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A file consists of a manila folder with a label containing the client’ name, date of birth/age, the open date (upon closing – the closure date), and the client’s parent’s names. Documentation is placed in the file, in the format provided below. This file is stored in a colored hanging file. The client’s name is noted on this file in pencil, so we can eventually reuse these colored files. Open files will be kept in the case worker’s file drawer unless being used with a client, or for adding notes. For privacy purposes, files should not be left out on a desk when the worker is not present. All closed cases are kept in the taller file cabinets. These are stored alphabetically according to the year the case is opened.

Restorative Justice File Format
Left Side of File (listed bottom to top)

· Release of Information Form

· Consent to Participate Form

· Conferencing Agreement Form/Youth Restitution Agreement

· Community Service Logs

· Restitution Logs

· Statistical Data Form

Right Side of File (listed bottom to top)

· Police Reports
· Referral Form
· Progress Notes (any copies of correspondence or other documentation such as POSIT results or community service applications, should be noted in a progress note and placed directly behind the note that refers to it).
· Request for funds documentation (copy made for file)
· Community service closure form for Goodwill (copy made for file)
· Closing Memo
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