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School Attendance Mediation Planning Process

I. Program planning
· Court and school determine how program will be funded and how mediators will be compensated.
· Court and school select mediation format (in-person or virtual).
· Court and school establish criteria for selecting cases to be mediated (often based on the number of hours of school the student has missed).
· School and court identify court and school contact persons for program.  Court contact person cannot be the judge or magistrate who would hear a truancy case for student if one were to be filed in the future.
· Court and school determine whether court or school will prepare and send preliminary letters to parents/custodians.
	
II. Preliminary implementation steps
· Court and school select mediation days and times.
· Court selects mediators who are qualified to mediate school attendance mediation cases in accordance with the requirements of the Rules of Superintendence for Ohio courts.
· School selects school representatives to participate in mediations.  The school representative may be the school truancy officer, a school administrator, a school counselor, a teacher, or other school personnel.
· Court, with input from school, prepares forms and agreement templates for mediations.
· School prepares a short announcement about the program to include in the school newsletter. 
· School and court prepare or obtain a list of possible resources for parents and students. 

III. Identifying families to participate in the program
· School identifies students who have been absent for the specified number of hours or more.
· School identifies students who school wants to include in program for any other reason.
· School invites parents/custodians to request mediation before the student has been absent for the threshold number of hours.

IV. Scheduling mediation sessions
· School notifies court of the date and time for mediation and identifies school personnel who will participate in mediation session.
· Court confirms date of mediation with school or coordinates with school to select a different date for mediation. 
· Court assigns a mediator for the mediation.  
· School selects families who will be scheduled for mediation on the mediation date.  
· School sends court information needed to schedule the mediation session, including student name and contact information for parents/custodians.
· Court sends parents/custodians a scheduling letter on court letterhead that is signed by Judge.  The letter is sent by both U.S. mail and email or other electronic messaging system. Information about the mediation program and the virtual platform and the Agreement to Mediate are included as an attachment to letter signed by judge.  
· Court sends copy of signed letter to school by email.  

V. Pre-mediation contact with parents/custodians
· School or court contacts parents/custodians by phone or text prior to scheduled mediation date to confirm their attendance at the mediation and answer any questions they may have about the mediation process.  Caller confirms that parents/custodians can use the virtual platform to participate in the mediation, if applicable, and if needed arranges a telephone mediation.
· If parents/custodians are unable to participate at the scheduled date/time, a new date/time is arranged by agreement of school, mediator and parents/custodians and the new date is provided to court.

VI. Pre-mediation preparation by mediator
· Mediator prepares templates for Agreement to Mediate, Mediation Agreement and Outcome Notice in advance of mediation.
· Mediator coordinates with co-mediator, if any.

VII. Mediation session
· Mediator facilitates mediation process. 
· Mediator begins with a brief introduction to the mediation process and reviews the agreement to mediate.
· All participants and the mediator sign the agreement to mediate. Verbal consent is acceptable in virtual mediations, and mediator notes the verbal consent on the agreement to mediate.  
· Mediator asks school to tell parents/custodians the number of hours the student missed school and explain if the absences were excused or not excused.  Mediator also asks school to discuss the impact the absences are having on the student’s grades and/or school success.
· Mediator asks parents/custodians to discuss reasons for student’s absences, barriers to student’s attendance, and any other related issues.  
· Mediator facilitates discussion among all participants about possible solutions, including resources to help the student and family.
· If possible, all participants agree on a plan that will enable the student to attend school on time every day, unless the student is ill.

VIII. Agreement
· If an agreement is reached, mediator types the terms of the agreement on the template and shares it with all participants.  
· Participants sign the agreement. Verbal consent is acceptable in virtual mediations and mediator notes the verbal consent on the mediation agreement form.  
· Parents/custodians, school, and mediator each receive a copy of agreement.
· School keeps a copy of the signed agreement in the student’s file.

IX. After mediation session if an agreement is reached
· Mediator prepares an outcome notice stating whether the mediation took place, who participated, and an agreement was reached.
· Mediator sends outcome notice to court and school.  Court only received outcome notice. Court does not receive a copy of the agreement.
· School monitors the student’s attendance following mediation session.
· School or parents/custodians may request a follow up mediation session if they think it might be helpful.

X. If mediation does not occur or participants do not reach an agreement
· Mediator prepares and sends school and court an outcome notice stating that mediation did not occur or that it did occur, who participated, and the participants did not reach agreement.

XI. Truancy filings
· School may initiate a truancy court filing, if applicable, if mediation did not occur, participants did not reach agreement, or the student continues to have unexcused absences following the mediation.  
· Since the mediation agreement is a signed written agreement, which can be an exception to privilege pursuant to the Uniform Mediation Act, the signed written agreement may be offered as evidence in a formal court truancy case. 
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