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1. Role Description - Community Panel Member (CPM)
2. Expenses Policy
1. Aims and Principles
Tower Hamlets Youth Justice Service (YJS) is committed to involving local people as CPMs, playing a significant role in working with children are given referral orders.
Community Panel Members (CPMs) facilitate Referral Order panels and monitor the progress of children throughout their order in Review panels.

CPMs should represent the communities of Tower Hamlets. In this capacity, they play a pivotal role in implementing interventions restoratively focused and grounded in child first principles. The use of CPM’s is a statutory duty for the initiation, review and completion of Referral Orders for all local authorities.
CPM participation enables local people to observe and contribute to the youth justice system. CPMs can spend many hours in direct contact with our children and help them to desist from offending.  CPMs also hold YJS staff to account, ensuring we deliver the best possible service to our children and families. While CPMs dedicate their time, commitment, expertise, interest and knowledge of children to YJS, the service provides CPMs with regular supervision, ongoing training and opportunities to develop their interests and careers.  
2. Statement of Intent

Tower Hamlets YJS has a duty to ensure that all CPMs know how to carry out their role and tasks safely and effectively. All CPMs will receive 4 full days of training to carry out their roles and ongoing supervision and training. In our training and induction packs roles and expectations are clearly defined.
While there are always elements of risk in our work, Tower Hamlets YJS has a responsibility to put in place measures to keep CPMs safe. Within the volunteer induction policy, Tower hamlets YJS outlines measures to minimize risk and provide information on how we maintain a safe working environment.
The YJS provides comprehensive recruitment, selection, training and on-going support of CPMs to ensure they are well prepared to take on the roles and tasks expected of them.
3. Recruitment and Selection of CPMs
As service needs demand, the YJS recruits and trains CPMs. Advertising for recruits may involve a variety of media: newspapers, flyers, local organization, internal communication and the local volunteer service (Volunteer Centre Tower Hamlets). Word of mouth is also an effective informal recruitment strategy.  All enquires for volunteering are forwarded to the Volunteer and Panel co-ordinator. 
The recruitment and selection process is as follows:

· Advertise for CPMs / contact individuals who have directly contacted the YJS expressing an interest
· Application form sent and received
· Pre-selection interview /initial meeting

· Training / DBS forms completed
· References requested for all CPMs
· Post training interview

All CPMs are expected to:
· Sign a volunteer contract outlining their commitment to undertake a designated number of sessions
· Sign a confidentiality document.
· Commit to a minimum of twelve months volunteering with us.
· Attend training and supervision.

References and DBS checks are requested for all potential CPMs once they have committed to the training programme.  CPMs grant permission to request references at the pre-selection interview.  Recruitment and selection processes attempt to meet specific diversity needs of the local community as far as possible, ensuring that our voluntary opportunities are available to the widest range of people. This is in accordance with Tower Hamlets Equal Opportunities and Diversity Policy. 
4. Security and Screening

Tower Hamlets YJS has a duty to safeguard and protect children.  An enhanced DBS (Disclosure and Barring Service) screening is completed for all CPMs.  Due to the length of time this process may take, we try to complete security measures (DBS and references) at the start of training. A section of our application form requires the disclosure of all offences, no matter how minor, or when they occurred. We explain to potential CPMs in the pre-selection process, why we need full disclosure and that there are consequences, if this is not adhered to. Tower Hamlets YJS will consider CPMs who have previous convictions.  
However, an application will not be accepted if a potential volunteer has committed offences involving:
· Violence against, or neglect of children
· Sexually harmful behavior
When criminal convictions are disclosed, we check that they are spent and there is no risk posed to children. In all such cases, however, the YJS Head of Service makes a final decision, sometimes involving our police colleagues. The YJS recognises that people with lived experience of crime and the justice system may have a lot to offer children involved in criminality.
If CPMs are from overseas, including refugees and asylum seekers, DBS forms are still completed and submitted for the appropriate checks. Where there is inadequate information, a final decision about accepting the potential volunteer will be made by the Deputy Head of Service.
The volunteer’s application form, DBS certificate number and documents relating to the selection process, are securely stored in CPMs’ individual digital files. DBS checks are up-dated every three years. It is the responsibility of the volunteer to notify the YJS staff of any change in offence status, once the DBS is completed.
5. Induction and Training

Tower Hamlets YJS CPM training is delivered using YJB’s Restorative panel member training manual. Training is underpinned by the Transforming Conflict model of restorative practice, based on 5 themes: 

· Hearing the narrative

· Thoughts and feelings

· Ripples of harm

· Needs

· Ways Forward

The training program will be evaluated by CPMs, whose input is critical to the quality, relevance and content of future training.

CPMs start their service with us by shadowing other CPMs in panels. Initial panels with children and families are carefully evaluated by the volunteer and panel coordinator, using restorative methods of constructive criticism and strengths-based practice.

6. Support and Supervision of CPMs
The YJS is committed to the on-going development of CPMs’ skills and knowledge. We provide on-going training and supervision. Following initial training, as well as supported practice, we offer:
· Quarterly group supervision/support sessions
· Yearly individual supervision and as requested or required.
· Focused training sessions on issues such as Child First principles Anti-Racist Practice, Special Educational Needs, Gangs Awareness, Systemic Practice, Safeguarding.
As part of our formal support and supervision structure, CPMs can ask for feedback from the panel and volunteer coordinator or evaluate with staff and fellow CPMs after a panel. 
CPM’s personal and career development is a key component of involvement with YJS. The Panel and Volunteer coordinator will write references, refer CPMs to specific training/job opportunities, give advice about courses, help with CVs and tailor opportunities to the CPM’s needs etc. Where job opportunities arise in the service, CPMs are informed and supported to apply, if appropriate.
7. Compliance

If a CPMs does not contribute the required number of sessions and fails to communicate with the YJS about this, we reserve the right to archive their file and remove them from our volunteer list. We will always attempt to discuss this with the CPM before taking any action.  This can take place after 6 months of non-attendance and where the volunteer has not responded to numerous communication attempts.
8. Expenses

Ensuring that a volunteer is not ‘out of pocket’ ensures we have an offer that is accessible to a diverse range of potential recruits. We want the broadest possible range of people to volunteer with us and recognise that financial support with travel or childcare may enable somebody on a low income to give us their time and develop their own skills. All CPMs can claim for travel, mileage, registered childcare (whilst a panel/ session is running), and for food and drink, if refreshments are not provided by the YJS.
Please see the attached expenses policy for further information – Appendix 2.

9. Health and Safety

The YJS undertakes its duty of care to CPMs with reference to Section 3 of the Health and Safety at work Act 1974 and the Management of Health and Safety at Work Regulations 1999. CPMs are covered by the council’s insurance for Liability and Personal Accident if the work undertaken with children takes place within the Borough. Further information is provided in the YJS volunteer induction programme.
10. Insurance

The YJS ensures that appropriate insurance is in place to cover injury and accidents. However, CPMs are not covered for loss of their own possessions. We ask CPMs to bring as little of value as possible to their sessions.
11. Equal Opportunities and Diversity

Challenging racism and other forms of discrimination is fundamental to the work of the YJS.  Tower Hamlets Council’s Equal Opportunities Policy applies to all of our CPMs, as to all council staff.  We expect our CPMs to commit to learning about and challenging all forms of discrimination suffered by our children and their families. Our CPMs can also expect to be treated with understanding, dignity and respect by the YJS. We encourage CPMs to raise any diversity issues with us.
12. Confidentiality
We expect CPMs to respect confidentiality when they are party to a child and family’s personal information (unless safeguarding concerns are raised). CPMs sign a Confidentiality Form agreeing this, at the start of their involvement with us.

All CPMs can have access to their personal file. They can request this through the Panel and Volunteer coordinator.
13. Resolving problems

The YJS values the contribution CPMs make to the effective delivery and development of our services. It is important that volunteer comments, suggestions, complaints or praise influence practice and decision-making processes. The Volunteer and Panel coordinator will follow-up any complaint or query swiftly, transparently and thoroughly. 
A complaint may be informal or formal. The YJS has a formal complaints procedure which CPMs may wish to follow.  

1. All complaints should be raised initially with the panel and volunteer coordinator.
2. If the matter cannot be resolved at this level, it will be escalated to the YJS Team Manager and YJS Head of Service.
ROLE DESCRIPTION

POST TITLE:
Community Panel Member
DEPARTMENT:

Children’s Services
SERVICE:

Youth Justice Service
GRADE:

Voluntary
RESPONSIBLE TO:
Volunteer and Panel Coordinator
PURPOSE OF THE ROLE

Volunteer CPMs chair Referral Order panel meetings. The panel is attended by the child who has received the Referral Order, their parent/carer, CPMs and YJS staff. The child is encouraged to take responsibility for their actions, undertake some reparation to make amends for the offence and agree a contract to address their needs and offending behaviour.
PRINCIPAL ACCOUNTABILITIES

1. As a Community Panel Member (CPM) you will chair Referral Order (RO) panel meetings. These meetings are for children who have been to court and have admitted guilt.
2. There is an expectation that you volunteer at least 2/3 hours of your time a month.

3. All your interactions with the child will incorporate child first principles – treating children as children, building a pro-social identity, collaborating with children, and diverting from sigma. 
4. To understand and use restorative justice principles and practice in the RO process and ensure that RO contracts enable children to repair harm restoratively and address their needs
5. To be available to take part in Referral Order panels at mutually convenient times agreed with the Volunteer and Panel Co-Ordinator in advance.
6. To be prepared to work closely with other CPMs and the YJS.

7. To co-produce individual, creative, effective Referral Order contracts which address children’s offending behaviour as well as their needs, within a child first framework.  
8. To use communication skills to enable co-production of the RO contract.

9. To communicate to children the consequences of non-compliance.

10. To attend relevant training sessions as directed by YJS volunteer and panel coordinator.

11. To read and evaluate reports written by Case Managers about the child attending the panel.

12. Using restorative processes, agree ground rules and structure of the meeting, enabling all parties to participate and be heard.

13. To recognise and respond to participant needs in the panel (for a break, a drink etc). 

14. To review Referral Order contracts with children and refer back to court when necessary. 

15. To ensure that confidentiality (and its limits) is understood by all present in the panel and are maintained during the RO process.

16. Working closely with fellow CPM’s, making sure that everybody present understands the difference between voluntary and compulsory interventions.

17. Understand the importance of challenging racism and other forms of discrimination within panels and the wider youth justice system.  Be aware of power dynamics and possible disproportionality in the young person’s Referral Order process.
1. Casual Claim and Travel Expenses Forms

To claim reimbursements, we ask you to both complete a form (liaise with volunteer co-ordinator for this) and submit receipts. 

1.1 Public Transport

If you use public transport to attend a panel/training, you can be reimbursed for a return journey from your home or work address. Keep any tickets or photo of journey costs (from ticket machine) and attach it to the expense form.
1.2 Mileage

If you drive and wish to claim mileage you must provide evidence of insurance covering your use of the car. Submit start and finish mileage along with the claim form for each journey. The amount of money reimbursed for mileage is based on the mileage rates authorised by the Inland Revenue – currently 46.9p per mile. Where free parking is not available, car parking charges can be refunded via the claims form, on presentation of a valid car parking ticket, or text/e-mail providing evidence of purchase. Congestion charge or car parking fines will not be reimbursed and remain the responsibility of the volunteer.

1.3 Childcare

You can submit your claim form with the hours of childcare required for your volunteering. YJS can only reimburse the services of a registered childminder.
1.4 Refreshments

YJS staff may provide refreshments when CPMs facilitate panels.  However, you can buy your own refreshments and claim money back through the Panel and Volunteer Coordinator.
4. What is not allowed to be claimed

It is impossible to draw up a list of expenses that are excluded. Costs must reflect that expenditure is for genuine out-of-pocket expenses. For clarity however, here is a list of expenses that do not constitute volunteer expenditure and any claims should be refused:

· gifts, gratuities or donations of any nature to internal/external bodies; 

· other related expenses, e.g. travel and parking costs whilst purchasing such gifts; 
· payments for non-business use of goods/services.
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