’s date 
using format: 06 January)  

Save the report 3 times with different names – Master Copy, Filtered, 
Processed. 
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Email Templates 
The email templates are in our shared folder – shared (\\corp) (S:) W&I Auckland PAP Central 
Processing Unit CSO work 
Once you click the email template, it will take you through the Outlook (email) and you just 
need to edit the details. 

 
Saving the Spreadsheet 
Once you’re done with the list, save it to the appropriate Objective folder. 

• Click on File, then Save As  

• File name: yyyymmdd Daily Diff 

• Press the Objective icon, then Browse 

• Click Handy, open CSO folder 

• Click ‘Change of Circumstances’  

• Open 2025 folder 

• Click on the current month folder (e.g. 01 January) 

 
Filing emails 
Once the list is complete move all emails from your personal sent box to the appropriate 
Objective folder, and save them in the following format: 

• yyyymmdd client’s surname & first name initials  
(e.g. 20250108 Smith JA) 

 

 



 



 



 



 



 



 

Child Sex Offenders Learner Guide – Jan 2025       | Page 24 of 39 

 

. Step4.  Email the ‘CSO Notification’ template to the ASCM or SCM of the service centre if: 
a) the benefit is registered or current (incl. suspended/expired) or 
b) CEN indicates that the client has an appointment to apply for a benefit. 
c) Add a Client Event Note: 

• Business Group:  Service Delivery 
• Event type:  Data Integrity and Helpline 
• Event sub-type:  Helpline 
• Short description: “Child Sex Offender notification email sent to 

ASCM/SCM (insert name of SC)” 
• Contents: “CSO daily client changes for (insert date of report)” 

d) Save and Complete CEN 

. Step5.  End current relationship in CMS for any children linked. 

. If you identify that there is no end date for a child who is no longer included in the clients 
benefit, you must end date the relationship in CMS via the Evidence tab using ‘todays’ date.  
This is just to clean up the record.  

.  

. If the CSO has dependent children (attached to benefit): 

• Email the Community Probation Services cs help desk@corrections.govt.nz the 
‘Notification of Child in care’ template and cc: contact@ot.govt.nz (Oranga 
Tamariki). 

. Step6.  Social Housing 

.  
a. Check Social Housing Case in CMS for status. If the client status is ‘waitlist’, no 

further action required. 
• Check for additional occupants. 

b. If children under 16yrs of age are residing at the same property: 
• Complete the Child in Care template and email the Community 

Probation Services cs help desk@corrections.govt.nz 
• Complete the Address sharer notification template and email Oranga 

Tamariki - contact@ot.govt.nz 
c. Add a Client Event Note: 

• Business group:  Service Delivery  
• Event type:  Data Integrity and Helpline 
• Event sub-type:  Helpline 
• Short description: “Community Probation Services and Oranga 

Tamariki have been advised that the client may reside in a property 
with children.” 

• Contents: “CSO daily client changes for (insert date of report)”  
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d. Save and Complete CEN 

Step7.  Saving the Spreadsheet 
            Once you’re done with the list, save it to the appropriate Objective folder. 

• Click on File, then Save As  

• File name: yyyymmdd On List 

• Press the Objective icon, then Browse 

• Click Handy, open CSO folder 

• Click ‘On List’  

• Open 2025 folder 

• Click on the current month folder (e.g. 01 January) 

• Create a new sub-folder (if not already existing) within this folder and name it “WB 
day month Onlist” (Put Monday’s date using format: 06 January)  

 
Filing emails 
Once the list is complete move all emails from your personal sent box to the appropriate 
Objective folder, and save them in the following format: 

- yyyymmdd client’s surname & first name initials-CSO Notification email sent to 
SCM (Service Centre Name) 
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• Create a new sub-folder (if not already existing) within this folder and name it “WB 
day month Off list” (Put Monday’s date using format: 06 January)  
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When a young person is identified as a Youth Service child sex offender (YS-CSO), the CPU 
team will email the Manager of YSSU and their delegated authority. 
Once YSSU are advised: 

• An appointed YSSU Technical officer (TO) will contact the Youth Service provider by 
phone to advise them that the young person has been identified as a YS-CSO and 
give them the details of the young person’s probation officer. 

• The TO will remind the Youth Service Provider that they must seek approval from the 
young person’s Probation officer before making any referrals to training or 
employment. 

YSSU will secure the client’s ART record as follows: 

• Reason – Client whose personal security is at risk. 
• Additional Detail – Client has been identified through Work and Income as a Child 

Sex Offender. 

A spreadsheet entitled “Youth Service Notification” is sent to the Manager of YSSU each week. 
This lists all clients with an active benefit who have been identified as a YS-CSO. 
YS-CSO cases that require further discussion can be escalated to the CPU team by e-mailing 
CSO Helpline@workandincome.govt.nz. 

Service Centres 
When a client is tagged as a CSO they must have a case manager assigned to work with them. 
The following information will tell you about: 

• The role of the Service Manager 
• The role of the Case Manager 
• The role of a Work Broker 
• The role of the Social Housing Case Manager 

Manager Client Service Delivery 
The CPU match and confirm Child Sex Offenders (CSO’s) and email the SCM or ASCM in the 
service centre in the area which the client lives. 
The email will be sent from the Child Sex Offender shared email address and will be easily 
identifiable with the subject line – “Child Sex Offender Notification”. 

On receipt of the email, you must: 
1. Follow the instructions in the email, which include, 

• Assigning an appropriate case manager to work with the CSO. 
• Ensure the case manager has access to the Practice Guidelines for 

working with Child Sex Offenders, referring to the Case Manager/Work 
Broker section. 

2. Reply to the CSO shared mail address to confirm that a case manager has been 
assigned to the client and who they are. 

Note – if you come across a record for a client that you believe is a CSO and their record does 
not have a CSO Special Caution, please email the CPU team as soon as possible, at 
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CSO Helpline@workandincome.govt.nz. It is important that you do not add a Special 
Caution until you have talked to the CPU team. 

Determining appropriate staff to work with the offender 
Because there are a relatively small number of child sex offenders nationally, most staff will 
not be involved with offenders.   
1. You are asked to identify a site champion who will become the case manager for any 

Offenders in your service centre. Site champions should not simply be appointed; there 
needs to be a consultation process so that any concerns can be raised and addressed.  

Note: you may also be required to identify a site champion work broker. 
2. For any other staff that may also be in contact with an Offender, such as a receptionist, 

ensure that they are familiar with the Practice Guidelines for Working with a Child Sex 
Offender, available in Doogle. 
 

This may raise several very serious issues which may impact on staff. If concerns are raised, 
usual supports are available such as: 

• discussion/support from their direct manager.  
• Employee Assistance Programme (EAP)  
• CPU team 

3. If another staff member must work with an Offender, e.g., when the case manager is 
absent, you must: 
• ensure that staff member is appropriate. 

Discuss the Practice Guidelines for Working with a Child Sex Offender with that staff member. 

Case Manager 
As the case manager assigned to work with an Offender you will follow usual business 
practices for dealing with clients. 
You will: 

• Process requests for assistance and ensure that the Offender receives their full and 
correct entitlement,  

• Share information in relation to an Offender who has a change in circumstances; 
and/or 

• Consult with the Offenders probation officer prior to any referral to employment, 
training or voluntary work.  

Offenders should never be referred to employment, training, or voluntary work without the 
approval of the Offenders probation officer. 
Note – if you come across a record for a client that you believe is a CSO and their record does 
not have a CSO Special Caution, please contact the CPU team immediately. It is important 
that you do not add a Special Caution until you have talked to the CPU team. 

 

 
 

Work Broker 
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If the Offender is a working age client, it may be appropriate for a Work Broker to be assigned 
to work with the client also.  
As a Work Broker you will need to be familiar with the requirements for referring Offenders to 
employment, training, or voluntary work. 
Offenders should never be referred to employment, training, or voluntary work without the 
approval of the Offenders probation officer. 
Note – if you come across a record for a client that you believe is a CSO and their record does 
not have a CSO Special Caution, please contact the CPU team immediately. It is important 
that you do not add a Special Caution until you have talked to the CPU team. 

Case Manager (Housing) 

Screening and assessment  

Follow usual process in Doogle: http://doogle.ssi.govt.nz/resources/helping-
clients/procedures-manuals/social-housing/screening-and-assessment/social-housing-
screening.html 

Centralised Unit Housing 

Special Cautions are visible to providers when clients appear on the shortlist. 

If a community housing provider requests a referral for a client with one of these risk flags, 
CMS will generate a task for the Centralised Unit Housing (CUH) to manually approve the 
referral.  

CUH contacts the Department of Corrections (cs help desk@corrections.govt.nz) who will 
decide if the referral can be approved. A response is required within 48 hours.  

If a referral is approved, CMS will give the provider access to additional information including 
the contact details once you have updated the referral status in CMS. 

A Client Event Note should be added advising of Corrections response.  If a response is not 
received within 48 hours, a follow up email should be sent. 

Housing New Zealand manage seeking approval via the Department of Corrections 
independent of MSD. 

CUH also need to manually advise HNZ when the application status is ‘Provisional Offer 
Approved’, and the client has the CSO Special Caution added or removed. 

CUH processes can be found in the following links: 

CSO / risk changes (transitional arrangements) process. 

http://doogle.ssi.govt.nz/resources/helping-clients/procedures-manuals/social-
housing/screening-and-assessment/vulnerable-at-risk-clients.html 
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Contact Centre 
All CSO’s can be identified by a Special Caution in CMS. This will appear when you access 
the client’s record.  
When a CSO calls the Contact Centre to advise of a change to their circumstances, CSRs 
should follow the usual business processes to complete these actions.  
A CSR should not refer a CSO to any employment or training opportunities.  This can only be 
done by the client’s case manager or work broker, and only after Community Probation Service 
has confirmed that the placement is suitable for the offender. 
Note – any changes made to the CSOs record on any MSD system will generate a daily report 
that is processed by the Central Processing Unit. 

Further Support and Assistance 
If you require further support, information, or assistance you can contact: 

• CPU team CSO Helpline@workandincome.govt.nz 
• Helpline 
• Employee Assistance Programme (EAP) 

Helpful links 
The following links may be useful 
Information Sharing Agreement about Child Sex Offenders 
http://doogle.ssi.govt.nz/resources/helping-clients/procedures-manuals/work-and-
income/core-procedures/child-sex-offenders/ 
Social Housing – Clients in Specific Circumstances 
http://doogle.ssi.govt.nz/resources/helping-clients/procedures-manuals/social-
housing/screening-and-assessment/vulnerable-at-risk-clients.html 
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