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Sample RSQM documentary evidence planner 

 

This is an example showing how the RSQM Evidence Planner may be completed and is for guidance purposes only. The 

example organisation and evidence are all fictitious. It is intended that this example planner is used by RSQM applicants to 

assist them in in preparing their evidence for RSQM assessment.  

 

Applicants who copy and paste the sample text in red for use in their RSQM application will be required to submit the 

planner again.  
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Name of applicant provider: Peacetown Community Rehabilitation Company Service (PCRC) 

Date: xx/xx/xx 

Standard   No Criteria Description of evidence  List of evidence attached  
Leadership  
  
Restorative 
practice is 
championed at 
a senior level, 
with leaders 
promoting the 
strategic 
importance of 
restorative 
practice and 
ensuring its 
delivery is safe 
and effective. 

1.1 Leaders 
demonstrate a 
commitment to 
restorative 
practice, 
understanding its 
importance to the 
achievement of 
organisational 
objectives. 
 

Peacetown CRC CEO and Director will be available for 
interview at assessment site visit to outline how the 
CRC’s senior management team are committed to 
restorative practice and embedding it within the 
organisation’s objectives. For example, the Director 
ensures that objectives relating to restorative practice 
are built into the service’s strategic plan and are 
regularly monitored. 
 

(If applicable) 

 CEO’s recent speech at a regional 
CRC meeting highlighting the 
importance of restorative practice  

 Recent press release about PCRC’s 
journey of embedding restorative 
practice, with quotes from the CEO 

 minutes from meeting with PCRC’s 
Director and external partners in 
January 20XX 

1.2 Leaders motivate 
and empower 
relevant staff to 
deliver good 
restorative 
practice 
communicating 
clearly its value. 
 
 
 
 
 

PCRC restorative justice service lead and other key 
members of staff will be available for interview at 
assessment site visit. They will be able to outline how 
organisational leaders communicate the value of 
restorative practice and encourage staff to deliver a 
quality service.  
 
 

(If applicable) 

 Minutes from restorative team 
staff meeting with presentation by 
Deputy Director 

 allocated budgets for restorative 
practice delivery 

 results of PCRC staff survey 

 PCRC staff training records, 
including restorative facilitation 
and sensitive and complex cases 
training  
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1.3 Leaders take 
responsibility for 
ensuring the 
development and 
implementation 
of policies and 
procedures which 
promote safe and 
effective 
restorative 
practice.  

Peacetown CRC Director proactively ensures that the 
necessary polices and processes are in place to deliver a 
quality service. The CRC policy development process 
requires that final authorisation for policies must come 
from the Director. The Team reports on progress against 
its action plan every three months to the PCRC Director 
and Board.  
 
 

 PCRC Policy Development 
framework  

 PCRC  Team action plan 

 PCRC RJ team three monthly 
Board report (June, September & 
December 20XX) 

 

Strategic and 
operational 
planning  
 
Effective 
restorative 
practice is 
embedded 
within the 
organisation’s 
strategic and 
operational 
policies and 
plans. 

2.1 The delivery of 
safe and effective 
restorative 
practice relates 
clearly to the 
strategic 
objectives of the 
organisation. 

PCRC has eight strategic objectives, three of which (SO7, 
SO8 & SO3) relate to the service delivered by the RJ 
team.  
 

 SO3 - To ensure the protection of the public in the 

delivery of services  

 SO7 - To deliver excellent service user engagement 

 SO8 - To treat all those using our services with respect 

 PCRC strategic objectives 3,7 & 8 

 Statement setting out link 
between effective delivery by RJ 
team and SO’s 3, 7 & 8 

 Business plan 20XX 
 

2.2 The delivery of 
safe and effective 
restorative 
practice is 
embedded in the 
organisation’s 
business planning 

PCRC Business Plan is attached showing how restorative 
practices are set out as a core activity of the CRC. It 
details the strategic priorities of PCRC and the individual 
milestones that need to be achieved each year in order 
to meet them.  
The Annual report 20XX/20XX also refers to the work of 
the team and is attached.  

 Business plan 20XX 

 Annual report 20XX/20XX 
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and other 
relevant 
operational 
policies and 
plans.  
 

 
  

2.3  Restorative 
practice 
objectives and 
plans are realistic, 
measurable and 
deliverable 
having sufficient 
resources 
allocated to their 
achievement.   

PCRC RJ Service has 4 objectives set out in the service 
strategy (attached).  
The team works towards these objectives via delivery of 
the RJ service action plan which is revised annually and 
reviewed every quarter.  
PCRC allocates £XX to the delivery of the service and the 
budget breakdown is set out in the strategy.  
The team has 4 members of staff: 1 x FT Team Manager, 
2 x PT workers and 1 x FT team administrative officer.  
Responsibility for each activity is set out in the service 
action plan.  
 

 PCRC Restorative Service 
Objectives  

 PCRC Restorative Service Strategy 
and budget  

 PCRC Restorative Service Action 
Plan  

 
 
 

2.4  The 
organisation’s 
relevant policies 
and plans take 
account of 
stakeholder and 
organisational 
requirements 
relating to 
restorative 
practice.  

PCRC has a number of organisational policies which take 
into account both stakeholder and organisational 
requirements in relation to restorative practice. These 
are attached and cover:  
Data sharing between PCRC and external parties in 
relation to restorative service provision. 
Case supervision of PCRC practitioners (in PCRC 
Performance Management policy)  
Preparation of restorative cases ensuring that risk has 
been properly addressed. 

 Data protection policy  

 Performance management policy  

 Risk policy  

 Restorative practice policy 

 RJ Team Service Process map 

 Restorative intervention risk 
assessment checklist 
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2.5 Staff understand 
the importance of 
restorative 
practice to the 
organisation’s 
aims, priorities 
and strategy and 
how it relates to 
their role. 
 

Restorative justice service lead and other key members 
of staff involved in the delivery of restorative practice 
will be available for interview at assessment site visit.  

(If applicable) 

 PCRC job descriptions  

 PCRC staff induction documents  

 PCRC all staff restorative practice 
training records  

 PCRC staff appraisal documents  

 PCRC internal newsletter from 
March 20XX 
 

Collaborative 
working  
 
The 
organisation 
works 
collaboratively 
to deliver safe, 
effective and 
consistent 
restorative 
practice. 
 

3.1 The organisation 
identifies and 
encourages 
effective 
collaboration 
with relevant 
external partners.  

PCRC identifies relevant external partners with whom it 
works in relation to all core functions including the 
service. Most recently this was done via a mapping 
exercise in 20XX. The summary results of this mapping 
are attached. The PCRC Stakeholder Engagement 
Strategy is attached which sets out how the CRC engages 
with external partners on delivery of the RJ service.  

 PCRC Stakeholder Engagement 
Strategy  

 20XX stakeholder mapping results 
 

3.2  The organisation 
is clear regarding 
the outcomes 
sought from 
working with its 
external partners 
and the 
procedures to be 
followed towards 
achieving these 
outcomes.  

The PCRC Stakeholder Engagement Strategy sets out the 
outcomes PCRC wishes to achieve via its partnership 
working. Section 4 of the strategy (highlighted) details 
the outcomes that PCRC wishes to achieve in relation to 
the service.  
The PCRC Stakeholder Engagement Action Plan details 
the activity that PCRC will take over the course of 20XX 
to achieve the outcomes set out in the Engagement 
Strategy, who will be responsible and how such activity 
will be resourced.  

 PCRC Stakeholder Engagement 
Strategy  

 PCRC Stakeholder Engagement 
Action Plan  
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3.3 The organisation 
works with 
relevant partners 
to deliver safe 
and effective 
restorative 
practice, 
encouraging the 
sharing of 
information in 
line with relevant 
RJC guidance and 
legislative 
requirements.  
 

PCRC has developed a range of policies and procedures 
aimed at promoting the safe sharing of information in 
relation to the services provided including the 
restorative service. PCRC collects, stores and shares data 
in line with the requirements of the DPA as set out in the 
attached DP policy.  
 
 

 

 PCRC Information sharing protocol 

 PCRC data protection policy – with 
relevant section highlighted 

 RJ Referrals policy  
 

3.4  Active internal 
collaboration 
supports the 
provision of 
effective 
restorative 
practice.  
 
 
 

PCRC Service Teams work together to ensure the 
effective delivery of all services including the RJ service. 
The service action plan details the activities that will be 
undertaken by teams other internal teams working 
together with the RJ team (central services, 
communications, community safety, rehabilitation 
services).  Progress in relation to the RJ action plan is 
reviewed every quarter and this involves an update 
meeting between the RJ Team Manager and those 
responsible for activity set out in the plan.  
 

 Action plan update meeting notes  

 Restorative practice action plan  

 Service Level Agreements (central 
services/RS team / CS team) 

 
 
 
 
 

 

Supporting 
and 
developing 
people  

4.1  All individuals 
delivering 
restorative 
practice receive 

All PCRC practitioners have been facilitation trained by 
Tranquillity Ltd, an RJC registered training provider.  
Tranquillity facilitation training meets RJC guidance.  
 

 PCRC training and development 
policy  

 Facilitation training certificates for 
all three  workers  
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The 
organisation 
supports and 
develops its 
people in 
providing good 
restorative 
practice. 
 
 
 
 
 

restorative 
training relevant 
to their role and 
development 
needs in line with 
relevant RJC 
guidance, codes 
of practice.  

The service Team Manager is also trained in sensitive 
and complex cases and is therefore qualified to handle 
these cases.  
 
Both workers are currently shadowing the RJ Team 
Manager as permitted by PCRC Training and 
Development Policy in order that they can undertake 
sensitive and complex case work in the future.  
 

 Sensitive and complex cases 
training certificate for RJ Team 
Manager  

 

4.2 The organisation 
implements 
procedures which 
are effective in 
developing and 
maintaining the 
relevant levels of 
competence of all 
individuals 
involved in 
providing 
restorative 
practice in line 
with relevant RJC 
guidance.    

PCRC Training and Development policy is attached. 
Section 5 of the policy covers CPD and the way in which 
PCRC offers CPD opportunities to all professional staff 
including service team staff. All restorative service team 
staff are permitted 3 days CPD leave per year in order to 
complete the 12 CPD hours annually as required by the 
RJC. This entitlement is set out in RJ service team 
contracts one of which (anonymised) is attached.  
CPD is logged by all restorative practitioners working for 
PCRC using the attached CPD log form. This log is 
discussed with the Team Manager at supervision 
meetings and areas for CPD or further training are 
agreed.  
 

 PCRC Training and Development 
policy 

 Anonymised RJ Team worker 
contract with CPD leave section 
highlighted.  

 Practitioner CPD log form 

4.3 Good restorative 
practice is 
identified and 
disseminated 
across all relevant 

The RJ Service Team Manager is responsible for 
identifying emerging good practice in the field and 
disseminating information to the team. The Team 
Manager provides an update to team members on such 
developments via:  

 Fortnightly RJ team meetings 

 Schedule of team meetings 
showing frequency 

 Agendas from last three RJ team 
meetings 
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individuals within 
the organisation.  

 Internal emails linking to relevant articles/case 
studies 

 
 
 

 Anonymised emails from RJ Team 
Manager linking RJ team staff to 
relevant articles 

 List of RJ Team Manager 
professional subscriptions   

4.4 Individual and 
team 
performance in 
restorative 
practice is 
managed 
effectively, in line 
with the 
organisation’s 
policies and 
procedures and 
relevant RJC 
guidance.  

PCRC Performance Management Policy sets out the 
process used by the CRC to manage the performance of 
all employees including RJ service staff. RJ service team 
workers are both supervised by the RJ service team 
manager. The policy sets out how this is done and the 
frequency of supervision. The RJ service Team Manager 
is line managed by the CRC Deputy Director.  
 
The policy covers:  

 PCRC performance management policy and 
process 

 PCRC appraisal process 

 PCRC capability process  
 
A copy of the objectives of each service worker individual 
is attached.   
 

 PCRC Performance Management 
Policy  

 RJ service workers objectives  
 

4.5 The organisation 
has effective 
practitioner 
supervision 
arrangements in 
place for those 
delivering 
restorative 

PCRC RJ service workers all undertake case supervision at 
least once every three months. The RJ service workers 
are case supervised by the RJ Team Manager. The RJ 
Team manager is case supervised by a practitioner from 
external partner Tranquillity Ltd.  
 
 
 

 RJ Team case supervision 
policy  

 Case supervision preparation 
checklist & supervision action 
plan 
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practice in line 
with RJC 
guidance.   

Service 
delivery  
 
Delivery of 
restorative 
practice is 
safe, effective 
and accessible. 
 
 
 
 

5.1 The organisation 
ensures that 
those delivering 
restorative 
practice act in 
accordance with 
relevant RJC 
guidance in 
relation to 
preparation, 
facilitation and 
follow up.  

The operational delivery of PCRC RJ service is set out in 
the attached PCRC restorative service handbook 
(attached). This covers:  

 An overview of the RJ process 

 PCRC RJ service objectives  

 PCRC RJ service structure  

 Allocation process for RJ cases 

 Preparation for RJ and risk assessment 

 Informal processes  

 Face to face conferencing 

 Outcome agreements 

 Post conference/process support – what PCRC 
can offer  

 PCRC RJ Service Handbook 
including:  

 Service structure chart 

 Sample letters to 
victim/offender  

 Referral forms 

 Preparation forms 

 Participant preparation 
interview checklist  

 Ground rules for conferences  

 Conference structure checklist  

 Conference script 

 Participant risk assessment 
form & log 

 Venue risk assessment form 

 Outcome Agreement template  

 Follow up log pro forma 

5.2 Restorative 
interventions are 
delivered only by 
those individuals 
with relevant 
skills, experience 
and knowledge.  

Job descriptions and person specifications for both the RJ 
service worker and Team manager roles are attached.  
Applicants are required to fill out a PCRC application 
form detailing how they meet the essential requirements 
of the role. Shortlisted candidates are required to deliver 
a presentation demonstrating their knowledge of the 
restorative practice process. A typical interview 
presentation task is attached.  
 

 Job description – RJ worker 
and team manager roles 

 Person specification – RJ 
worker and team manager 
roles  

 RJ worker interview 
presentation task  
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All those delivering restorative processes for PCRC are 
required to have undergone restorative facilitation 
training and to have a professional qualification in a 
discipline involving work with the criminal justice system, 
(eg CQSW; DipSW; PGCE; Diploma in Youth & Community 
Studies; Professional Certificate in Youth Justice, 
Foundation Degree in Youth Justice etc.) and Experience 
of using restorative approaches.  
 
The evidence submitted in relation to criterion 4.2 above 
demonstrates how PCRC RJ service workers keep their 
professional knowledge and skills up to date via CPD and 
other professional training.  
 

5.3  Restorative 
interventions 
meet the needs 
of participants.  

RJ services are delivered in a way that meets the needs 
of the individual participants to each process.  
Each process is thoroughly risk assessed using the 
restorative practice risk assessment form attached in 
relation to criterion 2.4 above and in accordance with 
PCRC risk assessment policy (attached). All participants 
to a restorative process delivered by PCRC are provided 
with full information about what the process will involve 
and are asked to provide their consent in writing prior to 
any work commencing on a case. In cases where specific 
need is identified (e.g. English language issues/physical 
access issues) the service is adapted accordingly. The 
corporate process for such adaptation is set out in the 
PCRC Service Access policy and the process for 
adjustments for disabled service users is set out in the 
attached PCRC Reasonable Adjustments Policy.  

 Restorative practice risk 
assessment form 

 PCRC Risk Assessment Policy  

 Restorative practice 
process/policy 

 Consent forms 

 Participant 
guidance/information on 
restorative processes 

 Venue risk assessment 
policy/forms 

 Service access policy 

 Reasonable adjustments policy  
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5.4 Communications 
with potential 
and actual 
restorative 
practice users are 
appropriate for 
their needs. 

Communications with potential and actual RJ service 
users are developed with the audience in mind.  
 
75% of PCRC RJ cases involve young offenders and 56% 
of the victims in cases which resulted in a PCRC RJ 
process were under 25. As a result of this analysis 
marketing materials for the RJ service have been drafted 
in a style accessible to young people (Plain English).  

 PCRC Communications Policy 

 Summary PCRC RJ Service data 
20XX/XX 

 RJ Service leaflet  

 Guidance for participants to an 
RJ process (attached above in 
relation to criterion 5.3)  

 

5.5 The organisation 
makes sure that 
individuals and 
teams maintain 
records regarding 
restorative 
practice in line 
with 
organisational 
policy and 
procedures which 
fulfil relevant RJC 
guidance, codes 
of practice, and 
legislative 
requirements.  

PCRC ensures that accurate records are kept in relation 
to each restorative case that is taken on, as required by 
RJC guidance.  
 
These records include (for each matter):  

 offence 

 referral source 

 participants to the process 

 risk assessments undertaken 

 process used 

 outcome (including copies of outcome 
agreements) 

 user feedback 
 
PCRC has an agreed process for the collection and 
maintenance of records relating to restorative processes 
delivered by the service. This is set out in the Restorative 
Service Handbook attached in relation to criterion 5.1 
above. All data is collected and stored in accordance with 
PCRC’s Data Protection Policy submitted in relation to 
criterion 2.4 above.  

 Documentation for this 
criterion already submitted in 
relation to criteria 5.1 and 2.4 
above.  
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5.6  Agreed 
procedures for 
identifying and 
recording user 
feedback are 
understood and 
maintained by all 
individuals 
involved in 
providing 
restorative 
practice.  

RJ Service user feedback is requested at the conclusion 
of every restorative process delivered by the service. This 
is done using the attached service user feedback form 
and results are collated by the RJ service team to 
produce an annual user feedback summary report, a 
copy of which is also attached. All RJ service team staff 
are aware of the requirement to request completion of a 
user satisfaction form at the conclusion of each process, 
or (where a process has ended emotionally or users are 
not able to complete the form there and then) within a 
reasonable timeframe following the conclusion of the 
process. This is set out in the Service Handbook attached 
in relation to criterion 5.1 above. All RJ workers are 
made aware of the requirement during induction at 
PCRC.  

 PCRC Stakeholder Engagement 
Policy (section on user 
feedback highlighted) 

 RJ service user feedback form 

 RJ Service user feedback 
report 20XX 

 

Evaluating and 
Improving 
 
The 
organisation 
monitors and 
evaluates 
restorative 
practice 
performance 
and 
demonstrates 
a commitment 
to continuous 
development 

6.1 Progress against 
individual, team 
and 
organisational 
restorative 
practice 
objectives is 
evaluated to 
determine areas 
of strength and 
development.   

PCRC RJ Service has 4 objectives set out in the service 
strategy (attached in relation to criterion 2.3 above).  
The team works towards these objectives via delivery of 
the RJ service action plan which is revised annually and 
reviewed every quarter. The process used for this review 
is set out in section 8 of the service strategy “Monitoring 
and Evaluation”. The review determines areas of 
strength and weakness in terms of delivery in relation to 
the objectives. Results are encapsulated in the 3 monthly 
monitoring Board reports, three of which are attached 
here in relation to criterion above.  
 
Individual progress towards personal objectives is 
measured via the PCRC performance management 
process, largely via 1 -1 meetings. The process for this 

 Documentation already 
attached in relation to criteria 
2.3 and 1.3 above.   
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and 
improvement.  
 
 

and forms are set out in the Performance Management 
policy attached in relation to criterion 4.4 above.  
 

6.2 The organisation 
implements 
quality assurance 
procedures which 
are effective in 
maintaining safe, 
effective and 
consistent 
restorative 
practice.  

PCRC services quality assurance policy sets out the way 
in which services delivered by the CRC (including 
services) are quality assured. The CRC uses a range of QA 
processes including:  

 user experience/feedback  

 staff surveys 

 performance management processes 

 service data review/analysis and resultant action 
planning documentation 

 benchmarking service delivery performance 
against similar providers  

 

 PCRC QA policy  

 RJ service review 20XX 
(including benchmarking 
summary data ) and associated 
action plan  

 RJ service user feedback 
report (attached above in 
relation to criterion 5.6)  
 

6.3 Relevant 
feedback from 
restorative 
practice users 
and/or partner 
organisations is 
used to inform 
the development 
of individual and 
organisational 
restorative 
practice.  

PCRC RJ service offer all RJ service users the opportunity 
to provide feedback at the conclusion of each restorative 
intervention. This is done by means of a user feedback 
questionnaire (attached). The attached case study sets 
out how the feedback of one particular RJ service user 
was used to improve the delivery of the service.  
 
 

 RJ service user feedback form 

 RJ service user feedback 
report (attached above in 
relation to criterion 5.6)  

 Case study exemplifying the 
use of service user feedback in 
practice and service 
development (prepared by RJ 
Worker)   

 
 

6.4 The organisation 
maintains 
networks with 

PCRC RJ service leads attend the quarterly South West 
region RJ forum meetings where it networks with other 

 Agenda and minutes of last 
three regional forum meetings 
showing PCRC attendance  
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other providers of 
restorative 
services, using 
relevant 
comparative 
information to 
inform the 
development of 
its own 
restorative 
practice.  

regional providers and shares practice issues and 
information.  
 
 

 

 PCRC team meeting agenda 
and notes showing how 
relevant points from South 
West forum meeting have 
been disseminated across the 
service and used to develop 
the service.  

6.5  The organisation 
uses the 
evaluation of its 
restorative 
practice and 
relevant 
developments in 
the field of 
restorative 
practice 
effectively in 
informing a 
programme of 
ongoing 
improvement.   

The RJ service team leader reviews the restorative 
service strategy every three years. The strategy review 
takes into account developments in the RJ field. The  
team leader ensures he is kept up to date with such 
developments by: 

 

 Membership of RJC as individual practitioner – 
receiving member bulletins 

 Sector press reviews 

 RJ forum newsletter 

 Regular perusal of RJC website 
  

The process used for evaluating the service is set out in 
section 6 (‘Monitoring’) of the restorative service 
strategy.  This shows how monitoring is undertaken. The 
most recent monitoring report is also attached.  

 RJ strategy  

 RJ service monitoring report 
 

 


