	CHECKLIST FOR JUDGE/MAGISTRATE REFERRED MEDIATION

	Filing Date
	Referral date
	Case #
	Case Name
	Judge or Magistrate
	Mediation Date
	Mediation Time

	
	
	
	
	
	
	

	PLAINTIFF’S NAME & PHONE


	 FORMCHECKBOX 

	ATTORNEY
	 FORMCHECKBOX 

	JUDGE REFERRED

	
	 FORMCHECKBOX 

	PRO SE
	 FORMCHECKBOX 

	DUTY ROOM REFERRED

	
	 FORMCHECKBOX 

	WILL ATTEND
	 FORMCHECKBOX 

	PULLED CASE
HEARING: 

	
	
	
	

	DEFENDANT’S NAME & PHONE


	 FORMCHECKBOX 

	ATTORNEY
	COMMENTS

	
	 FORMCHECKBOX 

	PRO SE
	

	
	 FORMCHECKBOX 

	WILL ATTEND
	

	
	
	

	SCHEDULING CHECKLIST
	

	SCHEDULE DATE & TIME FOR MEDIATION
	

	
	ADD TO OUTLOOK CALENDAR 
	

	
	EMAIL CASE COORDINATOR & BALIFF 
	

	
	ADD TO PAPER CALENDAR  IN BINDER
	

	
	WRITE SCHEDULED DATE/TIME INSIDE CASE FILE
	

	
	RETURN CASE FILE TO CASE COORDINATOR IN ASSIGNMENT
	

	SCHEDULING THE MEDIATOR
	

	
	IDENTIFY & ASSIGN MEDIATOR:
	

	
	ADD MEDIATOR TO OUTLOOK “LOCATION” FIELD 
	

	
	EMAIL MEDIATOR RE: ASSIGNMENT
	

	PRE & POST MEDIATION ACTIVITIES
	

	
	CONFIRM PARTIES’ATTENDANCE BY PHONE 
	

	
	HOLD MEDIATION
	

	
	WRITE OUTCOME MEMO, SAVE ELECTRONICALLY TO JUDGE’S FOLDER ON “X:” DRIVE; PRINT 2 COPIES: ONE IS TWO HOLE PUNCHED AND PUT IN CASE FILE THE OTHER SENT TO THE JUDGE
	MEDIATION OUTCOME:

	
	RETURN FILE TO CASE COORDINATOR
	

	
	RECORD MEDIATION OUTCOME IN EXCEL SHEET
	














