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	1.
	Policy



	1.1
	It is the policy of Enfield YOS to have two Duty Workers and a Duty Manager on duty on a weekday, Monday to Friday. Duty operates between 0845 -1715.



	1.2
	Duty is of primary importance and workers/managers must follow this policy and procedure when on duty. Duty work is priority, once on duty a worker/manager must be able to respond to any situation or emergency that arises in the YOS. 



	1.3
	They need to be present in the office during the day, apart from one-hour lunch break, which will be taken separately. The duty day will be kept free to catch up on admin when not dealing with Duty Matters.



	1.4
	Duty Managers will remain in the building while on duty, when taking a lunch break or leaving the building they must find a named cover for the period they are out of the office.  Duty Managers may attend meetings within the building but if cover is not found Duty Workers will interrupt meetings when required.



	1.5
	Whilst all YOS workers will have a certain basic level of training and experience it will not be possible for everyone to have the detailed skill and knowledge base to deal with every situation that comes in on duty and therefore when such situations arise the Duty Manager may call on other YOS members to undertake tasks they think are unsuitable for the workers on duty.



	2.
	Duty Times and Seating 



	2.1
	Although, duty is until 5.15 pm situations may arise when a duty case comes in late e.g. at 5 pm, the worker must be flexible, and stay in the office to either deal with that situation or pass it over to the correct support agencies e.g. the Emergency Duty Team. Telephone Number 0208 379 1000

	2.2
	It is the responsibility of the duty managers/workers to make sure any duty work that came in before the end of the duty period at 5.15 pm is dealt with appropriately before they go off Duty.



	2.3
	No new duty work will be taken after 5.15 pm and the answer phone will go on at that time.  



	2.4
	The Duty Workers will log in to the duty group box/ phone at 9.00 ready to take Duty calls.  Duty Manager to ensure this is done.


	2.5
	Duty Workers will take phone calls, enquiries or office visits from clients, including those in the YOS duty calendar, members of the public and colleagues from partner agencies between those hours.  They will need to note any failure to attend (FTA) and follow up action, emailing the case manager



	2.6
	At the end of the day Duty Worker will check all messages in duty group box and take appropriate action.  Duty Managers will ensure this is done.



	3.
	Duty Log sheet and recording



	3.1
	The Duty Workers must complete a duty log throughout the day and highlight any ongoing situations to be carried over the next day to the Duty Manager.  Only one duty sheet should be kept and saved in the Electronic Duty file.  
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	3.2
	Duty Workers will record any calls, visits, conversations and any other type of contact with clients on Child View and send an email to both Case Manager and their Line Manager. 



	3.3
	The Duty Manager will sign off the duty log and hand over any on-going issues to the next day’s Duty Manager. This will be done via email.



	4.
	Duty Swaps



	4.1
	Duty Workers and Duty Manager will be on duty for the whole of the duty period and must not arrive late or leave early without permission from a manager. Any duty swaps must be reflected in amendments to the duty rota.  This is the responsibility of the worker making the swap.



	5.
	Duty Rota



	5.1
	A Duty Rota will always be written up in advance and can be found in the ‘duty’ file on the R drive. 



	5.2
	When requesting annual leave Duty Workers much check the Duty List and ensure that duty days are covered.  If cover is not found this must be raised with line manager, who will assist to resolve the situation

	6.
	Duty Tasks



	6.1
	At the start of the day the duty workers must know who their Duty Manager is.  Duty Manager must check in with the duty workers and ensure that both Duty Workers are there and what tasks are expected throughout the day.



	7.
	Colleague Cover for Sickness / Emergencies and other pre-planned Duty Work.



	7.1
	The duty workers must by 09.15 am have checked with the Duty Manager regarding what workers are off sick and what appointments need covering, (they will need to repeat this at 10.30 am to make sure that they are aware of any workers who have phoned in late).



	7.2
	Duty should only see children in exceptional circumstances.  If a worker is on leave they should arrange cover with one of their colleagues.

	7.3
	Duty worker must also see if any notes have been left in the YOS duty Calendar requesting any emergency work / appointments to be covered that day (e.g. a colleague who has been called to Court asking for someone to see clients for them).



	7.4
	Duty workers will see clients for colleagues who are on sick leave and for colleagues out dealing with emergencies and will see clients who arrive at the YOS expressly to see a duty worker for help and advice.



	7.5
	Anyone phoning in sick must speak with their Line/Duty Manager or another manager in their absence by 9.30, daily unless covered by a Fit to Work Note.  The Line Manager is responsible for ensuring that work is covered, this can mean tasking the duty worker to make phone calls or see Young people.



	8.
	Duty Workers/Managers sick leave



	8.1
	If one or both duty workers are sick the duty manager or, if they are not present, any other manager must delegate at least one but preferably two other YOS workers to cover duty. 



	8.2
	Once these workers have taken over duty the manager must inform, by urgent email, admin, reception, the rest of the management team and the Rota compiler of the change to the duty rota and the reasons for this change.



	9.
	Division of Labour



	9.1
	Once all the work that needs covering for the day has been established the duty workers must divide it up evenly between themselves, if there is any dispute over this then the opinion of the Duty Manager, or in their absence any other manager, is to be sought. 



	9.2
	Once pre-planned work is agreed and covered then the duty workers will get on with their admin until required either for these appointments or to deal with other telephone calls and visits in person.



	10.
	Case Managers Leave



	10.1
	Duty workers will not see clients for colleagues on leave without the express permission of a manager. 


	10.2
	YOS Case Managers going on leave must do their very best to arrange with other colleagues to see their clients and must explain to those workers what work they want doing with the client.

	10.3
	This must then be circulated on a list by email attachment for all YOS staff to see (so that any member of the YOS know what should be happening if any one goes off sick etc. and they are left dealing with a query).



	11.
	Bail and Remand



	11.1
	The Duty Manager is responsible for the bail and remand process including the completion and sending of AssetPlus to the YJB.  They will delegate the writing of an AssetPlus to either a Case Manager or Duty Worker.  Duty Manager can delegate sign off to another manager but remains responsible for ensuring that YJB has received all documents at the end of the day. Any remands to YDA must be discussed with Head of Service or Deputy Head of Service.



	11.2
	When a call is received from court to state a Young person is in custody, the duty worker will check on Child View which authority is responsible for bail and remand decisions and inform the Court.



	11.3
	If the Young person is responsibility of another borough (Home YOT) and Enfield YOS are caretaking (Host YOT), the duty worker should give the Court Duty Officer the Home YOTs details and provide the Home YOT with all relevant documents by secure email. This could include an AssetPlus that is still in progress.



	11.4
	If the Young person is the responsibility of Enfield YOS then details are to be taken including:

· Young person’s personal details

· Offences, charge sheet – this must be given to the court team for them to create the ‘hearing date’ and allow an AssetPlus Stage to be created.

· Parents details

· Contact numbers

· CPS documents (MG5)

· CPS Views on bail (This is the most important factor)

This should be received by secure email into the secure group inbox (Grp.EnfieldYOT@Enfield.cjsm.net)

	11.5
	If CPS are not opposing bail, then the Duty Manager in consultation with the Senior Court Specialist, Case Manager and Line Manager will need to take a decision on whether to oppose bail or request additional bail conditions.  The duty worker will inform the Court Duty Officer and record on Child View



	12.
	Conditional Bail  



	12.1
	If the Young person has been released on conditional bail, then the duty worker must record and notify the Court Team of the outcome of Court by email and to copy and paste the email as a case diary entry.  The duty worker should also remind the YOT in Court to send a Court Notification all relevant documents to the Enfield YOS secure email address. 



	12.2
	If the Young person is given a Bail Support Programme (BSP) then the Duty worker should give, through the YOT at Court, an appointment for the following day to be seen by the duty manager at 16.15.  



	13.
	Remand into Local Authority Accommodation (RiLAA)



	13.1
	If CPS or YOS are opposing bail and the Court is considering a RiLAA or the YOS are recommending a RiLAA, the Duty Manager needs consulting about this decision.

	13.2
	This process will be managed by the Duty Worker, unless on a Friday when the Bail and Remand Worker at Court will manage the process.



	13.3
	In both circumstance the Bail Recommendation Stage must be completed by the duty worker and countersigned by the Duty Manager.  The duty worker should use all sources of information to complete this stage including: -

· YOT in Court

· Child View

· Liquid Logic (ask a colleague if duty worker does not have access)

· YOS Police 

· SYV coordinator  

· Parents

· School/Education Establishment

· Current Case Manager or previous case manager.

If information is not forthcoming, ‘Yet to Clarify’ is to be used.



	14.
	Remand into Youth Detention Accommodation (YDA)



	14.1


	When a Young person is at risk of a YDA, this will be managed by Duty Worker in absence of case manager.  The duty manager will complete a Need to Know and circulate appropriately.



	14.2
	The Duty Worker must complete the Bail Recommendation Stage, which will include Custody Module.  The duty worker should use all sources of information to complete this stage including: -

· YOT in Court

· Child View

· Liquid Logic (ask a colleague if duty worker does not have access)

· YOS Police 

· Parents

· School/Education Establishment

· Current Case Manager or previous case manager.

If information is not forthcoming, then Yet to Clarify is to be used.



	14.3
	The Operation Manager/Duty Manager is responsible for signing off the E&C and P&P sections and once signed need to complete the assessment, ensuring that it is no longer ‘In Progress’.  The completed Bail Recommendation Stage must be sent to YJB via connectivity, by the duty worker.  The Court Manager will support if required.  All correspondence to be copied on to Child View with attachments.



	14.4
	The YOT at Court is responsible for the completion of the Post Court Report (PCR).  Details of the PCR should be sent to Enfield YOS to the secure group inbox.  However, this information can be obtained through a telephone conversation.  If the PCR is not completed by YOT at Court, then the Duty Worker will still need to complete a Post Court Report Stage stating that the PCR information has not been obtained from the YOT in Court.  

	14.5
	Once the PCR information has been obtained a new Post Court Report Stage needs to be created and the relevant information is then inputted in the Post Court Report section of the Custody Module.  The Duty Manager will then countersign the relevant sections and complete the stage, at which point the Duty Worker will send the PCR Stage to the YJB via connectivity. 



	14.6

	Ensure that AssetPlus reflects:

1. CPS view (bail opposed – on what grounds; bail not opposed)

2. YOT proposal (bail not supported; bail with following conditions proposed)

3. Court’s (Bench/DJ) decision



	14.7
	If parent/guardian not in court the Duty Worker should make every effort to contact them and inform them where their child is.  The outcome should them be recorded on Child View.



	14.8
	When completing AssetPlus, ensure that Parents have been created and are linked to the child.  There is a generic social worker for Young people that are estranged from their parents and accommodated.



	15.
	YOS Members on Home Visits.



	15.1
	All YOS Workers must be aware of Identicom and how to use it when on home visits.
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	15.2
	All YOS Workers that undertake community visits will be provided with an Identicom badge.



	15.3
	It is the policy of YOS and the wider London Borough of Enfield to use the Identicom to its full potential, keeping YOS workers safe when working alone in the community.



	15.4
	Any YOS Member visiting a client at their home or in the Community must inform duty that they are going out, where they are going to, what they are doing and what time they can be expected back by recording in the YOS duty calendar.



	15.5
	If a worker is going to be late back, then they must phone the Duty Worker and inform them of this. If the Duty Worker has not heard from a staff member on a visit and they are more than 30 minutes late then it is up to the Duty Worker to contact that member of staff as per the lone worker Policy. 



	15.6
	If Duty Worker cannot get an answer or believes the worker is in danger, then the Duty Manager must be informed and if for whatever reason they cannot be contacted then refer to senior manager in the YOS or a senior Children’s Services Manager.



	15.7
	For all visits scheduled to finish after 5.15 PM then the Case Manager is going on a home visit they must inform the Duty Manager of the start and end time of the visit and must, on completion of the visit, phone the duty manager to inform them that they have safely left the client’s home.



	16.
	Telephone Calls 



	16.1
	Duty telephone calls may cover a range of requests.  If a caller requires information, then YOS must: -

· Need to complete the request for information form. Take their number and details, name, position, organization and location. Tell them YOS will call them back [so YOS can check if they are who they say they are].
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· Are YOS the right person to deal with the call or could another worker present who may be working on the case be better suited to deal with the enquiry.

· Check their right to have the information [Need to know information, do they have a need / right to know, what will happen if I do not share this information [could a crime happen, could there be Child Protection Problems], what problems may I cause if I do? If in doubt speak to a manager.

· Check the information YOS are going to give them is it accurate, is it fact or opinion. Do not give out false or misleading information.

· Call the person back and give them the information they seek, do not give out more information than is requested unless to do so would place people in danger or risk offences being committed.

· Record in the Duty Log and on Child View that YOS have given the information out and why YOS gave it and out and to whom.

· Email the Case Manager, copying in the Operational Manager, letting them know that YOS have given out this info and to see Child View.



	17.
	Transfers



	17.1
	If a call comes through regarding a transfer-in, always refer to the Transfer Policy and Procedure and if in doubt seek the advice of a manager. Please follow the transfer policy to the letter. Regarding transfers, YOS must always email the Community 1 & 2 Manager, Duty Manager and Enfield.transfers@enfield.cjsm.net. Notify Court team so that they can look out for transfer papers.  This action should also be recorded in the log.
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	18.
	Duty Calls in Person



	18.1
	· Ensure reception have booked the caller into the visitor’s book.  

· Check whether the call is a pre-planned call or is just a visit for advice by the Young person.

· Read the latest letter on the word file regarding the client and read Child View entries relating to them and any other relevant information left by the case manager.

· If YOS have any concerns about seeing an unknown client either take in a hand-held alarm or ask the other duty person or when not available another team member to accompany YOS. 

· Meet with the client, duty worker should ensure that client has left the building and that the exit time is recorded by admin.

· Record as per above.

· Young person signed in and out of building and note that it is a duty visit on log.



	19.
	Missed Appointments.



	19.1
	The duty worker must log the failure to attend on Child View (under actual name and not ‘duty worker’) and then email the Case Manager, copying in their Operational Manager and telling them of the failure to attend. 



	19.2
	If the Case Manager is away for less than 24 hours they will be responsible for dealing with missed appointment and setting up the next appointment.



	19.3
	However, if the case manager is due to be away for more than 24 hours then it is the responsibility of the Duty Worker in consultation with the Case Manager’s Operational Manager or Duty Manager in their absence to send a warning letter with a next appointment, copying in the case manager to ensure they are aware.



	19.4
	At times Child View may not be clear where in the system they are and therefore it is the responsivity of the Case Manager’s Operational Manager to decide if they should get a 1st Warning, 2nd and Final Warning or a return to Panel/Court.  In the absence of the Operational Manager the Duty Manager will need to make this decision.



	19.5
	All decisions and actions should be recorded on the Log and on Child View, including phones calls from the Young person with an explanation. 



	20.
	Restorative Approaches


	20.1
	A restorative approach will be taken by all Duty Workers and Duty Managers to any interaction or incident on a duty day, where applicable.



	20.2
	Should an incident occur that is suitable for a restorative approach, the duty worker should contact one of the restorative champions and keep the Duty Manager informed.



	21.
	Incidents with Young Person 



	21.1
	If the alarm sounds it is the responsibility of the one of Duty Worker and the Duty Manager to respond, unless they have a risk assessment which deems it inappropriate and therefore should make alternative arrangements with a colleague to cover this process.



	21.2
	A dynamic assessment should be undertaken and the situation if possible defused.



	21.3
	However, if the situation is escalating then 999 should be rang.  Also, note that if YOS are downstairs in reception or interview room staff can press the two red buttons together for a silent alarm to get an immediate response from the police.



	21.4
	Duty Workers and Duty Manager must be aware that the alarm cannot be heard in Unit 9 and therefore must get cover if having meetings in Unit 9



	22.5
	The duty manager must ensure that the incident is written up on the ‘Incident page’ of the Enfield Eye and copied and pasted into our own log saved in the SYJV folder.  




Appendix 1
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8 Series Training Guide

Turning the device on

First press and hold the status button and the amber button at the same time, after which the following will happen:

· The device will vibrate once and the LED light will illuminate red, green and blue.

· The device will then go through a load up phase where it will vibrate six times and you will hear an audio tone.

· You will then feel three more vibrations and see a red flashing light.

· A battery icon will then appear and the device will vibrate once.

· A signal icon will then appear and the device will again vibrate once.



(Remember that green is good, amber is ok and red is poor)

A second way of turning on the device is simply to disconnect the device from its wall charger, after which the device will be automatically switched on and ready to use. There will be no vibrations or audio tones from the device when this occurs, however you will see a small black icon on the LED screen which indicates the device is turned on.

Status Checks

· Press and hold the status button and the device will vibrate three times.

· The battery and signal strength icon will appear along with a red flashing light.

· Once the battery strength has been found, the battery icon will remain solid and the device will vibrate once.

· Once the signal strength has been found the signal icon will remain solid and the device will vibrate once.

· You will see a satellite icon on the back of the device with a blue flashing light.

· Once a location has been received this blue light will go solid and the device will vibrate once.

Safe and Well Check

· Press and hold the safe and well buttons, after which you will feel three vibrations and the LED will illuminate solid amber.

· When you feel one further vibration and the lights are flashing you have twenty seconds in which to leave a message.

· Once the lights go out, you will have started a twenty minute timer.

· In the final minute of this twenty the device will vibrate five times and stop (this will repeat over the minute).

· You can press and release the safe and well button to extend this timer for a further time period (confirmed by one vibration).

· Press and hold to cancel the safe and well mode (confirmed by two vibrations).



Failure to either extend or cancel the safe and well mode will result in the device automatically going in to red alert and your current lone working situation being monitored.

Man down 

· Man Down is only active when the device is in the safe and well mode.

· The device will detect non movement if it is still for a one minute period.

· If the device goes in to man down, the unit will vibrate five times and emit an audio tone.

· To cancel the Man Down alert simply stand the device upright, this will detect movement and cancel the Man Down activation.

Failure to move the device whilst in the Man Down mode will result in the device automatically going in to red alert and your current lone working situation being monitored.



Red Alert (Via the centre button)

· Press and hold the centre button, the device will vibrate three times.

· The device will give out two vibrations to indicate you are been monitored.

· You will then feel two vibrations every ten seconds to remind you that we are still monitoring and recording the live audio.

· To cancel press and hold the centre button down until you feel two vibrations. 

Red Alert (Via the rip cord)

· Pull the rip cord out of the top corner of the device.

· The device will then vibrate three times.

· The device will give out two vibrations to indicate you are been monitored.

· You will feel two vibrations every ten seconds to remind you that we are still monitoring and recording the live audio.

· To cancel, place the pin firmly back in the top corner of the device and then press and hold the centre button until you feel two vibrations.



The 8 series device has the ability to allow you to hold a two-way conversation between the lone worker and an operator at the monitoring station. If the lone worker actives the device in error or the situation they are in has calmed, the lone worker can ask the following: “Can the operator please engage in two way conversation?” The lone worker may have to repeat themselves a couple of times whilst our operator is assessing the situation and making sure that they feel comfortable in opening up two-way conversation via the device. The operator will ask the security questions via the device instead of calling the lone worker on their mobile/work phone. 










 

Youth Offending Service

TRANSFER FORM – ALL SECTIONS MUST BE COMPLETED IN ALL TRANSFER CASES FOR APPLICATIONS TO BE CONSIDERED (Please answer N/A in areas that do not apply.)

		SECTION 1 - TRANSFER DETAILS



		Name of Referring Agency:

		





		Correspondent Name/ full address & Email details:

Line Manager: 

		







		Name of young person:

		



		DOB:

		



		Address of young person:

		





		Young Person Contact number:

		



		Parent/ Carer Name:



		

		Parent/

carer D.O.B:

		



		Parent Contact number:

		





		Caretaking or Full transfer (3 Month Stability Period):

		





		Is young person LAC?: (Answer Yes or No) (If Yes give details)

E.g. Legal Status

		









		If LAC provide name and contact details of Social Worker(s)/Placements

		







		Is young person/family known to Social Care or any other agencies for any other reason? If so please provide contact information.





		



		Current ETE status and details:

		









		Current Intervention Type including Requirements: (RO/YRO/YRO-ISS/ DTO/ BSP/RILLA)

		









		IF YRO-iss: Which BAND level?

		



		Length of Order with Start date/end date:

		



		Is young person on Court Bail or Police Bail? (Answer: Yes or No) (If Yes give details/requirements)

		







		Any outstanding Offence/s? If so, please give details e.g.:



· Court Bail?

· Police Bail?

· Next court date(s)?

· Bail to Return date(s)?

· Which Police st (BTR)?

		





















		Is young person associated with a gang?: (Answer Yes or No) (If Yes give details) 

		







		Is young person at risk from gangs or Specific people: (Answer Yes or No) (If Yes give details)

		



		Is young person known to MAPPA (Answer Yes or No) (If Yes give details) category & level

		





		State current risk levels (Low/Medium/High/Very High)

		Reoffending

		



		Risk of Harm to Others

		

		Vulnerability / Safety & Wellbeing

		



		Summarise main issues associated with risk levels



		









		Summarise victim safety issues

		









		Has the victim been contacted? (Answer Yes or No) 



If No – have attempts been made? If YES – what is their involvement in the process?

		









		Any other Relevant  information, Please state here e.g.

· Special Disability arrangements required?

· Awareness for Staff Safety?

· Any other relevant contact details?

· Interpreter Required?















		











		SECTION 2 – TRANSFER DOCUMENTS



		ESSENTIAL DOCUMENTS (TRANSFER SHOULD NOT PROCEED WITHOUT)



		Files sent (Doc. PDF. Excel):

		



		· Asset/ Asset Plus /Bail asset  – Dated and Countersigned

· Risk Management Plan (IAP or RMP/VMP or PNP) – Dated and countersigned

		



		· Copy of most recent Pre Sentence / Youth Offender Panel Report / Review Report

		



		· Copy of most recent Care Plan and all other relevant LAC paperwork sent

		



		· Full Sentencing History (not PNC Print out)

		



		· Copy of Court Order inc. DTO’s / Notice of supervision (if applicable)

		



		· Copy of CPS documents for Current Order

		



		· Education, Health and Care recent Plans (EHCP) 

		



		· Any MAPPA Documents

		



		· Copy of any minutes/action plans associated with Multi Agency professional meetings e.g. child in need, CAMHS, Pathway Plans etc. sent

		



		Names and contact details of all professionals involved with the young person provided

		



		Contact details of any other YOT that has worker with this young person provided

		



		SECTION 3 – TRANSFER DETAILS TO BE COMPLETED BY POST COURT MANAGER



		

Which team YP to be allocated to? (Please Circle)  TEAM 1   TEAM 2    HIT TEAM







		Specific supervision and breach arrangements agreed for this transfer







		



		If Yes – give detail

















		Should this case be listed for High Risk Panel? 



		



		Any other information relevant to this transfer?















		Name of Manager accepting this transfer:





		Date of acceptance:



		







PLACE COMPLETED FORM AT FRONT OF YOUNG PERSON’S FILE
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o)
Ready: The Status Check

What is it?

The status check shows the battery and signal strength of the
device, as well as logging a GPS location.

How and when do | do it?

Press and hold the status button until the device has vibrated
three times. Perform a status check prior to physically entering
each new location.

What will | see?

On the LED screen you will initially see a red light and a couple of

symbols until the battery and signal strength has been established.

When established, the device will vibrate once and the LED screen
will display a battery symbol with a solid coloured light underneath
the icon. This will then be repeated for the signal strength. Green,
amber or red illustrates the available strength/signal.

E [
Indicated by a solid light

I I [
using traffic light system. .I

GPS signal searching: % Ny
Indicated by blue light flashing. — G

AN

K

Battery strength:
Indicated by a solid light
using traffic light system.

Signal strength:

GPS signal found:
Indicated by solid blue light.

Steady: The Amber Alert

What is it?

The Amber Alert allows you to leave a voicemail message with the
monitoring station containing specific information about

your whereabouts and task (please also leave your name if a
shared device). This will also start the Safe and Well check in
timer and activate the Man Down sensors.

How and when do | do it?

Press and hold the Amber Alert button until the device has
vibrated three times. You will see a solid amber light and a warning
triangle once the device begins to dial through to the voicemail.
When the device vibrated once and the amber light begins to flash,
start talking. You have 20 seconds* of recording time which

will stop automatically after which the amber light will go out.

What will | see?

The light remains solid while device is dialling.

O A

Speak into the device when the light starts to flash.

Recording stops automatically when the light goes out.*

*Standard Setting is set to 20 seconds. Client Specific Settings may vary.
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Steady: The Amber Alert (continued) Steady: The Amber Alert (continued)

Safe and Well Check In Timer Man down Sensors

The Safe and Well Check In Timer is automatically activated (Only active in Amber Alert mode)
after leaving a recording. The set up of the timer is client specific, but lets

assume you have been allocated a 20 minute period, at the end of which Whilst in Amber Alert mode the Man Down sensors in your

device will be active. If no movement is detected by your

you need to: . ) L . . .
Identicom device within 60 seconds, then the device will begin

a) Check in and extend your time; to vibrate and beep. If the device is still not moved for a further
or, 60 seconds, a Red Alert will be triggered and the monitoring
b) Cancel the Amber Alert because you are Safe and Well. station will be able to listen in and assess the situation.

If you do neither, your device will automatically raise a

Red Alert. Cancelling a Man Down Alert

a) C.heck. in - 19 minytes* aft_er leaving your recordipg, your To cancel a Man Down Alert (stop the vibrations and beeping)

device will vibrate 5 times, this means you have 1 minute left simply move the device to an upright position. (This does not

before the Amber Alert will raise a Red Alert. To extend your cancel your Amber Alert voicemail or your safe and well check

Amber Alert, give your Amber Alert button one very quick press in timer).

(do not press and hold). A long vibration will follow.

b) Cancel the Amber Alert — When you are Safe and Well,
cancel the Amber Alert setting by pressing and holding the
Amber Alert button. It will vibrate twice. (This will also

deactivate the man down sensors but not overwrite the 3 p '
voicemail message). ’
*Standard Setting for Safe and Well Check in Timer is set to 20 minutes. Client specific \

settings may vary. '

Mandown is a standard setting on the Identicom device however client specific settings are
available.
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Go: The Red Alert Go: The Red Alert (continued)

e A s A
What is it? What will happen?
A Red Alert is the act of your device calling through to The monitoring station will listen to the audio from the device
the monitoring station alerting to them that you may and decide on a course of action. If after 60 seconds of the
require assistance. alert running, the operator believes it is safe to talk, they will
open two way communication through the device and ask if
How and when do | do it? you are safe and well.

You can also engage two way at any time during the alert
by speaking into the device. Can the operator please talk
to me? Upon hearing this the operator will begin two way
communication with you through the Identicom. You can
ask the operator to cancel or escalate the alert. If you wish
« If you feel a potential threat or a situation developing where to cancel the alert, the operator will ask for your passcode.

you may require assistance. This passcode will have been agreed by your employer, and
provided during training.

A Red Alert can be activated by pressing and holding the Red
Alert button on the device or alternatively by removing the rip

cord. The device will vibrate three times to tell you that a Red

Alert has been activated. You should start a Red Alert:

* In any situation in which you feel uncomfortable as a
lone worker.

* When you feel you are at risk or in a potentially Cancelllng a Red Alert:

dangerous situation. Press and hold the Red Alert button

until you feel two vibrations to

cancel a Red Alert. If the Rip Cord

has been removed put it back Emergency Rip Cord

How will | know if | have done into its position prior to pressing \,
- the button. The Red Alert has

it correCtly? been successfully cancelled if the
You will feel two short vibrations every ten seconds indicating that warning triangle disappears.

the monitoring station are listening and monitoring the situation.
You will also see a small warning triangle in the right hand corner
of the device screen.

e |f you are in need of immediate assistance.

Red Alert Button
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1	INTRODUCTION

The Enfield YOU Transfer Protocol has been produced to promote clarity and consistent practice associated with the transfer in and out of cases. It has been written in line with:



· The Youth Justice Board National Protocol for Case Responsibility 2014

· The YJB Case Management Guidance 2014

· The Enfield YOU Case Management Guidance 2015

· The National Standards for Youth Justice 2013

These documents can be found in the Policies Background Folder.



The needs of young people are paramount in the transfer process and this protocol has been written to enforce good practice to ensure that cases accepted into and leaving Enfield YOU will be fully prepared for transfer. Enfield YOU believes it is good practice to only accept transfers if the procedures are followed and we are fully supplied with all of the relevant information needed to manage the case. The National Protocol for Case Responsibility defines the following:

· Host YOT – the service that provides youth justice services to a young person who does not live within that service’s geographical area. 

· Home YOT – the service where the young person normally resides; In the case of a looked-after child, the service of the Designated Authority. 

· Designated Authority – refers to the local authority determined by the court as having overall responsibility for the young person. This inevitably becomes the home YOT for the duration of the delegation. 



2	PRE-COURT PROCEDURES

2.1 Out of Court Disposals

The following flow charts summarise the process to be followed for out of court disposals.

		A) Out of Court Disposals (OOCDs) made on Enfield YP placed temporarily out of borough



		

ENFIELD YOU

		

HOST YOT



		Enfield YOU request Host YOT to assess and if appropriate offer an intervention if OOCD made in Enfield (subject to Host YOT pre court policy).





















Enfield YOU record all pre court outcomes on CV YJ with young person flagged as ‘resident’.











		OOCD and any assessment and intervention delivered by Host YOT. YP should be recorded as ‘Out of Area’. Host YOT to notify Enfield of assessment and intervention progress and outcomes





















Host YOT to also notify Enfield YOU of any OOCDs made on YP in their area













		B) Out of Court Disposals made on ‘Out of Borough’ YP placed temporarily in Enfield



		

HOME YOT

		

ENFIELD YOU



		Home YOT request Enfield YOU to assess and if appropriate offer an intervention if OOCD made in their area. 





















Home YOT record all outcomes with young person flagged as ‘resident’.





















		Enfield YOU completes copy of Enfield prevention screening. If medium risk or above Enfield YOU completes assessment and offers intervention if appropriate. YP should be recorded as ‘Out of Area’ on CV YJ





















Enfield YOU to also notify Home YOT of any OOCDs made on YP in Enfield











3	AT COURT

Processes outlined in this section relate to young people making a first appearance:

· in Enfield court if they are an out of area young person (3.1)

· In an out of area court if they are an Enfield young person  (3.2)

3.1 Out of area young people appearing in Enfield Courts

The Enfield YOU Court Team will check the court lists to establish whether there are any out of area young people appearing in the Enfield Courts for the first time. 

If the Home YOT of the young person is known, the Court Team will contact the Home YOT to establish if the young person is known and if they have an allocated worker.  The Court Team will then notify the Home YOT of the outcome of all court hearings including any requests for reports or the making of any Orders.

Where it is not possible to establish the Home YOT from the information available (addresses, previous substantive outcomes, children’s services contacts etc.) Enfield YOU will act as the Home YOT until this can be established.

The outcomes of young people appearing in Enfield Courts will be recorded on CV YJ. 

3.2 Enfield young people appearing in Out of Area Courts

Enfield YOU will take a proactive approach if it is known that any currently allocated young person is appearing in an out of area court. The allocated worker is responsible for contacting the relevant Home YOT Court Team and liaising with them on an ongoing basis regarding progress at court and outcomes. Any requested court report will go to the Enfield YOU allocated worker. 

Any new notifications of Enfield young people appearing in outside courts should be passed to either the allocated worker or, if the young person is not currently subject to an open intervention, to the Court Team. If the young person is not currently allocated, the Enfield YOU Court Team will monitor the progress of the young people through court. See section 3.4 regarding requests for pre-sentence reports.

3.3 Bail and Remand Hearings

There should be detailed discussions between Enfield YOU and Out of Area YOTs where the young person is likely to be refused unconditional bail and/or be subject to remand. The following flow charts summarise the approach taken by Enfield YOU:

		A) Bail and Remand Hearings for Enfield YP appearing in Out of Area Courts



		

ENFIELD YOU

		

OUT OF AREA YOT



		

Enfield YOU allocated worker/Duty Officer will contact the Out of Area YOT to agree arrangements to manage the Bail hearing





























Hearing details and outcomes recorded on CV YJ. Enfield YOU allocated worker/duty officer to follow up contact with young person and notify parents/carers post court where necessary

















		

Out of Area YOT will manage bail hearing on Enfield’s behalf. Enfield YOU allocated worker/duty officer will provide all necessary information and undertake support tasks (e.g. YJB notification) to support assessments, proposals, post court custodial processes, transport and/or instructions for young person





















Out of Area YOT will notify Enfield as to the Court Outcome on the same day and send a copy of any paperwork























		B) Bail and Remand Hearings for Out of Area Young People appearing in Enfield Courts



		

OUT OF AREA YOT

		

ENFIELD YOU



		

Out of Area YOT and Enfield YOU agree arrangements to manage the Bail hearing. The Out of Area YOT will provide all necessary information to enable Enfield YOU to manage the bail hearing































Hearing details and outcomes recorded on CV YJ. Out of Area YOT worker to follow up contact with young person and notify parents/carers post court where necessary

























		

Enfield YOU Duty Officer will manage bail hearing on the Out of Area YOT’s behalf. The Out of Area YOT will undertake support tasks (e.g. YJB notification) to support assessments, proposals, post court custodial processes, transport and/or instructions for young person





















Court hearing and outcomes recorded on CV YJ

Enfield YOU will notify the Out of Area YOT as to the Court Outcome on the same day and send a copy of any paperwork









Verifying out of area bail addresses – If an Enfield resident young person is proposing a bail address outside the area, the allocated worker/duty officer will liaise with the Out of Area YOT regarding the verification/suitability of this address. This may require the Out of Area YOT to assess the suitability of this address including the availability of electronic monitoring in respect of Bail ISS. If an Out of Area young person offers an Enfield bail address, the Enfield YOU Court Team will endeavour to establish the suitability of this address and liaise with the Out of Area YOT regarding this. If it is decided that a home visit should be undertaken to verify the address, this will be agreed on a case by case basis, having risk-assessed the address with information from the police.

Remand into Local Authority Accommodation - If an Enfield resident young person appearing in an Out of Area court is subject to RILAA, it is the responsibility of Enfield YOU in conjunction with Children’s Services and in liaison with the Out of Area YOT, to ensure that the relevant documentation is completed accurately and forwarded as necessary. Similarly this responsibility lies with the Out of Area YOT if an out of area young person is subject to RILAA in an Enfield Court. 

Youth Detention Accommodation – If an Enfield resident young person appearing in an Out of Area court is subject to YDA it is the responsibility of Enfield YOU, in liaison with the Out of Area YOT, to ensure that the relevant documentation (PIF, Asset and Post court report) is completed accurately and forwarded to the relevant agencies. This includes liaising with the YJB Placement Service. Similarly this responsibility lies with the Out of Area YOT if an out of area young person is subject to YDA in an Enfield Court. 

Escort Arrangements – If an Enfield resident young person is subject to a RILAA or YDA, it is the responsibility of Social Care, in liaison with the YJB to organise escort arrangements where needed. If an Out of Area young person requires escorts to be arranged, it will be the responsibility of the home YOT to organise this. 

Saturday and Bank Holiday Courts – If an Enfield resident young person appears in an Out of Area Court on a Saturday or Bank Holiday and there is a likelihood of remand into local authority accommodation, the Out of Area YOT should liaise with Enfield YOU Duty Manager. If an Out of Area young person appears in an Enfield Court on Saturday or Sunday the Enfield YOU representative will notify the Out of Area Duty Manager. The Enfield YOU Court representative will notify the Home YOT at the first available opportunity as to the outcome and provide any necessary supporting information.

3.4 Pre Sentence Reports

Unless there are exceptional circumstances, Enfield YOU is responsible for preparing Pre-sentence Reports on all Enfield resident young people regardless of the court they appear in unless they are already subject to a care- taking agreement with another YOT. Similarly Enfield YOU will expect the Home YOT to prepare any Pre-sentence Report requested on an Out of Area young person appearing in Enfield Court.

In exceptional circumstances (e.g. extensive geographical distance, young person well- known to Enfield YOU), any requests for Enfield YOU to prepare a Pre-sentence Report must be discussed with the Post Court Manager (or Duty Manager in absence). The best interests of the young person will be the priority.

Other Reports – It is not the policy of Enfield YOU to complete Stand Down or Expedited Reports on non-resident young people unless there are exceptional reasons that have been agreed with the Home YOT prior to the court hearing.

3.5 Notification of Outcomes

Enfield YOU Court Team will ensure that Home/Out of Area YOTs are notified of all court hearings and outcomes for non-resident young people where the Home/Out of Area YOT is known – where possible this will be undertaken within 24 hours of the court hearing. These outcomes will also be recorded on CV YJ. 

4	POST SENTENCE

4.1 Transferring a Case to Enfield YOU

Enfield YOU operates a simple transfer procedure that requires discussion and agreement with an Operational Manager regarding the suitability of the transfer and the transfer status (i.e. whether Enfield YOU is accepting case responsibility).

An initial request to transfer a case will result in an agreement for Enfield YOU to ‘Long Arm’ this case – the case will only be considered to be subject to a full transfer once all stages have been complete and the statutory order has been amended and received by Enfield YOU.

The following procedure should be followed for any YOT who is requesting the transfer of a case to Enfield YOU:















		Procedure for transfer or long arm of cases into Enfield YOU



		

REQUESTING AGENCY

		

ENFIELD YOU



		

Requesting agency contacts Enfield YOU to request transfer / long arm. Where possible initial request passed to Post Court Operational Manager or Duty Manager















Requesting agency completes Enfield Transfer Form and sends back to Transfer inbox with supporting documents. FAO COURT OFFICER (Young person name, DOB) TO. Transfers.enfield@enfield.cjsm.net 































Requesting agency emails any remaining CV YJ files FAO COURT OFFICER (Young person name, DOB) TO. Transfers.enfield@enfield.cjsm.net 



. 

























Requesting agency confirm agreement. Request to Court for transfer of Court Order if agreed with Enfield YOU within 10 working days?





















		

Enfield YOU Duty worker informs requesting agency of Enfield YOU Transfer Policy and emails copy of Policy and Transfer Form (Appendix A) to named Contact















Court Officer completes an initial check to ensure all information has been received.

Court Officer emails Post court Operational Manager to confirm receipt of zip files and checking acceptance checks (see below).

Post Court operational Manager Emails requesting agency, asking them to zip any remaining CVYJ file to Transfers inbox secure email - FAO COURT OFFICER – (Young person name, DOB) TO.

Transfers.enfield@enfield.cjsm.net 









Post Court Operational Manager agrees to accept case on long arm basis until any statutory order is amended. Case will be allocated and acceptance email sent to requesting agency including confirmation of transfer status (e.g. temporary/permanent– see below).



If checks are satisfactory, Court officer confirms case to Operational Manager that case is ready for allocation.













4.2 Acceptance checks process undertaken by the Enfield YOU Information Officer

The Enfield YOU Court Officer will complete the following process to confirm that the case is ready for transfer into Enfield YOU:

· Receive zip file and create an Electronic File for Young person in Pending Transfers Folder.

· Complete basic case check on the file (includes checking for duplicates and need to merge files, confirming IDs, checking accommodation, care status, confirming active interventions, checking Asset, ROSH, Intervention Plan, Integrated Action Plan and associated countersigning etc.) 

· Notify the Post Court Operational Manager of any issues to be resolved or confirms case ready to transfer

· Post Court Operational Manager passes signed Transfer form to the Court Officer. 

· Papers passed to Court team to put on allocations list and they pass to support staff for file to be made during Allocations.

· Court Officer opens intervention on CVYJ ensuring LAC info has been recorded and allocation has been requested.

· Acceptance Email is to be sent to Community Safety to make them aware young person is residing in Enfield Borough. 

 4.3 Enfield YOU Decision to accept transfers

Enfield YOU aims to make a decision regarding a transfer of a case within 2 working days of receipt of the Transfer Form and all associated documentation. In the absence the Post Court Operational Manager, the Court Senior (and in her absence the Head of Service) will make decisions regarding transfers?. This decision will be delayed if all documents are not received and/or problems arise as a result of the YOU acceptance checking.

In most cases, decisions regarding transfers are agreed to the mutual satisfaction of the Post Court Operational Manager and the requesting agency. If, however, there is a disagreement regarding the final decision, a request for a review of the decision can be made to the Enfield YOU Deputy Head of Service?. If there remains a dispute regarding the final decision, the YJB Arbitration Procedure outlined in their National Protocol for Case Responsibility should be followed.

Cases will not be accepted for transfer where there is a failure to comply with a Court Order that has not been stayed by the YOT Manager or where there is a pending breach for failure to comply.

4.4 Temporary moves into Enfield

In cases where a transfer request is received on a young person where there is evidence that their move into Enfield may be temporary (e.g. moves from one parent or family member to another), such a move will be subject to a 3 month ‘stability-testing’ period. In practice, the Home YOT will maintain responsibility for the case for 3 months including the preparation of any court reports and matters relating to enforcement. The day-to-day management of the case will be undertaken by Enfield YOU. The requesting YOT must still follow the transfer in process illustrated in the flow chart in section 4.1. At the end of the 3 month period a decision will be made by the Post Court Manager regarding the appropriateness of a permanent transfer to Enfield YOU in discussion with the requesting YOT. Where possible, this will be informed by a review involving both YOTs. If the placement breaks down or the young person moves again within 3 months, the full responsibility for the case lies with the Home YOT. If this has not been agreed before then, a case will be considered permanent after 6 months of residence.

4.5 Looked After Children

Looked after children remain the responsibility of the placing local authority as corporate parents. Even if Enfield YOU agree to long arm a case for day-to-day management, the Home YOT retains overall case management responsibility to ensure that youth justice processes are centrally coordinated during the time that the young person is in care. Delivery of youth justice services will be undertaken by Enfield YOU through a ‘caretaking’ arrangement. The same long arm procedures as outlined in 4.1 must be followed.

The Home YOT is required to maintain a constant dialogue with Enfield YOU, attend LAC review meetings, actively participate in the development of care plans and ensure all relevant information is shared. The Home YOT should provide Enfield YOU with an up to date care plan and notify the YOU immediately of any breakdown or change to the placement. As with all aspects of this policy, the young person’s interests should always remain the priority.

In relation to LAC young people, the Home YOT also has responsibility for:

· Attending court or referral order panel wherever practicable

· Preparing any requested court report

· Having direct input into the proposed sentence plan

· Providing all relevant information regarding any possible custodial sentence and assisting with the completion of the necessary custodial paperwork/notifications

For more details relating to each of these processes, see the YJB National Protocol for Case Responsibility.

4.6 YROs and the Scaled Approach

Enfield YOU has protocols in place in relation to the management of all YRO requirements with the exception of an Education Requirement. If a young person is subject to a YRO with requirements at the point of transfer, it is the responsibility of the requesting agency to check whether those requirements can be fulfilled in Enfield. Where there is disparity in what can be delivered, it is the responsibility of the Home YOT to return the Order to Court for variation/removal of a requirement prior to the transfer taking place. Enfield YOU will advise on a possible amendment/replacement requirement where appropriate.

Enfield YOU also operate a local set of enhanced national standards in relation to contact with young people that exceed those set nationally. These are:

		ENFIELD YOU RISK BASED NATIONAL STANDARDS



		Intervention Level

		First 3 months

		Remainder of Order



		STANDARD

		5 per month

		1 per month



		ENHANCED

		8 per month

		5 per month



		INTENSIVE

		12 month

		6 per month.





If a young person is subject to permanent transfer to Enfield YOU they will automatically become subject to these enhanced standards. The Enfield Scaled Approach Contact level should be clearly recorded with the date it commences on the young person’s CV YJ record. If there has been an agreement regarding a temporary transfer or a caretaking arrangement, the Post Court Manager will discuss the most appropriate standards with the Home YOT.

4.7 Intensive Supervision and Surveillance

Whilst it is Enfield YOU policy to accept the transfer of cases with an ISS requirement, these cases need to be discussed carefully to ensure that there are the appropriate resources available and that a robust and realistic ISS programme can be delivered to meet the needs of the requirement. The Home YOT must provide full details regarding the operation of any current ISS requirement, including content and compliance, and highlight expectations regarding any future ISS programme to assist this discussion. In exceptional circumstances, there may be capacity issues or significant disparities in the way ISS is delivered between areas. In this instance, this will be discussed at the point of transfer with clear reasons given for any non-acceptance. Disagreements can be referred to the YJB arbitration process.

It is the responsibility of the Home YOT/ISS to ensure that the electronic monitoring providers are notified and that any necessary applications in respect of a curfew variation are made to the relevant court, young offender institution or to the home office prior to transfer.

4.8 Release from Custody

With regard to a request that Enfield YOU accept a transfer of a case upon release from custody (including with ISS as a condition), it is essential that the YOU is notified as early in the process as possible (at the point of sentence if known) and no later than one month before release. Both the Home YOT and Enfield YOU should be involved in the planning for the release if a transfer has been agreed. In discussion with the Home YOT, the Enfield YOU Post Court Operational Manager will decide whether a temporary or permanent transfer, with the associated differences in case management responsibility, is most appropriate.

4.9 Transfer Out from Enfield YOU

In circumstances where Enfield YOU wish to request a transfer of a case to another area, the allocated case manager or post court manager will make initial contact with the Home YOT in that area to clarify their transfer procedure. 

The Enfield YOU Case Manager is responsible for ensuring that cases are fully prepared in advance of a transfer to another area. To ensure this the following process will be followed:

· Complete basic case check on CV YJ file - any issues identified will be sent back to worker and line manager to be resolved before transfer

Whilst procedures may differ from YOT to YOT, Enfield YOU is committed to operating to the same principles that it sets for its Home YOTs when accepting a transfer into the area and which are laid out in the YJB National Protocol for Case Responsibility.
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Youth Offending Unit

YOU

Data / Information Request Form


Date:


Person Requesting Information:


Organisation:


Person About Whom Information is Requested: 


· Full Name:


· DOB [If known]:


· Address [If known]:


What Information Do you Require:


Legal Basis for which you are seeking the information; citing the appropriate legislation under which you are investigating and reason why you require the disclosure:

What will the Information be used For;


I agree to only use the information for the purpose for which it was requested: YES / 


NO


Signature:                                                                          Date


_1278680631.bin








Enfield Youth Offending 

Duty Log



		Day and Date:



		

		Signature:

		Incidents



		Print Name:

Lead Duty Worker

		

		



		

		

		



		Print Name:

Secondary Duty Worker

		

		



		

		

		



		Print Name:

On call Duty Manager

		

		



		

		

		



		Telephone Calls



		Who 

		Regarding

		When [Time]

		 ChildView

		 Email





		Initial



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		URGENT ISSUES FOR THE DUTY MANGER



		



		



		



		



		Callers in Person



		Who

		Regarding

		When [Time]

		 YOIS / UMIS

		  Email





		Initial



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Case Transfer Requests



		Who

		YOT

		Case

		Paper work Sent

		 ChildView

		  Email

		Initial



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		Staff Who Have Called in Sick and Whose Cases Need to Be Seen



		Who

		Regarding

		Manager informed

		 ChildView

		  Email



		Initial



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Changes to Agreed Duty Rota [Duty Worker sick etc]



		Who

		Regarding

		Manager Informed

		 ChildView

		  Email



		Initial



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Free Text Notes
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