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1.
Executive summary

Drawing on experience of providing advice to young people, and in the light of national research, SDAIS and its local partners have identified an unmet need for youth advice.

Young people often face unique problems and, though they often face a greater extent of problems than their counterparts in the adult population, they are less likely to seek legal advice.

Research also shows that social welfare law problems faced by young people are often interlinked and young people often have related physical, emotional and health related issues.  Research also suggests that young people are more inclined to use a “youth friendly” service.

SDAIS seeks to establish a Youth Advice Service, which will provide a service of General Help and Specialist Help advice from a youth friendly venue (the “Youth Advice Centre”) separate from the general service.   Organisations (both advice and non-advice) will be invited to attend the Youth Advice Centre to provide complementary services in close partnership with the Youth Advice Service.

Advice services will generally be provided on a walk in basis but supplemented by a range of other forms of access.

In addition to the direct social welfare advice SDAIS also seeks to ensure young people become aware of their rights and responsibilities.   We also seek to foster practical skills such as budgeting and financial awareness.

The service also recognises the crucial part played by partner organisations and seeks to put in place a series of mechanisms to improve referral and the standard of advice provision in Stockton Borough.  This includes training and consultancy support to other youth organisations.

The service has developed a successful youth consultation base and has had considerable help from our Youth Inclusion Forum in developing the service and this business plan.  We have also been able to call upon the assistance of a range of partnership organisations who have been a useful resource in developing this strategy.

The Youth Advice Service will be supported by the general SDAIS service but will have separate staff, and be line-managed by a Youth Advice Service Manager who will be managed by the Service Manager.  

In addition to this, volunteers will be encouraged to adopt a range of roles within the service.

To the extent that the consultation and widening of the funding partnership will impact on the overall shape of the service this business plan is a living document.  Where these developments represent a meaningful impact on the service offered under particular funding streams it is the intention that funders will be kept notified of any significant changes.  

 2. 
About SDAIS

Stockton and District Advice and Information Service (SDAIS) is a charity
 and a company limited by guarantee
.   

As a Citizens Advice Bureau, SDAIS works within the aims and principles of the Citizens Advice service
.  

SDAIS provides advice and information at a General Help level covering the full range of social welfare law services.  The service also provides Specialist level services in the areas of Social Security, Debt, Housing and Employment, and Community Care law.

SDAIS has a proven track-record of working in partnership with other voluntary and statutory sector organisations to provide advice, information and assistance to meet the particular needs of specific vulnerable groups including, offenders, carers, and people with mental health problems.  

SDAIS has operated a small scale youth advice service for six years, gaining considerable knowledge of local need and establishing a robust network of local contacts.  We have been able to utilise this experience in the design of this service.

The service is managed by a board of trustees who oversee the running and strategic development of the organisation.

A Youth Rights Advisory Group, made up of local organisations and young persons’ representatives advises the SDAIS trustees on strategic development.

A Youth Advice Inclusion Forum and its associated working groups comprising young people aged 16-24 also makes suggestions for development, discusses the appropriateness of the provision and undertakes practical tasks to disseminate information.

At an operational level the service is managed by the Service Manager who reports to the trustees and line manages four deputies who, in turn, supervise the generalist service, the Debt/Housing team, the Clerical team and the Welfare Benefit workers.  A further manager will be employed to operationally manage the Youth Advice Centre and Service developed as part of this application.


OMITTED

3. 
Project background

The background to the Youth Advice Service development grew out of findings from a pilot youth advice service set up after it was identified there was a shortfall of clients under 25 using the service.  The initial three year pilot for a generalist service culminated in a report called “Bridging the Gap” (appendix A) which made a range of recommendations for the development of youth advice services in Stockton borough.

A Youth Advice Steering Group was formed, initially as a sub group of the Community Legal Service Partnership, and made up of representatives from SDAIS and local partner organisations.

It was agreed that a larger and more specifically youth-targeted service was required which had the ability to undertake specialist casework integrated into its provision.    Connexions and the Legal Services Commission, provided interim funding pending the development of a more comprehensive plan for this service.

SDAIS began work on a detailed youth service business plan early in 2005/6 but the process of producing and implementing the business plan was greatly assisted by the success of SDAIS in becoming one of the five ‘Rights to Access Projects’ (RAP) supported by Youth Access nationally to develop young person orientated services across the country.

The first youth advice service business plan was agreed in autumn 2006 following consultation with a range of bodies.

The business plan set out a working outline for a model service and sought to develop a framework, building on existing structures, to support the expansion of the service and to improve our consultation base.

The business plan was conceived of as a living document and, consequently, SDAIS has continued to develop the Youth Advice Centre concept in partnership with other providers, alongside the evolving Stockton Borough Council strategy to meet the needs of young people and in the light of local and national research.  

In February 2007 the role of the Steering Group was formalised into an Advisory group making recommendations to the SDAIS trustees and we have continued to develop the Youth Advice Inclusion Forum.  The Advisory Group has recently agreed to endorse a programme to support young people on the forum to develop the ability to chair meetings thus allowing young people an even more influential say in the strategic development of the project.

The Advisory Group drafted a response to the Stockton Children And Young Person’s Plan, currently under review (Appendix B).  The council is undertaking a review of advice service needs which are due to be completed by January 2008.

Given the importance of close working relationships with other services for young people, we are currently developing a Statement of Intent and Partnership, with a view to ensuring the new service dovetails effectively with the council’s new Integrated Service Strategy for Young People (a copy of the current draft is at Appendix C for information).
Though the Advisory Group Includes young people as representatives, both of SDAIS’ younger volunteer staff and of the community at large, it has been an objective to undertake consultation with groups of young people directly so that potential participants can be more at ease.  We have now successfully held four consultation meetings with the Youth Advice Inclusion Forum (YIF), the most recent of which was a final meeting to agree key elements of this plan.   The group has agreed to develop more structured working parties to provide ongoing input into the process with regard to Publicity/marketing and Accessibility.
There is no formal selection process for involvement in the YIF but there is a selection process for involvement in the Youth Advice Working Parties.

In August 2006 we also undertook a questionnaire which, in order to ensure we reached young people who were not necessarily our clients, we undertook with the help of our partners, predominantly Community Campus, Connexions and Cornerhouse Youth Project.  The results from the 2006 questionnaires are tabulated at Addendum 2 of Appendix B.   The questionnaire is currently being circulated again with a wider circulation.  Initial responses from the 2007 questionnaire have been combined with the 2006 results to confirm the importance of inter-linked services (see for instance para 4.1, page 11, below).

Following the development of the original business plan, SDAIS had been successful with an application to the Big Lottery which has granted the foundation funding for the service with the proviso that an acceptable business plan is developed.  Funds from the Financial Inclusions Fund and Citizens Advice nationally have also been secured to add to existing funds from the Legal Services Commission, The extended schools service & Stockton Borough Council funding already in place.  Applications to both the Lloyds-TSB foundation regional and national “collaborative” funds of have also been successful, covering most of the balance of the funding required.

This updated business plan is designed to incorporate the needs of the Big Lottery and to provide a working document to support the development of the next phase of the Youth Advice Service.

The revision of the business plan has been funded from existing SDAIS funding and with the help of a grant from Citizens Advice nationally.

4.3
Advice, Information And Assistance Objectives
4.3.1 Advice principles

The service aims to provide legal advice and information as well as support to challenge decisions in order secure rights for young people. 

The provision of “core” advice services will be governed by a set of principles
, derived from the needs identified above.  These are detailed below:


4.3.2
 Quality and level of Social Welfare Law advice
The Youth Advice Service will provide advice on the full range of Social Welfare Law issues.

The guiding standard on procedural quality will be the Legal Service Commission quality mark standards.

The basic standards will be the General Help and Specialist Help quality marks (references to the specialist help quality mark to include help at court if this is relevant).

	General Help Provision

	Specialist Help Provision




4.3.3 
Subject types 

The chart to the right shows the numbers of different types of problems young people aged under 25
. The information was obtained from an analysis of 67 questionnaires completed in our non-client questionnaire in 2006 and 2006 (see above).  

The evidence suggests that, outside of careers issues, work-search and information about training/courses the most commonly cited problems related to Family matters (30% of respondents).    However, the solutions to the family problems are likely to be both emotional as well as legal
.  

Of the other problem areas the following were the most common:

· Benefits 


17%  of respondents 
(21% of respondents aged 16 or over), 

· Education 


16%  of respondents
(11% of respondents aged 16 or over)

· Homelessness 


11%  of respondents
(9% of respondents aged 16 or over)

· Issues with Social Services
10%  of respondents
(11% of respondents aged 16 or over) 

· Debt 



10%  of respondents
(11% of respondents aged 16 or over) 

· Violence/theft, etc. 

  8%  of respondents   (6% of respondents aged 16 or over )

· Problems with police/prisons
11%  of respondents
(6% of respondents aged 16 or over )

In addition the discretionary nature of some legislation (e.g. “severe hardship” route to JSA) and the fact that many relevant decisions are made by governmental bodies (e.g. regarding Criminal proceedings) suggests that easy access to public law advice is necessary in case judicial review is required as a remedy.
4.3.4
Planned and proposed provision to meet need
In the light of the advice principles above (4.3.1) and, in particular the need for continuity, close integration and stability of advice provision is preferable.  

Thus, it is suggested that every effort should be made to develop smooth transitions to and from non-legal-advice providers (see 4.3.6 & 4.3.7).  Within the advice provision itself the aim should also be to provide a continuity of advice both in terms of the transition from generalist to specialist and across advice areas.  It is therefore suggested that provision of all legal advice would ideally all be within the one agency.  However, in practice issues of funding availability, expertise, client volume and rights of audience make this less viable. 

The table below (p. 16) details the current proposed delivery by subject area. 

Of the areas where SDAIS has specific expertise, welfare benefits problems were identified by a significant number of non-client questionnaire respondents, as was homelessness/inadequate housing.  Debt problems were also a significant social welfare issue.

The intention is to provide integrated Debt and Benefits advice but it has not yet been possible to identify a funding stream to fund integrated Homelessness and Housing law at a specialist level in spite of its significant impact and the greater impact of homelessness on vulnerable young people
.

It remains an aim to provide integrated specialist advice in respect of all the areas of law we have identified that young people have problems with (i.e. the subjects mentioned plus Family, Education, Social Services issues, legal advice for victims and criminal/police law).  However, further research may be needed to determine the extent to which assistance in these areas might need to be provided through the family or direct to the young person.  It is also noted the SDAIS does not currently have the means or the expertise to provide all services and that arrangements may need to be made to encourage other agencies to provide advice services.

Other areas are not likely to generate sufficient casework to justify a separate integrated caseworker within the Youth Advice Centre and so will also be provided by means of outreach from the general service or by supported referral (i.e. the young person accompanied on the first visit).

	Subject/Area
	Nature of provision

	
	Generalist 
	Specialist

	Family law issues
	Undertaken by Youth Advice Service
	Possible o/r in YAC by external org

 (see also 4.3.6 regarding emotional issues)

	Social Security Benefits
	Undertaken by Youth Advice Service
	Integrated as part of YAS

	Housing/Homelessness
	Undertaken by Youth Advice Service
	By o/r from general CAB if no alternative funding identified

	Debt/Money Advice
	Undertaken by Youth Advice Service
	Integrated as part of YAS

	Community Care/Social Services Issues
	Undertaken by Youth Advice Service
	Outreach from Bath lane

	Victims of crime
	Undertaken by Youth Advice Service
	Possible o/r in YAC by external org

	Police/prison
	Undertaken by Youth Advice Service
	Possible o/r in YAC by external org

	Public Law
	Undertaken by Youth Advice Service
	Possible o/r in YAC by external org

	Employment
	Undertaken by Youth Advice Service
	Outreach from Bath lane

	Miscellaneous 

(e.g. consumer, travel, immigration/nationality, etc.)
	Undertaken by Youth Advice Service
	Supported referral from Youth Advice Centre to external provider


In order to diversify subject areas, workers undertaking “integrated” specialisms will be encouraged to develop a secondary specialism as far as funding or contract criteria allow.  

All YAS specialist workers will be expected to undergo training covering issues regarding young people and the problems they face.   This will also include an ability to appreciate the need to explore Non-legal advice needs such as counselling and personal support.

External advice workers
 undertaking work in the YAC will be expected to come within the remit of the “Expectations” document (Appendix F).

4.3.5
Alternative provision to meet need
Due to changes in the funding environment since the original Big Lottery application
, it is noted that current agreed funding does not entirely cover the whole of the preferred service in years 2 & 3.  However the main core of the Youth Advice Service will be covered.  

All the funding is now in place for the opening of the service in April 2008, however, contingency plans are in place to provide a service if other funding streams do not come on line in respect of years 2 & 3.

In particular SDAIS generally has opportunities to redirect resources within the main CAB service, where allocation has not yet been finalised.  Such diversion of resources to YAS does not affect SDAIS core service.  In any event, it is recognized that, given there will be a movement of some clients who have, in the past, used the main service (14% of clients were aged 15-24 in the 2nd quarter of 2007/8) to the YAC

However as is noted that amounts needing to be funded are small it is likely that there will be no significant difficulty obtaining this amount of additional funding.

4.3.6  Outreach and consultancy advice work
In order to maximise resource use, the majority of advice work undertaken by the service is expected to be undertaken at the general town centre premises, in conjunction with other partners such as the Local Authority’s Integrated Service Strategy (ISS) Central unit.  However, in order to work effectively within the ISS some outreach work is necessary.  

This is because the delivery of integrated services will predominantly be based in Integrated Service Areas
.

Therefore, it is recognised that some provision will need to occur at the three different integrated service areas venues.  It is hoped that funding arrangements will allow us to continue our existing association with Connexions in order to develop some presence in the ISAs.  Other funding is also sought
 to supplement this outreach work, building on our partnership with the Youth Offending Team.  This will be the role of the Targeted Outreach Worker.

It is also recognised that it is essential to be able to work closely with front line organisations who will be more likely to see more vulnerable young people and to ensure that referrals are supported in order to aid transfer between organisations. 

4.3.7 

Other specialist/expert services working in partnership 
As noted above, the service will seek to encourage organisations who are providing other specialist services to provide outreach services within the centre.  In the light of the finding that the advice needs of young people are interlinked closely with their physical, emotional and personal development needs, the service will host a number of non-legal-advice agencies.

It is also noted that, since young people are not always aware of their legal rights (or even conceptualise their problems as having legal solutions), they are less likely to attend conventional advice sessions.  The presence of other services will therefore provide an incentive for young people to attend the centre.

The provision will develop with time and this will be a key role for the Youth Services Manager.  

The additional advice could include
:

· Emotional support/counselling following breakdown of family relationships

· General Counselling

· Training/Careers advice

· Job search advice

· Mental health services

· Other health related services

4.4 
Capacity Building And Other Objectives 

4.4.1 Range of Activities

In the light of the identified need for services to young people to cover a range of needs
 and the unique nature of young persons requirements, the Centre will not just provide legal advice to young people, but will also have the key objectives listed below (4.4.2 – 4.4.5).

4.4.2
Helping Personal development

· As well as providing the foundation for the drop in advice provision, training young people to become advisers also helps develop skills, personal confidence and access to paid jobs in the advice sector.  SDAIS will support such development within the service.

· Advice service providers will be expected to recognise that their clients have multiple needs which may include emotional support (e.g. counselling) and guidance (e.g. careers advice) thus promoting a holistic service meeting the specific needs of the young person.

· Sessions will be developed to support young people to become peer “money coaches” to aid financial capability amongst young people.

· Young people will also be recruited and trained for other tasks including as chairs of the advisory group and group leaders of Youth Advice Inclusion Forum working parties.

4.4.3
Developing Rights awareness
· Providing training and information to young people in schools, colleges, training programmes etc. 

· Act as a legal/rights resource for groups of young people 

· Carry out campaigns to alert young people to their rights and responsibilities, and to tackle underlying causes of social welfare problems for young people.

4.4.4
Working with partner organisations

· Providing training to staff from other Children’s Trust partners and other groups working with young people. 

· Providing second tier support and consultancy regarding advice and rights issues for partner organisations, in particular as part of the Children’s Trust network
· Further develop the Youth Advice Inclusion Forum to assist in the operational development of the project.  
· Developing a training and information programme that will provide social welfare advice, information and support to professionals particularly those working within the auspices of the Children’s Trust.
· Creating effective referral and information sharing procedures between agencies working with young people. 

4.4.5
Improving Provision and Services

· Exert a responsible influence within the Children’s Trust to promote effective advice provision and maintain information/advice standards

· Work with Children’s Trust and other partner organisations to develop a model to predict advice needs and to collate and share relevant statistical information.

· Carry out social policy and campaign work on issues that affect young people. 

4.5
Consultation and Partnership
The business plan is based on consultation with a range of other agencies and young people themselves.

The first business plan was agreed in 2006 following discussion with the following groups:

	· Cornerhouse Youth Project
	· Connexions

	· Community and Adolescent Mental Health Services
	· Youth Access

	· Youth Offending Team
	· Legal Services Commission

	· Children’s Trust representatives
	· Stash

	· The Youth Service
	· Citizens Advice


In reviewing the first business plan in order to produce the current document, comment was sought via the council’s Participation, Involvement and Consultation (PIC) Network, which includes all of the main players in the youth services sector.

A further round of young persons consultation was arranged to support the development of the business plan and to continue to provide an important input into the ongoing development of the service and implementation of this plan.  The notes of the last 3 meetings can be found at Appendix G.

The consultation process has now been put on a more permanent footing in the form of a group of young people who are developing skills in leading working parties to further refine the delivery of services.  

The final Youth Advice Inclusion Forum consultation meetings regarding this plan took place on 3/10/07 within our new working group format and led by two group leaders aged under 20.

The Youth Advice Service therefore seeks to comply with the Quality Standard for Young People’s Information, Advice and Guidance standard 6.1 i.e.:

“Young people from all backgrounds are engaged in:

· The design, planning, quality assurance and evaluation of information, advice and guidance services

….

· The delivery of information, advice and guidance service,…” 

The service has developed close links with many organisations during the process of development.  

We are currently discussing the nature of the services relations within Stockton Borough Council’s Integrated Service Strategy.

The service also seeks the views of young people who are not clients of the service.  A copy of the relevant questionnaire is reproduced as appendix I.  In order to distribute these questionnaires widely to clients without direct association with the SDAIS, our partners work to distribute non client questionnaires on behalf of the service.

4.6 
Methods and Outline Of Non-Funding Resources 

Though ongoing staff and running costs are needed to maintain the service, the Youth Advice Centre is able to call on considerable existing resources so that we can take full advantage of additional funding and use it to the greatest effect.

4.6.1 Partnerships

As already noted the service is able to call upon an extensive network of partners and contacts which will be invaluable in further developing the complex web of interlinked organisations needed to meet the holistic needs of young people.

4.6.2 Management and supervision resources

The management expertise and experience contributing to the service is outlined in sections 2 and 3 and in paragraph 5.9.3

4.6.3 Contacting the service

Various media will be employed to provide access to young people but the central method of contact will be direct access without appointment as this is overwhelmingly preferred by young people responding to our surveys.  Further contacts can be made in a range of ways (see 4.6.4 below).

4.6.4 Delivery Methods for initial advice & information contacts

Evidence from the non-client questionnaires supports the view that the majority of young people would prefer to “just walk in” to a service as opposed to appointments or contact by telephone, e-mail, post and initial text
.  It is therefore suggested that a form of “walk in” non-appointment service is recommended.  

However, the older respondents were the more likely to be diverse in their preferred method of contact, and therefore a range of delivery methods are proposed:

· A drop in and appointment face-to-face advice service (provided by paid staff and volunteers adviser) 

· An e-mail advice service (provided by paid staff and volunteer advisers)

· Telephone advice service to support both the consultancy service and general contact by young people (provided by paid staff and volunteer services during the day and paid staff after normal hours)

· Leaflets and information sheets (available to pick-up or request by e-mail, text, post)

· Web-site advice service (static information service on key subjects)

· Training services to young people/paid staff

· Advice kiosk based in Youth Advice Centre, resources permitting (self-help information access)

4.6.5 Flexibility of and access to advice.

It is often noted by young people that they would prefer a service that opens later (see Appendix G) and some organisations have had success with evening opening but this is not universal (cf Junction, Redcar & Cleveland).   The Youth Service have also requested that a more flexible service is provided since this meets client needs better.

However, it has also been noted, as part of the consultation, with the Youth Advice Inclusion Forum that there are also restrictions to access due to the potential dangers of accessing the service at the main venue during the night.  

There are therefore issues as to whether access would be improved and expanded by the service operating evening sessions.

Initially, therefore, the main route to providing a flexible service will be to provide an extended telephone service with evening opening.  This will mainly be marketed towards other agencies (who are more likely to be the first line of contact for young people in emergency) but will also be available for young people 

However, the Youth Advice Service Manager will be expected to set out clear plans for assessing pilot evening opening session.  Further consultation (with young people and organisations) regarding the placing and comparative importance of the session will be required as part of this process.  The report will be produced with the Youth Rights Advisory Group (YAG) within 6 months of the YASM starting in the post.  The YAG will then send a recommendation to the SDAIS manager.  The report must include assessment of the following considerations:

· Worker safety : are additional risks likely : what can be done to minimise them

· Client safety & access : how serious is this as an issue & what problems might there be travelling to/from the service

· Vulnerable groups : are the needs of vulnerable groups better met by an evening service?

· Location: is the central unit the most effective way of providing the service or would it be better operating on a rolling programme from various community venues (perhaps in association with the rights awareness work).  How feasible would this be to operate from the Bishopton House premises?

· Cost effectiveness : is this best use of resources to meet the need?  Would an expansion of the out of hours telephone service be a better use of resources (0800 number?)

· Demand : What is the real demand for the service – how important is it to young people?  

· Time and Frequency : how often should the service need to be provided?  What would be the best starting and finishing times?

It is intended that weekend provision would be more cost effective if provided through pooling resources with the generalist SDAIS service.   The YASM should start to discuss the nature of such a joint service (providing, if necessary, relevant training to generalist service staff) as a priority once in post.

4.7  
Outcomes
4.7.1 Outcomes
The service has set itself 6 specific outcomes for the first 6 years : these are set out at paragraghs 4.7.2 – 4.7.7

4.7.2   OUTCOME 1 Provide better access to social welfare  advice for 2,376 young people so that they get the information, guidance and support they need (target 792 per year)

Overall the service seeks to provide improved access to social welfare advice for 2,376 young people so that they get the information, guidance and support they need

Our current best estimate of clients by main case issue type would be:

Benefit

1307

Immigration   
    4 

Community Care  
    4 
Consumer 
      4

Housing
 343

Debt


 655
Finance

      4

Legal

     8

Relationships  

     8
Tax

      4

Signposting
     3

Employment

   24
Other  

      8
Total

 2376
This includes both general and specialist help level cases.  The service will use the following additional benchmarks in relation to the cases that go on to be specialist advice:
· 200 specialist level cases (housing, welfare benefits, debts) will be opened each year.

· £75,000 secured for young people in respect of unclaimed welfare benefits per year. 

· £5, 000 debt assisted with per year

Cases will be represented to County Court and (in the case of Welfare Benefits) commissioner level.

Unless further resources are identified, housing at a specialist level will not be provided within the core YAS service but will need to be undertaken on an outreach basis from the SDAIS’ Bath Lane premises, which are only about a 5 minute walk from the Bishopton House premises.

4.7.3 
OUTCOME 2 Develop awareness of rights and responsibilities through supplying better social welfare rights training services to 1,056 young people at schools, colleges and training agencies which will help overcome or avoid disadvantage and improve their lives through this legal education.  In turn this has the potential to improve services through consumer demand.
4.7.4 OUTCOME 3 Improved access to justice and improved services for young people achieved through undertaking 6 pieces of social policy work.  
We also intend to improve access to justice and improved services for young people achieved through undertaking 6 pieces of social policy work. 

4.7.5 OUTCOME 4  Improve economic well-being of 1,266 young people from particular disadvantaged groups (specifically people with mental health problems, people at risk of reoffending, people from Black and Minority Ethnic Communities, young refugees and young people with disability) by pro-actively enabling clients to secure the benefits they are entitled to receive, estimated at £100,000 in total.
The expectation is that advice will be offered on a systematic basis to members of vulnerable groups.  

Overall we expect that the numbers of clients from various groups will be as follows:

· We plan on increasing the numbers of refugee/BME clients fivefold to 122 per annum  (366 in total) 

· We also seek to increase the proportion of persons who record disability and long term limiting health problems by similar levels.  This would mean an increase to at least 250 persons per year (750 in total)

· There are 250-350 young offenders (post written warning) per year dealt with by the YOT.  We would hope to offer a service to all of these persons.  We would however only expect at 10-15% taken up.  However, we would also expect to also be referred several persons who have not reached final warning stage.  We would therefore expect to see about 75 young people per annum

We intend to improve the economic well-being of young people from particular disadvantaged groups (specifically people with mental health problems, people at risk of re-offending, people from Black and Minority Ethnic Communities, Young Refuges and Young People with Disabilities) by pro-actively enabling clients to secure the benefits they are entitled to receive; estimated at £100,000 in total

4.7.6 OUTCOME 5 Support 15-20 other organisations that give advice to young people to work more effectively with young people to better meet their needs
Support will be provided to other organisations that give advice to young people to work more effectively.  This will be achieved in a number of ways, including the production and circulation of a regular “Youth Rights Update” (4 editions per year – circulation initially 100+) to other youth orientated agencies, and providing 6 training course per year (est. 15 attendees per course)

4.7.7 
OUTCOME 6 12 young people will be involved as volunteer advisors, undertaking training to NACAB certificate level.  This will result in improved communication, organisation and problem solving skills and increase their opportunities for future employment
As well as helping to deliver the outcomes of the service, it is noted that young people trained as volunteers also gain benefits in their own right and thus the achievements of volunteers should also be considered as outcomes.  

Young people can gain a number of benefits from working as volunteers notably:

· Developing communication skills

· Developing organisational skills

· Develop problem solving skills

· Develop IT skills

· Develop information retrieval, research and interpretative skills 
· Help young people become more employable
12 young people will be involved as volunteers with the project, including volunteer advisers trained to the Citizens Advice General Certificate of Advice level

4.8 Monitoring and evaluation

4.8.1 General Monitoring Information

The service’s main case information recording tool will be Citizens Advice’s CASE case recording software.

We will record all face to face, telephone, text and e-mail enquiries by subject and nature.  We will record cases by specific type setting up CASE “outlets” to record if a case has been raised via the drop in service, at an outreach or via the consultancy line.  We will also continue to record an additional filed to identify specific cases of cleints relevant to policy debates (i.e. if the client in Not in Education, Employment or Training (“NEET”), is pregnant, etc.).  CASE also records a range of client profile information.  We will also include details of financial gains on CASE.

As part of the Rights to Access project in which SDIAS was a participant, Youth Access has produced a outcomes toolkit measure by which to measure the impact of advice (see appendix J) in terms of Every Child Matters outcomes.  At the start of ongoing cases Young People will be asked to complete a “Part One” form and be asked to complete a Part Two after a period of time to assess if there has been benefit from the advice.

Consultation/development volunteers and members of the Youth Inclusion Forum as a whole will assist with monitoring and evaluation activities such as the annual “non client” survey and contacting clients to complete toolkit Part Twos.  The Youth Inclusion Forum and its working parties will meet regularly.

Finance has been sought to undertake an independent evaluation of the project.  If this does not appear evaluation will be undertaken by the Youth Advice Service culminating in a report prior to the end of the current funding.

4.8.2 External evaluation

Costing of evaluation is based on previous recent quotes.

We will judge the long term impact of advice by ensuring that the evaluation includes a longitudinal study.

The following are the main milestones with regard to the evaluation:

1. Finalize funding for evaluation
2. Choose evaluator from short list
3. Set up evaluation contact group made up of relevant parties 
4. client & stakeholder evaluation questionnaires finalized

5. framework of longitudinal study agreed

6. first interim report

7. Final interim report to trustees/YAG

8. Draft report to trustees/YAG & final report launch

A timescale for these activities is included in the Gantt chart at 4.8.3.

The above does not include contact group meetings which will occur at least bi-annually to feed into the review process (see 5.12).

4.8.3 Timescale for evaluation activities


[image: image1.wmf]Sep-07

Apr-08

Oct-08

May-09

Dec-09

Jun-10

External Evaluation  Finalize funding for evaluation  

Review CASE "bureau profile" stats

External Evaluation : Set up evaluation contact group

Recruit and deploy BME/refugee worker to develop

community links

External Evaluation Client & stakeholder questionnaires

finalized

First CASE stats monitoring report (for review) -then bi-

annual

2nd review & report process

Report from "non client" database

External Evaluation first report to trustees/YAG

External Evaluation draft report to trustees/YAG & final

report launch

 

5.
Project delivery plan
5.1
About the Project
The project aims to provide a core service of Legal Advice and the improvement of knowledge about legal advice issues by young people.  It is an essential component of providing a holistic service that the service works in close co-operation with other organisations, co-locating where appropriate.   

Sections 4.3.1 – 4.3.7 describe the provision in more depth.

5.2
The Physical infrastructure 
It is central to the proposed service that we operate from a, separately managed, Youth-friendly premises.

5.2.1 Basic requirements
Consultation (See appendix G) and other research/discussion has resulted in a list of specific needs for the service identified by young people:

· The location should be near to but not on the main high street

· Should be easy to find and accessible

· There should be sufficient ground floor space for a “chill out” zone

· There should be confidentiality

· The waiting area should be bright, attractive and inviting

· Kiosks could be used but need to be confidential

· The premises must be self-contained

· Premises should be accessible for wheelchairs and prams on the ground floor and there should be at least one other interview room/baby changing etc.

· There should be at least 3 interview rooms (a room will be required by invited services)

5.3
Maintaining ongoing information about the users and using that 

information
In addition to national data and findings which underlie our key strategy, our understanding of client needs is based on three main sources:

1. “non client” questionnaires (see 4.1 & 4.3.3. above)

2. The Youth Advice Inclusion Forum

3. Experience gained from actual clients (including feedback as part of the Youth Access study)

The use of all information about clients is circumscribed by the confidentiality and impartiality principles to which we are, as a CAB, committed.  However the service
 recognises the importance of the Common Assessment Framework in providing holistic services.  The service will therefore make use of the CAF process, ensuring that the nature of referral processes and arrangements with other organisations are such as not to breach the Citizens Advice & SDAIS basic principles.

5.4
Meeting the need & overcoming problems of access
As already noted there is considerable evidence that the advice seeking experience of young people is markedly different to that of the rest of the population and that they are more reluctant to seek advice. 

Thus the central tenets of the service with regard to access are to: 

· Provide flexibility of access

· Provide services on a “walk in” basis where feasible.

· To provide swift and easy referral into the service

· To work with partners to create overlap between services to ensure smooth referral

· To ensure that other organisations are able to identify and easily refer potential clients

· Providing services in conjunction/co-located with other organisations as required and provide partner organisations with consultancy services

· Ensure that the service is young person friendly

· Ensure that vulnerable, hard to reach and socially isolated young people are targeted

· Work with other partners to ensure that social welfare advice needs are identified and acted upon

It is proposed that the main Youth Advice Centre in Bishopton House will initially be open 5 days a week, Monday to Friday with opening times to clients being 10.00am to 5.00pm.  In addition the service will open by appointment or prior arrangement will be available to promote accessibility.  Services will also be available at some outreach venues at times to suit need and via the Connexions office downstairs from the main YAC office.  A telephone service will operate outside of normal office hours which though marketed particularly to provide 2nd tier support to organisations, will also be available for young people.

Active consideration of alternative opening hours will be undertaken early in the period of service development (see 4.6.5).

5.5
Equality of access
As a CAB we are required and audited with regard to our compliance with Equality principles.   We have an equality policy, a copy of which is at appendix K.

As noted at 5.4 above persons from excluded groups are to be targeted

The Youth Rights Advisory Group includes members with knowledge of particularly groups of young people (e.g. Youth Offending Team) to ensure effective access to the service.

The Service will identify whether equality issues are being adequately addressed and where further action is required as part of the bi-annual review (see 5.12). 

All personnel involved in the project will receive Equal Opportunity and Diversity training as both part of induction and on-going training as required.

It is recognised that certain issues of access need to be resolved and these will be considered by the Premises and accessibility working party in due course and in the light of experience.  It is noted, for example, that particular problems are faced by young mothers and it is suggested that arrangements might be possible to coordinate with Connexions – who are located close to the new premises.  However detailed consideration will need to be given to practicalities and liability.

HowevH

5.6  
Schedule of activities and services
5.6.1  Broad outline of activities 

The following lays out the planned activities for the service.

These will be supplemented by more detailed annual plans once the Youth advice Services Manager has been appointed.

	OUTCOME 1 Provide better access to social welfare  advice for 2,376 young people so that they get the information, guidance and support they need

	Additional Targets : 

· 200 specialist level cases (housing
, welfare benefits, debts) will be opened each year.

· £75,000 secured for young people in respect of unclaimed welfare benefits per year. 

· £5, 000 debt assisted with per year
Milestones
	Timescales

	Research appropriate properties for rental
	April 2007 onwards

	Revise and finalise Business Plan (SDAIS staff, Trustees, Advisory Group and Youth Inclusion Forum)
	Oct 2007

	Recruit Youth Advice Service Manager (SDAIS Trustee and staff, with young person representation) 

	Nov  2007

	Clarify Legal issues with regard to contract for premises
	Jan 2008

	Production of detailed project delivery plan
	Jan/Feb 2008

	Secure premises
	Jan 2008

	Adapt Premises
	Feb 2008

	Other Staff recruited
	Feb/Mar 2008

	Premises open and advice sessions start 
	Apr 2008

	792 clients advised
	Mar 2009


	OUTCOME 2 Develop awareness of rights and responsibilities through supplying better social welfare rights training services to 1,056 young people at schools, colleges and training agencies which will help overcome or avoid disadvantage and improve their lives through this legal education.  In turn this has the potential to improve services through consumer demand.

	Additional Targets : no additional targets
Milestones
	Timescales

	Revise and finalise Business Plan (SDAIS staff, Trustees, Advisory Group and youth inclusion forum)
	Oct 2007

	Identify programme of partners to receive training
	Feb 2008

	Recruitment of staff (Trustee Board)
	Mar 2008

	Commencement of training sessions 
	May 2008

	Move to Youth Advice Services office
	Mar 2008

	Start of Training/Awareness sessions
	Apr 2008

	350 young people received training
	Mar 2009

	OUTCOME 3 Improved access to justice and improved services for young people achieved through undertaking 6 pieces of social policy work. 

	Additional Targets : No additional targets
Milestones
	Timescales

	Revise and finalise Business Plan (SDAIS staff, Trustees, Advisory Group and youth inclusion forum)
	Oct 2007

	Recruitment of staff (as above)
	Feb/Mar 2008

	First analysis of social policy issues brought to YAS (SDAIS & Steering Group and focus group) and identification of 2 social policy subjects to be resolved
	October 2008

	Research of issues
	Nov.2008 - Mar. 2009

	Production of 2 social policy reports and action plans
	April 2009


	OUTCOME 4  Improve economic well-being of 1266 young people from particular disadvantaged groups (specifically people with mental health problems, people at risk of reoffending, people from Black and Minority Ethnic Communities, young refugees and young people with disability) by pro-actively enabling clients to secure the benefits they are entitled to receive, estimated at £100,000 in total.

	Additional Targets :
· increasing the numbers of refugee/BME clients fivefold to 122 per annum  (366 in total) 

· increase the proportion of persons who record disability and long term limiting health problems by similar levels.  This would mean an increase to at least 250 persons per year (750 in total)

· Assist 75 Young Offenders per annum (150 in total)

· Pro-actively enable clients from disadvantaged groups (specifically people with mental health problems, people at risk of re-offending, people from Black and Minority Ethnic Communities, Young Refuges and Young People with Disabilities) to secure the benefits they are entitled to receive; estimated at £100,000 in total
Milestones
	Timescales

	Revise and finalise Business Plan (SDAIS staff, Trustees, Advisory Group and Youth Inclusion Forum)
	Oct 2007

	Recruitment of staff (as before)
	Feb/Mar 2008

	Opening of premises and advice sessions started
	Apr 2008

	Start of referrals in from external agencies.
	Apr 2008

	£34,000 secured for clients in benefit entitlement
	Mar 2009

	OUTCOME 5 Support 15-20 other organisations that give advice to young people to work more effectively with young people to better meet their needs

	Additional Targets :  None
Milestones
	Timescales

	Revise and finalise Business Plan (SDAIS staff, Trustees, Advisory Group and Youth Inclusion Forum)
	Oct 2007

	Recruitment of staff/opening premises.
	by Apr 2008

	Further develop network of advice/information providers
	August 2008

	Production and Distribution of first "Youth Rights Update" Newsletter
	Sept 2008

	Provision of first legal advice training session to partner agencies.
	Sept 2008

	6 training courses supplied
	July 2009

	Will have provided 4 Youth Rights Update Newsletters by this point
	Sept 2009


	OUTCOME 6 12 young people will be involved as volunteer advisors, undertaking training to NACAB certificate level.  This will result in improved communication, organisation and problem solving skills and increase their opportunities for future employment

	Additional Targets :

Assist young volunteers
· Develop communication skills

· Develop organisational skills

· Develop problem solving skills

· Develop IT skills

· Develop information retrieval, research and interpretative skills
· Help young people become more employable
Milestones
	Timescales

	Recruit and start training for first group of young volunteers
	Aug 2007

	Review and finalise Business Plan
	Nov/Dec 2007

	Recruit staff/open premises
	Feb - Apr 2008

	Start recruitment of second group of volunteers
	May 2008

	6 further volunteers start training
	July/Aug 2008

	Recruitment of 6 volunteers
	Sept - Nov 2008

	4 volunteers completed training .
	March- June 2009


5.6.2 Detailed service delivery plans

Appendix P comprises a Gantt chart outlining the timing and expected duration of the main activities aimed at developing the project.  Separate Gantt charts describe the the review process (5.12), the marketing and communication strategy (6.3).
Due to the importance of the Service Manager in the delivery of the service, it is necessary that the Youth Advice Service Manager (YASM) is in post before the development of a more detailed business plan.  The detailed project delivery plan will be a main initial responsibility of the YASM.

5.7
Project resources : Staffing resources  & Staff posts
5.7.1. 
General Recruitment Issues
In line with normal procedures we will be recruiting locally in the local papers and using the network of CABx in the North East, as experience has shown that national recruiting exercises are unlikely to result a significantly wider range of qualified applicants.

The only exception to this is with regard to the selection of the Youth Advice Services Manager (YASM) where specific niche advertising has been used to search for candidates with the particular skills needed by the service.

The YASM post has already been advertised as it has been identified that this post will be necessary in order to deliver the plans by April 2008.

In this case Youth Access & Rightsnet adverts have also been used. (see milestones for planned recruitment dates, 5.6 above)

5.7.2 Staff roles and activities 

The table below summarises all the posts sought to deliver the full service.  The table also summarises the projected salary, the proportion of that salary which is attributed to the Big Lottery (as the major funder) and the main on costs.

A cost of living increase of 3% has been assumed in undertaking these costings.  We have also assumed that we will recruit at the bottom of salary scale.

Brief details of the posts (partly or wholly funded by the Lottery) are attached at appendix L.

	Role
	Hours
	BL*

Hrs
	Gross salary
	Employers National Insurance 
	pension 

	Youth Advice  Services Manager
	37
	25 ¼ 
	£24,347
	£2,103
	£365

	Refugee & BME Youth Caseworker
	18 ½ 
	9 ¼ 
	£10,976
	£633
	£180

	Welfare Benefits Caseworker
	37
	0
	£21,952
	£1,840
	£329

	Financial Inclusion/

Debt worker
	37
	0
	£21,952
	£1,840
	£329

	Training and Participation Worker**
	18 ½ 
	9 ¼ 
	£10,976
	£633
	£180

	Clerical Worker
	37
	0
	£14,555
	£1,026
	£218

	Youth Advice Reception Worker
	28.5
	14 ¼ 
	£9,058
	£422
	£135

	Public Legal Education Worker***
	37
	37
	£19,384
	£1558
	£290

	Public Legal Education worker (Blakston school)
	7#
	0
	£3,667
	£366
	£110

	Advice Worker (Blakston School)
	7
	0
	£3,667
	£366
	£110

	Financial Capability Project Workers (x2) 
	37
	0
	£16,494
	£664
	£246

	Financial Capability Clerical Worker
	18 ½ 
	0
	£3,933
	£393
	£58

	Targeted Youth Outreach Worker##
	16
	0
	£8382
	£347
	£125


*    
Big Lottery funded hours
**   
Full time if funding becomes available (called “training officer” in original Big Lottery ap)

       
Lottery bid.
*** 
called “Community Legal education Worker” in original Big Lottery bid

#
Currently 5 hrs.
## 
Consideration should be given to expanding this role following the development 

      
of the council’s Integrated Service Areas

Line management for YAS staff operating within the Youth Advice Centre is via the Youth Advice Service Manager.  Line management of the YASM lies through the Service Manager who himself is line managed by the SDAIS trustees.

The Youth Rights Advisory Group has no formal line management responsibility arrangements but makes recommendations and is a formal part of the development process.  

Management supervision (covering, in particular, operational issues) and Casework supervision (covering quality and advice issues) is provided on a monthly basis across the service.

a)  Staff normally working in the Youth Advice Centre
The YASM will be responsible for the day-to-day management of all staff located with the Youth Advice Service.  For non-advice staff, generalist workers and in categories of advice where the Youth Advice Service Manager has sufficient supervisory expertise
, the YASM will undertake both Supervisory and Casework Supervisions.  In other cases the YASM will undertake Management Supervision and the relevant SDAIS category supervisor will undertake casework supervision.   All staff must go through a formal induction process.

b)  Caseworkers working in the YAC but who also work in the wider service

Day-to-day management of staff whilst in the centre will be the responsibility of the YASM.  

Otherwise existing line-management structures will remain in place – in the case of caseworkers this will normally be the category supervisor .




There will no be no change to the line management structure if all the proposed funding is not secured.  The process of supervision and management will resemble 4.7.2 b) in more circumstances.

5.7.3 Staffing : summary of alternative provision if other bids unsuccessful

The biggest single funder of the service will, assuming approval of funding, be the Big Lottery. Though initial plans were made to cover the balance of the service from existing and other funding, due to changes to the funding streams and the duration of the process not all the funding sources were still appropriate at the point when funding was granted.  Alternative funding sources were therefore been identified and most of the shortfall has been secured. 

Appendix H provides an outline of the proposed options for the services if alternative provision was needed.

There is now sufficient funding to cover the whole of the service for the financial year starting April 2008 and most of the funding for the following year is also now in place.   Applications are currently being made to the other funders listed on page 2 of Appendix H – there is still a bid in process with Children in Need, the outcome of which is expected during the next quarter.

Given the level of funding secured it is unlikely that the service will not be funded in full.  However, even if the remaining funds for year 2 and year 3 are not forthcoming in full the service has made alternative plans to ensure service continuation (see 4.3.5).

5.8 Project Resources : Revenue costs

The revenue costs breakdown is detailed as part of the budget (Appendix M).

As noted, if additional funding is not provided, then the intention will be to obtain the lease on a less expensive property .  

The kiosk will also not be purchased from the Big Lottery grant but other one off funding or sponsorship sought to fund the kiosk.

Other revenue costs will reduce proportionately with reduced staffing required.

5.9 Project resources : Management, Training and Supervision 

5.9.1 Volunteers workers

The management and supervision of volunteer workers will rest with the Youth Advice Service Manager but support will be also be provided by other staff members with particular expertise (see para 5.11).

5.9.2 Paid workers
Paid workers will be managed by the Youth Advice Service Manager.

Casework supervision will be provided by the YASM where possible but as this will be required to Specialist Quality mark standard this may not be possible across all specialisms.   The general bureau service will provide supervision in other casework areas.

5.9.3 
Management expertise/experience
The project will be managed on a day-to-day by the Youth Advice Service Manager (YASM), a new post  line managed by the SDAIS manager and ultimately responsible to the SDAIS Trustee board.  SDAIS has considerable experience of project management and supervision of a wide range of services.

The YASM will be responsible for holding regular support and supervision meeting with
staff, in line with existing SDAIS systems

The project also has the benefit of the Youth Rights Advisory Group (made up of local partner organisations) which advises the trustees and the Youth Inclusion Forum which is made up of two focused working parties directed by young people themselves. will have two advisory forums that will provide strategic and operational assistance to the development of the Service. 

5.9.4 
Polices and procedures to manage the service
The Youth Advice Service Manager will be responsible for managing the wider Youth Advice Centre, including organising, supporting and overseeing the other services coming into the centre to undertake other services.  Final polices and procedures will be developed in conjunction with the YASM but a current draft of the expectations on other organisations is at Appendix F.

Otherwise the service will maintain policies of the general service subject to any caveats agreed with the overall service manager.

5.10  Partnership working and stakeholders

As noted above the service is supported by a extensive formal and informal network of other organisations.  Informal networks exist through our existing Youth Advice Service’s activities working with other agencies in the community and the more formal liaison with management staff from local youth support organisations within the Youth Rights Advisory Group.

A guiding principle of the service is to bring as many relevant agencies into the centre as feasible in order to provide a coherent joined up service to meet young people’s need for holistic solutions to problems.

This is extended beyond the service due to the service’s decision to combine with statutory agencies as part of the Local Authority’s Integrated Services Strategy.  
5.11
Volunteer resources

The following roles and tasks are attributed to volunteer workers

	Type of volunteer
	Main role
	Supported by
	Skills/training

	Advice volunteer
	Advice and information
	Advice Session Supervisor/training officer
	Training to general certificate level.

Skills include:

· Local Knowledge

· Recognising issues

· Interpretation of information Summarising

· Negotiation

	Social Policy/Researcher
	Research into social problems

Producing reports

Influencing debate
	Youth Advice Service Manager/ Public Legal Education Worker
	Work with National Youth Agency & Youth Access to provide innovative training.

Skills include

· Report writing

· Analysis of information

	Consultation/development
	Contribution to the development service.

Assisting with evaluation & monitoring
	Youth Advice Service Manager &

Training/inclusion worker 
	Training in conjunction with Youth Access and Citizens Advice

Skills include

· Group leading

· Summarizing 


Supervision will remain with the Youth advice Service Manager but may be delegated from time to time where particular projects demand.

5.12   Review Process
The progress of the Youth Advice Centre will be measured against the outcome measures and targets for the project.

The information collection and consultation process will run alongside the service continuously with the process culminating in a review report from the Youth Rights Advisory Group at the end of each period of six months from the date that the service commences. 

Some tasks contributing to the bi-annual review will be recurrent throughout the period leading up to it and other tasks will only take up part of the time.

The following measures will inform the review report:

· Collation of client satisfaction surveys

· Review of any complaints or compliments

· Feedback from Youth Advice Centre Users 

· Feedback from other key stakeholders (via Youth Rights Advisory Group and/or through key stakeholder surveys)

· Reports from the Youth Inclusion Forum and working parties

5.13   Project budget, costs and financial appraisal
Please see Appendix M for a detailed cost plan breakdown of the capital and revenue costs.

Salary scales are based on estimated salary costs based on 2007/8 local authority scale rates plus estimated cost of living increases as current scale rates are yet to be agreed.

These costs are broken down by actual an expected funder.

Revenue costs are broadly based on our experience of running a bureau and extrapolation from the costs involved in providing our current youth service.

5.14
Financial planning
See Appendix N for a breakdown of the financial forecasts for the next 3 years on a monthly basis.
5.15
 Project funding and VAT

SDAIS is registered for VAT.

The Legal Services Commission contract is subject to VAT and allowance is made for this.  

It is the view of SDAIS that no other funding arrangements relating to the funding of the Youth Advice Service are subject to VAT.  If the Big Lottery grant or any other grant funding is subsequently found to be subject to VAT SDAIS will cover this element from its own funds
5.16
 Financial appraisal
15.16.1 Financial Management procedure

SDAIS operates to a Financial Management procedure, which will continue to operate.  In practice the Youth Advice Service Manager will be delegated the power (by the SDAIS service manager – see 4.6.1 of the procedure) to authorize purchases up to £100.

The Accounts Clerk will make arrangements to operate a separate petty cash fund for the Youth Advice Service.

A copy of the procedure is set out at Appendix R.

15.16.2 Capital 

A breakdown of capital cost can be found at Appendix Q

15.16.3  Further financial appraisal details (location in plan)

· project expenditure requirements (see appendix M)

· project funding requirements (see appendix M)

· Capital costs and the basis under which we have calculated them can be found at  appendix Q

6.   
Marketing and communications strategy

The Youth Advice Service will use general publicity regarding services (newspapers, radio, leaflets, etc.) plus targeted publicity through community and statutory agencies working sub-groups (e.g. Asylum Support Team, refugee forums, disability groups, etc.).
6.1  
Targeting potential clients

The assistance of the Housing Benefit department will be used to reach target groups of young people with mailshots.

Initial contacts will be made to all Young People living in private rented accommodation receiving the “Single Room Rent”.   

The Youth Inclusion Forum has created a “Design, Publicity, Communications and Marketing” Working Party which is chaired by a young person whom we will be supporting in this role.

Evidence shows that the majority of referrals are through word of mouth we therefore believe that our service will also generate referrals at an increasing rate during the lifetime of the project.

We will work closely with other partners to ensure that vulnerable groups and underrepresented client groups are targeted.  This will be incorporated into the review process (see 6.4).  It will be a part of the BME/refugee worker’s task (in partnership with other workers working with these communities to ensure that we develop close links and adjust working practices to better meet the needs of these communities).

Having identified that Young Offenders have particular needs a major part of the work of the Targeted Outreach worker will address the needs of this group.

There will be specific rights take up initiatives targeted to specific sectors of the community which will include disabled young people.  

We will work closely with Connexions and other children’s trust organisations to attend and present events to target particular sectors.  This will include conferences and launches of social policy reports relevant to specific vulnerable groups.  We will seek involvement of individuals from these groups either within the framework of the YIF or otherwise.

6.2  
Publicising and reporting the achievements of the work
It is planned that an evaluation of the project will take place and that the results of this evaluation will be distributed widely through the networks we belong to including Citizens Advice and Youth Access.

We also plan to produce a “solutions bank” briefing for other Citizens Advice Bureaux.
6.3 
Influencing Policy and procedure
A key aspect of the project is to seek to improve policies and procedures affecting young people.  

We benefit from local liaison with the local authority and statutory organisations, which we are able to enjoy due to our status as a long standing major voluntary agency player.

We also have good links nationally both through our Citizens Advice social policy networks and via our close liaison with Youth Access.

The service will use a variety of methods to achieve our aims including a series of reports and circulation of findings and causes of concern to relevant departments.  

We will also seek to influence policy by our incorporation on various groups and in other venues.  For example we have in the past used our knowledge of advice needs to comment on the NOS4  and IAG standards.

6.3 
Marketing and communication strategy : key stages
The chart below records some of the key stage milestones for the marketing plan.

It is noted that the relevant work group may also suggest additional marketing and communication needs and will be consulted.
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Jan-08

Apr-08

Jul-08

Oct-08

Feb-09

May-09

Aug-09

Dec-09

Presentations to other agencies

Design leaflet (YIF) & comment (YAN)

Develop links to systematically see all new young refugees

Develop systems to make use of CAF for smart referral

Design and launch of website

YIF working party & manager - plan/implement launch

Consider if name change or logo is needed (YIF)

1st review & report process

Press releases/media publicity for new service

Consult with YIF over how to best use word of mouth  pub

Consult over language & focus of services to BME

Production and launch of RU informed booklet/website

Consult with YIF working party on static publicity

Develop short web based video "taking heads"

Look at having "fun days" to encourage YIF attendance

Investigate possibility of DVD based publicity items

2nd review & report process

Investigate/implement myspace/facebook presence


7. Risk analysis

The following have also been identified as potential risks

	Risk description
	Circumstances/likelihood
	Management of risk 
	Lead Responsibility

	Not being refunded

Potential High impact
	If the local authority/ other funders are not involved in service development and delivery. Possible.
	Need evaluation to demonstrate the ways in which the service meets ECM targets
	SDAIS Service Manager

	The service being subsumed into a wider agency.

Potential High impact

	As part of the Social welfare Integrated centres proposed by the LSC. Not likely
	Close liaison with YAG member from LSC

Demonstrating the need for separate service though the nature of the results
	SDAIS Service Manager

	Total Funding package not in place by 1/4/08

Potential Low impact


	Possible, but other bids submitted and contingency plans prepared
	Managed (see appendix H).

Ongoing funding applications
	SDAIS Service Manager

	Non Recruitment of Manager

Potential High impact

	Remote
	National Advertising
	SDAIS Service Manager

	Non Recruitment of staff

Potential Medium impact

	Remote
	Multiple recruitment sources
	SDAIS Service Manager

	Not receiving sufficient referrals

Potential Medium impact

	Remote considering the extensive network and range of contact methods
	Service flexible enough to refocus resources on manners of service delivery proving to be more successful.
	Youth Advice Service Manager


 Description Impact Probability Existing

Controls

Action

Required

|


Appendices

Lead

Appendix A

Omitted from version

Appendix B
	SDAIS Youth Advice Advisory Group
	[image: image3.png]





A contribution to the development of the Stockton Children And Young Person’s Plan
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Why rights advice and awareness needs to be at the centre of strategies to give young people the confidence and security to contribute to society. 

The Youth Rights Advisory Group is a multi-agency forum aiming to bring together key players in Stockton and young people’s representatives to monitor the development of the Youth Advice Services and support the trustees of SDAIS in its aim to further develop Youth Advice services. 
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“For my generation – and my parents’ generation – the transition from adolescence to adulthood was relatively straightforward …  But these days … the transition is more complicated –and more difficult

All young people need help and advice during this critical stage of their lives.  Important decisions have to be made - decisions about work and education,  for example. But for vulnerable and disadvantaged young people that advice can sometimes be lacking – and this can result in existing disadvantage being passed from one generation to the next.”

Phil Woolas, Minister with responsibility for the Social Exclusion Unit and Local Government (2005)
1. INTRODUCTION AND SUMMARY OF RECOMMENDATIONS

We are extremely grateful to the Children’s Trust team for the opportunity to comment on plans for the further development of the Children and Young People’s Plan.

The Youth Rights Advisory Group welcomes the developing strategy but suggests that effective information, advice and assistance in connection with Social Welfare Law rights is central to securing the aims of the plan.

This is true both from the point of view of the practical assistance afforded by obtaining legal entitlement and because securing entitlement helps young people to take control of their own lives and obtain a stake in society.

We are encouraged by the constructive reception for innovation with regard to helping for young people in Stockton secure their rights.  This is best illustrated by the support for SDAIS’s extended schools rights awareness and advice pilot.  With this in mind the advisory group encourages moves towards a review of Youth Advice Services in Stockton and asks that consideration be given to our recommendations in the course of the further development of the Children’s Trust.


2. YOUNG PEOPLE AND RIGHTS : The General Issues

There is a considerable amount of research and analysis regarding the difficulties young people have securing legal rights and accessing advice regarding those rights.  It is not our intention to refer to this research in detail tough we do take particular note of two recent publications one from MBA consultants and the other from The Legal Services Research Centre.  

However, we have based our conclusions regarding the relevant issues on a wide variety of different analyses and research documents including our own 2006 “non-client” research which we undertook with the help of Connexions, Community Campus and the Cornerhouse Youth Project (see appendix 2).  A listing of some of the different sources of information is attached as appendix 3 and we would be pleased to discuss the evidence in more detail if this is of assistance. 

2.1  Need for Advice and Assistance

Our survey found only 17% of respondents said they had not had some form of problem in the previous year (See appendix 2).  Nationally the Legal Research Council reports that 47% of “socially isolated” young people in households had suffered “difficulty to solve” civil law problems.

It is also noted that younger benefit claimants are significantly less like to be represented at appeal than appellants as a whole.

The research undertaken by the LSRC found that young people who had be unable to identify advisers in their localities were two and a half times as likely to have been unable to do anything to resolve their problems.

2.2  Access to Advice

83% of the young people responding to our survey had sought some kind of advice (overwhelmingly from friends and relatives) often (in half the cases) seeking help from multiple sources but rarely (8% of cases) from formal sources of legal advice like solicitors.  In spite of this two-thirds of those responding said that more help would have made the problem easier to sort out.  The LSRC research identifies that advice seeking behaviour varies considerably depending on the nature of the problem.

Young people, particularly those who are vulnerable and socially excluded, do not find it easy to relate to traditionally structured advice services and solicitors.  As part of the national Rights to Access Project Michael Bell Associates are evaluating SDAIS as one of 5 national youth advice agencies.  The interim evaluation report indicates that respondents within the RAP longitudinal study overwhelmingly rejected the idea of getting advice from an adviser or lawyer who didn’t specialise in young people.

Young people often have a complex and inter-connected web of problems that need to be resolved holistically.

Young people (especially those who are socially isolated) are less likely to use the internet to seek advice and also report they are less successful at obtaining relevant information when they do.  

Young people are also generally less likely to use the ‘phone as a medium for advice.  Young people are far more likely to seek initial advice face-to-face (67% in the LSRC findings).

Young people responding to our non-client questionnaire totally or partly agree that the same person should deal with a case from beginning to end (83%),accurate and expert (80%) and deal with all types of cases (79%).  

A slightly lower proportion of  young people in the SDAIS study agreed with the statement “It is essential that an advice agency has links with other Youth Support organisations” with only 21% “totally agreeing” with the statement.  It is presumed that this is because young people feel it is important that independence is maintained.

Four priorities were identified by young people over the next 3 years in responses to the SDAIS questionnaire. One of these was to “changing the rules causing the problems” (i.e. Social policy work).  This was felt to be particularly important by the respondents aged 19 or under.  Respondents also felt that “Helping people claim rights they are not aware of” should also be a priority.    The other two priorities young people felt were most important were to increase the number of young people involved in planning the service and increasing the number of general advice workers.
2.3  How Advice Helps

Of those respondents to our survey who had suffered problems, over 80% said that they would have found it easier to cope if they had known their rights.  The LSRC report finds that 41% of 18-24 year olds in households, who had tried but failed to get advice, wished they had obtained advice.

The MBA interim report records the following findings with regard to the impact of the advice with regard to the longitudinal study of Rights to Access Project clients.

· 75% reported their housing situation was now better as result of the advice.
· 65% said they now lived in better standard accommodation.
· 72% feel safer where they are now living.
· 90% feel better able to manage their money.

· 80% said their standard of living had improved.

· 96% better understand their rights/responsibilities as a result of the advice received. 

· 92% had a better idea of where to seek advice from.

· 92% felt more confident about dealing with the problem themselves because they felt they had been taught how to do this. 

It is also noted that there is an educative role to advice.  The MBA study also reports that young people changed their attitudes as part of the advice process. For example, many report a new appreciation that rent, food and utility bills are the most important things to spend money on. Others confirm repayment plans to pay off debts.

It is suggested that obtaining social welfare rights is often an essential prerequisite to help stabilise young people’s lives.  

Particular groups of young people have been shown to suffer from particular difficulties obtaining and enforcing rights.  In particular: young offenders, young people without permanent accommodation, young people with mental health problems and those with physical disabilities.

Appendix 1 details the ways in which rights advice and awareness assist in meeting every child matters outcomes.  

3.  CONCLUSIONS AND RECOMMENDATIONS

It is suggested that certain specific issues arise from research in connection with the young people’s experience of obtaining rights and as a result of the distinctive needs of young people. 

Relevant matters and recommendations

· Young people have complex advice needs that often differ from those effecting the population as a whole (different provisions can relate to employment and benefit entitlement for example)  

· Our research suggests that young people in Stockton would be more likely to use advice services if they were located in a separate building for young people.  

Targeted youth-friendly provision of social welfare legal information, advice, assistance and representation should be provided to meet the specific needs of Stockton young people. 


· Young people, especially those who are in the most vulnerable groups under-claim rights and often lack the confidence and skills to effectively make relevant needs known. 

Advice services should especially seek to proactively and systematically help young people from vulnerable groups realize their rights.


· Compared with other age groups it is far more important to young people that they can trust and relate to the person they see.  Where matters have to be referred, the process should be easy and, where possible assisted.  
Mechanisms should be developed to support swift and effective referrals to advice at an appropriate level within the Children’s Trust network of agencies.   The number of referrals should be minimised as far as is possible whilst aiming to ensure that advisers helping young people have a sufficient level of expertise.


· Young people are less likely to be aware of rights than the population as a whole, but it is hard for non-advice agencies to maintain sufficient knowledge of social welfare law rights. 
· Young people do not always find it easy to express their needs to statutory authorities and statutory authorities are not always equipped to meet the needs of vulnerable young people.
· Evidence supports the view that young people are less likely to be aware of their rights than are other groups.  

· SDAIS is currently undertaking a pilot project to assess the advantage of social welfare rights within the citizenship curriculum.

All agencies working within the network of Children’s Trust agencies should work to an agreed standard of competence.  To sustain such expertise agencies should be able to maintain access to appropriate information and training.

The development of Youth advice services should be evidence led and regularly reviewed in the light of new research and monitoring of the service provided

Young people should have a right to be educated and informed about their rights, responsibilities and the services available to them.

· Young people have diverse and complex needs additional to advice needs such as counselling that give rise to a need for an integrated approach 

· Young people often suffer from multiple clusters of problems – especially those young people who are vulnerable or socially excluded.

Advice services should, as far as practicable, work in close collaboration with other providers of services to young people but should retain their independent identity.

Young people’s need should be met holistically. Thus the need to ensure that rights are taken advantage of should be considered when meeting young people’s needs.  Similarly, advice providers should work closely with other partners to ensure non-advice needs are also met.

Advice services should cover a comprehensive breadth of subjects and a full range of activities including information, advice, negotiation and attendance at tribunals and courts.


· The majority of young people (especially those who are socially isolated) seek initial advice on a face-to-face basis but other means of contact are also used.

· In the response to our StRAP launch day organisations indicated that it was necessary for times of services to fit in with Young People’s needs (e.g. evening & weekend provision could be examined)

Innovative and flexible methods of advice provision should be piloted but services should recognise young people’s preference for face-to-face advice should be respected.

· Young people think that more should be done to “Change the rules causing the problems”

Advice services should (with the close involvement of young people) identify and monitor problems with social policies and practices causing disadvantage to young people.  Agencies, working in partnership should be encouraged to responsibly influence changes to policies.


· Young people see it as a priority that more young people are involved in the planning of the SDAIS Youth Advice Service.

· Over 80% of young people stating a preference think SDAIS should recruit more young people as volunteers

· Limited resources and the developing nature of youth advice research recommends that continuing evaluation, analysis and improvement of youth advice services is required

Young people should be involved in the development and delivery of advice services

The development of Youth advice services should be evidence led and regularly reviewed in the light of new research and monitoring of the service provided

Addendum 1

EVERY CHILD MATTERS OUTCOMES AND ADVICE

 The 5 tables below detail ways in which Advice is relevant to the every child matters outcomes.  

The table seeks to tabulate relevant outcomes in the plan and detail how advice might help to meet these outcomes.

The appendix also suggests other relevant outcomes in which effective advice could play a part.

Be Healthy
	SCYPP relevant goals
	How Advice Helps
	Other ways in which rights advice helps
	Findings from MBA interim evaluation

	Increase number of schools achieving the Healthy Schools Standard

Reduce health inequalities for children across the Borough.
	Assistance claiming entitlement  helps young people to have sufficient income to live healthier lives.

A recent LSRC study into young people’s advice needs found that 45 per cent socially isolated younger respondents reported that they from stress-related illness as a result of their problems and 19 per cent indicated that suffered from physical ill health as a consequence.


	Obtaining the effective rate of benefit helps to improve the options for remaining mental and physically healthy through increased income.  It was also noted by the LSRC researchers that younger people often worried about problems a lot more than their older counterparts.

Securing Benefit entitlement for disabled children has been shown to improve domestic circumstances for families with disabled children.


	· Many reported that their physical health had improved because they were eating more regularly and healthier food. Others highlighted that they could now afford food. 

· Others had managed to reduce the amount of cigarettes they were smoking. 

· Two had reduced the amount of drugs they use. 

· A small number had managed to kick their drug dependency entirely.

· Two young people said they were attending the Doctors more regularly because they were now able to talk to them. 

· Some reported feeling less stressed and depressed




Stay Safe

	SCYPP relevant goals
	How Advice Helps
	Other ways in which rights advice helps
	Findings from MBA interim evaluation


	Improve the long term stability of placements for children looked after
	Effective access to advice and entitlements for children in and leaving care helps to create a more stable environment
	Effective advice targeted to young homeless people helps them to obtain housing

Where there is effective joined-up advice provision immediate needs for vulnerable young people for housing, benefit, Social fund loans can be more effectively obtained.
	· Many young people’s housing circumstances improved 

· A majority of young people felt safer in their homes




Making a positive contribution

	SCYPP relevant goals
	How Advice Helps
	Other ways in which rights advice helps
	Findings from MBA interim evaluation

	Increase involvement and participation of children and young people in service delivery across all children’s services and community life in general

Increase involvement of parents and carers in service development and delivery across all children’s services

Reducing levels of youth offending
	Young people without pressure and stress in their lives are more likely to be able to participate in the wider society

SDAIS work with young offenders has shown that increased disability benefit income can make a difference children young people  in families with offenders.   

Income, housing and family stability are significant factors in reducing re-offending
	Combating discrimination & disadvantage are precursors to being able to make a positive contribution.

Assistance with rights awareness helps young people to be more independent 

Many young people have difficulty expressing themselves to institutions and often feel intimidated by authority.  This means that they require more intensive support and assistance to examine the ways in which their circumstances meet the relevant Social Welfare criteria. 

An appreciation of rights can help give people a stake in society and the confidence to defend their beliefs 
	· Many had begun to develop skills which enable them to talk more openly to their partners or their families. 

· Some felt they had developed a better relationship with their children/families. 
· Three young people reported that they no longer get into trouble



Enjoy and achieve 

	SCYPP relevant goals
	How Advice Helps
	Other ways in which rights advice helps
	Findings from MBA interim evaluation

	Raising Achievement in educational attainment across key stages for all children – esp. those from BME and hard to reach groups & improve value added scores for key stage 3.   Reduce the gap between areas of deprivation.
	SDAIS is currently inputting into the citizenship elements of the national curriculum as a pilot in Blakeston School.
	Research shows that effective advice can reduce stress

The opportunity for young people to take advantage of facilities and to realize their potential can be blighted by preoccupation with obtaining basic subsistence and by barriers to securing education and employment.  Helping young people deal with problems (e.g. rectifying erroneous benefit decisions for students) can help remove these obstacles.
	· Many of the young people felt more confident. 

· Many identified that their lives were better. 

· Nearly all of the young people reported that their confidence and self-esteem had improved.  

· A number of young people were now accessing support from Connexions, Mental Health Services, Doctors, Social Services and Voluntary Organisations as a result of holistic support and referrals from the advice service



	Increasing enjoyment by improving access, participation, inclusion, progression, curriculum flexibility and enrichment across phase
	People feel more able to participate where they have lower levels of stress if basic social welfare needs are catered for.
	
	

	Raising Standards by improving the quality of strategic leadership, management and governance in school and settings across the borough across phase.
	N/a
	
	


Achieve economic well-being

	SCYPP relevant goals
	How Advice Helps
	Other ways in which rights advice helps
	Findings from MBA interim evaluation

	Improve level of young people leaving school who access further education or training

Reduce level of homelessness.
	Where basic Social Welfare Needs are catered to young people are more likely to feel able to pursue educational advancement.  

Legal Advice can also help to resolve problems with incorrect refusals of benefit during periods of education and help people to obtain EMA grants.

Many Young People are unable to explain themselves properly and are unconfident around authority.  Assistance and representation for Young people seeking to access the system can provide additional support and help them develop them the ability and courage to cope on their own on future occasions
	Practical advice to ensure appropriate benefit is paid to young people who have extra costs due to disability or are unable to work due to sickness

Appropriate levels of income and advice on in-work benefits can provide the platform to help young people into work.

Employment advice can help people keep employment and be properly remunerated.

Debt advice and help with financial inclusion can release more income to cover essentials.

Support to help set up home for the first time improves young people’s chances of remaining in their new home.
	· Many young people felt better able to organise their finances. 

· Some who have been in debt were determined not to let that happen again.

· Many were either thinking about returning to College or had a place from September 06. 

· A number were looking for employment and some have signed up for training courses
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Appendix C
DRAFT Statement of intent and partnership working

This statement forms the outline of the working arrangements for the SDAIS Youth Service within Stockton’s Integrated Service Strategy.

The aims of the partnership arrangement

1. To promote a multi-agency approach to meeting young people’s economic wellbeing, financial and personal capability needs through legal advice, assistance and information solutions.

2. To agree and promote common processes to facilitate high quality and appropriate provision of legal advice to young people, including appropriate, swift and effective referral protocols.

3. To ensure that Young People are aware of their legal rights and responsibilities

4. To ensure that Social Welfare law advice needs are integral part of solutions to the problems faced by young people

5. To ensure that young people are given appropriate opportunities to develop legal advice skills

6. Ensure that the provision of legal advice and assistance to young people is needs led

7. To design and implement systems for to identify problems which might be amenable to social welfare law solutions and resolve them at the time assistance is needed.

8. Co-locate advice services with other provision and provide advice services as resources permit

9. Provide effective access to advice services at the places and times young people want

10. Ensure that systems are in place to identify young people who are not realizing their entitlement (including effective use of CAF and other documents)

The management of integrated services will seek to

1. Involve representatives of SDAIS youth advice service in relevant Switch panel sessions

2. Undertake to ensure that organisations working within integrated services are sufficiently aware of potential rights and their importance in order to identify need for advice

3. Ensure that all organisations operating within integrated services are trained to an appropriate level of expertise commensurate with regard to the nature and type of advice provided.

4. Ensure that organisations operating within the integrated services providing ongoing assistance to resolve social welfare problems do not act beyond their resources (in terms of updated info, supervision etc).

5. Include the senior representative from SDAIS on the management forum and relevant central panel meetings

6. Work with the Youth Advice Service to ensure that policies and procedures which are identified as unfair or detrimental to young people are examined

7. Promote the Youth Advice Inclusion Network amongst members organisations and nominate young people to attend

8. Ensure that all organisations working within the integrated services comply with agreed protocols regarding advice and referrals 

9. Provide details about Youth Advice service in the induction packs of all new workers

10. Ensure that protocols are in place to ensure that information regarding the progress of linked issues is shared without breaching confidentiality.  

SDIAS youth service seeks to

1. Provide a flexible service to meet the needs of young people

2. Act as lead organisation in cases where the needs to access social welfare rights advice is the main concern

3. Provide support and training for young people to be involved in consultation regarding advice services

4. Provide trigger questions to aid the identification of a need for rights advice/unclaimed entitlement

5. Provide regular training on relevant social welfare law and advice topics

6. Provide integrated service workers with information resources, including quarterly briefings on relevant issues regarding social welfare law advice and the work of the centre

7. Provide direct input into induction processes for new workers

8. Provide feedback and comment on the operation of services gained from the experience of young people (given anonymously or otherwise) and make constructive proposals for remedy.

Appendix D
Miscellaneous Local research information

1.  Information from Refugee Advice Needs Survey 2005

i) Knowledge of advice services by age

	
	Asylum support  team
	CAB
	Community groups
	DWP
	Int. family centre
	Police
	Solicitor
	Housing Dept
	Stockton Welfare Rights
	Stockton Council other
	Other

	16-24
	64%
	27%
	9%
	36%
	55%
	55%
	100%
	64%
	0%
	2%
	0%

	25-59
	89%
	67%
	39%
	72%
	83%
	61%
	83%
	61%
	0%
	56%
	28%


ii) Percentage of the respondents who knew of services who also used them by age

	
	Asylum support  team
	CAB
	Community group
	DWP
	Int. family centre
	Police
	Solicitor
	Housing Dept
	Stockton Council other
	Other

	16-24
	14%
	0%
	100%
	50%
	67%
	50%
	64%
	29%
	25%
	N/a

	25-59
	75%
	83%
	57%
	77%
	73%
	60%
	73%
	82%
	40%
	60%


2. Connexions Survey

This was a brief survey of 15 randomly selected people aged 16-17 attending connexions in November 2005.  The survey excluded young people who were there to attend the CAB session.

i)   Knowledge of the CAB

40% of the respondents had never heard of the CAB.

Of those who had heard of the CAB:

· 67% did not know where the main office was situated

· 56% were not aware we had a service at the Connexions office

33% of the respondents who were aware of our service had used the CAB in the previous year (3).

ii)   Type of problem raised
27% of respondents indicated that they had not encountered any problems over the previous year.

Problems relating to employment

It was unclear if by “work” and “employment” the respondents were referring to problems within or problems finding work.  

60% of these respondents indicated that no one helped them with such problems. 

60% of these respondents noted that they would have required “more help” in this area.

Housing & homelessness
This accounted for 30% of the issues.

83% of these respondents recorded having received some help usually from more than one source

[social services (24%{2}), Connexions (37% {3}), CAB (13% {1}), The Youth Offending Team(13%{1})

 and “the council” (13% {1})].
50%(3) of respondents indicated that they required “more help” with housing problems than had been available.

Benefit Problems 

This accounted for 20% of the problems mentioned 

75% of these respondents reported seeking advice [from Connexions, Youth Offending Team and CAB].
25% reported that they needed more help in relation to their benefit problems.

Other areas of advice

The other problems reported (25% of all problems reported) were:

Family (10%).  Assistance sought/no further help needed

Education (5%).  Assistance sought/no further help needed.

Discharge from army (5%). No assistance sought/more help needed.

Debt (5%). Assistance sought from CAB No further help needed

iii)   Problem and if further information needed
33% of respondents with problems indicated that they had required “more help” dealing a problem.

The organisations that were listed as helping with Housing and Benefits issues were (NB there were often multiple instances of help on the same issue):

	Organisation
	Problem Area

	
	Benefits
	Housing

	
	Help provided
	More help needed
	Help provided
	More help needed

	Connexions
	1
	0
	3
	2

	CAB
	1
	0
	1
	1

	Social Services
	0
	0
	2
	1

	Sure Start
	0
	0
	0
	0

	Welfare Rights
	0
	0
	0
	0

	Cornerhouse
	0
	0
	0
	0

	Youth Offender Service
	1
	1
	1
	0

	“Council”
	0
	0
	1
	0
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Appendix F
Expectations for organisations working within the Youth Advice Centre

INDUCTION PROGRAMME 

The service will provide free of charge the following training modules (which may be provided in written form, on a one-to-one basis or by group work):

· Introduction to advice issues

· CAB principles and practices

· Referral systems and processes

· The centre’s codes (equal opportunities, Child Protection, etc.)

· Health and safety issues

· Physical introduction to the premises

· Details of other provision operating in the centre 

No worker will be allowed to operate unless they have undertaken all of these

OPERATING PRINCIPLES

All organisations operating within the premises will refer according to the centre’s code of referral (to be agreed).  Referrals will include authorisation by the Young Person to confirm attendance if organisations require this feedback

Organisations working within the centre will aim to provide, with Young People’s approval, feedback regarding attendance, outcomes and work still to be undertaken.  

Organisations will be expected to opt into the Common Assessment Framework (again with the approval of young people on an individual).

All workers working from the centre will be expected to operate in a “young person friendly” manner and to the principle that all workers are responsible for identifying and progressing (with other providers if the area is not within agreed expertise) all issues.

Organisations will be expected to refer to other provision in the centre as a matter of first preference and provide details by way of feedback, when called upon to do so, as to services that were not able to be provided “in house”.

All providers will agree an expertise level comenstruate with their ability.

OTHER ADVICE PROVIDERS

Other advice providers are expected to work to the advice principles (a – m) and, where possible, be quality marked at an appropriate level

LIABILITY AND INSURANCE

All organisations are expected to have personal liability insurance or it’s equivalent.

Other users of the service cannot be held liable for their actions.

Appendix G
RECENT YOUTH INVOLVEMENT MEETING NOTES

1.
3rd YOUTH FOCUS GROUP MEETING  25/07/07

Images of CAB

· Don’t think It’s for us

· The words make it seem not Youth friendly

· It reminds me of the criminal system (CRB checks)

· CAB volunteers are older people/retired

· Get put off by suits = authority.  Any suits are scary – even management

So what is inviting?

· Something that comes across to young kids

· Advice is better than “rights”

· Something with “youth” in the title might be helpful

· “Connexions” is good because it explains what the service is about – putting you in touch with people

· Connexions tells you about itself outside of the office – it means you know what they’re about before you go in.

Barriers to seeking advice

· It’s intimidating to call into a waiting room with everyone staring at you (staff & other clients).  They’re saying like why are you here.

· Gets me stressed out

So what would make you relaxed?

· Not plain colour scheme – bright (but not too bright)

· Not having waiting room chairs – make it casual with sofas, etc.

· Meet us half way – would better if Young Person was met by someone who just talked to you initially… no reception desk.

· Need to be able to build a relationship with someone – need to trust them

· The place needs to be Chilled out – not like an office

What barriers & issues should we consider about volunteers

· It is not at all clear how you get into being a trainee/volunteer or what it entails

· We should start young so that people in school know about what is available so when people come out of school they think of it as a serious option.

· The minimum age of volunteers should be 16

· Some Young people coming into a service are going to think – that’s just someone my age (or younger) and not be confident that they know things

· We should develop a series of leaflets/posters that say what the volunteering is about & are attractive – Young people could design/be consulted on these

· Perception is important

What kind of problems do young people face

· Discrimination – people don’t/won’t understand young people

· Bullying & domestic violence

· Homelessness

· Health Problems (e.g. eating disorders)

· Mental Health problems (people with mental health problems get easily stereotyped)

Where would you go to sort out problems/how might you find out where to go

· Friends & family

· Connexions (might refer to Youth & leaving care (homelessness))

Examples of problems

· Having to be referred on when homeless

· Being placed in a grotty B & B with the shower broken – didn’t know what was reasonable.  Managed to sort it out for myself but would have been easier if had support.  People should check buildings & someone should be there to advise you of your rights when you go in.

· When you have problems information about seeking advice should be on hand at the time – at least in the form of leaflets or letters etc. or on forms

· Help must be available and provided though – Don’t promise & not deliver

· Wider careers advice should be available needs to be more imaginative

· Where someone is bullied they need to know that they don’t have to put up with it and what the options are.

· Where there are issues with education kids should be informed of their education rights first & not backed into a corner by the LEA.   Young People should then be given the option of telling their parents of their rights themselves or the adviser doing this jointly

· Information about rights should be started at junior or nursery school

· Advice should include negotiation from someone who knows the rules/speaks the language.

· It is important to know what to do about problems when they happen – so advice and information should be available/given/information about advice should be given then

· Posters for advice should be all over (college etc.) & eye catching – not boring

· Doing outreach is good as meeting people on their own ground is good but should not be spread wide (like connexions)

Do young people know about their rights?

· No [comment here “following quiz – so need help”, can’t remember what this means] Young People need to be taught about rights in school

· Information about rights and advice will be passed on by word of mouth so it doesn’t really matter who it is given to

· Sessions in a range of places should be provided (e.g. youth forum)

· We should undertake social policy work and young people should be able to volunteer to be involved in it 

· We should be inventive about the way in which we provide information about rights – including dance/theatre/arts events

Availability of advice

· Advice should be available when you want it

· A 9-5 service does not fit in with Young People’s needs

· The service should be open later at night (until at least 7 or 8 PM)

· If the service started at 8 AM maybe it would be easier for college students

· Evening more important than morning

· Ideally the service would be open every weekday and weekend

· The days which are most important are:

Fridays

Wednesdays

Mondays

A weekend day (probably Saturday)

· Everything should be under one roof (including drink/drug info?)

· We should encourage other agencies to come in 

· Need to make sure young people hear about the services

Location Location Location

· Should not be located in a rough area

· Should not be out of the way (near services/town etc.) – like where Boyes is

· Should be NEW!
· Proper windows not the sash kind

· Properly painted

More about the service

· Would think of solicitors if needing to make legal challenges to benefit decisions – know they deal with that kind of thing & know enough to show DWP they are wrong.

· Service should be accurate & expert

· Outreach work should be undertaken as well as being in the main office

Questionnaires

· Generally good

· Needs a box for any other comments

Encouraging involvement in the service/planning the service

· There ought to be fun/social elements to the consultation – have a laugh!

· Need to show to people we aren’t stuck up

· Take photos of the sessions & people getting together to show what it’s all about

· What incentives : not interested in the mousmats/coasters or really vouchers but very enthusiastic about us providing CAB tee-shirts to people involved in the consultation

· Those present were keen on being members of Young Persons Advice Consultation Forum.

2.  YOUTH CONSULTATION MASS MEETING 15/08/07

GROUP 1

About the Group

It can be intimidating to speak in a group.

Having a bigger group can help as you are not under as much pressure to contribute.

BUT …. Bigger groups can be more difficult to focus on a particular conclusion as there can be too much debate.

There needs to be sub groups to discuss a range of issues.

If there is a main group it should be less formal and focused on tasks.  It was suggested that it would be helpful if such as group did things to break the ice/provide an events: e.g. Food, Days out, Something sociable : fancy dress, bar-b-que etc.

It may be worthwhile to offer training/support to some members to work in groups/understand issues relevant to their groups/work as needed.

Premises

They have to be accessible – easy to find (not down an alleyway)

The time they are open is relevant – weekends is the most essential time to be open if there was a preference between Saturdays & Sundays, Sundays would be best (especially Sunday afternoons).

The general preference is for a service operating outside of normal “peak hours”

There should be a TV in the main waiting area

There needs to be confidentiality – people should not be seen going in

The room should be inviting and friendly – bright & attractive (a rainbow)

There should be music, drinks, a sofa and a fish tank.  Cushions on the floor.

Computers were discussed including the possibility of there being an e-mail/myspace pick up option without blockages but the meeting agreed that it could be problematic to have un-blocked computer content.

The idea of visible kiosks was attractive but these would require some form of privacy and confidentiality (booths or curtains).

Desks are scary

People would want a person who comes to chat with them when they call in

NO SUITS!

People should dress causal (like us)

We should be open/safe to all people : transgender, lesbians, gay men, bi-sexual people and make this very clear as part of our image and that we are should be clear that we encourage people of different sexualities as volunteers.

The premises should also be a place to chill out & be safe

The service could provide a “dating service” to link people together

There should be a strict “no weapons” code

We need to involve alternative celebrities in the publicity and image of the service

T-shirts are good but we should design our own : there should be a design sub group of 5-6 people

The group also felt there should be a working party to discuss the particular advice and service needs of young people with different sexualities

There should be bins & some place to smoke.








GROUP 2 -  Premises Issues

· The premises should be as near to the High Street as possible

· Confidentiality – there should be tinted windows so that clients can see out but people outside cannot see in

· Fairly anonymous – there should be nothing in the window that highlights it is an advice service

· The service should have a name that young people can associate with advice – the name should be well publicised

· Young people should decide on the name

Examples from session were:

Youth Friendly Advice Bureau (YFAB)

Youth Advice Bureau (YAB)

· The feel should be informal but there should be a reception desk.  Clients should have the option of chatting on a sofa and have the choice of going into a booth.

· Depending on where the centre was we would have to avoid YP being tempted into the drug culture

· As long as it was appropriately publicised (in Youth/School locations) it would be OK if the service was in an Office Block 

· It would be good if there were a Young Advisers Website where young trained advisers could answer e-mail queries

· It would help if the person answering the telephone sounded like a young person

· Availability of drinks would be useful

· Health Safety was an issue in some areas – since some areas of Stockton were not as safe as others (e.g. in back streets).  Safety was also relevant for YP leaving the centre after 6:30 – 7PM as they might find it hard to get home due to transport issues.  Transport is reduced to some areas after 6:30 (e.g. Hartburn & Yarm)

· The group was keen on a Weekend service being available with possibly 2 evening sessions

YAIF  Business Plan Consultation (3/10/07)

The meeting were supportive of the general thrust of the business plan

They meeting were particularly supportive of the principles including:

CONFIDENTIAL

INFORMAL

ACCEPTING

ACCESSIBLE (in area just off high street ideally)

Why informal?

· Less scary because it is less daunting

· more comfortable

In some buildings you treated as if you aren’t important and intimidated – people look at you

Receptions are scary because you have to go out of you way to approach them & if no one is at the reception you can’t tell if the organisation is working or not.

Positive about someone to meet & greet

Are be intimidated by crowds of people – wouldn’t want just a general open waiting room would like to be taken elsewhere (to a separate room).

People using the service need to know what the system is – how do you contact/what happens etc.

The meeting agreed the make up of the two working groups.

In Terms of access, it was suggested that an alternative to evening sessions might be to provide sessions at school for older students.  Perhaps only 1 day a week would be needed.

It was important to have the service accessible to disabled people and young mothers with pushchairs.  The building needs accessible toilets, baby changing facitlies and disables access.

A play area would also be good 

There is little in Billingham – perhaps a youth friendly service there would be good.  There was general feeling that young people would not feel positive about attending generic outreaches, though.  

There was a suggestion that, if using generic outreaches, the outreaches could have a day which was set aside just for young people.

It was felt that if an initial telephone contact were considered a freephone number would be more likely to be effective point of contact (though it was noted that form mobiles free is not always free)

People did not want to be referred “blank” without knowing what they were getting into.

People in the group often felt fobbed off  if referred between agencies and wanted to go to one place rather than having multiple referrals.

A number of people had had problems in the past approaching services : including our own and found the waiting room etc. very intimidating.  The young people in the group said, for instance, that it was bad enough having to approach a reception desk but worse because our reception desk wasn’t even staffed all the time.

Young people were enthusiastic about the idea of having ‘phones people could use & also suggested that an access point to pick up e-mails would also be good.

It was also thought positive that kiosks to access part of the internet would be a good idea

There should be posters for people to look at and an inviting space

School advice services should be tried longer – with sessions in school (like school nurse etc. you could be excused to go to them) and after school.

What other services
The following were suggested:

Counselling services were important and could help with such things as depression and the effects of bullying.  

Assistance in connection with gender identity and orientation were also thought important

Sexual health was suggested as important : Family Planning Clinics were intimidating, multi-age, not in tune with street life and not youth friendly (e.g. Lawson St)

Drugs awareness was another issue

Other issues

Social Policy is important : Housing and homelessness should be a particular focus.

There was concern expressed about hostels such as Hartington rd.

This led to a discussion of Housing Options and the process of making housing applications.  There was concern that there was just a “window in a wall” where young people had to discuss their problems and other people could hear “everything we say”.

The methods of referral between organisations were discussed.  Confidentiality should be maintained but the service should be involved with the Common Assessment Framework (CAF). 

About training to be a volunteer

There is not information about what we do & what it involves.  There is no appeal if it is not clear what young people will get out of it.

A worker who had started the training said it was “boring” : only just reading.

It could be improved by group discussion : even if this was just getting back together with the group after individual work.

It’s too quiet : like a library!

It would be good if something active happened not just packs (can’t wait to get through the packs and on to the 4 day course)

Appendix H

Outline of Current planned funding and alternative funding options

	POST/ACTIVITY 
	Currently Funded by
	Current staffing hrs funded 

(year 1)
	Alternative funding options

	Youth Advice Manager
	Big Lottery 

Lloyds –TSB 
	Funded
	Children in Need (applied for) & see table below

	Training/Participation worker
	Big Lottery 

Lloyds-TSB 
	Funded
	N/A

	Public Legal Education
	Big Lottery 
	Funded
	N/A

	Refugee/BME worker
	Big Lottery 

Citizens Advice 

TSB 
	Funded
	See table below

	Welfare Rights
	Legal Services 

TSB
	Funded
	Children in Need (applied for YR 3) & see table below

	Money Advice
	Financial Inclusion Fund 
	Funded
	N/A

	Targeted outreach
	Local Authority /Connexions 

TSB regional 
	Funded
	N/A

	Clerical worker
	N/A
	Funded
	see table below 

	Reception Worker
	Big Lottery 
	Funded
	see table below

	Public Legal Ed (schools)
	Extended Schools


	Funded
	N/A

	Extended schools advice worker
	Extended Schools 


	Funded
	N/A


* only year one Citizens Advice funding secured to date

Appendix H (continued) 

Other proposed funding sources

The following alternative funding options are also under consideration with respect to year 2 & 3 costs 

	Funding source
	Funding
	Outcome
	Further Action

	HBOS foundation
	Bid considered in connection with RU informed or financial capability
	Still under consideration
	Bid to be made before Xmas

	Yorkshire Bank 
	Being considered as sponsor for RU informed
	Still under consideration
	Request to be made before Xmas

	Greggs Trust
	Remainder year 2 & 3
	Still under consideration
	Await decision

	Sherburn Hopsital
	Remainder year 2 & 3
	Still under consideration
	Await decision

	Sylvia Adams Foundation
	Bid being considered 
	Awaiting outcome of Lloyds/TSB application.

If Lloyds/TSB successful in full then sources of funding will be considered to cover alternative items (e.g. kiosk)
	None pending outcome

	Headley Foundation
	Bid being considered 
	
	

	Garfield Weston
	Bid being considered 
	
	

	Comic Relief
	Bid being considered 
	
	

	Hardrian Trust
	Bid being considered 
	
	

	KPMG Foundation
	Bid being considered 
	
	

	The Trusthouse Charity
	Assessing extent of applicability
	To consider by Jan 2008
	


Appendix I
NON-CLIENT QUESTIONNAIRE (size reduced for appendix)

	YOUR CHANCE TO HAVE A SAY ABOUT

ADVICE & INFORMATION SERVICES IN STOCKTON


We are looking at ways of improving services to help young people aged 13-25 get their rights-  

We want your views about the service that should be offered

1.  Which (if any) of the following problems have you had over the past year? :

 FORMCHECKBOX 
 Benefits
 

 FORMCHECKBOX 
 Faulty goods


 FORMCHECKBOX 
 Problems paying bills/rent 

 FORMCHECKBOX 
 Problems in Education 

 FORMCHECKBOX 
 Looking for work

 FORMCHECKBOX 
 Discrimination


 FORMCHECKBOX 
 Social services care 

 FORMCHECKBOX 
 Health services/doctors

 FORMCHECKBOX 
 Bullying/harassment 

 FORMCHECKBOX 
 Violence/assault/theft  

 FORMCHECKBOX 
 Being homeless


 FORMCHECKBOX 
 Problems with your family

 FORMCHECKBOX 
 Asylum/immigration       

 FORMCHECKBOX 
 Finding suitable housing

 FORMCHECKBOX 
 Problems with the police/prisons

 FORMCHECKBOX 
 Being sacked from work

 FORMCHECKBOX 
 Problems while in work 

 FORMCHECKBOX 
 Obtaining Bank account/credit

 FORMCHECKBOX 
 Deciding about careers

 FORMCHECKBOX 
 Obtaining Grants

 FORMCHECKBOX 
 Looking for training/courses 

 FORMCHECKBOX 
 Relationship breakdown

 FORMCHECKBOX 
 Other Problem/s (Specify)      
2. If you had known more about your rights, would you have found it easier to cope 

    with these problems? 



                           

  FORMCHECKBOX 
No problems  FORMCHECKBOX 
Yes    FORMCHECKBOX 
No  

3.  Did/would you seek help or advice to deal with your problem/s?        
    

             FORMCHECKBOX 
Yes    FORMCHECKBOX 
No  

     Who/did would you go to:   

 FORMCHECKBOX 
Friend  
  

 FORMCHECKBOX 
 Family Member

 FORMCHECKBOX 
  Teacher/Lecturer  FORMCHECKBOX 
 Youth Worker

 FORMCHECKBOX 
 CAB/SDAIS  


 FORMCHECKBOX 
 Solicitor  
           
 FORMCHECKBOX 
  Connexions          FORMCHECKBOX 
  Counsellor


 FORMCHECKBOX 
Sure Start


 FORMCHECKBOX 
 Youth Offending Service   FORMCHECKBOX 
  Cornerhouse         FORMCHECKBOX 
  Social Services

 FORMCHECKBOX 
Stockton Welfare Rights 

 FORMCHECKBOX 
  Other (specify)      
      If you would/did not seek help from an Organisation – Why not?

 FORMCHECKBOX 
 Did not know where to go


 FORMCHECKBOX 
 Would have had to wait too long

 FORMCHECKBOX 
 Organisations did not seem friendly
 FORMCHECKBOX 
 No one would have understand my problem

 FORMCHECKBOX 
 Did not know who was expert enough
 FORMCHECKBOX 
 Previous bad experience

 FORMCHECKBOX 
 Too personal



 FORMCHECKBOX 
 Organisation might pass on information about me

 FORMCHECKBOX 
 Wanted to sort it out myself

 FORMCHECKBOX 
 Worried about the cost of advice or help

 FORMCHECKBOX 
 Other (specify)     

4.  Would advice/assistance make it easier to sort problems out?  FORMCHECKBOX 
No problems  FORMCHECKBOX 
Yes      FORMCHECKBOX 
No  

5. Where would you prefer to contact advice services?           (1 (prefer most)      -   5 (prefer least)(
In a separate building only for young people?


1      
2      
 3       
4     
5 
In a school or college one day per week?   
             
      
1      
2      
 3       
4     
5 

In the same building as general CAB advice services? 

1      
2      
 3       
4     
5
In the same building as other services for young people?
      
1      
2      
 3       
4     
5
At the Connexions Office more?   
             

      
1      
2      
 3       
4     
5
At the Cornerhouse youth project building?         
      
1      
2      
 3       
4     
5

At the Community Campus Office? 


      
1      
2      
 3       
4     
5

By home visit? 


      


1      
2      
 3       
4     
5

Please suggest any other ways in which might 

provide advice services to improve access


     
 
6. What is your preference for how to first access advice?

    (1 (prefer most)
 -   5 (prefer least)(
Just walk in when I need to 


1      
2      
 3       
4     
5

By appointment   




1      
2      
 3       
4     
5

By telephone




1      
2      
 3       
4     
5

By e-mail/website/information kiosk


1      
2      
 3       
4     
5

By post





1      
2      
 3       
4     
5

By texting that you want advice


1      
2      
 3       
4     
5


7.  Please comment on the following statements:

· It is important that the same person deals with a case from beginning to end  


       FORMCHECKBOX 
 Disagree totally
        FORMCHECKBOX 
 Don’t really agree
         FORMCHECKBOX 
 Partly agree
 FORMCHECKBOX 
 Agree totally

· The advice provided by the advice service needs to be accurate and expert

       FORMCHECKBOX 
 Disagree totally
        FORMCHECKBOX 
 Don’t really agree
         FORMCHECKBOX 
 Partly agree
 FORMCHECKBOX 
 Agree totally

· An organisation should deal with all types of cases as far as possible

       FORMCHECKBOX 
 Disagree totally
        FORMCHECKBOX 
 Don’t really agree
         FORMCHECKBOX 
 Partly agree
 FORMCHECKBOX 
 Agree totally

· It is essential that an advice agency has links with other Youth Support organisations

       FORMCHECKBOX 
 Disagree totally
        FORMCHECKBOX 
 Don’t really agree
         FORMCHECKBOX 
 Partly agree
 FORMCHECKBOX 
 Agree totally

7. What kind of help should advice services provide with the following areas of work?

	Problem/difficulty
	Give information
	Advise on options
	Negotiate for
	represent

	Benefits
	(
	(
	(
	(

	Education
	(
	(
	(
	(

	Employment
	(
	(
	(
	(

	Housing/homeless
	(
	(
	(
	(

	Family/relationship
	(
	(
	(
	(

	Debt/paying bills
	(
	(
	(
	(

	Health rights
	(
	(
	(
	(

	Banks & Credit
	(
	(
	(
	(

	Social Services care
	(
	(
	(
	(



8. What are the three best ways to ensure the success of an advice service for young people?





9.  How Old are You ?   FORMCHECKBOX 
Under 13    FORMCHECKBOX 
13- 15    FORMCHECKBOX 
16-17    FORMCHECKBOX 
18-19   FORMCHECKBOX 
20-21    FORMCHECKBOX 
22-23     FORMCHECKBOX 
24-25


Please return your questionnaires by returning them to the organisation who asked you to complete them or by post to : 

FREEPOST RRAS-AXCR-BKBT, SDAIS, BATH LANE, STOCKTON, TS18 2DS (you do not need a stamp)

Appendix J
Youth Access toolkits

PART ONE 

INSTRUCTIONS: Please circle the number that best explains how much you agree with each statement, thinking about how things were for you before you first spoke to the adviser

	How are you feeling?


	Disagree 

Totally
	Agree

Totally

	1. 
	I often feel stressed or unhappy 


	  1     2     3     4     5
	 6     7     8     9     10

	2.
	I feel unwell a lot of the time


	  1     2     3     4     5
	 6     7     8     9     10

	3.
	I feel in control of my life


	  1     2     3     4     5
	 6     7     8     9     10

	4.
	The problem I came for help with is making me feel worse and less in control


	  1     2     3     4     5
	 6     7     8     9     10

	Enjoying yourself and achieving things
	Disagree 

Totally
	Agree

Totally

	5. 
	I do not do the things I enjoy as often as I want
	  1     2     3     4     5
	 6     7     8     9     10

	6. 
	My problems are getting in the way of me studying or working
	  1     2     3     4     5
	 6     7     8     9     10

	7.
	The problem I came for help with makes it hard for me to enjoy myself and achieve things


	  1     2     3     4     5
	 6     7     8     9     10

	Feeling involved and respected
	Disagree 

Totally
	Agree

Totally

	8.
	I feel involved in my community 


	  1     2     3     4     5
	 6     7     8     9     10

	9. 
	I feel respected by others


	  1     2     3     4     5
	 6     7     8     9     10

	10.
	The problem I came for help with makes it hard for me to feel involved and respected


	  1     2     3     4     5
	 6     7     8     9     10

	Managing money
	Disagree 

Totally
	Agree

Totally

	11.
	I can manage my money


	  1     2     3     4     5
	 6     7     8     9     10

	12.
	The problem I came for help with makes it hard for me to manage my money


	  1     2     3     4     5
	 6     7     8     9     10

	Home
	Disagree 

Totally
	Agree

Totally

	13.
	I have a comfortable and safe place to live
	  1     2     3     4     5
	 6     7     8     9     10

	14.
	The problem I came for help with makes it hard for me to have a comfortable and safe place to live


	  1     2     3     4     5
	 6     7     8     9     10

	Dealing with problems
	Disagree 

Totally 
	Agree

Totally

	15.
	I know what my rights are


	  1     2     3     4     5
	 6     7     8     9     10

	16.
	I feel able to speak up for myself


	  1     2     3     4     5
	 6     7     8     9     10

	17.
	I know where to go for help


	  1     2     3     4     5
	 6     7     8     9     10


PART TWO 

INSTRUCTIONS: Please tick the box that best describes how much you agree with each statement, thinking about how things are for you at the moment
	How are you feeling?


	Disagree 

Totally
	Agree

Totally

	1. 
	I often feel stressed or unhappy 


	  1     2     3     4     5
	 6     7     8     9     10

	2.
	I feel unwell a lot of the time


	  1     2     3     4     5
	 6     7     8     9     10

	3.
	I feel in control of my life


	  1     2     3     4     5
	 6     7     8     9     10

	4.
	The advisers here have helped me feel healthier and more in control


	  1     2     3     4     5
	 6     7     8     9     10

	Enjoying yourself and achieving things
	Disagree 

Totally
	Agree

Totally

	5. 
	I do not do the things I enjoy as often as I want
	  1     2     3     4     5
	 6     7     8     9     10

	6. 
	My problems are getting in the way of me studying or working
	  1     2     3     4     5
	 6     7     8     9     10

	7.
	The advisers here have helped me to enjoy myself and achieve things


	  1     2     3     4     5
	 6     7     8     9     10

	Feeling involved and respected
	Disagree 

Totally
	Agree

Totally

	8.
	I feel involved in my community 


	  1     2     3     4     5
	 6     7     8     9     10

	9. 
	I feel respected by others


	  1     2     3     4     5
	 6     7     8     9     10

	10.
	The advisers here have helped me to feel involved and respected


	  1     2     3     4     5
	 6     7     8     9     10

	Managing money
	Disagree 

Totally
	Agree

Totally

	11.
	I can manage my money


	  1     2     3     4     5
	 6     7     8     9     10

	12.
	The advisers here have helped me to manage my money


	  1     2     3     4     5
	 6     7     8     9     10

	Home
	Disagree 

Totally
	Agree

Totally

	13.
	I have a comfortable and safe place to live
	  1     2     3     4     5
	 6     7     8     9     10

	14.
	The advisers here have helped me to have a comfortable and safe place to live


	  1     2     3     4     5
	 6     7     8     9     10

	Dealing with problems
	Disagree 

Totally
	Agree

Totally

	15.
	I know what my rights are


	  1     2     3     4     5
	 6     7     8     9     10

	16.
	I feel able to speak up for myself


	  1     2     3     4     5
	 6     7     8     9     10

	17.
	I know where to go for help


	  1     2     3     4     5
	 6     7     8     9     10

	18.
	The advisers here have helped me to understand my rights, speak up for myself and know where to go for help in the future
	  1     2     3     4     5
	 6     7     8     9     10


Appendix K

STOCKTON &DISTRICT ADVICE & INFORMATION SERVICE (SDAIS)

EQUAL OPPORTUNITIES POLICY STATEMENT

1. INTRODUCTION

1.1 Stockton & District Advice & Information Service (SDAIS) is committed to equal opportunities for all. Everyone involved in the Service must commit themselves to the Equal Opportunities Policies as set down by SDAIS and the National Association of Citizens Advice Bureaux (NACAB). This includes the commitment to taking positive action to achieve the effective implementation of the policies. The equal opportunities policies aim to ensure that those facing discrimination feel welcome within the Service and feel able to use its services.

2. SERVICES TO CLIENTS

2.1 SDAIS is committed to working to ensure that Equal Opportunities is applied to Service Delivery. In the provision of services, clients will not be discounted against on the grounds of race, colour, ethnic or national origins, sex, marital status or sexual orientation, disability, age, or religion. Where necessary, SDAIS will take positive action to alleviate the effects of discrimination faced by some individuals or groups in society where this may affect their access to SDAIS services.

2.2 SDAIS will not discriminate on the grounds of race, gender, age, religion, disability, or sexual orientation in deciding whether to accept instruction from clients, instructing counsel, or in the provision of services.

3. SDAIS STAFF

3.1 SDAIS is committed to working to ensure that Equal Opportunities is applied to Staff Recruitment, Selection, and employment practices. This applies to all SDAIS staff, including voluntary staff.
3.2 SDAIS is committed to implementing policies and proceedings for the recruitment, selection and employment of staff that ensure that no person is discriminated against on the grounds of race, colour, ethnic or national origins, sex, marital status or sexual orientation, disability, age, or religion. 

These policies and procedures are as set down in the SDAIS Office Manual.

3.2 It is a requirement on all SDAIS staff that they adhere to the Equal Opportunities policies of SDAIS and NACAB (Citizens Advice).   Behaviour which breaches this policy shall be regarded as a disciplinary matter.

4. MONITORING:

The Management Committee is responsible for monitoring of all aspects of SDAIS Equal

Opportunities Policy.
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Appendix L

L1.POST DETAILS : Advice Services Manager

Job title
	YOUTH ADVICE SERVICE MANAGER


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.

The post has been advertised as the business plan is completed and will be recruited before Big Lottery funding is put in place in April.  This is being funded from the services’ reserves for thus temporary period.
	     


What will this person do on the project?

	Provide case and managent supervision to the Youth Advice Service.  The worker will be responsible for the day to day operation of the service and for providing quarterly reports for the management committee.  The YAS Manager will lead on the development and support of the Partnership for Advice Network and undertake general liaison with local organisations.   

The worker will also operate a caseload in her/his own right and assist in the training am

and support of the youth volunteers.


Who will this person report to? 

	SDAIS Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	 37    
	£23,347
	£2103
	3%
	37
	25.25


L2.POST DETAILS : Refugee/BME Caseworker

Job title
	Refugee & BME Youth Caseworker


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	Assist in the development of advice services to persons from Black and Minority Ethnic communities and Refugee communities.

Provide advice, assistance and advocacy to individuals from these communities.

Contribute to the development and delivery of training sessions to other organisations and groups of young people.

Undertake support and training of volunteers together with generic casework/advice as required




Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	18.5
	£10976
	£633
	3%
	18.5
	9.25


L3.POST DETAILS : Welfare Benefits Caseworker

Job title
	Welfare Benefit Caseworker


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	Undertake a service of specialist casework up to and including representation at Social Security Commissioners.

Assist other workers to develop and present training to other organisations

Undertake support and training of volunteers together with generic casework/advice as required


Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	 37    
	£21952
	£1840
	 3%    
	37
	0


L4.POST DETAILS : Money Advice Caseworker

Job title
	 Money Advice Caseworker    


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	


What will this person do on the project?

	Undertake debt/housing casework and advice to Specialist Quality Mark standards.

Assist other workers to develop and present training to other organisations

Undertake support and training of volunteers together with generic casework/advice as required




Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	37
	£21952
	£1840
	3%
	37
	0


L5.POST DETAILS : Training & Participation Officer

Job title
	Training and Participation Officer


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	Provide training and support to volunteers undertaking training such as training to Advice Certificate standard and organising training to maintain advice proficiency.

Work  with other staff to design and implement programmes of training for other organisations.

Undertake support of volunteers together with generic casework/advice as required


Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	18.5
	£10976
	£633
	3%
	18.5
	9.25


L6. POST DETAILS : Clerical Worker

Job title
	Clerical Worker


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	 Provide administrative and clerical support for the project 




Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	37
	£14555
	£1026
	3%
	37
	0


L7.POST DETAILS : Public Legal Education Worker

Job title
	Public Legal Education Worker


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	Develop and present training and information sessions to Young People in a variety of settings.  Assist in the identification and (in consultation with the YAS manager) undertake items of social policy comment and action.

Undertake sufficient generalist casework and advice to maintain expertise and understanding of client need and the nature of the problems affecting young people.

Undertake support and training of volunteers together with generic casework/advice as required


Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	37
	£19384
	£1558
	3%
	37
	37


L7.POST DETAILS : Clerical Worker (Youth Advice Reception)

Job title
	Clerical Worker (youth advice reception)


New post?
 FORMCHECKBOX 

Existing post?
 FORMCHECKBOX 

If a ‘New post’, will the post be openly recruited? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If No, tell us why the post will not be openly recruited.
	     


What will this person do on the project?

	 Provide reception duties in respect of the Youth Advice Service building and assist with general administrative duties as  required




Who will this person report to? 

	Youth Advice Service Manager


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contributions
	% 

Pension contribution
	Hours worked on this project
	Number of hours you want us

to fund

	28.5
	£9058
	£422
	3%
	37
	0


Appendix M

THE FOLLOWING  PAGES COMPRISE THE PROPOSED BUDGET FOR THE WHOLE OF THE PROJECT FOR YEARS 1 - 3

Page 114 (Year one)

Page 115 (Year two)

Page 116 (Year three)

Page 117 (Big Lottery budget only)

NOTES TO BUDGETS

1. The budget has changed as other funding streams come on line.  An example of this is the DWP financial Inclusion fund which would have supplemented the core service and added value to the Rights Awareness component of the service.  In the event this bid was not successful.  The overall budget may therefore fluctuate during the year as different funding opportunities come on stream.  This may result in some adjustment to overall budgets, which relate to fixed costs.

2.  During the process of some funding processes which continue for longer than expected, cost of living rises may be added to existing salary costs.

OMITTED FROM VERSION

Appendix N

CASH FLOW FORECAST

OMITTED FROM THE VERSION

Appendix O

CHILD PROTECTION POLICY 




MCM 4/04/2

STOCKTON & DISTRICT ADVICE & INFORMATION SERVICE APRIL 2004

CLIENT PROTECTION POLICY PROCEDURE - CHILDREN AND VULNERABLE ADULTS

INTRODUCTION

Stockton & District Advice & Information Service (SDAIS) aims to safeguard the Welfare of Children and vulnerable adults with whom the organisation works.  This policy has been designed to safeguard clients, and to assist employees and volunteers in their work and in the understanding of client protection issues and procedures.  The term 'advice staff applies to all employees and volunteers whose work may involve unsupervised contact with young children or vulnerable adults, or who may do Home Visits, for

the provision of advice, information or support. 

1 
SCREENING POLICY
1.1
From 1 June 2004, all new advice staff, and advice posts filled from this date, will be subject to screening. For all other posts, the Personnel Committee will decide if the post will be subject to screening procedure.

1.2 
SCREENING 

'Screening' means the following checks will be carried out

1.2.1 A check with the Criminal Record Bureau (CRB) will be carried out.  For posts that involve significant contact with children or vulnerable adults, a CRB check at Enhanced level will be carried out. These posts are referred to as Enhanced Posts (EP's)

For all other advice staff, a check at the Standard Level will be carried out. These posts are referred to as Standard Posts (SP's)

At the time when the Job Description is agreed by the Personnel or Management Committee, a decision will be made as to whether a CRB check is required and if so, at what level.

1.2.2 Two references will be requested and must be received. The referees must be advised that the position involves work with children and vulnerable adults.

1.3 
INFORMATION TO PERSONS
1.3.1 SDAIS will ensure that all applications forms for positions where CRB checks will be made contain a statement that a CRB Check will be requested in the event of a successful application.

1.3.2 SDAIS will include in it's application fom1 a statement to the effect that a criminal record will not necessarily be a bar to obtaining a position and that SDAIS will discuss any matter revealed by CRB checks with the person seeking to work with SDAIS before any offer of employment or voluntary work is withdrawn.

1.3.3 SDAIS will make all staff subject to a CRB check aware of the CRB Code of Practice, and make a copy available on request.

1.4 
GUIDANCE TO STAFF
.

SDAIS will make available to staff who use CRB information to reach decisions guidance in relation to the employment of fair treatment and offenders and to the Rehabilitation of Offenders Act 1974

1.5 
USE OF INFORMATION
1.5.1 
The fact that an individual has a criminal record or is identified in other information provided by the CRB check does not automatically mean the person is not suitable as a member of staff. The selection panel must consider the following points:

· The nature of the offence or matter

· The nature of the post

· When and how frequent the offence(s) were committed

1.5.2 
Recipients of screening information must ensure that this information is only made available to those who need to have access to it in the course of their duties. This would normally mean information is restricted to the Selection Panel, Manager, and Supervisor.

1.6 
REVIEWS
When an appointment has been declined on the basis of information gathered from Screening, applicants may ask for a review of this decision.  The Review must be requested within 7 working days of the decision to the applicant.  The applicant must include a written statement of the reasons why they consider a review should be carried out.

The review will be considered by two members of the Personnel Committee, who have not been included in the selection process, together with members of the original Selection Panel, and the Manager if he was not part of the original panel.

1.7 
RECORDS
Information for CRB checks will not normally be kept for longer than 6 months after the date of recruitment or other relevant decisions. This period will only be exceeded in exceptional circumstances which justify retention for a longer period.

2 ALLEGATIONS OR SUSPICIONS OF ABUSE

2.1 
GENERAL POLICY
If any person has reason to believe that a child or vulnerable person (the client) has been subject to emotional, physical, or sexual abuse or neglect, they should encourage the client to give permission for SDAIS to contact Social Services. If the client agrees, the procedure in 2.2 should be followed.

2.2 
PROCEDURE
2.2.1 If the client refuses, or it is not possible to get permission, then the following steps must be taken:

· The client should be informed that due to seriousness of the situation it may be necessary to break confidentiality.

· The SDAIS Manager (or Deputy if absent) must be informed, who will discuss with NACAB consultancy line, who will refer to NACAB Confidentiality Panel for decision on breach of confidentiality

Where the risk is immediate and extreme, an immediate referral to Social Services can be made with the authorisation of the Manager (or Deputy if absent) or Chair.

2.2.2 In all instances, the following action must be taken after any incident. This includes cases where the client has agreed to contact of Social Services.

· A written record of all facts, what happened, witnesses etc

· A written record of all contact with Social Services.

3 
PROTECTING CLIENTS AND STAFF FROM ALLEGATIONS OF ABOVE
Staff should not:
· Spend excessive amounts of time alone with children away from others.

· Take children alone in a car on journeys, however short, except in a case of medical emergency.

· Take children to their home.

Staff should not:

· Engage in rough physical games - apart from structured sports activities, which may

· be part of a community event etc.

· Engage in sexually provocative games.

· Allow or engage in inappropriate touching of any form.

· Allow children to use inappropriate language unchallenged.

· Make sexually suggestive comments about or to a child, even in fun.

· Let allegations a child makes go unchallenged or unrecorded.

· Do things of a personal nature for children that they can do themselves.

There will be annual review of the Client Protection Policy.

4 
UNSOLICITED INFORMATION
4.1 
If unsolicited information is received regarding applicants this should be made available to the selection panel.

4.2 
If unsolicited information is received regarding existing staff, the Manager and Chair must be informed. If necessary a meeting of the Personnel Sub-Committee will be arranged to decide action on the matter.
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Appendix P
Gantt Chart showing initial tasks involved in YAC development to September 2009


[image: image5.wmf]Jun-07

Sep-07

Jan-08

Apr-08

Jul-08

Oct-08

Feb-09

May-09

Aug-09

Revise and finalise 2007/8 business plan

Training of first group of young volunteers

Recruit Youth Advice Service Manager

Pre-service YRAG/YIF meeting preparation/update

Employ Youth Advice Service Manager

Agree lease on Bishopton Rd & secure premises

decide on other legal advice services required and "recruit"

Initial liaison between YASM with main YP organisations

Production of detailed project delivery plan by YASM

Recruit and employ other staff

Decide on othe non-advice services to include & "recruit"

Decide (with YIF) on furniture & purchase

Identify partners to receive training

Decide on & purchase equipment

Finalise choice of external evaluators, implement & review

Provide training to main Bx workers attending YAC

Undertake social welfare law advice sessions

1st review & report process

Deliver training to other organisations

Commence and continue Rights Awareness sessions

Start business plan review and update process 

First social policy report started and completed

Second group of trainees receive training

2nd review & report process

3rd review and report process




Appendix Q
DETAILS OF CAPITAL EXPENDITURE

	Item
	Foundation

Requirements

(essential elements) 
	Notes to Foundation Requirements (inc. basis of assessment)
	Target Requirements

(capital items to be sought through additional funding /sponsorship)
	Notes regarding estimation of target requirements (including source of info where relevant)



	Equipment Purchase
	
	
	
	

	Computers & monitors for 10 workstations
	£3,300
	Dell
	 
	

	10 work Desks & chairs
	£3,054
	Viking Online Catalogue
	 
	

	6 filing cabinets
	£400
	Viking Online Catalogue
	 
	

	1/3 laptop computer for outreach work
	£350
	Based on recent purchase
	£700
	Based on recent purchases

	Waiting room sofas. Chairs etc
	£830
	Argos
	 
	

	Interview room chairs X 10
	£800
	Viking Online Catalogue
	 
	

	Interview room panic button system
	£1000
	Est. based on previous
	 
	

	Office Plants & general decor
	£400
	Based on recent purchases
	 
	

	Electronic whiteboard for training area
	 
	
	£1,000
	PC World

	Data projector
	£235
	Toshiba TDP-S8UK 2000 ANSI Lumens (www.shop.bt.com/)
	 
	

	Computers X4 for training office
	 
	
	£1,320
	DSell

	Citizen Advice Information Kiosk
	 
	
	£5,382
	http://www.cablink.org.uk/ANONIDZ6ED31F50FBFAA535/index/it_services/infrastructure_index/kiosks-2/kiosk_prices_options.htm

	TOTAL
	£10,062
	
	
	

	Construction and refurbishment
	
	
	
	

	Partitions & interview rooms/booths
	£10,000
	Local Estimates
	
	

	Azzuri Modem & router  (for CASE)
	£350
	Local Estimates
	
	

	Cabling for network 
	£900
	Local Estimates
	
	

	Telephone system
	£2,000
	Local Estimates
	
	

	TOTAL
	£13,250
	
	
	

	Other costs
	
	
	
	

	Professional & legal fees
	£1000
	Based on experience
	
	


Appendix R
FINANCIAL MANAGEMENT

4.1 GENERAL

4.1.1 The Management Committee is responsible for the overall financial management of Stockton & District Advice & Information Service (S.D.A.I.S).

4.1.2 The Management Committee delegates responsibility for overseeing and directing the day to day financial affairs of the S.D.A.I.S. to the Treasurer and the Manager.

4.2 ACCOUNTING PROCEDURES

4.2.1 The Treasurer is responsible for overseeing the accountancy records.

4.2.2 The Manager is responsible for the accounting and processing of all financial transactions in the S.D.A.I.S.

4.2.3 Accounting records must be sufficient to show and explain all the S.D.A.I.S. transactions and disclose at any time the financial position of the S.DA.I.S.  The records will contain entries for all receipts and payments on a day to day basis with a suitable analysis of all transactions.

4.2.4 The Treasurer will ensure that the accounts and accountancy records of S.D.A.I.S. are properly balanced each year and are submitted for independent audit in accordance with existing statutory regulations.

4.2.5 All accountancy records must be retained for a minimum of 6 years.

4.3 BANKING

4.3.1 All cheques require 2 signatures.  The signatories are agreed by the Management Committee and must always include at least one from the Management Committee who is not a member of staff (paid or voluntary) or a Schedule III Management Committee Member.

4.3.2 All direct debit or standing order arrangements need to be actioned by 2 of the signatories, including 1 person who is not a member of staff or a Schedule III Management Committee Member.

4.4 FINANCIAL REPORTS

4.4.1 The Treasurer is responsible for providing a written financial report to the Management Committee at the end of each financial quarter.  This will include actual and budgeted income and expenditure to date and variance and the balance in hand.

4.4.2 The Treasurer is responsible for reconciling income and expenditure with bank accounts each financial quarter and confirm that the bank statements and balances agree with his report.

4.4.3 The Management Committee are responsible for ensuring that the following information is produced:

· An annual profit and loss/income and expenditure account and annual balance sheet.

· An annual budget covering income and expenditure, including any proposed capital expenditure.

4.5 INCOME

4.5.1 The S.D.A.I.S. Manager is responsible for the submission of all grant and other funding applications.

4.5.2 Accounting records must identify all sources of income.

4.5.3 Income received should be banked within 10 working days.

4.5.4 Any chargeable services will be invoiced upon completion or as agreed in the Contract.  The S.D.A.I.S. Manager is responsible for pursuing non-payments.  No amounts owing to S.D.A.I.S. may be written off without the written authorisation of the Treasurer.

4.6 AUTHORISATION OF PURCHASES

4.6.1 All orders for goods and services must be authorized by the Manager, except for orders of stationery equipment up to the value of £100.00 (see 46.2).  The Manager may delegate this authority to individual staff members by allocating them a written letter of authority.

4.6.2 Orders of stationery equipment up to the value of £100.00 may be authorized by the Clerical Co-ordinator.

4.6.3 Where practicable, S.D.A.I.S. should obtain a quote or estimate of cost, preferably from more than one supplier, with best value in mind.

4.6.4 Items over a value of £500.00 must be authorized by the Treasurer or the Chair or Vice Chair.

4.6.5 All orders must be made or confirmed in writing and a copy of the order kept.

4.6.6 All stationery orders must be recorded in the order book, located with the Clerical Co-ordinator.  When invoices for stationery are received they should be checked against the order book.  If correct they may be signed off (authorized) for payment by the Clerical Co-ordinator or Manager.  If not correct they should be referred to the Manager.

4.7 PAYMENTS

4.7.1 All incoming invoices must be recorded in the ledger, located with the Accounts Officer.

4.7.2 All invoices must be checked against orders and if correct signed by the Manager, Cleerical Co-ordinator or Treasurer.

4.7.3 Once payment has been made, the invoice (or other record) must be marked with the payment date, cheque amount and cheque number.

4.8 SALARIES

4.8.1 Unless specified by the Management Committee, salaries will be paid directly into the bank account of employees on the 25th of each month or the last working day prior to the 25th when the 25th is not a normal working day.

4.8.2 Prior to payments of salaries, the draft payroll details, showing the salary to be paid to each member of staff, any change in the monthly salary, and the reason for the change, must be sent in the first instance to the Treasurer and in his absence, the Chair, Vice-Chair or any other member of the Management Committee (but not a Schedule III member) authorized by the Management Committee.  This Committee Member is responsible for checking and confirming payroll details. If the payroll is correct, the Committee Member must sign a copy of the payroll details and a coy of the signed confirmation kept in the Salaries Record File.

4.8.3 The Treasurer is responsible for ensuring that the necessary deductions for tax, national insurance and pension are made from gross salaries and listing the net payments to be made.

The BACS payroll details on the bank statement should be reconciled by the Treasurer with the payroll details each month and any discrepancy reported to the Manager.

4.9 EXPENSES

4.9.1 Claims of expenses must be made on the Standard Expenses Form and submitted to the Accounts Clerk.  Receipts of expenditure must be included with the claim form wherever responsible.

4.9.2 Expenses claim form must be authorized by the Manager, or in the case of the Manager, by the Treasurer or Chair.

4.9.3 Expenses will only be paid at the rate and for purposes agreed by the Management Committee.

4.9.4 Expenses will normally only be paid after they have been incurred.  Any request for payment in advance must be authorized by the Treasurer or Chair and the Manager.

4.10 INDEPENDENT EXAMINATION OF ACCOUNTS 

4.10.1 The Management Committee is responsible for ensuring the appointment of an independent auditor at each Annual General Meeting.  The purpose of the audit is to examine the financial records of S.D.A.I.S. and to report to the Committee on; 

· The soundness, adequacy and application of internal controls.

· The extent to which S.D.A.I.S. assets and interests are accounted for and safeguarded from losses of all kinds.

· The suitability and reliability of financial information.

4.11 FINANCIAL RESERVES

4.11.1 S.D.A.I.S. has a policy in respect of Financial Reserves as agreed by the Management Committee.  A copy is kept in the main S.D.A.I.S. Policy File (Manager’s Office).

4.12 PETTY CASH

4.12.1 A petty cash system is operated by the Accounts Clerk.  The procedures for the petty cash system are as agreed by the Treasurer and Manager, a copy is retained in the Petty Cash Book.

4.13 FINANCIAL CONCERNS

4.13.1 Where any matter arises which involves, or is thought to involve, irregularities concerning cash, income, or expenditure of the S.D.A.I.S., the Manager must be notified immediately.

Where the irregularity may involve the Manager, the Treasurer or the Chair should be informed.

4.13.2 The Manager (or Treasurer or Chair) will take whatever steps are necessary to investigate the matter and remedy the situation to ensure S.D.A.I.S. assets are safeguarded, including reporting the matter to the Management Committee.

4.14 ASSETS REGISTER

4.14.1 A register of fixed assets (computers, office equipment, etc.) should be made and updated each year.  The register should include:

· Details of item, including make and model, service number, purchase date and price and date of sale or scrap.

· Location in offices.

Saved:30/Mgr/Mins/Fin.SubComm./Financial Management23.03.04







Manager structure for the Whole SDAIS service (including proposed YAS service)





Bridging the Gap Recommendations





 RECOMMENDATION: Services should be able to meet a whole range of advice needs under ‘one roof’, providing a holistic and comprehensive resource for young people.





RECOMMENDATION: Youth advice services need to ensure that they can demonstrate expertise in dealing with housing and homelessness issues.





RECOMMENDATION: Services should be prepared to undertake support and advocacy at a greater level than required for many other groups.





RECOMMENDATION: Services for young people need to recognise that vulnerable young people are often less able to express themselves confidently.





RECOMMENDATION: Services must be flexible and responsive to the needs of young people, covering methods of delivery, venues, and times of access.





RECOMMENDATION: It is essential to work together with other agencies who may be the only point of contact for some young people.





RECOMMENDATION: Advice services for young people must be proactive in approaching potential clients. 





RECOMMENDATION: Services should adopt mechanisms to encourage the involvement of, and feedback from, the young people the project works with.    





RECOMMENDATION: It is important that agencies make provision to take forward social policy issues arising from casework.





RECOMMENDATION: It is important to develop services that provide effective access to all levels of advice and information, from self-help information to specialist casework.





�






The following principles will inform the provision of advice, information and assistance within the Youth Advice Service:





That access to the information and advice must be swift, simple and easy.





That services should be free, delivered by professional and trained workers who understand young people’s needs and who are able to assess the relevance of other services which young people may also need help to access.





That the environment should be young person-friendly and the service should strive to make itself accessible in terms of location, provision and occasion.





That the help should be impartial and work alongside young people at their own pace; helping each young person to identify and understand their unique needs and aspirations, supporting them to make their decisions and achieve their goals.





That there should be respect for the right to privacy and confidentiality for young people approaching the service within a framework that promotes the safety and well-being of all young people.





That the service’s development & evaluation of its continued quality and effectiveness should include young people's participation and involvement.





That the service should be accurate and expert.





Continuity of worker should be maintained are far as possible or there should be effective handover between caseworkers if this is not practical for reasons of expertise or expediency.





As far as practicable, services should be carried out as part of a unified structure to assist quality of service and delivery of principles.





Advice workers should identify non-advice needs (e.g. counselling) and help young people to access services to resolve such needs 





That advice services should seek to pro-actively identify situations where advice and/or information may help resolve problems or fulfill one or more of the 5 Every Child Matters outcomes.





That advice workers should be recognize that young people may require emotional support and support/encouragement to express their needs effectively.





That agencies should identify policy and procedures which act in a detrimental way to the interests of young people and use this information to inform the development of social policies locally and nationally.











The Legal Service Commission5 defines an organisation as giving General Help if it provides a service including:


Interviewing clients, reading documents & diagnosing problems


Giving information and explaining options


Identifying further action


Completing basic forms


Contacting third parties to seek information


Referring or actively signposting to appropriate services for further action








Specialist Advice encompasses the full range of advice and assistance needs up to and including court and tribunal representation.  





It is generally characterised by expert legal knowledge and ongoing casework on behalf of clients.  The table below (4.3.4) indicates the nature of specialist work.
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Stockton Rights to Access Project





RECOMMENDATIONS FOR YOUTH ADVICE SERVICES IN STOCKTON (SUMMARY)





Targeted youth-friendly provision of social welfare legal information, advice, assistance and representation should be provided to meet the specific needs of Stockton young people. 





The development of Youth advice services should be evidence led and regularly reviewed in the light of new research and monitoring of the service provided





Advice services should especially seek to proactively and systematically help young people from vulnerable groups realize their rights.





Mechanisms should be developed to support swift and effective referrals to advice at an appropriate level within the Children’s Trust network of agencies.   The number of referrals should be minimised as far as is possible whilst aiming to ensure that advisers helping young people have a sufficient level of expertise.





All agencies working within the network of Children’s Trust agencies should work to an agreed standard of competence.  To sustain such expertise agencies should be able to maintain access to appropriate information and training.





Young people should have a right to be educated and informed about their rights, responsibilities and the services available to them.





Advice services should cover a comprehensive breadth of subjects and a full range of activities including information, advice, negotiation and attendance at tribunals and courts.





Innovative and flexible methods of advice provision should be piloted but services should recognise young people’s preference for face-to-face advice should be respected.





Advice services should (with the close involvement of young people) identify and monitor problems with social policies and practices causing disadvantage to young people.  Agencies, working in partnership should be encouraged to responsibly influence changes to policies.





Advice services should, as far as practicable, work in close collaboration with other providers of services to young people but should retain their independent identity.





Young people should be involved in the development and delivery of advice services





Young people’s need should be met holistically. Thus the need to ensure that rights are taken advantage of should be considered when meeting young people’s needs.  Similarly, advice providers should work closely with other partners to ensure non-advice needs are also met.





Consideration should be given to making advice provision a cross cutting priority. 
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Work group





Work group





Work group





THANK YOU FOR COMPLETING THIS SURVEY








�  Charity No: 1105391


�  Registered Company No. 5053647


� “The Citizens Advice service provides free, independent, confidential and impartial advice to everyone on their rights and responsibilities. It values diversity, promotes equality and challenges discrimination.   


  The service aims:


To provide the advice people need for the problems they face 


To improve the policies and practices that affect people’s lives.”


� The Youth Advice Service in this section refers to the activities in the Youth Advice Centre that are directly managed by SDAIS.  These principles are, in part, informed by the YALC  model developed by Youth Access and the LCF.


� Omitted from the reduced version


� 16% of respondents (13% of respondents aged 16 or over) had also specified problems with “bullying/Harassment” which also might be solved by a mix of legal, practical and emotional solutions.


� See Locked out: The prevalence and impact of housing & homelessness problems amongst young people, and the impact of good advice :  (Kenrick,) August 2007, Youth Access.


� i.e. those working within the Centre but not as part of  SDAIS’  Youth Advice Service


� It was expected that more resources would be available in terms of additional legal help contracts but, in the event, it appears that only Community care might be relevant to the service.  It was also hoped that more funding might be made available from the main SDAIS budget but, unfortunately, it does not now appear likely that sufficient additional resources beyond 2008/9 will be available.


� Stockton on Tees Children’s Trust Board, Integrated Services/Integrated Service Areas Consultation report, CTMT (2007)


� Lloyds TSB foundation regional grants programme


� In the light of our 2006 non client questionnaire


� 44% of young people aged 16-19 (56% of those aged 18-19) indicated that they had suffered “family problems” – source see note “5” above


� See also James Kenrick, Rights to Access : meeting young people’s needs for advice, Youth Access  (2002)


� The 69 young person respondents were asked to rank options on a scale of 1-5 where 1 was prefer most and 5 was prefer least.  59% of young people said that they would prefer to “just walk in”.  The average ranking for this was 1.7 compared with 3 for the other methods.


� This is also supported young people in the Youth Advice Inclusion Forum (Appendix G)


� See note to 4.7.1 regarding housing advice


� To be recruited using existing resources once the Big Lottery has confirmed funding


� With regard to the Specialist Quality Mark


� Advisory role
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		Tasks		Start date		duration		end date

		Presentations to other agencies		2/1/08		120		5/31/08

		Design leaflet (YIF) & comment (YAN)		2/1/08		90		5/1/08

		Develop links to systematically see all new young refugees		3/1/08		100		6/9/08

		Develop systems to make use of CAF for smart referral		3/1/08		300		12/26/08

		Design and launch of website		3/1/08		200		9/17/08

		YIF working party & manager - plan/implement launch		3/1/08		99		6/8/08

		Consider if name change or logo is needed (YIF)		3/1/08		90		5/30/08

		1st review & report process		4/1/08		182		9/30/08

		Press releases/media publicity for new service		4/1/08		90		6/30/08

		Consult with YIF over how to best use word of mouth  pub		4/1/08		100		7/10/08

		Consult over language & focus of services to BME		4/1/08		150		8/29/08

		Production and launch of RU informed booklet/website		4/1/08		60		5/31/08

		Consult with YIF working party on static publicity		5/1/08		300		2/25/09

		Develop short web based video "taking heads"		5/20/08		150		10/17/08

		Look at having "fun days" to encourage YIF attendance		9/9/08		150		2/6/09

		Investigate possibility of DVD based publicity items		9/30/08		150		2/27/09

		2nd review & report process		10/1/08		182		4/1/09

		Investigate/implement myspace/facebook presence		4/20/09		200		11/6/09
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		Tasks		Start date		duration		end date

		External Evaluation  Finalize funding for evaluation		12/1/07		40		1/10/08

		External Evaluation  Choose evaluator from short list		2/1/08		31		3/3/08

		Review CASE "bureau profile" stats		2/20/08		30		3/21/08

		Design and agree client satisfaction survey & process		2/28/08		90		5/28/08

		External Evaluation : Set up evaluation contact group		3/31/08		24		4/24/08				2011

		1st review & report process		4/1/08		182		9/30/08

		Recruit and deploy BME/refugee worker to develop community links		4/1/08		300		1/26/09

		Review "non client" survey with partners		4/20/08		100		7/29/08

		External Evaluation Client & stakeholder questionnaires finalized		5/10/08		30		6/9/08

		External Evaluation framework of longitudinal study agreed		6/30/08		30		7/30/08

		First CASE stats monitoring report (for review) -then bi-annual		8/20/08		30		9/19/08

		Implement revised "non client" survey & record on database		9/1/08		120		12/30/08

		2nd review & report process		10/1/08		182		4/1/09

		Review participation of vulnerable groups & work w. partners to improve		11/1/08		90		1/30/09

		Report from "non client" database		12/31/08		90		3/31/09

		b-annual reporting on inclusion of vulnerable/NEET/hard to reach clts		4/2/09		90		7/1/09

		External Evaluation first report to trustees/YAG		8/31/09		60		10/30/09

		External Evaluation final interim report to trustees/YAG		10/31/09		60		12/30/09

		External Evaluation draft report to trustees/YAG & final report launch		12/31/09		200		7/19/10
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		Tasks		Start date		duration		end date

		Revise and finalise 2007/8 business plan		7/7/07		170		12/24/07

		Training of first group of young volunteers		8/1/07		400		9/4/08

		Recruit Youth Advice Service Manager		11/22/07		22		12/14/07

		Pre-service YRAG/YIF meeting preparation/update		12/1/07		115		3/25/08

		Employ Youth Advice Service Manager		12/14/07		60		2/12/08

		Agree lease on Bishopton Rd & secure premises		1/21/08		70		3/31/08

		decide on other legal advice services required and "recruit"		1/31/08		120		5/30/08

		Initial liaison between YASM with main YP organisations		2/1/08		200		8/19/08

		Production of detailed project delivery plan by YASM		2/12/08		30		3/13/08

		Recruit and employ other staff		2/20/08		55		4/15/08

		Decide on othe non-advice services to include & "recruit"		2/21/08		200		9/8/08

		Decide (with YIF) on furniture & purchase		2/25/08		30		3/26/08

		Identify partners to receive training		3/1/08		55		4/25/08

		Decide on & purchase equipment		3/12/08		20		4/1/08

		Finalise choice of external evaluators, implement & review		3/28/08		170		9/14/08

		Provide training to main Bx workers attending YAC		3/31/08		12		4/12/08

		Undertake social welfare law advice sessions		4/1/08		1100		4/6/11

		1st review & report process		4/1/08		182		9/30/08

		Deliver training to other organisations		4/25/08		1000		1/20/11

		Commence and continue Rights Awareness sessions		5/1/08		1000		1/26/11

		Start business plan review and update process		5/31/08		250		2/5/09

		First social policy report started and completed		5/31/08		200		12/17/08

		Second group of trainees receive training		7/30/08		400		9/3/09

		2nd review & report process		10/1/08		182		4/1/09

		3rd review and report process		4/2/09		182		10/1/09
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