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	This PI gives a framework for consistency across the Probation Service in relation to the payment of offender childcare costs. This policy is in keeping with the wider HMPPS/Probation Service strategies of reducing re-offending, promoting equality and diversity and delivering effective, quality, and evidence informed services.
Update 26th June 2021 With effect from 25 June 2021 all CRC contracts will be terminated and offender management delivered wholly by the Probation Service under a unified model of service delivery.  In line with this national approach, this PI puts in place a national policy for offender childcare with consistent eligibility, restrictions and procedures across the organisation.
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1 Executive Summary 
Background 

1.1 With effect from 25 June 2021 all CRC contracts will be terminated, and offender management delivered wholly by the Probation Service under a unified model of service delivery.  In line with this national approach, this PI puts in place a national policy for offender childcare with consistent eligibility, restrictions and procedures across the organisation.
Desired outcomes

1.2 This Offender Childcare PI gives a framework for consistency across the PROBATION SERVICE with flexibility for Regions to respond to the local context and specific Supervised Individual need. It seeks to ensure regularity, propriety, value for money, the appropriate stewardship of public funds and compliance with HMPPS financial and administrative instructions. 
Application
1.3 This PI applies to all Probation Service Regions within England and Wales. Regional Probation Directors (RPDs) will be responsible for the dissemination of this PI to Probation Delivery Unit (PDU) Heads, managers and staff within the Regions. This PI is also of relevance to Approved Premises and Probation Service Court teams. All managers and staff need to comply with this PI. 

1.4 Mandatory actions

· Regional Probation Directors must ensure that all Probation Service managers and staff are aware of this PI and assure themselves that processes are in place to ensure that all decisions about the payment of offender childcare costs are made in accordance with the PI, evidenced appropriately and that HMPPS/Probation Service financial processes are followed. 

· All managers and staff must be familiar with this PI and ensure that all decisions regarding eligibility for Supervised Individual childcare are made in accordance with the PI and evidenced in the Supervised Individual record on NDelius and OASys.

· All managers and staff must ensure that Supervised Individual childcare costs are paid in accordance with the Operational Instructions of this PI and in compliance with HMPPS/Probation Service financial and administrative systems.

· All staff responsible for the management of Supervised Individuals must ensure that on commencement of an order, licence or post sentence supervision (and throughout the period of supervision) an assessment of Supervised Individual need is conducted with specific reference to childcare commitments and due regard to safeguarding obligations. A decision must be made regarding eligibility in accordance with the eligibility criteria and principles outlined in this PI and the decision recorded in nDelius and OASys. The decision must be reviewed when there is a change in circumstances and clearly recorded in nDelius and OASys.

· Any exercise of professional discretion to award Supervised Individual childcare costs outside of the eligibility criteria must be endorsed by the line manager and evidenced in nDelius.
Resource Impact

1.5 This PI does not introduce a new service or delivery requirement, however it does standardise policy across the Probation Service and replace the legacy CRC policies where they existed. Where a policy did not exist in a legacy CRC, the continual assessment of the Supervised Individual’s needs is extended to include considering the individual’s eligibility for offender childcare. 
1.6 As a part of the specification for supervising individuals in the community, every supervised individual undergoes an induction and initial assessment, completed by staff who manage supervised individuals when they commence an Order (i.e. Community Order or Suspended Sentence Order), licence or post sentence supervision by the Probation Service. The assessment of the supervised individual’s needs is reviewed continually throughout the sentence. During this induction and assessment/review, the individuals’ needs and personal circumstances, including childcare responsibilities, are explored so that barriers to compliance, such as childcare commitments, can be addressed early on in the supervision process. Therefore, the process of assessing the Supervised Individual for eligibility for childcare costs is not new and no additional time is added to the induction/assessment process. 

1.7 In addition to induction and assessment, there is the process of paying childcare providers, known as suppliers. Payments must be made in line with HMPPS Financial Processes. The preferred method of payment is by invoice through the HMPPS Finance System or by the petty cash system. Both payment methods are current processes used by the Probation Service to pay suppliers or to reimburse Supervised Individuals. Therefore, the process of paying for Supervised Individuals’ childcare costs is not new and no additional time is added to the payment process.  Please refer to the annex of this PI for details about the payment process.
(Approved for Publication)
Sonia Flynn

Executive Director Probation and Women, Probation Service
2 Operational instructions

2.1 Mandatory Actions:
· Every Supervised Individuals’ under the supervision of the Probation Service on an Order, licence or post sentence supervision must be assessed with regards to their offender childcare commitments. This assessment is a part of the induction/initial assessment process. Throughout the period of supervision, staff must regularly review the childcare commitments of the Supervised Individual. 
· If a Supervised Individual has childcare commitments, the staff member must ensure that all reasonable attempts have been made to arrange childcare themselves before considering the Probation Service to pay for childcare costs. Please refer to the eligibility/restrictions below for details. 
· If the Supervised Individual is eligible and he/she has exhausted all attempts to arrange childcare and he/she has applied for Supervised Individual childcare payments, the staff member must authorise the payment of childcare costs to enable the Supervised Individual to attend Probation Service appointments
.
· Where the Supervised Individual is ineligible for offender childcare costs, according to the eligibility/restrictions below, the staff member must only award the payment of childcare costs, to enable the Supervised Individual to attend Probation Service appointments, with the approval of the line manager or responsible manager at Senior Probation Officer level or above. A record must be added to nDelius to explain why childcare costs are provided outside of the eligibility criteria. The nDelius contact must name the approving manager.
· Childcare costs are provided for supervised individuals only when they are eligible and have attended the Probation Service appointment linked to the childcare. Payment must only be made when the Supervised Individual has attended the relevant Probation Service appointment.
· Following induction/initial assessment and regular reviews, nDelius and OASys must be updated to record the supervised individual’s eligibility for offender childcare, the details of the preferred childcare provider and fee for session if known.
Assessment
2.2 As a part of the induction/assessment and review assessment process, each individual supervised by the Probation Service must be assessed as to their childcare responsibilities in relation to their statutory order, licence or post-sentence supervision (PSS). This assessment should focus on the management of risk, the needs of the individual including any health, mental health, disability or vulnerability and also on their responsivity. This will include examining the specific demands of the order, licence or PSS as well as their financial situation and the impact of funding childcare on the supervised individual and their immediate family. Details of the assessment and the decisions made must be recorded in nDelius and OASys and be reviewed regularly and as a minimum reviewed whenever there is a change in circumstances.
Eligibility for Childcare Costs

2.3 The PROBATION SERVICE must only consider paying for offender child care costs in situations where the failure to pay the child care costs would result in the supervised individual’s inability to attend an Probation Service appointment as directed and increase the risk of breach/recall action. 

2.4 In order to be eligible for childcare costs, Supervised individuals must be subject to a statutory order, licence or period of PSS. In addition, the Supervised Individual must be responsible for providing childcare to one of:
· their own children up to the age of 16
· their adopted children up to the age of 16
· children whom they have legal guardianship over up to the age of 16
To clarify, childcare will only be provided for the children of supervised individuals up to the age of 16. For children between the ages of 16 and 18, and where local provision is available,  authorization must be made by the staff member’s line manager or responsible manager at Senior Probation Officer Grade or higher with due regard to safeguarding obligations.
2.5 In order to be eligible for offender childcare costs, 
· The Supervised Individual must be in receipt of a means tested state benefit (e.g. Child Tax Credit, Universal Credit, Jobseekers Allowance).
· The Supervised Individual must have sole responsibility for childcare. (i.e. a single parent or a parent in a relationship where the partner takes no responsibility for providing childcare)
Ineligibility for Offender Childcare

2.6 Supervised Individuals in the following situations are ineligible for Probation Service funded offender childcare:
· Supervised Individuals who reside in Approved Premises are not responsible for childcare and therefore they are exempt from this policy

· Supervised Individuals who are foster parents (childcare provision provided by local authority)

· Supervised Individuals who have temporary responsibility for the care of children (e.g. a grandparent looking after their grandchildren for a temporary period of time)
· Those attending for Pre-Sentence Reports (PSRs) or attending court are not eligible for offender childcare costs except where attending a Court appearance for a Drug Rehabilitation Requirement (DRR) review.
· The childcare was provided by a relative or friend unless they are a registered provider of childcare.
General Principles
2.7 The following general principles apply to all Supervised Individuals who are eligible for offender childcare costs to be paid by the Probation Service. 
· Childcare costs will only be provided if an invoice is supplied to the Offender Manager. In exceptional circumstances, childcare costs can be paid in advance (i.e. petty cash amount to cover childcare costs). Offender Managers considering paying childcare costs in advance of the childcare must first discuss this with a line manager at Senior Probation Officer Grade or above. 
· It is expected that all Supervised Individuals who have childcare responsibilities will organise, or attempt to organise, childcare arrangements in advance of Probation Service appointments. 
· It is expected that free childcare hours, currently provided for children aged 3 to 4 and 2 to 3 depending on circumstances, are used where available. The Offender Manager must verify that the free hours have already been used, or the use of this provision is not possible or feasible, before agreeing to pay the cost of childcare. Please refer to Annex A for more details. 
· As a general principle, special consideration should always be given to providing childcare costs for eligible women Supervised Individuals to ensure that they are provided with equitable access to services.   

2.8 Where the Probation Service agrees to pay a supervised individual’s childcare costs, the childcare provider must be registered with OFSTED under the Early Years Register
, the Childcare Register
 or the voluntary part of the Childcare Register
. The Probation Service must not agree to pay the cost of childcare for unregistered
 childcare providers. 
2.9 The Probation Service will pay the costs of childcare for eligible Supervised Individuals for the duration of the Probation Service appointment (rounded up to the hour) plus one hour before and one hour after the Probation Service appointment. For example, an accredited programme appointment lasts for two hours and thirty minutes. In this example, the Probation Service will pay for five hours of childcare costs worked out as:
· 3 hours for the appointment (2.5 hours rounded up to 3 hours)

· 1 hour before the appointment

· 1 hour after the appointment

2.10 The Probation Service will pay the costs of childcare for eligible Supervised Individuals up to a maximum hourly rate of £4.56 per hour
. Exceptions to this figure can be agreed locally with the approval of the relevant Regional Probation Director.

2.11 If the invoice/receipt demands payment that is less than the maximum hourly rate, the full amount of the invoice/receipt will be paid subject to the duration of childcare calculation as per paragraph 2.9. If the invoice/receipt demands payment that is more than the maximum hourly rate, the amount paid by the Probation Service will be part of the childcare costs up to the maximum rate subject to the duration of the childcare as per paragraph 2.9. (e.g. An invoice for five hours of childcare is £25, the Probation Service will pay £22.80. This is worked out by multiplying five hours by the maximum rate of £4.56)
Payment of childcare costs for ineligible Supervised Individuals
2.12 Where in exceptional circumstances, professional judgment is exercised to grant offender childcare costs, to Supervised Individuals attending a Probation Service appointment, outside of the standard eligibility criteria, the decision must be endorsed by the line manager at Senior Probation Officer Grade or higher, clearly recorded in nDelius and regularly reviewed. 
Administration of payment of childcare costs
2.13 The Probation Service will only pay childcare costs to a registered childcare provider (also referred to as a supplier) subject to strict compliance with the eligibility, restrictions and general conditions outlined above. 
2.14 The preferred method to pay suppliers for offender childcare costs is through the HMPPS Finance System. This method is best used where the need for a supervised individual’s childcare will occur more than once and where the need can be forecast and planned in advance.  For details on the process to pay suppliers through the HMPPS Finance System, please refer to Annex C.
2.15 Where the use of the HMPPS Finance System is not suitable (e.g. where childcare is required at very short notice to enable the Supervised Individual to attend an appointment or where the Supervised Individual does not want the child care provider to know of their Supervised Individual status), the petty cash system must be used. For details on the process to pay suppliers through the petty cash system, please refer to Annex D. 
2.16 Any questions regarding making payment by the HMPPS Finance System or by the Petty Cash system may be directed to the regional hub. For contact details, please refer to Annex B.
3 Policy and strategic context

3.1 The Probation Service Offender Childcare Policy contained in this PI gives a framework for consistency across the Probation Service with flexibility for Regions to respond to the local context and specific Supervised Individual need. It seeks to ensure regularity, propriety, value for money, the appropriate stewardship of public funds and compliance with HMPPS financial and administrative instructions. 
3.2 This policy is in keeping with the wider HMPPS/Probation Service strategies of: 
· Reducing re-offending

· Promoting equality and diversity and ensuring equal access to services

· Delivering effective, quality, and evidence informed services that engage Supervised Individuals and are targeted in accordance with risk, needs and responsivity. 

3.3 It is expected that all managers and staff will implement the Offender Childcare Policy consistently and make Supervised Individuals aware of the implications. 
Annex A - Details on Free childcare and education for 2 to 4-year-olds published on www.gov.uk on 1st December 2015
All 3 to 4-year-olds in England can get 570 hours of free early education or childcare per year. This is usually taken as 15 hours each week for 38 weeks of the year. Some 2-year-olds are also eligible.

3 to 4-year-olds

You can start claiming free childcare after your child turns 3. The date you can claim will depend on when their birthday is.

	Child’s birthday
	When you can claim

	1 January to 31 March
	the beginning of term on or after 1 April

	1 April to 31 August
	the beginning of term on or after 1 September

	1 September to 31 December
	the beginning of term on or after 1 January


Example Your child was born on 15 February 2012. They can get free early education and childcare from the start of term following 1 April 2015.

The free early education and childcare can be at:

· all types of nurseries and nursery classes 

· playgroups and pre-school 

· childminders 

· Sure Start Children’s Centres
Contact your local council for more information about free early education and childcare in your area.

You can also search for help with childcare in Scotland, Wales and Northern Ireland.
You can’t continue to claim free childcare once your child starts reception class in a state school.

2-year-olds

Some 2-year-olds in England can get free early education and childcare.

You must be getting one of the following:

· Income Support 

· income-based Jobseeker’s Allowance (JSA) 

· income-related Employment and Support Allowance (ESA) 

· support through part 6 of the Immigration and Asylum Act 

· tax credits and have an annual income under £16,190 before tax 

· the guaranteed element of State Pension Credit 

· the Working Tax Credit 4-week run on (the payment you get when you stop qualifying for Working Tax Credit) 

· Universal Credit

Children are also entitled to a place if:

· they’re looked after by a local council 

· they have a current statement of special education needs (SEN) or an education health and care plan 

· they get Disability Living Allowance 

· they’ve left care under a special guardianship order, child arrangements order or adoption order

If your child is eligible, you can start claiming after they turn 2. The date you can claim will depend on when their birthday is.

	Child’s birthday
	When you can claim

	1 January to 31 March
	the beginning of term on or after 1 April

	1 April to 31 August
	the beginning of term on or after 1 September

	1 September to 31 December
	the beginning of term on or after 1 January


Contact your local council to check if your child is eligible.

Annex B – Contact Details for Hub
Each Probation Service Region is able to answer payment questions for staff in relation to making payments by the HMPPS Finance System and by the petty cash system. The contact details for each region are found below:
North West - 



nwProbation Service.procurement@justice.gov.uk 

North East -



neProbation Service.procurement@justice.gov.uk 

Midlands -



Midlands.Procurement@justice.gov.uk 

London - 



londonProbation Service.procurement@justice.gov.uk 

South East and Eastern - 

seeProbation Service.procurement@justice.gov.uk 

South West and South Central - 
SWSCPROBATION SERVICE.Procurement@justice.gov.uk 

Wales -



zoe.rose1@justice.gov.uk
Annex C - Procedures to pay suppliers by the HMPPS Finance System
The preferred method for paying Supervised Individuals eligible for receiving Probation Service payment of offender childcare costs is by the HMPPS Finance System. Please follow the procedures outlined here. Should you have any questions about the payment method, please contact your local divisional hub using the contact details in Annex B. All finance forms and guidance mentioned in this section can be found on My Services -> Fast Forms -> Finance. 
If payment is made by this method, there are strict finance processes to follow. These processes are listed here:
· To load a supplier onto the finance system, staff must complete a PHX060 form and submit it to the Regional Hub 

· If the supplier will be used in the future (i.e. for repeat childcare), also submit a PHX164 form to the Regional Hub. 

· If the childcare provider will be paid as a one-off payment, a PHX024 Payment Exception Form must also be submitted to the Regional Hub.
For further information about NOMS Finance, please refer to HMPPS Finance Manual (issued 3 November 2020). 

Annex D - Procedures to pay suppliers by the Petty Cash System
For guidance on making payments via the petty cash system, please refer to the following guidance published on the Probation Service Intranet. 
(https://intranet.noms.gsi.gov.uk/__data/assets/pdf_file/0007/663253/Probation Service_news_27_july_2015_issue_40.pdf) 
Annex E – Guidance for recording offender childcare information in nDelius and OASys

General Effective Practice Guidance
Staff should ensure they record offender childcare assessments and decisions as per the advice below. Please enter data into nDelius and OASys as per the advice below for consistency, quality assurance and auditing purposes. 

Have the discussion with the Supervised Individual about disclosure of Probation Service involvement to their registered childcare provider as this may be a sensitive issue for them. The Offender Manager (OM)
 should make an informed decision as to whether in certain circumstances, petty cash payment should be made instead of an invoice via the HMPPS Finance System. In this circumstance, the OM would need to verify their payment with a receipt from the childcare provider. If there are any child concern issues, dialogue with Social Services needs to be undertaken in respect of whom the Probation Service is paying childcare to and when. Refer to safeguarding training and policy materials as required. 

OASys Assessment
Assessors should be mindful of the following guidance when completing an OASys assessment.
· Section 6.9 Parental Responsibilities, state ‘Yes’ and the assessor to use the evidence box to elaborate and include information about children, names, ages and childcare arrangements etc.

· Section 13 is an appropriate section to record childcare/carer issues affecting availability or suitability for the proposed order, electronic monitoring or programme including detailing what the issues might be.
· Within the Sentence Plan (Initial) under the section – Factors that may inhibit change, record the impact that childcare commitments will have on the supervised individual’s ability to comply with their order and desist from offending.

· The assessor comments section within the Sentence Plan section may also be an ideal place to highlight / summarise any offender childcare assessments if appropriate.
nDelius Recording
Where offender childcare payments are agreed, a notification flag is not required. Please update nDelius using the contacts below and using the personal circumstances functionality. 
Use the following unique contacts in nDelius:
If the Supervised Individual is eligible for Probation Service Offender Childcare payments,
· Select contact ‘Supervised Individual Childcare Assessment’ and choose contact outcome ‘Eligible’. Use this contact to record the outcome of an offender childcare assessment where the Probation Service agrees to pay the cost of childcare for Supervised Individuals to attend Probation Service appointments. In this section, make sure to record the following details: clearly state the Supervised Individual is eligible for offender childcare, the child care provider, their OFSTED registration number and contact details, the number of hours to be paid and the usual days, dates and times that payment should be authorised. The review period should be recorded here. 
If the Supervised Individual is ineligible for Probation Service Offender Childcare payments,
· Select contact ‘Offender Childcare Assessment’ and choose contact outcome ‘Ineligible’. Use this contact to record the outcome of an offender childcare assessment where the Supervised Individual is ineligible to receive costs for childcare for PROBATION SERVICE appointments. The review period for this decision should be recorded here.
If the Supervised Individual is ineligible for Probation Service Offender childcare but payments are authorised by a Senior Probation Officer,
· Select contact ‘Offender Childcare Assessment’ and choose outcome ‘Manager Sign Off’. Use this contact to record details of the situation where a Supervised Individual, who is normally ineligible for offender childcare, is granted offender childcare costs to attend Probation Service appointments. This contact must clearly include the name and position of the manager approving the payment as well as the reason for granting the payment. 
Remember to update ‘Personal Circumstances’
· Navigate to ‘Add Personal Circumstance’, select circumstance type ‘Supervised Individual Level Recording (L)’ and select circumstance subtype ‘Agree Offender Childcare’. Add start and end dates as required. 
· In the ‘Notes’ section of the personal circumstance, record the following detail. In this section, clearly record the date and outcome of the assessment for offender childcare costs. If eligible, clearly state the Supervised Individual is eligible for offender childcare, the child care provider, their OFSTED registration number and contact details, the number of hours to be paid and the usual days, dates and times that payment should be authorised. Also record the review date for the next offender childcare assessment. 

� A Probation Service Appointment is defined as a Probation Service managed Supervised Individual who attends a programme, requirement or intervention either delivered by the Probation Service or by an accredited provider.


� Early Years Register is for child care providers who provide care for children aged 5 and under.


� Childcare Register is for child care providers who provide care for children aged 5 to 7.


� Childcare Register for children aged 8 or over or where exempt (see � HYPERLINK "http://www.gov.uk" ��www.gov.uk� for more details)  


� Unregistered child care is care received from a person or setting not registered with OFSTED.


� Hourly rate is the average hourly rate calculated from the average childcare costs for England and Wales in 2016. http://www.familyandchildcaretrust.org/childcare-survey-2016


� An Offender Manager is employed by the Probation Service as either a Probation Officer or a Probation Service Officer. An Offender Manager is responsible for managing an offender throughout their sentence (i.e. Community Order, Suspended Sentence Order, supervised licence, post sentence supervision).
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