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Introduction

Seminars on restorative justice (and related issues) provide an excellent 
opportunity to raise awareness about the topic, advocate for change, and 
build partnerships in working for justice reform. This guide is designed to help 
PF national ministries implement effective seminars. 

For purposes of this guide, seminar means a meeting organized to discuss and 
to present information on a specific topic. A seminar may last one or more 
days. Regardless of length, it is important to clearly plan and organize the 
seminar in advance. Good preparation is a key element in determining the 
success or failure of the event. 

This guide outlines six key steps or stages in the preparation, implementation, 
and follow-up of a seminar. Although they are presented sequentially for 
convenience, it is likely that some of them will be pursued simultaneously. For 
each step, we have suggested a series of questions to consider:  

As you plan the seminar and justice initiatives, the Centre for Justice and 
Reconciliation at Prison Fellowship International is available to help. The 
Centre can provide:

• Current research and data on the topic of the seminar

• Assistance in preparing the seminar proposal and agenda

• Suggestions for speakers

• Research support on particular justice issues and solutions

• Prayer support



Step I: Deciding to Host a Seminar

While it may seem to be the simplest part of organizing the event, the 
decision or commitment to host a seminar consists of several smaller 
considerations and decisions. A mistake of some national ministries is viewing 
the seminar as a single, stand-alone event. While the event itself may go well, 
a short time later, participants will have forgotten what took place. Instead, a 
seminar should be part of a well thought out strategy to accomplish a justice 
reform initiative over several years 

  What is the purpose of the seminar? 

• Identify the issue you hope to address through the seminar.

• Decide on specific, measurable outcomes that will lead to follow-
on efforts and the participation of a wider group of individuals, 
churches, or organisations.   

  Is Prison Fellowship willing and able to sponsor a seminar?

• Determine how this issue contributes to the ministry’s overall reform 
initiative.

• Assess whether the national ministry has the will and capacity to 
make the justice initiative an ongoing part of its work. Keep in mind 
that justice reform doesn’t “happen overnight” but requires close 
attention and perseverance over the long term.  In other words, 
count the cost (Luke 14:28-33).

• Consider whether working with any potential partners would 
create problems for Prison Fellowship. This is also a consideration in 
looking for funding.  Don’t be quick to choose partners.  Rather, use 
discernment and partner with groups that have similar transparent 
objectives with no “hidden” agendas that may lead to future division 
and strife and an end to the initiative.  Focus on partnerships that 
demonstrate unity and complementary roles.  

• Study the particular issue that concerns you.  Seek advice from the 
Centre for Justice and Reconciliation at PFI on information resources 
that support the cause undertaken.  

• Present your proposal for the seminar and ongoing justice initiative, 
including a budget, to the Executive Director and Board for approval.
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• Recruit an organizing team from within the national ministry that will

- Pray for the initiative and seek prayer support

- Take a lead role to ensure the seminar is well planned and 
implemented. 

- Participate in ongoing initiative(s)  arising from the seminar 

 What is already happening (or has happened) in the country concerning the 
justice issue?

• Meet with  relevant government officials about the issue

• Network with other NGOs working on justice reform about the topic

• Talk to church leaders to determine their level of understanding and 
support for the justice initiative

• Investigate existing legislation or programmes  with direct relevance 
to the initiative 

• Be careful not to allow the “cause” and the emotions that surround 
it to limit the ability to listen and objectively understand different 
perspectives and “driving forces.”  

These efforts take time but will contribute to fruitful opportunities in 
building partnerships and a network to sustain the initiative over the long 
term with lasting results. For example, when the Executive Director of PF 
Swaziland was planning a restorative justice seminar in December 2005, 
she learned about another NGO which had held a seminar three years. 
The two organizations then combined their energies and experience to 
the seminar and the ongoing work that resulted. 

Knowledge about existing legislation or programmes can help the 
planning team build credibility which will aid in attracting justice officials 
to the seminar. During the planning of a restorative justice seminar 
by PF Colombia, a member of the organization team learned that the 
government had adopted a constitutional amendment providing for 
restorative justice. The national ministry then designed its advertising 
campaign around the need to prepare for implementation of this 
new amendment. As a result, the ministry was able to host a very well 
attended seminar and other awareness raising events during the same 
week. 
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Step II: Identifying the Target Audience

As soon as possible, the target audience should be clearly identified since it 
has great bearing on the seminar’s preparation and content.   For example, a 
seminar targeted toward community volunteers will be different from one for 
key government officials. Though the basic topics may be similar, the content, 
speakers, setting and other particulars will be influenced by the backgrounds 
and interests of the attending audience.

 What types of people should be invited?

You may want to invite a mixture of people: government officials, NGO 
representatives, church leaders, business leaders, and so forth. Remember 
that one of the purposes of the seminar is to help build networks among 
various groups that are needed for the ongoing justice initiative. 

 Who specifically should be invited?

Once you know the kinds of people you want to attend, create a list of 
individuals who should be invited. This will require:

• Gathering names and contact information

• Preparing  the invitation

• Deciding how to deliver the invitations

- Who should send the invitation?

- Should the invitation be personally delivered and by whom?

 Who will make the invitation?

If you have formed partnerships with other groups in Step I, it might be 
useful to identify those that should be listed on the invitation, with each 
partner organization responsible for delivering invitations to those with 
whom they have the strongest relationships. 
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Step III: Raising Resources

As the seminar begins to take shape, financial needs will be a primary area of 
concern:  

 How much money is needed to prepare and host the seminar?

It is important to prepare a thorough and realistic budget. Read through 
these guidelines looking for potential expenses that you might otherwise 
overlook. For example, will translation services be needed? What about 
reproduction costs for handouts?  Will food and refreshments be offered?

 How will the financial load be shared among partner organisations?

Partners are a logical first choice in securing financial assistance.  They 
may have some funding available or may be able to offer in-kind services. 

 Who are potential funders?

Some international NGOs and intergovernmental organizations have 
funds available to address particular needs. The organizing partners 
should discuss who is in the best position to present the seminar and 
justice initiative for   funding to these potential donors. Also, international 
assistance programmes of various governments make funds available 
through their embassies to support civil society building initiatives. It may 
be worthwhile meeting with staff members of these embassies to discuss 
the seminar plans and identify potential funding support. If funds are not 
available, then be sure to ask for suggestions about alternative sources.

 Is local support available?

National businesses sometimes provide funding or services to a seminar 
in return for programme recognition or for other intangible benefits. 
Universities may be able to provide a seminar location as a kind of public 
service. Religious denominations or inter-religious bodies may be good 
sources for full or partial sponsorships. 
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Step IV: Developing Seminar Content

In light of the decisions made in Step II about the target audiences, organizers 
should consider specific content issues with special attention to presentation:

 What topics should be covered?

The topics should be relevant to the seminar’s goals. This may seem 
obvious, but is important to keep in mind. For example, if the seminar 
focuses on the problem of alternatives to prison, a presentation on 
judicial corruption would not be relevant. It can be tempting to allow 
presentations on matters that are completely off-topic in order to secure 
speakers or financial support. Rather than becoming sidetracked, it 
would be better to rethink the purpose of the seminar; perhaps there 
is an appropriate way to include all topics? For instance, if the seminar 
focus shifts to the problems of overcrowding, judicial corruption might 
be included as a contributing cause, and alternatives to incarceration as a 
possible solution.

 How should the information be presented?

Seminars usually consist of a series of speakers, often with opportunity 
for questions and answers. Other complementary delivery styles, such 
as videos or other audio-visual presentations, drama, demonstrations, 
panel discussions, and so forth should also be considered as a means to 
enhance message delivery. 

 Who should make the presentations?

Make sure the presenters have a good understanding of and background 
in the topics under discussion. It is also important for speakers to 
be credible with the target audience. For example, someone with 
experience in the judiciary will probably attract an interested audience 
of law makers and judges.  Consider other options as well: articulate 
prisoners, ex-prisoners or victims may have powerful testimonials and 
presentations if well prepared.
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 What about audience participation? 

There are at least two reasons for considering audience participation.  
First, engaging the audience allows varied perspectives to emerge 
which may contribute to the seminar discussion and help broaden 
understanding of the issues in focus. Second, questions provide 
feedback to the speaker(s) concerning whether the presentation has 
been clearly understood, and provides opportunities for additional 
clarification as needed.  A seminar in which the participants only listen 
may result in frustrated participants. For these reasons you may want to 
include question and answer periods or small group discussions in the 
agenda.

As the seminar plan is developed, time management becomes an 
important concern. Both the invited speakers and seminar attendees 
have given of their own time to participate in the seminar. For this 
reason, it is critical to encourage speakers to stay within specified 
time limits. There may be individuals in the audience who should be 
recognized and given a few minutes to speak to show respect for their 
governmental or church position. But if this isn’t planned for, the time 
they use reduces the time available to the invited speakers (which may 
be seen as a lack of respect for them). One way to avoid this is to build 
extra time into your agenda to accommodate last minute changes.

 Will the seminar produce a declaration or other statement?

It can be useful to have the seminar adopt a declaration that summarizes 
the major themes of the conference and that calls for action of some 
sort. A declaration will 1) serve as a valuable resource in documenting 
the seminar highlights for a wider audience, 2) remind participants of the 
key outcomes, and 3) provide a clear record for media and promotional 
purposes.   A declaration should be written concisely and accurately 
to gain wide acceptance by acclamation at the seminar’s conclusion. It 
would be wise to select the person(s) responsible for preparing a draft 
declaration before the seminar begins.

 How can the seminar engage support from key individuals?       

Some speakers will be more likely to attract participants and media 
coverage (if this is desired) than others. The same is true of the particular 
issues raised during the seminar. Involving key individuals in defining the 
agenda can be a way of gaining their interest and support. For example, 
Ethel Nhleko from PF Swaziland suggests asking potential speakers to 
comment on the proposed agenda. This shows respect for the speakers 
and builds a sense of ownership in the process as well as helps to identify 
new topics or potential speakers.
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Step V: Arranging the Event

There is a great deal to think about concerning the actual organization of the 
seminar. The following is a checklist of items to consider:

 What are the most appropriate seminar venues?

 Some of the factors to consider include:

• Who will coordinate and plan meeting arrangements?

• How many people will be attending the seminar?

• What size meeting room will be needed?

• What is the best set-up for the meeting room?

• Will there be break-out sessions or workshops?

• What meals (if any) will be served?

• Will there be break-time refreshments?

• What kind of audio-visual equipment will be needed (microphones, 
speakers, projectors, screens, etc.)?

• How convenient is the location for your target audience?

• Will lodging need to be arranged for speakers or participants?

• What will it cost?

• Will there be interpreters, and if so, is room available for support 
equipment?

Possible sites include hotels, government buildings, and public meeting 
centres. Consideration of public venues should be taken with care.  
Particular venues and settings may have special significance contributing 
to or detracting from the event.  A safe approach is to hold early events 
at neutral sites (such as hotels or public meeting centres) and then 
strategically move toward sites with cultural or historical significance as 
the initiative builds strength and momentum.   

 Will materials be distributed?

The audience will benefit from various informative materials such as:

• A seminar programme that includes the agenda, speakers, organizers 
and contact information 

• Materials on the justice issue the seminar is addressing, such as 
papers, fact sheets, newspaper articles, and so forth

• Information about Prison Fellowship and other partners
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If you have the resources, you may want to include paper and pencils or 
pens for taking notes.

Materials should be prepared in advance and well-presented. Contingent 
on available resources, a folder, notebook or binder may be provided 
to facilitate the organisation of materials.  To save costs, materials may 
be organised on a display table for the audience to gather on their own 
accord. 

 How will participants and speakers travel to the seminar?

Ideally, the location of the seminar will be accessible to the target 
audience and to the speakers. However, it may be useful to consider the 
following:

• How will participants and speakers arrive at the meeting location? 

• Will transportation be required from the airport or hotels?

• Will sufficient parking and/or public transportation exist in the 
vicinity of the seminar venue?

• How will return transportation be ensured?

• Will directions to the seminar meeting place be required?

These considerations should be acted on well in advance of the seminar 
to minimize last minute transport and logistical challenges.  

 Will translation and interpretation services be required?

Translation may be needed if not all participants speak the same 
language or if expert speakers are invited who are not conversant in the 
local language. Poor translation will hinder the ability of participants to 
gain a full understanding of the issues presented. It is sometimes better 
to decide not to invite a speaker who does not speak the local language 
than to do so and offer inadequate translation.  In promoting the event, 
state clearly whether or not interpretation will be provided.  

If interpretation is provided, keep the following in mind: 

• The speaker may have handout materials in their own language 
requiring translation and reproduction in advance of the seminar.

• The speaker may have audio-visual materials, such as Power Point 
presentations or videos requiring advance translation.
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• Secure the most skilled interpreters available that you can afford. This 
is likely to be more expensive, but one of your partner organizations 
may be able to provide this service. Simultaneous interpretation is 
by far the best, but requires securing translation equipment. Another 
option is consecutive interpretation (where the speaker stops every 
few sentences allowing the interpreter to interpret what was just 
said). This reduces the amount of actual time the speakers have 
to make their presentations; it is advisable to inform speakers in 
advance about the kind of translation to ensure that presentations 
are prepared accordingly.

 How will you publicize the seminar?

People will not come if they do not know about the seminar, if they do 
not know the topics it will address, and if they do not know who the 
speakers will be. Some strategies for promoting the seminar include:

• Prepare and send press releases to news organizations 

• Request  interviews with media 

• Invite media to the seminar

• Send notices to churches and other relevant NGOs (where applicable) 

Working with the media can present some challenges for your national 
ministry. World Health Communication Associates has created a helpful 
resource package on working with the media for non governmental 
organizations (http://www.env-health.org/IMG/pdf/English_final-2.pdf ).

Once the budget (and funding) is developed, the date set, and the venue 
secured, prepare the invitations and deliver them to the participants. It will be 
important to give invitees enough advance notice to fit the event within their 
busy schedules.  Always follow-up personally or by phone to ensure invitees 
plan to attend the seminar.   Attendance under or over expectations may lead 
to difficulties in perception and logistics which may impact the quality of the 
seminar.  
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Step VI: Follow Up

A seminar is the first step in a justice initiative. For lasting impact, it will 
be important to have a preliminary strategy for follow-up. Here are some 
considerations to keep in mind:

 Are press releases needed?

It may be wise to have someone responsible for preparing a media 
release giving a clear and concise account of the seminar highlights and 
outcomes.

 How will follow up with participants occur?

The seminar participants demonstrated interest in the topic by virtue of 
their attendance.  Following up after the seminar to engage their support 
for the justice initiative is a worthwhile investment of time and energy.  A 
good start is to send each attendee a follow-up letter, perhaps enclosing 
the seminar declaration, to inform them of the next steps forward. 

 Who will follow through on various post seminar needs?

After all the work of organizing the seminar, it is tempting to allow follow-
up items to delay for an indefinite time.  But don’t rest until the follow-up 
work is completed. If participants have asked for more information or 
offered their help, get in touch with them quickly before you and they 
forget. Are there any outstanding bills? Make sure to follow through on 
commitments (financial or otherwise) to maintain a good reputation 
within the community and supporting organisations. 

  Post seminar, how will efforts and energies be focused toward achieving 
progress in the justice initiative?

Keep in mind that the seminar’s prime objective is to gain support for 
the justice initiative.  It is important, then, to arrange a follow-up meeting 
of the organizers to determine how to translate the interest and energy 
generated by the seminar into action for reform. 

In Colombia, for instance, the national ministry started working with 
the Sycamore Tree Project® and making strategic alliances with other 
organizations working in restorative justice. Both strategies helped the 
national ministry achieve significant impact by engaging restorative 
justice concepts at the community level.

A restorative justice seminar in Swaziland led to a working group that 
continued to focus on possible avenues for reform in the country. In this 
effort, Ethel Nhleko stresses the need for follow-up activities that inspire 
participants to action and create a sense of ownership for new initiatives. 
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Conclusion

Seminars can be excellent ways to begin or advance justice reforms in your 
country.  We hope that this guide is useful to you as you “count the cost” and 
then conduct an effective seminar.

If the Centre can assist you in any way, do not hesitate to contact us.

CONCLUSION



CENTRE FOR JUSTICE 
AND RECONCILIATION 
at Prison Fellowship International

PO Box 17434
Washington, DC 20041

www.pficjr.org

About the Centre for 
Justice and Reconciliation

The Centre is the justice reform arm of Prison Fellowship 
International, an association of Christian NGOs active in over 100 
countries. The Centre assists governments, its affiliates, and other 
NGOs in addressing problems in the criminal justice system. 

The Centre promotes restorative justice policies and practices as 
a promising approach with benefits for victims, communities and 
offenders.

While operating in the Christian tradition, the Centre seeks 
common ground, dialogue and collaboration with people from all 
backgrounds and traditions. 


