FACILITATOR CHECKLIST

Use the PHONE LOG to write down everyone’s name and number; list all phone contacts and their approximate durations. Make note of durations of any in-person contacts, too, for inclusion in the Facilitator Follow-up Summary.

INITIAL VISITS/ PHONE CALLS


· Describe program

· Get sense of concerns regarding incident/situation

· Answer all questions by referring to:

     We’re going to get a chance to hear what happened

     We’re going to hear how each person has been affected

     The group will decide how to best repair the harm

· Find out what supporters they would like to invite

· Ask what times are good to schedule the conference

· Ask what location would be good

· Figure out who will be talking first during the conference, and be sure to let that person know that you’ll be asking them to start things off

PRE-CONFERENCE

· Community Resources. Think about what services might be needed and invite appropriate people or find out names and numbers of people to call at appropriate agencies. (CC office may be able to help with this)

· Set up location (CC office will help with this)

· Lay out seating plan in a circle, going by guidelines in facilitator manual.

CONFERENCE

· Bring tissues/refreshments/pens
· As facilitator, you make sure the group goes through 3 parts:

1. Find out what happened

2. Find out how people have been affected

3. Figure out how to repair harm and prevent further harm

Be disciplined during the agreement phase. Make sure you get the group to be specific about 1) What they want?  2) Who will do it?  and 3) By when?

CHECKLIST OF MATERIALS TO RETURN TO CC OFFICE AFTER CONFERENCE

(This will give us most information we need for CC database)

1) Seating chart

2) Completed phone log (with approximate durations of each contact)

3) Completed Demographics form

4) Completed Agreement form

5) Participant Evaluation forms

6) Facilitator Follow-Up Summary (Volunteer time report)

7) Completed Community Conference Feedback Guide (optional, but very helpful)

