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Sample Mediator Introduction Template

You are free to use any and all of this template, but I want to remind you of what I said during the training program.  As I learn more and observe other mediators, I change this frequently.  Because I wrote it, I know it and it is easier for me to go off script.  And finally, I change it depending on who the parties are and what I think they need to know and what they might need me to emphasize.

Good morning/afternoon.

HOUSEKEEPING
Before we begin, I’d like to go over a few housekeeping issues—cell phones silenced if possible, does anyone need to be anywhere else or have any time restrictions we should discuss? 

INTRODUCTION OF MEDIATOR
My name is [NAME] and I am a trained mediator [APPROPRIATE CREDENTIALS]  
I have [APPROPRIATE EXPERIENCE] and [APPROPRIATE EDUCATION DEGREES].    
I am glad to be here with you today and will do my best to help you.

IMPORTANT ASPECTS OF MEDIATION
There are three nonnegotiable aspects of mediation: (1) voluntariness, (2) confidentiality, and (3) mediator neutrality.  Again, voluntariness, confidentiality and neutrality.

MEDIATOR NEUTRALITY
I will talk about each of these in greater detail in a moment, but because neutrality is so important, I want to pause and ask, does anyone have any reason to be concerned about my ability to remain neutral—do we have any prior associations or an any possible conflict of interest issues?  In other words, are you comfortable proceeding with me as your mediator?
Yes/No.  Ok, thank you.

INTRODUCTION OF PARTIES
Again, my name is [NAME] and you can call me [NAME].
Before we go any further, would each of you please introduce yourselves and let me know how you would like for me to address you.

WHAT MEDIATION IS AND DEFINITION OF BATNA
Thank you for being here today.
I truly believe that, whatever the outcome, mediation is almost always helpful to involved parties.  
I hope to create and maintain an atmosphere where you can express your hopes, wants, and needs and can sincerely hear the other party’s hopes, wants, and needs.  
Research shows that when people are able to communicate and listen in this way, they can usually find ways to proceed productively.
The goal of mediation is that all parties leave feeling somewhat satisfied.  
We may or may not reach full agreement today, we may reach partial agreement, or no agreement at all.  
And that’s ok.  
We can return and try again or you can exercise your BATNA—aka your best alternative to a negotiated agreement—aka what you will do if no agreement is reached.
Mediation is really just a facilitated negotiation or facilitated discussion.  
It is different from adjudication where parties tell a fact finder their side of the story and the adjudicator makes a decision.  
Rather, in mediation, the decision making will be made by you—the parties.  

MEDIATOR’S ROLE
My job as a mediator is to facilitate a discussion about the issues that are most important to you, to help you generate ideas about how your interests can be met, and to help you draw up an agreement if agreement is reached—again either fully or partially.

HOW THIS WILL WORK—THE PROCESS
In just a moment I am going to give each of you an opportunity to make an uninterrupted opening statement—an opportunity to explain what brought you to this session and to describe the issues as you see them.  
Both sides will have this opportunity so I ask that you patiently listen and again—not interrupt.  If the other party says something that you want to remember or talk about, jot it down.  

THE CAUCUS AND MORE ON MEDIATOR NEUTRALITY
After each party has had a chance to talk and listen I will either go into a caucus—time alone with each party—or continue the conversation here—jointly.  
Caucuses provide opportunity for you to talk with me about things you may or may not feel comfortable sharing in the joint session and for you to ask me questions.  
What you say in caucus will remain confidential unless I have your permission to share what we discuss.
As a reminder—I am a mediator, not an adjudicator—so using the caucus to try and convince me of anything is not a good use of your time.
I will remain neutral and if at any point you think I am not being neutral, I hope you will tell me so I can either clarify that perception or correct my actions.

VOLUNTARINESS, CONFIDENTIALITY, & MEDIATOR NEUTRALITY
As I said previously, the three foundational legs of the mediation tripod are voluntariness, mediator neutrality, and confidentiality.

CONFIDENTIALITY
Everything we discuss in mediation is confidential except as excluded by law and/or college/university policy.   
You may see me jotting notes during our session—these are to help me remember the issues and options we generate and to prepare for an agreement.  
I will destroy these notes immediately after our session ends.  
I will not share information unless required by law and even then I would resist until forced to do otherwise.  
Again, exceptions to the general rule that mediation is a confidential process are limited.  
Do you agree to the confidentiality requirements of mediation?  Yes/No.  Any questions?


VOLUNTARINESS
Finally, voluntariness—May I assume that you came here today voluntarily?  Yes/No.
If at any point you no longer want to participate, please let me know in caucus so we can discuss your alternatives.  
It is important that you are here willingly and knowingly and if that changes at any point—again please let me know.  
Do you have any questions?
Are you willing to continue? Yes/No
Thank you.

TRANSITION TO ALLOWING THE PARTIES TO GIVE OPENING STATEMENTS
A standard practice is to begin with the complainant—is that ok with each of you? Yes/No
Please explain what brought you to this session, including what you hope mediation will accomplish, and describe the issues as you see them.

