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Introduction 
 
Once a file has been referred to the Coordinator and she has determined the case is acceptable 
and has made the initial contact with the parties involved to determine they are willing to 
proceed, she will assign two facilitators to the file to work it.   One facilitator will take the lead 
position but they work as a team with the second person assisting and being part of all 
meetings.  
 
The team will contact all the participants and arrange a meeting with each one individually.  The 
initial contact is made by telephone.  Below is a scripted guide for making the phone call.   
Once the initial meeting has been arranged, BOTH facilitators will attend.  ACJS always has 
volunteers working in teams for safety and support.  
 
 

Authorities, Roles and Responsibilities of Conference Team Members 
Adopted by ACJS: April 2006 

 
Authorities:   The authorities of the conference team members are to: 
 

 Organize and facilitate the Community Conference Process as stated in the ACJS 
Model (model to be attached) 

 
Roles: The roles of the conference team members are to: 
 

 Facilitate the Community Conference Process, either as lead or in a support role. 

 Support the participants throughout the community conference process. 

 Communicate with the Coordinator, other team members and case participants. 

 Monitor the resolution agreement after the conference until completion. 
 
Responsibilities:  The responsibilities of the conference team members are to: 
 

 Knowingly, cause no harm 

 Read, understand and sign the code of ethics (code to be attached) 

 Reflect the mission, vision and core values of the ACJS (Mission, Vision and Core 
Values to be attached) 

 Act within the limits of ACJS training and experience. 

 Keep volunteer manual updated. 

 Complete and return all forms relevant to each case in a timely fashion. 

 Give a minimum 2 years commitment as an ACJS conference team member; 
thereafter commitment to be reviewed annually 

 Participate in initial training, observation, practicum and follow-up training as 
required. 

 Attend a minimum of 2 volunteer/training meetings each year. 

 Participate in debriefing at the close of each case and consult with coordinator 
and/or debrief team as needed. 
 

Faced with a situation that hasn’t been adequately covered in training PLEASE ASK the 
coordinator or assigned trainer.  



 
 

Guidelines for the Telephone Call 

 
 

Purpose: 
- Make voice contact with victim or offender 
- Introduce yourself and our program 
- State need for the pre-conference (get together) to hear their story and discuss 
      the RJ process 
- Establish time and place for pre-conference 
- Establish who will be present at the pre-conference 
- Confirm address of pre-conference site (their home or other) 
- Leave your name and contact phone number 
- Answer questions which arise in a “safe” neutral manner  (suggest that there will 
      be ample opportunity for questions in the pre-conference 

 
Areas To Be Sensitive To: 

- Avoid leaving messages on answering machines 
- You can’t assume the person answering the phone is aware of the incident; tactifully 

arrange to speak with whomever you’re seeking, even if that means calling back, calling 
another number, etc 

- Avoid leaving messages with children or anyone you’re not sure is aware of the incident 
- If there is a need to have a call back, perhaps just leave your first name and number 

 
Other Hints: 

- ‘to hear your story’ 
- ‘to tell you about our program’ 
- ‘to prepare you for the process’ 
- ‘to answer any questions’ 
- ‘your case has been referred to our program by Cst, ____ (RCMP; you’re aware of 

that?’ 
- ‘by signing the consent to participate form you have indicated your willingness to 

admit to the theft (or whatever it is) and participate in our process.  Is that correct?’  
(you get an initial confirmation of their meeting our program criteria with this question) 

 
 
Below is a guide or ‘script’ to follow when making a phone call. 
 
 



  
 
 

 

ARROWSMITH COMMUNITY JUSTICE SOCIETY 

Guideline for Telephone Call 
Initial Contact with the Victim and Offender  

adopted: 13 Sep 2018 

Purpose: 
 
 
  
Introductions: 

 Make initial voice contact with the Victim or Offender 

 Introduce yourself and our organization 

 Set up the preconference meeting 
 

 Confirm that you have the correct person 
- Is this _______________? 

 Introduce yourself 
- My name is _________ (first name).   
- I am a Facilitator assigned by the Arrowsmith Community Justice Program 

for your case of, “______________” (state offence) which has been referred 
to us by the RCMP. 

- I understand you have agreed to use Restorative Justice to resolve this 
matter, is that correct? 

 
Note:  If you are dealing with a youth, also ask to speak to the parent listed on 
the form before/ after talking to the offender. If they are not available, arrange 
a contact time for a follow-up phone call. 
           

Discussion: 
 

 State the need for a pre-conference (initial meeting) to explain the process and 
to hear their story. 

 Establish a time and place for this meeting 

- State preference to have the meeting at their home and confirm you have 

the correct address 

- If they would like to meet in a public place ask for a recommendation of 
where they would like to meet.  Avoid busy public settings. 

 Establish who will be present at the preconference 
- The victim or offender  
- Both Facilitators 
- For offenders who are youths, a parent or guardian (and youth victims too?) 
- Victims and adult offenders are entitled to have a support person at the 

preconference if they so desire. 

 Ask them if they have any questions about the conference. 

 Leave your name and how you may be contacted 
 

Cautions: 
 

 Avoid leaving messages on answering machines 

 Don’t assume the person answering the phone is aware of the incident. 

Tactfully arrange to speak with whomever you are seeking, even if that means 

calling back or calling a different number. 

 Avoid leaving messages with children 

 



 
 

Purpose of the Pre-Conference Meeting 
  
Permission was given to ACJS to use this excerpt for the purpose of 
this training.  Their website is www.livingjusticepress.org,  
By Kay Pranis – Circle Keepers Handbook  

 
Preparing the parties– The facilitators meet with each person, who has agreed to participate in the 
process, individually.  The purpose of the pre-conference meeting includes: 

 Hearing the story or perspective of that person concerning the situation. 

 Explaining about the restorative justice process: taking time to establish shared group values 
and guidelines, opening and closing ceremony, talking piece, roles of the facilitators and the 
participants.  

 Answering questions about the process – how it works, who will be there, ….. 

 Determining whether the person has any concerns about participating 

 Identifying support people for the key parties who will be invited to the circle 

 Identifying others who might have been affected by the situation 

 Clarifying confidentiality and the exceptions 

 Building a relationship so the person will trust the facilitator(s) in the process 

 Checking on willingness to talk about the key issues with the entire circle 

 Checking on willingness to listen to others who may have a difference view 

 Finding out what the person would like to get out of the circle process 

 Determining whether the person is willing to participate in a circle process.   
It is often helpful in the pre-conference meetings to emphasize that every participant has an equal 
chance to speak; that no one can interrupt whoever is speaking; and that it is always okay to pass if you 
do not wish to speak.   
 
Based on the pre-conference meeting interviews with all the circle participants and your co-facilitator: 

 Determine whether there are others whose participation could be helpful in the circle (e.g. 
supporters for the key parties in conflict, third parties who are respected by both of the key 
parties and are not aligned with either on this issue, others who have been affected by the 
situation, etc) 

 Identify the key issues that appear to be important to discuss in the circle. 
 
Information about the key issues is used to help formulate questions for the circle.  If it becomes clear 
that additional people are appropriate for the circle the facilitators inform the other participants, invite 
the additional people and conduct a pre-conference meeting with these additional participants.   (Every 
person who attends the conference MUST have a pre-conference meeting) 
 
 
 

 
 
 
 
 
 
 
 

http://www.livingjusticepress.org/


Location for Pre-Conferences 
 
There is no set location for holding a pre-conference.  It can be determined by the parties involved as 
their comfort in this initial meeting is important.   The only consideration to keep in mind is 
confidentiality.  You don’t want to hold it in a busy restaurant where you could be easily overheard.   
These can be held in the client’s home, on their deck, sitting at a picnic table in a park, in a semi-private 
room at a coffee shop.   The coordinator can give you options to consider.   
 
ACJS uses scripts for the pre-conference meetings.  There are minor differences between what you ask 
the offender and what you ask the victim.  Both scripts follow. 
 
There is no restriction on the number of pre-conference meetings you can have with one person.  
Someone might require a follow up session or phone call to confirm or answer a question.  If, at the 
initial meeting, an individual asks for some clarification, you can query if a phone call with be sufficient 
or if another meeting is preferred.  Use your judgement.   
 
 
 

Pre-Conference Checklist 
 

When attending a pre-conference or a conference, ACJS provides you with a checklist to follow.  We 

realize that some spontaneity will occur but the checklist ensures you don’t miss something important.   

Options are given for some areas.  If you follow the list, you will not miss an instruction or an answer you 

may need further along the process.   As you attend all meetings with your co-facilitator or team 

member, it is suggested your partner check off the list as you go thru it and if anything is missed, he/she 

will pick it up and bring it forward before you leave.  

Below are two different versions of the pre-conference checklist.   One used for victims and the other 

for the offender.   You may have the same question for each but they will require different approaches.   

 

Offender Worksheet 

The offender worksheet below is a document that can be given to the offender to help them prepare for 
the conference.  By thinking about the questions, they can formulate a response and not be caught off 
guard. 

 
  



RJ-03  

 

           ARROWSMITH COMMUNITY JUSTICE SOCIETY 
                                    Restorative Justice 
                     Pre-Conference Checklist (Victim)     

Revised:  18 Nov 2019 
 

 
Case File #_______________ Date of Meeting:_____________ 

 
 Brochure and Card Left Give the brochure to participant and inform them they 

may call the Coordinator if they have any concerns 
about the process or the facilitators. 

 Community Conference Explained 

  Who are we? “A non-profit community service program” 
  Where we get our referrals? “From RCMP or Crown Counsel” 
  What do we do? “Facilitate a community conference for you, the 

offender, and the community” 

  What’s the goal? “Allow you to explain the details of the crime, the 
impact it has had on you and to ask questions. You 
provide input into an agreement that helps make it 
right.” 

    

 Outline the Process  

  Voluntary participation “Both you and the offender are free to withdraw from 
the process at any time.” 
“The offender has admitted committing the act and has 
agreed to participate in this process to repair the 
harm.”  
“If the offender does withdraw, the case goes back to 
the RCMP for further action.” 

  Barriers “Do you have any physical or mental barriers that 
would prevent you from completing the process 
successfully?” 

  Who will be present  

  Support person(s) for the 
offender: 

Name: _____________________________________ 
 
Phone No:___________________________________ 

  
 
 

Conference team role 

 Not to judge 

 Guide the process 

 Provide a safe and respectful environment  

 Be impartial 

 Provide support until resolution is completed 

 Reassure participant all information is confidential 
“At ACJS we take appropriate measures to secure your personal information, destroy it 
when necessary, and only share it with parties involved in the process. Our process is 
highly confidential with three exceptions:” 
1. If there is disclosure about the safety of a child 
2. If there is disclosure of another criminal offence 
3. If the information disclosed is used to respond to an emergency that threatens the life, 

health, or security of an individual or the public. 
The team is required to report any such disclosure to the RCMP 
 



  The Process 
 

  1. An opportunity to tell your story 
2. an opportunity to ask questions and explore issues important to you 
3. An opportunity to participate in a fair, reasonable agreement to repair the harm 

 
  Questions 

 
What do you need to feel supported through this process?  

What was your experience of the harm? 
What were you thinking/feeling at the time? 
What are you thinking/feeling now? 
What are the main issues for you? 
What would you like to see happen as a result of the conference? 
 
Areas of Concern to be Brought to Conference 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_______________________________________________________________ 
 
Damage/ Loss Estimate:___________________________________________________ 
Receipts or Invoices:______________________________________________________ 
Expected Resolution:_____________________________________________________ 
___________________________________________________________________________
_____________________________________________________________________ 
Comments:_________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_______________________________________________________________ 
 
What is the best way to contact you through this process (phone number, texting, email 
address)? What times and days are best for contact? 
___________________________________________________________________________
___________________________________________________________________________
__________________________________________________________________ 

    

 

           Inform Next Step  
 

- Contacting other participants 
- Setting conference date and time 
- While voluntary, if either party fails to complete the process, the case will be returned to the 

RCMP 
- What happens if the contract is not fulfilled?  The offender is no longer eligible for future RJ  
- At times contracts may require adjustments for various reasons.  All parties must agree. 

   
   

 
 Potential Conference Dates and Times 
 _____________________   _____________________ _____________________ 
 _____________________ _____________________ _____________________ 
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           ARROWSMITH COMMUNITY JUSTICE SOCIETY 
                                    Restorative Justice 
                     Pre-Conference Checklist (Offender) 

 
Revised:  10 Nov 2019 

 
Case File #_______________ Date of Meeting:_____________ 

 
 Brochure and Card Left 

  

      
 Agreement to Participate 

Give the brochure to participant and inform 
them they may call the Coordinator if they 
have any concerns about the process or the 
facilitators. 
Get form signed if not already done. 
  

 Community Conference Explained 

  Who are we? “A non-profit community service program” 

  Where we get our referrals? “From RCMP or Crown Counsel” 

  What do we do? “Facilitate a community conference for you, the 
victim, and the community” 

  What’s the goal? “Allow you to explain the details of the crime, the 
impact it has had on you and to ask questions and 
to have input into an agreement that helps make it 
right.” 

 Outline the Process  

  Voluntary participation “Both you and the victim are free to withdraw from 
the process at any time.” 
 “If you do withdraw, the case goes back to the 
RCMP for further action.” 

  Barriers “Do you have any physical or mental barriers that 
would prevent you from completing the process 
successfully?” 

  Who will be present  

  Support person(s) for the 
offender: 

Name: _____________________________________ 
Phone No:___________________________________ 

  
 
 

Conference team role 

 Not to judge 

 Guide the process 

 Provide a safe and respectful environment  

 Be impartial 

 To provide support as you complete the resolution agreement 

 Reassure participant all information is confidential 
“At ACJS we take appropriate measures to secure your personal information, destroy it 
when necessary, and only share it with parties involved in the process. Our process is 
highly confidential with three exceptions:” 
4. If there is disclosure about the safety of a child 
5. If there is disclosure of another criminal offence 
6. If the information disclosed is used to respond to an emergency that threatens the 

life, health, or security of an individual or the public. 

 The team is required to report any such disclosure to the RCMP 
 
 
 



  The Process 
 

  4. An opportunity to tell your story 
5. An opportunity to hear how your actions affected others 
6. An opportunity to participate in a fair, reasonable agreement to repair the harm 

 
  If appropriate discuss mentorship program  

   Mentorship Program         

 Hand out brochure 
 

 Inform them  they will be 
expecting a phone call from 
the mentor before the 
conference to set up a meeting 
 

 Inform them you will be there 
to introduce them to their 
mentor at the first meeting 

 
“ACJS provides a youth mentorship program called 
Support for Success to youth and their families who 
are referred to restorative justice” 
 
“The role of the mentor is to help the youth and their 
families prepare for their community conference. 
Attend the community conference with the youth and 
their family, and assist the youth in the completion of 
their resolution agreement where needed” 

 

 

Explore Client’s Version of Events (facts & feelings) 
Admits committing the act? (Y) ___ (N) ___ 
Admits the act was wrong? (Y) ___ (N) ___ 
Willing to sit in conference and repair the harm done? (Y) ___ (N) ___ 

 
Questions 

 Tell us what happened? 

 What were you thinking/feeling at the time? 

 Tell us about your arrest? 

 Who has been affected? 

 How do you think they were affected? 

 What are you thinking/feeling now? 
 

Repairing the Harm 

 In your opinion what is the damage or loss as a result of your actions?  
      ___________________________________________________________________________ 

 What might you be able do to repair the harm? 
      ___________________________________________________________________________ 

 What do you think the victim will expect? 
      ___________________________________________________________________________ 
 

What is the best way to contact you through this process (phone number, texting, email 
address)? What times and days are best for contact? 
_________________________________________________________________________________
_________________________________________________________________________________ 
Areas of Concern to be Brought to the Conference: 
_________________________________________________________________________________
_________________________________________________________________________________ 
 
 Inform of Next Step  (Contacting other participants and setting conference time) 
 Questions or Concerns  (Contact the team members if you have any questions about the 

process, or the Coordinator if you have a concern about team members) 
 Potential Conference Dates and Times 
 _____________________   _____________________ _____________________ 
 _____________________ _____________________ _____________________ 

 



 
Form RJ-05  

 

ARROWSMITH COMMUNITY JUSTICE SOCIETY 

Offender Worksheet 
 Adopted:  14 Oct 2014 

 

 
Offender Community Conference Worksheet 
Time spent answering these questions could help you with your community conference. 
 
 
1. What harm did your actions cause? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
2. Who has been affected by your actions? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
3. How has each person listed above been affected by your actions? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
4. How can you repair the harm you have done to each person listed above? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
5. How will this conference help you? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
 

…….Next:  Module 3 – The Community Conference 


