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Printed copies of this document may not be up to date. 
Ensure you have the latest version before using this document. 

Essential Summary 
The Court Report Writing Manual has been developed to assist YJNSW 
employees to write clear, concise and appropriate reports for court and 
police. 

The manual informs YJNSW employees of the correct style and language 
to be used, as well as the appropriate content to be included. 

The manual is to be read alongside the Court Communication Policy, the 
related procedure and the Department of Justice Writing Guide. 

 

 
Court Report 
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1 Writing Style 
It can be difficult to write in the correct style for court. The report must have a formal tone, 

but also be easily understood by the young person and their parents or carer. This can be 

achieved by writing in plain English. Plain English means writing in a simple and clear way to 

ensure your message is understood. 

The following tips can help you to write in the correct tone and in plain English: 

 write short sentences and paragraphs 

 write in active voice 

 avoid jargon e.g. ‘minimum standards’ or ‘cycle of change’ 

 do not use discriminatory language or colloquialisms e.g. ‘druggie’ 

 do not use emotive language e.g. ‘Robert’s behaviour was appalling’ 

 avoid repetition 

 avoid using technical or specialist terms without a clear explanation 

 reference all sources of information correctly. 

 
 Writing in active voice 

The correct tone can be achieved by using active voice in your report instead of passive 

voice. 

Active voice makes clear who was responsible for what. In some circumstances passive 

voice is correct, but in general it can make sentences too long and vague. For example, “I 

discussed this with Jane” is active voice. Passive voice is: “It was discussed by me with 

Jane”. Your decision to use active or passive language in a sentence should be determined 

by which provides the clearest message for your audience. 

Writing in an active voice ensures that there is evidence for your statement, whereas a 

passive voice often relies on assumption. 

For example, this sentence in the passive voice does not actually contain evidence: “It 

appears that Mark's pro-social thinking was quickly distracted by the potential financial gain 

that could occur.” 

This active sentence does: “Mark stated he was ‘excited’ that he could obtain cigarettes and 

money from the victim.” 

Examples for reports: 
 

PASSIVE ACTIVE 

“It would appear that there is a family history 

of involvement in offending behaviour.” 

“Robert’s parents both have a criminal 

history” 

“It is also suggested that due to a number of 

deaths in the family since 2006 of close family 

members such as her grandparents and what 

Billy reports as significant parental figures that 

grief and loss counselling would be highly 

recommended to continue.” 

 
“I recommend that Billy continues to attend 

grief and loss counselling due to the deaths of 

several close family members and parental 

figures.” 
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“It appears through conversations with Jane 

she understands the risk of drinking in the 

community.” 

“Jane stated that she understands the risks 

she faces when she drinks in the community.” 

“In relation to the aforementioned offences, it 

appears that these were dealt with by way of 

a community service order.” 

“Jake received a community service order for 

these offences” 

 
 Writing a factual and verifiable report 

All information contained in a report for the court must be as factual and verifiable as possible. 

The reports must avoid speculation, summary of facts, opinion, hearsay, unsourced assertions 

and sweeping generalisations. Remember that you can be questioned in court regarding the 

contents of your report and you must be able to verify that all the information in the report is 

factual. 

The following tips should help you to write factual and verifiable reports: 

 All information must be identified as verified or unverified. 

 Include in the sources of information section specific information regarding how you 

obtained the information, such as the date and nature of an interview, e.g. phone 

interview with Robert Smith on 31 January 2013. 

 Unconfirmed/unverified information must be introduced with a statement, such as 

“Robert claimed/stated…” or must be referred to as ‘alleged’. This includes allegations of 

domestic violence or undisclosed abuse. 

 Be objective and avoid presenting your opinion. All information presented must be based 

on known information. 

 Do not give the impression that you have expertise in an area outside of the scope of 

your role. 

 Avoid broad statements such as ‘the young person showed remorse’ or ‘the young 

person is honest/open/likeable’. These are difficult words to verify. 

 If you need to use words such as ‘indicate’ or ‘appears’ in your report, they must include 

context. For example, ‘Robert appeared to be under the influence of alcohol as 

demonstrated by his slurred speech and a strong smell of alcohol.’ 

 
 Using people’s names in a report 

When referring to people within the ‘sources of information’ section of the report or as other 

professionals, their full name and position must be included in the report, e.g. Jane Smith, 

Robert’s mother OR Matthew Jones, teacher at Sydney High School. Their full name must 

continue to be used throughout the report. The young person can be referred to by first name 

only. 

 
A person’s name should not be used when they are not relevant to the specific issues in the 

report. For example, a report can state that the young person has three siblings but does not 

need to name each sibling unless relevant to the content of the report. The name of the co- 

accused should not be included in the report. 
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Using personal pronouns, such as ‘I’, ‘we’ and ‘you’, can make a report clearer and follows the 

principles of Plain English. For example, “This author interviewed Jake on three occasions” 

would read “I interviewed Jake on three occasions”. 

 
 Spelling and grammar 

All reports must be checked for spelling and grammar before being submitted to your 

supervisor for approval. If you know the common spelling or grammar errors you make, you 

should check for these errors before sending the report to your supervisor. Reports must not 

be submitted to the court with any spelling errors or typos. 

Common mistakes: 

It’s or its 
‘It’s’ = ‘It is’ or ‘it has’. “It’s very 

hot today.” 

Its = possession. “The tree loses 

its leaves in autumn.” 

Of or have 
It is incorrect to say, ‘could of’, 

‘should of’, ‘would of’. 

It is correct to say, ‘could have’, 

‘would have’, ‘should have’. 

 
Affect or effect 

Affect is a verb = to 

transform/change. “The 

suspension affected his school 

attendance.” 

Effect is a noun = a 

consequence/result. “The crime 

had an effect on his life.” 

 
There, their or 

they’re 

There = a place. “The court is 

over there.” 

Their = possession. “They ate 

their lunch.” 

 
They’re = they are. “They’re 

leaving tomorrow.” 

You’re or your 
You’re = you are. “You’re required 

to attend supervision.” 

Your = possession. “I will 

answer your questions.” 

 
Too, to or two 

 
Too = as well as or excess. “I 

think so too” or “I ate too much.” 

To is a preposition. It shows the 

relationship between at least 

two (2) words. “Jake reported to 

his YJ caseworker.” 

Practice or practise 
Practice is a noun = preparation 

“I need more practice.” 

Practise is a verb = to prepare 

“I should practise my writing.” 

Practical or 

practicable 

Practical = useful 

“This manual is very practical.” 

Practicable = feasible/possible 

“His backup plan is practicable.” 

 
Enquiry or inquiry 

 
Enquiry = informal questioning 

“I enquired about his family.” 

Inquiry = formal investigation 

“The commissioner released the 

report on the inquiry into the 

criminal justice system.” 

Alternate or 

alternative 

Alternate = to take turns 

“The merge required the cars to 

alternate.” 

Alternative = an option/choice 

“I chose the alternative 

program.” 

Principal or principle Principal = main/chief Principle = rule/theory/belief 
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 “The judge outlined her principal 

concerns with the case.” 

“The same principle applies to 

all bail hearings.” 

Incident or 

incidence 

Incident = event/occurrence “The 

police are investigating the 

incident.” 

Incidence = frequency/rate of 

occurrence “The incidence of 

assault has decreased in NSW.” 

 
Elicit or illicit 

Elicit = to obtain/extract 

(information) “The magistrate was 

able to elicit the truth.” 

Illicit = illegal “He was caught 

with illicit substances in his bag.” 

 
Averse or adverse 

Averse = unwilling/ 

strongly disinclined “She was 

averse to attending supervision.” 

Adverse = harmful/ 

unfavourable “Drinking can have 

adverse effects on your health.” 

 
There are many other resources available online to assist you with common grammar errors. 

If you are unsure, look it up online. 

 

2 Writing Background Reports and Update 
Reports 

Background Reports must not be narrative recounts of the young person’s educational, family, 
or criminal offence. 

A young person’s welfare or non-criminogenic needs must not be the primary focus of a 
Background Report. The focus must instead be on the offending behaviour, including what is 
required to minimise this behaviour and promote pro-social lifestyle choices and the factors 
contributing to the offence. All information must be relevant to the offence for which the report 
has been requested. 

All reports must focus on factual and verifiable content that can be substantiated by the YJ 
caseworker in court. Employees are not considered to be ‘expert witnesses’ at court 
proceedings, so statements based on opinion should be avoided. Refer the Giving Evidence 
Policy for information on YJNSW employee’s role in giving evidence in court. 

Reference to the YLS/CMI-AA and the young person’s score must not be included in the report. 

The report must only refer to the police facts and should not include an outline of the young 
person’s version of the offence. The young person’s version of events surrounding the offence 
should be included only to explain their motivation for committing the offence. If the young 
person disagrees with the official version of events, you may note this only. 

Any unproven offences or new offending behaviour should not be referred to in the report. The 
young person’s remand or control status for other matters should only be referred to if it is 
relevant to an assessment of suitability for a community-based sentencing option. 

 
 Need and Risk Factors 

The young person’s dynamic need and risk factors related to offending must be clearly 

identified in the report. The Background Report must inform the court primarily about these 

dynamic need and risk factors which have influenced the young person to commit the current 

offence and must provide the court with strategies or plans that can address these factors and 

reduce the likelihood of future offending. 
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Dynamic risk and need factors are those that are potentially changeable with an appropriate 

intervention. Static risk factors are historical factors which are unchangeable. 

 
 Responsivity Factors 

A young person’s responsivity factors must also be identified. The responsivity factors provide 

insight into the young person’s characteristics, such as their motivation, learning style and 

aptitude, and their capacity to respond to and benefit from interventions. It will also assist the 

YJNSW caseworker to adapt any intervention strategies to accommodate the young person, 

taking into consideration their age, gender, ethnicity, language, disability and mental health. 

 
 Protective Factors 

Background Report must also identify the protective factors or strengths in a young person’s 

life. A young person’s protective factors can have a significant impact on their recidivism, 

despite their level of risk/need. Protective factors can significantly reduce the impact of risk 

factors and therefore must always be considered when preparing a background report. 

Protective factors may include: 

 The young person’s competencies or temperament 

 Family environment, dynamics, or relationships 

 External supports 

 Participation in pro-social activities or with pro-social peers 

 Involvement in education or employment 

 

3 Content of Court Reports 
 

 Specific Purpose Reports 

A Specific Purpose Report requested by the court should only address the information as 

requested by the court. The Specific Purpose Report is to include factual and verifiable 

information only and is not to include opinions. The Specific Purpose Report can also be 

initiated by YJNSW to communicate a specific issue without a formal request from the court, 

which could include: 

 providing the court with detailed information regarding a specific query the Court has 

about a young person, OR 

 to make submissions to the court in parole related matters when there are concerns 

about the young person’s risk of reoffending and re-entry into the community prior to 

being released from custody on parole and YJNSW is recommending the parole be 

revoked prior to release, OR 

 YJNSW is applying to the court to vary or revoke additional parole conditions. 
 

The Specific Purpose Report allows selection of one of three final headers. Select the most 
appropriate header to align with the Court’s request or the purpose of the report. 

 
 Eligibility and suitability for community-based sentencing options – when the 

Court requests a suitability assessment for a Community Service Order or a Community 
Clean Up Order. 

 Recommendation – when a recommendation is required, e.g. applying to the court to 
vary or revoke parole conditions. 
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 Summary – when the report is for information only, with no recommendation or 
sentencing advice. 

 
 Nil Reports 

A report is ONLY a Nil Report if the caseworker is unable to contact the young person. 

ALL efforts must be made to contact the young person and should be documented – 

sending letters, phone calls, home visits etc. 

If the young person is unable to interviewed, a paragraph must be included in the Nil Report 

that details the specific attempts made to interview the young person. 

 
 Background Reports 

3.3.1 Sources of Information 

Cite the sources of information that have been considered, for example “NSW Police 

Facts” or “Interview of [client’s name]’s mother”. 

 [Example: Interview of [client’s name]’s mother at **** Youth Justice Community 

Service office on DD Month YYYY.] 

 [Example: Youth Justice NSW records.] 

If you are unable to interview the young person or the parents/carers, include a separate 

paragraph to provide details of the specific attempts made to interview them. 

 
3.3.2 Prior and current offences(s) 

The following issues may be included within this section: 

 
 Previous periods of supervision with YJCS 

 Summary of the young person’s response to supervision 

 Past or current participation and progress in any YJ endorsed offence-focused 

interventions 

 Any previous breach action and/or non-compliance 

 Current motivation to engage in any future supervision that may be ordered 

 Response to custody (if the young person has been in custody) 

 An analysis of previous and current offending, such as patterns or an escalation or 

reduction in the seriousness 

 Any orders that are now in breach due to the plea/finding of guilt for this offence. 

 
Note: Where the Court is aware of a breach of an existing order and has requested a 
Background Report for the new offence/s, the Caseworker should note the orders the 
young person has breached in this section of the report. 

 
Previous involvement with Youth Justice Conferencing is not to be included. 

 
3.3.3 Family and living circumstances 

Provide a brief explanation of family relationship dynamics and how/if these factors are 

related to the young person’s offending. Also consider the young person’s level of insight 

into the impacts of these factors for themselves and/or others. 

This should include major areas of strength (individual, family and community) as well as 

criminogenic factors (factors that led to the offending). 
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The following issues may be included within this section if they are significant or relevant 

to the current offence: 

 Accommodation issues (e.g. Homelessness) 

 Level of family support system 

 Parental supervision, boundary setting and discipline 

 Family conflict 

 Antisocial role modelling (consider family, friends and neighbourhood) 

 Family dynamics and impact on offending behaviour 

 Cultural issues related to the offending attitude or behaviour 

 Significant events experienced in the family environment that have influenced the 

young person’s offending 

 Whether the family environment/upbringing/accommodation is a risk factor or a 

protective factor for offending behaviour (or both). 

3.3.4 Employment and/or education 

Provide a brief explanation of the young person’s education and/or employment and how/if 

this is related to their offending. Also consider the young person’s level of insight into the 

impacts of their education or employment situation for themselves and/or others. 

Include any disability information and diagnoses within this section, including how this 

relates to the young person’s involvement in offending or responsivity / ability to comply 

with interventions. If it has been identified that there is a need for further assessment of an 

intellectual disability, the report must note that “there is a need for further assessment” 

OR” a referral for further assessment has been made to [organisation/doctor] on the [date].” 

This section should also include major areas of strength (individual, family and community) 

as well as criminogenic factors (factors that led to the offending). 

The following issues may be included within this section if they are significant or relevant 

to the current offence: 

 Educational level completed by the young person 

 Time of onset of any behavioural issues in the educational system 

 Any known learning difficulties or literacy issues 

 Any marginalisation from educational or employment systems 

 Current motivational levels and efforts to engage in education/employment 

 Barriers to learning and level of engagement with services. 

 
3.3.5 Peer relations 

Provide a brief explanation of how/if the young person’s peers contribute to their offending. 

Also consider the young person’s level of insight into the impacts of their peer associations for 

themselves and/or others. 

This section should also include major areas of strength (individual, family and community) as 

well as criminogenic factors (factors that led to the offending). 

The following issues may be included within this section if they are significant or relevant to 

the current offence: 

 The role of peers in the offence if any 

 Involvement with pro-social and/or anti-social peers 

 Demonstrated ability or willingness to make decisions independent of peer influence 

 If the parents or carers are attempting to control, contact with certain peers 
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  

 If a young person’s negative peer associations are linked with their geographical 

location 

 Patterns of offending with any co-accused. 

 
3.3.6 Substance abuse 

Provide a brief explanation of how/if the young person’s substance use contributes to their 

offending. Also consider the young person’s level of insight into the impacts of their substance 

use for themselves and/or others. 

3.3.7 Leisure and recreation 

Provide a brief explanation of how/if the young person’s leisure and recreation activities 

contributes to their offending. Also consider the young person’s level of insight into the impacts 

of these factors for themselves and/or others. 

This section should also include major areas of strength (individual, family and community) as 

well as criminogenic factors (factors that led to the offending). 

The following issues may be included within this section if they are significant or relevant to 

the current offence: 

 The level of social support services and pro-social recreational facilities available in 

the local community 

 Any involvement/lack of involvement in structured pro-social activities 

 Willingness or demonstrated ability to engage in structured pro-social activities. 

 
3.3.8 Personality and behaviour 

Provide an explanation of any impulsive, challenging or risk-taking behaviour, the motivation 

for the offence and any factors leading up to the offence that may have influenced its 

occurrence. Consider any aggravating factors and the level of pre-contemplation and planning 

relevant to the current offence. 

Do not present facts as different from the police facts. 

 
Include any mental health information and diagnoses within this section, including how this 

relates to the young person’s involvement in offending or responsivity/ability to comply with 

interventions. If it has been identified that there is a need for further assessment of mental 

health, the report must note that “there is a need for further assessment” OR ”a referral for 

further assessment has been made to [organisation/doctor] on the [date].” 

The following issues may be included within this section if they are significant or relevant to 

the current offence: 

 Health information that has a clear relevance to the young person’s offending or 

responsivity/ability to comply with interventions, supervision or some court 

ordered sentences e.g. Community Service Orders 

 Involvement of health-related services that are a protective factor against 

offending 

 How any condition could be managed or supported to reduce the risk of 

offending. 
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3.3.9 Attitude and beliefs 

Provide an assessment of the young person’s attitude to their offence/s and the victim/s. As 

part of the assessment, take into account the young person’s age, stage of development, 

maturity and other developmental factors that may contribute to this (i.e. attachment or other 

parental/family factors or issues that impact on the young person’s capacity to communicate). 

The following may be included: 

 Thoughts before, during or after the offence 

 Any pro-criminal attitudes 

 Any cognitive distortions (minimising; magnification; personalisation; 

catastrophising; overgeneralisation; mind-reading etc.) 

 Any demonstrated insight 

 Responses to any challenges to distortions 

 Understanding of their part in the offence without minimising or justifying their 

behaviour. 

Ensure that any technical or specialist terms used in the report are clearly explained. 

 
3.3.10 Eligibility and suitability for community-based sentencing options 

Outline the young person’s suitability and eligibility for all community-based sentencing 

options. A young person’s eligibility for a community-based sentence is based on legislation. 

A young person’s suitability for a community-based sentence is based on the assessment of 

the individual’s circumstances. 

Also include in this section any casework strategies/plans that could be put in place, either via 

Youth Justice or external support services. Casework strategies/plans should respond to 

identified areas of need already discussed in the background report. New information must 

not be introduced in this section. Do NOT include any statement regarding the risk of further 

offending. 

The following statements must be included: 

Youth Justice Conference 

Consultation with Assistant Manager [Name] indicated that [client name] is/is not eligible to be 

sentenced to a Youth Justice Conference under section 33(1)(c1) of the Children (Criminal 

Proceedings) Act 1987 and section 40 of the Young Offenders Act 1997. [Name] is / is not 

considered suitable for a youth justice conference due to… (canvass young person’s 

willingness to participate in a youth justice conference and complete an outcome plan). 

Community Based Order 

[Name] is eligible to be sentenced to a community-based order under section 33(1) (a-e) of 

the Children (Criminal Proceedings) Act 1987. Should the court impose a community-based 

order with supervision the individualised case plan would include strategies to address the 

aforementioned identified areas of criminogenic need. 

Taking into account all of the above information and incorporating a standardised assessment 

process, [Name] has been assessed as unlikely to benefit from supervision by this service for 

the following reasons: 

 [identify reason] 
 

Community Service Order 

[Name] is eligible to be sentenced to a community-based order under section 33(1)(f) of the 
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Children (Criminal Proceedings) Act 1987. [Name] has been assessed as suitable for a 

Community Service Order as per the requirements of S9(b) of the Children (Community 

Service Orders) Act 1987 and has had the nature and effect of this order explained as required 

by S6 of this Act. Participation in programs or counselling may be included as community 

service work hours, unless otherwise specified by the court 

OR 

[Name] is not considered suitable for a community service order for the following reasons: 
(canvas the following) 

 willingness to participate in CSO and understanding of rules 

 availability and ability to participate and travel 

 reparation work placement availability 

 program placement availability 

 
Community Clean Up Order 

This sentencing option should only be included if the young person has been charged with an 

offence under the Graffiti Control Act. 

[Name] is / is not eligible to be sentenced to a community clean up order due to the current 

offence being / not being charged under the Graffiti Control Act 2008. [Name] is / is not 

considered suitable for a community clean up order due to… 

Serious Children’s Indictable Offence 

Custodial sentencing options must only be included in this section if the young person is being 

sentenced for a Serious Children’s Indictable Offence (see List of Serious Children’s Indictable 

Offences resource) and a custodial outcome is probable. In these circumstances, the 

community-based sentencing options are not to be canvassed and this section of the report 

must instead state: 

“Due to [Name] being sentenced for a Serious Children’s Indictable Offence, they are ineligible 

to be dealt with under the Children’s (Criminal Proceedings) Act 1987. Should a custodial order 

be imposed under the Crimes (Administration of Sentences) Act 1999, the court is respectfully 

informed that section 19 of the Children (Criminal Proceedings) Act 1987 must be referred to 

in order for that sentence to be served in a Youth justice centre, regardless of the young 

person’s age. It is also noted that further conditions and special circumstances are outlined 

under section 19 subsections (3) and (4).” 

 

3.4 Custodial History Report  
 

Youth Justice NSW must attach a Custodial History Report to every Background Report provided 
to the Court. 
 
This requirement ensures the Court and legal representatives have accurate information about the 
young person’s time spent in custody to support sentencing decisions, including consideration of 
time served and the potential impacts of institutionalisation. 
 
Prior to submitting the report for approval in CIMS, the Caseworker must annex the Custodial History 

Report by selecting the designated checkbox on the Request tab.  

 

The Assistant Manager must ensure that the Custodial History report has been annexed prior to 

approval. Once approved, the report cannot be added or removed and permanently forms part of 

the court report. 
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Where requested, the Custodial History Report (CIDS361) may also be provided directly to the 

young person’s legal representative. This may occur in circumstances where the Background Report 

has already been filed with the Court or when a Background report has not been requested, and the 

legal representative requires a copy for sentencing submissions or bail applications.  

 

3.5 Parole Jurisdiction Reports 

 
3.5.1 Overview 

Use this section to detail the young person’s involvement with Youth Justice NSW and include 

a summary of the young person’s current motivation to be released on parole and engage in 

community-based supervision. 

 

3.5.2 Response to Custody 

Provide an overview of the young person’s behaviour while in custody and any supports or 

strategies that were put in place to assist the young person adjust to the custody environment. 

The Centre Report for Consideration of Release on Parole as well as the parole case 

conference should inform this section of the report. 

 

3.5.3 Participation in Rehabilitation, Work, Education or Other Programs in Custody 

This section describes the programs available to young person while in custody and their 

willingness or readiness to participate. Provide details of the young person’s level of 

participation and engagement in rehabilitative programs including offence focused programs, 

case plan goals and education and vocational programs. A summary of their engagement with 

counselling should also be included. Consultation with the centre psychologist is required to 

confirm what can be included in this section as well as referring to the Centre Report for 

Consideration for Release on Parole. 

 

3.5.4 Community Reintegration 

Include in this section any significant community support, services and activities available to 

the young person upon their release on parole. This section focuses on major areas of strength 

including individual, family and community. 

The following areas may also be included within this section if they are significant or relevant 

to parole: 

 The level of social support services and pro-social recreational opportunities 

available in the local community relevant to the young person 

 Access to structured pro-social activities 

 Willingness or demonstrated ability to engage in structured pro-social activities 

 Involvement of health and or other related community services that are a 

protective factor against reoffending 

 How any condition could be managed or supported to reduce the risk of reoffending. 
 

 
3.5.5 Post Release Supervision 

Detail in this section how the young person will be supervised in the community including the 

interventions, case plan goals, program participation and referrals available to assist the young 

person while on parole supervision. 



Court Report Writing Manual 
v0.7 

Date of effect 23 April 2018 
Page 14 of 22 

 

 

 

Discuss the post release support case plan developed at the parole discharge case 

conference. Include interventions aimed at addressing identified risk areas for the young 

person including but not limited to cognitive impairment, family conflict, mental health issues, 

substance misuse, homelessness, lack of cultural support or a lack of awareness around their 

health and wellbeing that is relevant to the young person’s offending or responsivity, and their 

ability to comply with interventions or supervision. 

Advise within this section the details of the transition plan in place for the young person if they 

are to be transferred to Community Corrections NSW when released from custody on parole. 

 

3.5.6 Recommendations 

Detail in this section whether Youth Justice NSW recommends that the young person be 

released on parole. 

Recommendation for release on parole (YJNSW Supervision) 

Youth Justice NSW recommends the release of [Name] on a parole order with supervision as 

per the Children (Detention Centres) Act 1987. 

OR 

Recommendation for release on parole (CCNSW Supervision) 

Youth Justice NSW recommends the release of [Name] on a parole order with supervision as 

per the Children (Detention Centres) Act 1987. Should the court release the young person on 

parole, the court is respectfully advised that community supervision will be provided by 

Community Corrections NSW. Transition arrangements have been confirmed and are in place 

with Community Corrections NSW. 

OR 

Recommendation not to release the young person on parole 

In light of the information included within this report and the attached specialist report(s), Youth 

Justice NSW recommends [Name] is not released on a parole order as per Children (Detention 

Centres) Act 1987. 

 

4 Breach Reports 
This section applies to breaches of all community-based supervision orders including Good 
Behaviour Bonds, Probation, Parole, Children’s Community Service Order (CSO) and 
Community Clean Up Order (CCUO). Breaches are instigated by the court or by YJNSW. 
Refer to the Non-Compliance and Breach Policy and procedure for information regarding 
breach processes of all community supervision orders. 

 
 Breach of non-custodial orders (excluding CSO) 

When YJNSW considers that a young person may be in breach of their supervised community 
order, caseworkers must prepare a Notification of Alleged Breach Report for submission to 
the court. This report template is only used when the court is not aware of the new offence 
(i.e. breach of existing order), or due to noncompliance with YJNSW supervision. 

 

4.1.1 Breach of CSO and CCUO 
 

When YJNSW considers that a young person is in breach of their CSO or CCUO, caseworkers 
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must prepare an Application to Revoke Report for submission to the court. For more 
information about the revocation process refer to the Children’s Community Service Order 
Policy and procedure. 

 
 Report content - Notification of Alleged Breach/Application to 

Revoke 
When writing the Notification of Alleged Breach/Application to Revoke reports, consider the 
following content guidelines: 

4.2.1 Prepared for 

Insert the name and jurisdiction of the court to where the report will be provided. 

4.2.2 Order(s) Breached 

This section should self-populate after selecting the relevant orders. If the order that you are 
reporting the breach has expired, the expired order details will need to be manually entered 
into the ‘Comment’ box in this section. Check that the information recorded is correct. 

4.2.3 Attachments(s) 

Attach a copy of the current Order(s) being considered for breach to the report and any other 
documents requested by the court. Enter the document details under this heading. 

E.g. ‘Parole Order(s) issued at XXXX Court on XX/XX/XXXX’. 

 
4.2.4 Details and Management of the Alleged Breach 

Clearly state the condition(s) being considered for breach and provide specific details, 
including relevant dates. For parole order breaches, include the release date from custody. 

E.g. ‘On [date] XXX was sentenced to an XXX-month control order for an offence of XXX, 
with a NPP of XXX and a PP of XXX. The order is due to expire on [date].” 

If the alleged breach is due to reoffending behaviour, provide the date of the new offence(s) 
and the outcome. Only advise the court of a new offence when the young person has been 
convicted and guilt has been established. 

E.g. ‘It appears that (name of young person) is in breach of the above order due to guilt 
being established for the new offence(s) (provide name and proceeding number of the 
offences). This matter is next before (name) Court on (date) for (mention/sentencing/etc)’ 

If the alleged breach is due to failure to comply with supervision, chronologically detail in point 
form, what the young person did and how they have responded to alleged breach. 

 
 
Where applicable list the: 

 directions that the caseworker gave to the young person. 

 steps that the caseworker had taken to re-engage and assist the young person in  

 avoiding breach action. 

 warnings issued by YJNSW and the young person's response to those warnings 
including modes of communication 

E.g. ‘It appears that the young person has breached their parole order by failing to comply 
with supervision.’ 

E.g. ‘It appears that the young person has breached their probation order due to their 
current whereabouts being unknown despite efforts made to contact them’. 
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4.2.5 Current Circumstances 

Use subheadings to provide details on the young person’s immediate circumstances and the 
young person’s legal status. Include factual and verified information that is related to the  

alleged breach outlining: 

 the young person's attitude and response to supervision pre-breach, the case plan 
goals, program activity, safety concerns, or other related activity. 

 issues that may have contributed or resulted in the alleged breach (e.g. lack of 
community support, family conflict, substance misuse, or other significant 
circumstances). 

 supports including referrals to external support services or strategies that the 
caseworker can implement in the future to assist with compliance. 

 CSO hours completed and remaining, if applicable, particularly if the report relates to 
a breach of Community Service Work Order or a Community Clean-Up Order. 

 
4.2.6 Recommendations 

Include a recommendation that is applicable and appropriately reflects the information 
provided in the body of the report for the court’s consideration. 

 
Specify one of the following options for Good Behaviour Bonds, Probation Orders, Suspended 
Sentences, CSO and CCUO breaches (not parole): 

 Take no action on breach (for low-level non-compliance or minor fresh offences) 

 Issue a Notice of Call Up to the young person (where there are concerns about the 
non-compliance or serious nature of the fresh offences) 

 A warrant be issued (where the young person’s whereabouts is unknown) 

Parole order breaches: 
 Record the non-compliance and take no action on the breach (for low-level non- 

compliance or minor fresh offences). 

 Give the young person a formal warning (for low-level non-compliance or minor fresh 
offences). 

 Set a hearing date for the court to consider the breach and to provide the young person 
the opportunity to appear for their matter (for medium-level or more significant non- 
compliance or more serious fresh offences) 

 Vary/revoke or impose additional conditions of the parole order (note that Standard 
Conditions imposed by the Children (Detention Centres) Act 1987 or the Children 
(Detention Centres) Regulations cannot be altered) 

 

 Revoke the parole order - s65(2)(e) of the Children (Detention Centres) Act 1987. 
Note: This recommendation must only be used in a Notification of Alleged Breach 
Report where the young person has not complied with parole conditions AND there is 
an immediate need for the young person to be removed from the community. 

 
 Submitting breach or revocation reports to the Court 

For Good Behaviour Bonds, Probation Orders, Suspended Sentences, CSO and CCUO 
breaches – not parole, caseworkers must forward the Notification of Alleged Breach Report or 
the Application to Revoke Report for CSO or CCUO, including a copy of the Order(s) being 
breached or revoked to the Assistant Manager for review and approval. Caseworkers, or their 
manager, will forward the approved breach or revocation report to the court for consideration. 
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For parole breaches, the Assistant Manager must send a preview version on a word document 
of the Notification of Alleged Breach of Parole Order Report (i.e. the report must not be approved 
on CIMS) to YJNSW Business Support Team (BST)  who will forward 
to the Solicitor Advocate for review. While the manager has final delegation over the contents, 
the Solicitor Advocate is responsible for reviewing the breach report, so they have enough 
information to represent YJNSW at the breach of parole hearings. 

Once the Solicitor Advocate confirms with the Assistant Manager that the instruction is clear, 
the Assistant Manager will approve the report on CIMS and email to the BST who will forward 
the final report to the Solicitor Advocate and the court. 

 
Caseworkers are encouraged to liaise with the Solicitor Advocate via  
regarding the report content to ensure the information is sufficient for the Solicitor Advocate to 
represent YJNSW on the breach in court. 

 
 Breach process 

For breaches or revocation of community-based supervision orders, excluding parole 
breaches, the court will usually ‘Call Up’ the young person to appear before the court to deal 
with the breach of the order(s). If the court confirms the breach, it may decide on any one of 
the appropriate options listed in the above section 4.2.6. 

 
For parole breaches, Magistrates will initially consider the alleged breach in Chambers and 
may decide to finalise the parole breach without the young person being required to attend. 
This is usually reserved for ‘taking no action’ or giving a ‘formal warning’. When the matter is 
concluded in Chambers, an order or letter is sent to the young person, the supervising 
caseworker and the BST. 

Parole orders can no longer be revoked by the Children's Court in Chambers unless there are 
circumstances where the Magistrate considers the need for the immediate removal of a young 
person from the community. The Caseworker must provide a clear rationale for recommending 
a revocation in Chambers. When a Magistrate does revoke the parole order, they will also 
issue a ‘Commitment Warrant’. 

When a Magistrate decides to set a hearing date for the court to consider the breach at a 
Parole Review Hearing, they will issue a ‘Notice of Listing’ with an Update Report request for 
YJNSW. The young person is required to attend the court hearing. The ‘Notice of Listing’ is 
sent to the young person, the supervising caseworker, and to the BST. 

 
 Update Report CIMS template 

Caseworkers must use the CIMS generated Update Report for Parole Review Hearing 
template (the ‘Update Report’) when they receive a request from the court for an Update 
Report to help inform of the young person's current circumstances at the Parole Review 
Hearing. 

The Update Report request will outline what the Caseworker must address in the report. If a 
Notification of Alleged Breach of Parole Order Report was not previously submitted, the 
Update Report must include the information that would normally be provided in the notification 
report. The information must be structured as described in section 4.2. 

If a Notification of Alleged Breach of Parole Order Report was previously submitted only 
include new information in the Update Report. 

Where the matter is not concluded at the first hearing, additional update reports may be 
requested by the court. The Solicitor Advocate and the Court will advise of any specific issues 
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to be addressed in subsequent Update Report requests for the young person’s parole review 
hearing. 

4.5.1 Update report content 

When preparing the Update Report, caseworkers must provide new or specific information 
requested since the last report was submitted to the court relating to the breach. 

 
If the court has not been previously provided with a Notification of Alleged Breach of Parole Order 
Report, then the Update Report must include all relevant contents (i.e. as outlined below) in this 
report. 

4.5.2 Current Circumstances 

Detail the alleged breach in this section. It is appropriate to use subheadings, where relevant. 

The recommended subheadings include: 

a) Summary of breach 

i. Fresh offence/Failure to comply 

If the information has not been communicated to the court previously, provide the date and 
details of the new offence or failure to comply with reasonable directions and how it appears 
to breach the current order/s. (Refer to 4.2.4 for a detailed description of what to include in 
this section). 

If the information has already been provided, refer to the previous report. 

(E.g. state – ‘Refer to the Notification of Alleged Breach of Parole Order Report dated xxxx for 
details’) 

ii. Response to supervision pre-breach 

Detail the young person's attitude and behaviour towards their supervision obligation before 
breach action was initiated. 

b) Specific considerations 

Detail the specific or additional information requested by the court (E.g., drug and alcohol 
assessment or mental health assessment) 

c) Community Update 

If the young person is in the community, describe their current attitude and behaviour towards 
staff, supervision, programs, education, counselling and other interventions they have 
participated in since the Notification of Alleged Breach of Parole Order Report or any previous 
Update Report was provided. 

d) Custodial Update 

If the young person is in custody, describe the young person's response in custody since the 
Notification of Alleged Breach of Parole Order Report or any previous Update Report was 
provided, including misbehaviour reports, behaviour management plans, attitudes and 
behaviours towards staff and others, participation in programs, education, counselling and 
other related activities available in custody. 

4.5.3 Recommendation 

Caseworkers must specify a recommendation from the list of options below. The 
recommendation must logically reflect the information provided in the body of the report. 

The available options for the recommendation include: 

a) Seek an adjournment of the matter for further review at a later date - state the reason 
for the adjournment period (e.g. awaiting outcomes of fresh offences, mental health 
assessments or provide a period to see if there has been an improvement in the young 
person's response to their supervision). 

b) Record the non-compliance and take no further action (for low-level non-compliance 
or minor fresh offences). 
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c) Issue a formal warning (for low-level non-compliance or minor new offences). 
 

d) Vary/revoke or impose additional conditions of the parole order (Note that standard 
conditions imposed by the Children (Detention Centres) Act 1987 or the Children 
(Detention Centres) Regulations cannot be altered). This option should only be used 
to recommend a specific condition to address an identified concern 

e) Revoke the parole order - include whether YJNSW supports a fresh grant of parole or 
not. 

If supporting a fresh grant of parole, include a clear proposal about the post-release plan 
addressing suitable accommodation, educational, vocational programs, counselling, and 
employment (including commencement dates). 

Ensure that if the young person is in custody serving a Control Order for the new offence, their 
release date is included in the report. The Caseworker advises that a fresh grant of parole 
would need to commence after the young person’s release date on their current control order. 
Before recommending this, ensure that the order being breached has not expired. 

 
If not supporting a fresh grant of parole, recommend the young person complete the unexpired 
portion of their parole in custody. However, it is appropriate to include a brief post-release 
plan, as the court may not agree with the recommendation and release the young person on 
a fresh grant of parole. 

E.g. state 'If the court decides to impose a fresh grant of parole, accommodation is 
available at XXX and YJNSW will continue to supervise from XXX office.' 

 
 Submitting update reports to the Court 

Update Reports must be forwarded to the BST  on the Friday before 
the scheduled Wednesday parole hearing. If this is not possible, the Caseworker or manager 
must email the BST on the Friday to advise when the report will be made available to them to 
forward to the court. 

If caseworkers have any queries regarding the parole breach report or the process, they can 
contact the Solicitor Advocate for advice by emailing the BST@  who 
will then forward the email on. 

 
 Attendance at parole review hearing 

If requested by the Solicitor Advocate and approved by the court, Caseworkers should attend 
breach of parole review hearings to provide additional information about the young person’s 
case management as they relate to the breach proceeding. If a caseworker is not able to 
attend, they should arrange with their Assistant Manager to attend on their behalf. This 
attendance should be virtual (via WebEx). 

When attending the virtual court hearing, caseworkers and managers must ensure they 
comply with professional virtual etiquette (i.e.blurring background, muted unless requested to 
speak, camera is on) and that they are dressed professionally for their court attendance. When 
arranging attendance, caseworkers or managers must email the BST parole@dcj.nsw.gov.au 
to arrange and confirm their attendance. The BST will provide instructions on attending the 
parole review hearing virtually. 

 
 Breach of Commonwealth parole orders 

Federal offences are offences against the Commonwealth law under the Crimes Act 1914 
(Cth). Commonwealth offences include drug importation, terrorism, and social security fraud. 
The Children’s Court does not have any jurisdiction over the Commonwealth Parole Order. 
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Breaches of these Orders must be referred to the Commonwealth Attorney-General office 
which is the parole authority for Commonwealth offences.” 

DCJ Legal is not involved in the process. For any queries contact the Commonwealth Parole 
Office, Commonwealth Attorney-General’s Department on  

The factors that are taken into consideration by the Children’s Court will be considered by the 
Commonwealth Attorney-General. The CIMS Notification of Alleged Breach of Parole Order 
Report template is to be used and when the reports are approved by the Assistant Manager, 
they must be emailed to the Commonwealth Attorney-General’s Department  
A copy is also sent to the BST to monitor the parole breach. 

The Commonwealth Attorney-General may: 

 impose additional conditions, vary or revoke a condition 
 revoke a parole order 

Before making any decision to revoke, the Commonwealth Attorney-General will usually send 
a notice to the young person to advise of a Hearing. 

 
 Breach of Bail Report 

When YJNSW considers the young person is in breach of their bail conditions the police are 

notified using the Breach of Bail Report. This report is only sent to police, not to the court. 

4.9.1 Prepared For 

Insert the name of the police station where the report will be sent. 

 
4.9.2 Details of Alleged Breach 

List condition(s) as specified on the order/bail agreement. 

Detail how YJNSW has determined that a breach of the bail condition(s) (excluding bail 

supervision) has occurred. Include dates, sources of information and a summary. 

 

5 Distribution of Court Reports  
  
YJNSW employees must distribute court reports in accordance with legislation 
and YJNSW policy to ensure procedural fairness.  
  
Employees should refer to the Court Report Distribution Resource for assistance in locating the 
correct email addresses for courts, prosecuting agencies and legal representatives.  
 

5.1 Background Reports and Update Background Reports   
  
Background Reports prepared under section 25 of the Children (Criminal Proceedings) Act 
1987 are made available to the Court and all parties to the proceedings, including:  

 the prosecuting agency; and  

 the young person’s legal representative  
  

5.1.1 Distribution Rules  
  
Reports must be distributed by email to the Court, with all other relevant parties copied. This 
ensures the Court is informed of the recipients and upholds transparency in the distribution 
process. 
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 If a party requests a copy, YJNSW may provide it at the same time it is submitted to the 
Court. There is no requirement to supply reports to legal representatives before the 
scheduled submission date to the Court.  

 If correct contacts cannot be verified, the report must be sent only to the 
Court, requesting that the Court distribute it to other relevant parties.  

   

5.2 Information to the Court Regarding Bail (weekday Bail reports)  
  
YJNSW requires that these reports are distributed in the same manner as a Background Report.  
  

5.3 Parole Reports  
  
All Parole reports must be emailed to the Business Support Team, who are responsible 
for distribution to the Court and relevant parties.  
  

5.4 All Other Court Reports  
  
All other Court reports (First Appearance Court Intake Forms, Breach Reports, Specific Purpose 
Reports, and Nil reports) are provided to the Court for distribution to relevant parties. However, if a 
party requests a copy, YJNSW may provide it at the same time as it is submitted to the Court. 
There is no requirement to supply reports to legal representatives before the scheduled 
submission date to the Court.  
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