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	Request for Mediation
Form PD33


	· Mediation can be useful for dealing with disputes between staff and students, staff and staff and students and students
· Not all disputes are suitable for mediation.  You may wish to discuss issues with your HRBP before completing this form 
· There are both internal and external mediators available

· The cost of mediation will be met by the College/Service authorising the mediation

· Both parties have to be prepared to mediate
· Issues should be specific complaints about behaviours and events and should not include allegations of significant sexual or racial harassment or violence




	Section A: Details of the employees/students being referred for mediation.  Please note that they must have given their consent.

	1. Last Name / Surname
	

	Title (Prof, Dr, Mr, Mrs, Miss, Ms etc)
	

	Forename(s)
	

	Preferred contact telephone number(s)
	

	Preferred email address
	

	Position / Job title
	

	College/Service/Department/Residence
	

	2. Last Name / Surname
	

	Title (Prof, Dr, Mr, Mrs, Miss, Ms etc)
	

	Forename(s)
	

	Preferred contact telephone number(s)
	

	Preferred email address
	

	Position / Job title
	

	College/Service/Department/Residence
	


	Section B: Details of manager / Supervisor requesting mediation

	Name (and title)
	

	Job title
	

	Work address / area
	

	Email address
	

	Contact telephone number
	


	Section C: Name of Relevant HR Business Partner/Guild Contact

	


Section D: Information required from Line Manager / Supervisor / person requesting mediation
Please give details of the dispute and attach any relevant information including emails, structure charts etc. 
…………………………………………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..…….

Any additional information that would be relevant: 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

Please give authorisation that an external mediator can be assigned to this case if required (Approximate costs will be £1,000).
I understand that the cost of appointing an external mediator will be charged to the College/Service. Please tick  □
The PO number for this work is
Signed:______________________    Position: _____________________________  Date: _______________
Internal College/Service contact for arranging booking or rooms/refreshments etc.:

Name:  ______________________   Email:  _______________________________   Extension:  _________
Section E: Senior HR Business Partner
Assigned Mediator: …………………………………………………………………………………………………………………………………..
Name of Mediation company: …………………………………………………………………………………………………………………… 
Please delete:  Internal / external 
Feedback form received: …………………………………………………………………………………………………………………………
Review period / date if (if appropriate): ……………………………………………………………………..
[HRBP will initiate review process unless otherwise stated]

Name of Senior HR Business Partner : ………………………………………………………….…………. Date: ……………………………………..









Page 2 of 2
Form PD33:- Request for Mediation (Version 1 – April 2014)

