[image: ]The Steps in Having a Mediation Conducted Through the Statewide Mediators Pool



Mediation is a process whereby a mediator, who is an impartial third-party, acts to encourage and facilitate the resolution of a dispute without prescribing what it should be. The objective of mediation is to help the disputing parties reach a mutually acceptable agreement.  The Statewide Mediators Pool has been established as a resource for state agencies seeking a neutral third-party to assist in resolving employment disputes at an early stage.
An agency’s human resources director is responsible for identifying disputes suitable for the mediation process. If both parties agree to participate in a mediation conducted by a member of the Statewide Mediators Pool, their dispute will proceed through the process outlined below. No Agreement
The mediator can end the mediation process by informing the parties in writing. Either party may also decide to withdraw from mediation at any time. The mediator will notify the Division of State Human Resources if an impasse has been reached.
End of the Mediation Process with the Statewide Mediators Pool.

Agreement
The agreement will be reduced to writing and signed by both parties. The mediator will provide a copy of the agreement to the agency’s human resources director for approval and to the Division of State Human Resources for statistical purposes.
End of the Mediation Process with the Statewide Mediators Pool.

The Mediation
During the mediation, each party may be meeting individually with the mediator or jointly with the mediator and the other party. The mediation process is informal and non-adversarial. The focus is on resolution of the matter, and not who is right or wrong.
Each party may have a maximum of three representatives in the conference, including themselves.
Selection of the Mediator
The Statewide Mediators Pool Coordinator selects a registered mediator from the Statewide Mediators Pool.
Mediator Request
The parties involved in the dispute voluntarily agree to participate in mediation. They complete a Mediation Request Form with the assistance of their agency’s human resources director. The completed Mediation Request Form must be forwarded to the Statewide Mediators Pool Coordinator at the Division of State Human Resources who maintains a roster of mediators.
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