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Thank you for choosing to be a Com
m

unity Service Project O
n-site Supervisor. Your contribution in providing 

com
m

unity service w
orkers w

ith an opportunity to give som
ething back to their com

m
unity on a local project, 

is an im
portant step in helping to get lives back on track.  

To assist you in your role as a Com
m

unity Service O
n-site Supervisor, Q

ueensland Corrective Services (Q
CS) 

has developed a D
VD

 Com
m

unity Service G
ive B

ack: G
etting Lives on Track and an accom

panying m
anual and 

w
orkbook.  

After reading the m
aterial contained in the m

anual and view
ing the D

VD
, you w

ill be required to com
plete the 

questions and activities in the w
orkbook. The purpose of the w

orkbook is to ensure that you as an O
n-site 

Supervisor are com
fortable in fulfilling your role. O

nce you have com
pleted the questions and activities, 

please return the w
orkbook to the Probation and Parole D

istrict O
ffice from

 w
hich the D

VD
 Com

m
unity Service 

G
ive B

ack: G
etting Lives on Track w

as supplied.  

The D
VD

 Com
m

unity Service G
ive B

ack: G
etting Lives on Track and this m

anual are yours to keep and refer to  
as required.  

For m
ore inform

ation regarding Com
m

unity Service, please visit w
w

w
.correctiveservices.qld.gov.au  

Should you require assistance w
ith com

pleting this w
orkbook please contact your local Probation and Parole 

D
istrict O

ffice as below
.

D
istrict office: 

Q
C

S
 contact person:

Telephone: 

Facsim
ile: 

Postal address: 

Em
ail address:

A
fter hours contact person  

(Regional M
anager): 

A
fter hours telephone:

G
etting lives on track

G
ive B

ack
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W
hat is com

m
unity service?

Com
m

unity service is unpaid w
ork that a person is 

ordered to do by a court. The court m
ay sentence a 

person to a Com
m

unity Service O
rder or an Intensive 

Correction O
rder. Alternatively a person m

ay apply to 
do com

m
unity service instead of paying a fine.

The purpose of com
m

unity service is to enable people 
to give back to the com

m
unities they have offended 

against. D
uring the years, m

any valuable com
m

unity 
projects have been com

pleted at m
inim

al cost to the 
com

m
unity.

Com
m

unity service can also help people turn their 
lives around. W

orthw
hile social contacts can be 

form
ed, jobs found, w

ork habits re-established for 
the unem

ployed and positive attitudes developed by 
helping others.

H
ow

 are orders m
ade?

The courts m
ay order persons aged 17 years or over to 

perform
 com

m
unity service if:  

the person is a suitable person to perform
 

• 
com

m
unity service 

a com
m

unity service project is available in  
• 

the area w
here the person lives

the person agrees to obey the conditions of  
• 

the order. 

Com
m

unity service w
ork should not conflict w

ith 
the w

orker’s religious beliefs or interfere, as far as 
practicable, w

ith fam
ily, educational or em

ploym
ent 

obligations.

D
VD

 Chapter:  W
hat is Com

m
unity S

ervice?

W
hat kind of w

ork is com
pleted? 

Com
m

unity service w
orkers perform

 a variety of 
activities on various projects, including the rem

oval 
of graffiti, garden and law

n m
aintenance, rubbish 

rem
oval, sorting clothing, food preparation and 

general cleaning.

Com
m

unity service w
orkers are not perm

itted to use 
tractors or chainsaw

s.  

G
etting lives on track

G
ive B

ack
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Q
ueensland Corrective Services 

(Q
CS)

Q
CS w

ill retain overall responsibility for ensuring 
com

m
unity service w

orkers com
ply w

ith their order. 
Prior to allocating any com

m
unity service w

orker to 
a project, a thorough suitability assessm

ent w
ill be 

com
pleted to ensure appropriate placem

ent.  

Q
CS has a responsibility to:

assess the w
orker’s suitability for particular w

ork 
• 

projects

ensure the w
orker obtains a B

lue Card clearance, 
• 

w
here required under legislation, for the 

protection of children and young people 

ensure the w
orker understands the rules of 

• 
com

m
unity service and their obligations 

regularly liaise w
ith the com

m
unity service project 

• 
regarding any issues relating to com

m
unity w

ork 
or behaviour

rem
ove a com

m
unity service w

orker if requested 
• 

by a project

take breach action against com
m

unity service 
• 

w
orkers w

ho do not com
ply w

ith the conditions of 
com

m
unity service 

m
aintain adm

inistrative records.
• Com

m
unity service organisation 

The com
m

unity service organisation has a 
responsibility to:

provide a project supervisor 
• 

provide day-to-day supervision of com
m

unity 
• 

service w
orkers at the w

ork site 

provide adequate and appropriate instruction 
• 

and training to the com
m

unity service w
orkers, 

particularly in relation to the use of any necessary 
tools or equipm

ent 

provide sunscreen, drinking w
ater, tools or 

• 
equipm

ent and any protective gear required 

ensure w
orkplace health and safety  

• 
requirem

ents are m
et 

ensure security of the prem
ises 

• 

m
aintain accurate daily attendance  

• 
records for each w

orker

notify Q
CS of any difficulties, or if  

• 
children m

ay be present at a w
ork site. 

Children at a com
m

unity service 
w

ork site
The safety of children is param

ount in determ
ining if a 

com
m

unity service w
orker is allocated to a particular 

com
m

unity service project. If children are present or 
likely to be present at the com

m
unity service project, 

w
hile a com

m
unity service w

orker is perform
ing 

com
m

unity service, the O
n-site Supervisor m

ust 
im

m
ediately notify the local Probation and Parole 

D
istrict O

ffice. In addition, the com
m

unity service 
project at w

hich children m
ay be present m

ust have a 
child protection strategy to identify risks and controls. 
A Child Protection Risk M

anagem
ent Form

 w
ill be 

com
pleted and provided to the Com

m
unity Service 

Project by the Probation and Parole D
istrict O

ffice. In 
the event of child attendance, the O

n-site Supervisor 
m

ust refer to the Child Protection Risk M
anagem

ent 
Form

 for risk m
itigation strategies. These include:

children m
ust be accom

panied by an adult  
• 

at all tim
es

com
m

unity service w
orkers are not to be left  

• 
in the com

pany of children unsupervised

com
m

unity service w
orkers are to be tasked w

ith 
• 

duties aw
ay from

 the area w
here accom

panied 
children are attending

in the event an alternative task can not be 
• 

assigned to the com
m

unity service w
orker the 

project supervisor m
ust rem

ove the w
orker from

 
the com

m
unity service project for the day. If a 

com
m

unity service w
orker is required to leave 

the project due to child attendance, this m
ust be 

recorded on the signature card and an authorised 
corrective services officer notified    

D
VD

 Chapter: Responsibilities 
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w
here a com

m
unity service project is shared w

ith 
• 

D
epartm

ent of Com
m

unities, Q
CS com

m
unity 

service w
orkers m

ust not attend the project site 
sim

ultaneously w
ith D

epartm
ent of Com

m
unities’ 

clients.

Com
m

unity service w
orker  

The com
m

unity service w
orker has a  

responsibility to: 

report to the w
ork site as directed

• 

satisfactorily perform
 com

m
unity service 

• 

obey all reasonable directions.  
• W

orkers w
ill usually be expected to m

ake their ow
n 

w
ay to the com

m
unity service project and bring their 

ow
n m

eals for the day.  

Friends, fam
ily, children or pets of the com

m
unity 

service w
orker are not perm

itted to visit the project 
site.

A com
m

unity service w
orker should not use a m

obile 
telephone w

hile undergoing com
m

unity service w
ork.

Com
m

unity Service Project  
O

n-site Supervisor 
Every com

m
unity service project has an  

O
n-site Supervisor w

ho is usually em
ployed by the 

organisation running the project, or a volunteer for the 
organisation.  

You, as the Com
m

unity Service Project O
n-site 

Supervisor have a responsibility to: 

allocate w
ork to the com

m
unity service w

orker
• 

organise essential equipm
ent such as tools  

• 
and safety equipm

ent

report back to a Probation and Parole Com
pliance 

• 
officer w

ith details of the com
m

unity service 
w

orker’s progress.  

Instruction and training 
Im

m
ediately prior to using any equipm

ent, instruction 
and/or training should be given to the com

m
unity 

service w
orker on the safe use of the equipm

ent and 
any personal protective equipm

ent w
hich is to be 

used. This instruction/training should include the 
safe handling of any fuel, for exam

ple, ensuring a 
com

m
unity service w

orker does not sm
oke near  

petrol cans or m
achines.

Instruction and training m
ust at all tim

es be given by 
you, the O

n-site Supervisor. In the case of projects  
w

ith m
ore than one com

m
unity service w

orker, 
directions are not to be given by a third party, for 
exam

ple, from
 one com

m
unity service w

orker to 
another.

Supervision 
Projects are required to provide on-site supervision  
of com

m
unity service w

orkers. This m
eans supervision 

to the extent that you as the O
n-site Supervisor are 

confident that the w
ork is being carried out in a safe 

m
anner.

If a com
m

unity service w
orker is engaged in a 

potentially hazardous w
ork task, for exam

ple, using a 
brush cutter, it is im

portant that:

you ensure that the com
m

unity service w
orker 

• 
has know

ledge of the correct and safe m
ethod of 

using the equipm
ent

you are satisfied the com
m

unity service w
orker 

• 
has the ability and know

ledge to use the 
equipm

ent

you provide a level of supervision appropriate to 
• 

the relative danger of the w
ork

you ensure the necessary protective equipm
ent 

• 
is being used/w

orn by the com
m

unity service 
w

orker.

A w
ritten record m

ust be m
ade w

hen a com
m

unity 
service w

orker has been instructed in safe use of 
equipm

ent.

Should a com
m

unity service w
orker refuse to com

ply 
w

ith w
ork directions or safety requirem

ents he/
she should be stood dow

n from
 the project and the 

relevant Probation and Parole D
istrict O

ffice notified 
im

m
ediately.
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W
orkplace health and safety

Q
CS regards on-site safety as a high priority for 

com
m

unity service projects. 

It is the responsibility of the Com
m

unity Service Project 
to ensure com

pliance w
ith the W

orkplace H
ealth and 

Safety Act 1995. In practice, this m
eans ensuring that 

com
m

unity service w
orkers are not exposed to risks 

to their health and safety that are foreseeable. U
nder 

the W
orkplace H

ealth and Safety Act 1995, em
ployers, 

persons conducting a business or undertaking, 
persons in control of w

orkplaces am
ongst others, m

ay 
be liable to be prosecuted under the W

orkplace H
ealth 

and Safety Act 1995 if their obligations under the Act 
are not fulfilled.

B
efore a com

m
unity service w

orker starts a w
ork task, 

the O
n-site Supervisor m

ust: 

check equipm
ent to ensure it is in safe,  

• 
w

orking order

ensure the com
m

unity service w
orker is  

• 
capable of using any required equipm

ent

instruct the com
m

unity service w
orker in  

• 
safe w

ork practices

ensure the com
m

unity service w
orker is using 

• 
appropriate personal safety equipm

ent

ensure ongoing, adequate supervision of 
• 

com
m

unity service w
orkers. If you are in doubt 

about any aspect of safety relating to a com
m

unity 
service w

orker engaged in com
m

unity service you 
should contact the relevant Probation and Parole 
D

istrict O
ffice im

m
ediately.  

Equipm
ent and clothing 

All equipm
ent used by a com

m
unity service w

orker 
m

ust be m
aintained in good order and condition.  

Personal protective equipm
ent such as earm

uffs, 
safety glasses, breathing protection and gloves are to 
be provided to the com

m
unity service w

orker  w
hen 

needed.

A com
m

unity service w
orker w

ho is w
orking in the 

sun m
ust w

ear protective clothing such as a hat and 
a long-sleeved shirt. The Com

m
unity Service Project 

m
ust supply the com

m
unity service w

orker w
ith 15+ 

sun protection cream
. If a com

m
unity service w

orker 
refuses to w

ear U
V protection the m

atter should 
be reported to the Probation and Parole office. The 
com

m
unity service w

orker should be given three 
w

arnings if refusing to w
ear sunscreen.  After the third 

w
arning, if the com

m
unity service w

orker refuses to 
apply sunscreen, the supervisor m

ay refuse to allow
 

the com
m

unity service w
orker to continue w

orking on 
the project.

B
ulk supplies of B

road Spectrum
 15+ sun protection 

can be obtained from
 the Q

ueensland Cancer Fund. 

Supervisors should ensure that a com
m

unity 
service w

orker is appropriately dressed. Appropriate 
dress includes enclosed footw

ear, a t-shirt or long 
sleeve shirt, shorts or long pants. Thongs, sandals, 
sleeveless shirt or no shirt are not perm

itted.  U
nless 

specifically required for a particular purpose, clothing 
or shoes are not to be provided to the com

m
unity 

service w
orker. If a com

m
unity service w

orker is 
inappropriately dressed for w

ork he/she m
ust not be 

perm
itted to start w

ork. If a w
orker refuses to w

ear the 
personal protective equipm

ent provided he/she m
ust 

not be perm
itted to start w

ork.
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Supervisors becom
e role m

odels for com
m

unity 
service w

orkers and can help support com
m

unity 
service w

orkers to com
plete their order and develop 

their sense of responsibility. Supervisors w
ork w

ith a 
diverse range of individuals.  

W
orkplace behaviour and 

personal conduct
Treat com

m
unity service w

orkers w
ith dignity  

• 
and respect.

U
se language and term

s of address that are 
• 

courteous and respectful and w
hich do not 

prom
ote negative social stereotypes.

B
e tolerant of view

s held by others that m
ay  

• 
differ from

 your ow
n.

Ensure conduct is not discrim
inatory or  

• 
harassing to others.

D
o not behave in an offensive, abusive,  

• 
belittling or threatening m

anner.

Cultural aw
areness and appropriateness  

• 
should be taken into consideration w

hen 
allocating tasks.

Personal safety 
You should never discuss your personal affairs, 

• 
or the personal affairs of others w

ith com
m

unity 
service w

orkers, their associates or friends.

D
o not give com

m
unity service w

orkers details of 
• 

your hom
e address and contact num

ber.

D
o not accept gifts or benefits from

 com
m

unity 
• 

service w
orkers.

W
hen dealing w

ith an aggressive or agitated 
• 

com
m

unity service w
orker do not respond 

aggressively or in a biased m
anner.

If a com
m

unity service w
orker behaves in a m

anner 
w

hich is in any w
ay inappropriate or threatening it is 

recom
m

ended you notify a corrective services officer 
as soon as practicable. If you have im

m
ediate safety 

concerns you should contact police.  

Assignm
ent to a com

m
unity 

service project 
Prior to attending a project, a com

m
unity service 

w
orker w

ill be issued w
ith a W

ork Instruction directing 
them

 to perform
 com

m
unity service w

ork at a 
designated project. The W

ork Instruction w
ill contain 

the address and contact details of the Com
m

unity 
Service Project.

See Page 12 for an exam
ple of a W

ork Instruction.

The com
m

unity service w
orker m

ust perform
 

com
m

unity service w
ork on all of the days and at the 

tim
es specified in the W

ork Instruction.

The Probation and Parole D
istrict O

ffice w
ill advise you 

that a person has been allocated to the Com
m

unity 
Service Project prior to the com

m
unity service start 

date. The Probation and Parole O
ffice w

ill also 
com

plete an O
n-site Com

m
unity Service Signature 

Card w
ith details of the w

orker and forw
ard this 

to the Com
m

unity Service Project. The com
m

unity 
service w

orker is not to start w
ork at a site unless their 

signature card is present.  

Signature cards 
The signature card is to be held at the project site and 
state the days of the w

eek and tim
es the com

m
unity 

service w
orker is required to w

ork.

W
orking hours 

Com
m

unity service w
orkers are generally expected 

to w
ork a m

inim
um

 of one day (norm
ally eight hours) 

per w
eek. This m

ay vary depending on the com
m

unity 
service project and/or the com

m
unity service w

orker’s 
circum

stances. It is critical that the signature card is 
signed on and off by the com

m
unity service w

orker 
and co-signed by the supervisor. Signature cards are 
an evidentiary requirem

ent.  

Com
m

unity service w
orker’s should not leave the 

project site during the day. If circum
stances require 

the com
m

unity service w
orker to leave, the w

orker 
m

ust seek perm
ission from

 you, as the O
n-site 

Supervisor and m
ust be signed off and signed on 

again w
hen they return to the project that day. Each 

entry m
ust be counter signed by you, as the O

n-site 
Supervisor.  

D
VD

 Chapter:  O
n the Job
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Q
uick G

uide: H
ow

 to com
plete a 

signature card 
The com

m
unity service w

orker is to sign on 
• 

at the project start tim
e prior to com

m
encing 

w
ork. You, as the O

n-site Supervisor are to 
counter sign the entry.

The com
m

unity service w
orker is to sign 

• 
off prior to leaving the project and record 
their finishing tim

e. In your role as O
n-site 

Supervisor, you are to counter sign the entry.

If the com
m

unity service w
orker is absent then 

• 
“failed to attend” (FTA) is to be recorded in the 
hours w

orked colum
n and the entry signed by 

you, the O
n-site Supervisor.

If a project cancellation occurs, due to a lack of 
• 

available w
ork or w

et w
eather, the com

m
unity 

service w
orker is to sign on and off at the 

project detailing the exact tim
es they arrived 

and departed the w
ork site. You as the O

n-site 
Supervisor are to counter sign the entries, 
credit the w

orker tw
o hours and record “Project 

cancelled due to …
…

..” in the com
m

ents 
section. 

H
ours w

orked are to be totalled and carried forw
ard 

to the progressive hours colum
n.  

See Page 10 for an exam
ple of a com

pleted 
signature card.  

The Probation and Parole Com
pliance O

fficer w
ill 

rem
ove the com

m
unity service w

orker’s signature 
card from

 the project w
hen the w

orker com
pletes 

his/her hours, if the com
m

unity service w
orker is 

in breach of the order or if the com
m

unity service 
w

orker has been dism
issed from

 the project.

Scheduled breaks 
It is recom

m
ended that a com

m
unity service w

orker 
be granted 15 m

inutes for m
orning tea, 45 m

inutes 
for lunch and 15 m

inutes for afternoon tea. The 
com

m
unity service w

orker m
ust not leave the site 

at these tim
es. If the com

m
unity service w

orker is 
required to leave the site, they m

ust only do so w
ith 

the perm
ission of the O

n-site Supervisor. The details 
of w

hen the com
m

unity service w
orker left and 

returned to the w
ork site m

ust be recorded on the 
signature card. The com

m
unity service w

orker w
ill be 

instructed to bring his/her ow
n food and drink  

to the project site each day.

B
reaks are counted as tim

e w
orked w

hen a com
m

unity 
service w

orker perform
s m

ore than six hours per day. 
A com

m
unity service w

orker perform
ing less than six 

hours per day is not entitled to a m
eal break.

Recording com
m

unity  
service hours
As the com

pletion of com
m

unity service hours is a 
legal requirem

ent, it is essential to keep accurate 
records of the hours com

pleted by a com
m

unity 
service w

orker.  

Each com
m

unity service project is required to 
keep accurate records of the tim

es w
orked by the 

com
m

unity service w
orker, including dates w

orked, 
tim

e com
m

enced and tim
e com

pleted. Each entry 
m

ust be signed by the com
m

unity service w
orker 

and countersigned by you, in your role as O
n-site 

Supervisor. If an entry is not countersigned by you,  
the hours w

ill not be credited to the w
orker’s order. 

W
et w

eather 
If, in your opinion, poor w

eather prevents 
com

m
encem

ent or continuation of w
ork, com

m
unity 

service w
orkers w

ho report in person for w
ork are to 

be credited w
ith tw

o hours, or the num
ber of hours 

w
orked, w

hichever is the greater. The signature 
card m

ust be clearly m
arked w

ith the exact tim
e the 

com
m

unity service w
orker  arrived and departed from

 
the project w

ith the follow
ing note in the com

m
ents 

section: “Project cancelled due to poor w
eather.”
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Conflicts of interest
There are im

portant guidelines to follow
 w

hen 
m

anaging com
m

unity service w
orkers and to ensure 

the integrity of the com
m

unity service project.  

Should you identify a conflict of interest or perceived 
conflict of interest, you m

ust notify the Probation and 
Parole D

istrict O
ffice. Exam

ples of conflicts of interest 
m

ay include:

a relative, friend or close associate is allocated to 
• 

your com
m

unity service project

you are the com
m

unity service w
orker’s landlord

• 

you em
ploy or w

ork w
ith the com

m
unity service 

• 
w

orker in paid em
ploym

ent.  

Confidentiality and inform
ation 

Inform
ation relating to the com

m
unity service w

orker’s 
offence, crim

inal history or any other inform
ation, 

such as health related issues w
ill not be disclosed 

to com
m

unity service projects unless in exceptional 
circum

stances. D
isclosure of confidential inform

ation 
w

ill be in accordance w
ith the Corrective Services Act 

200
6, section 243. The com

m
unity service project m

ay 
stipulate that persons serving sentences for specific 
offences, for exam

ple violent or sexual offences, be 
excluded from

 the project. 

D
VD
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D
ism

issing com
m

unity service 
w

orkers
The O

n-site Supervisor has the right to dism
iss a 

com
m

unity service w
orker from

 a project due to 
poor w

ork perform
ance/attitude or inappropriate 

behaviour. If a com
m

unity service w
orker is 

dism
issed, the O

n-site Supervisor is to advise the 
Probation and Parole D

istrict O
ffice im

m
ediately.  

A report from
 you outlining the issues should be 

prepared and subm
itted to the relevant Probation 

and Parole district office.

A com
m

unity service w
orker m

ust be dism
issed 

from
 the project im

m
ediately if they present under 

the influence of alcohol and/or drugs.  

Accident or injury
A First Aid kit m

ust be available at the com
m

unity 
service project. The contents of the kit should cover 
all injuries w

hich m
ight conceivably occur at the 

w
orkplace.

In the event of a com
m

unity service w
orker being 

involved in an accident at the project, the project 
supervisor m

ust report the accident to the relevant 
Probation and Parole D

istrict O
ffice as soon as 

possible. The after hours contact provided m
ust be 

used if necessary. D
etails of the accident m

ust be 
recorded, as required by section 14 of the W

orkplace 
H

ealth and Safety Regulations 1995.

U
nder the W

orkers Com
pensation and Rehabilitation 

Act 2003, section 20, com
m

unity service w
orkers 

are entitled to com
pensation for injury sustained 

w
hile perform

ing com
m

unity service.  

G
etting lives on track

G
ive B

ack
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Tips for m
otivating 

com
m

unity service w
orkers 

To m
axim

ise the benefits of com
m

unity service 
w

ork, the follow
ing tips are provided to assist 

you m
otivate com

m
unity service w

orkers. 

if possible tasks should be rotated 
• 

throughout the day to reduce fatigue  
and to change w

ork group dynam
ics

provide positive feedback and 
• 

encouragem
ent to w

orkers on a  
regular basis

provide constructive feedback for 
• 

self-em
pow

erm
ent and com

petency 
developm

ent

acknow
ledge and encourage appropriate 

• 
w

ork behaviour w
hen dem

onstrated by a 
com

m
unity service w

orker

acknow
ledge the quality of com

pleted 
• 

tasks

com
plete an end of the day evaluation  

• 
at w

hich tim
e the progress of a particular 

task is acknow
ledged

encourage the com
m

unity service w
orker  

• 
to take ow

nership of the w
ork undertaken.   

 

Responsibility of the Com
m

unity 
Service Project Supervisor in the 
event of Accident or Injury 
If you or the com

m
unity service w

orker considers 
m

edical attention is required, the com
m

unity service 
w

orker should be advised to attend a doctor to seek 
m

edical attention and have the injury recorded.

If m
edical attention is required you m

ust:   

notify the relevant Probation and Parole D
istrict 

• 
O

ffice as soon as possible after the accident; 

in the case of serious injury, arrange im
m

ediate 
• 

m
edical attention, including an am

bulance, if 
necessary 

note details of the injury/accident including date, 
• 

tim
e, circum

stances and nature of injury 

com
plete Adm

inistrative Form
• 

 –
 Com

m
unity 

Service Project Supervisor’s Incident Report (see 
Page 11 for exam

ple of com
pleted Incident Report)

if required to do so by the Probation and Parole 
• 

D
istrict O

ffice, com
plete the D

ivision of W
orkplace 

H
ealth and S

afety Form
 and subm

it to the 
Probation and Parole D

istrict O
ffice w

ithin 24 
hours. 

Rem
em

ber:  In the event of an accident/injury/illness 
resulting in blood/bodily fluid exposure, you m

ust 
adhere to safe w

ork practices to m
inim

ise the risk of 
illness and/or spread of infection. This includes the 
use of personal protective equipm

ent including nitrile 
protective rubber gloves. 
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Exam
ple of signature card

QUEENSLAND CORRECTIVE SERVICES
ADMINISTRATIVE FORM – ON-SITE COMMUNITY SERVICE SIGNATURE CARD   

  Availability:  Public                          Implement Date:  28 August 2006

Personal Details: 
Offender’s Name: Mr Bloggs                                                                                                          Total Hours:  45 hours

Supervision Details:  Working:  Monday  /  Tuesday /  Wednesday  /  Thursday  /   Friday  /  Saturday  /  Sunday

             Hours: from 9 am to 4 pm  OR: 

Project Name:  Wacol Kangaroo Reserve

Date Worked Time in Time out
Hours 
worked

Progress 
hours Signature in Signature out

Supervisor’s 
Signature Comments

28/10/2008 9:00am 4:00pm 7 7 M.Bloggs M.Bloggs M.Skippy Attended

3/11/2008 9:00am 2:00pm 5 12 M.Bloggs M.Bloggs M.Skippy Attended, left early due 
to feeling sick

4/11/2008 9:30am 4:00pm 6.5 18.5 M.Bloggs M.Bloggs M.Skippy Arrived late

10/11/2008 9:00am 4:00pm 7 25.5 M.Bloggs M.Bloggs M.Skippy Attended

11/11/2008 9:00am 9:05am 2 27.5 M.Bloggs M.Bloggs M.Skippy Project cancelled due 
to poor weather

17/11/2008 - - FTA 27.5 - - M.Skippy Fail to Attend

18/11/2008 9:00am 4:00pm 7 34.5 M.Bloggs M.Bloggs M.Skippy Attended

24/11/2008 9:00am 3:00pm 6 40.5 M.Bloggs M.Bloggs M.Skippy
Attended, Left 
early due to family 
commitments

25/11/2008 - - FTA 40.5 - - M.Skippy Fail to Attend

1/12/2008 9:00am 11:30am 2.5 43 M.Bloggs M.Bloggs M.Skippy Left early due to family 
Emergency

1/12/2008 1:00pm 3:00pm 2 45 M.Bloggs M.Bloggs M.Skippy
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Exam
ple Incident Report

Q
U

EEN
SLA

N
D

 C
O

R
R

EC
TIVE SER

VIC
ES

A
D

M
IN

ISTR
ATIVE FO

R
M

 – C
O

M
M

U
N

ITY SER
VIC

E PR
O

JEC
T SU

PER
VISO

R
’S 

IN
C

ID
EN

T R
EPO

R
T

                    Availability:  P
ublic            Im

plem
ent D

ate:  28 A
ugust 2006

D
ate of incident: 28/10/2008

O
ffender’s N

am
e: M

r B
loggs 

Project D
etails: W

acol K
angaroo R

eserve, 6 W
allaby Lane, W

acol, Q
ld. 

R
eport/Incident:  O

n 28 O
ctober 2008, at approxim

ately 10:00am
, M

r B
loggs 

approached m
yself advising that he had sustained an injury to his left ankle.  U

pon 
observation of M

r B
logg’s left ankle, a shallow

 cut w
as noted.  M

r B
loggs advised 

that he had sustained the injury w
hen he tripped over a fallen branch in the W

acol 
K

angaroo R
eserve w

hilst perform
ing gardening duties.  M

r B
logg’s w

as provided w
ith 

a sterile dressing to cover the w
ound and w

as encouraged to seek m
edical attention 

from
 his local doctor.  M

r B
logg’s agreed to seek m

edical attention and left the project 
site at 10:30am

.  M
r B

logg’s w
as directed not to return to the project site for the 

rem
ainder of the day.    

Signature:

Signature: 
M

.B
lo

g
g

s   
Signature: 

M
.Sk

ippy
 

(offender if available) 
 

(Project O
n-site Supervisor)
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O
ffender File – M

R
 B

LO
G

G
S

M
R

 B
LO

G
G

S – D
etails

Total H
ours: 

40.00
R

em
aining:

Issue D
ate: 

27 O
ct 08

C
losed D

ate: 
C

urrent
C

om
m

unity O
fficer: 

1, TD
C

 Training
Phone: 
C

om
m

ents: 
M

r B
loggs to attend com

m
unity service each and every

 
M

onday and Tuesday from
 9am

 to 4pm
 until all hours

 
com

pleted. M
r B

loggs to com
ence com

m
unity service

 
on 28 O

ctober 2008.

O
rders on W

ork Instruction
O

rder
Seq

O
rder 

Type
Expiry 
D

ate
Finish 
D

ate
O

rder 
H

ours
R

em
 

H
our

R
em

 
R

est.
R

em
 

Fin
C

um
D

ual

4109333

W
ork Instruction (27 O

ct 08 - C
urrent) - Projects

Projects on W
ork Instruction

Projects
C

lassification
Supervisor

H
ours

W
acol K

angaroo P
oint

M
r S

kippy
14

M
inim

um
 W

eekly: 
00

H
ours:

A
ssigned W

eekly: 
14:00

H
ours:

W
acol K

angaroo Point

Start D
ate: 

Tuesday, 28 O
ctober 2008

Project Phone: 
3120 1234

Project A
ddress: 

6 W
allaby Lane

 
W

A
C

O
L Q

ueensland 4076
C

om
m

ents: 
N

IL
D

ay
Project W

ork 
H

ours | From
Project W

ork
H

ours | To
O

ffender W
ork

H
ours | From

O
ffender W

ork
H

ours|To
M

onday
9:00 A

M
4:00 P

M
9:00 A

M
4:00 P

M
Tuesday

9:00 A
M

 
4:00 P

M
9:00 A

M
4:00 P

M

Integrated O
ffender M

anagem
ent S

ystem
 

P
age 1 of 1

W
ork Instruction 

 
C

reated on 29 O
ct 2008 11:08 A

M


