
Barnet Youth Offending Service 
Appointment Procedure at Colindale Family Friendly Hub and Barnet House 

 
Aim: 

• To ensure all children and young people known to Barnet YOS are jointly-managed by 
the Youth Offending Service, Reception and Security whilst in attendance at the Barnet 
House and Colindale Family Friendly Hub. 

• To ensure both Staff and the Public are protected from risk of serious harm. 
 
Note:  
Case Manager/ Specialist Worker to record the names of CYP who will be attending the Barnet 
House and Colindale Family Friendly Hub one day in advance on the Duty Calendar.   
 
Duty Operational Team Manager to forward the completed RAG Template via email to the 
Reception and Security at the earliest opportunity in the morning every day. 
 
Duty Manager to send Duty Arrangements at 9:00am via email to the FS: Youth Offending, 
Security and Barnet House/ Colindale Family Friendly Hub- Front desk using the following 
format: 
 
Duty Arrangements today – XX/XX/XXXX 
Duty Manager-XXXXX work mobile number XXXX 
Main Duty Officer at Barnet house-XXXXXX Duty mobile number XXXX 
Duty Back-up at Colindale-XXXXX work mobile number XXXX 
 
Court Disposals-New Client 
 

1. Following sentencing, Operational Team Manager/Court Officer must explain to the 
young person that Security will conduct a search before the YP’s enter Barnet House 
and Colindale Family Hub, which includes the use of a Search Wand or a Metal 
Detector.  

 
2. The Operational Team Manager/Court Officer will provide the young person with the 

appointment slip and map details on how to get to the Barnet House and Family 
Friendly Hub and what door/entrance they must use. (i.e. at the back of the Colindale 
Family Friendly Hub).  

 
3. The Operational Team Manager/Court Officer will record the appointment in the 

Electronic Duty Calendar which could be accessed by the Barnet House/Colindale 
Family Friendly Hub Receptionist and Security Officer/Manager. 

 
4. When the young person attends their appointment, and appears at the main reception, 

Front Desk to advise/guide the young person to the right direction/back entrance so 
that the appropriate search could be conducted. Note: CYP and their families will not 
be allowed to take any liquids/drinks whilst entering the premises. Drinking water will 
be provided if needed inside the premises. 
 

5. YOT Staff to advise all young people and their visitors that no matches, lighters or any 
flammable substance are allowed within the facility. Any items found will be left behind 
at the Reception and collected after leaving the premises. 
 

6. YOS Staff must be at the Reception during the exact time of their appointment to meet 
with the young person/visitor whist Security conducts the search. 
 



7. The Security will search/check the CYP before the Case Manager/Duty Officer takes 
the young person to the Interview Room.   
 

8. The Front Desk will advise the young person to sign in the Logbook and wait until the 
allocated Case Manager/Duty Officer arrives. 
 

9. For those young people/visitors who have been assessed as High Risk or Very High 
Risk of Serious Harm on their AssetPlus Assessment, a Professional Meeting must be 
convened before they can be allowed to attend/access both facilities and to review and 
determine any potential risk they may pose to the public. 

 
Court Disposals-Known Client  
 

1. The allocated Case Manager/Court Officer must inform the young person of their next 
appointment following sentencing, regardless of whether they will be sentenced due to 
a Breach or new offence/s.  
 

2. The allocated Case Manager/Court Officer will provide the young person with the 
appointment slip and map details on how to get to the Barnet House/Colindale Family 
Hub and what door/entrance they must use (i.e. at the back of the Colindale Family 
Friendly Hub). 
 

3. The allocated Case Manager/Court Officer must explain to the young person that 
Security will conduct a search before the YP’s entrance at the building, which includes 
the use of a Search Wand or a Metal Detector. 
 

4. The appointment date, time and venue need to be written at the bottom of the Breach 
or a Pre-Sentence Report. 
 

5. The Operational Team Manager/Court Officer will record the appointment in the 
Electronic Duty Calendar which could be accessed by the Receptionist and Security 
Officer/Manager. 
 

6. When the young person attends their appointment, and appears at the main reception, 
Front Desk to instruct/guide the young person to the right direction/back entrance so 
that an appropriate search could be conducted.   
 

7. The Security will search/check the CYP before the Case Manager/Duty Officer takes 
the young person to the Interview Room. Note: CYP and their families will not be 
allowed take any liquids/drinks whilst entering the premises. Drinking water will be 
provided if needed inside the premises. 
 

8. YOT Staff to advise all young people and their visitors that no matches, lighters or any 
flammable substance are allowed within the facility. Any items found will be left behind 
at the Reception and collected after upon leaving the premises. 
 

9. YOS Staff must be at the Reception during the exact time of their appointment to meet 
with the young person/visitor whist Security conducts the search. 
 

10. The Security will search/check the CYP before the Case Manager/Duty Officer takes 
the young person to the Interview Room.   
 

11. The Front Desk will advise the young person to sign in the Logbook and wait until the 
allocated Case Manager/Duty Officer arrives. 
 



12. For those young people/visitors who have been assessed as High Risk or Very High 
Risk of Serious Harm on their AssetPlus Assessment, a Professional Meeting must be 
convened before they can be allowed to attend/access both facilities and to review and 
determine any potential risk they may pose to the public. 
 

13. If the young person is due to see the Specialist Workers (i.e. CAMHS, L&D, High Risk/ 
BEETS/ Substance Abuse, etc.), it is the Duty of the Allocated Case Manager to 
complete the above-mentioned procedure before the young person attends their YOS 
appointments. 
 

Out-of-Court Disposals- Youth Conditional Caution 
   

1. The Case Manager must explain to the young person by phone or appointment letters 
that Security will conduct a search before the YP’s entrance at the Colindale Family 
Hub/Barnet House which includes the use of a Search Wand or a Metal Detector.  
 

2. The Case Manager will provide the young person with the appointment slip and map 
detailing how to get to the Colindale Family Friendly Hub/Barnet House and what 
door/entrance they must use (i.e. at the back of the building).  
 

3. The Case Manager must ensure that the Behaviour Contract is discussed and signed 
by the young person with their parent/s or guardian at their initial appointment. 

 
4. The Case Manager must provide the young person with the signed copy of the 

Behaviour Contract. 
 

5. The Case Manager will record the appointment in the Electronic Duty Calendar which 
could be accessed by the Receptionist and Security Officer/Manager. 

 
6. When the young person attends their appointment, and appears at the main reception, 

Front Desk to advise/guide the young person to the right direction/back entrance so 
that an appropriate search could be conducted.  
 

7. YOT Staff to advise all young people and their visitors that no matches, lighters or any 
flammable substance are allowed within the facility. Any items found will be left behind 
at the Reception and collected after upon leaving the premises. 
 

8. YOS Staff must be at the Reception during the exact time of their appointment to meet 
with the young person/visitor whist Security conducts the search. 
 

9. The Security will search/check the CYP before the Case Manager/Duty Officer takes 
the young person to the Interview Room.   
 

10. The Front Desk will advise the young person to sign in the Logbook and wait until the 
allocated Case Manager/Duty Officer arrives. 
 

11. For those young people/visitors who have been assessed as High Risk or Very High 
Risk of Serious Harm on their AssetPlus Assessment, a Professional Meeting must be 
convened before they can be allowed to attend/access both facilities and to review and 
determine any potential risk they may pose to the public. 
 

12. If the young person is due to see the Specialist Workers (i.e. CAMHS, L&D, High Risk/ 
BEETS/ Substance Abuse, etc.), it is the Duty of the Allocated Case Manager to 
complete the above-mentioned procedure before the young person attends his YOS 
appointments. 


