SAMPLE CHECKLIST FOR MEDIATORS – CIVIL CASES

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

PRE-MEDIATION
Have you:
___     Received Order setting the mediation date and time, duties/terms, and payment?
___     Obtained signatures on your agreement to mediate form?
___  	Reached out or sent a reminder to attorneys/parties to conduct a pre-mediation phone call or virtual meeting?
___     Reviewed court docket and information provided by court (summary, forms, etc.)?
___    Obtained assigned court staff’s best contact information?
___     Obtained the attorneys’/parties’ best contact information in case of an issue or additional communication?
___	Informed parties and counsel to notify mediator and court if case is resolved prior to mediation.  

DAY OF MEDIATION
Have you:
___     Brought your laptop?
___     Arrived early (minimum 30 minutes before the scheduled time)?
___     Assigned a scrivener (if you are not the scrivener) at the beginning of the mediation session?
___     Assigned an attorney to draft the final paperwork and included this information in the memo of agreement?
___     Delivered or emailed a Mediation Outcome Notice to the court?
___     Set additional mediation sessions if necessary?
