THE SEVEN STEPS OF FORMAL MEDIATION

STEP 1:  INTRODUCTION

· Introduce yourself:  “my name is ______________.”, and introduce your assistant if you have one.
· Say, “mediation is a way for 2 people who are having a problem to find their own answers to the problem”.

· Read the ground rules, and ask both:  “Do you understand the ground rules and agree to follow them?” (both must answer yes before you continue).
· Ask:  “Do you both agree to do the mediation?”  If both say yes, go on to steps 2 & 3.

STEP 2:  TELLING ABOUT THE PROBLEM, and

STEP 3:  SUMMARIZING (using your listening skills)

· Ask disputant 1 to tell about the problem.

· Listen carefully, and after he or she is finished, repeat in your own words what you think disputant 1 said (parrot, paraphrase, and/or reflect feeling).

· Ask disputant 1 if there is anything else he or she wants to say.   If there is, let them say it.
· Do the same for disputant 2.

STEP 4:  SPOTTING THE PROBLEM

· Tell the disputants what you think the problem is. 

· If both disputants agree, go to steps 5 & 6.

· If they don’t agree that is the problem, ask each disputant to tell what they think is the problem.  Continue until both agree on what the problem is.  Go to steps 5 & 6.

STEP 5:  FINDING SOLUTIONS, and

STEP 6:  PICKING A SOLUTION

· Help the disputants in finding and picking fair solutions.  A solution is fair if it works and both disputants agree to it.  

· Ask disputant 1, “What would be a fair solution?”.

· Ask disputant 2, “Can you accept this solution?”  If they say no, reject the solution.

· Ask disputant 2, “What would be a fair solution?”.

· Ask disputant 1, “Can you accept this solution?”  If they say no, reject the solution.

· Go back and forth between the 2 disputants until there is at least one solution that both agree on.

STEP 7:  CLOSURE

· Summarize what the disputants agreed to do.

· Fill out the Referral and Mediation Form for Formal Mediations, and have disputants sign it.

· Invite the disputants to shake hands.  Do not force them to shake hands.

· Congratulate the disputants on finding a solution, and thank them for using peer mediation.

