
Sample Settlement week Action Plan Timeline

This is a sample form.  Courts will need to modify it to match their protocols, procedures and timelines. 

☐ 	Settlement week dates - at least 5-6 months prior
· Court selects settlement week dates
· Judges, Magistrates, Court Administrators, and courtroom staff notified of selected settlement week dates 
· Settlement week coordinator appointed
· Court and coordinator review and update action plan

☐ 	Save the Date Notice - 16 weeks prior
· Coordinator sends settlement week save the date notice to private mediators 
· Coordinator sends save the date notice to all courtrooms
· Coordinator sends save the date notice to local Bar Association and attorney groups
· Coordinator shares statistics from previous settlement weeks with Judges and Magistrates
· Coordinator asks Judges and Magistrates to begin considering cases for settlement week referral

☐	Update Entries/Orders - 15 weeks prior 
· Coordinator sends Court Administrator and Judges draft templates for Orders / Entries
· Upon approval, Coordinator turns Orders / Entries into fillable PDF forms

☐ 	Spreadsheets and Staff Instructions - 14 weeks prior
· Coordinator creates main spreadsheet, mediator availability spreadsheet, and daily room assignments spreadsheet
· Coordinator reviews preliminary settlement week action plan with staff

☐ 	Promotion Preparation – 13 weeks prior 
· Coordinator orders posters, flyers, and any other promotional materials from print shop 



☐ 	Mediator Recruitment - 12 weeks prior
· Coordinator emails private mediators about availability 
· Coordinator reviews mediator applications
· Coordinator enters responses on mediator availability spreadsheet

☐ 	Official Announcement – 8 -12 weeks prior 
· Send settlement week announcement to all Judges, Judicial Assistants, Bailiffs, Staff Attorneys, Magistrates, Court Officers, Court Administrators, Public Information Coordinator and Dispute Resolution Department
· Send settlement week announcement to local Bar Association and attorney groups
· Hang posters around courthouse, distribute flyers 
· Provide courtrooms with referral order/entry, courtroom checklist, and litigant handout
· Ask Public Information Coordinator to create and post announcements on Court’s social media platforms
· Ask Judges and Magistrates to refer cases they believe are appropriate for settlement week
· Invite attorneys to submit cases they would like to have considered for settlement week mediation

☐ 	Mediator Selection – 8 – 10 weeks prior 
· Coordinator provides court with list of qualified mediators who are interested in mediating during settlement week
· Coordinator notifies mediators of acceptance / non-acceptance
· Mediators notified about settlement week training for mediators (if any)


☐ 	Process Mediation Referrals – as directed by Court
· Coordinator and staff receive and process referrals from attorneys and parties
· Coordinator provides list of referrals to Judges / final decision makers


☐ 	Prepare Mediation Schedule – 7 - 10 weeks prior
· Prepare mediation schedule 
· Enter case information on spreadsheets when received
· Inform attorneys, parties and mediators of mediation dates and times (information may be provided in a Court Order or in a scheduling letter)







☐ 	Create Final List of Cases to be Mediated – 3 - 4 weeks prior
· Enter case information on spreadsheets.
· Send list to Judges and Magistrates

☐ 	Send Information and Forms to Mediators – 2 - 4 weeks prior
· Send mediators forms, protocols, and outcome notice templates
· Send mediators Court Orders or other information about assigned cases

☐ 	Supplies Check – 2 weeks prior 
· Take inventory of refreshments: snacks, water, coffee, napkins, etc.
· Order office supplies including pens, tissues, wipes, etc. as needed

☐ 	Reminders – 1 -2 weeks prior
· Send reminder emails to attorneys, parties, and mediators.
· Provide any updated information to Judges, Magistrates and Court Administrators

☐ 	Finalize Staff Assignments – 1 -2 weeks prior
· Assign staff for check in location
· Assign staff for mediator, attorney, and party support (as needed)
· Assign staff for any other tasks (as needed) 

☐ 	Finalize Documents – 1 week prior
· Create check-in sheets for all mediation cases
· Create conference room reserved signs for applicable days/times
· Create any entranceway or directional signs
· Stuff folders with welcome sheets and organize folders in week order
· Check all spreadsheets and remedy any remaining scheduling issues

☐ 	Set Up – 1 day prior
· Hang-up room number & conference room reserved signs
· Stock conference rooms w/ supplies
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