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This Manual is a reference document to provide 
you with clear direction to record your work 
accurately and consistently. 

The Manual is for all Youth Justice NSW (YJNSW) 
employees. While certain sections may be more 
relevant than others depending on your role, 
the recording of all interactions or attempted 
contacts with the young person, their families and 
service providers is crucial. 

1.1
WHO IS THE CASE NOTE 
MANUAL FOR?

1.2
SUPPORTING 
DOCUMENTS

The purpose of the Case Note Manual is to:

This manual should be read with the following policies and related 
documents:

ABOUT THIS 
MANUAL

1

 Court Communication Policy

 Court Report Writing Manual

 Giving Evidence Policy

 File Management Policy 

 Case Management Policy

  Collaborative Case 
Management of Young People 
in Custody 

 YJ Psychologists’ Manual

  Department of Justice Style 
Guide

emphasise good recording of 
information to meet regulatory 
requirements 

highlight the guiding principles 
of good case note writing 

illustrate how to structure 
case notes using the Detail, 
Assessment, Intervention, Plan 
(DAIP) framework 

foster good case note writing 
to improve case management 
processes

highlight the different case note 
types and reasons and when to 
use them

provide examples to help write 
good case notes.
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Using a standardised method of recording 
information helps us to collect relevant 
information in a consistent way that is easily 
understood by workers. 
The introduction of the DAIP (Details, Assessment, Intervention, Plan) 
case note model aims to standardise case note practice.

The DAIP case note model must be used for all supervision interviews 
that are offence focused and/or reflect compliance with the ‘Risk/Needs 
Schedule of Standard for community supervision’. This model should be 
used for other case note reasons, where appropriate. Using the DAIP 
headings in the actual case note could help you follow this structured 
model of recording information.

THE DAIP 
STRUCTURE:

Why, where, who, 
and what did you 
see, hear, or 
discuss?

What does this 
mean to you? 
A summary of 
interaction and 
the young person’s 
presentation.

What have you 
done with it?

Where to after 
this? Follow up 
and plan for 
next contact.

CASE NOTE 
STRUCTURE

3

A

D
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ASSESSMENT

DETAIL

INTERVENTION

PL AN
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In this section record all the factual details that are relevant such as:

 — the purpose of the contact 
 — the kind of contact i.e. home visit, office, FaceTime, or a phone call
 — the time and duration of the contact 
 — who was involved in the contact
 — what did you see, discuss or hear (if relevant)?

Record your observations and assessment of what occurred, or of the 
information available to you including:

 — the young person’s mood, attitude, reported thoughts, behaviour 
and actions

 — the young person’s strengths and vulnerabilities 
 — their current family context
 — relationships
 — safety (i.e. does the young person feel safe to share and receive 

support) 
 — developmental and emotional vulnerabilities
 — issues that need further attention
 — level of cooperation/insight into reasons for their own behaviour
 — effectiveness of actions being taken by the young person 
 — the young person’s level of engagement and progress
 — any identified risks, needs or responsivity information including 

cultural needs 
 — any case plan progress and focus of supervision discussion

Record here the actions that you have taken including:

 — any action based on your assessment and the rationale for your 
decisions

 — what was done during the contact to meet the required need(s) 
directly

 — the name of the offence focused intervention, worksheet and tools 
used, when relevant

 — the rationale for why a specific exercise was used or not used if it 
was different to what was provided in the offence focused program

 — evidence of any responsivity needs being addressed 
 — review of intervention/activity/practice with the young person

Record: 

 — the goals, actions and activities for the young person to do
 — the goals, actions and activities you or other stakeholders
 — the next appointment date, time and other key dates if (e.g. next 

court date in a remand intervention case note).

DETAIL
Why, where, who, and what did 
you see, hear, or discuss?

ASSESSMENT 
What does this mean to you? 
A summary of interaction and the 
young person’s presentation.*

INTERVENTION 
What have you done with it?

PLAN 
Where to after this? Follow up 
and plan for next contact.

* Employees are not assessing to make 
a clinical or forensic diagnosisYJ N S W C A S E  N O T E  M A N U A L9







After choosing the Case Note Type you need 
to choose the relevant Case Note Reason. You 
should exercise your judgement when selecting 
the reason which best reflects the purpose of the 
information you are recording. 

Case Note Reasons:

8.1
CIMS CASE NOTE REASONS

GEN
ERA

L

CASE NOTE REASON 
(USERS)

DESCRIPTION

Accommodation
All employees

Information about accommodation including:
 • homelessness
 • referrals to homelessness services 
 • address check form details
 • residential placements 
 • s28

Administration
All employees

Activities associated with the administration of business practices including: 
 • receiving files (e.g. C or D)
 • registering files (e.g. C or D)
 • transferring of orders, filing down
 • any information relating to admission and discharge from centre and related facilities

Bail Assistance Line – 
BAL Referral
Community

Activities associated with accessing BAL to help the young person to be granted bail. 

Behaviour Observation
Custody

All behaviour observed about a young person’s daily:
 • performance
 • response
 • expression of behaviour
 • compliance whether positive or negative 
 • Detainee Risk Management Plan (DRMP) observation
 • other information and relevant reports
 • outcome assessments
 • young person’s response to a visit including AVL

Case Conference
All employees

Information or activities related to holding a case conference including: 
 • discharge case conferences
 • multidisciplinary interagency meeting including YJNSW Funded Services Casework 
Support

 • case conference outcomes

Case Plan Review
Custody/Community

A case plan review is only undertaken when the plan is reviewed with the young 
person. Where the young person’s whereabouts are unknown or has been missing their 
supervision, record the information under an Issues/Concerns case note. 

Case plan reviews are a summary of updates or actions achieved since the last case 
plan review and any actions needing follow-up for review by management, as shown in 
Section 9: Reviewing and Approving Case Notes.

Use the headings in the Case Management Procedure.

Document on CIMS – using the words in bold as a header in each section: 
 • a summary of the case plan review with the young person 
 • any additional details about the child/young person’s progress not already noted in 
the case plan review with the young person (e.g. successes, difficulties)

 • any changes in the child/young person’s circumstances, or added information since the 
last review, that affects the case plan or your assessment of the child/young person

 • changes you will make in your approach to intervention, including any obstacles that 
need to be addressed

 • other relevant information
 • Assistant Manager’s Review (as per Case Management procedures)
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GEN
ERA

L

CASE NOTE REASON 
(USERS)

DESCRIPTION

Casework
All employees

General case management activities including: 
 • interactions with parents/carers/significant other 
 • referrals to services, including YJNSW funded services
 • outcomes achieved or generated from Client Services Meeting (CSM)
 • case discussions/consultations
 • emails from YJNSW Funded Services Casework Support notifying of any actions 
in progress or completed 

 • financial support 
 • chaplaincy
 • mentor scheme activities
 • application for leave requests – custody /community
 • detainee telephone requests 
 • Detainee Risk Management Plan discussions with stakeholders (i.e. young person 
is not participating in the interaction)

 • organise contacts with legal representatives for young people
 • any interactions or activities relating to classification matters or processes
 • other activities not captured elsewhere

Child Protection Issue
All employees

Child protection issues, including:
 • mandatory reporting outcomes
 • any suspicion, disclosure, or risks of abuse (as per related policy)
 • police contacts about child protection issues

Clinical Assessment
Clinical Manager/
Psychologists/ 
Speech Pathologists/
Occupational Therapists

Document status of assessment, any observations and/or follow ups related to the 
management of the young person.

Counselling
Psychologists/ 
Speech Pathologists/
Occupational Therapists/ 
AOD Counsellors

These are not clinical case notes. Interactions/activities that relate to the young 
person’s safety, management and case plan.

Court Report
Community

Information relating to any court report including background, bail and breach reports.

CSO
Community 

Community Service Order (CSO) attendance, hours completed and progress

Disability 
All employees 

Interactions/activities that relate to the case coordination and management of the 
disability, including: 
 • contact with the Justice Liaison Officer for assistance with NDIS
 • conduct NDIS case work such as gather evidence for an access request or contact 
an NDIS Planner for the young person

 • contacts with Justice Health, a family member, Education to gather evidence about 
a disability

 • discussions about appropriate responses/behaviour management

EPIC Scheme
Acmena YJ Centre only

Activities specific to the young person’s behaviour, progress and achievements.

Group Work
All employees 

The young person’s performance and participation in the group including: 
 • information about tasks/activity
 • attendance 
 • follow-ups such as homework, journals, worksheets

Intelligence
All employees

Information that may be useful to the Security and Intelligence Unit including:
 • breaches of security – escape
 • contrabands
 • gang affiliation
 • Counter Violence Extremist (CVE) or National Security Intelligence concerns

YJ N S W C A S E  N O T E  M A N U A L13



GEN
ERA

L

CASE NOTE REASON 
(USERS)

DESCRIPTION

Issues/Concerns
All employees

Concerns about the young person’s wellbeing / welfare or observed behaviour  
change, including:
 • financial crisis
 • accommodation safety or concerns 
 • rationale for creating an Alert on CIMS
 • any general or aggressive behavioural concerns 
 • self-harm or suicide ideation concerns
 • anything significant that needs to be noted to alert staff
 • concerns about lack of reporting or noncompliance with supervision requirements
 • whereabouts unknown and attempts to locate

Legal Matters
All employees 

Activities and outcomes related to legal matters including:
 • 1st & 2nd warning letters for breach action
 • revocation
 • breaches 
 • remand interventions
 • new court dates 
 • application to keep supervision for 18+ approvals
 • rationale for suspension of orders
 • registrable offender information including contact with police
 • Apprehended Violence Order (AVO) information 
 • other related legal activities

Other
Custody only

Any activity/interaction that does not fit the description of any other case note reason. 
This should be used sparsely.

Supervision
Custody/Community 

Supervision contacts/activities including:
 • those associated with, and reflective of, the ‘Risk/Needs Schedule of Standards for 
community supervision’ 

 • emails from YJNSW Funded Services – Casework Support notifying and describing 
their face to face supervision session

 • offence focused intervention
 • DRMP discussions with young person
 • intervention or communication with a young person while on bail supervision

WDO
All employees 

Activities related to a Work Development Orders (WDO) including:
 • registration of WDO Number
 • outstanding debt amount
 • activities related to WDO plan
 • contact with Revenue NSW or service providers regarding WDO
 • reporting hours on portal

YOUTH
 JUSTICE CON

FEREN
CIN

G 
CASE NOTE REASON 
(YJC ONLY)

DESCRIPTION

Pre-Conference Activities related to the referral process including:
 • determination
 • suitability or eligibility issues
 • missing data
 • time frame issues
 • allocation
 • completion and forwarding of written correspondence to referrer, DPP, participants 
and convenor 

 • contact with referrer or participants prior to forwarding of referral to convenor

Conference Preparation Activities related to conference preparation including:
 • contact with convenors
 • receipt of pre-conference documents from convenors
 • WH&S approvals
 • contact with stakeholders
 • contact with participants 
 • pre-conference debriefs and endorsement of conference  

Conference Activities related to the conference including:
 • occurrences within the conference 
 • failure to reach an agreement
 • any non-attendance
 • adjournment or re-convening
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PSYCH
OLOGIST

CASE NOTE REASON 
‘RESTRICT ACCESS STATUS’ 
(PSYCHOLOGISTS ONLY)

DESCRIPTION

Clinical Assessment Clinical interpretation from Psychological tests (acute tests, not psychometric) 

Counselling case note Case notes are developed to outline:
 • the initial assessment 
 • counselling sessions
 • case formulation
 • decision-making 
 • treatment plan
 • sensitive information only relevant to other psychologists  
(e.g. medication, diagnosis, drug use etc)

YOUTH
 JUSTICE CON

FEREN
CIN

G 

CASE NOTE REASON 
(YJC ONLY)

DESCRIPTION

Outcome plan monitoring Activities related to the monitoring of the Outcome Plan including: 
 • contact with young person
 • contact with supports
 • contact with stakeholders
 • outcome plan task progress and completion
 • completion and forwarding of written correspondence to referrer or participants 
including the young person

 • warning processes undertaken
 • issues with outcome plan tasks
 • adjustments to outcome plan required 
 • concerns about the young person’ lack of compliance with their outcome plan

Post-Conference Activities related to post conference (except outcome plan monitoring) including:
 • completion and forwarding of written correspondence to referrer and participants 
 • management approval of Outcome Plan for Police referral
 • outcome of Court approval of Outcome Plan
 • allocation of outcome plan monitoring to YJCW
 • confirmation of the Post Conference supervision with convenor 
 • completion and forwarding of written correspondence to referrer and participants

Referral finalisation Activities related to the finalisation of the referral including:
 • closure of outcome plan tasks
 • completion of outcome plan
 • completion and forwarding of written correspondence to referrer or participants 
including the young person

 • outcome from referrer for Court referrals
 • completion and forwarding of the Criminal Records Section notification
 • any file closure processes (e.g. filed in compactus) 

Issues and Concerns Concerns about the young person’s wellbeing / welfare or behaviour:
 • financial crisis
 • accommodation safety or concerns
 • rationale for creating an Alert on CIMS
 • any general or aggressive behavioural concerns
 • self-harm or suicide ideation concerns
 • anything significant that needs to be noted to alert staff
 • whereabouts unknown and attempts to locate
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There are specific  ‘Restrict Access’ categories 
available to be used to add or approve case notes 
on CIMS that help to protect all information 
recorded, reviewed and collected. The access 
levels are: 

 — Standard – Normal 
 — Confidential 
 — Psychologist case note* 
 — Classification

CIMS ACCESS 
STRUCTURE

11

All authorised employees have Standard access to CIMS to record 
and review information about the day-to-day management, interaction 
and interventions with the young person and significant others. Case 
notes are sent to line managers for approval, where appropriate. 
See section 8 of this document for more information regarding the 
approval process.

Confidential case notes are only used to record sensitive information 
about the young person including their disclosure of alleged abuse, or 
security/intelligence matters. This information will only be accessible 
to the author and designated manager. 

When entering the information on CIMS, you must select the 
‘Confidential’ access type and use the ‘Ready to be Approved’ 
function that automatically sends a notification to the designated 
manager for review and decision. The approving manager must 
consider the confidentiality of the information and decide on the 
necessity to restrict access. Only the author and the designated 
manager and senior manager have access to the ‘Confidential’ 
case note. 

If the case note stays ‘Confidential’, the manager must ensure that a 
‘Standard’ case note has been entered with adequate information to 
inform others who may be working with the young person.

11.1
STANDARD  
(NORMAL ACCESS)

11.2
CONFIDENTIAL 
(RESTRICTED ACCESS)
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Youth Justice Psychologists can create case notes in CIMS that are 
accessible to all youth justice employees (‘Standard’), to their direct 
line manager (‘Confidential’), or to other psychologists (‘Psychologist 
Case Note’) to view. 

When a YJ Psychologist creates a case note on CIMS, they must 
select the ‘Standard’ case note type; choose ‘Counselling’ or ‘Clinical 
Assessment’ as case note reason; and then select ‘Psychologist Case 
Note’ if they only want the information to be viewed by other Youth 
Justice psychologists, or ‘Normal’ for everyone in Youth Justice to 
view.

Where a case note with the restricted access field ‘Psychologist Case 
Note’ has been entered, it must be accompanied by a ‘Standard’ case 
note. This ‘Standard’ case note must not be a copy of the information 
recorded in the restricted case note but it details relevant information 
relating to a young person’s case management and safety concern.

Case notes with the restricted access field ‘Psychologist Case Note’ 
are submitted to their professional supervisor for review, where 
required. The ‘Standard’ and ‘Confidential’ notes will default to their 
designated line manager for approval. Refer to the YJ Psychologists’ 
Manual for more information about how to enter case notes on CIMS.

Classification case notes can only be created by those who are 
employed in Classification roles. All Classification case notes (i.e. 
Normal, Confidential and Classification Confidential) must be 
approved by the designated Manager - Coordinator Classification and 
Placements. 

Most employees can view Classification case notes with a Normal 
level of access restriction.

Confidential and Classification Confidential case notes are only 
used to record sensitive information about the young person or 
their classification process.  These case notes are only accessible by 
the Classification Manager and designated senior manager. Once 
you have chosen the case note access status, use the ‘Ready to be 
Approved’ function which automatically sends a notification to your 
manager for review and decision.

11.3
PSYCHOLOGIST CASE NOTES 
(RESTRICTED ACCESS)

11.4
CLASSIFICATION CASE NOTE 
(RESTRICTED ACCESS)
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Court Proceedings: 

—  YJCW Intake was not dialled in the court for this matter. Court’s clerk 
contacted and he has informed that the Magistrate had YJCO bail 
plan and did not wish to have YJCW intake dialled in for that matter.

—  Email sent to Community Legal Service requesting information about 
court’s proceedings regarding young person’s release application to 
update my remand intervention.

Court Outcome:

 Release application lodged: Yes
 Unacceptable Risk(s) found: Yes

—  Committing serious offences and endangering the safety of the 
community however, it was mitigated by strict bail conditions noted 
below.

Bail refused / granted:  
Bail granted – with conditions:

—  Reside at Reside at PALM, 
—  Not to be with or contact Sage. Not to enter Fellow Creek,
—  Follow all house rules of the residential rehab where you are living,
—  Drug/Alcohol restriction- Not drink alcohol or take drugs which were 

not prescribed by your doctor or other medical practitioner,
—  Supervision- Follow all instructions of Youth Justice and go to the 

offices of Youth Justice when told to do so in relation to all matters 
where a plea of guilt has been entered,

—  If discharged or exit program for any reason young person must 
contact Youth Justice and report to nearest police station forth with.

Next Court Date: 
  
 7/12/2020 at Surry Hills CC for mention / pleas.

Post court: 

Remand Intervention screen:  completed
Court Intake form: completed, emailed to CW Jones

Notifications: 
(manager, centre, parent/carer, accommodation facility etc)

—  YJCW notified by phone about Court outcome and advised to notify 
Randwick PALM staff to arrange for young person’s transport from 
Reiby to PALM as confirmed on the YJCO bail plan.

INTERVENTION:

PLAN:

What did you do 
because of your 
assessment?

Where to 
after this?
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