




Role Description


Position:	Restorative Justice Service Court Coordinator

Location:		 

Date Issued:		July 2026

Reports to:	Team Leader – Safer Mid Canterbury 

Direct Reports:	Nil

Purpose: 	To coordinate the Restorative Justice Programme through the courts for Safer Mid Canterbury, providing an alternative to the criminal justice system for adult offenders.


Safer Mid Canterbury
Mission Statement:

To reduce and prevent crime in the community and its impact on our region

“Together We’re Safer” 


Strategic Goals of Safer Mid Canterbury 

1. A Safer, Stronger Community
1. Strong and Healthy Families
1. Working Together
1. Positive Pathways for Young People











Qualifications:

The person will have relevant experience and/or training in a field that furnishes them with the skills needed for a position of this type.

Functional Relationships:

Internal to Safer Mid Canterbury

· Safer Mid Canterbury General Manager
· Team Leader
· Restorative Justice Facilitator
· Restorative Justice Administration Assistant
· Safer Mid Canterbury Trust Board
· Safer Mid Canterbury Staff
· Trainee Restorative Justice Facilitator

External to Safer Mid Canterbury

· Police Prosecutor and Officers in charge of cases
· Court Staff
· Victim Support
· Supporting agencies

NATURE AND SCOPE OF RESPONSIBILITIES

	Key Accountability
	Standards / Achievements

	Coordinate Restorative Justice referrals from the District Court.

	· Accept Restorative Justice Service referrals
· Follow Ministry of Justice best practice standards at all times
· Review cases prior to attending court
· Attend court and accept referrals from prosecutors
· Seek adjournment for appropriate length of time (case dependant) to allow possible contract to be carried out 
· Speak with offender at court after their appearance informing them what will happen
· Referrals dealt with in a timely and professional manner

Measures

· District Court, victim and other agency feedback
· Timely management of all referrals
· Ministry of Justice best practice is followed at all times


	Jointly with the Facilitator under the guidance of the Line Manager, monitor workloads ensuring an equitable and rewarding balance
	· Satisfying a supportive working environment
· Management’s awareness of workload pressures

Measures

· Supervision records

	Liaise with offender, police, etc in order to set up conferences
	· Identify the appropriate Facilitator and arrange to set up conferences
· Conferences set up in a timely fashion in liaison with those concerned

Measures

· Victim, Offender, Police and Panellist feedback

	Report back to court on offender’s compliance with referral and plan completion
	· Detailed report completed to Court’s satisfaction and presented to Judge at completion date of each offender’s plan when they are due to reappear
· Inform offender of their requirement to reappear for sentencing
· Be available to the Court to answer questions in regard to each case
· Seek adjournment if necessary and/or desirable for completion of case
· Refer offender back for prosecution should offender change plea or for non-completion of plan
· Court will be informed of all offenders’ compliance with plans.

Measures

· Court and Coordinator files
· Court feedback

	Oversight of detailed records of project


	· Detailed records maintained by Safer Mid Canterbury for reporting on contracts as required

Measures

· Coordinator provider feedback
· Safer Mid Canterbury administrator feedback  

	Comply with reporting, accountability and health and safety requirements
	· Reporting on contracts as required
· Complying with health and safety requirements when working in and off the premises of work
· Complying with Safer Mid Canterbury’s Key Operating Policies and Procedures
· Complying with Ministry of Justice Restorative Justice policies and procedures
· Timely return of contract report statistics
· Compliance with other reporting requirements
· Safe working environment

Measures

· Contract reports
· Staff feedback

	Take part in supervision, performance appraisal and training opportunities
	· The Team Leader will be available on a day-to-day basis to support the person holding this position
· The Court Coordinator will receive professional external supervision
· The staff member will take part in an annual individual performance review by the Line Manager
· The staff member will have a professional development record and will, through supervision and performance appraisal, identify professional development goals
· Supervision is relevant to best practice and professional development
· Training is consistent with objectives set during supervision and the staff member’s appraisal and relevant plans

Measures
· Supervision records
· Performance appraisal records
· Professional development record 

	Attend relevant team and organisational meetings
	· The staff member is a fully participating member of Safer Mid Canterbury
· The staff member will attend and participate in Safer Mid Canterbury bimonthly RJ team meetings, and in the alternate month, attend bimonthly full staff meetings

Measures
· Team minutes


	Be committed to Safer Mid Canterbury’s multicultural development
	· Bi- and multi-cultural development will be integrated into service responses

Measures
· Attendance at Te Tiriti o Waitangi | Treaty of Waitangi workshop as required
· Identification of training needs in regard to cultures represented in case loads


	Reporting and record keeping
	· Complete line report on the months worked by the 5th of each following month and give to Line Manager
· Meet in person with Team Leader by the 10th of each month to discuss the report 
· Report back on cases

	General
	· Undertake any other duties as reasonably requested by Team Leader


	Dress Code
	· Dress code for court will require staff to wear professional business attire and to always wear a jacket (blazer)
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I have read and understood the above job description and accept all of the above responsibilities incorporated herein.



Signed by:  _________________________

________________________________________
Restorative Justice Service Court Coordinator			Date___/___/___


Signed by: __________________________

________________________________________
General Manager – Safer Mid Canterbury				Date___/___/___







PERSON SPECIFICATIONS


	
	Ideal Specifications

	Experience and Qualification
	· Experience working in or with a judicial/statutory-type setting
· Completed training and assessments and are now an accredited facilitator

	Skills
	· Well-developed verbal and written communication skills
· Excellent interpersonal skills
· Ability to listen, interpret, clarify information and make sound decisions
· Ability to maintain confidentiality

	Personal Attributes
	· Interest, knowledge and commitment to the restorative justice process
· Clean criminal record, passing Police and Safety Checks as required by the Ministry of Justice every three years
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