(Base Name) ADR PROGRAM

INTAKE CHECKLIST

1.  Complete Case Management Worksheet.  Glean as much information concerning the parties and the issues as possible.

2.  Obtain copies of any and all supporting documentation including grievance or other complaint forms.

3.  Perform Mediation Brief/Explanation:

a.  Determination of Appropriateness.  Explain to the party (or parties) that after they have contacted the ADR Office, the case is not automatically accepted.  A determination has to be made as to whether the case is appropriate for mediation first (there is a preliminary evaluation after the intake with the complainant and a final determination after the intake with the respondent).

b.
Time Periods.  Let the party (or parties) know the ADR Office has 5 working days to gather the information from the complainant, make a determination as to whether the case is appropriate for mediation, and get the case set up for mediation.  After that, the Office has 14 calendar days with which to conduct the mediation.  In the event there is a settlement agreement, the ADR Office has 5 working days to hand-carry the agreement through the coordinating organizations {JA, CCD (on EEO cases), Personnel, the Settlement Authority (on EEO cases only), and Union (on bargaining unit employees only).

c.  Mediation Set Up.  All mediations will be held in a neutral area such as designated mediation rooms or conference rooms.  Parties will be advise at least 5 working days prior to the mediation of the date, time, and place.

d.  Assignment of Mediator.  Let the parties know they will not be assigned a mediator from their own directorate.  The ADR Office has a cadre of approximately 45 mediators from various directorates and backgrounds all over base.  Some mediators are GM-14s, some are secretaries, some are contracting officers, some are union stewards, and some are aircraft mechanics.

e.  Sign Agreement to Mediate.  Both parties will be asked to sign the Agreement to Mediate at intake in the ADR Office.
f. Mediation Memorandum will be issued.  

g. Mediation Process

a. Plan for 4-6 hours, however, ours are typically 2 hours

b. Get plenty of rest before mediation

c. No beepers, cell phones, or tape recording devices

d. Breaks are available as often as needed

e. Mediator’s role with explanation of the process (who does opening stmts, mediator facilitates discussion, etc.)

f. Be prepared to make an opening statement

g. Caucusing

h. Confidentiality

i. Taking notes is possible – shredded at end of mediation

j. Take documentation with you – just do not write on it.

k. Meetings with representatives

l. Make reps aware of mediation date, time, place – grievance only, we will on EEO

m. Experts can be called in for more info during mediation

n. Witness statements – do not have to be affidavits or notarized

o. Cannot resolve for anyone else

p. Sometime use co-mediation or mentor mediation

q. Keep an open mind

r. Do not go into overtime without appropriate approval

s. Settlement agreements

i. Review carefully – Take your time

ii. **Attach any relevant documentation (appraisals, SF-52s, etc.)

iii. Each party must be clear on their terms and responsibilities

iv. Allegations of noncompliance – you must accomplish within timelines

v. Give yourself plenty of time to accomplish what needs to be accomplished.

vi. No copies until fully coordinated – must come to this office for copies – not mailed

t. Routing of agreements

u. If no agreement – can go back through process – must file timely to preserve right to forward if no resolution.

v. Be certain to let your first line or next level manager know when your mediation is to take place.

4.  Appropriate for Management to contact prior to mediation

a. Contact union rep if grievance

b. If grievance gets resolved, annotate 913 and provide copy to ADR Office

c. If gets resolved, can do a settlement agreement without mediation

d. If other than grievance, send letter withdrawing complaint to ADR Office

e. If no resolution, complaint process continues

5.  If no Resolution at Mediation, complaint continues through the original complaint process (NGP, AGP, EEO, IG, etc.) as long as it remains timely.

