CHECKLIST FOR MEDIATION

Step 1:  Introduction

· Have everyone introduce him or herself.

· Explain the Ground Rules 

· NO Respect, NO Mediation.

· Explain the Steps of Mediation – Mediators don’t take sides.  

· We are here to HELP!

· CONFIDENTIALITY statement – Everything said in mediation stays in mediation except for any discussion of hurting yourself or others.

· Ask for any questions before you begin.

Step 2:  Telling the Story

· Both parties tell their side of the story to the mediators.

· Summarize both parties side of the story/Make sure everyone understands the conflict. 

Step 3:  Identifying Facts and Feelings

· Bring out facts and feelings of what the parties say.

· Summarize the facts and feelings of both sides.

· Resolve any Misunderstandings.

Step 4:  Generating Options

· Ask both parties how they can solve the problem.

· Dialog back and forth/find a solution.


· What do you need?

· What will make you happy?

· What’s important to you?

· How would you like to see this settled?

Step 5:  Agreement

· Write the contract up in the parties’ own words.

· Read agreement to both parties (DATE).

· Have everybody sign the agreement.

Step 6:  Follow-up

· Thank them for coming to mediation and letting the mediators help them.

· Bring the contract to room 204 and place in binder. Remember to record the following:

· Hour or time it took place

· Type of conflict 

· Mediation referral


