
1 The weekly reminder emails

You will be notified of any events that you are due to 
attend in the next four weeks in an email at the 
beginning of each week. 

Also please note that you will be able to see the same
information in more detail if you log into your personal 
private ROSES Gateway.

2 Invitations to take part in events

The YJS will invite people to take part in events. They 
may ask several people, giving them the opportunity 
to volunteer. This involves them in using ROSES to 
send out emails that look similar to this, except will be 
from your YJS administrator. This one is about a 
panel meeting but it could be related to any event 
including things like training.

3 Responding to invitations

You only need to click the appropriate button

Invitations may have been sent to several people, so 
respond as soon as possible. Your YJS administrator 
will send you another email to confirm your 
attendance at the event or to notify you if it is over 
subscribed.

4 Using your personal private ROSES 
Gateway

To use the service: open a browser, such as Google 
Chrome, Firefox, Internet Explorer or any other, using 
your PC, laptop, tablet or phone - and type the 
address that you have been given by your local YJS 
in the address box. You will see something like this:

Enter your username and password and log in. 

You will see an EVENTS page like the one below

These are the events coming up in the next 30 days 
for the volunteer who logged in.

5 The EVENTS page

There three events in the example below, and they 
are listed in date order. You can change the order by 
clicking on the small circle. You can reset the 
sequence by clicking on the circular arrow to the right.

The first event is an emergency panel meeting.

You need to become familiar with these buttons on 
the right.

The first signifies that there is a report for you to look 
at. When you click on it you are reminded that you 
must not print or distribute the report.

The next square with bold borders, is your attendance
status. The question mark in the example, indicates 
that you have not yet confirmed. All you have to do to 
confirm is click on the green tick. You can use the red 
cross to indicate you cannot attend.

Notice that at the bottom of the events page, there is 
a feedback section. It is for asking the person that is 
logged in to give feedback.. Click on this arrow to do a
micro survey, usually taking only a few minutes.

The last button ( ) changes to a display that puts the 
event in context.( See The ORDERS Page ) 

There are two more events pages for Future and Past
events. You access them by clicking the appropriate 
buttons.



6 The ORDERS page

When you click on orders you will see a list of the 
Orders you are currently involved in. (You can also 
access Pending and Completed orders.)

By clicking on the three bar button  you will be able 
to see all the details of the order.

7 The DIARY Page

To check your appointments in a Calendar view: click 
on the Diary button. It looks like this:

8 The AVAILABILITY Page

This is for showing the YJS the times in each day of 
the week, when you are generally available. You can 
also use it to inform them about any breaks in your 
availability – for holidays or for any other reason. The 
description is just for your benefit.

To change when you are usually available click on the
small buttons. A tick means you are available. When 
you have finished and saved the page, the 
administrator will know your preferences without you 
having to contact them.

Using your  private ROSES Gateway helps you 
and  also your Youth Offending Service

A full understanding of who has been working with a 
young person.

What experience each person has and their work 
load.

Information so that they can organise events to bring 
about positive relationships and experiences for the 
YJS, the volunteers and the young people .

More effective ways to communicate.

More effective ways to arrange for a consistent group 
of the same people to work with a young person 
throughout their order.
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ROSES is for two way communication

It does not change the way you run events

It helps everyone with the WHO, WHY, 
WHEN, WHERE, AND WHAT of working 
with your local Youth Justice Service

         Call 0118 978 1078 for help with using ROSES

     Or send an email to rosesadmin@4yots.co.uk


