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When using CIMS refer to for step by step instructions 

 

  

 

 

 

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

 

Essential Summary  

The Work and Development Order (WDO) Procedure applies to all business covering the 

administration, delivery and management of the scheme. 

Audience 

This procedure applies to all Youth Justice NSW employees who have a role in the 

administration and management of the WDO scheme.  

When to use this procedure 

Use this procedure when determining, administrating and managing WDOs from the young 

person’s entry into the Youth Justice system, until the completion of WDO process to reduce 

fine debts owing to Revenue NSW.  

 

Work and 
Development Order 
Procedure 
 

DOCUMENT DETAILS 
  

Version: 1.1 
Policy Reference: Work and Development Order  
Maintained by:  Operations Unit 
Status:   Final 
Document Reference: D20/37911/YJ   













 

  
Work and Development Order Procedure  17 February 2021

Page 7 of 8
 

Enter the final Client Activity Report (CAR) into SSP advising Revenue NSW of any one of 
the following reasons: 

• all WDO activities are completed, OR 
 

• the young person is transferred to another community office or centre, OR  
 

• there is no participation in the WDO activity by the young person for a period of 
three months, OR 
 

• the young person is released from custody 
 

Obtain a copy of the Certificate of Achievement from the portal to give to the young person 
when they have completed their WDO. 
 
Enter WDO case note in CIMS advising of outcome and action taken. 
 
Update the young person’s case plan about the WDO and submit to your supervisor for 
review, according to the Case Management Policy. 
 

 

4 Legislation: 
This procedure is supported by the following legislation: 

Related Legislations 

• Fines Act 1996  

• Fines Further Act 2008(NSW) 

• Children’s (Detention Centres) Act 1987 

• Work Health and Safety Act 2011 

 

5 Supporting documents:  
This procedure is supported by the following documents:  

Related policies 

• Case Management Policy 

• Work and Development Order Policy  

• Youth Justice Conferencing Policy  

 

Related procedures/guidelines 

• Work and Development Order Guidelines 2017 issued by Revenue NSW  

• Work and Development Self Service Portal–User Guide issued by Revenue NSW 

• Case Management Guide  

Forms 

• Work and Development Orders Checklist 
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• Client Consent – Exchange of Information (CIMS)  
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7 Document History 

Version Date Reason for Amendment 

1.1 17/02/2021 Review of policy and procedure. Minor amendments were 

made reflecting machinery of government changes and more 

information about the alternate options, ‘write offs’ or payment 

plans, which are available for young people to access, if 

relevant 

1.0 19/09/2018 Introduction of the new WDO operational framework whereby 

detention centres and community offices are recognised as 

individually approved WDO sponsor sites. 

 




