MEDIATOR INSTRUCTIONS








1.  Review your Case Management Worksheet information carefully.  This is provided to assist you in understanding the case as well as providing phone numbers to make arrangements with the parties.





2.  Make sure you have all your documents.  You should have the following:





Mediation Agreement


Mediation Settlement Agreement


Mediator Call List


Mediator’s ADR Survey (You will need two (2) if there is a co-mediation)


Two (2) ADR Client Surveys





3.  Be certain that all forms (Mediation Agreement, Settlement Agreement, and surveys) are completed at the mediation table and submitted to the ADR Office following the mediation (or NLT the next working day).





4.  Be sure to return the Mediation Room key and laptop to personnel in the ADR Office.  Do not return these items to anyone else without prior arrangements.





5.  Make an attempt to keep the Mediation Room clean like you found it.





6.  If you are co-mediating, work together as a team.  You must be united in appearance and performance to the parties.  Talk with the your co-mediator prior to the mediation to work out any details.  Also talk with them afterward to discuss methodology, techniques, etc.  Utilize that person as a resource and learning tool.





7.  Be sure that you get a key to the mediation room and return it to the ADR office as soon as the mediation is over or first thing the next workday morning.





8.  Be sure if you use a laptop that you sign the AF Form 1297 to check out the equipment.  Make sure all the cords have been placed back in the bags as well as any diskettes. 





9.  Make sure the Respondent at the table has the authority to settle the dispute.  Even after the conversation has gone on for some time, if you determine you have the wrong Respondent at the table, call the right one and get them there – or call the ADR Office and we will assist you in getting them there.





10.  If you have any problems with equipment, documents, etc., please report them to the ADR Office.





11.  If you need assistance or would like to have someone type the agreement for you, call or go to the ADR Office and someone will gladly assist you in doing so.


