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ARROWSMITH COMMUNITY JUSTICE SOCIETY

Mission, Vision & Core Values
Adopted:

14 Oct 2014

MISSION:
Arrowsmith Community Justice provides restorative justice and
dispute resolution processes to the community which brings all
parties of a conflict or crime together to facilitate a timely and
mutually agreeable resolution.

VISION:
Our vision is a community in harmony.

CORE VALUES:
We are guided by:

Accountability
Respect
Reconciliation
Truth
Connection
Consensus
Forgiveness
Compassion

DEFINITIONS:
Accountability requires that one explain his/her actions and take responsibility for them. This draws upon one’s
integrity, commitment, and resolve. Accountability means to be committed to; to be incumbent upon; ethical;
conscientious; and responsible. It means we are acutely aware of what is going on; our effect on others; and accept
our part in it.
Respect is treating everyone equitably, regardless of age, gender, sexuality, race, nationality, or economic situation.
It is having courteous regard for and appreciation or worth; honour and esteem; value and consideration. It is to
honour myself and others; and to believe that all human beings have equal worth.
Truth is an accurate and complete recounting of our thoughts, feelings, and experiences. It is uncompromising
honesty, sincerity and frankness. When we are going genuinely truthful, intentional description or dishonesty is not
an option.
Consensus is a process of group reflection and decision making whereby an entire group of people can come to an
agreement. The input and ideas of all participants are gathered and synthesized to arrive at a final decision
acceptable to all. Through consensus, we not only work to achieve better solutions, but also promote the growth of
community and trust. It is referred to as finding an equal footing between participants.
Compassion occurs when we feel the suffering or trouble of others. To be compassionate we must open our hearts,
care about what has happened or will happen to them, and attempt to understand their feelings and emotions.
Deep concern for others accompanied by a strong urge to help. Compassion is a feeling of deep empathy for another,
giving freely with no hidden motive; or respecting the inner wisdom of the other.
Reconcilitation is the balance between disruption and harmony for the parties involved. The re-establishment of
cordial relations, the restoration of harmony, and the renewal of friendship. When the lives of those involved in an
incident are disrupted, they are out of balance. The RJ process brings their life back to a balanced state and
ultimately acceptance will happen.
Forgiveness is the act of excusing a mistake or offense. Forgiveness is also mercy; giving pardon to; compassion.
Compassionate feelings support a willingness to forgive.

CORE VALUES – DISCUSSION PAPER
Accountability “Knowing that we are response-able is fundamental to effectiveness” (Source: Stephen Covey). Some
other words submitted, considered and discussed in this definition were responsibility, dependable, answerable,
liable, obligation, take responsibility for, ownership, and admit wrong. Accountability can also be defined as “obliged
to account for one’s acts; responsible; capable for being accountable for; explainable.” (Source: Webster’s Dictionary)
The second component of accountability is one of answerability – the obligation to provide information to others in
our communities of interest with respect to our decisions, actions, and results in light of clear, previously agreed
upon understandings and expectations. For example, we inform our communities about our actions, but we must
render account of our actions to our direct supervisors. “In this organization authorities can be delegated,
accountability cannot.” (Source: RCMP)
Respect

We must accept that other beliefs exist but do not necessarily have to agree with them.

Basic courtesy recognizes the dignity and diversity of all persons. Tolerance, sensitivity and objectivity are also
important facets of respect. By competent and ethical behaviour, we can treat people fairly and without bias.
Respect comes down to treating others the way you would like to be treated – without prejudice and bias.

Respect must apply to all stakeholders – community members, conference participants and co-workers alike. The
rights of everyone, no matter what they have done, must be respected even if we don’t agree with their actions.
Respect involves open mindedness, trust, and a commitment to values, including mutual problem solving, while
recognizing differences and accepting uniqueness. Respect also includes the objective consideration we display
towards the rights, values, beliefs and property of people. The dictionary describes respect as “considerate, treat
with regard; a feeling of high regard; honour; and esteem.: (Source: Webster’s)
Truth “My relationships depend on being honest with other people. My life depends on being honest with myself.”
(Source: unknown) The Webster’s definition of truth includes such words and ideas as sincerity; genuineness;
conformity with fact; reality; accuracy; present the facts; and honesty. Other words that were included during the
discussions of this value were honesty; factual; get at the truth; tell everything; genuine; unvarnished; tangible;
validity; exact; accurate; frankness; and trustworthy.
Within restorative justice truth exposes the broader issues leading up to the offence, the details of the offence and
the thoughts or feelings following after the offence. Culpability is admitted. Two people may have two different
truths.
Connection is a product or an outcome of a “Community in Harmony” not a value. It is the act of joining or being
joined; it is the act of experiencing the associations and relationships that exist among us.
In restorative justice terms it is the process that helps bring the potential for inclusion, balance and “healing the
harm”. We recognize the connecting power of this work on three levels: strengthening the individual with “self”;,
building the individual’s capacity to be with “others”, and opening the individual to the larger purposes of “life” or
spirit. In facilitating connection, we are aware and comfortable with tensions and conflicts that are often the
precursors for connecting.
Other words or thoughts included – bring together; share; bond between mentors and offenders; and relate to.
Connection can also be described as “joining or being joined; a relationship; association; the relationship between
things that come together; a group of people associated together in a common business or group; similar beliefs”.
(Source: Webster’s)
Compassion To quote the Dali Lama “If you want others to be happy, practice compassion. If you want to be happy,
practice compassion.” We demonstrate our compassion when we give our time and or our finances to assist in the
alleviation of that suffering or trouble. i.e. we show generosity. When we are compassionate we show empathy,
consideration and sincerity in our dealings with others. We are willing to listen carefully, to validate feelings, to be
patient with ourselves and others, and to assist others in reducing their suffering or troubles. “Being compassionate
is demonstrating your sincere empathy for other people.” (source: RCMP)
Some other words submitted and included under this definition were understanding; sensitivity; sympathy for; and
fair conclusion for. In the definition of their values, the RCMP define compassion as “demonstrating care and
sensitivity to work and action.” The dictionary describes it as “sympathy; to feel pity for; sorrow for the sufferings or
trouble of another accompanied by the urge t help; and deep sympathy.” (Source: Webster’s)
Consensus The fundamental right of consensus is for all people to be able to express themselves in their own words
and of their own will. The fundamental responsibility of consensus is to assure others of their right to speak and to
be heard. Coercion and trade-offs are replaced with creative alternatives and compromise with synthesis. Some
other words used in this discussion were agreement, unanimous understanding of and common belief of.
Consensus was a founding principle of the Arrowsmith Community Justice Society program from the point when the
community at large was consulted for input into its design, to the work that followed by the steering committee to
develop the program they desired. If a decision wasn’t reached by consensus, it went back for further discussion
and revision until consensus was reached. It continues to be an important value to the board.
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ARROWSMITH COMMUNITY JUSTICE SOCIETY

Constitution and Bylaws
Revised:

28 Nov 2016

CONSTITUTION of
ARROWSMITH COMMUNITY JUSTICE SOCIETY
1.

The name of society is

ARROWSMITH COMMUNITY JUSTICE SOCIETY
2.

The purposes of the society are:
(a)

To facilitate the development and initiation of community-based justice program(s)
and services;

(b)

To further the development and application of conferencing as a resolution and
peacemaking mechanism for conflict in the community;

(c)

To partner with interested community citizens and resources for the
accomplishment of the above purposes.

BYLAWS
Section “B” Society Act
Part 1 – Interpretation
1.

(1)

(2)

In these bylaws, unless the content otherwise requires,
(a) “directors” means the directors of the society;
(b) “Society Act” means the Society Act of the Province of British Columbia and all
amendment to it
(c)
“registered address” of a member means the address as recorded in the register of
members
The definitions in the Society Act on the date these bylaws become effective apply to these
bylaws.

Part 2 – Membership
2.

3.

4.
5.

6.

7.

8.

The members of the society are the applicants for incorporation of the society, and those persons
who subsequently have become members, in accordance with these bylaws and, in either case,
have not ceased to be members.
A person may apply to the directors for membership in the society and on acceptance by the
directors shall be a member, except that voting privileges of new members shall not be in effect for
sixty (60) days from date of membership.
Every member shall uphold the constitution and comply with these bylaws.
The amount of the first annual membership dues (if any) shall be determined by the directors and
after that any changes to membership dues shall be determined at the annual general meeting of
the society.
A person shall cease to be a member of the society
(a) by delivering their resignation in writing to the society by mailing, emailing or delivering
it to the address of the society;
(b) on death or in the case of a corporation upon dissolution;
(c)
on being expelled; or
(d) on not being a member in good standing for 12 consecutive months..
(1) A member may be expelled by a special resolution of the members passed at a general
meeting.
(2) The notice of special resolution for expulsion shall be accompanied by a brief statement of
the reason or reasons for the proposed expulsion.
(3) The person who is the subject of the proposed resolution for expulsion shall be given an
opportunity to be heard at the general meeting before the special resolution is put to a vote.
All members are in good standing except a member whose membership has become inactive.
Inactive member is defined as a person who has not taken a case, attended a meeting or training
session for a period of two years.

Part 3- Meetings of Members
9.
10..
11.
12.

13.

General meetings of the society shall be held at the time and place, in accordance with the Society
Act, that the directors decide.
Every general meeting, other than an annual general meeting, is an extraordinary general meeting.
The directors may convene an extraordinary general meeting.
(1) Notice of a general meeting shall specify the place, day and hour of meeting, and, in case of
special business, the general nature of that business.
(2) The accidental omission to give notice of a meeting to, or the non-receipt of a notice by, any
of the members entitled to receive notice does not invalidate proceedings at that meeting.
The first annual general meeting of the society shall be held not more than 15 months after the date
of incorporation and after that an annual general meeting shall be held at least once in every
calendar year and not more than 15 months after the holding of the last preceding annual general
meeting.

Part 4 - Proceeding at General Meetings
14.

15.

16.

17.
18.

19.

20.
21.

22.

Special business is
(a) all business at an extraordinary general meeting except the adoption of rules of order;
and
(b) all business transacted at an annual general meeting, except,
(i)
the adoption of rules of order;
(ii)
the consideration of the financial statements;
(iii) the report of the directors;
(iv) the report of the audit/financial reviewer, if any;
(v)
the election of directors;
(vi) the appointment of the accountant, if required; and
(vii) the other business that, under these bylaws, ought to be transacted at an annual
general meeting, or business which is brought under consideration by the report
of the directors issued with the notice convening the meeting.
(1) No business, other than the election of a chairperson and the adjournment or termination of
the meeting, shall be conducted at a general meeting at a time when a quorum is not
present.
(2) If at any time during a general meeting there ceases to be a quorum present, business then
in progress shall be suspended until there is a quorum present or until the meeting is
adjourned or terminated.
(3) A quorum is 3 members present or a greater number that the members may determine at a
general meeting.
If within 30 minutes from the time appointed for a general meeting a quorum is not present, the
meeting, if convened on the requisition of members, shall be terminated; but in any other case, it
shall stand adjourned to the same day in the next week, at the same time and place, and if, at the
adjourned meeting, a quorum is not present within 30 minutes from the time appointed for the
meeting, the members present constitute a quorum.
Subject to bylaw 18, the chairperson of the society, the vice chairperson or in the absence of both,
one of the other directors present, shall preside as chairperson of a general meeting.
If at a general meeting
(a) there is no chairperson, vice-chairperson or other director present within 15 minutes
after the time appointed for, holding the meeting; or
(b) if all the other directors present are unwilling to act as chairperson,
the members present shall choose one of their number to be chairperson.
(1) A general meeting may be adjourned and be held in a different location but no business shall
be transacted at an adjourned meeting other than the business left unfinished at the meeting
from which the adjournment took place.
(2) When a meeting is adjourned for 10 days or more, notice of the adjourned meeting shall be
given as in the case of the original meeting.
(3) Except as provided in this bylaw, it is not necessary to give notice of an adjournment or of the
business to be transacted at an adjourned general meeting.
(1) No resolution proposed at a meeting need be seconded.
(2) In case of an equality of votes the chairperson shall have a casting vote.
(1) A member in good standing present at a meeting of members is entitled to one vote.
(2) Voting is by show of hands.
(3) Voting by proxy is not permitted.
A corporate member may vote by its authorized representative, who is entitled to speak and vote,
and in all other respects exercise the rights of a member. That representative shall be reckoned as
a member for all purposes with respect to a meeting of the society. A corporate member shall have
one vote.

Part 5-Directors and Officers
23.

(1)

The directors may exercise powers and acts given to them by the society in general meeting,
but subject, nevertheless, to
(a) all laws affecting the society;
(b) the bylaws; and
(c)
rules, not being inconsistent with the bylaws, which are made by the society in general
meeting

(2)
24.

25.

26.

27.

28.
29..

No rule, made by the society in general meeting, invalidates a prior act of the directors that
would have been valid if that rule had not been made.
(1) The chairperson and vice chairperson, secretary, treasurer shall be directors of the society
(2) The secretary and treasurer shall be members of the society but not necessarily directors of
the society
(3) The number of directors shall be a minimum of 5 to a maximum of 11 at the determination of
the board of directors.
(1) A director shall:
(a) Be elected for a two year term. Approximately one-half of the Board shall be elected
on alternating years.
(b) Retire from office at each annual general meeting when their successors shall be
elected.
(2) A slate of names for vacant board seats shall be presented for election at the annual general
meeting. Nominations from the floor will be accepted. If the names outnumber the vacant
seats available, an election by ballot will be held.
(3) An election may be by acclamation, otherwise it shall be by ballot.
(1) The directors may at any time appoint to fill a vacancy in the board of directors.
(2) A director so appointed holds office only until the conclusion of the next annual general
meeting of the society, but is eligible for re-election at that meeting.
(1) If a director resigns from office or otherwise ceases to hold office, the remaining directors can
appoint a member to take the place of the former director.
(2) No act or proceeding of the directors is invalid only by reason of there being less than the
prescribed number of directors in office.
The members may by special resolution remove a director before the expiration of their term of
office, and may elect a successor to complete the term of office.
No director shall be remunerated for being or acting as a director but a director shall be reimbursed
for all expenses necessarily and reasonably incurred while engaged in the affairs of the society.

Part 6- Proceedings of Directors
30.

31.

32.

33.
34.

(1)

The directors may meet together, adjourn and otherwise regulate their meetings and
proceedings, as appropriate.
(2) The directors may decide upon the quorum necessary to transact business, and unless so
fixed, the quorum shall be a majority of the directors then in office.
(3) The chairperson shall be chairperson of all meetings of the directors, but if at a meeting the
chairperson is not present within 30 minutes the vice-chairperson shall act as chairperson;
but if neither is present the directors present may choose one of their number to be
chairperson at that meeting.
(4) A director may at any time request a meeting of the directors.
(1) The directors may delegate any, but not all, of their responsibilities to committees consisting
of directors and other members of the society, as appropriate.
(2) A committee so formed shall conform to any restrictions imposed on it by the directors. The
results of the meeting shall be reported at the next Board meeting.
A committee chairperson shall be a director; but if no chairperson is appointed, or if at a meeting
the chairperson is not present within 30 minutes after the time appointed for holding the meeting,
the director present who are members of the committee shall choose one of their number to be
chairperson of the meeting
A director who may be absent temporarily from British Columbia will notify the chairperson.
(1) Issues arising at a meeting of the directors shall be decided upon by consensus of those
directors present.
(2) If consensus cannot be reached, a majority vote will be taken
(3) In case of a tie, the chairperson casts a deciding vote.

Part 7- Duties of Officers
35.

(1)
(2)
(3)

The chairperson shall preside at all meetings of the society and of the directors
The chairperson is the chief executive officer of the society
The chairperson shall
(a) have custody of all records & documents of the society except those required to be
kept by the secretary or the treasurer

36.
37.

38.

39.
40.

(b) issue notices of meetings of the society and directors;
The vice-chairperson shall carry out the duties of the chairperson during the chairperson’s absence
The secretary shall
(a) conduct the correspondence of the society.
(b) keep minutes of all meetings of the society and directors;
(c)
have custody of all minutes and correspondence of the society, and
(d) maintain the register of members.
The treasurer shall
(a) keep the financial records, including books of account, necessary to comply with the
Society Act; and
(b) render financial statements to the directors, members and others when required
The offices of secretary and treasurer may be held by one person who shall be known as the
secretary treasurer.
In the absence of the secretary from a meeting, the directors shall appoint another person to act as
secretary.

Part 8- Borrowing
43.

44.
45.

In order to carry out the purposes of the society the directors may, on behalf of and in the name of
the society, raise or secure the payment or repayment of money in the manner they decide, and, in
particular but without limiting the foregoing, by the issue of debentures.
No debenture shall be issued without the sanction of a special resolution
The members may by special resolution restrict the borrowing powers of the directors, but a
restriction imposed expires at the next annual general meeting.

Part 9- Accountant
46.
47.
48.
49.
50.
51.
52.

This part applies only where the society is required or has resolved to have an accountant.
The first accountant shall be appointed by the directors who shall also fill all vacancies occurring
thereafter.
At each annual general meeting the society shall appoint an accountant.
An accountant may be removed by ordinary resolution.
An accountant shall be promptly informed in writing of appointment or removal
No director and no employee of the society shall be accountant.
The accountant may attend general meetings

Part 10 - Notices to Members
53.
54.
55.

A notice may be given to a member, either personally or by e-mail.
A notice sent by e-mail shall be deemed to have been given on the day sent on proving that notice
was properly addressed and no delivery rejected notice returned to sender.
(1) Notice of a general meeting shall be given to
(a)
every member shown on the register of members on the day notice is given; and
(b)
the accountant, if Part 9 applies
(2) No other person is entitled to receive a notice of general meeting.

Part 11- Bylaws
56.
57.
58.

59.

60.

On being admitted to membership, each member is entitled to a copy of the constitution and bylaws
of the society.
These bylaws shall not be altered or added to except by special resolution.
The purposes of the society shall be carried out without purpose of gain for its members. Any
profits or other accretions to the society shall be used for promoting its purpose. This provision
was previously unalterable.
On winding up and dissolution of the society all assets remaining after all debts have been paid or
provision for payment has been made, will be paid, transferred or delivered to a charitable
organization, charitable corporation, or charitable trust recognized by Revenue Canada as being
qualified as such under the provisions of the AIncome Tax Act of Canada@ from time to time in
effect. This provision was previously unalterable.
In addition to the stipulations in clause #59, the said charitable organization must be based in
British Columbia, Canada. This provision was previously unalterable.
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ARROWSMITH COMMUNITY JUSTICE SOCIETY

Code of Ethics - Administration
Adopted:
Reviewed:

16 Oct 2014
20 Aug 2021

GUIDING PRINCIPLES:
1. Arrowsmith Community Justice Society (ACJS) has a responsibility to ensure that volunteers
achieve and maintain high standards of practice and are accountable for their actions. The
following structure is defined for administering the Code of Ethics. Definitions for the
purpose of this document are:
a) Complainant will be the person(s) making the complaint of a breach to the Code of
Ethics.
b) Defendant will be the person(s) accused of the breach to the Code of Ethics.

OBJECTIVES:
1. This Code of Ethics (Code) will be administered by the Board of Directors. The Board
appointed Standards & Ethics (S&E) Committee shall be a standing committee whose
activities shall be congruent with the values, philosophy, beliefs and practices of ACJS. The
S&E Committee shall:
a) Receive all complaints
b) Follow the process outlined in this document
c) Upon completion shall make recommendation to the ACJS Board to correct the
cause of the complaint
2. The Code provides guidelines for all volunteers to follow. The effectiveness of the Code
rests on the volunteer’s integrity and willingness to be bound by it and to comply with any
action that may be recommended by those upholding it.
3. A positive approach is taken in dealing with possible breaches of the Code. The process is
designed to be fair, giving recourse to those who have legitimate complaints while
protecting the defendant from vexatious and mischievous complaints. Where breaches of
the Code have been determined, measures imposed will be corrective rather than punitive,
designed to improve the volunteer’s performance while fostering a positive attitude toward
the restorative justice process.

PROCEDURES FOR DEALING WITH COMPLAINTS:
1. Step One – Initial Consultation
a) Complaints, both verbal and written1, will be received by the S&E Committee
Chairperson who will:
1

In the event that a complaint arises from an evaluation, the S&E committee will consider the complaint
independent of the complainant, unless the evaluation is signed. In that event a member of the S&E Committee
will contact the complainant to clarify their comments.

i. Contact the complainant to clarify the issue(s)
ii. Review the complaint to determine whether or not the Code has been breached,
and
iii. Notify the defendant that a complaint is pending.
b) The S&E Committee Chairperson will reserve the right not to consider the matter if
circumstances of the complaint do not warrant it. If such a decision is made, a memo to
that effect will be entered in the file, stating the reasons for the decision. A copy of the
memo will be sent to the complainant and the defendant.
c) If a breach is verified, the S&E Chairperson will appoint one or two members to proceed
with the file. Every attempt should be made to resolve the concern informally. This
informal process shall include a facilitated meeting with the parties involved to discuss
the issue(s) and attempt to reach a resolution acceptable to all parties.
d) If a resolution has not been reached through a facilitated meeting, the matter may be:
i. referred to a formal process and the complainant will be asked to submit a written
complaint, if they have not already done so, and the process will move to the next
step, or,
ii. Should either party not be willing to meet, referred back to the S&E Committee to
make a final decision
e) If the complainant does not pursue the complaint but the designated committee
member(s) who worked with the complainant have concerns, they are to document
them and bring the complaint to the S&E Committee for their consideration.
2. Step Two – Filing of Written Complaint
a) Upon receipt of a written complaint, an acknowledging letter will be sent to the
complainant indicating that the matter is being processed. The letter will include a
point by point guide to the process.
b) The S&E Committee reserve the right not to consider the matter if circumstances of the
complaint do not warrant it. If such a decision is made, a memo stating the reasons for
the decision will be entered in the file with a copy of the memo being sent to the
complainant and the defendant.
3. Step Three – After the Complaint is Filed
a) The defendant will be contacted by the committee & subsequently notified in writing of
the complaint within 10 days of the complaint being filed. The written notification will
include a copy of the written complaint and indicate the section of the Code alleged to
have been breached. The defendant will be requested to respond, addressing the
specifics of the complaint, within ten (10) days of receiving the information package
b) The defendant will be notified that a copy of their response will be forwarded to the
complainant
c) If warranted, the formal meeting will be arranged

4. Formal Meeting Procedure
a) The tone of the meeting should be businesslike and respectful. It will follow the steps
taken for the Community Conference process.
5. Action in the Event of a Proven Breach of the Code of Ethics
a) The following procedures may be considered and are recommended should a breach of
the Code be proven. Every attempt should be made to provide a corrective solution to
the complaint in order to help improve the defendant’s performance and/or attitude.
i. A specified course of action for the defendant to pursue to improve practice. This
might include a period of retraining and/or supervised practice
ii. A verbal and/or written apology by the defendant to the complainant, with a copy
of the document to be sent to designated S&E committee member(s). This will
demonstrate the defendant’s understanding of the breach and recognition of the
harm done
iii. Where deemed appropriate, a written reprimand
iv. Permanent suspension of the defendant
b) In all cases of a proven breach the defendant will receive and sign a letter summarizing

the concern and the measures to be taken.
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ARROWSMITH COMMUNITY JUSTICE SOCIETY

Code of Ethics Agreement
Adopted: 14 Oct 2014
Reviewed: 20 Aug 2021

FORWARD:
2. A Code of Ethics to govern volunteers active within Arrowsmith Community Justice Society
(ACJS) providing guidelines for conduct; a tool to assess performance; and a basis for
support and corrective measures.
3. It is hoped that this Code will enable volunteers to be effective and that it will help those
involved in the conference process to have confidence in their work.

APPLICATION AND ENFORCEMENT:
4. This Code applies to a person who has been selected, trained, and approved as a volunteer.
5. Volunteers of ACJS are required to abide by and practise:
i. The Constitution, By-laws, Policy and Procedures of ACJS,
ii. The Code of Ethics,
iii. The training, support and corrective procedures developed and adopted by the
ACJS Board of Directors, and
iv. The work and philosophy of the Arrowsmith Community Justice Society
6. The following rules are intended to govern the volunteer in their relationship with their
client (victim or offender), their client’s supporters and/or family, other agencies involved in
cases, and the ACJS, so that all will benefit from high standards of practice on the part of the
volunteers
7. It is the obligation of the volunteer to report and to encourage their clients to report, in
writing, any real or apparent breaches of this code, forthwith, to the ACJS Coordinator
which could be forwarded to the Standard & Ethics Committee for resolution

GOAL OF THE COMMUNITY CONFERENCE PROCESS:
1. Goal of the community conference:
a) The goal of the community conference process is to ensure that the offence at hand is
addressed by helping both the victim(s) and offender(s) to be heard, and by holding the
offender(s) accountable to the victim(s) by taking responsibility for their actions and
being willing to repair the harm caused to the victim(s) and the community
b) The volunteer must recognize and embrace their role in assisting the ACJS in its
development and application of conferencing as a resolution and peacemaking
mechanism for conflict in the community

ROLE OF THE VOLUNTEER:
1. The role of the volunteer as part of a conference team.
a. The duties of a conference team member are outlined in the ACJS Community
Conference Model
b. Designated team member(s) act as neutral organizer, facilitator & mentor of the
community conference process and provide a one-to-one support that focuses on the
needs of their clients
c. While these designated roles are varied, at no time does this mean a volunteer should
work in isolation. Team members support one another throughout the conference
process until the contract is completed and debriefing held
d. The volunteer shall be dedicated to the principle that the clients have a right to express
their own views, limit the personal information they disclose and determine their own
solution
e. The volunteer help the clients to:
i. Express and analyze problems and issues arising as a result of the offense
ii. Build understanding of the rights and responsibilities of all parties
iii. Consider options to ensure that resolution is feasible and that harm done is
repaired,
iv. Develop an agreement for resolution
f. If, during the community conference process, a need arises for additional information or
other services, the Program Coordinator will assist by identifying community resources
g. A volunteer must be aware that their duties and obligations relate to the victim(s), the
offender(s), to ACJS, and to the restorative justice community conference process
h. The volunteer shall explain the community conference process clearly to the involved
parties. In particular, the volunteer should at the outset:
i. Define restorative justice in terms of a community conference
ii. Explain the roles of facilitator and conference team member
iii. Discuss the appropriateness of using restorative justice in light of the person’s
particular circumstances
iv. Explain the conditions of confidentiality
i.

A volunteer should not enter any restorative justice process which is being handled by
another volunteer without first confirming participation with the Program Coordinator
and the volunteer responsible for the case

j.

In situations where more than one volunteer is participating in a particular case, each
volunteer has the responsibility to keep the other(s) informed of developments
essential to a cooperative effort and should extent every courtesy to co-worker(s).

Should disagreements occur, the matter shall be dealt with in a private meeting.
Unresolved disagreements are to be taken to the Program Coordinator
2. The role of the volunteer pertaining to withdrawal of services
a. The volunteer will be obliged to withdraw their services, after consultation with the
coordinator, if during the process the volunteer becomes aware of any of the following:
i. That the restorative justice process is not working or is inappropriate
ii. That an irreconcilable conflict has arisen between the volunteer and one or more
of the clients
iii. That the personal involvement of the volunteer is not in the best interests of the
parties involved
b. The volunteer shall not withdraw services except for good cause and with the approval
of the Program Coordinator
3. The role of the volunteer pertaining to self-monitoring and self-improvement
a. The volunteer
i. Shall share any concerns identified through the process with the Program
Coordinator
ii. Shall not become involve in a relationship with any client which might in any way
exploit that person
iii. Shall be limited to representing ACJS only in the capacity which has been expressly
delegated to them
iv. Shall pursue knowledge and understanding of restorative justice and ensure
personal awareness of changes and trends
v. Shall follow all guidelines, procedures, and processes outlined by ACJS and
participate in training, debriefing and networking
4. The role of the volunteer in respect to ACJS Core Values

a) ACCOUNTABILITY
i.

ii.

DEFINITION: to be committed to; to be incumbent on; ethical; conscientious;
responsible. “Knowing that we are responsible – “response-able” is fundamental
to effectiveness”. (Stephen Covey). It means we are acutely aware of what is
going on, see and accept our part in it
The volunteer:
(1) Must recognize that because everyone carries personal biases, they must
continually monitor their beliefs and behaviours in order not to influence
or judge either the victim or the offender
(2) Shall perform all services in a conscientious, diligent and efficient manner
in accordance with this Code

b) RESPECT
i.

ii.

DEFINITION: Regard for and appreciation of worth; honour and esteem; value
and consideration; courteous regard. I honour myself and others. I believe that
all human beings have equal worth
The volunteer shall respect the rights of others involved in the process

c) HONESTY OR TRUTHFULNESS
i.

ii.

DEFINITION: The quality of uncompromising honesty; sincerity, frankness. “My
relationships depend on being honest with other people. My life depends on
being honest with myself.” (Unknown) When we are being genuinely truthful
intentional deception or dishonesty is not an option
The volunteer shall not make any false, misleading, or unfair statements or
claims regarding the restorative justice process or their role, skills and
qualifications

d) FORGIVENESS
i.

ii.

DEFINITION: Reconciliation, to conciliate. To forgive is to cease to feel
resentment. When we forgive ourselves or others, we heal ourselves. “I can
have peace of mind only when I forgive rather than judge.” –Jampolsky
The volunteer recognizes that holding onto resentment harms the unforgiving
more than the unforgiven. When we forgive ourselves and others we let go of
resentment and give ourselves peace of mind

b. COMPASSION
i.

ii.

DEFINITION: empathy, fellow-feeling, humanity. Sorrow for the suffering or
trouble of others accompanied by a strong urge to help. “If you want others to
be happy, practice compassion. If you want to be happy, practice compassion.” –
Dali Lama. Compassion is a feeling of deep empathy for another… given freely,
with no hidden motive, respecting the inner wisdom of the other
The volunteer recognizes compassion which allows us to connect powerfully
with others

CONFIDENTIALITY
1. Any information received by the volunteer from their clients or other parties is confidential
and shall not be voluntarily disclosed to anyone who is not assigned to the case unless:
a. The Program Coordinator has:
i. Determined that the information is non-identifying and is to be used for research
or educational purposes
ii. Obtained the written consent of the party or parties involved allowing the
release of specific case and/or personal information
b. The volunteer:
i.
ii.
iii.

A disclosure about the safety of a child, or
A disclosure of another criminal offence
If the information disclosed is used to respond to an emergency that threatens the life,
health or security of an individual or the public

2. If possible, the volunteer should discuss with the coordinator their belief that they have a
duty to report, prior to taking action. Any information divulged shall be limited to what is
absolutely necessary to accomplish the purposes which have been determined

3. Confidentiality shall be discussed with the clients at the outset of the process
4. The volunteer shall maintain confidentiality of client files at all time
5. The volunteer must recognize that they may be considered personally liable for any loss or
injury that results from a breach in confidentiality. The 2000 edition of “Volunteers & The
Law” states (pg15) that “To protect confidentiality and prevent liability, volunteers should
inform participants if they feel there is a chance they might have to reveal confidential
information in the future. Participants can then make an informed choice about what to
disclose.”
6. The volunteer also owes a duty of confidentiality to ACJS

CONFLICT OF INTEREST
1. The volunteer shall disclose a perceived Conflict of Interest to the Program Coordinator at
the earliest opportunity after discovery. It will be the Program Coordinator’s decision if
withdrawal from the case is warranted

SUPPORT, CORRECTION AND DISCIPLINARY MEASURES
1. This Code of Ethics will be administered by the Board of Directors. The Board appointed
Standards & Ethics Committee shall be a standing committee whose activities shall be
congruent with the values, philosophy, beliefs and practices of ACJS
2. Because most volunteers are lay people who are volunteering their time to provide
restorative justice services, it is intended that measures be corrective rather than punitive.
Each case will be dealt with on its own merits and will take into consideration the
volunteer’s past record. Measures my range in scope from in depth debriefing and
mentoring, increased training and support, a verbal reprimand, to dismissal as an ACJS
volunteer
3. It is hoped that this approach will encourage volunteers to comply voluntarily with the Code
of Ethics and will enable them to achieve the high standards necessary to be both effective
and accountable to victims and offenders, ACJS, and any others involved in the restorative
justice process

STATEMENT OF UNDERSTANDING
I, the undersigned, on becoming a volunteer under the Arrowsmith Community Justice Society,
have read, have understood, and agree to abide by the Code of Ethics set out in this document.
I also agree to abide by any corrective or disciplinary measures that may be taken by the
Arrowsmith Community Justice Society
should I be found to have breached this Code.

ARROWSMITH COMMUNITY JUSTICE SOCIETY
Date:________________
Name of
Supervisor:
_______________________________________
Name of Volunteer:
Address of
Volunteer:

_______________________________________
_______________________________________
_______________________________________
_______________________________________

Phone:
______________

E-Mail: ________________________________

Signature:
_________________________________________________
Witness Signature:
__________________________________________
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ARROWSMITH COMMUNITY JUSTICE SOCIETY
Administration

Board of Directors
Adopted
Reviewed

14 Oct 2014
04 Aug 2021

GUIDING PRINCIPLES:
8. A Director may be defined as a person who is “elected or appointed by the members to
manage and direct the affairs of the organization”. By accepting the position of a director,
they assume responsibility for the administration of the organization, its assets, its
liabilities, its contracts and its policies.

PRIMARY RESPONSIBILITIES:
4. Administration of the Society
a) Attends to legal requirements for conduction of society business
i. Maintains official record of minutes
ii. Maintains files for reports
b) Defines the organization’s purpose to be congruent with the Mission, Vision & Core
Values (P&P 1.0)
c) Determines policy
d) Uses consensus decision-making at all meetings of the Board (P&P 3.2)
5. Program Planning & Budgeting
a) Defines specific needs to be addressed and target population to be served
b) Establishes goals and objectives annually
c) Establishes committees to provide guidance in specific area
d) Develops an annual budget
e) Adopts the program goals & objectives and annual budget at the first meeting after the
annual general meeting (AGM)
6. Evaluation of Organization Effectiveness
a) Regularly evaluates the accomplishments of the organization using the adopted goals &
objectives
b) Evaluates responsiveness to new situations as required
c) Evaluates the effectiveness of volunteer leadership through feedback at volunteer
meetings and debriefing sessions
d) Assesses and manages the recruitment and selection of new volunteers and manage the
status of current volunteers (P&P 6.0)
7. Retention & Evaluation of Management
a) Determines the type of leadership/management that is required to hire the highest
quality candidate
b) Establishes the compensation and conditions of employment (P&P 3.4)

c) Evaluates employee performance on an ongoing basis. Provides expectations and
regular feedback
d) Evaluates program through a 360’ evaluation every 3-5 years, as determined by
directors, by seeking input from ACJS Board members, RCMP management and officers,
volunteers, and Program Coordinator
8. Financial Stewardship
a) Develops financial resources as required
b) Sets standards for financial accountability and fundraising
c) Exercises fiduciary care of funds entrusted for the Society’s use. This includes approving
the budget, calling for regular financial reports/revues and establishing financial
controls
d) Engages in long-term financial planning for self-sufficiency
9. Maintaining Community Connections
Community support is reflected by the people and/or businesses who donate their time and
energy to support and serve the organization. The Board:
a) Serves as a link between the community and the Society by representing the Society to
the community
b) Represents the public interest. As guardian of the public trust, the Board has a moral
responsibility to the community-at-large to ensure fiscal accountability and program
sustainability

PROCEDURE:
1. Election and Appointment of Directors
a. The members of the Society may, in accordance with the by-laws of the Society,
nominate and elect directors at the AGM
b. Existing Directors may appoint a person to fill a vacant board seat. These appointments
will be ratified at the next AGM by the membership
c. The Society Act1 provides that there shall be between five (5) and eleven (11) Directors,
this number to be determined by the board. Directors must be residents of British
Columbia
d. A notice of any change in directors must be filed with the registrar of companies
following the Annual General Meeting
2. Legal Duties
A Director of the Society shall:
a. Act honestly, in good faith, and in the best interests of the Society
b. Exercise the care, diligence and skill of a reasonably prudent person in performing the
functions as a Director

1

The Society Act of British Columbia enacted in May 2015

FLOWCHART

RDN, Parksville,
Qualicum City Councils

ACJS
Board

RCMP

Coordinator
Committees

Volunteer

Clients
(offenders/victims)
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Board and Officer Job Descriptions
Adopted
Reviewed

14 Oct 2014
4 Aug 2021

CHAIRPERSON / VICE-CHAIRPERSON
Job Description
RESPONSIBILITIES:
1. Board meetings - Sets agenda, arranges venue and chairs meeting
2. Follows meeting protocols (below)
a) Date, time and location of meetings to be determined at the first meeting after the
AGM
b) Members to notify the Chairperson if unable to attend a scheduled meeting
c) Coordinator reports will be sent out by e-mail each month
d) Minutes will be sent out by e-mail after the meeting
e) Two weeks prior to meeting a notice will be sent out with a request for agenda
items and reminder of reports to be sent out
f) One week prior to the meeting the financial report will be sent out via e-mail.
g) One week prior to the meeting the tentative agenda will be sent out via e-mail.
Any discussion items will be noted and attachments, if applicable, will be included
at this time to give directors time to research and assess all information prior to
the discussion. It is recognized that in order to be fully informed it is better to
have time to read over drafts before they are adopted/rejected versus being
handed them at the meeting and then pressed to make a decision at that time.
h) It is recognized that some agenda items may be added in the last week if they are
time sensitive or decisions are needed before the next meeting
3. Acts as media spokesperson for the Society
4. Acts as one of three signators for Bank signing authority
5. Liaises with committees either in person or by Board meeting reports
6. Attends volunteer meetings
7. Oversees financial reports (financial reviews, tax and budget)
8. Signs or designates all official communications
9. Chairs the AGM and presents program’s annual report
10. Presents and/or designates for presentations to community groups/government
11. Liaises/supports Program Coordinator and provides guidance and feedback as
required
12. Assures that regular activities and/or responsibilities are included on agenda at
appropriate time (see monthly list below)

CALENDAR OF EVENTS
Send charitable receipt to accountant for in-kind value of financial review
January

-

T4A for Coordinator due by Feb 28th (sooner better)
Board Meeting – review meeting protocols; review last year’s goals and set goals for
new year; review committees; bank signing authorities
Appoint Financial Reviewer; Honorary Director; Ambassador for year
Access need for policy review (every three years 2014-2017-2020, etc)

-

Board Meeting

-

Board Meeting

-

RDN Annually report to be sent by June 15th using year end of May 31st
Annual statistical report due for RDN
Board Meeting

-

Board Meeting
Check with directors coming to end of term to see if they wish to continue
Invite prospective board member(s) to attend meeting
Strike nominating committee if required
Set date for AGM, agenda, program (guest speaker) & book venue
list changes to Bylaws for AGM approval (send out to membership 30 days prior to
meeting)
Receive report from nominating committee
31st is ACJS year end. Treasurer to make up annual report for AGM.
Annual statistical report and next year’s budget due for RCMP report to RDN board.
AGM – Elections; financial report; present budget
Receive annual report from Treasurer. Send financial information and completed
checklist to Brent Johnson.
Arrange first meeting in January with Board Members
Society Report Due

-

February
March
April
May
June
July
August
September

October
November

December

-

VICE-CHAIRPERSON
Job Description
RESPONSIBILITIES:
1. Carries out the duties of Chairperson in the absence of the Chairperson

SECRETARY
Job Description
RESPONSIBILITIES:
1. Conducts the correspondence of the Society.
2. Keeps minutes of all meetings of the Society and Directors
3. Has copies of all minutes and correspondence of the Society
4. Maintains the register of members

TREASURER
Job Description & Financial Information
RESPONSIBILITIES:
1. Maintains clear and detailed accounting of income and expenditures, keeping receipts
and invoices on file
2. Presents bi-monthly report to the Board showing income and expenditures for period
between meetings
3. Prepares or assists with the preparation of the annual budget
4. Presents annual cash flow report for AGM
5. Calculates recap of Program Coordinator’s salary for calendar year prior to the end of
February for tax purposes. Submits T4A to Program Coordinator with copy to Canada
Revenue Agency
6. Prepares T4A for honorariums and services provided
7. Submits forms and payment annually to WorkSafe BC for Program Coordinator
GENERAL INFORMATION:
Fiscal year end is October 31st of each year.
Society Number is: S-39350
Business/Charity Number is: 86749 1029 RR0001
BANK INFORMATION: 1-888-741-1010
Coastal Community Credit Union Member #135400
Qualicum Beach Branch – 118-2nd Avenue, Qualicum Beach, V9K 1S7
Business Account:
10-032-771-8
Gaming Account
12-032-771-8
GIC (as of 04-08-2021) 1. $5000 2. $8000
Signing officers: Any two of chairperson, Treasurer, Director at Large (as determined)
Info only from bank: Any one of Chairperson, Treasurer, Director at Large
Statements mailed to: Treasurer (home)
CANADA REVENUE AGENCY and SOCIETY ACT OF BC Accounts
CRA - User: Justiceajs Pwd: Island727
BC Society User: ACJS Pwd Ac1999Js
FINANCIAL REVIEWER INFORMATION:
A financial review (not an audit) is provided for ACJS by Brent Johnson, CGA Ltd. A
charitable tax receipt is issued for the value of this service. The receipt is the paper trail
for proving community support and value.
Brent Johnson CGA Ltd
Box 1889
Qualicum Beach, BC V9K 1T5
250-752-5661
A month before our fiscal year end, Mr. Johnson sends a check list of all the information
and documents he requires for the review and to file the ACJS Income Tax form. The
only report to be completed is the Society Annual Report which is completed and
remitted by the Treasurer.

BOARD MEMBER
Job Description
GENERAL INFORMATION:
1. 5 – 10 hours per month
2. Two year terms, no restrictions to how many terms can be served
3. Accountable to the membership of ACJS and to the public for the operation of the
Society and its programs
RESPONSIBILITIES:
1. Meeting Responsibilities
a. Attends regularly scheduled meetings
b. Reviews minutes of previous meetings, agendas, and reports to prepare for
meetings and the decision-making process.
c. Contributes to the efficiency and effectiveness of the meetings through informed
participation
2. Committee Responsibilities
a. Serves on at least one committee
b. Attends all meetings for your designated committee
c. Completes all committee assignments
3. Financial Responsibilities
a. Becomes a paid up member of ACJS (if applicable)
b. Participates in fundraising activities as requested
4. Miscellaneous Responsibilities
a. Participates in Board training and retreats
b. Completes short term duties or responsibilities as needed
c. Promotes and publicizes ACJS and its purposes to friends, family, colleagues and
others who might help support the Society in some way (i.e. Financial or in-kind
contributions or as program volunteers) if appropriate
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Consensus Decision Making
Adopted
Reviewed

14 Oct 2014
10 Aug 2021

WHAT IS CONCENSUS DECISION MAKING?
 Respects diverse views and builds on the group’s respect for one another
 Enables participants to better understand the knowledge, interests, and experiences of
others
 Promotes deeper discussion and understanding of the issue at hand
 Promotes a strong, long-term commitment to the decision
 Ensures every member of the group has the opportunity to listen to and be heard by every
other person in the group
 Involves everyone in action planning

CONSENSUS DECISION MAKING PROCESS
1. The issue must be clear to everyone
The discussion leader and/or any member with knowledge may explain the issue. (Limit
discussion to defining the problem)
2. The leader encourages everyone involved to participate in the discussion
a) Everyone is to have an opportunity to discuss suggested solutions
b) The leader offers several chances for participation, encouraging all to speak even
though everyone may not want to participate in the discussion
c) Seek solutions
3. Solution is restated – clarify the solution!
Summarize and restate the solution. Ensure all are clear to the intent of the solution.
4. Ask if there is anyone who is not in agreement with the suggested solution
This may encourage anyone who has not spoken to participate.
5. Deal with all objections
People who have concerns and objections are asked to propose an alternative. If the
solution is seen to work, but some people have concerns, those people can:
a) Stand aside - not expected to participate in implementing the solution, but agree
to not block it
b) State Non-Support – to be recorded in minutes
6. If there are no objections (or if they have been discussed and satisfied)
Record the decision in the minutes of the meeting as approved.

IN THE EVENT CONSENSUS CANNOT BE REACHED
If no decision can be reached and there needs to be a clear and decisive decision, the group may
choose to vote on the issue and have it recorded as ‘majority’ approval or defeat.
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Committee Mandates
Adopted:
Reviewed:

14 Oct 2014
10 Aug 2021

GUIDING PRINCIPLES:
The following shall be standing committees of the Arrowsmith Community Justice Society (ACJS),
unless otherwise stated as being ad hoc. All activities of the Committee shall be congruent with
the values, philosophy, beliefs and practices of ACJS. It is expected that the committee will
continue the practice of shared learning, experiential learning and shared leadership.

1. Evaluation Committee
The Evaluation Committee will develop and implement procedure for evaluating:
a) Shall be an ad hoc committee
b) The individual processes for content and effectiveness
c) The ACJS Program Coordinator
d) The function of the Board of Directors
e) The volunteers of the ACJS Society

2. Policy & Procedure Committee
The Policy & Procedure Committee shall:
a) Develop policy and procedure for all aspects of ACJS
b) Develop code of ethics
c) Review policies, constitution and bylaws every three (3) years
d) Maintain electronic copies of policy and procedure and make it available on the ACJS
website

3. Public Relations Committee
It is understood that continuity of information is important and that the information shared
must be monitored for content and privacy concerns. To accomplish this all media contact
and public speaking engagements will be processed through this committee.
The Public Relations Committee shall:
a) Be the conduit for media releases for the purpose of increasing public awareness of
the program in the community
b) Arrange for public speaking engagements upon request
c) Keep political and financial partners informed as requested
d) Approve or assist members of the organization when they are asked to speak to the
press directly

4. Nomination Committee
The Nomination committee shall:
a) Be an ad hoc committee
b) Be struck in July to September if required
c) Approach community members and/or society members that meet the criteria
outlined in the Directors job description (P&P 03.1)
d) Meet with and give information to prospective Board Members
e) Present a slate of officers for election at the Annual General Meeting (AGM) to the
Board prior to the AGM
f) Conduct the election process at the AGM as outlined. If there is no Nomination
Committee struck, this will become the job of the Chairperson.
i. Present a slate of names to the membership for vacant board positions
identifying them as:
a) Those directors that have one year left in their two year term
b) Those named for election to a two year term
c)
Those appointed since the last AGM for ratification
ii. Ask for nominations from the floor
iii. When names listed are equal to or less than the positions open, the election
will be by acclimation as a whole slate [Bylaw 25(a)]
iv. When more names are listed than positions open, a vote by ballot shall be
held. [Bylaw 25(2)]
a)
All names will be listed on the ballot with the allotted number of
positions open being the maximum number of names to be
checked. A count will determine those elected and
announcement will be made prior to the end of the meeting

5. Recruitment & Selection Committee
The Recruitment and Selection Committee shall:
a) Define and document the core set of skills for each volunteer position
b) Ensure that a standard selection process is followed for all candidates that will
include a set of interview questions that can be used to explore the suitability of the
candidate
c) Develop a package to be given to each prospective volunteer as a prelude to
acceptance into the organization
d) The ACJS Coordinator shall be part of this committee as they must work directly with
and supervise the volunteers
e) See P&P 6.0
6. Debriefing Committee
The Debriefing Committee shall:
a) Meet with conference team members, as required, where they can freely discuss the
case concerned. The intent is to review how the interaction with the clients affected
them and to self-reflect on their practices
b) Any notes taken will be destroyed at the end of the session
c) See P&P 7.2

7. Training & Support Committee
The Training and Support Committee shall:
a) Develop and conduct programs for volunteers that would include:
Introductory training programs for new volunteers
i. Introduction to the philosophy and values of restorative justice
ii. Instruction in the details of the community conference process
iii. Development of skills appropriate for conference team members to perform
the roles of mentoring and facilitating in the community conference process
Continuing training and support for all volunteer
i. To foster an understanding of the structure and administrative procedures
of ACJS
ii. To maintain skills and an awareness of the roles and responsibilities of a
volunteer
iii. To provide an opportunity for volunteers to share and discuss experiences
in a respectful and supportive environment
iv. To reinforce the values of restorative justice through the use of talking
circles, debriefing, coaching and other activities
b) Participate in the recruitment and selection process
c) Offer other support and training activities as approved by the ACJS Board of
Directors
d) See P&P 7.0
8. Standards & Ethics Committee
The Standards & Ethics Committee shall:
a) Receive all written and verbal complaints
b) Investigate the complaint and make recommendations
c) Upon completion shall make recommendations to the board.
d) See P&P 8.0

P&P 4.4

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Support Staff & Employees
Revised:
Reviewed

1 May 2021
10 Aug 2021

PROGRAM COORDINATOR
LETTER OF EMPLOYMENT
Between:
NAME OF EMPLOYEE
AND
Arrowsmith Community Justice Society
1. This agreement becomes effective May 1 2021.
2. Employment as per attached job description.
3. The employee will work twenty (20) hours per week on a flexible work schedule. Any time over
the twenty (20) hours needs approval by the Board chairperson or designate.
4. 6% vacation pay will be given as 3 weeks of paid vacation calculated as $500 per week.
5. Nonpaid time off may be taken at times agreeable to the parties, with reasonable notice given
to the Board Chairperson or designate. (Reasonable to be determined by length of time
requested).
6. Contract terms are as follows:

a. The hourly rate is $26.00. Deductions will be made for Canada Pension Plan (CPP)
Employment Insurance (EI) and Income tax. CPP will be matched & EI will be 1.4 times
by employer as per Canadian Revenue Agency (CRA) requirements.

b. Evening work may be required. No work is expected on Statutory Holidays or
weekends.

c. The employee is responsible to the ACJS Board of Directors. When/where necessary
(i.e. emerging issues), the Contractor will communicate with the Board of Directors
through the board appointed chair or designate.

d. This agreement may be reviewed by mutual agreement.
e. With sixty (60) days written notice either party may terminate this agreement.
f. An evaluation of services provided shall take place between the parties as required.

Program Coordinator
Job Description
The Program Coordinator is responsible for implementing the program in compliance with the
Arrowsmith Community Justice Society’s (ACJS) Policy, Code of Ethics and Mission Statement,
ensuring that their goals, objectives and values are met. These responsibilities will involve case
management, volunteer management, administrative responsibilities, board affiliation and
public relations as outlined below.
The Program Coordinator is responsible to the Board of Directors, the volunteers, the referral
agents, all parties involved in the conference process, and the community.
CASE MANAGEMENT:
1. Receives and assesses referrals for criteria and approval
2. Liaises with referral agent(s) (RCMP, SD69 & community member)
3. Assigns conference team
a) Prepares all relevant information for conference team to review
b) Liaises with team throughout process and assist with arrangement as requested
c) Assists team in setting up agencies for restitution and/or community service hours
d) Monitors case status and completion
e) Provides packages with necessary documentation for the team
4. Attends conference as required
5. Arranges to have conference team debriefed
6. Clerical
a) Ensures the record keeping is completed
b) Records data regarding completed case files
VOLUNTEER MANAGEMENT:
1. All volunteers report directly to the Program Coordinator
(NEW VOLUNTEERS)
1. Contributes to volunteer recruitment and selection which will include assisting with:
a) Application assessments, reference check and security clearance
b) The selection process
c) The training process
(EXISTING VOLUNTEERS)
1. Disseminates case information
2. Responds to concerns and provides general support
3. Attends volunteer meetings and training sessions
4. Assesses & evaluates volunteer performance. Where applicable, arranges for training to
assist them with any concerns
5. Maintains personnel records for each volunteer including security check, meeting
attendance, training received and case involvement.

ADMINISTRATION:
1. Liaises with RCMP as within “E” Division mandate
2. Maintains the integrity and confidentiality of the program
3. Locates placement for community service for restitution purposes
4. Liaises with community resources as required
5. Maintains a library of resource material
BOARD RELATIONSHIP:
1. Attends and participates in meetings
2. Provides monthly report of program activities
3. Liaises with committees as directed/requested
4. Manages petty cash and reports to Treasurer
5. Carries out new initiatives as directed
PUBLIC RELATIONS:
1. Liaises with public relations committee
a) Attends speaking engagements as requested
b) Responds to general inquiries from public
PROFESSIONAL DEVELOPMENT:
1. Attends professional development programs as mutually agreed upon with the Board
JOB EVALUATION:
1. Will be reviewed as required
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Volunteer Classification
Adopted

9 Sep 2021

1. ACTIVE VOLUNTEER
Description: A person who has taken a case, served on a committee or given time to
the operation of ACJS during the current fiscal year. All active volunteers are members
of the Society and entitled to:
a) Vote at the AGM
b) Receive a copy of all volunteer communications
c) Receive training/upgrading
d) Insured for liability coverage while working for the organization
i. RCMP Liability Insurance: Covers a volunteer who:
 Works as a conference team member
 Works with confidential information in another capacity for ACJS
(debrief team, Directors)
ii. Encom Director & Officer Liability Insurance1: Covers a volunteer who:
 Is an active ACJS Board Director
 Is a chairperson of a Board Committee
 Does NOT actively work as a conference team member
 Is NOT privy to confidential case information
2. INACTIVE VOLUNTEER
Description: A person who was once active but has not given time to the operational
aspects of the organization for a year or more. Inactive members will be classified as
members on leave:
a) A volunteer who notifies the Program Coordinator and requests a leave from the
program for a pre-determined time period under two (2) years in length
b) A volunteer given a leave due to absence from the area or ill health
A person on leave is entitled to:
a) Copy of all volunteer communication
b) Will be contacted annually to determine any changes in status
3. HONORARY BOARD MEMBER
Description: ACJS recognizes the value of members who have belonged to the Society
for many years but have reached an age where the insurance coverage is no longer
available for them while performing Board and Society related activities.
The Honorary Director shall:
a) Be appointed to the position by the Board of Directors on an annual basis
b) Receive notice of and be invited to attend all board meetings
c) Be given the opportunity to take part in all discussions presented at meetings
d) Not have the right to vote on issues.

4. AMBASSADOR:
Description: The Ambassador shall maintain connection with volunteers in a supportive
manner.
The Ambassador shall:
1. Send cards, notes and/or make calls to members who are ill or have suffered a
loss.
2. Conduct activities as determined by the Board
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Personal Information Protection Act
Adopted:

9 Sep 2021

GUIDING PRINCIPLES:
The Board of Directors recognizes that individuals have a right to privacy and that ACJS has a responsibility
to handle personal information appropriately. As a non-profit organization, ACJS is guided by the National
Personal Information Protection Act (PIPA)1 and Personal Information Protection and Electronic
Documents Act (PIPEDA)2 and as such, is responsible for ensuring the appropriate handling of all personal
information under its control or custody.

DEFINITIONS:
1. “Personal information”
a) Applies to any information about an identifiable individual. This can include: address,
contact information, details of a referred case and/or detail of the progress of the case.
b) Does NOT include:
i. business contact information
ii. any information that does not identify a person’s identity (e.g. male/female,
youth/adult, etc)

PROCEDURE:
1. ACJS shall ensure that those acting on behalf of the organization are aware of the organization’s
responsibility in relation to PIPA and that they will handle information with due consideration for each
situation and the sensitivity of the information involved.
2. ACJS shall:
a) Collect, use and disclose information for legitimate and reasonable purposes only
b) Limit the collection of personal information to that which a reasonable person would consider
necessary to fulfil the purposes of the organization This will include information collected for:
i. Volunteer selection and reference information
ii. Contact information of employees, volunteers, clients and their supporters.
iii. Evaluation data in reference to cases handled by them
c) Recognize the individual’s right to:
i. Know information is being collected and for what purpose
ii. Upon request, see and correct personal information held on file
iii. Make a complaint regarding the handling of their personal information
d) Respect the privacy of donors:
i. Keep records confidential
ii. Not exchange, rent or share its fundraising list

1
2

See Appendix 5
See Appendix 6

e) Appoint a Privacy Officer with the specific responsibility to ensure that ACJS complies with PIPA
requirements. The officer shall be the Program Coordinator. At any time that the privacy officer
or any clients shall request another person to handle a complaint, the Board Chairperson shall
be the alternate Privacy Officer.
f)

The process for requesting a correction to the information will be as follows:
i. A formal request for correction will be reviewed by Privacy Officer
ii. If correction affects referral agent, they must be advised before any change can be made
iii. The client will be notified within 30 days of the outcome of the review and the steps taken
iv. The correction or application for change, in the case of a deemed invalid request, will
remain with the file until it is destroyed

g) The process for lodging a complaint will be as follows:
i. A formal complaint will be lodged with the Privacy Officer
ii. A time frame for completion will be set at 30 days from the receiving date
iii. The client will be advised as to the outcome of the complaint
iv. If client is not satisfied they will be referred to the Complaint Commissioner as per the
process outline in PIPA.
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Charitable Donations
Adopted:

9 Sep 2021

1. GUIDING PRINCIPLES:
Arrowsmith Community Justice Society (ACJS) works in compliance with the Canada
Revenue Income Tax Act in regard to Charitable Donations

2. OBJECTIVES:
The objective is to provide clear guidelines for Board members, volunteers and staff in
regard to the issuing of receipts for charitable donation

3. PROCEDURES:
a) Issuing Receipts:
The Society automatically issues receipts in accordance with the regulations set out in
the Income Tax Act to anyone who freely gives money or goods-in-kind, unless a donor
indicates that a receipt is not necessary or where the donation is less than $25.
b) In-Kind Donations:
Receipts are issued for the retail value of new goods or established resale value for used
goods, before taxes added, donated to the Society. Documentation clearly showing the
established fair market value shall be kept with the receipt copy.
c) Waiving Expense Reimbursements for Donation Receipts:
Personnel who wish to make the expenses incurred, while doing the work of the Society,
a charitable donation should submit their expense form as usual. A reimbursement
cheque for the expense will be given to the applicant and the applicant will then make a
personal donation to the Society, for which he/she receive a charitable giving receipt.
This policy is in compliance with the Income Tax Act and also contributes to the data
necessary for the Society to determine program expenses. Note that the donation of
volunteer time is not considered a valid tax exemption.
d) Official Donation Receipts (CRA changes to form as of 31 Mar 2019)
All donation receipts must include the name and website of the Canada Revenue Agency
(CRA) www.canada.ca/charities-giving All information on an official donation receipt
must be legible and not easily altered.
i. Receipts for cash gifts must have the following:
 a statement that it is an official receipt for income tax purposes
 the name and address of the charity as on file with the CRA
 a unique serial number
 the registration number of the Society issued by CRA
 the location where the receipt was issued (city, town, municipality)

 the date or year the gift was received
 the date the receipt was issued
 the full name, including middle initial, and address of the donor
 the amount of the gift
 the amount and description of any advantage1 received by the donor
 the eligible amount of the gift2
 the signature of an individual authorized by the charity to acknowledge gifts
 the name and website address of the CRA
ii. Receipts for non-cash gifts must also include:
 the date the gift was received (if not already included)
 a brief description of the gift received by the charity
 the name and address of the appraiser (if the gift was appraised)
Examples of official receipts from CRA website

1

2

“Advantage” - is the total value, at the time the gift is made, of all property, services, compensation, or
other benefits that a person is entitled to receive in relation to the gift.
“Eligible amount of gift” is the amount of which the fair market value of the gift exceeds the amount of
the advantage received as a result of the gift. This is the amount for which a qualified donee can issue a
receipt.
(e.g. PBS gives a program CD valued at $30 when a donation of $100 is made. The CD value of $30 is
deducted from the gift leaving the official receipt amount as $70. The CD is the advantage and the
eligible amount of gift is the difference $70.)

CASH DONATION EXAMPLE RECEIPT

N0N CASH RECEIPT EXAMPLE
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Honorarium

Adopted:
Reviewed:

11 Jan 2018
12 Aug 2021

GUIDING PRINCIPLES:
1. The Arrowsmith Community Justice Society (ACJS) believes in providing clarity regarding
the definition and consistency of payments for honorariums.

DEFINING PRINCIPLES:
1. Honorarium:
a) Is a one-time payment in recognition of acts or professional services by individuals
who do not charge a fee for the service
b) Can be used to cover travel, accommodation or preparation time
c) Is a nominal amount – to a maximum of $500 per individual per calendar year
d) Is a gesture of goodwill and appreciation to a non-professional for voluntary services
for which fees are not legally or traditionally required
e) Is not reflective of the value of the work done
f) Is made on a one-time or non-routine basis to an individual as a “thank-you”
2. An honorarium is appropriate for:
a) A speaker or lecturer
b) Assistance in preparing for a special activity or event
c) A service engaged on a one-time or very infrequent basis
3. An honorarium is not appropriate when:
a) The payment for a service is negotiated for prior to the service being given (this
would be a contractual arrangement or employment)
b) It is a service that an individual does for a living (this would be self-employment with
fee for service or consulting fee designation)

CANADA REVENUE AGENCY REQUIREMENTS
The Canada Revenue Agency (CRA) states:
1. In Canada honoraria are considered salary and thus, taxable income under the Income
Tax Act. In the case where a gift is substituted for the honorarium, it is classified as a
taxable benefit by CRA.
2. CRA has a $500 limit on what can be classified as a gift. Anything valued over $500 is
salary
3. A T4A will be issued to each provider at year end.
Honorariums and tax deductions
1. Residents of Canada – An honorarium paid to a resident of Canada who is not an
employee is not subject to tax deductions; however, this does not mean that the
recipient does not have to pay taxes on the amount received. A T4A will be issued for
the payment and when the individual files their tax return for the year, any taxes owing
will be assessed by the CRA

2. Non-Residents of Canada – Where the service was performed in Canada, honorariums
paid to them are subject to a flat income tax deduction and are reported on a T4A-NR. If
the service was performed outside of Canada, there is no tax deduction or reporting
required.
Multiple honorariums within a calendar year
1. If you intend to pay an individual an honorarium more than once per calendar year and
the total of the payments will exceed $500, it will be treated as employment earning and
will be subject to all CRA payroll requirements such as 4% vacation pay, CPP and EI by
both the employer and employee. NOTE: If honorariums are accessed by the CRA as
employment income, any amounts not collected by the employer at the time of payment,
will be charged back to the employer.

PROCEDURE
1. Present for Board approval and assessment
2. Payment request will be given to the treasurer and include recipients: name, address
and social insurance number
3. Treasurer will:
a. Issue a cheque for payment
b. Issue T4A or T4A-NR before February 28th of the following year and remit to CRA
for processing.
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Covid-19 Safety Plan
Adopted
Reviewed

11 June 2020
12 Aug 2021

GUIDING PRINCIPLES:
10. The Arrowsmith Community Justice Society (ACJS) believes that after a closure of the program
due to health concerns, a process to restart in a safe way is essential.

OBJECTIVES:
1. The unprecedented COVID-19 pandemic of 2020 forced the closure of the program for a
period of 90 days by order of the BC Health Authority. To reopen, a Safety Plan is required to
be on record to ensure the safety of staff and clients. Protocols for each aspect of staff/client
interactions are deemed essential to a smooth transition.

GUIDELINES:
1. The workplace will include the office located in the RCMP Oceanside detachment, the
location of the preconference, the location of the conference and the venue used for the
fulfillment of the resolution agreement.
2. Section 3 and 4 below are from the WorkSafe BC, Covid-19, Safety Plan which can be viewed
at https://www.worksafebc.com/en/resources/health-safety/checklist/covid-19-safety-plan
3. The Risk: The risk is assessed to be the transference of the virus from one person to another.
As described by the BC Health Authority:
a) The virus that causes COVID-19 spreads in several ways. It can spread in droplets when
a person coughs or sneezes. It can also spread if you touch a contaminated surface and
then touch your face.
b) The risk of person-to-person transmission increases the closer you come to other
people, the more time you spend near them and the more people you come near.
c) The risk of surface transmission increases when many people contact the same surface
and when those contacts happen over short periods of time.
4. Levels of Protection: There are four levels of protection to be considered. More than one
can be used at the same time to ensure maximum protection for staff and clients.
a) First level protection is the elimination of risk. This can be achieved by:
i. Limiting the number of people in the workplace to what will allow proper physical
distancing of 2 metres or 6 feet between all attending.
ii. Use hand sanitizer upon entry to and exit from the workplace.
b) Second level protection is engineering controls such as physical barriers. This option
does not work for our purposes.

c) Third level protection is by administrative controls. These include:
i. Do not share physical documents or materials
ii. Sanitize work space before using. For example: wipe down lawn chairs before
using.
d) Fourth level protection is using personal protection equipment such as masks and/or
gloves.

RISK MANAGEMENT
There are four areas of workspace which will require risk management:
1. Protocol for risk management in the office:
a) Follow the RCMP protocols for their office space including but not limited to, the break
room and common areas.
b) Number of people in ACJS office space limited to Coordinator only
c) Clean door knobs and desktops surfaces upon entry
d) Case documentation and forms
i. Case contact information (full name, date of birth, address, phone number, etc.)
will be shared over the telephone with team members.
ii. Case information will be sent electronically and will not include names.
Identification will be by initials only.
iii. Forms needed will be either sent electronically or downloaded from website at
the team’s discretion.
iv. Team members will delete information sent electronically when they are finished.
v. If hand delivered documents is requested, ACJS will make every effort to ensure
sanitization but this cannot be guaranteed.
2. Protocol for risk management at the preconference:
a) At initial contact team to ask the following questions:
i. Do you (client) have any symptoms of Covid-19? Symptoms include fever, chills,
new or worsening cough, shortness of breath, sore throat, and new muscle aches
or headache.
ii. Have you, or anyone you are around, travelled out of province in the past 14
days?
iii. Have you, or anyone you are around, been directed by Public Health or Travel
Restrictions to self-isolate for 14 days?
iv. Do you have any personal concerns regarding the ACJS process?
b) Advise client to notify you immediately should any of the above happen.
c) Preconference can be done by phone or video conferencing
d) When meeting clients in person
i. use outdoor spaces when possible
ii. follow social distancing guidelines
e) Sanitize any touchable surfaces such as outdoor chairs, benches, tables, etc.
3. Protocol for risk management at the conference:
a) Hold in large enough location to allow physical distancing and follow sanitization
protocol as with pre-conference meeting

b) Resolution agreement
i. Signed by pen with pen sanitized between each use OR
ii. Clients may verbally agree to requirement. The team leader will make notation as
to witnessing verbal agreement
iii. Resolution agreement to be:
1. Sent to client electronically
2. Sent to client by Canada Post mail.
3. Client can take photos using their cell phone or iPad.
4. Protocol for risk management at the community service venue:
a) To be determined between venue and coordinator and working within the safety
protocols for each organization

ACTIONS
1) Communication and training
a) COVID-19 Safety Plan to be shared with all staff and volunteers
b) Training or information on each item to be provided through the Newsletter
c) Any team members wanting specific training will advise Coordinator and it will be
made available to them
11. Monitor workplace(s) and update plans as necessary
a) Assess and address risks from resuming operation
12. Time Frame – The program will be assessing the operation regularly until such a time as the
BC Health Authority advises that there is no longer a risk of COVID-19 in the area.
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Policy Development
Adopted
Reviewed

14 Oct 2014
12 Aug 2021

GUIDING PRINCIPLES:
13. Arrowsmith Community Justice Society (ACJS) believes in, and is committed to, the
development of clear, fair, and comprehensive policies that chart courses of action and
govern all activities of the organization.

RESPONSIBILITIES:
1. ACJS Board is responsible for developing, approving and upholding policies that are
consistent with the purpose, philosophy, beliefs, values and goals of the organization.

POLICY:
1. Policies are formally adopted, written principles that chart a course of action. It is intended
that ACJS policies will serve as sources of information, reference and guidance for all people
who are involved with the ACJS.
2. All ACJS policies are written to respect, and shall be interpreted to uphold, the Canadian
Charter of Rights and Freedoms, the Canadian Human Rights Act and the Human Rights Act
(BC).
3. ACJS will institute and maintain Policy and Procedures documents which will:
a) Provide a reference of procedures utilized by the organization
b) Reflect the standards of the organization
c) Be regularly updated and reviewed
4. All ACJS employees, volunteers and board members
a) Will comply with the policies and procedures of the organization.
b) Will be encouraged to suggest new policies and/or regulations or revisions to existing
procedures.

POLICY DEVELOPMENT:
1. Board of Directors is responsible for the development, amendment, review and approval of
all policy and procedure
2. All policies will be accessible to members

PROCEDURE:
1. Development Process:
a) All proposed new policy and procedure and/or proposed amendments to existing policy
and procedure shall be directed to the ACJS Board of Directors for consideration and
analysis
b) Input from affected parties in the organization will be sought
c) The proposal will be reviewed by the ACJS Board of Directors for form and content and
it’s compliance with the values of ACJS
d) Any amendments made to existing policy and procedures shall reflect the intent of the
policy or procedure
e) Policy and policy amendments will be adopted by Board of Directors
3. Review Process:
a) The Policy and Procedure Committee shall:
i. Develop policy & procedure for all aspects of ACJS
ii. To ensure that each policy is current, the Policy & Procedure Committee shall
conduct a review of each policy at least once every three (3) years
iii. Maintain electronic copies of policy & procedures and make them available for
review
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Conference Models
Adopted:
Revised

14 Oct 2014
12 Aug 2021

GUIDING PRINCIPLES:
1. Arrowsmith Community Justice Society (ACJS) recognizes that a clear process outline is
essential for the positive performance of programs.

PROCEDURES:
1. The conference models will be reflected in the scripts used for the respective processes.

PROGRAMS:
1. Community Conference Model
2. Community Dispute Resolution Model
3. Restorative Action Model – (under construction)
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Community Conference Model
Adopted:

9 Sep 2021

REFERRAL REQUIREMENTS:
1. Offences referred include but are not limited to: Theft Under $5000, Mischief Under
$5000, Arson, Break and Enter, Fraud, and Assault
2. Offenders of any age may be considered. Only those who admit to and accept
responsibility for the offence and show a willingness to repair the harm will be considered
suitable.
3. Most referrals come from the Royal Canadian Mounted Police (RCMP) to the Arrowsmith
Community Justice Society (ACJS) Program Coordinator, but some may come from Crown
Counsel if deemed suitable for the program.

ACJS AND RCMP RELATIONSHIP:
The RCMP is the primary referral agent to ACJS. There is an appointed liaison person that acts
as an advisor to the ACJS. ACJS cooperates with, and works independently from the RCMP. The
RCMP will refer a case to us, but it is ultimately the decision of the Program Coordinator whether
the case is suitable.

REFERRAL PROTOCOL:
1.
2.
3.
4.
5.
6.
7.

Attends the complaint
Gathers evidence
Get admission of responsibility from offender
Seeks victim and offender approval for referral
Forwards Consent to Release Information and ED6139 forms to Program Coordinator
Liaise with Program Coordinator regarding the referral
If the case is not accepted refer to the appeal process.2

COMMUNITY CONFERENCE PROCESS:
1. The Program Coordinator identifies a team of trained volunteer facilitators and, in cases
involving youth, a trained mentor will be appointed to the conference team upon request.
2. This team determines roles and responsibilities to best meet the needs of those involved.
3. The conference team organizes the community conference
4. The conference team provides support to participants until completion

2

ACJS Appeal Policy

PROCESS STEPS:
1. PRE-CONFERENCE:
a) Conference Team Facilitator(s) will contact the victim and offender to arrange preconference meetings at which they will:
i. Review the conferencing process,
ii. Hear both perspectives of the incident,
iii. Encourage participation in the conference
iv. Advise participants they can have support persons at conference (e.g. parents,
relatives, close friend(s), etc)
v. Offer mentor support if suitable
vi. Remind the participants that they may leave at any time but should they decide to
leave, the file will be returned to the referral agent.
2. POST PRE-CONFERENCE
a) Conference team to determine is RCMP or community representative(s) are to attend the
conference
b) If mentor is requested they will be contacted and introduced to clients. Their mandate
will be to:
i. Provide guidance and encouragement to family
ii. Provide information on the restorative justice process and prepare them for
what to expect
iii. Have knowledge on the “Rights of Youth”
iv. If requested, inform the family on services available. (Contact coordinator to
handle this).
c) Notify all participants of the conference date/time/place.
3. COMMUNITY CONFERENCE:
a) The conference evolves as follows:
i. Prepare seating plan prior to the conference
ii. Introduce participants and review the process
iii. In turn, the victim(s), the offender(s) and all other participants are asked to describe
the incident and how it affected them
iv. When all participants have had a chance to speak, the facilitator initiates the discussion
that leads to the resolution agreement
v. When agreement is reached, the facilitator restates the agreement for clarification and
confirmation
vi. The facilitator brings closure to the conference, which includes the opportunity for
any last words
vii. A resolution agreement is written up and signed at the conference. Copies will be sent
to victim or offender upon request.
4. POST CONFERENCE
a) Team member(s) are designated to follow up with participants after the conference
b) act as a positive role model
c) Follow up with the offender(s) through the completion of the resolution agreement
d) Provide updates to victim(s) while resolution agreement is being completed
e) Provide appropriate community resources upon request
f) Report to the Program Coordinator upon completion of resolution

g) Attend a team debriefing
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Community Dispute Resolution Model

Adopted:

9 Sep 2021

GUIDING PRINCIPLES:
1. Disputes referred include any conflict between community and/or family members who
do not qualify for or do not request police intervention
2. Disputes can include but are not limited to: neighbour to neighbour conflicts; family
conflicts; organizational conflicts
3. The object is to facilitate open dialogues between the parties involved
4. The process requires open dialogue in order to be successful. Therefore, all parties to the
dispute must be willing to participate in order to proceed

CRITERIA
1. Must be willing to participate in open dialogue
2. No litigation may be in progress
3. Financial issues (e.g. debt collection, rental collection, court directed payments) will not
be considered
4. No age restrictions

REFERRAL PROTOCOL
1.
2.
3.
4.

Contact made with Program Coordinator
Program Coordinator will contact all involved by phone to determine:
All willing participants will sign Agreement to Participate
Conference process initiated

CONFERENCE PROCESS: (copy/paste Comm. Conf and edit for CDR)
1. The Program Coordinator identifies team of trained volunteer facilitators
2. This team determines roles and responsibilities to best meet the needs of those involved
3. The conference team organizes the conference based dialogue

PROCESS STEPS:
1. PRE-CONFERENCE
a) Conference Team Facilitator(s) will contact the victim and offender to arrange preconference meetings at which they will:
i. Review the community dispute resolution process
ii. Hear all perspectives of the incident/issue
iii. Encourage participation in the conference
iv. Gets dates of availability for confernce
2. POST PRE-CONFERENCE
a) Notify all participants of the conference date/time/place

3. CONFERENCE
a) The conference evolves as follows:
i. Prepare seating plan
ii. Introduce participants and review the process and its guidelines
iii. Facilitator to state the incident, including relevant circumstances.
iv. In turn the participants are asked to describe the incident and how it affects
them
v. When all participants have had a chance to speak, the facilitator(s) initiate the
discussion about what is required to resolve the conflict
a. This may require the facilitator(s) to take an active role in questioning the
participants and in reframing the issues
b. If it becomes clear that progress is not possible, the process will not proceed
vi. When agreement is reached, the facilitator(s) restates the agreement for
clarification and confirmation
vii. The facilitator(s) brings closure to the conference, which includes the
opportunity for any last words
viii. An agreement summary is written up and signed with copy distribution arranged
4. POST CONFERENCE
a) Team member(s) are designated to follow up with participants after the conference
b) act as a positive role model
c) Follow up with the offender(s) through the completion of the resolution agreement
d) Provide updates to victim(s) while resolution agreement is being completed
e) Provide appropriate community resources upon request
f) Report to the Program Coordinator upon completion of resolution
g) Attend a team debriefing

Attachments:
1. Agreement to Participate Form

Form CDR-02

ARROWSMITH COMMUNITY JUSTICE SOCIETY
Community Dispute Resolution

Agreement to Participate
Arrowsmith Community Justice Society will be referred to as ACJS in this document.
1. ACJS Volunteers are trained facilitators and impartial third parties. Their role is to
assist the participants to work toward resolution of the shared issues.
2. Participants agree to the following:
 They will not call ACJS facilitators as witnesses in any future legal proceeding
related to the issue in dispute.
 To the best of their knowledge, there is no civil litigation or active investigation
concerning these issues at this time.
 Participation is voluntary; therefore, any party may stop the proceedings at any
time.
3. During the Community Dispute Resolution Conference:
 Information pertinent to the shared issues will be disclosed.
 Negotiations will be conducted in good faith
 ACJS volunteers will honour participants’ confidentiality
4. The resolution Agreement is not a legally binding document. It is a summary of the
intentions of the parties as agreed to in the facilitated discussions.
5. ACJS may use non-identifying information about the proceedings for the purpose
of statistics, training and/or promoting ACJS services.
6. The participants acknowledge that, by signing this Participation Agreement, they
give up the right to bring a court action against ACJS, its volunteers, members,
officers, agents, employees, directors and independent contractors to recover
compensation for any loss or injury arising as a direct or indirect result of
involvement with ACJS.

By signing this agreement, the participants below acknowledge that they have read and
understand and agree to be bound by the terms of this Agreement.
Dated the ___________________ day of ____________________________, 20____,
at ______________________________________, BC
Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness
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Community Dispute Resolution Model
Adopted:

9 Sep 2021

GUIDING PRINCIPLES:
5. Disputes referred include any conflict between community and/or family members who:
a. Do not qualify for or do not request court intervention.
b. Are referred by police
6. Disputes can include but are not limited to: neighbour to neighbour conflicts; family
conflicts; organizational conflicts
7. The object is to facilitate open dialogues between the parties involved
8. The process requires open dialogue in order to be successful. Therefore, all parties
involved in the conference must be willing to participate

CRITERIA:
5. Must be willing to participate in open dialogue
6. No litigation may be in progress
7. Financial issues (e.g. debt collection, rental collection, court directed payments) will not
be considered
8. No age restrictions

REFERRAL PROTOCOL:
5. Contact made with Program Coordinator
6. Program Coordinator will contact all parties involved by phone to determine willingness
to participate and suitability of referral
7. All willing participants will sign Agreement to Participate form
8. Conference process initiated

CONFERENCE PROCESS:
4. The Program Coordinator identifies team of trained volunteer facilitators
5. Facilitators determine roles and responsibilities to best meet the needs of those involved
6. The conference team organizes the order of dialogue during the conference

PROCESS STEPS:
5. PRE-CONFERENCE
b) Facilitator will contact the participants to arrange pre-conference meetings at which
they will:
v. review the community dispute resolution process
vi. hear all perspectives of the incident/issue
vii. encourage participation in the conference
viii. gets dates of availability for conference
6. POST PRE-CONFERENCE

b) Notify all participants of the conference date/time/place
7. CONFERENCE
b) The conference evolves as follows:
j. prepare seating plan
ix. introduce participants and review the process and its guidelines
x. facilitator to state the incident, including relevant circumstances
xi. in turn the participants are asked to describe the incident and how it has affected
them
xii. when all participants have had a chance to speak, the facilitator initiates the
discussion about what is required to resolve the conflict
xiii. the facilitator(s) take an active role in asking the participants questions and
reframing the issues
xiv. if it becomes clear that progress is not possible, the process will not proceed.
xv. when agreement is reached, the facilitator(s) restates the agreement for
clarification and confirmation
xvi. facilitator brings closure to the conference, which includes the opportunity for
any last words
xvii. an agreement summary is written up and signed with copy distribution arranged
8. POST CONFERENCE
a) Facilitator(s) are designated to follow up with participants after the conference
b) Act as a positive role model ** we should be a positive role model from beginning to
end, not just post-conference
c) Follow up with participants to let them know when the file has been closed
d) Provide appropriate community resources upon request
e) Report to the Program Coordinator upon completion of conference
f) Attend a team debriefing

Attachments:
2. Agreement to Participate Form

Form CDR-02

ARROWSMITH COMMUNITY JUSTICE SOCIETY
Community Dispute Resolution

Agreement to Participate
Arrowsmith Community Justice Society will be referred to as ACJS in this document.
1. ACJS Volunteers are trained facilitators and impartial third parties. Their role is to
assist the participants to work toward resolution of the shared issues.
2. Participants agree to the following:
 They will not call ACJS facilitators as witnesses in any future legal proceeding
related to the issue in dispute.
 To the best of their knowledge, there is no civil litigation or active
investigation concerning these issues at this time.
 Participation is voluntary; therefore, any party may stop the proceedings at
any time.
3. During the Community Dispute Resolution Conference:
 Information pertinent to the shared issues will be disclosed.
 Negotiations will be conducted in good faith
 ACJS volunteers will honour participants’ confidentiality
4. The resolution Agreement is not a legally binding document. It is a summary of the
intentions of the parties as agreed to in the facilitated discussions.
5. ACJS may use non-identifying information about the proceedings for the purpose of
statistics, training and/or promoting ACJS services.
6. The participants acknowledge that, by signing this Participation Agreement, they give
up the right to bring a court action against ACJS, its volunteers, members, officers,
agents, employees, directors and independent contractors to recover compensation
for any loss or injury arising as a direct or indirect result of involvement with ACJS.

7. By signing this agreement, the participants below acknowledge that they have read and
understand and agree to be bound by the terms of this Agreement.
Dated the ___________________ day of ____________________________, 20____,
at ______________________________________, BC.
Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

Party: __________________________________
Print Name

__________________________________
Signature

______________________________
Coordinator / Witness

P&P 5.3

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Appeal Policy
Adopted:

9 Sep 2021

GUIDING PRINCIPLES:
1. Arrowsmith Community Justice Society (ACJS) Board acknowledges its responsibility to
provide a fair and respectful process of appeal for all offenders whose cases are refused
by the ACJS Program Coordinator

PROCEDURE:
1. When a case is referred to the ACJS Program Coordinator and is rejected the appeal
process shall be as follows:
a) An appeal can be initiated by written submission
b) Board of Directors will designate a committee of three ACJS members. Committee
members will be new to the case and not have been involved in any previous
discussions held during the referral process. The committee shall include the
Board Chairperson or designate
c) The committee will seek input on the particulars of the case from the coordinator,
the referral agent and the party initiating the appeal
d) The appellant will be given a reasonable opportunity to make oral and/or written
submissions to the committee
e) The appellant is entitled to know the reasons for the original rejection and all new
relevant information that will be considered by the committee
f) The appellant will be provided with the committee’s final decision and the reasons
for the decision in writing
g) The decision of the committee shall be final

PROCEDURE FOR RCMP NON-REFERAL
1. When the RCMP do not refer a case to the ACJS Program but interested parties, e.g.
parents, school officials, clergy, etc., feel strongly that the offender should be considered
for restorative justice, it is the RCMP’s responsibility to review their decision.

P&P 7.0

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Volunteer Recruitment & Selection
Adopted:
Reviewed

11 Jan 2018
20 Aug 2021

GUIDING PRINCIPLES:
1. Arrowsmith Community Justice Society (ACJS) believes that a volunteer group with a core
set of skills and background enables the organization to maintain high standards in the
volunteer work
2. ACJS believes that the recruitment and selection process must model the values and beliefs
of the program and that volunteer candidates must be willing to model those values and
beliefs in their volunteer work
3. ACJS recognizes the value of diversity in volunteer skills and background

OBJECTIVES:
1. The intent of this policy is to confirm the importance of the recruitment and selection process for
volunteers and to ensure that all volunteers are a good fit for the organization

PROCEDURES:
1. A Recruitment and Selection Committee shall be mandated as a committee of ACJS. The Program
Coordinator shall be a member of this committee. This committee shall work to define and
document the core set of skills for each volunteer position and to ensure that a standard selection
process is followed for all candidates. This standard process includes a set of interview questions
that can be used to explore candidate’s suitability for the position.
2. All potential candidates will be referred to the Program Coordinator for initial follow-up, regardless
of how that named is obtained. Initial follow-up will include the following elements:
a) an overview of the community conference process, and the values, practices, policies and
procedures of ACJS
b) a brief exploration of reasons why the candidate would like to volunteer
c) a date/time for a meeting to explore further
The Program Coordinator notifies the Recruitment & Selection Committee that a suitable potential
candidate has been identified.

3. The Program Coordinator gives the candidate a package prior to the meeting with a recruiter, which
includes the following material:
a) documentation regarding both the program and the skills required for the volunteer
positions
b) an application form which includes background information, references and a request for
written answers to a few questions

4. Recruiter(s) will meet with the candidate, in a location with video capability, to explore further.
During this meeting, the recruiter(s) will do the following:
a) answer questions regarding both the program and the skills required for the volunteer
positions.
b) show the training DVD of a model conference.
c) explore the skills and background of the candidate using the standard “interview”
questions.
d) briefly review the candidate’s application form for clarification.
e) describe the next steps in the process.
If the candidate does not wish to go further at this point, then the recruiter notifies the Program
Coordinator that no further action is required. Note: Candidates may need some time after the
meeting to reflect on whether this is a fit or not.

5. If the recruiter feels the candidate is a good fit for the program, then the recruiter will follow up
with references provided on the application form and document responses on the reference check
form.
If the recruiter feels the candidate is not a fit for the program (either before or after reference
checks), the recruiter will advise the Program Coordinator and the Recruitment and Selection Chair
stating the reasons. If the Program Coordinator and the Recruitment and Selection Chair concur,
the Program Coordinator will notify the candidate and file the application.

6. If reference checks are successful and the recruiter still feels the candidate is a good fit, the candidate
is notified that their application form will be forwarded to the Program Coordinator for a police
check.
7. The Program Coordinator oversees the required Police Information Check (PIC) and notifies the
Training Committee of the new volunteer. The Training Committee will determine the appropriate
training plan for the new volunteer, based on timing of the application. The training may include an
observer role on a few cases before the first formal training commences.
The Program Coordinator notifies the new volunteer of successful completion of the application
process of the intended training plan.

If the PIC identifies issues, then the Program Coordinator will consult with the Recruitment
Committee Chair and notify the candidate that their application has not been accepted, stating
reasons.

P&P 7.1

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Volunteer Recruitment & Selection

Interview Questions
Adopted:
Reviewed:

14 Oct 2014
20 Aug 2021

PURPOSE OF THE INTERVIEW QUESTIONS:
The Arrowsmith Community Justice Society (ACJS) Board of Directors held a facilitated session
to determine core competencies and characteristics desired in prospective volunteers which
would be of asset to them while working within the ACJS processes. The examples of questions
below relate to these competencies and characteristics and will help the interviewers to
understand the applicants experience and qualifications.

CORE COMPETENCIES & CHARACTERISTICS DETERMINED:
1.
2.
3.
4.
5.
6.
7.

Work cooperatively as a member of a team
Act consistently within the organizational values & guidelines
Probe clients and co-workers deeply to reach underlying needs
Understand people with different backgrounds and views.
Explain concepts and procedures clearly both verbally and in writing
Constructively handle strong emotions and resolve conflicts with clients and co-workers.
Think through problems, examine options and their effect.

PROCEDURE:
1. Two to four questions shall be determined by the Volunteer Selection Committee.
Questions can be taken from, but are not limited to, the example questions below.
2. To ensure a fair basis for all applicants, the same questions will be asked for a predetermined period of time to be decided upon by the Volunteer Selection Committee.
3. All of the example questions will be posted on the ACJS Website and available for the
applicants to look over prior to their interview.

EXAMPLE INTERVIEW QUESTIONS:
Question #1 - Motivation
A foundation value and expected behaviour of the Arrowsmith Community Justice
Society (ACJS) is based on the respect of others.
QUESTION: Please tell us about a life/career choice of decision that you made based on
values or ethics.
Question #2 – Building Trust
Facilitators in Restorative Justice need to be sensitive to the interpersonal anxieties of
others. It is important to be able to put others at ease.
QUESTION: Please share with us a time when your people skills enabled you to get
others (individual or group) to tell you something they’d rather not tell you.
Question #3 – Decision Making
The Facilitator may be called upon to provide key advice and encourage clients to make
important decisions.
QUESTION: Tell us about a coaching or encouragement you provided that was key to a
friend, colleague, family member, or client that significantly assisted in a decision that
they made which had a positive impact.
Question #4 – Patience and Tolerance
Restorative Justice Circles are non-judgemental and ensure that each participant treats
the others with respect.
QUESTION: Please tell us about a time when you had to deal with a person or a group
who could only see their side of the agenda.
Question #5 – Communication
Communicating effectively in writing is important for our facilitators, especially when it
comes to writing Resolution Agreements. Agreed upon outcomes, critical steps and
completion dates are some of the details that must be included.
QUESTION: Please tell us about something you wrote of which you were most satisfied.
Question #6 – Active Listening Skills
One of the most critical skills a facilitator can have and use is the ability to actively listen
to understand the point that someone is trying to make.
QUESTION: Please share with us a time that your active listening helped you realize that
the issue in question was not what you originally thought and it caused you to change
your mind.

Question #7 – Positive Focus / Team Skills
At Arrowsmith Community Justice Society we active discourage griping and complaining
about either groups or individuals behind their backs.
QUESTION: Please recall your best example of a time when you were strongly tempted
to complain about someone, but you did something more constructive instead.
Question #8 – Conflict Resolution / Team Skills
Constructive working relationships with friends, colleagues and clients make everybody’s
job easier.
QUESTION: Tell us about a relationship that started out rocky but ended up effective.
Question #9 – Communication / Understanding Others
In dealing with clients and their support persons (usually other family members) effective
facilitators pick up a sense of the group in terms of intentions, needs, and what they
value. This ability allows the facilitator to predict a future behaviour (i.e. the likelihood
of a Resolution Agreement).
QUESTION: Please share your experience in successfully predicting and assisting a group
to achieve a desired objective.
Question #10 – Communication
Our facilitators deal with a variety of people every day including clients and the RCMP.
QUESTION: Please tell us a situation in which you could not resolve the unhappy
client’s/customer’s demand but you successfully dealt with that person.
Question #11 – Communication
A facilitator needs to communicate effectively to small groups – usually family groups of
offenders and victims. Frequently our clients are not familiar with Restorative Justice
and the facilitator is often their only source of information about the process.
QUESTION: Please describe the most successful presentation you have ever given to a
small group.
Question #12 – Motivational
Results are the basic measure of effectiveness.
QUESTION: Please tell us about a time when your commitment to getting the job done
allowed you to exceed a client’s, customers or employer’s expectation.
Question #13 – Interpersonal Challenge
Feedback is a productive part of growth and confidence.
QUESTION: Please tell us about a time when you received feedback and it caused you to
rethink and change the way you were doing something.

P&P 7.2

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Volunteer Recruitment & Selection

Volunteer Package - Facilitator & Support
Adopted:
Reviewed

14 Oct 2014
20 Aug 2021

PURPOSE OF THE VOLUNTEER PACKAGE:
Each prospective volunteer is to be given a package which will assist them in making their
decision about joining the Arrowsmith Community Justice Society and training as a conference
team member. This information package will include the following:

INCLUDE IN PACKAGE:
1.
2.
3.
4.
5.
6.
7.
8.

Cover Letter (see below)
Copy of the brochure
ACJS Mission, Vision and Core Values as we refer to the values of the organization in
the selection process (P&P 1)
Volunteer application form to be completed
Police Records Check to be completed
Copy of the Code of Ethics Document (P&P 8.1)
Copy of the Contract of Confidentiality (Form V-02)
A copy of ACJS history

ATTACHMENTS
Cover Letter

Arrowsmith Community Justice Society
727 West Island Highway
Parksville, BC., V9P 1B9
250-954-2968

Date
Name
Address
City, province

Dear _______;
Thank you for expressing an interest in the Arrowsmith Community Justice Society and a
desire to become a facilitator with the restorative justice process. This package includes
background on the Society and information about the restorative justice process and its
accomplishments. Some aspects that we are seeking in a facilitator are the abilities to:
1.
2.
3.
4.
5.
6.
7.

Work cooperatively as a member of a team
Act consistently within the organization values & guidelines
Probe clients and co-workers deeply to reach underlying needs
Understand people with different backgrounds and views
Explain concepts & procedures clearly both verbally and in writing
Constructively handle strong emotions and resolve conflicts with clients/co-workers
Critically analyze options and their effects

Some of these aspects can be expanded upon during the training and interview process.
As you move thru the application process you will have a criminal records check completed;
references checked and an interview with two members of the selection committee. They will
ask three questions that will expand on the key components of problem solving,
communication, motivational skills, organizational skills and inter-personal skills. Attached are
the questions. We ask that you choose two that you feel comfortable with. The interviewer
will choose the third.

Yours truly,
_____________________
Name
ACJS Program Coordinator

P&P 7.3
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Volunteer Recruitment & Selection

Volunteer Package - Mentor
Adopted:
Reviewed

11 Jan 2018
20 Aug 2021

PURPOSE OF THE VOLUNTEER PACKAGE:
Each prospective volunteer is to be given a package which will assist them in making their
decision about joining the Arrowsmith Community Justice Society and training as a mentor.
This information package will include the following:

INCLUDE IN PACKAGE:
9.
10.
11.
12.
13.
14.
15.
16.
17.

Cover Letter (see below)
Copy of the ACJS brochure
Copy of the Mentor Program brochure
ACJS Mission, Vision and Core Values as we refer to the values of the organization in
the selection process (P&P 1)
Volunteer application form to be completed
Police Vulnerable Sector Check to be completed
Copy of the Code of Ethics Document (P&P 8.1)
Copy of the Contract of Confidentiality (Form V-02)
A copy of ACJS history

EXAMPLE INTAKE QUESTIONS: (Initial meeting with Coordinator)
1.
2.
3.
4.
5.
6.
7.

Do you have a valid BC Driver’s License?
Do you have access to a vehicle?
How are you involved in the community?
Why do you want to participate in the Mentorship program?
What do you believe young people need most to succeed?
What are your hobbies and interests?
How did you hear about the Mentorship program?

ATTACHMENTS
Cover Letter

Arrowsmith Community Justice Society
727 West Island Highway
Parksville, BC., V9P 1B9
250-954-2968
Date
Name
Address
City, province

Dear _______;
Thank you for expressing an interest in the Arrowsmith Community Justice Society and a
desire to become a mentor with the restorative justice process. This package includes
background on the Society and information about the restorative justice process and its
accomplishments. Some aspects that we are seeking in a mentor are the abilities to:













Work cooperatively as a member of a team
Act consistently within the organization’s values & guidelines
Be a role model.
Avoid making judgements and moralizing
Model and reinforce socially acceptable behaviour
Maintain regular contact with the family to which you are assigned.
Guide & support the family through the completion of the resolution agreement.
Have knowledge on the rights of youth and the services available in the community.
Provide reports to the Program Coordinator as required.
Protect the privacy of the client
Attend volunteer meetings and educational sessions
Attend mandatory training sessions

Some of these aspects can be expanded upon during the training and interview process.
As you move thru the application process you will have a criminal records check completed;
references checked and an interview with two members of the selection committee. They will
ask three questions that will expand on the key components of problem solving,
communication, motivational skills, organizational skills and inter-personal skills. Attached are
the questions. We ask that you choose two that you feel comfortable with. The interviewer
will choose the third.
Yours truly

Name
ACJS Program Coordinator

P&P 8.0

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Training & Support
Adopted;
Reviewed:

14 Oct 2014
20 Aug 2021

GUIDING PRINCIPLES:
14. Arrowsmith Community Justice Society (ACJS) believes that all volunteers have a right to
appropriate and accessible training and support to enable them to maintain high standards
in their work. ACJS believes that the training and support program must model the values
and beliefs of the organization and recognize the value of each individual’s questions and
input.

OBJECTIVES:
9. The intent of this policy is to confirm the importance of the training and support for all
volunteers and to ensure that training and support activities uphold the fundamental
values, beliefs, and philosophy of the organization under the direction of the Training and
Support Committee. This committee shall ensure effective training and support is provided
to all ACJS volunteers.
10. The Training and Support Committee shall:
e) Develop and conduct programs for volunteers that would include:
1. Introductory training programs for new volunteers
1. Introduction to the philosophy and values of restorative justice
2. Introduction to the community conference process
3. Development of skills appropriate for conference team members to perform
their roles in the community conference process
2. Continuing training and support for all volunteers
1. To foster an understanding of the structure and administrative procedures of
ACJS
2. To maintain skills and an awareness of the roles and responsibilities of a
volunteer
3. To provide an opportunity for volunteers to share and discuss experiences in
a respectful and supportive environment
4. To reinforce the values of restorative justice through the use of talking
circles, debriefing, coaching and other activities
f) Participate in the recruitment and selection process
g) Offer other support and training activities as approved by ACJS Board of Directors

PROCEDURE:
1. All new volunteers will participate in a formal training program that will include the following
elements:
a) An overview of the community conference process
b) The values, practices, policies and procedures of ACJS
c) The skills required to be an effective community conference facilitator
d) A step by step exploration of the community conference process
e) An opportunity to practise being a member of a community conference
2. All volunteers, to maintain their volunteer status within ACJS, are expected to participate in learning
activities when asked to do so by the training and support committee. This will include periodic
training and support meetings
3. New volunteers will be provided an opportunity to work with an experienced volunteer to hone their
personal skills and confirm their understanding of the restorative justice program
4. All volunteers are encouraged to continually increase and confirm their understanding, skills, and
commitment through self-directed learning. Such learning is supported by ACJS as resources permit
5. All volunteers act under the direction of the Program Coordinator
6. Debriefing is an essential learning tool and will be an integral part of volunteer training

P&P 8.1

ARROWSMITH COMMUNITY JUSTICE SOCIETY

Resolution Agreement
Adopted:
Reviewed:

14 Oct 2014
20 Aug 2021

GUIDING PRINCIPLES:
1. Arrowsmith Community Justice Society (ACJS) acknowledges its responsibility to provide:
a) Direction in writing a clear and concise resolution agreement
b) A fair and respectful process of appeal to all offenders who have difficulty completing
their resolution agreement as written. The ACJS will make every effort to assist a client
complete their contract as stipulated but when roadblocks arise, amendments may be
required

PROCEDURE:
15. The Resolution Agreement Writing
a. The resolution agreement is a document listing all resolutions agreed upon by the
participants of a conference
b. Must be signed by the offender(s), the victim(s), and guardians of any youth
c. Will contain a clear and concise summary of the resolutions agreed to including: who,
what, when, where and how
d. Resolutions involving financial recompense will state amount of restitution to be paid
and how it will be delivered
e. Will have a definite date of completion
2. Contract Amendments
a. When an amendment to a resolution contract is submitted from the client, the Program
Coordinator may do one of the following.
i.
An amendment to a resolution agreement cannot change the intent of the
signed agreement. If it does change the intent, a conference must be
reconvened with all parties available, to make the change.
ii.
In the case of a minor change, the amendment may be done at the sole
discretion of the Program Coordinator. “Minor” relates to those details that are
out of the clients control but affect the completion of the contract such as:
1. Venue for community service unavailable
2. Time extension required
All other amendments require the Program Coordinator to contact the victim(s)
and/or contact the conference team before the amendments can be made.

