MEDIATION CHECKLIST
1. APPOINTMENT

a. IEERB declares an impasse exists on September, 30, 2011.

b. IEERB determines the availability of an appropriate mediator.

c. IEERB will select the mediator and contact the individual by mail/email.

d. Appointee will confirm via email/telephone receipt of appointment and acceptance of appointment.

e. Once the selection has been confirmed, IEERB will assign a case number and prepare an appointment letter, which will send via mail/email to both parties with a copy to the Mediator.  

f. Mediator will be given contact information (mail/fax/email) of both parties.

2. INITIAL CONTACT

a. The mediator will contact both parties by telephone within 48 hours of receipt of appointment notification letter.   Both parties will be reminded of the changes in the bargaining law.
b. During the initial conversation, the mediator should try to determine the issues that separate both parties.
c. The mediator should explain he/she will attempt to help both parties in reaching a settlement, but is restricted to Section 4 items for consideration.
d. The mediator should explain the time constraints under the new legislation and the restriction on a maximum of three mediation sessions.

e. The mediator should remind both parties the costs of mediation will be shared equally by both parties.

f. The mediator should remind both parties a Last Best Offer must be presented at the last mediation session.

g. The mediator should inform both parties they should be prepared, if there is a settlement, to have a process in place for both parties to ratify the contract.

3. MEETING(S)

a. The mediator should have the IEERBB training manual, with updates, as a reference at the sessions.

b. It is suggested the first session start as a joint session.

c. Be prepared to say “I don’t know and will contact IEERB.”  Keep in mind, however, the limitations on the number of sessions.

d. Both parties should be reminded of Last Best Offer provision.

e. If the parties settle, ratification must be conducted in an expedited manner. 
4. LAST BEST OFFER

a. Both parties need to have a Last Best Offer prepared at the final mediation session.  (This could be the first session.)

b. Last best offer cannot exceed 2012 General Fund revenue and must not place the school corporation in deficient funding in the General Fund.

5. END OF SESSION CHECKLIST

a. Did you settle, collect a Last Best Offer (LBO), or schedule a 2nd or 3rd session that fits the time requirements?

b. If settlement, do the parties have ratification dates?

c. If no settlement and you have received LBO from both parties, have you forwarded theses to the IEERB office?

d. Did you collect questions that must be answered prior to the next session?

e. Do both parties have accurate contact information

6. SUBMISSION OF CLAIM

a. Submit the necessary summative information, including Last Best Offer if no settlement, to IEERB.

b. Prepare your claim for submission according to guidelines in the IEERB manual provide to you.
[PLEASE remember that as a mediator you are precluded from rendering legal advice, interpreting ambiguous aspects of the statute or offering advice on what the school corporation can or cannot afford.]
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