
	TASK/MILESTONE
	ACTION REQUIIRED
	By WHOM
	By WHEN
	  EVIDENCE OF COMPLETION
	PROGRESS
	COMP.  DATE
	NOTES

	Planning process determined
	Responsible senior manager identified and planning process agreed
	
	
	Named senior manager in place with clear brief
	
	
	

	Planning team in place
	Planning team set up with clear terms of reference
	
	
	Membership and terms of reference
	
	
	

	Key principles
and values agreed
	Discussion and agreement of key principles and values
	
	
	Statement of key principles and values
	
	
	

	Key aims identified
	Discussion and agreement of key aims
	
	
	Statement of key aims
	
	
	

	Delivery plan in place
	Delivery plan discussed
and agreed with key milestones
	
	
	Delivery plan
	
	
	

	Need for RJ identified
	Scoping exercise undertaken
	
	
	Number of cases in scope and estimate of throughput
	
	
	

	Outline business process agreed
	Discussion and planning of process of RJ service delivery
	
	
	Outline business process map and co-operation of relevant departments
	
	
	

	Key outcomes defined
	Discussion and agreement of key outcomes, including how they will be measured
	
	
	Statement of key outcomes and description of how they will be recorded and measured
	
	
	

	Staff time required for delivery identified
	Using results of scoping exercise and estimate of attrition, make calculations to estimate staff time required for service
	
	
	Staffing need described for full service including admin, supervision and management time
	
	
	

	Priorities of need identified
	Scoping exercise revisited to
determine priorities within eligible cases
	
	
	Statement of priorities to determine how cases will be engaged
	
	
	

	Staff roles suitable for RJ Facilitators identified
	Discussion and agreement of staff roles suitable for RJ Facilitation
	
	
	List of staff roles
	
	
	

	RJ role inserted in relevant job description
	Discussion and agreement of RJ job description and how it will be included in amended job description for key staff
	
	
	Sample amended job descriptions
	
	
	



	TASK/MILESTONE
	ACTION REQUIRED
	By WHOM
	By WHEN
	 EVIDENCE OF COMPLETION
	PROGRESS
	COMP.  DATE
	NOTES

	Match resource available to need
	Use evidence from scoping exercise and estimate of available resource to plan scope of service
	
	
	Statement of available staffing and estimated case throughput, linked with agreed priorities
	
	
	

	Identify other costs
	Undertake detailed costing in relation to non- staff costs, including staff travel, participant travel, venue cost and refreshments
	
	
	Detailed non-staffing cost estimates
	
	
	

	Identify rooms, accommodation and other materials
	Identify rooms required for staff to work in and for conferences to take place in, which may be on- or off-site
	
	
	Accommodation plan
	
	
	

	Select staff for training
	Apply selection process to identify best people for the role
	
	
	List of selected staff and evidence of fair selection process
	
	
	

	Select first cohort of cases
	Paper sift to identify eligible and suitable cases, picking well-motivated ones if this can be identified
	
	
	List of cases
	
	
	

	Send staff for training
	Bring staff together, allocate cases and inform them of plan and process
	
	
	Brief note of meeting
	
	
	

	Process first cohort
	Use staff selected to interview, assess and
	
	
	List of first cohort of cases with
	
	
	

	
	engage first cohort of cases. Progress of cases
	
	
	records of interviews and record
	
	
	

	of cases
	will continue to conference in line with training
	
	
	of assessment of suitability and
	
	
	

	
	schedule
	
	
	progress to conference
	
	
	

	Learn lessons from first cohort of cases
	Meet with trained staff, record progress and analyse blocks and difficulties to efficient processing of cases
	
	
	Record lessons learnt and amend draft processes, policies and procedures.
	
	
	

	Prepare standard documentation and detailed policies
	Amend draft processes, policies and procedures in light of lessons learned
	
	
	Final process maps, standard documentation, policies and procedures
	
	
	

	Publish procedures and launch scheme as part of communication strategy
	Publish procedures and launch scheme, and develop communications strategy
	
	
	Details of launch on organisation’s local communications systems and processes.
	
	
	


APPENDIX 1B:
EXAMPLE OF MULTI-AGENCY STEERING GROUP
CONSTITUTION (NON-CORPORATE BODY)
1. Name
The project shall be called the              Adult Restorative Justice Service.

2. Legal status of the service Provision
In the interest of clarity and transparency it is to be understood that the Service Provider is not a body corporate and has no separate legal personality, nor is it a registered charity. The Service is a collaborative partnership between agencies working together in pursuit of shared aims. Because of the diversity of its membership, the decentralisation of its activities and the range of disciplines from which its personnel are drawn, it is desirable to set down the administrative framework and regulating procedures in this memorandum of understanding.

3. Restrictions of Powers
a) Any contracts (even if agreed by the Steering Committee) are subject to acceptance within the framework of Financial Instructions of the Lead Authority.
b) No purchase or disposal of land or other fixed assets can be made.
c) Legal action on behalf of or against the Service Provider will be the responsibility of the seconding organisation from which the relevant member of staff originates.
d) Any staff working with the Service Provider do so on a seconded basis from an employing body. Any staff to be recruited will be sourced (on a secondment basis) from a member body of the Service Provider.
e) The Lead Authority maintains all accounting records and handles all financial transactions.
4. Lead Authority
A Lead Authority shall be designated from the member agencies and shall be responsible for the maintenance of accounting records, processing of financial transactions and provision of financial information in relation to the Service Provision.

The Lead Authority shall be                  Probation Trust in the first instance. The Steering Committee must give six months written notice to the Lead Authority of any intention of wishing to change the Lead Authority.

The Lead Authority will appoint a person to act as Treasurer to the Steering Committee.

5. The Steering Committee
a) The development and oversight of the service, delegated by the                  Criminal Justice Board, shall be the responsibility of the Steering Committee.
b) Business to be transacted by the Steering Committee shall include:
· Strategic direction setting and operational target setting, within parameters set by the                      Justice Board.
· Approval of year plan.
· Allocation of pooled resources.
· Review of financial performance.
· Role of seconded staff.
c) Each agency shall be entitled to appoint one representative to the Steering Committee.
d) Any representative not able to attend meetings of the Steering Committee may nominate a substitute to attend in his or her place, and should if possible give notice to the Service Provider Manager beforehand.
NOMS RJ Capacity Building Programme
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e) Terms of reference
i. The Steering Committee will meet at least six times a year. Minutes will be kept of each meeting.
ii. The Steering Committee will:
· Guide, advise and direct the Service Provider Manager, via the Chair, and receive reports from the Service Provider Manager at each meeting.
· Oversee the financial management of the service provision and prepare future funding bids.
· Facilitate staff secondments to the Service Provider and ensure that staff, including the Service Provider Manager, receive appropriate support and supervision.
· Approve Service Provider policy, and ensure that agreed practice and policy is implemented by staff.
· Promote the service provision and facilitate communication within the collaborating agencies.
· Ensure the service provision is adequately resourced and Health and Safety legislation adhered to.
· Receive and approve the service’s Annual Report each June.
· Ensure the provision of a performance report to the                      Criminal Justice Board twice each year.
6. Steering Committee Chair
At the Annual General Meeting, the Committee will elect a Chair. He/she must be proposed and seconded and receive a majority of the votes of the members present and voting.

7. Quorum
No business shall be transacted at any meeting of the Steering Committee unless at least three members are present.

8. Voting
All questions shall be determined by a majority of members present and the method of voting shall be at the discretion of the Chair. In the case of any equality of votes, the Chair or other member presiding at the Steering Committee meeting shall have a casting vote.

9. Notice
Members wishing to formally raise an issue at the Steering Committee should, wherever possible, give notice to the Service Provider Manager in advance of the meeting.

10. Urgency
Urgent matters may be raised by any member of the Steering Committee as ‘any other business’ up to the date of the Steering Committee subject to the approval of the Chair.

11. Agenda
The Agenda for meetings of the Steering Committee will be prepared by the Service Provider Manager in consultation with the Chair and circulated in advance of the meeting.

12. Vacancies
Should a vacancy occur, the Steering Committee will as soon as convenient choose one of their members to fill the vacancy for the remainder of the current year.
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APPENDIX 2A:
QUESTIONS FOR ASSESSING RISK
AND SUITABILITY FOR OFFENDERS
· Who was affected by what happened?
· What would you want to say to the victim if you met them?
· How do you think the victim was affected by what happened?
· How responsible were you for what happened?
· Who was to blame for what happened?
· How could you repair the harm caused by the offence?
· Who would you want to bring with you if you met the victim?
· How do you think the victim might feel about meeting you?
· Do you know the victim or any of his friends or relatives?
· Is there any history of issues/difficulties between you and the victim or any of his friends or associates?
APPENDIX 2B:
EXAMPLE OF AN ELIGIBILITY AND SUITABILITY
ASSESSMENT PROCESS FOR THOSE MAKING REFERRALS WHICH COULD BE ADAPTED TO SUIT LOCAL CIRCUMSTANCES
Suitability assessment & referral process for proposing restorative justice as a specified activity requirement as part of a community sentence.
1. About restorative Justice (RJ)
RJ is a Specified Activity comprising up to 4 days of activity. RJ involves the victim, the offender, their families, friends and supporters meeting together to talk about what happened, who was affected and how, and what can be done to repair the harm caused by an offence. Where the victim does not wish to take part, other restorative activities take place.
2. Eligibility
· Your case is eligible if the offence is one of violence or household burglary.
· Domestic abuse, sex offences, child abuse and offences resulting in death are not eligible.
· Cases found guilty after a trial are not eligible.
· Cases of medium seriousness with a tier of 3 or 4 are eligible. Tier 2 cases at risk of custody may also be eligible.
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3. Suitability
Please complete the checklist below to confirm suitability of the offender. Any questions about suitability can be referred to: give contact details of person with whom referrals can be discussed.
	SUITABILITY CRITERIA
	Y/N

	Does the offender absolutely deny any involvement in the offence? Comments:
	

	Does the offender exhibit attitudes or intentions that could lead to revictimisation? Comments:
	

	Does the offender have mental health problems that would make them unsuitable (e.g. unstabilised psychiatric condition, severe risk of self-harm, previous diagnosis of psychopathy, or severe personality disorder)?
Comments:
	

	Does the offender have substance abuse problems that would make them unsuitable? Comments:
	

	Is the offender so resistant to the process that their attitude could not be shifted? Comments:
	


4. Proposal & Case details
If all answers to the above questions are NO then the case is both eligible and suitable for RJ and a proposal for an appropriate sentence may be made in accordance with Local Guidance. Please provide the following information:
	Offender Name:
	
	Offence:
	

	PSR Author:
	
	Court:
	

	PPO (Y/N)
	
	Date of Hearing:
	

	Sentence proposed in PSR (please tick)
	   Suspended Sentence Order
    Community Order
   Deferred Sentence
	Notes: Community or suspended sentence orders must include at least 3 months supervision. Guidance on the wording of your proposal can be found on the Intranet – Interventions / Restorative Justice/ PSR Proposal for Restorative Justice Specified Activity – standard wording.


5. Next steps
Email or fax this document to: Give contact details of person to whom referrals should be sent.
Once the sentence is passed please let the RJ Administrator know the full details immediately.
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APPENDIX 2E:
EXAMPLE OF PRACTICE GUIDANCE WHICH CAN BE ADAPTED TO SUIT LOCAL CIRCUMSTANCE
Restorative Justice – Practice Guidance
The CJA 2003 introduces the making of reparation by the offender to persons affected by their offence as one of the purposes of sentencing.

What is restorative Justice?
RJ is a process whereby parties with a stake in a specific offence resolve collectively how to deal with the aftermath of the offence and its implications for the future (Tony Marshall, 1999).

What type of sentence can RJ be included in?
· As a Specified Activity Requirement within a Community Order – Section 201 CJA 2003.
· As a Specified Activity Requirement within a Suspended Sentence Order – Section 189 CJA 2003
· As a requirement whilst under a period of deferment of sentence within the Powers of Criminal Courts (Sentencing) Act 2000 as amended by Section 278 and Schedule 23 of CJA 2003.
The RJ Scheme will consent to making arrangements for the RJ intervention, following referral from the PSR author, so as to comply with the requirement in the Act to have the consent of persons whose co-operation is required to implement the requirement.

Adjournment statements
Where an adjournment statement is available, cases will be suitable where the level of seriousness indicated is medium or high. Cases where reparation is identified as a purpose of sentencing in an adjournment statement should always be considered for RJ, if the appropriate level of seriousness is reached.

Who will deliver the RJ requirement?
The offender will be required to present him/herself to an RJ facilitator, usually at a probation office, for the delivery of the RJ intervention. The facilitator will work closely with the Offender Manager to ensure a successful completion of the requirement.

In all cases where RJ is being proposed, it is expected that a Supervision Requirement of at least 3 months will also be proposed. This is because of the level of seriousness of cases to be targeted, to ensure that there is an Offender Manager who can take forward any motivation or action derived from the restorative intervention, and deal with any non- compliance.

TARGET GROUP
· Offenders on the ‘cusp’ of custody. Other offenders in the appropriate tier/level of seriousness will also be considered.
· Primarily Tier 3 and 4 cases, although Tier 2 cases can also be considered if appropriate.
Offence categories
Violent offences and domestic burglary, except those of domestic violence and child abuse. Sex offences should only be undertaken in exceptional circumstances and by an experienced and skilled facilitator.

An offence is not excluded where the victim is under the age of 18, but such offences must be discussed with RJ Scheme staff before the requirement is proposed. The offence must have an identifiable personal victim.

Suitability
The suitability of the offender for RJ should be assessed using the Suitability Checklist, available on pg 21.
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What does RJ involve?
The RJ specified activity requirement involves 4 sessions for the offender, which may include meeting with the victim. The four sessions are:

1. An assessment session in which the facilitator meets the offender and decides what form of intervention may be possible, given the harm caused and the offender’s attitude to it.
2. A preparation session which takes place after the facilitator has met the victim and established what may be possible.
3. An intervention session where the facilitator facilitates a process whereby the offender makes amends, possibly through a face-to-face meeting with the victim in the form of a Restorative Justice conference. The Offender Manager will be invited to this event.
4. A review session when the offender meets with the facilitator and the Offender Manager to review the outcome of any agreement made at the intervention meeting.
How to make an RJ proposal in a Pre-sentence report
>
If a Pre-Sentence Report is being prepared on an eligible case, RJ should be considered in the PSR preparation process.
>         Offender is interviewed and assessed for suitability.
>
The PSR author will include a proposal for RJ in the PSR together with a Supervision Requirement of at least 3 months, using the standard template in PSR Autotext (see below).
>
If the requirement is made, the RJ Unit/Scheme must be informed within two working days. The PSR author should then send a copy of the CPS papers to the RJ Admin.
PSR Proposal – standard wording
The text below can be used as a standard wording for a proposal for a Specified Activity Requirement as part of a Community Order or Suspended Sentence Order. The eligibility (offence type and seriousness) and suitability (acceptance of responsibility for harm, attitude to the victim and suitability for the process in accordance with local guidance) must have been described in the preceding paragraphs of the report in order to provide a justification for making the RJ SAR proposal.

SPECIFIED ACTIVITY REQUIREMENT 

Restorative Justice
The defendant would undertake the Restorative Justice Specified Activity for up to 4 days. This would be commensurate with the seriousness and purpose of sentencing. I can confirm that             ’s case has been assessed as suitable for such an intervention. The programme would involve the offender in preparing for, and potentially meeting the victim, in a face- to-face Restorative Justice Conference, followed by a review meeting. This is subject to the victim being willing to do so. If the victim does not wish to meet, then an alternative programme of activity would take place. Such a programme would involve the preparation of a written apology, or some other form of reparation guided by the harm caused and the identified needs of this particular case.

Face-to-face RJ has been shown to reduce re-offending and victims report high levels of satisfaction with the process (Shapland, 2011). Offenders are confronted directly with the harm they have caused and the meeting builds a plan to prevent further offending. The victim work undertaken as an alternative to face-to-face meetings has been shown to reduce victim empathy distortion.

I therefore propose that the Court deals with the defendant by imposing a Restorative Justice Requirement as part of a Community Order with a Supervision Requirement of not less than 3 months, which is necessary to make the RJ requirement effective. Should the Court not be prepared to make a Supervision Requirement then the RJ requirement is not proposed. The defendant has indicated that s/he is willing to comply with the Specified Activity Requirement. I confirm that this is compatible with other Requirements proposed.
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APPENDIX 3E:

EXAMPLE OF RJ FACILITATOR JOB DESCRIPTION FOR USE IN PROBATION SETTINGS
                       PROBATION / HMP                        
JOB DESCRIPTION
Job Title:
Restorative Justice Facilitator Job Number:

Postholder reports to:
Restorative Justice Manager/Senior Probation Officer

Staff Reporting to this post:
The postholder may provide supervision and support for up

to two volunteer RJ Facilitators

Grade:
Band              
Role Purpose: 
To undertake the preparation for and facilitation of Restorative Justice Conferences between offenders, victims, their families, friends and supporters. Preparation requires the engagement and continuous assessment of offenders and victims so as to ensure a safe and beneficial process for all parties.

MAIN DUTIES AND RESPONSIBILITIES
1. Delivery of services & standards
To work as a member of the Restorative Justice Team and to provide appropriate RJ interventions to a small caseload of serious and complex (tiers 3 and 4) cases in both prison and probation settings in accordance with local standards and service expectations.

To plan the Restorative Justice intervention from the point of sentence to completion, so as to maximise the number of face-to-face meetings between victim and offender. These meetings are proven to reduce the rate of reoffending and increase victim satisfaction levels.

To ensure that offenders and victims are continuously assessed for risk and need, both in terms of anti-social behaviour and vulnerability, so that an appropriate and safe intervention is undertaken and that parties are not engaged in face-to-face meetings where there is a risk of harm that cannot be managed safely.

To ensure the safety of participants at face-to-face meetings, by putting in place strategies to reduce risk where necessary, e.g. by ensuring the attendance of the Police Officer in the case.

To work with offender managers to engage the offender in an RJ process; maintain motivation to take part; and to maximise the benefit from the process through an outcome agreement (in conference cases), which can inform the supervision plan.

To liaise with other professionals and organisations, including the Police, to gather information from which to assess safety and inform the process, including inviting those affected to attend and take part in the process.

To ensure the effective and timely enforcement of community orders and of post-release custody cases by making enforceable appointments with offenders and reporting clearly to Offender Managers as to compliance.
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To monitor the completion of outcome agreements and to co-ordinate this activity where necessary.

To actively demonstrate and promote an awareness of diversity issues and ensure that service policies and practice guidelines are followed.

To actively engage in team meetings and supervision sessions with the line manager and contribute to the organisation’s business plan.

To engage in activities to promote awareness and development of RJ within Probation, in the wider Criminal Justice System and to the public.

To work towards the attainment of the Level 4 Award in Restorative Practice.

To act as a Practice Assessor for those working to achieve the Level 4 Award in Restorative Practice (for those who have achieved the Level 4 Award).

2. Management of Physical and Financial resources
Physical Resources
To monitor and, where necessary, co-ordinate activity associated with the completion of outcome agreements.

Financial Resources
Arrangement of payment of expenses to conference attendees and for conference refreshments.

3. Management of systems and information
To maintain records on each case in line with service standards and make them available for inspection and/or monitoring as required.

4. People Management
To provide supervision and support for up to two volunteer RJ Facilitators.

5. General
Implementation of Service Policy relevant to the role. Develop self.

To undertake other commensurate duties at the request of the Restorative Justice Team Manager.

You are required to comply with policies and expectations to safeguard and promote the welfare of children and to protect vulnerable adults at risk of abuse.
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APPENDIX 4A:
EXAMPLE OF REQUEST FOR VICTIM INFORMATION
NOTE: This information is confidential and provided only for the processing of RJ cases by authorised personnel
	To:
	                         Police
	From:
	RJ Administrator


	Fax:
	
	Tel:
	
	Date of request:
	


INFORMATION WE HAVE ABOUT THE CASE:
	Offender name:
	
	DoB and Age:
	
	

	Offence:
	
	Date of offence:
	

	Location of offence:
	

	Sentencing Court
	
	Date of sentence:
	

	Investigating Police officer:
	
	Police station:
	

	URN:
	
	
	

	Victim 1 name:
	
	DoB:
	
	M/F

	Victim 2 name:
	
	DoB:
	
	M/F


INFORMATION WE NEED ABOUT THE VICTIM:
	Victim 1 name + DoB:
	
	Victim 2 name + DoB:
	

	Address:
	
	Address:
	

	Phone no.:
	
	Phone no.:
	

	Victim 3 name + DoB:
	
	Victim 4 name + DoB:
	

	Address:
	
	Address:
	

	Phone no.:
	
	Phone no.:
	

	Any other useful information:
	


APPENDIX 5B:
RISK ASSESSMENT CHECKLIST
	Issue
	Risk? Y/N
	How to be managed

	Offence
	
	

	Is there evidence of targeting, harassment or ongoing tension between the offender and the victim?
	
	

	Is there significant disparity between the offender’s and the victim’s accounts of the offence?
	
	

	Are there any difficulties that may arise from ongoing contact between the offender and the victim?
	
	

	Are there any co-defendants who will not be present? If so, will their absence impact adversely on the RJ conference?
	
	

	Offender
	
	

	Are there any factors which make it difficult for the offender to take part in an RJ conference (e.g. mental health, language, disability etc.)?
	
	

	Does the offender accept responsibility for causing at least some of the harm?
	
	

	Are there any reasons why the offender could pose a risk to the victim?
	
	

	Is the offender likely to conduct him/herself in a way which could be detrimental to the RJ process?
	
	

	Is the offender likely to conduct him/herself in a way which could be detrimental to any of the participants?
	
	

	Will the offender be supported during the RJ conference?
	
	

	Victim
	
	

	Are there any factors which make it difficult for the victim to take part in an conference (e.g. mental health, language, disability etc.)?
	
	

	Are there any reasons why the victim could pose a risk to the offender?
	
	

	Is the victim likely to conduct him/herself in a way which could be detrimental to the RJ process?
	
	

	Is the victim likely to conduct him/herself in a way which could be detrimental to any other participant?
	
	

	Will the victim be supported during the RJ conference?
	
	

	Are the victim’s expectations of the RJ conference reasonable?
	
	

	Has the victim willingly given their informed consent to take part?
	
	

	Supporters
	
	

	Are there any factors which make it difficult for a supporter to take part in an conference (e.g. mental health, language, disability etc.)?
	
	

	Are any supporters likely to conduct themselves in a way which could be detrimental to the RJ process?
	
	

	Are any supporters likely to conduct themselves in a way which could be detrimental to any other participant?
	
	

	Venue
	
	

	Has the venue been visited?
	
	

	Does the venue meet requirements for disability access, if necessary?
	
	

	Are the facilities adequate to hold the conference (e.g. break-out room, sufficient space for parties to wait separately)?
	
	

	Are there any safety issues arising from the location of the venue?
	
	


APPENDIX 5C:          CONFERENCE RISK ASSESSMENT SUMMARY
Probation trust/HM Prison                       
Insert Full contact details
Name of offender:………………………………..……..…….    Venue:………………………….………..…………… Name of victim:………………………………………………….……………………………………..…………………… Date and time of conference:…………………………………….…………………………………………………………… Do any safety issues arise from the conference venue?                   YES / NO

If yes, please describe issues and how they will be mitigated:………..……………………………..……………………

…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
Persons attending conference
	Name
	Role
	Database check Y/N
	Risk identified Y/N
	Comments re: any risk identified
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APPENDIX 5D:
RISK ASSESSMENT CHECKLIST
General assessment of risk regarding those attending conference:

………………………….………..……………………………………………………….……………………………………......

………………………….………..……………………………………………………….……………………………………......

………………………….………..……………………………………………………….……………………………………......

Note: If a child is attending a conference a note should be made of any specific risks relating to their attendance and how they are to be addressed. No child should attend without the permission of their parent/guardian.

Incident to be conferenced
Describe briefly any risk implications which may arise from the incident to be conferenced:. ………………………………

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………

Overall assessment of risk
My overall assessment of risk of violence to staff or others at the conference is:

LOW / MEDIUM /HIGH
Please give reasons for you assessment:

1.        ……………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………......

2.        …………………………………………………………………………………………………………………………......

…………………………………………………………………………………………………………………………......

3.        …………………………………………………………………………………………………………………………......

…………………………………………………………………………………………………………………………......

In all cases where the assessment of risk is medium or high, the conference arrangements must be discussed with the RJ Project Manager. In prison cases, the conference arrangements must also be discussed with the Security Manager at the prison.
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APPENDIX 7B:
EXAMPLE OF CONTACT LOG
RJ VICTIM AND OFFENDER CONTACT LOG
· To be submitted to RJ Admin within 24 hours of contact.
· Victim and offender visits/contacts/personal information must be logged and kept separately to ensure that the parties cannot have access to each other’s personal information.
	Case number & initials:
	

	Contact date:
	

	Contact type:
	

	Action:
	

	Appoint Kept code:
	

	Time spent:
	

	Extended notes:
	

	Next Appointment:
	

	Date and time:
	

	Person with:
	

	Location:
	

	Contact type:
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APPENDIX 7C:
PRISON/COMMUNITY CONFERENCE
WRITE-UP RECORD
	RESTORATIVE JUSTICE Scheme                       
*PRISON/COMMUNITY CONFERENCE WRITE-UP RECORD
*Delete as applicable

	Case no.:
	
	Conference date:
	

	Location:
	
	Start time:
End time:
	

	Offender name:
	
	Victim name:
	

	RJ Facilitator
& Agency:
	
	2nd or back-up Facilitator
& Agency:
	

	Researchers present:
	
	Other observers –
	

	Offender supporters

	Name
	Relationship to victim

	
	

	
	

	
	

	
	

	Victim supporters

	Name
	Relationship to victim

	
	

	
	

	
	

	
	

	Other participants

	Name
	Relationship to victim
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	Brief background of incident:

	

	Brief description of the dynamics of conference, especially key turning points:

	

	Key lessons learnt:

	

	If video conferencing was used, was it effective for the:

	(a) Victim? Yes n     No n              (b) Offender? Yes n     No n           
How do you know?   

	Signed:
Date:
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APPENDIX 7D:
POST-CONFERENCE FOLLOW-UP
	Participant:
	
	From:
	

	Tel no:
	
	Facilitator:
	
	Case no:


	Date:
	Results/phone back when?

	
	

	
	

	
	

	Follow-up completed:
	
	


1. Hello ........, I am ringing to see how you thought the conference went?
n  Well/very well
n  Badly/very badly
n  Able to say what I wanted to
n  Not able to say what I wanted to
n Pleased with what offender said
n  Disappointed
n  Pleased with outcome
n Disappointed with outcome
2. Was there anything which particularly pleased you about the conference?
n  Yes
n No
3. Was there anything which particularly disappointed you?
n  Yes
n No
4. How did you feel immediately after the conference?
	 
	n Really pleased
	n  Excited
	n  Relieved
n  Buzzing, on a high

	 
	n  Depressed
	n  Worried
	n Angry


5. And now?
n  Pleased
n Reassured
n Depressed
n Worried
n Angry
6. Do you have any worries now stemming from the conference, or the restorative Justice process?
n  Yes
n No
n Offender/victim has threatened me
n Worried offender/victim may find/contact me
n Worried offender/victim/supporters know where I live
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7. What do you think has been the impact of the conference on you overall? (Tick relevant box and write comments in the space below)
 
n  Positive
n  Negative
n  No impact
n Don’t know
8. (If not handed out at conference) Have you received the conference agreement?
n Yes
n No
What do you think about the conference agreement now? How do you think it will go?
9. To help future conferences for other people, is there anything which would have been more helpful if it had been done differently? Were you adequately prepared for the conference process?
10. Did you feel sufficiently supported through the conference process? And did we take into account any special needs you may have had in taking part in RJ?
11. Would you recommend anyone else to take part?
12. Is there anything else you’d like to know?
13. If you have had previous contact with the Criminal Justice and Court system how did this experience of using RJ compare with your previous experience?
14. This programme is being evaluated by independent researchers. May we pass on your contact details to the research team so that they can ask you about your experience?
15. Finally, would you be happy to speak to future conference participants who are unsure about doing RJ, to tell them of your experience? Would you also be happy to speak to the media?
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APPENDIX 7E:
EXAMPLE OF CONFERENCE AGREEMENT
FOLLOW-UP PROCESS
Restorative Justice Project – Probation Trust/HM Prison?
CONFERENCE AGREEMENT FOLLOW-UP
Offender/Victim: …………………………………………………………. Date of conference: ………………………………………………………
	Agreements
	Actioned
	Signed off

	Agreement elements requiring action
	By whom
	Target Date
	Yes/No
	Date done
	Comments
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Statements
	Comments
	Date

	
	
	

	
	
	

	
	
	


See notes for completion and use overleaf

APPENDIX 7F:
EXAMPLE OF RJ CONFERENCE AGREEMENT
RESTORATIVE JUSTICE CONFERENCE AGREEMENT
	Case no
	

	Action or statement
	Person responsible
	Dates

	
	
	

	Signed by:


APPENDIX 7G:
RJ 2003 CJ ACT –
CASE REFERRAL & MONITORING WORKSHEET
RJ 2003 CJ Act – CASE REFERRAL & MONITORING WORKSHEET
	Post-Sentence community offender details

	Name
	
	Case no
	

	Address
	
	UCRN
	

	
	
	PPO/IOM (Y/N)
	

	
	
	Tier 1/2/3/4
	

	
	
	Tel no.
	

	DoB/age
	
	Ethnic Background
	
	Sex M/F
	

	Full list of offence(s)
	

	Location of offence
	
	Date
	

	*Brief details of offence(s)
*(Include any information about use of weapon or violence and any encounter between the victim and offender at the time of the offence)
	

	Sentence
	
	Length of supervision
	

	Sentenced on
	
	Sentencing Court
	

	RJ notified on
	
	Purpose of sentence
(If stated by court)
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APPENDIX 7G:
RJ 2003 CJ ACT –
CASE REFERRAL & MONITORING WORKSHEET
RJ 2003 CJ Act – CASE REFERRAL & MONITORING WORKSHEET (CONT)
	PS Author
	
	Req 1
	

	Offender Manager
	
	Req 2
	

	Office
	
	Req 3
	

	Office Co-defendants
	

	Any other information, including Compensation details:

	PSR:
Attached / not available
CPS :
requested   ..../…./….   / Attached
Victim info:
requested   …./…./….  / sent separately

	RJ Facilitator
	
	Date of Allocation
	

	Case progress log

	Event
	Date
	Off. Att. Y/N
	OM Att. Y/N
	Within NS* Y/N
	Reason if not within national standards
	Log complete

	Date of planned
first contact
*Within 15 working
days of  sentence
	
	
	
	*
	*
	

	First contact (actual)
	
	
	
	NA
	NA
	

	Victim contact
	
	NA
	NA
	NA
	NA
	

	Second contact
	
	
	
	NA
	NA
	

	Third contact
	
	
	
	NA
	NA
	

	Fourth contact
	
	
	
	NA
	NA
	

	Fifth Contact**
	
	
	
	NA
	NA
	

	Final/review meeting
	
	
	
	NA
	NA
	


* Probation National Standard for 1st contact is within 15 days of sentence

** In cases which require more than 4 contacts the total duration of the requirement must not be more than 4 days

APPENDIX 8A:
‘RJ IN A NUTSHELL’ – STAFF BRIEFING FOR
                   PROBATION TRUST/HMP                    
This briefing note can be used in a range of ways, including being issued as a notice to staff, circulated as a leaflet, or placed on an intranet. It can also be prepared as a PowerPoint Presentation.

Please note it requires adaptation to suit local circumstances (see below).
Restorative Justice (RJ) is:
· A powerful and effective approach which focuses on how to repair the harm done by crime.
· It works best in face-to-face meetings.
· When we bring together the offender, their family, friends and supporters; the victim, their family, friends and supporters, and anyone else affected by the crime.
· To talk about what happened, who was affected and how and what can be done to make things better (an outcome agreement is agreed by all those present).
How will RJ be used in                          Probation trust/HMP                  ?
•
In                    Probation Trust/HMP                  , we will use RJ …………………....................................................
Who is eligible and suitable for RJ?
· Those who have pleaded guilty to offences of violence, domestic burglary and other offences of personally directed harm, who are at risk of custody. Cases of domestic violence are not usually eligible. Sexual offences can only be undertaken in exceptional circumstances by an experienced facilitator.
· Eligible cases will be assessed by the RJ Team as to their suitability to take part in RJ. Suitability will depend on the attitude of the offender towards their victim and their capacity to take responsibility for causing harm.
Does RJ work?
· Yes, RJ has been shown to reduce the rate of re-offending when delivered in both community and prison settings.
· Victims were very satisfied with the process and more than three quarters of the victims who took part would recommend it to others.
· It increases confidence in the Criminal Justice system and has the capacity to reduce the costs of the CJ system by reducing re-offending.
How does RJ work for victims?
· RJ gives victims a unique chance to ask questions of the offender, express their anger and explain how they have been affected by the crime.
· RJ addresses the emotional impact of crime, which can be ignored by Court processes.
· RJ can enable victims to gain a sense of closure, put the offence behind them and move forward.
· RJ has been shown to reduce Post-Traumatic Stress Disorder symptoms in the most serious cases.
How does RJ work for offenders?
· RJ is a uniquely powerful way of enabling offenders to understand the harm caused by their actions.
· This powerful experience motivates offenders to change.
· The motivation is assisted by the outcome agreement which is prepared during the third phase of the conference, when the participants look at how to make things better.
NOMS RJ Capacity Building Programme
Wait ‘til Eight Guide
· Offenders use the outcome agreement (which becomes part of their supervision plan) to develop a more pro- social pattern of behaviour.
· Researchers (Shapland) believe that this process fits with desistance theory, whereby offenders begin to tell different stories about themselves and stop offending.
Who are the RJ unit?
The RJ Unit are a group of newly trained RJ Facilitators managed by ………………….........................................

They can be contacted on …………...............................……… at …………………........................................

How do I propose someone for RJ?
Describe your referral process here.

What happens after a referral has been made?
Describe how the case process works from the point of referral, through offender contact, offender assessment, victim contact, risk assessment, conference preparation, conference, outcome agreement action, and closure.

What do I need to do as an offender Manager/offender supervisor?
· Refer eligible offenders
· Motivate offenders to take part (once selected) and work closely with the RJ Facilitator
· Attend the RJ conference
· Support the implementation of the outcome agreement
Our RJ Facilitator will work with you to maintain the offender’s motivation and keep you informed of progress.

Who do I go to if I have got any questions?
Describe arrangements for liaison with the RJ Unit. This may be direct or through a team/office/wing/unit-based RJ Champion.
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APPENDIX 8B:
RESTORATIVE JUSTICE CHAMPIONS IN
                  PROBATION/HMP                       
Getting the Message Across
Why do we need RJ Champions?
We know that RJ can be an effective intervention to reduce re-offending, improve victim satisfaction and improve confidence in the Justice system. All staff in our Trust/Establishment need to be aware of the power of RJ to help victims and contribute to the reduction of re-offending so that we can make best use of this powerful tool. Some staff need to have a broad general awareness of what RJ is about and how it works, whilst other staff need to know enough details to enable them to make appropriate referrals and to support and motivate offenders who will be taking part.

RJ Champions within our Trust/Establishment will play a key role in:

· Disseminating information about RJ to teams and units
· Informing staff about the development and progress of the programme/project/scheme
· Supporting referral processes and ensuring that eligible cases are referred
· Identifying blocks to effective operation of the programme/project scheme and reporting them to the manager
· Raising the profile of RJ within relevant teams and units through team meetings and other opportunities RJ is most effectively delivered when the Offender Manager works closely with the RJ Facilitator to:
· Motivate offenders to take part in RJ after sentence
· Attend the conference to support/challenge the offender and provide information as to the work being undertaken by the offender during the order
· Support the offender to carry out the agreement reached at the conference
What will they do?
RJ Champions can address all these issues at a local level by:

· Keeping RJ on their team’s agenda
· Making sure that RJ is proposed in every eligible and suitable case
· Supporting PSR authors by advising in relation to potentially suitable cases
· Making sure that RJ is regularly discussed in meetings with their local Benches
· Gathering ‘good news stories’ in relation to cases where RJ makes a positive difference to an offender’s progress
How will they do it?
· Ensuring there is a regular team meeting discussion of RJ at least once a quarter
· Working with the RJ Manager to undertake a regular audit of proposals/lack of proposals in eligible cases and feeding back to the team (sample of one month’s proposals undertaken annually)
· Reporting the findings of RJ audits to the team on an annual basis
· Contribute to the design of team-based training to address the training needs of PSR authors and case managers, to be delivered by RJ staff
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NOMS RJ Capacity Building Programme
Wait ‘til Eight Guide
· Giving advice to colleagues as necessary and referring to the RJ Manager in complex cases
· Ensuring RJ is on the agenda with local Benches at least once a year
· Drawing the attention of the RJ Manager and the Communications Manager to successful cases “good news stories”, so that they can be written up and used as case studies
How will we know if RJ Champions make a difference?
· Increase in number of RJ referrals
· Increase in proportion of eligible PSRs in which RJ is proposed
· Increase in proportion of PSRs where RJ is proposed that result in RJ Specified Activity Requirements
· More even spread of RJ proposals across the teams/units within the area/Establishment
· Increased number of cases where we can demonstrate that outcome agreements have been completed by offenders
· Bank of RJ success stories which can be used to promote RJ more widely
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IMPLEMENTING RESTORATIVE JUSTICE IN NOMS SETTING MODEL DELIVERY PLAN
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