

Campus PRISM Project Sample Documents
Prepared by Campus PRISM Team+
(Including Kaaren Williamsen, Toni McMurphy, Sheila McMahon, 
Nina Harris, Carrie Landrum, Duke Fisher,+ )


1.  SAMPLE RJ Intake Assessment & Documents by RJ facilitator

2. Sample Preparatory/Preconference Questions
a. Prep questions for the harmed party
b. Prep questions for the responsible party
c. Prep questions for support people

3.  Sample Conferencing Script (Adapted for campus sexual harm cases)
a. Adapted from the conferencing script in David Karp’s Little Book of Restorative Justice for Colleges and Universities.   




SAMPLE RJ INTAKE AND ASSESSMENT DOCUMENTS

Intake Meeting with Harmed Party by the RJ Facilitator
Intake and Assessment 

	Items to Discuss
	Notes
	Proceed?

	Part I - Intake
	
	

	Referral
How did this case get to you as a facilitator?
	
	

	Harmed Party’s Requests  
What are they hoping for through this process?
	
	

	Harmed Party’s Needs and Interests
What needs and interests underlie the above request, or haven’t been reflected in a request?
	
	

	Voluntary
Is this voluntary? Do you sense coercion to participate in this process?
	
	

	Support System
Does their support system agree with proceeding with RJ?
	
	

	Type of Engagement
Preference for in-person or shuttle communication? (Inquire -- are there any other processes in the works?)
	
	

	Emotional Readiness 
What is your sense of their emotional readiness for the process? 
	
	

	Preferred Timeline
What are their needs or requests around timing of the process? Is it reasonable?
	
	

	Communication preferences
Format - call or email? Timing?
	
	

	Follow Up Requests
What questions/requests by the harmed party need follow up? 
	
	




Follow-up Meeting with Harmed Party

	Items to Discuss
	Notes
	Proceed?

	
Part II: Follow Up

	
	

	Follow up from initial conversation
Answer any questions that may have come up.  What has changed, if anything?
	
	

	Respondent Interest?
Report back high level overview from conversation with Respondent -- sharing their willingness or lack thereof to participate

Revisit their needs -- have they changed?
	
	

	Restorative Questions
Begin to introduce standard RJ questions to review at the next meeting
	
	

	Logistical Requests or Considerations
	
	

	Next Steps

	
	





SAMPLE RJ INTAKE AND ASSESSMENT DOCUMENTS

Intake Meeting with Responsible Party by the RJ Facilitator
Intake and Assessment 

	Items to Discuss
	Notes
	Proceed?

	PART I
	
	

	Referral
Explain how this case got to you, as a facilitator.  (e.g. Harmed Party’s request and Title IX Coord. approval.) 
	
	

	Explain the process
Important elements: voluntary, remedies based, taking responsibility for causing harm.  (Have handout about the process for respondent to take with them.)
	
	

	Gauge initial interest
	
	

	Answer questions

	
	


	Assess Readiness

	
	

	Communication preferences
Format - call or email? Timing?
	
	

















SAMPLE RJ INTAKE AND ASSESSMENT DOCUMENTS


Follow-up Meeting with  Responsible Party 

	Items to Discuss
	Notes
	Proceed?

	Part II 
(2nd meeting)
	
	

	Review last meeting, 
answer any questions
	
	

	Inquire if they want to proceed: 
Share overview of what the harmed party might be looking for.  Can they meet some/all of those needs/requests?
	
	

	Their story/perspective
Give the respondent an opportunity to share their perspective.  
	
	

	Voluntary
Is their participation voluntary? Do you sense coercion to participate in this process?
	
	

	Support System
Does their support system agree with their participation with RJ? Do they have a support system? (Do they have legal representation?) 
	
	

	Type of Engagement
Preference for in-person or shuttle communication?
	
	

	Share questions
Begin to introduce standard restorative questions.  They can take these home and discuss at the next meeting.
	
	

	Follow Up Requests
What questions or requests 
need following up on? 
	
	





SAMPLE PREPARATORY/PRECONFERENCE QUESTIONS

HARMED PARTY QUESTIONS
Exploratory/Preparatory questions for a person who was harmed

· What happened? (optional)
· This question gives the harmed party a chance to share what details they want to share about the incident.  However, this is an OPTIONAL question -- discuss the option with the harmed party. They may not want to retell the story over and over again and may just want to start with the questions below.  

· At the time, what were you thinking about and how were you feeling?
· This gives perspective and insight to a person’s state of mind at the incident.

· What have you thought about since?
· This gives a sense of what they are struggling with, and what questions they might have for the responsible party.

· What impact did this incident have on you?
· This is the chance to identify the various harms.

· What was the hardest thing about this?
· This helps the harmed party identify what was most important. This moves from identifying harm to identifying underlying needs. “Because of this harm, do you have a need for… e.g., safety, restitution, belonging, etc.?”

· What questions do you have for the person who caused the harm?
· Harmed parties often want an explanation. This question can help them sort out possibilities.

· If the person responsible was here, is there anything you would like to say to them?
· This question helps identify what the harmed party wants the responsible party to know.

· What needs do you have as a result of the harm? What would you like to see the other person do to repair the harm they have caused you?
· Brainstorming helps provide clarity about needs and goals. If the harmed party shares strategies or positions, unpack the underlying interests/needs.  

· Are there things in this community that encourage or support incidents like to happen that you would like to see addressed?
· While the process is designed to discuss the specific incident and how the responsible party can address the harms and needs, this question also gives an opportunity for the parties to address larger cultural or campus issues.  



SAMPLE PREPARATORY/PRECONFERENCE QUESTIONS


Logistics review with the harmed party (if doing a conference, circle, or RJ dialogue)
· Review seating chart
· Review who will be in attendance (be sure they know who the responsible party’s support person is)
· Ask for their preference on:
· Who arrives in the conference room first/last
· Who speaks first at the conference
· Use of a table
· Answer any additional questions










SAMPLE PREPARATORY/PRECONFERENCE QUESTIONS

RESPONSIBLE PARTY QUESTIONS
Exploratory/Preparatory questions for a person who caused harmed

· What happened?
· At its core RJ is a storytelling process. This question opens the door to manifesting the story. Both those who have been harmed and those who have caused harm want to be heard. 

· At the time, what were you thinking about?
· This gives perspective and insight to a person’s state of mind at the incident. It also can be important to assess a person’s sense of remorse and willingness to take responsibility.

· What have you thought about since?
· This question prompts self-reflection and the possibility of change.

· What impact has this had on you? What needs do you have because of the harm? 
· The person often needs a chance to share the effect of being accused and their fears of what might happen to them. Before they feel heard about their immediate concerns about themselves, they are less likely to empathize with the harmed parties.

· Who else has been impacted and in what way? 
· This question helps the person start to think restoratively. Make a list of the “who’s.” Make sure you understand the harm for each person and what their needs might be.

· What do you think you could have done differently?
· In line with motivational interviewing, this question helps the person focus on behavioral change and their decision-making process. 

· What needs to happen to make things right?
· This is a standard RJ question that seeks to move from understanding to action. How can the harm be repaired? 

· The harmed party has suggested/requested ____________________.  What do you think about this?
· This gives a chance to share the ideas the harmed party has already suggested, and checks on the responsible party’s willingness to meet the requests. If there is unwillingness to meet the harmed party’s ideas/requests, share the harmed party’s interests/needs behind their ideas, and ask the responsible party what ideas they have to meet those interests.  




SAMPLE PREPARATORY/PRECONFERENCE QUESTIONS

· How can we rebuild trust?
· Separate from repairing harm, it is important to be responsible and trustworthy.  What can you do to show that you can be a positive and contributing member of the 


· community? Are there personal issues that need to be addressed? Will people be reassured if you were in counseling? Is there something that you could do to demonstrate that you really understand the harm that you caused?

· Are there things in this community that encourage or support incidents like to happen that you would like to see addressed?
· While the process is designed to discuss the specific incident and how the responsible party can address the harms and needs, this question also gives an opportunity for the parties to address larger cultural or campus issues.  



Logistics review with the harmed party (if doing a conference, circle, or RJ dialogue)
· Review seating chart
· Review who will be in attendance (be sure they know who the responsible party’s support person is)
· Ask for their preference on:
· Who arrives in the conference room first/last
· Who speaks first at the conference
· Use of a table
· Answer any additional questions



SAMPLE PREPARATORY/PRECONFERENCE QUESTIONS

TO BE USED IF THE PARTIES CHOOSE A CONFERENCE WITH SUPPORT PEOPLE

SUPPORT  PARTY QUESTIONS
Exploratory/Preparatory questions for support people

Pre-conference meeting with support people[footnoteRef:1] [1:  Support people will have been identified at previous intake/assessment meetings with the parties.] 


· Review what the RJ process is, the format and goals.
· How do they know the parties?
· Explain their role in the process:
· To support their person and help them get the most out of the process;
· Participate in the brainstorming;
· They are not a character witness.
· Review the questions they will be asked:
· What brings you to the conference today?
· What has been the most difficult thing for you about this incident?
· What are the impacts/harms you would like to see addressed?
· (Support person for harmed party) How do you think the harmed parties' needs could best be met? 
· (Support person for the responsible party) How do you think the responsible party could best take responsibility and what do you think they could do to make things right?
· Are there things in this community that encourage or support incidents like to happen that you would like to see addressed?
· While the conference is designed to discuss the specific incident and how the responsible party can address the harms and needs, this question also gives an opportunity for the parties to address larger cultural or campus issues.  
· Is there anything else you would like to share or ask at this time?
· Questions? 

Logistics review with support people:
· Review seating plan
· Review who will enter/exit first
· Review list of conference attendees
· Answer any additional questions


CAMPUS PRISM Sample Conferencing Script

CONFERENCE FACILITATOR SCRIPT[footnoteRef:2]  [2:  This conferencing script for campus sexual misconduct cases has been adapted from the conferencing script in the Little Book of Restorative Justice for Colleges and Universities by David Karp.  ] 


What to do right before the conference:
· Ensure that your facilitation materials are ready (script, seating plan, flip chart and markers, pen/pads, name tags).
· If the harmed party requested to sit around a table, be sure that the table and chairs are set up accordingly.  
· Before the participants arrive, put name tags on the seats to indicate the seating plan.[footnoteRef:3] [3:  The seating plan should be reviewed with the participants ahead of time.  ] 

· Be ready to greet the participants upon arrival and invite harmed parties and person responsible to wait in separate areas.
· Arrange who comes in first/last based on harmed party preference.  
· When everyone is ready, invite the participants into the conference room, and show them to their seats. 



1. INTRODUCTION

To everybody:
Welcome everyone.  I am [co-facilitator’s name], and I will be co-facilitating today’s conference with [name co-facilitator].

Thank you for being here. At today’s conference, we will be focusing on the impacts of the incident on [date], identifying what harm was caused and how it might be addressed.[footnoteRef:4] We will also focus on what can be done to reassure us that the behavior will not be repeated.  [4:  The amount of discussion around “what happened” will need to be discussed ahead of time.  In these cases, the conversation may start with impacts.  ] 


As we discussed in our pre-conference meetings, this conference is voluntary and you may leave at any time. If at any time you need a break, please let one of the facilitators know.  

[If there are support people who are unknown to everyone please do introductions: “Let’s go around the circle. Please tell us your name and what you are hoping for today.”]

[bookmark: _30j0zll]

CAMPUS PRISM Sample Conferencing Script

2. HARM IDENTIFICATION

Co-facilitator will write down harms and needs[footnoteRef:5] as they hear them and will check for accuracy.  All questions below are suggested prompts. Facilitator can modify as appropriate. [5:  In this script, the co-facilitator is keeping a list of harms and needs so that both can be attended to in the brainstorming section.  ] 


To everybody:
· We are going to begin today by hearing from the harmed party, and then we will hear from the responsible party and support people.[footnoteRef:6] [6:  You may also say people’s names here instead of their “roles.”] 

· Right now our focus is on identifying and understanding the impacts of what happened / the harm that was caused.  
· Later in the conference we will go around again and brainstorm ways to address and or repair the harm.   

Ask all of the questions in sequence before moving to the next person.

[In cases of sexual harm, the person harmed typically goes first.]
 
[Name of Harmed Party], we will start with you. 

To person harmed: 
· [Possible first question: What happened?]
· [Possible alternate first question: At the time of the incident, can you tell us how you were feeling and what was going through your mind?][footnoteRef:7] [7:  Check these out with the harmed party in the pre-conference to finalize the list of questions they want to respond to in the conference. ] 

· [Possible second question: What have you thought about since?]
· How has this impacted you?
· What has been the hardest thing?
· Is there anything else you would like to say at this time?





CAMPUS PRISM Sample Conferencing Script

To person responsible:
· At the time, what were you thinking and feeling? 
· What have you thought about since?
· Who has been impacted and what do you understand the harm to be?
· Is there anything else you would like to say at this time?

To support persons:
· When you learned about what happened, what were you thinking and feeling and what have you thought about since?
· What has been the most difficult thing about this situation for you?
· What harms need to be addressed?
· Is there anything else you would like to say at this time?

To everyone
· Now that we have had a chance to hear from each other. Is there anything you would like to say at this time?

FACILITATOR NOTE:

Facilitators may wish to shift primary leadership at this point and have the facilitator who has been listing harms lead the brainstorming.

If the Facilitator did not post the harms and needs to flip chart paper during the conference, they should do so now.  The group can take a break while this happens, or they can review the list together as the facilitator posts 













CAMPUS PRISM Sample Conferencing Script


3. CREATING A PLAN TO ADDRESS HARMS

Start a new flip chart page called “Ways to address harm.”[footnoteRef:8] [8:  “Ways to address harm” is used here instead of “solutions.”  ] 


To everybody:
· We have all spoken about the way people have been impacted by [the incident or by Responsible Party’s behavior].   We are now at the stage of identifying what might be done to address harms and needs. 
· A few questions will guide us forward. How can harm be addressed? How can we best meet people's needs? 
· We are about half-way through the conference.
· Is everyone OK to move on to this next stage?  Does anyone need a break before we do?

If the parties do not want to proceed, end the conference. Thank participants for their willingness to bring the details of the harm to light, and let the parties know you will be in touch to follow up.    

· This next stage is about coming up with ideas. 
· We will write all of the suggestions on the flipchart. Later we can decide to make changes and finalize a plan that is satisfactory to everyone. 
· Like the first half of the conference, I will ask each of you a series of questions, and then we will open things up for a general discussion. We will start by generating a list, and then we can discuss it.  Sound OK?


FACILITATOR NOTE
Again – give the harmed party the option of going first.  The order of brainstorming may vary – for example they may want to hear from the support parties before the responsible party.  You also have the option of having the parties brainstorm together; it is best to follow the lead of the person harmed.


CAMPUS PRISM Sample Conferencing Script

[Harmed Party], we will start again with you.  

To person harmed:
· Based on what you have heard and seeing this list, do you have any requests?  
· Do you have any other ideas about what might be helpful? 
· Is there anything specific you would need to see from [person responsible]? 
· How do you feel about hearing ideas from the other people now?[footnoteRef:9]  [9:  This question helps to check in with the person harmed to make sure they are ready to hear from others in the conference.  If they are not, you may need to take a break and caucus.  ] 


To person responsible:
· Looking at this list, what can you do to address the harms/needs?
· Do you have any ideas at this point about how you might be able to reassure the community and the person harmed that you will contribute positively to the community?

To support persons:
· Looking at this list, what do you think can be done to address the harms/needs? 
· What else would you need to see from [person responsible] to be reassured that they can contribute positively to the community?

To person responsible:
· What else might you be able to do or contribute to meet these needs?
· What is your plan to be a positive member of the community?
· How well do you think this plan addresses your obligations?











CAMPUS PRISM Sample Conferencing Script
	
To everybody:
· [Possible additional question] While we are discussing this specific incident today and how the responsible party can address the harms and needs, are there things in this community that encourage or support this behavior that you would like to see addressed?][footnoteRef:10]  [10:  Optional transformative justice informed  question – encouraging us to look into community structures, campus practices that might encourage or support sexual violence. 
] 

· Let’s review this list and discuss.  What do you think of what we have come up with so far? 
· Open Discussion
· Distill down to actionable plan 

To harmed party:
· How does this plan look to you?
· Do you have any questions or requests?

To person responsible:
· Now that we have created a plan, would you be able to agree to this? 
· Do you have any reservations?

To everybody:
· Now that we have a plan, it will be sent to [insert office for review; ie. TIX] for review. It is extremely rare, but If changes need to be made, we will be sure to thoroughly review it with you before it is finalized.  
· [Person responsible] will have to complete the various tasks by the deadline or [explain consequences, e.g, not able to register for next semester’s classes].





CAMPUS PRISM Sample Conferencing Script
	
4.  CLOSING

Thank everyone for their participation.  

To everybody:
· Thank you for your hard work today. 
· Share closing remarks or reflection.  
· [Possible closing prompt for the group: In closing this conference, I’d like to go around the circle and ask each person to share closing thoughts about how things went or general reflections. I’ll start by saying…][footnoteRef:11] [11:  Optional.  Facilitator needs to read the room. 
] 
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