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Glossary of Terms 
 

Attorney General This designation refers to the Minister of Justice for the 

Province of Newfoundland and Labrador. 

Criminal Records 

Screening Certificate / 

Police Records Check 

Refers to a police document derived from a database search of 

recorded criminal convictions in a court of law. 

Charge Refers to the formal filing of an alleged offence in a court of 

law. 

Date of Non-Disclosure In terms of the record retention, the actual date of non-

disclosure is two years from the date of consent to participate 

in extrajudicial sanctions by a young person. 

Department Refers specifically to the Department of Child, Youth and 

Family Services.  The Department is responsible for the 

development, delivery and ensured maintenance of standards 

concerning provincial extrajudicial sanctions. 

Extrajudicial Measures Refers to a range of measures and consequences taken outside 

the judicial process to hold a young person accountable for 

offending behaviour.  Extrajudicial Measures may include 

warnings, cautions, referral to a community agency, or formal 

programs of Extrajudicial Sanctions. 

Extrajudicial Sanctions Refers to a program of sanctions authorized by the Attorney 

General designed to hold a young person accountable for their 

criminal actions particularly if the young person’s offence 

cannot be adequately dealt with by way of warning, caution, 

or a referral to a program designed to assist the young person 

not to commit crimes.  An extrajudicial sanction requires that 

the young person, after being informed that they have a right 

to legal counsel, formally acknowledges their participation in 

a criminal act and then gives informed consent to participate 

in a program of sanctions.  Lack of consent to participate by 

the young person may result in prosecution through the youth 

justice court.  (Please Note: the current system in place for 

provincial Alternative Measures Programs would match the 

description for extrajudicial sanctions.) 

Liaison Social Worker Designated Child, Youth and Family Services delegate who 

acts in an advisory role to the Youth Justice Committee.  The 

liaison social worker is charged with the responsibility of 

ensuring that provincial extrajudicial sanctions standards are 

being maintained by a Youth Justice Committee. 
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Statute of Limitations Refers to the time period in which an alleged offence has to be 

filed as a formal, criminal charge in a court of law. 

Young Person A person between the ages of 12 to 18 who has been formally 

found guilty of an offence under the Youth Criminal Justice 

Act (Canada) would be designated as a young offender.  

Please note Extrajudicial Sanctions clients, for purposes of 

programming and communication, should be referred to as 

young persons, never as young offenders. 

Youth Justice 

Committee 

Refers to a committee of volunteers from the community who 

have been approved to deliver extrajudicial sanctions services, 

in accordance with current Provincial Standards and Practices 

of the Department of Child, Youth and Family Services, and 

have been authorized by the Provincial Attorney General. 

Young Person A person who is between the age of twelve but less than 

eighteen years of age who is charged under the Youth 

Criminal Justice Act (Canada) while having committed an 

offence while he or she were a young person or who is found 

guilty of an offence under this Act.  
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Section:  Introduction and 

Program Parameters 

Policy Number: 

1.0 

Page 

1 of 1 

Subject:  Program Philosophy 

 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Commentary: 

 Youth crime is a social phenomenon which has its roots in the family and 

community, as well as in the psycho-social make-up of the young person.  While society 

has a right to reasonable protection from criminal behaviour, the provision of such 

protection is not inconsistent with either the recognition of the rights of young persons or 

the provision of services to them. 

 As citizens, young persons and their families have the right to be provided with 

effective opportunities to address the underlying causes of the young person’s illegal 

behaviour, and wherever possible to be provided with appropriate services within their 

home and community settings, aimed at achieving effective rehabilitation. 

 In recognition of the role of the family and the community in influencing a young 

person’s attitudes, behaviour, and social functioning, the family and the community must 

play an integral part in the rehabilitation plan for the young person, to the greatest extent 

possible.  Services to the family and community participation in services to young 

persons should, therefore, be seen as essential elements of the Community Youth 

Corrections Program. 



Section:  Introduction and 

Program Parameters 

Policy Number: 

1.2 

Page 

1 of 1 

Subject:  Beliefs About Young 

Persons 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Commentary: 

 The following beliefs about young persons underlie the development and delivery 

of services to young persons: 

a) Young persons require proper guidance, support and supervision from 

adults and need to be exposed to suitable adult role models. 

b) Young persons have significant developmental needs in the social, 

educational, emotional, physical and spiritual areas. 

c) Young persons are part of cultural, social and family systems which 

influence their behaviour. 

d) Young persons need opportunities to exercise reasonable control over their 

own lives. 

e) Young persons can be expected to learn responsible behaviour and 

decision making. 

f) Young persons, and particularly those who commit criminal acts, should 

be held accountable for their actions. 

g) Young persons who commit criminal acts have unique and special needs 

based on their cultural or family background and upon their physical, 

mental or emotional conditions. 

h) Young persons have rights and freedoms in their own right; particularly 

the right to be heard and participate in processes that can impact directly 

on their lives. 
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Policy Number: 
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Page 

1 of 2 

Subject:  Definition of 

Extrajudicial Sanctions/Legislative 

Authority 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Commentary: 

 Extrajudicial Measures refer to processes that allow for timely and appropriate 

interventions as an alternative to court proceedings that are deemed adequate to address 

criminal activity and to hold young persons accountable for their actions.  Some of these 

processes can include informal police warnings or formal cautions that can be 

administered by crown or police.  Extrajudicial Sanctions refer to formal processes other 

than warnings or cautions to adequately address some offences committed by young 

persons. 

 Under the Youth Criminal Justice Act (Canada), an extrajudicial sanction can 

be used if it is part of a program of sanctions authorized by the Attorney General of the 

province.  In this province, committees of concerned citizens that have met the provincial 

requirements through the Department of Child, Youth and Family Services, and are 

authorized by the Provincial Attorney General, are allowed to operate as Youth Justice 

Committees. 

 The objective of the Youth Criminal Justice Act (Canada) as they relate to 

Extrajudicial Measures are as follows: 

a) that it should be an effective and timely response to offending behaviour 

outside the bounds of judicial measures; 

b) to encourage young persons to acknowledge and repair the harm caused to 

the victim and the community; 

c) encourage families of young persons – including extended families – and 

the community to become involved in the design and implementation of 

those measures; 

d) provide an opportunity for victims to participate in decisions related to the 

measures and to receive reparation; and 

e) respect the rights and the freedoms of young persons and be proportionate 

to the seriousness of the offence. 
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Issued: 2003-04-01 Revised: 2011-01-04 

 

To this end, the use of Extrajudicial Measures is consistent with the philosophy, 

mandate and goals of the Department of Child, Youth and Family Services which is 

responsible for the delivery of community correctional services for young persons, in the 

extent to which individual and community participation is necessary to the state of 

societal well-being and health. 

For this province, the model chosen (Extrajudicial Sanctions) is one of volunteer 

community management with the support and guidance of the Department of Child, 

Youth and Family Services.  The vehicle for community involvement is through Youth 

Justice committees, which as outlined in Section 18 of the Youth Criminal Justice Act 

(Canada), may be established to assist “in any aspect of the administration of this Act or 

in any programs or services for young persons”. 

 The value of direct community participation in youth justice programs lies in the 

enhanced ability to mobilize community resources, and in the visible demonstration that 

young persons can be held accountable directly to the victim, and to the larger 

community, for their behaviour.  Further, it is a demonstration that the community may 

take a significant degree of responsibility for the problem behaviour of some young 

persons.  For community participation to be meaningful in Extrajudicial Sanctions 

Programs and so as to reflect valid community standards, it is necessary for the 

community to feel some degree of ownership and control of the program.  A co-operative 

process between the Department, local police, crown attorney, and the community is 

essential to an effective Extrajudicial Sanctions Program.  However, it is the position of 

the Department of Child, Youth and Family Services that the community should assume a 

visible leadership role in the development and management of the program. 



Section:  Introduction and 

Program Parameters 

Policy Number: 

1.6 

Page 

1 of 2 

Subject:  Guiding Principles for 

Extrajudicial Sanctions 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Commentary: 

1. Extrajudicial Sanctions may best achieve their stated objectives through 

community control and management, in partnership with, and with assistance 

from the Department of Child, Youth and Family Services and Justice, as well as 

local police detachments.  Community participation will be centered around the 

establishment of authorized Youth Justice Committees (as per Section 18, Youth 

Criminal Justice Act (Canada)). 

2. Extrajudicial Sanctions will be used only as an authorized alternative to formal 

court proceedings. 

3. Referrals will normally be of a pre-charge nature (no charge is laid in court).  

Referrals must, therefore, be dealt with and concluded within statute limitation 

periods (ie. six months from the date of the offence for summary offences; no 

statute of limitations for indictable offences), however, as limitation periods can 

change due to legislative amendments, programs are advised to consult 

periodically with a Crown Attorney on the matter of statute limitations. 

4. Decisions on referrals will be made on the basis of the characteristics of the 

offence committed and the past legal history of the young person rather than upon 

any subjective evaluation of the young person’s “personal suitability”. 

5. Parents/guardians should normally be involved at all stages of the process; 

however, young persons maintain the right to self-determination in making 

decisions affecting them, and must “bear responsibilities for their actions”, 

encourage young persons to acknowledge and repair the harm caused to the 

victim and community” (section 5(b) Youth Criminal Justice Act (Canada). 

6. Where possible, victims of offences must be informed of the Extrajudicial 

Sanctions process as it relates to their situation, and must be asked to become 

involved in the appropriate stages of the process.  Where a victim agrees to direct 

involvement, Extrajudicial Sanctions becomes a restorative justice process, 

beginning with a mediation session between young person and victim. 
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It should be noted that agreement of the victim is not necessary for the young 

person to be dealt with through Extrajudicial Sanctions when all other 

requirements are met; however, any condition of an Extrajudicial Sanctions 

contract involving the young person having direct contact with the victim does 

require the victim’s consent (e.g. performing direct work for the victim, 

personally delivering an apology, etc.). 
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Youth Justice Committees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section:  Youth Justice Committees 

 
Policy Number: 

2.0 

Page 

1 of 2 

Subject:  New Program Proposals 

 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Standard: 

All Youth Justice Committees must be authorized by the Minister of Child, Youth 

and Family Services and the Extrajudicial Sanctions Program must be authorized 

by the Attorney General. 

 

Procedures: 

 A request for program authorization, containing a statement of goals, program 

objectives and committee membership, must be submitted through the Community Youth 

Corrections Division of the Department of Child, Youth and Family Services.  If the 

program proposal meets all requirements, a recommendation to the Minister for 

designation of the committee as an authorized Youth Justice Committee, as well as a 

recommendation to the Attorney General (Minister of Justice) for authorization of the 

program as a duly designated Extrajudicial Sanctions Program is made. 

 All program proposals when submitted, must contain, at minimum: 

1. a description of the geographical boundaries of the program; 

2. a detailed listing of referral criteria, including a list of referable offences 

(eg. property offences, fraud, causing a disturbance, common assault, 

etc.); 

3. a description of the roles of the Youth Justice Committee and Youth 

Justice Professionals; 

4. a general program description; 

5. a description of the process to be followed in dealing with individual 

referrals, including an outline of the possible contract terms/activities into 

which young persons may be directed (eg. educational sessions, 

community service work, letters of apology, etc.); 

6. any forms the program plans to utilize (eg. consents, referral forms, 

statistical forms, etc.); 

7. a listing of all individuals/volunteers involved with the Youth Justice 

Committee to date; and 
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8. planned measures to safeguard the confidentiality and privacy of 

information received and maintained by the program, with respect both to 

volunteers and referrals to the program, in accordance with legislative 

requirements and provincial policy. 

 

Upon receipt of favourable notification from the Minister of Child, Youth and 

Family Services and the office of the Attorney General, the Youth Justice 

Committee can proceed with the implementation of an Extrajudicial Sanctions 

Program. 
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Structure of Youth Justice 

Committees 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Procedures: 

 The Youth Justice Committee assumes the role of representing the community at 

large in determining what types of extrajudicial sanctions are appropriate in 

response to illegal behaviour for a given community (within the parameters of 

legislation and provincial policy) and in facilitating the establishment and 

operation of an Extrajudicial Sanctions program. 

 Within general guidelines of eligibility, as set by provincial policy and applicable 

legislation, the Youth Justice Committee and the local Crown Attorney will 

determine what types of offences should be subject to the Extrajudicial Sanctions 

process. 

 The Youth Justice Committee will, within the parameters of legislation and 

provincial policy, determine what measures are appropriate and feasible for their 

program and which types are to be stressed (eg. community/personal service 

work, education sessions, financial restitution, apologies). 

 The Committee will develop a general range of measures considered appropriate 

in responding to extrajudicial sanctions referrals, including the establishment of a 

network of community work placements, ordinarily within non-profit community 

agencies, for the purpose of fulfilling Community Service Work Agreements. 

 The Committee will, in accordance with provincial policy, recruit and assist in 

training community volunteers to act in the role of mediators and other related 

program roles; these volunteers will be responsible to the Committee.  (It is 

practical, however, that in some cases, the volunteers will be responsible to the 

Committee.  (It is practical, however, that in some cases, the volunteers will 

interact directly with a liaison social worker or other representative). 
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Committees 
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 The Committee is responsible for ensuring that its program adheres to established 

Provincial policies and procedures, as well as to the provisions of the Youth 

Criminal Justice Act (Canada) and the related provincial and municipal statues 

affecting youth under the provisions of the Young Persons Offences Act 

(Newfoundland). 

 

Structure 

 A Youth Justice Committee will need to define the composition of the Committee 

and the functions of all members. 

 The following is an example of how a Youth Justice Committee might be 

structured: 

Committee Membership Function 

Executive Chairperson(s) 

Vice-Chairperson 

Treasurer 

Secretary 

Coordination of Committee 

efforts; public relations 

Finance Treasurer 

Chairperson(s) 

1 Committee Member 

Distribute and monitor 

funds; record keeping; 

financial reporting 

Volunteer Recruitment & 

Screening 

1 Executive Member 

1 Committee Member 

Liaison Social Worker 

Develop recruitment 

strategies; screen volunteers 

as per policy 

Referral 1 Executive Member 

2 Committee Members 

Liaison Social Worker 

Screen referrals; develop 

strategies for youth and 

victim participation 

Training & Education 1 Executive Member 

1 Committee Member 

Liaison Social Worker 

Coordinate/develop 

education sessions for youth 

as well as volunteer training 

sessions 
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Page 
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Subject: Role of the Liaison Social 

Worker 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Standard: 

All Youth Justice Committees must have an assigned liaison social worker employed 

by the Department of Child, Youth and Family Services. 

 

Commentary: 

 The Department of Child, Youth and Family Services is responsible for providing 

a variety of community-based services to young persons, including the provision of 

Extrajudicial Sanctions Programs. 

 Within the parameters of provincial policy, the role of the liaison social worker 

with respect to extrajudicial sanctions may vary from one program to another, in 

accordance with the individual needs and preferences of the Youth Justice Committees.  

The social worker in all cases would be generally responsible for: 

 initiating, guiding and providing technical assistance in the development of Youth 

Justice Committees and Extrajudicial Sanctions Programs; 

 reviewing all program proposals prior to submission to the Extrajudicial Sanctions 

Consultant of the Department of Child, Youth and Family Services; 

 assisting with the recruitment, screening and training of Volunteers; 

 acting as an ex-officio member of the Youth Justice Committee; 

 providing ongoing support and necessary resources to new and existing Youth 

Justice Committees; 

 bringing concerns of the local committee to the attention of appropriate regional 

management; 

 ensuring the completion of monthly statistical requirements by the Youth Justice 

Committee(s), and reviewing all statistical forms for accuracy prior to entry onto 

the Client Referral Management System (CRMS). 
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2.6 

Page 
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Subject: Incorporation of Youth 

Justice Committees 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Standard: 

All Youth Justice Committees will be incorporated non-profit organizations subject 

to the guidelines of the Registrar of Deeds and Companies for the Province. 

 

Commentary: 

 The Youth Justice Committee has a pivotal role in the delivery of Extrajudicial 

Sanctions services and maintains responsibility for financial management of the program 

funds; volunteer recruitment, screening, training and supervision; and community and 

public relations.  The processes of incorporation and developing a structured Committee 

provide mechanisms by which the Youth Justice Committee can formalize its roles and 

responsibilities. 

 

Procedures: 

 Once a Youth Justice Committee has been authorized, the program should begin 

the process of developing written guidelines with respect to its specific functions and 

operations (eg. intended schedule of Committee meetings; quorum; sub-committee 

development; etc.) 

 Incorporation of a non-profit organization, such as a Youth Justice Committee, is 

simply the formation of the committee into a separate legal entity.  Incorporation serves 

two primary functions: 

(i) it reduces the committee members’ potential personal liability for 

agreements entered into by the Committee (ie. for debts of the program 

and for claims arising from the operations of the program); and 

(ii) it provides a process for the program and its assets to continue, even if 

individual members leave. 
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Policy Number: 
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Page 
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Subject: Incorporation of Youth 

Justice Committees 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

The process of becoming incorporated will involve formulating “Articles of 

Incorporation” which is a document that spells out the purposes and activities of the 

Youth Justice Committee/Extrajudicial Sanctions Program; the type and composition of 

the Committee; and the rules of operation.  This document would then be presented to the 

Registrar of Deeds and Companies.  There are nominal fees involved for registration and 

the Youth Justice Committee will have to renew the registration as required.  If a Youth 

Justice Committee does not have sufficient funds for registration of its program a written 

request for same should be made to the Extrajudicial Sanctions consultant of the 

Department of Child, Youth and Family Services. 

 

Note:  Registry of Deeds and Companies website can be found on www.gov.nl.ca.  

Go to Departments/Agencies and then to Government Services. 

http://www.gov.nl.ca/


Section: Youth Justice Committees 

 
Policy Number: 

2.8 

Page 
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Subject: Screening of Program 

Volunteers 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

Standard: 

The Youth Justice Committee is responsible for ensuring that appropriate 

safeguards are implemented with reference to the screening of all program 

volunteers, in an effort to protect all those involved with the program, as well as the 

integrity of the program. 

 

Procedures: 

 The Committee must ensure that each Youth Justice Committee member and 

program volunteer has submitted three letters of reference (Appendix 1) in addition to 

either an application for Police Records Check (Appendix 2a) or Criminal Records 

Screening Certificate (Appendix 2b), obtained from the local police detachment, prior to 

being accepted as a volunteer with the program. 

 The Committee is responsible for ensuring that all program volunteers with access 

to case information have signed a Declaration of Confidentiality (Appendix 12) which 

has been witnessed by the liaison social worker. 

1. Program Volunteers involved in processing case files must be at least 18 

years of age.  Programs may involve youth under the age of 18.  These 

youth would act as advisors to the Committee by providing input on needs 

of youth in their communities.  Youth who act in this capacity would not 

be privy to any case information or participate in any formal committee 

work ie. processing of referrals. 

2. The Volunteer must complete either an application for Police Records 

Check (RCMP) or Criminal Records Screening Certificate (RNC).  Once 

the application is completed, it is signed by both the volunteer and the 

liaison social worker.  The application will then be forwarded to the 

appropriate police force for processing.  Volunteers and volunteer 

agencies are not required to pay a fee for this service. 

3. All Volunteers must provide a new Police Records Check (RCMP) or 

Criminal Records Screening Certificate (RNC) every two years. 
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4. In situations where a “negative” reference is provided and/or where 

criminal activity is revealed, the circumstances shall be carefully assessed 

by designated program representative(s) (ie. program chairperson(s); 

volunteer recruitment and screening committee) and the liaison social 

worker, to determine whether the application to volunteer will be accepted 

or denied. 

In situations where there is a history of previous conviction(s) of child-

related crime, sexual offences, a violent offence including any form of 

assault, or any other offence that would reasonably raise a concern as to 

the issues of safety or the well-being or security of the individuals referred 

to the Extrajudicial Sanctions program, or to the program’s credibility, 

personnel or property, the application to volunteer must be denied.  As 

well, should such concerns arise after an individual is already volunteering 

with an Extrajudicial Sanctions Program, the individual cannot be retained 

as a program volunteer. 

5. A person can be terminated from their duties with a program for reasons 

of misconduct that compromises the integrity and public credibility of the 

program or for reasons that could potentially affect the safety of program 

participants and volunteers.  Consideration of termination may also be 

given to volunteers in relation to poor performance of their duties.  Prior to 

any termination an investigation process must occur to determine whether 

there is just cause for the termination.  Consultation with the liaison social 

worker must be made prior to any termination. 

6. Once individuals are approved as Youth Justice Committee volunteers 

they must be given an orientation to provincial policies that pertain to the 

administration of Extrajudicial Sanctions for the province. 



 
 
 
 
 
 
 
 
 
        
 
 
 

Section III 

 

Eligibility Criteria 
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Standard: 

All referrals to the Youth Justice Committee, both first time and subsequent, must 

originate with the Crown Attorney in accordance with the criteria established for 

each program. 

 

Commentary: 

 Young persons will be referred to an authorized Extrajudicial Sanctions program 

by the Crown Attorney if the offence committed is one which has been designated as a 

referable office within the parameters of the program, provincial policy and legislative 

requirements. 

 The following criteria must be met for referral to an Extrajudicial Sanctions 

Program: 

1. The young person was at least 12 years of age and was under 18 years of 

age at the time of the alleged offence. 

2. There must be, in the opinion of the Crown Attorney, sufficient evidence 

to proceed with the prosecution of the offence. 

3. The young person must ultimately agree to accept responsibility for the 

alleged offence in order to be accepted into the Program; however, the 

absence of a cautioned statement of admission to the police at the 

investigation stage is not a bar to referral. 

4. More than one offence allegedly committed by a young person may be 

referred, at the discretion of the Crown Attorney, if the offences are 

normally eligible for referral. 

5. The alleged offence must fit the criteria as per Section 3.2 (following). 

6. When the Crown Attorney and the Youth Justice Committee agree, a 

youth with a record of prior participation in an Extrajudicial Sanctions 

Program (as per the record disclosure provisions), may be again referred to 

a Program for subsequent alleged offences.  In such a case, the offence 

criteria established for the particular Program (as per  Section 3.2) will 
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apply; however, the Crown Attorney will give additional due 

consideration to referral of the new alleged offence(s) in particular relation 

to the previous offence(s).  Factors to be considered include: 

 seriousness of offence(s), including impact on the victim or 

elements of violence 

 indication of a pattern of offences 

 escalation of offending behaviour 

 time frame between alleged offences 

 aggravating or mitigating circumstances of the offence(s). 

 

As a general principle, a subsequent alleged offence fitting the normal 

referral criteria will be referred to an Extrajudicial Sanctions Program, 

unless the Crown Attorney determines it would be contrary to the public 

interest, in that a serious or violent offence is involved, or that the young 

person displays a pattern of similar offences or escalating offending 

behaviour. 

7. The young person having been informed of the Extrajudicial Sanctions 

Program, fully and freely consents to participate in the process. 

8. The young person has been advised in writing of the right to consult with, 

and be represented by, legal counsel before consenting to participate in the 

Program and at any point during the process. 

9. After referral to the program, if the young person: a) fails to accept 

responsibility for the alleged offence; b) does not consent to participate in 

Extrajudicial Sanctions; and/or c) fails to complete the negotiated contract, 

the matter is referred back to the Crown Attorney, who may decide to 

proceed with the court process. 
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Referrals to Extrajudicial Sanctions will be offence based only and not based on any 

subjective characteristic of the young person. 

 

Commentary: 

 Each Youth Justice Committee and Crown Attorney must agree on an established 

list of offences which are deemed appropriate for referral to Extrajudicial Sanctions 

Programs.  Such a list of “referable” offences should routinely be adhered to as the sole 

objective determination of eligibility, unless, in the opinion of the Crown Attorney, there 

are special circumstances related to the commission of the alleged offence which make 

the offence and a referral of that matter to Extrajudicial Sanctions, appear contrary to the 

public interest. 

 Likewise, the established list does not prevent referral for offences not normally 

included, if in the opinion of the Crown Attorney the use of Extrajudicial Sanctions is 

appropriate, based on the mitigating circumstances of the offence.  In such cases, the 

Youth Justice Committee has discretion to accept or reject the referral. 

 The alleged offence must not be in any way barred at law, or likely to become 

barred before Extrajudicial Sanctions can reasonably be used (eg. The “statute of 

limitations” period must not have expired, or be near to expiry; the statute of 

limitations for summary conviction offences is six months from the date of the 

offence while there is no statute of limitations for indictable offences).  If, upon 

receipt of a referral involving a summary offence that has or is about to exceed its six 

month statue of limitations period, the Crown Attorney should be contacted immediately 

for further direction.  While there is no statute of limitations with respect to indictable 

offences, such referrals should be processed in a timely fashion; (as soon as possible or 

within 2 months of receipt). 
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 Some suggested offence criteria are: 

(a) Certain property offences (with loss or damage to a maximum of 

$5000.00*) including theft (CCC 334(b)(ii)), possession of stolen property 

(CCC 354) malicious damage (CCC 430), and mischief (CCC 430); 

(b) Break, enter and theft into a building or dwelling place (to a maximum of 

$5000.00*) (CCC 348, 349); 

(c) Setting fire where there is no personal injury involved and loss or damage 

is under $5000.00* (CCC 433, 434); 

(d) Fraud and uttering false cheques (to a maximum of $5000.00*) (CCC 362, 

363, 364, and 380); 

(e) Taking vehicle without consent (CCC 335); 

(f) Causing a disturbance (CCC 175); 

(g) Harassing telephone calls (CCC 372); 

(h) Simple possession of narcotics and illicit substances Controlled Drugs and 

Substances Act (4)(1).  Such referrals must be initiated by a Federal 

Crown Attorney. 

(i) Assault (CCC 265 and 266); 

(j) Uttering threats (CCC 264.1 CCC); 

(k) Causing a false fire alarm (CCC 437); 

(l) Loitering and Obstruction (CCC 175 (i)); 

(m) Disturbing occupants of dwelling house. (CCC 175 (1)(d)); 

(n) Under aged possession of alcohol (Liquor Control Act (LCA,72.b)); 

(o) All provincial statutes except Highway Traffic Act; 

(p) All Municipal By-Laws except Municipal Traffic By-Laws. 
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The foregoing is offered as a suggested list and each Extrajudicial Sanctions 

Program may determine its own priorities and list of suitable offences for referral, 

keeping in mind the necessity to adhere to legislative requirements and provincial policy. 

 * In cases where the police information provided does not include the amount of 

goods involved in the alleged offence being referred to the Extrajudicial Sanctions 

Program, the Program is responsible for contacting the appropriate referring agent to 

determine the exact value of the goods. 
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CASEFLOW CHART 
 

 The following flowchart will describe the procedures for Extrajudicial 

Sanctions under the Youth Criminal Justice Act (Canada). 

      

 

   

  
 

Report to Crown Attorney

Eligible for Extrajudicial Sanctions

Referral to Extrajudicial Sanctions

Not Eligible for Extrajudicial Sanctions

Referred for Court Prosecution

Accepts Responsibility Charges Laid in Youth Court

Evidence Presented

Extrajudicial Sanctions Contract Guilty Not Guilty

Consents to Participate

Contract Completion (No Criminal Record)

Does not
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Police Investigation
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After referral to Extrajudicial Sanctions, if the young person: a) fails to accept 

responsibility for the alleged offence; b) does not consent to participate in Extrajudicial 

Sanctions; and/or c) fails to complete the negotiated contract, the matter is referred back 

to the Crown Attorney, who may decide to proceed with the court process. 
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Standard: 

All Youth Justice Committees, upon receipt of referral, must notify the young 

person and the young person’s parents/guardians of receipt of the referral from the 

Crown Attorney.  Where the young person consents to participate, the victim must 

also be notified. 

 

Commentary: 

 Police reports (or summaries) should contain all pertinent information concerning 

the offence and the young person’s legal history when they are forwarded to the Crown 

Attorney.  Upon review of the information the Crown Attorney decides whether to refer 

the case to the Youth Justice Committee, based on established referral criteria.  Upon 

receipt of a referral, the Youth Justice Committee may reserve the right to refuse to 

process the matter through the Extrajudicial Sanctions Program if the committee believes 

that their particular program does not have sufficient information or resources available 

to proceed.  Refusal of a referral should never be based on a subjective evaluation of the 

young person, but rather, in accordance with pre-established eligibility criteria based on 

the circumstances of the alleged offence. 

 

Procedures: 

1. Upon acceptance of a referral the Youth Justice Committee is responsible for 

promptly notifying all parties and for encouraging victim participation in the 

program. 

2. Each program must set time limits for notification to all parties, keeping in mind 

the necessity to avoid any unnecessary delay in the process.  Participation in an 

Extrajudicial Sanctions program will likely be more beneficial to a young person 

when it occurs as soon as possible after the alleged offence was committed. 

 

 

 



Section: Case Process 

 
Policy Number: 

4.2 

Page 

2 of 2 

Subject: Referral Screening and 

Notice 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

3. Upon receipt of an eligible referral, notification, in writing, must be made to the 

young person and his/her parents/guardians.  The young person and his/her 

guardians must be notified of: a) the decision to use Extrajudicial Sanctions; b) 

the offence in question; c) the right to consult legal counsel, and d) the fact that an 

interview will be scheduled to discuss participation in the Extrajudicial Sanctions 

process.  The decision to participate in a program of Extrajudicial Sanctions is 

ultimately the decision of the young person. 

4. Once the young person agrees to participate the victim must be informed of the 

process and encouraged, where appropriate, to participate.  A determination of the 

general impact of the offence, the level of potential compensation and the wishes 

of the victim for restitution should also be made.  A victim’s decision not to 

participate in the process does not preclude the young person from participating. 

5. If no response is received to the initial efforts to contact the young person the 

young person must be notified by registered mail of the opportunity to avail of 

Extrajudicial Sanctions. 

6. If efforts to contact the young person are unsuccessful the referral must be 

returned to the Crown Attorney with a statement of the reason for return. 

7. The Youth Justice Committee should communicate with the Crown Attorney for 

further direction in any case where it appears that the statute of limitations will be 

exceeded before completion of Extrajudicial Sanctions; if the statute-barred date 

passes in the absence of a criminal charge, no further action can be taken by the 

judicial system, so it is essential that matters be returned to the Crown Attorney 

and verbal notice be conveyed to the Crown Attorney if the statute-barred date is 

within two weeks of expiry. 
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Standard: 

A Personal Interview by a representative of the Youth Justice Committee must be 

conducted with the young person prior to obtaining an informed consent to 

participate in Extrajudicial Sanctions. 

 

Commentary: 

 Before a consent to participate in Extrajudicial Sanctions is obtained a personal 

interview with a representative of the Youth Justice Committee must be conducted with 

the young person (and parents/guardians, if possible).  This assures that statutory 

requirements of informed consent and acceptance of responsibility are met. 

 

Procedures: 

 The intake interview must address the following points: 

 the young person is advised of his/her right to legal counsel before 

consenting to participate in Extrajudicial Sanctions and at any time during 

the process. 

 the young  person is given full information as to the nature and process of 

Extrajudicial Sanctions.  This must include a description of the case 

process, from referral to closure, including records disclosure provisions, 

and a description of the other means available to deal with the case if 

he/she chooses not to participate in extrajudicial sanctions (ie. the general 

Court process); 

 the young person must freely accept responsibility for the offence.  Any 

admission or statement made as a condition of Extrajudicial Sanctions is 

not an admission of guilt and cannot be used in future court proceedings, 

so this protection should be made clear to the young person.  Statements 

made to the police during the investigation, including signed cautioned 

statements, are distinct from the “acceptance of responsibility” for 
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Extrajudicial Sanctions purposes, and therefore, do not fulfill the 

requirement for acceptance of responsibility. 

 a written “Consent to Participate in Extrajudicial Sanctions” form must be 

signed by the young person if he/she wishes to have the matter dealt with 

through Extrajudicial Sanctions.  Parental/guardian agreement, while 

preferable, is not mandatory (sample forms contained in Appendix #3). 

 parental/guardian involvement should be encouraged throughout the 

Extrajudicial Sanctions process and they must be kept informed at all 

stages of the process, even if they do not personally participate. 

 if the young person fails to accept responsibility for the offence, or fails to 

consent to participate, the interview proceedings must be terminated and 

the case referred back to the Crown Attorney. 

 police documents are not to be viewed by any unauthorized person (ie. the 

young person, parents/guardians, victims, lawyers) and specific requests 

for disclosure of the police report must be directed to the Crown Attorney 

or Police.  
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Standard: 

All Extrajudicial Sanctions Agreements must be in the form of a written contract 

which stipulates the conditions that must be met by the young person.  Where the 

victim agrees to directly participate, the contract must be negotiated through 

mediation. 

 

Commentary: 

 An agreement in the form of a written contract must be reached if the 

Extrajudicial Sanctions process is to be completed.  This contract should consider the 

needs of the young person and the needs of the victim (where applicable).  The content of 

the contract should also fall within the parameters of provincial policy, as well as within 

general community standards, as deemed appropriate by the Youth Justice Committee, as 

the committee is playing the role of achieving reconciliation on behalf of the community. 

 

Procedures: 

 The Committee shall determine the process of achieving an agreement, within the 

parameters of provincial policy, and may make recommendations for contract conditions.  

However, the actual negotiation of the contract should be facilitated through discussions 

with the young person; and where possible and appropriate the victim.  In any case, the 

Committee should avoid “dictating” contract conditions, although general suggestions 

can be made. 

 The agreement will normally be achieved in one of the following ways: 

(i) Mediation between victim and offender; 

(ii) Diversion meeting with victim absent, but with the victim’s views and 

effects of the offence presented by a representative of the victim or a 

program volunteer. 

(iii) Diversion meeting where the contract is negotiated with a program 

volunteer and the young person on behalf of the Committee. 
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The first two examples would normally be used when reaching an agreement 

where the offence involved a victim.  In the case of a victimless offence an agreement is 

reached between the young person and the community as represented by the Youth 

Justice Committee.  Examples of victimless offences are: Liquor Control Act, (LCA) and 

Motorized Snow Vehicles and All Terrain Vehicles Act (MSVATV). 

 Where the victim agrees to participate in the process, matters referred to 

Extrajudicial Sanctions should proceed in all cases through a restorative justice process 

achieved through mediation. 
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Standard: 

All Extrajudicial Sanctions Agreements must be in the form of written contracts 

that stipulate terms and conditions to which the young person must comply.  All 

contract conditions must be specific, measurable and time limited. 

 

Commentary: 

 A contract between the young person and victim (or community) is the basis for 

the completion of the Extrajudicial Sanctions process.  Conditions of such a contract 

should embrace the principle of positive action directly related to the offence, as well as 

provide the young person with the opportunity to be educated about the effects of 

criminal behaviour on him/herself, his/her own family, the victim(s) and the community 

as a whole.  Innovation is encouraged in creating individualized contracts.  Contracts may 

sometimes contain one or more of the following conditions. 

1. Personal service to the victim; 

2. Financial Compensation to the victim; 

3. Community Service; 

4. Attendance at educational session(s) related to the offence; 

5. Essay or other form of presentation (related to the offence); 

6. Personal or written apology to the victim; 

7. Any other mutually agreeable condition. 

 

All Contracts must meet the following standards: 

1. Conditions must be specific – times, dates and length of obligations must 

be stated and nothing can be left to assumption or interpretation. 

2. Conditions must be measurable – required action must be clearly 

observable and at the time of final assessment, must be capable of being 

confirmed as either “complete” or “incomplete”. 

3. Conditions must be time - limited – (i) All conditions should be arranged 

as quickly as possible, and must be capable of being completed at least 
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two weeks prior to the statute-barred date (ii) Any required community 

service or work for the victim must not exceed sixty (60) hours in total. 

4. Conditions must be positive – Conditions should be tasks to be 

completed rather than restrictions to be adhered to (eg. conditions such as 

curfews and avoidance of certain people are difficult to measure, and are 

generally contrary to the goal of allowing the young person to demonstrate 

responsibility for reconciliation with the victim and community). 

5. Conditions must be non-intrusive – The contract must not conflict with 

normal hours of education or employment of the young person.  If at all 

possible, efforts should also be made to ensure that conditions do not 

conflict with organized social activities of a positive nature (eg. sports, 

cadets). 

6. Conditions must be binding – Conditions of a contract, once agreed upon 

by all parties, may only be changed with the consent of all parties.  

Revisions to a contract can only involve deletion of a condition or 

substitution of one condition for another.  Extra or more onerous 

conditions cannot be added. 

7. Content of contracts – A contract should, at minimum, include offence 

and offence date, the names and signatures of the young person and 

victim, (if applicable), signature of witness (facilitator/mediator), and 

specific conditions to be completed (sample in Appendix #4). 

 

Procedures: 

 The Youth Justice Committee is responsible for facilitating the completion of the 

contract conditions by arranging the tasks to be done.  It is also responsible for follow-up 

to ensure that all contract conditions are completed within the statute limitation period: 
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A. Community/Personal Service Work 

1. The appropriateness of the work placement and specific tasks must be 

assured prior to any work placement, and must be agreed to by all parties.  

Any personal service work for the victim must have the victim’s 

agreement for all aspects of the work. 

2. The nature and frequency of supervision to which the young person will 

be subjected while performing the work must be deemed appropriate and 

must be agreed upon by all parties prior to any work placement. 

3. The appropriateness of the work itself, the work environment and the 

levels of supervision should be determined with due consideration for the 

safety of the young person and other persons, and of the young person’s 

age, sex, maturity, developmental level, physical and mental capabilities, 

skills, abilities and where appropriate, interests and preferences for work 

settings. 

4. Any job tasks involving obvious or foreseeable inherent safety risks are to 

be avoided.  An exception may be considered if, after careful evaluation 

and consultation with the young person, his/her parents/guardian and the 

liaison social worker, the particular youth is deemed to have the maturity, 

skills and abilities to safety perform the task, and all normally accepted 

safety standards and reasonable supervision are in place. 

Tasks involving inherent risks include, but are not limited to the 

following: the use of power tools, sharp tools, motorized machines, work 

on building sites or other environments where power tools and machinery 

or dangerous debris exists, and work involving heights.  Work on any type 

of commercial construction site where trades persons are employed, is 

forbidden. 

5. Any injury or property damage which occurs during the performance of 

Community or Personal Service work must be reported by the program to 



Section: Case Process 

 
Policy Number: 

4.8 

Page 

4 of 5 

Subject: Extrajudicial Sanctions 

Contract 

Related Standards: 

 

Issued: 2003-04-01 Revised: 2011-01-04 

 

the liaison social worker within twenty four (24) hours of the Program 

becoming aware of its occurrence.  The social worker must then submit a 

brief report on the incident to the appropriate supervisor within twenty-

four (24) hours, who will, within two (2) working days, forward a copy to 

the appropriate manager and a copy to the Department of Child, Youth 

and Family Services, Community Youth Corrections Division.  (This 

reporting is necessary as it may have liability implications for 

Government.  Refer to Section 10). 

 

B. Educational Programs 

The Youth Justice Committee is responsible for the development and provision of 

appropriate educational programs (eg. on such topics as theft, assault, peer 

pressure, etc.).  Resource people and agencies in the community may be utilized 

in the provision of such programs, however, the suitability of the program 

content, delivery methods and setting, and the suitability of the resource 

person(s)/agency, must be approved by the Youth Justice Committee. 

 

C. Essays/Presentations 

The length, specific subject, and due date of essays and presentations must be 

specified on the contract.  The young person’s literacy level must be considered in 

determining this contract condition. 

 

D. Personal or Written Apology 

The contract must specify date due and mode of delivery, and may also suggest 

areas to be covered (eg. description of the offence; feelings about the offence; 

understanding of the effects of the offence).  The victim must agree to receipt of 

any personal or written apology. 
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E. Financial Restitution to the Victim 

The victim must provide proof of financial loss and only direct property loss can 

be considered for compensation on an Extrajudicial Sanctions Contract. 

As well, the ability of the young person to pay must be considered by the 

facilitator/mediator, before a compensation condition is established.  If the young 

person cannot reasonably comply with a request for compensation, the victim may 

be advised to pursue the matter through civil action (ie. Small Claims Court).  

This protects the victim’s right to legally pursue compensation while not forcing 

the specific offence into Criminal Court.  (Note:  the maximum limit for 

compensation through small claims court is $5,000.00). 

 

In circumstances where some form of financial restitution/compensation has been 

agreed upon, a program volunteer may witness the exchange of money where a 

receipt is issued.  Liaison social workers and program volunteers are NOT to 

directly handle the exchange of money. 

 

F. Charitable Donations 

The ability of the young person to pay must be considered; the maximum amount 

of the donation should not exceed $25.00.  As well, the Youth Justice Committee 

must obtain verification of the donation. 
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Standard: 

The Youth Justice Committee is responsible for notifying the Crown Attorney of the 

status of the referral immediately upon completion of the contract or unsuccessful 

termination from the program and no later than two weeks prior to the statute 

barred date. 

 

Procedures: 

 A report must be forwarded to the Crown Attorney, noting the measures taken and 

confirming completion or non-completion of the contract.  The police report or case 

summary must accompany this report. 

 

1. If a young person fails, without cause, to attend a scheduled mediation/diversion 

session, complete all conditions of the contract, or decides to withdraw from the 

Program, a report must be forwarded to the Crown Attorney stating the reasons 

for non-completion.  The police report or case summary must also be returned at 

this time. 

2. Termination and the submission of the required report to the Crown Attorney 

must be completed no later than two (2) weeks prior to the statute-barred date to 

allow for administrative procedures leading to the possible laying of a charge and 

the commencement of formal court proceedings.  Where cases being returned to 

the Crown Attorney are approaching the statute-barred date a telephone contact 

must be made with the Crown Attorney to inform him/her of the impending time 

limit. 

3. The young person, parents/guardians and victim (where applicable and practical) 

must also be notified of the completion/termination of the Extrajudicial Sanctions 

process. 
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Standard: 

All volunteers who wish to serve as mediators for Extrajudicial Sanctions must be 

trained in the Provincial Standard known as Mediation Training Level One.  It is an 

expectation that within two years of a volunteer being certified as a Level One 

mediator, training must be offered in the Level Two Mediation Standard. 

 

Commentary: 

 Mediation is a means of achieving mutual agreement between the victim and the 

young person and is facilitated by the mediator who assists the victim and the offender in 

achieving reconciliation.  This is the essence of restorative justice. 

 The mediator must be provided with a summary of the nature and circumstances 

of the offence before the mediation commences.  This should be a statement of facts of 

the offence only, but only discrepancy between the police version of the facts and the 

young person’s version, or any inconsistency in details should be pointed out to prepare 

the mediator for any possible controversy which may result from such discrepancies.  

Subjective feelings, assessment of attitudes, or past history are not appropriate issues for 

consideration during mediation, and should not be included in the mediator’s 

information. 

 The following standards must be adhered to when victim-offender mediation is 

being used for Extrajudicial Sanctions: 

 mediation must be scheduled so that there is no interference with the 

normal education or employment activities of the young person, and at a 

time convenient for the victim; 

 mediators are to be volunteers, recruited, trained, and directed by the 

Youth Justice Committee in accordance with Level One mediation 

techniques; 

 the mediator must be provided with a summary of the facts of the case for 

use in the mediation process.  (Note:  The official police report shall not 

be a document used in mediation); 
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 mediators must have participated in at least Level One training.  This 

training should be supplemented by a number of mediation sessions which 

are directly supervised by an experienced mediator at the discretion of the 

Youth Justice Committee.  Training topics shall include, at minimum: 

(i) Overview of the Youth Justice System, including the Youth 

Criminal Justice Act (Canada) and the Young Persons Offences 

Act (Newfoundland); 

(ii) Goals and Operations of Extrajudicial Sanctions Programs; 

(iii) Program Process from Referral to Contract Completion; 

(iv) General Overview of Oral Communication Skills; 

(v) Key Elements of Diversion, Conflict Resolution, Contract 

Negotiation and Mediation; 

(vi) Contract Writing; 

(vii) Record-Keeping/Confidentiality. 

 

The decision to assign mediators in the advanced Level Two Mediation Standard 

will be left to the discretion of individual Youth Justice Committee to determine, as based 

on the complexities presented within individual Crown Attorney referrals.  Mediators 

who have participated in Level Two training should receive more indepth training in 

topics such as: 

 Knowledge of gender and power imbalances pertaining to inherent group 

dynamics in conflict resolution. 

 Training in effective co-facilitation methods; 

 Training in anger-management and conflict resolution skills; 

 Knowledge of concepts of restorative justice; 

 Knowledge of issues that pertain to adolescent development and family 

dynamics. 
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Both Level One and Two Training should also include practical experience with 

respect to contract negotiation and mediation.  This may include, at the discretion of the 

Youth Justice Committee, observing and/or being observed by experienced program 

representatives in actual mediation contract sessions, as well as role-playing such 

sessions. 
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Commentary: 

 The process of mediation in each case in individualized in the sense that the 

personal style of the mediator, and the interaction of other parties will play a role in 

determining the nature and tone of the process.  However, there are normally established 

steps which the mediator must effectively complete to achieve the goals of mediation. 

 These are as follows: 

1. Setting the Stage – “neutral” setting with “neutral” seating positions; 

introductions of each participant, clarification of roles; mediation should 

not be held in the home of either the young person or the victim. 

2. Defining the Issue – clarify ground rules, explain the purpose of the 

mediation, ensure presentation of each party’s view of the offence, and 

summarize the facts. 

3. Generating Solutions – eliciting opinions from both parties; offering 

suggestions without “dictating” the terms of the agreement. 

4. Evaluation and Consensus – establish agreement on the most appropriate 

options acceptable to all parties. 

5. Writing the Contract – the mediator must ensure that all parties have a full 

understanding of, and agreement, to the contract contents and conditions 

(sample contract form contained in Appendix #4). 
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Standard: 

All youth justice committees must maintain records pertaining to referred youth in 

a secure environment. 

 

Commentary: 

 A Youth Justice Committee is authorized to keep records for Extrajudicial 

Sanctions purposes in accordance with Section 116(2)(a), Youth Criminal Justice Act 

(Canada) or Section 22, Young Person’s Offences Act (Newfoundland).  Use of the 

records is at the discretion of the Committee, within the parameters of legislative 

requirements, and any case information which identifies young persons by name is to be 

maintained in a confidential manner. 

 

Procedures: 

1. The Youth Justice Committee must maintain a file on the referral which contains 

correspondence regarding the Extrajudicial Sanctions process, offence, date of 

offence, and action taken.  This information is subject to the record disclosure 

provisions of Section 119(2)(a) the Youth Criminal Justice Act (Canada) and 

must be secured in a confidential manner in accordance with policies established 

in consultation with the Department of Child, Youth and Family Services. 

2. No information which identifies young persons by name is to be stored on any 

personal laptop/home computers or other portable storage devices (ie. flashdrives, 

memory sticks, CD’s). 

3. Extrajudicial Sanctions files, after completion, should contain information as per 

the standard “Intake and Activity Data Form” (Appendix #6), as well as any 

correspondence created during the Extrajudicial Sanctions process. 

4. Where records are not subject to non disclosure provisions, file information must 

be made available upon request by the Social Worker for inclusion in a Pre-

Sentence Report (Section 125(5) Youth Criminal Justice Act (Canada)). 
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5. File information may be disclosed for research or evaluation purposes, only if in 

the opinion of the Youth Justice Committee, in consultation with the liaison social 

worker, it is desirable in the interests of the administration of the Extrajudicial 

Sanctions Program and only if the disclosure period (ie. two years from the date 

the young person consented to participate in the program) has not expired. 

6. The Youth Justice Committee must ensure that any information disclosed for 

research and evaluation purposes not be used in a form that would subsequently 

identify any young person to whom it relates. 

7. No information relating to an Extrajudicial Sanctions case may be disclosed to 

any person, or used for any purpose, upon the expiration of two years from the 

date of consent to participate in Extrajudicial Sanctions. 

8. After the two year period of disclosure has expired records may be destroyed at 

the discretion of the Youth Justice Committee. 
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Standard: 

All Youth Justice Committees must attempt to ensure that an Extrajudicial 

Sanctions contract is completed by a youth should he/she move within or outside the 

province. 

 

Commentary: 

 Each Extrajudicial Sanctions referral should be dealt with in or near the young 

person’s home community, where possible.  However, if a young person normally resides 

outside the general area where the alleged offence occurred, or has moved to another area 

since the alleged offence, an attempt should be made to make alternative arrangements to 

have the referral actioned. 

 

Procedures: 

1. If an Extrajudicial Sanctions Program operates in the young person’s area of 

normal residency, the Youth Justice Committee in that area may be requested to 

process the referral. 

2. If no authorized Extrajudicial Sanctions Program operates in the young person’s 

home area, it may be possible to arrange suitable measures through the 

appropriate Child, Youth and Family Services Social Worker. 

3. In situations where a Youth Justice Committee refers an Extrajudicial Sanctions 

matter to another Program or appropriate office to be processed, the Program 

making the initial referral maintains responsibility to ensure the matter is resolved 

during the statutory limitation period.  The referring Program is also responsible 

for file maintenance and statistical reporting on the referral, which includes 

completing the “intake and activity data” (as per Section 10 of this manual). 

4. If referral to another Extrajudicial Sanctions Program or office is not possible, and 

the young person is not within a reasonable traveling distance, the matter must be 

referred back to the Crown Attorney. 
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5. If it is determined, after a referral is received, that a young person has moved out 

of the province, the Crown Attorney and the Provincial Consultant for 

Extrajudicial Sanctions at the Department of Child, Youth and Family Services 

must be notified.  The Provincial Consultant will attempt to arrange for transfer of 

the case to the young person’s place of residence. 
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Standard: 

All Youth Justice Committees must follow a set of approved financial management 

practices for spending Program Operating Grants. 

 

Commentary: 

 The Department of Child, Youth and Family Services provides an operating grant 

to Youth Justice Committees to assist in the provision of Extrajudicial Sanctions 

Programs.  (New programs will receive a grant of $500.00 to assist with start-up costs for 

the first year; subsequent funding grants are based on the number of referrals processed 

by the Program, to a maximum of $1750.00 contingent on any previous year surplus). 

 These funds are intended to be utilized for the basic operating functions of the 

committee.  Applicable spending falls under two categories; basic and optional 

expenditures.  Examples are as follows: 

 Basic expenditures may include expenditures such as: 

 office supplies including postage 

 meetings (room rentals, snacks, etc.) 

 education/training tools 

 equipment purchase (computers, DVD player, etc.) 

 bank fees 

 volunteer appreciation (annual lunch/dinner socials, gifts, etc.) 

 group activities for young persons (poster/essay contests, recreational / 

community activities, etc.) 

 student placement honorarium 

 travel by volunteers 

 

Once basic expenditures have been realized any additional available funds may be 

used on optional expenditures such as: 

 relevant conference/workshop attendance ie. Crime Prevention 
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 program purchases such as T-Shirts, totes mugs, etc. displaying the 

program logo 

 modest contributions, not to exceed ten percent of the program’s total 

annual grant, to organizations for the express purpose of promoting youth 

safety or crime prevention among young people ie. Safe Graduation 

 tokens of appreciation for exiting ex-officios 

 

Unacceptable expenditures would include expenditures such as: 

 liquor purchases 

 charitable donations 

 providing funding for any activities for ex-officio members or paid staff 

(social workers, etc.).  This includes travel, conference or meeting costs, 

equipment, etc.  (It is acceptable to provide lunch / dinner to Social 

Workers or ex-officio members attending program funded functions.) 

 advancing money to volunteers for any purpose other than those listed 

under basic and optional expenditures. 

 

Procedures: 

 The following standards must be adhered to with respect to the operating grant: 

 each Committee must file an annual expense statement to ensure 

accountability of funds.  The Chairperson (or designate) will complete the 

“Expense Reporting:  Extrajudicial Sanctions Program Grant” form, 

(Appendix #6) to be forwarded to the Director of Community Youth 

Corrections, Department of Child, Youth and Family Services, through the 

appropriate liaison social worker.  This statement must be submitted by 

April 30th of each year (covering the fiscal year ending April 1st – March 
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31st).  A copy of the Program’s bank statement must be attached to this 

form. 

 each Committee will ensure that appropriate measures are implemented to 

handle and record all cash received and to ensure that all disbursements of 

funds are appropriately controlled and recorded.  All documents (receipts, 

cheque books, bank books, etc.) pertaining to the operating grant are to be 

secured appropriately, preferably in a locked cash box or cabinet.  

Committees are encouraged to establish a bank account with a minimum 

of two signatures required for withdrawals/cheque-signing authority, and 

it is recommended that all monies received be deposited promptly into the 

bank account.  Any significant disbursements should be made by cheque, 

however, programs may find it is appropriate to also establish a petty-cash 

fund, with appropriate controls and record-keeping requirements in place.  

As well, when disbursements are made, the applicable invoice should be 

marked as “paid”. 

 the Committee must maintain documentation to substantiate all 

expenditures, and such documentation will be made available to the 

Department of Child, Youth and Family Services upon request (eg. 

telephone bills, receipts, travel claim forms). 

 annual expenditure reports will be subject to auditing by the Department 

of Child, Youth and Family Services. 

 records pertaining to a particular fiscal year will be maintained by each 

Committee for a minimum seven-year period. 

 a representative(s) or a directed delegate of the Department of Child, 

Youth and Family Services may meet with the Committee to ensure 

proper completion of the Expense Reporting Form and adherence to 

proper procedures such as the maintenance of receipts and record keeping.  

In the event that record keeping does not meet the required standards, 
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Departmental staff will offer further assistance to the Program, possibly 

including the completion of an external audit, training for program 

staff/volunteers or other remedial measures. 

 the “Travel Expense Claim Voucher” (Appendix #7) is to be completed in 

all cases where a Youth Justice Committee member is applying for 

reimbursement of travel expenses.  Upon completion, the form is to be 

reviewed by the Program Chairperson (or designate), who will verify the 

expenses before approving the claim; all travel claims vouchers (copies) 

are to be maintained by the program for audit purposes, for a minimum 

period of seven years. 

 for any given fiscal year, there may be situations where a Youth Justice 

Committee does not utilize all funds provided by the Department of Child, 

Youth and Family Services through the annual operating grant.   Where a 

program has an accumulated surplus of $1000.00 or more at the end of a 

fiscal year the Department of Child, Youth and Family Services will not 

provide additional funds for the ensuing fiscal year.  This will ensure that 

programs do not retain a large surplus of funds from year to year.  Should 

a program wish to retain money for a large purchase (ie. computer) a letter 

outlining same should be forwarded to the Department of Child, Youth 

and Family Services for consideration. 

 if basic expenditures exceed the program’s operating funds in a given year 

the program may discuss options with the Department of Child, Youth and 

Family Services through the program’s liaison social worker. 

 if the Youth Justice Committee ceases operation, any remaining funds are 

to be returned to the Director of Community Youth Corrections, 

Department of Child, Youth and Family Services. 

 where funds are to be returned, the cheque or money order is to be 

addressed to the “Newfoundland Exchequer Account”.  
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Standard: 

All Youth Justice Committees must submit monthly statistics and an annual report 

within a prescribed format. 

 

Commentary: 

 Every Program is expected to maintain case information and statistics, which may 

be used for external evaluation purposes, or for any other purposes which the Youth 

Justice Committee deems desirable, within the parameters of provincial policy and 

applicable legislation.  Every program shall prepare monthly case statistics.  Each 

Program shall also prepare and submit an annual report of program activities to the 

Department of Child, Youth and Family Services. 

 

Procedures: 

1. Each case file must contain a completed “Intake and Activity Data” form 

(Appendix #8); the “intake” data will be completed on all referrals received by the 

program, whether or not the referral was accepted and/or the young person 

consented to participate in the program. 

2. Each Program must submit any completed “Intake and Activity Data” form 

(Appendix #8) and a “Monthly Statistical Summary” (Appendix #9) to the 

appropriate liaison social worker at the end of each month.  The worker shall 

enter the data into the Youth Corrections Information System (CRMS).  This 

reporting is essential, not only in terms of the ability to identify needs and trends 

in Extrajudicial Sanctions, but also to define the funding grant to be provided to 

individual programs, as the grant is based upon the number of referrals. 

3. The “Extrajudicial Sanctions Program Annual Report” is to be completed by each 

Program Chairperson (or designate) and submitted to the Department of Child, 

Youth and Family Services through the liaison social worker.  The format for this 

report is summarized in Appendix #10.  This report is to be submitted by April 
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30th of each year and covers the period for the previous fiscal year, ending on 

March 31st. 

Copies of Appendix 6, proof of Program Incorporation, and the Program’s 

bank statement must be attached to this report. 
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Standard: 

All liaison social workers must complete incident reports relating to personal injury 

or property damage stemming from young persons participation in community or 

personal service work. 

 

Commentary: 

 The Government of Newfoundland Labrador self insures for any claims of 

damage for which it can be held legally as a result of the operation of an Extrajudicial 

Sanctions Program. 

1. Parties covered are:  the Department of Child, Youth and Family Services, all 

authorized Extrajudicial Sanctions Programs, all volunteers supervising young 

persons performing community service work and the young person. 

2. Property damage or loss resulting from criminal or intentional malicious actions is 

not covered. 

3. The liaison social worker must provide a written report on any incident to the 

appropriate manager (or designate) within twenty-four (24) hours and the report 

must be forwarded to the Director of Community Youth Corrections, Department 

of Child, Youth and Family Services within two (2) working days.  Upon 

receiving this report the Director will consult with the Department of Justice and 

the Insurance Division of Treasury Board and provide feedback to the Program as 

necessary. 
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Standard: 

Any concerns that a volunteer may have regarding a young person’s social and 

interpersonal needs must be brought to the attention of the liaison social worker. 

 

Commentary: 

 There may be situations when indications of social or interpersonal difficulties 

surface during a young person’s involvement with the Extrajudicial Sanctions Program.  

Examples of difficulties may include:  alcohol/drug dependency, family problems, 

difficulties with peer relationships, and difficulties dealing with authority. 

 In the event that a volunteer is concerned about the young person beyond the 

scope of merely dealing with the Extrajudicial Sanctions referral, the matter will be 

brought to the attention of the social work liaison.  Where matters are being referred, the 

volunteer may remain anonymous. 

 *For matters where “child protection” issues are suspected, please refer to Section 

11.2 of this manual. 
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Commentary: 

 Section 14(1) of the Child, Youth and Family Services Act 1998 RSN 1990 states: 

“a child is in need of protective intervention when the child has been, is or may be in 

danger of abandonment, desertion, neglect; causes unrestrained injury to others; physical, 

sexual or emotional ill treatment; been exposed to violence; or has been, is or may be 

otherwise in need of protection, the person shall immediately report the matter to a 

regional director of Child, Youth, and Family Services, a social worker or a peace 

officer.”  Under this Act “child” means, “an unmarried boy or girl actually or apparently 

under the age of 16.” 

 A Program volunteer who has any information that indicates a young person is in 

need of “protective intervention”, as defined in Section 14 of the Child, Youth and 

Family Services Act (Newfoundland), must notify the appropriate Child Welfare 

authority; failure to report constitutes an offence under the Child, Youth and Family 

Services Act 1998 RSN 1990.  This legal requirement is to apply fully and without 

exception to all young persons under the age of sixteen years and applies to allegations of 

current or past reports/concerns/suspicions of neglect or abuse. 

 Definitions of a “child” in need of protective intervention are detailed in Section 

14 of the Child, Youth and Family Services Act 1998 RSN 1990, and include: 

(a) is, or at risk of being, physically harmed by the action or lack of 

appropriate action by the child’s parent; 

(b) is, or at risk of being, sexually abused or exploited by the child’s parent; 

(c) is emotionally harmed by the parent’s conduct; 

(d) is, or is at risk of being, physically harmed by a person and the child’s 

parent does not protect the child; 

(e) is, or is at risk of being, sexually abused or exploited by a person and the 

child’s parent does not protect the child; 

(f) is being emotionally harmed by a person and the child’s parent does not 

protect the child; 
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(g) is in the custody of a parent who refused or fails to obtain or permit 

essential medical, psychiatric, surgical or remedial care or treatment to be 

given to the child when recommended by a qualified health practitioner; 

(h) is abandoned; 

(i) has no living parent or a parent is unavailable to care for the child and has 

not made adequate provision for the child’s care; 

(j) is living in a situation where there is violence; or 

(k) is actually or apparently under 12 years of age and has: 

(i) been left without adequate supervision; 

(ii) allegedly killed or seriously injured another person or has caused 

serious damage to another person’s property; or 

(iii) on more than one occasion caused injury to another person or 

living thing or threatened, either with or without weapons, to cause 

injury to another person or other living thing, either with the 

parent’s encouragement or because the parent does not respond 

adequately to the situation. 

If during the Extrajudicial Sanctions process, there are indications that a young 

person who is under the age of sixteen years is a “child in need of protection” as per the 

above-noted definitions, the Program volunteer must immediately (may be anonymous) 

report the allegation to the appropriate Child, Youth and Family Services office pursuant 

to Section 15 of the Child, Youth and Family Services Act 1998 (see listing in Appendix 

11).  As well, the young person should be advised of this reporting requirement.  Where 

an individual has reached his/her sixteenth birthday, the Provincial Director of Child, 

Youth and Family Services has no legal mandate to become involved.  However, if a 

young person who has reached his/her sixteenth birthday is reporting an abusive situation 

or there are concerns indicated, the matter should be brought to the attention of the liaison 

social worker in addition to advising the young person that he/she may pursue the matter 

through the local police. 
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 In situations where a young person is disclosing “child protection” concerns to a 

Program volunteer, it is important to remember the following: 

 it is not your job to “investigate”; the  Child, Youth and Family Services / 

police officials will take the necessary steps to properly interview the 

young person and arrange for his/her protection; 

 listen to the young person; try to remain calm and don’t ask leading 

questions or probe for details; 

 try to reassure the young person with statements like: “it’s not your fault”; 

“I believe you”; “I’m glad you told me”; “I’m sorry that this happened to 

you”; 

 be honest about reporting; do not make promises to keep the abuse a 

secret; 

 do not make critical or condemning statements about the offender, or 

display “shock” or “revulsion”; 

 do not confront the person named as the abuser; 

 contact police or Liaison Social Worker immediately on receiving a 

disclosure or information that a young person may be in need of protective 

intervention; 

 contacting parents is the responsibility of the investigating authorities (ie. 

police/child welfare).  
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Standard: 

In processing an Extrajudicial Sanctions referral for a young person diagnosed 

with, or suspected of being affected by FASD, youth justice committees are 

encouraged to be (i) cognizant of how the condition can, inherently, pose challenges 

for the successful completion of a contract; and (ii) be flexible in exploring ways to 

appropriately assist or support the young person in completing the contract 

requirements. 

 

Commentary:  Key Challenges by Young Persons Affected by FASD 

 Fetal Alcohol Spectrum Disorder (FASD) is an umbrella term used to describe a 

range of conditions, symptoms, or challenges experienced by children / young people / 

adults who have been adversely affected by pre-natal alcohol exposure. 

 No two young people impacted by FASD will demonstrate the same symptoms 

and/or patterns of behaviour.  Some will be mildly affected and will develop creative 

ways to accommodate their condition.  Others will be significantly affected and require 

extensive support. 

 The following are some examples of the negative impacts of FASD.  These are 

being emphasized because they may negatively impact on the young person’s success in 

meeting the conditions of an Extrajudicial Sanctions contract: 

 individuals with FASD often experience difficulty trying to generalize 

from one situation to the next; 

 individuals with FASD are often impulsive and have trouble foreseeing 

the consequences of their actions; 

 individuals with FASD may be perceived as “wilfully” failing or refusing 

to comply with instructions, however, this non-compliance may not be 

within the conscious control but may relate to: 

(i) limits associated with chronic short term memory problems; 

(ii) limits associated with his/her struggle to tell/manage time 

sufficiently to make scheduled appointments; 
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(iii) limits on his/her ability to relate past experience to current 

circumstances. 

 individuals with FASD often experience trouble following multi-step 

instructions; 

 individuals with FASD may not understand figures of speech and are 

prone to misinterpreting or misunderstanding both verbal and non-verbal 

communications; and, 

 individuals with FASD may appear to have a better understanding of what 

is happening or what is expected than he/she actually does; they may 

appear quite articulate, however, their verbal language skills exceed their 

comprehension skills. 

 

Procedures:  Specific to Youth Affected by FASD 

1. A parent, guardian, or other adult representative of the young person should be 

strongly encouraged to attend the intake interview. 

2. In explaining expectations to a young person, it is a good idea to have the young 

person repeat back what has just been explained to him or her.  The purpose of 

this is to help ensure the young person understands what is being said.  Explaining 

the implications of non-compliance is appropriate, however, it is often true that 

FASD affected youth do not learn through consequences. 

3. In the development of the Extrajudicial Sanctions Program contract a parent, 

guardian, or adult representative of the young person must be strongly encouraged 

to participate as their role in reinforcing instructions and providing daily or 

required reminders is critical to the successful completion of the conditions of the 

contract. 

4. When discussing the conditions of his/her Extrajudicial Sanctions contract with 

the young person very concise and precise language should be used.  Where 
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possible, the same words should be used repeatedly as FASD affected youth learn 

more effectively this way.  Words should be few and simple.  Do not use words 

with double meanings or idioms. 

5. The young person with FASD is best helped by promoting routine and structure.  

To that end, required appointments should be scheduled for the same day and 

same time.  It has been noted in work with FASD affected youth that unexpected 

changes to routine may cause upset and behavioural issues. 

6. If personal service or community service is included as part of the contract it is 

important that the individuals supervising the placement are familiar with FASD 

and its implications for supervision.  The young person needs to be given very 

specific instructions.  Individuals with FASD may have difficulty with 

abstractions, generalizations, and may not be able to “fill in the blanks” when 

given directions.  Directions should be concrete and concise as the young person 

may struggle with multi step instructions. 

7. FASD affected youth are generally visual learners therefore it may not be easy for 

the young person to understand the nature or conditions of work without seeing 

first what he/she has to do.  Having someone model the required activity can be 

essential to its successful completion. 

8. In arranging a community service placement, preference should be given to tasks 

that involve lots of repetition and little variety.  As a result of the difficulty many 

individuals affected by FASD experience trying to generalize learning from one 

situation to the next, they do best in an environment with few changes.  

Arrangements should also accommodate the young person’s need to move around 

fairly frequently.  Given that the young person responds to routine, it is important 

that the conditions relating to the placement are fulfilled at one location and that 

the schedule remains constant from day to day or week to week. 
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9. FASD affected youth may struggle with the concept of time, therefore, may likely 

have difficulty being punctual unless he/she has someone to help him/her get to 

the placement on time. 

10. If the referral is going to involve victim-offender mediation, as part of “setting the 

stage” for the mediation: (i) the process should be reviewed a number of times 

with the young person prior to the meeting itself; (ii) the victim should be 

provided some information regarding FASD to assist with forging appropriate 

expectations for the meeting and to avoid potential misunderstandings arising 

from the young person’s manner or reactions; and (ii) throughout the mediation 

session the mediator should periodically “check in” with the young person to 

ensure his/her understanding of the discussions and to ensure he/she is not feeling 

overwhelmed. 

11. In situations where thought is being given to the termination of a contract, 

consideration should be given as to whether sufficient support has been provided 

to assist the young person with meeting the conditions set.  To this end the 

opportunity must be provided for a meeting with the young person and his/her 

parent, guardian, or significant adult support to discuss the lack of progress in the 

contract and to ensure every reasonable measure has been taken to assist the 

young person with completing the contract. 
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                Community Youth                         
                          Corrections 

 

  
LETTER OF REFERENCE 

 EXTRAJUDICIAL SANCTIONS VOLUNTEERS 

 

 

The                                            program is a volunteer organization, working in partnership 

with the Department of Child, Youth and Family Services and Department of Justice to provide a 

direct alternative to court proceedings for some young persons who are alleged to have committed a 

criminal offence.  These young persons range in age from 12 through 17 years, and the Extrajudicial 

Sanctions program maintains responsibility for assisting them in learning about the effects of their 

offences on the victim, the community, friends, family and themselves. 

 

                                               has given your name as a reference in support of his/her 

application to volunteer with the                                            program.  Please return this reference to:  

_______________________________________________________________________________ 

_______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

*  All information provided will be treated as Confidential. 

 

*  References are not to be provided by immediate family members. 

 

 

(1) How long have you known the applicant?                           In what capacity have you known 

him/her (friends, co-worker, etc.)? 

 

                                                                                                                                                      

                                                                                                                                                      

                                                                                                                                                      

 

 

(2) Are you aware of any previous experiences the applicant might have had in volunteering with 

adolescents or children?                   If Yes, please describe the context of his/her involvement 

(community organization, time period, etc.). 

 

                                                                                                                                                     

                                                                                                                                                      

                                                                                                                                                      



 

 

2   
(3) Please comment on the applicant's attributes which would enable him/her to be an effective 

volunteer with Extrajudicial Sanctions: 

 

 ________________________________________________________________________ 

 ________________________________________________________________________ 

 ________________________________________________________________________ 

 

 

(4) Are you aware of any reasons why this applicant may not be a suitable volunteer with 

Extrajudicial Sanctions?                   If yes, please provide details: 

 

                                                                                                                                                     

                                                                                                                                                      

                                                                                                                                                       

 

 

(5) Please summarize your own personal assessment of the applicant's ability to volunteer with 

Extrajudicial Sanctions? 

 

                                                                                                                                                     

                                                                                                                                                      

                                                                                                                                                      

 

 

(6) May we call you to discuss this reference, if necessary?  Yes            No           

Thank you for your assistance. 

 

                                                                

Signature 

 

                                                                

Address 

 

                                                                

Telephone 

 

                                                                

Date 
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                Community Youth                         
                          Corrections 

 

 

 
 EXTRAJUDICIAL SANCTIONS PROGRAM 

 CONSENT TO PARTICIPATE 

 

 

 

 

 
Having had the Extrajudicial Sanctions process explained to me, I acknowledge that I understand the 

Extrajudicial Sanctions Program, I have been informed of my right to obtain and instruct legal 

counsel, and I voluntarily agree to participate in the                                 Extrajudicial Sanctions 

Program. 

 

 

 

                                                                                                               

Signature of Young Person   Date 

 

 

 

                                                                                                                

Signature of Program Representative Date 
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                Community Youth                         
                          Corrections 

 

 

 
 EXTRAJUDICIAL SANCTIONS PROGRAM 

 CONTRACT 

 

 

The following contract is to resolve an offence of _____________which occurred on                          

________ (date of offence).  This contract is between                                         (Victim/Extrajudicial 

Sanctions program) and _________________________________  (young person) and can only be 

modified with the consent of both parties  and  in  the presence of an  authorized  representative  of  

the                                          Program. 

 

I                                              (young person) agree to complete the following conditions and 

understand that if I wilfully fail to complete any conditions of this agreement, the matter will be 

returned to the Department of Justice for appropriate  action. 

 

 

CONDITIONS OF AGREEMENT (Including Time frames) 

 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

 

 

                                                                                                               
Signature of Young Person    Date 

 

 

                                                                                                                 
Signature of Program Representative  Date 

 

 

                                                                                                                 
Victim (if applicable)    Date 
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 EXTRAJUDICIAL SANCTIONS PROGRAM 

 RECORD OF COMMUNITY SERVICE 

 

 

YOUNG PERSON:                                                                                                       

 

COMMUNITY AGENCY:                                                                                           

 

SUPERVISOR:                                                                                                       

 

TOTAL # OF HOURS REQUIRED:                                                                              

 

EXTRAJUDICIAL SANCTIONS PROGRAM REPRESENTATIVE:                          

 
 
 DATE 

 
 # OF HOURS WORKED 

 
 SUPERVISOR'S INITIALS 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

TOTAL NUMBER OF HOURS WORKED:                                     

 

COMPLETION DATE:                                                                         

 

SUPERVISOR'S SIGNATURE:                                                        

 

SUPERVISOR'S COMMENTS:   ________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

YOUNG PERSON'S SIGNATURE:                                                         

** WHEN COMPLETED, FORM IS TO BE RETURNED BY THE YOUNG PERSON TO 

THE EXTRAJUDICIAL SANCTIONS PROGRAM REPRESENTATIVE 
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 EXPENSE REPORTING: 

 EXTRAJUDICIAL SANCTIONS PROGRAM GRANT 

 FISCAL YEAR 20      

 

 

 

Date:   _________________ 

 

        Cash Received     Expense 

 

Balance Beginning of Year   $ _________   

Grant Received   $ _________  

Other Income    $ _________  

Funds Remaining   $ _________  

 

Telephone        $ _________ 

Stationery        $ _________ 

Travel         $ _________ 

Refreshments        $ _________ 

Postage        $ _________ 

Educational        $ _________ 

Other Expenses       $ _________ 

  

 Total     $ _________  minus  $ _________ 

 

Balance as of March 31st _____________  

 

Chairperson or Designate: _______________________________ 

 

Name of Extrajudicial Sanctions Program: ___________________________  
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 TRAVEL EXPENSE CLAIM  

 EXTRAJUDICIAL SANCTIONS 

 

 

Claimant:                                                         Extrajudicial Sanctions Program:                                                          

 

Mailing Address:                                                 Address:                                                            

 

                                                                                                              

 

                                                                                                                           

 

Postal Code:                                              

 

Purpose of trip:                                                                                                                                        

 

 

 

Date 

 

Particulars 

 

Meals 

 

Accommodations 

 

Travel 

 

Private 

Vehicle 

 

Other 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Column Totals 

 
 

 
 

 
 

 
 

 
 

 
 

 
Claim Total   

 
 $                    

 
 

 
Less Trip Advance (if any)   

 
 $                    

 
 

 
Amount Payable to Claimant   

 
 $                    

 

I certify that the whole of the expenses incurred by me were on Extrajudicial Sanctions business and are in accordance with provincial government 

travel guidelines. 

 

 

                                                                                                            

Claimant's  Signature   Date 

 

Approved and Certified By: 

 

 

                                                                                                                 

Chairperson or Designate  Date 

 

 



*Attach all receipts to form (accommodations/travel, etc.). 

 

 DIRECTIONS  

 

 

1. The Travel Expense Claim Voucher is to be completed in all cases where a Youth Justice Committee 

Member/Volunteer is applying for reimbursement of travel expenses. 

 

 

2. Meal rates are as per the current rates paid by the provincial government: 

Breakfast $  7.30 

Lunch  $10.95 

Dinner  $18.25 

 

3. Travel by private vehicle is to be calculated at a cost per kilometre in accordance with the current rates 

paid by the provincial government.*  Include actual distance travelled in the “particulars” column, and 

total cost  (eg. kilometres x $.31.5)  in the “private vehicle” column (fuel receipts are not required). 

 

 

4. Taxi costs and/or air travel shall be specified in the travel column, with all receipts to be attached to 

the travel claim. 

 

 

5. All receipts for accommodations must be attached with the exception of private accommodations. 

 

* The current rate can be found at www.gov.nl.ca.  Type “Human Resource Policy” in the search box. 

Select “Travel”. 
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PRIVATE VEHICLE USAGE REPORT 

(to be attached to Travel Expense Claim) 

 
 

 Claimant 
 

Program 

 

Reason for Travel 
 

Date 

20 __ 

 
 

Details of Travel (To & From) 

 
Distance 

Travelled 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Total Distance Travelled 

 
 

 

 

Claim Amount: Total distance travelled ______ kilometres X ______ 4 per km $______ 

 

___________________________________  ___________________________________ 

                          Claimant                                         Chairperson 

 

____________________________ 20 _____ ____________________________ 20 _____ 

 

Rates can be found at gov.nl.ca.  Type “Human Resources Policy” in the Search box.  Select 

“Travel”. 
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 YOUNG PERSON EXTRAJUDICIAL SANCTIONS PROGRAM     

 INTAKE DATA 
 (to be completed for each referral to the alternative measures program) 

 

Program Name:                                                                                                                         

 

Case Number:                                                  Date of Birth                              

  Y       M        D 

 

Young Person's Community of Residence:                                                                                         

 

Details of Offence(s) 

Statute   Section      Date of Offence 

(subsection)  (Yr./Mo./Day) 

1. Type of offence(s) A.                                                                                       

B.                                                                                      

C.                                                                                      

 

2  Victim Type:             Individual 

            Public Service or Building 

            Business; specify:                                                                           

            Victimless Offence 

 

Young Person's Characteristics 

 

3. Age at time of offence:                  yrs. 

 

4. Sex:  1. Male        2. Female 

 

5. School/Work Status: 1. Attending school 

2. Not at school/Employed 

3. Not at school/Unemployed 

 

Referral Information 

 

6. Referral Source:  1. Crown      2.  Police (acting on delegated authority from Crown) 

 

7. Date referral received:                                  

   Y    M    D 

 

8. Did the referral meet the offence criteria? 

1.  Yes  2.  No 

 

9 Did the young person consult a lawyer (about participation in the program)? 

1.  Yes  2.  No 

 

10a. Did the young person consent to participation? 

1.  Yes  2.  No 

 

10b. If young person did not consent to participation, identify reason: 

1. Young person could not be located 

2. Young person preferred Court process when first contacted 

3. Young person did not accept responsibility when first contacted 

4. Other (specify):                                                                                                                          

 

11. Did the young person's parent/guardian support the young person's participation? 



1.   Yes  2.  No  3.   N/A

 

 YOUNG PERSON EXTRAJUDICIAL SANCTIONS PROGRAM    

 ACTIVITY DATA 
Case Number:                                   

 

Extrajudicial Sanctions Meeting 

 

1. Date of Mediation/Negotiation meeting:                                  

   Y   M           D 

2. Meeting by which the type of agreement was decided upon: 

1. Contract signed during intake interview 

2. Mediation meeting with victim present 

3. Mediation meeting with representative of the victim present 

4. Diversion meeting, victim not represented 

5. Diversion victimless offence 

 

3. Other persons in attendance: 

1.  Parent/Guardian 2.  Lawyer 3.  Other (specify)                                                   

 

Extrajudicial Sanctions Contract 

 

4. Indicate which of the following activities were agreed to, the extent to which they were completed (hours, $, 

etc.) and when they were completed. 

 

  AGREED            DATE 

      TO            COMPLETED    COMPLETED 

Yes No Yes No 

A. Verbal apology...........................................                                        

B. Written apology: mailed................................                                       

C. Written apology: personal delivery...................                                      

D. Essay.......................................................                                       

E. Financial compensation/cash...........................                                      

(record amount) 

F. Work for the Victim.....................................                                       

(Record # of hours) 

G. Community Service Work..............................                                      

(Record # of hours) 

H. Educational Program....................................                                       

I. Other.......................................................                                       

 

5. Was the young person referred to or encouraged to attend a helping agency: (not a condition of the contract) 

1. Yes (specify)_______________________________________________________ 

2. No _____________________ 

 

Completion/Non-Completion of Contract 

 

6. Did the young person complete the agreement?  1.  Yes 2.  No 

 

7. Actual date of completion (or termination of involvement):                                  

   Y     M     D 

Referral Back to Source for Non-completion 

 

8. If case referred back to referral source, identify reason(s): 

1. Young person consistently failed to attend scheduled meetings 

2. Parties unable to reach an agreement during mediation 

3. Default - young person did not complete the agreement 

4. Other (specify) 

 

9. Date referral returned to source:                                  

   Y   M    D 



Guidelines for Completing the Intake/Activity Data Form (Appendix 8) 

 

 

The “Intake Data” will be completed for each referral to the program, whether or not the young 

person is ultimately admitted to the program. 

 

Program Name: 

Enter the name of your Extrajudicial Sanctions Program 

 

Case Number: 

Each young person referred to the program is to be assigned a unique case number by the program. 

 

Date of Birth:  

Enter by year/month/day.  For example, March 17, 1996 would be entered as 96/03/17. 

 

Young Person's Community of Residence: 

Indicate the community in which the young person usually lives. 

 

 

Details of offence(s) 

 

1. Type of offence(s): 

Specify the statute (eg. Criminal Code of Canada; Liquor Control Act) and the section and 

subsection of the statute, (eg. C.C.C. 334(b)) for each offence.  Record the date of each 

offence in the last column.  Where the date of the offence is indicated as having occurred 

between two separate dates, record the first date. 

 

2. Victim type: 

Indicate the number of different types of victims by placing the numbers in the appropriate 

boxes.  For example, if two separate offences were committed (as indicated on item “1”), 

both against the same private citizen, then the number “1” would be placed in the box next to 

the victim type “Individual” indicating that there was only one victim.  If the two offences 

were committed against two separate persons, then the number “2” would be placed in the 

box next to “Individual”.  “Individual” refers to a situation where the victim is a private 

citizen (eg. a person who has their home broken into, a person who has been assaulted 

whether at home, taking a walk, or at work).  “Public Service or Building” refers to 

government organizations which suffer loss or potential loss (eg. a Post Office is defaced or a 

bus stop is damaged).  “Business” refers to a situation where a victim which suffers the loss 

or potential loss of property (eg. through shoplifting, a fraudulent cheque, a robbery, etc.) is a 

place of business.  “Victimless Offence” generally refers to situations where offences are 

committed under the Liquor Control Act (Newfoundland) or Controlled Drug Substances 

Act (Canada). 
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Young Person's Characteristics 

 

3. Age at  time of offence: 

Indicate the age of the young person, in years, at the time of the first offence. 

 

4. Sex: 

Check appropriate gender category. 

 

5. School/Work Status: 

“Attending School” includes young persons who are attending school on either a full-time or 

part-time basis, whether or not they have a part-time job.  “Not at School/Employed” 

includes young persons who are working on a full-time or part-time basis and are not 

attending school. 

 

Referral Information 

 

6. Referral source: 

Indicate whether the referral was sent to the program from the office of the Crown Prosecutor 

or from a Police Detachment. 

 

7. Date referral received: 

Record the year/month/day when the formal referral was received. 

 

8. There may be special instances when a decision is made to have a young person participate in 

Extrajudicial Sanctions when the circumstances of the case do not meet the formal offence 

criteria for the program.  Indicate if the referral met the offence criteria, as predetermined by 

the program.  In addition, there are situations when a referral may be rejected by the Youth 

Justice Committee because it did not meet the eligibility criteria; the intake data should be 

completed on all such referrals and this can be specified under the “other” section in question 

#10b. 

 

9. Did the young person consult a lawyer: 

Answer this item based on the information given to you by the young person and/or his/her 

parent(s)/guardian(s). 

 

10a. Did the young person consent to participate: 

Answer this item on the basis of whether or not the young person signed the formal consent 

form for program participation. 

 

10b. Reason young person did not consent to participate: 

Indicate the main reason why an extrajudicial sanctions consent form was not signed by the 

young person. 

 

11. Did the young person’s parent/guardian consent: 
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Answer this item on the basis of whether or not the young person’s parent(s) / guardian(s) 

signed a consent form to indicate agreement with participation in the program. 

 

Guidelines for Completing the Activity Data: 

 

The “Activity Data” is to be completed for each case where the young person attends a meeting to 

negotiate an extrajudicial sanctions agreement/contract.  The information recorded will describe the 

agreement, as well as the outcome of the case.  Where possible, the first two sections, “Extrajudicial 

Sanctions Meeting” and “Extrajudicial Sanctions Agreement” should be completed by the 

mediator/committee representative immediately following the negotiation of the agreement. 

 

The “Case Number” is the same as was recorded on the “Intake Data.” 

 

Extrajudicial Sanctions Meeting 

 

1. Date of mediation/negotiation meeting: 

Record the year/month/day mediation/agreement negotiation occurred. 

 

2. Method for reaching an agreement: 

Indicate the method by which the type of agreement was decided upon.  If an agreement was 

reached at the time of the intake interview with the young person, the method should be 

identified as “contract signed during intake interview.”  If the victim who personally suffered 

loss or damage actively participates in the decision, then the method should be identified as a 

“mediation meeting with victim present.”  In those cases where an identifiable victim (or 

representative) are not present at the meeting, then the method should be identified as a 

“diversion meeting, victim not represented”.  Where there is no identifiable victim then the 

method should be identified as “diversion, victimless offence.” 

 

3. Other persons in attendance: 

Identify persons in attendance at the meeting in addition to the young person, the victim and 

program representatives. 

 

Extrajudicial Sanctions Agreement 

 

4. Activities specified by the agreement: 

This question is intended to provide information on the nature of the extrajudicial sanctions 

agreement, both in terms of the content of the agreement and the activities actually 

completed by the young person.  From the list provided, indicate in the appropriate column 

which activities were “agreed” by the young person and indicate which activities were 

“completed” as well as “date completed”.  For example, if a young person agrees to write and 

mail letters of apology to three victims for a particular offence, the number “3” would be 

recorded in “section B: written apology: mailed. 

A. Verbal apology: 

If a verbal apology to a victim is part of the extrajudicial sanctions agreement, enter 
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the number “1” in the “agreed to” column.  Enter “yes” or “no” in the “completed” 

column to indicate if the written apology was, in fact, made. 

 

B. Written apology mailed: 

If a written apology to be mailed to a victim is part of the agreement, enter “1” in the 

“agreed to” column.  Enter “yes” or “no” in the “completed” column to indicate if the 

written apology was, in fact, mailed. 

 

C. Written apology; personally delivered: 

If a written apology to be personally delivered by the young person to a victim is part 

of the agreement, enter “1” in the “agreed to” column.  Enter “yes” or “no” in the 

completed column to indicate if the written apology was, in fact, personally delivered 

by the young person. 

 

D. Essay: 

If the young person must write an essay as part of the agreement, enter “1” in the 

“agreed to” column.  Enter “yes” or “no” in the “completed” column to indicate if an 

acceptable essay was, in fact, written. 

 

E. Financial compensation/cash: 

If financial compensation in cash to the victim is part of the agreement, record the 

dollar amount.  When the case is terminated, record the amount of money actually 

paid to the victim by the young person. 

 

F. Work for the victim: 

If the extrajudicial sanctions agreement calls for personal service to the victim, 

indicate the number of hours of personal service specified.  Even if the agreement 

calls for the performance of a specific task, the number of hours which it should take 

to complete the task is completed, the hours actually taken for the completion of the 

task should be the number of hours placed in the “completed” column.  This will 

assist in determining if the number of hours assigned of the completion of the task 

are being accurately estimated. 

 

G. Community service work: 

If community service work is part of the agreement, record the number of hours of 

community service specified in the agreement.  Upon termination of the agreement, 

enter the number of hours of community service actually performed in the 

“completed” column. 
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H. Education program: 

If the extrajudicial sanctions agreement specified that the young person complete a 

specified educational program, identify the program in the blank provided and enter 

the number of session in the “agreed to” column.  Upon termination in the Program, 

enter the number of session completed in the “completion” column. 

 

I. Other: 

Indicate any other activity to be performed by the young person as part of the 

agreement in addition to the options listed above. 

 

5. Referral to another agency: 

Indicate if the young person referred to some other program or counselling agency and name 

the program or agency in the blank provided. 

 

Completion/Non-completion of Agreement 

 

6. Did the young person complete the agreement: 

Successful completion of the extrajudicial sanctions agreement must be determined by the 

program.  If the original (or amended) agreement is successfully completed, indicate “yes”.  

Indicate “no” if the agreement was not completed. 

 

7. Actual date of completion (or Termination): 

Indicate the year/month/day when the agreement is completed or the young person’s 

participation in the program is terminated. 

 

Referral Back to Source for Non-Completion 

 

8. If the case was referred back to the referral source after an extrajudicial sanctions meeting 

had been scheduled (ie. the process had been started), identify the reason(s) why this action 

was taken. 

 

9. Date referral returned to source: 

Indicate the year/month/day when the referral was returned to the source of the referral. 
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 EXTRAJUDICIAL SANCTIONS PROGRAM 

 MONTHLY STATISTICAL SUMMARY 

 

 
 
Program Name & Location:                                                                                           

 

Month:                                                                                                                               

 

 

CLIENT FLOW        

 

A. Active cases - beginning of month:                                                                     

 

B. New referrals during the month:   Male                    Female                  

 

C. Cases closed:                                                                                                       

 

D. Incomplete cases returned to Crown Prosecutor:                                                

 

E. Active cases - end of month (A+B-C-D):                                                           

 

Contract Completions:                                                                                        

 

 

 

Note: 

 

* Client flow is the actual number of young persons participating in the Extrajudicial 

Sanctions Program. 

 

* Contract completions refers to the number of completed contracts; a young person 

may complete more than one contract. 
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 EXTRAJUDICIAL SANCTIONS PROGRAM 

 ANNUAL REPORT 

 
 
1. General Description 

 

Name of Program:                                                                              

Address:                                                                               

                                                                             

                                                                             

Telephone Number:                                                                              

Fax Number:                                                                               

Board Chairperson:                                                                              

Liaison Social Worker:                                                                            

Fiscal Year:                                                                               

Date of Completion:                                                                               

 

 
 

a) Current Youth Justice Committee Members 

 

Position 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

b) Number of program volunteers:   _______      



2. Volunteer Activity: 

 

a) Description of Volunteer Training/Orientation Activities during the past year: 

  ________________________________________________________________ 

  ________________________________________________________________ 

  ________________________________________________________________ 

  ________________________________________________________________ 

 

b) Describe any other activities the program has been involved in: 

  ________________________________________________________________ 

  ________________________________________________________________ 

  ________________________________________________________________ 

  ________________________________________________________________ 

 

3. Program Activity: 

 

a) Number of referrals received during the past year:                

b) Number of Extrajudicial Sanctions cases processed during the past year:              

c) Types of offences processed:                                                                                     

 

4. Any additional comments / suggestions: _______________________________________ 

 _______________________________________________________________________ 

 _______________________________________________________________________ 

 _______________________________________________________________________ 

 

5. Attach completed Expense Reporting Form (Appendix #6), proof of Program 

Incorporation and a copy of the Program bank statement. 
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 CHILD, YOUTH AND FAMILY SERVICES 

 EXTRAJUDICIAL SANCTIONS CONTACT NUMBERS 

 

 

Labrador-Grenfell            Telephone # 

Happy Valley/Goose Bay ................................................................................................... 897-3121 

Nain .................................................................................................................................... 922-2860 

Sheshatshiu  ....................................................................................................................... 497-8280 

Lab City/Wabush ............................................................................................................... 282-3951 

Natuashish .......................................................................................................................... 478-2051 

Hopedale ............................................................................................................................ 923-2129 

Makkovik ........................................................................................................................... 923-2129 

St. Anthony ........................................................................................................................ 454-3054 

Flowers Cove ..................................................................................................................... 456-2018 

Roddickton ......................................................................................................................... 457-2284 

Forteau……. ...................................................................................................................... 931-2450 

Mary’s Harbour .................................................................................................................. 921-6405 

 

 

Western 

Bonne Bay .......................................................................................................................... 453-2135 

Burgeo ................................................................................................................................ 886-1550 

Channel/Port aux Basques ................................................................................................. 695-6251 

Corner Brook ..................................................................................................................... 637-2315 

Deer Lake ........................................................................................................................... 635-7846 

Piccadilly ............................................................................................................................ 642-5234 

Port Saunders ..................................................................................................................... 861-3887 

Stephenville........................................................................................................................ 643-8617 

Stephenville Crossing ........................................................................................................ 646-3115 

 

 

Central 

Baie Verte/Springdale ........................................................................................................ 673-4954 

Gambo ................................................................................................................................ 674-5507 

Gander ................................................................................................................................ 651-6274 

Lewisporte/Twillingate ...................................................................................................... 535-0917 

Grand Falls - Windsor  ....................................................................................................... 292-1218 

Hr. Breton/Bay D’Espoir ................................................................................................... 885-3131 

Fogo.. ................................................................................................................................. 535-3129



 

Eastern 

St. John’s/Holyrood/Conception Bay South ...................................................................... 752-4629 

Bell Island .......................................................................................................................... 488-2707 

Placentia/Whitbourne ......................................................................................................... 227-0131 

Bay Roberts/Hr. Grace ....................................................................................................... 786-5248 

Clarenville .......................................................................................................................... 466-5710 

Bonavista ............................................................................................................................ 468-1028 

Burin/Marystown ............................................................................................................... 279-7913 
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 DECLARATION OF CONFIDENTIALITY 

 

 

I hereby acknowledge that under Section 110 of the Youth Criminal Justice Act (Canada) I 

am required to keep confidential any information or other matter that may come to my attention 

during the course of my volunteer duties with _______________________________________. 

 

I hereby agree not to divulge any of this knowledge nor discuss it at any time or in any place 

or with any unauthorized person, either during the term of my volunteer activities with 

_________________________________________ or thereafter.  I also acknowledge that a breach of 

this undertaking is a clear violation of the Youth Criminal Justice Act (Canada) and may result in 

charges pursuant to Section 110 of the Act. 

 

I will ensure any case file materials in my possession are held in a secure and safe manner. 

 

 

 

 

 

 

__________________   _______________________________ 

Date     Signature of Program Volunteer 

 

 

 

 

 

I have explained the implications of signing this Declaration of Confidentiality to 

_____________________________________ and am satisfied that he/she is aware of the necessity 

to respect the confidential nature of information which is shared with him/her. 

 

 

 

 

 

 

__________________   _______________________________ 

Date            Social Worker 


