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The Purpose of Recording 
 
Case recording is as important as the practical work which is completed.  The 
purpose of recording in relation to Referral Orders is to demonstrate that 1) 
Practice is in line with the National Standards produced by the Youth Justice 
Board and how the YOT are adhering to these and 2) There is a clear record 
of the young people’s contracts and their journey throughout the service they 
receive by the YOT.  
 
In relation to restorative justice the purpose is to show how a young person is 
repairing the harm directly or indirectly caused as a result of their crime/s, as 
requested by the victim. This can take many forms including letters of apology 
or face to face mediation/meeting. Regardless of the method; the YOT must 
ensure that the recording of such intervention is clear as to demonstrate this 
is carried out safely. 
 
The benefits of accurate recording are: 
 

 A clear outline of what the expectations are with regards to a young 

persons’ Referral Order Contract  

 A clear account of the nature and type of contact with young people, 

parents / carers and victims of their crime 

 A clear account of young peoples’ engagement in panel meetings and 

a restorative process   

 It allows an analysis of service delivery to assist with service 

development 

 It evidences accountability for the work completed and the rationale 

behind it 

 Any worker within the team is able to access records and have a clear 

understanding of what work has been completed on a case and what 

action needs to be taken in the absence of the Restorative Justice 

Worker.   

When recording information on Careworks in relation to Referral Orders and 
Restorative Justice please ensure: 
 

 The correct headings on Careworks are used for entries in relation to 

type of contact and whether there is to be follow up contact (eg 

Telephone  

contact attempted – no answer; will attempt again later today) 

 All entries have a heading in the text (eg Initial Panel Letter, Initial 

Panel Meeting, Review Panel Meeting)   

 The reason for making telephones calls, sending letters and or 

completing home visits are clear 
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 All information received is recorded (eg email between RJ Worker and 

Case Manager etc) 

 Contacts clearly outline discussions held in panel meetings 

 For Initial Panels the contract elements are included in the contact 

entry alongside the diversity needs 

 Contacts clearly outline the views and wishes of young people and 

their parents/carers 

 Contacts  clearly state when a victim statement is read out at panel 

 Contacts clearly identifies that the contract and or relevant paperwork 

has been signed by the young person and their parents / carers 

 Contacts clearly identifies that a copy of the contract has been given to 

the young person (for Initial panels and subsequently when there has 

been any amendments to the contract at Review panels) 

 Contacts clearly outlines the date of next appointment and that a 

written copy of the appointment has been given to the young person 

where possible 

 Contacts clearly outlines the date of next panel where possible 

 Panel members names are recorded within the contact screen 

 All relevant paperwork is signed and attached on the attachments 

screen 

 Client feedback form is  attached following Final panel 

 Completion letter to young person, and certificate (if successful) to be 

sent out once completed if after the Final panel. 

 
Information to be recorded in relation to Restorative Justice 
 
Please ensure you record on Careworks: 
 

 Interviews with young people and victims in relation to ensuring both 

parties are happy to continue as RJ is a voluntary process 

 The views, thoughts and feelings of victims and young people to 

ensure neither party are entering into a restorative process with 

unrealistic expectations 

 The reasons if the victim chooses not to engage and that victim 

support, via the VLO, is still available; in addition, whether they are 

interested in accessing a different aspect of the service 

 That all issues in relation to diversity has been taken into consideration 

 That the young person, their parent/carer and victims fully understands 

the restorative justice process 

 Any written details of the restorative process which are sent to the 

young person, parent/carer and victims (eg letters). This also needs to 

be attached to the personal details screen 

 Dialogue with case managers in relation to how young people are 

progressing in a restorative process 
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 That an evaluation form is given to young people, parents / carers and 

victims at the end of a restorative process to ascertain their views on 

their experience of the process and how they are feeling afterwards. 

 Courtesy contact with all parties involved three months after the 

process (if agreed) to see how things are now. 

 
Record on a systematic basis and shortly after any contact or 

communication is received. 
 

Remember if it is not on the record, it has not happened! 


