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1.
Introduction

1.1
Royal Greenwich recognises that encouraging good working relationships between individuals will have a positive impact on staff well-being and staff performance. Where a conflict situation has not resulted in unacceptable behaviour requiring formal procedures, workplace mediation can be a very effective tool.   
1.2
Royal Greenwich wishes to support staff and managers to work together to resolve disputes and conflicts, to ensure minimum disruption and to maintain high levels of morale and performance.

1.3
Mediation is proven to be an effective for resolving interpersonal conflicts between colleagues, managers and their staff, or conflicts between teams.
 

1.4
Where issues cannot be resolved locally and relationships breakdown this policy has been designed to provide assistance even when a grievance has been raised.  Employees still have the right to pursue a grievance if they do not wish to use mediation.
1.5
Royal Greenwich has a policy of using only trained staff members that have been accredited through the Professional Mediators Association. External Mediators will only be used in exceptional circumstances (e.g. some senior level disputes) with costs paid for by the relevant Directorate. 
2.
Policy Aims
2.1
The policy has been adopted to provide individuals with an objective and impartial framework for resolving conflicts at any stage of dispute including when formal procedures are being followed.

2.2 This policy aims to offer an alternative option to the grievance process for resolving differences. It may also be used as a process for reconciling working relationships if this is recommended following a formal grievance hearing.

3.
Definition
3.1
Mediation can be defined as a method of dispute resolution that brings individuals together with an objective third party in order to find a solution. 

3.2
Workplace mediation is most effective when individuals enter the process voluntarily, and have equal authority to reach agreements.  During the process individuals are encouraged to identify their own solutions and agreements.

3.3
Mediators are impartial to the conflict and seek to help all parties equally. Mediators do not express opinions or make judgements about who is right or wrong even in alleged discrimination cases (otherwise the process will breakdown). Instead Mediators will facilitate to resolve issues identified. 
4.
Mediation Scheme
4.1
The Mediation Scheme should be considered whenever there is a workplace dispute including when formal procedures are used, for example the Sickness or Grievance Procedure. If mediation is agreed by both parties, the formal procedure may be put on hold in an attempt to resolve the issue via mediation first.  
4.2     Mediation is voluntary and requests to use mediation should be made via the HR Coaching and Advice Team. Confidentiality will be maintained but individuals will be required to give some basic details in order that a suitable mediator can be allocated.

4.3
A trained mediator will be assigned to mediate in workplace disputes by the HR Coaching and Advice team.  There are a number of mediators trained that have a diverse range of backgrounds that can be assigned to any case. 
5.
Setting up Mediation
5.1
Once a request is made, an assigned Mediator will always try to get both parties to agree if one side is hesitant. Mediation requires both parties to agree and it cannot be forced on one party. 

5.2
Individual meetings will then be arranged with a trained mediator. The initial meeting will be to identify key issues and assess if they are appropriate for meditation.   There is no right to trade union representation at this meeting or any other stages of the mediation process.
5.3
Once parties have agreed to mediate, an invitation to mediate letter (Appendix A) is then sent. The only exception to this rule of strict confidentiality is where there is evidence of a serious breach of statutory positions (for example child safety issues) or where there is evidence of serious risk to health and safety or criminal acts. This will require appropriate management action to be taken outside the mediation process. 

5.4
Where a commitment to mediate is agreed, the relevant line managers need to be advised so appropriate time can be agreed away from the immediate workplace. Other than this, the individual meetings will be strictly confidential (a Confidentiality Agreement will need to be signed) and no other individual will be informed about them without formal consent from both parties.
6.
Mediation process
6.1
The mediation session is one day away from the normal work environment. Before it starts, the mediator meets or contacts each party separately beforehand and reminds them of the role of the mediator and the mediation process and deals with any questions. 
6.2
A day of mediation then follows on an agreed date. The first meeting is to explore in detail, the issues raised and any additional issues from each participant’s point of view in order to agree a way forward, including the preparation of a joint mediation meeting. 
6.3
At the joint mediation meeting, both parties seek to reach a resolution to their dispute with a number of points for agreement. 
6.4 At the joint mediation meeting, each participant will have a chance to speak, and the mediator will help to clarify the issues that need to be addressed.  Once the issues have been identified and discussed, the mediator will assist the individuals to identify possible solutions. This may involve confidential discussions with other relevant parties (agreed by both parties) for example another manager regarding work allocation. 
6.5
There are no set formulae for how mediation should end. Every situation is different and what is needed may be different depending upon the circumstances. It is important that parties have the opportunity to start talking again and that they agree what they want to happen in the future. 
6.6
What happens after the conclusion of mediation may include:

· An action plan to be monitored by parties for a specific time

· Future mediation involving other people or a whole team where appropriate
· An agreement or memorandum of understanding outlining how the participants will interact in the future

· Consideration of training and development issues or supervision and coaching needs

· If the parties are able to reach a solution to the dispute, they may enter into a mediation agreement setting out the terms of the mediation.  This is binding on both parties.
7.
Mediation Agreement
7.1
If a mutual agreement is reached, the mediator will clarify the details in writing and all the participants will sign the agreement. This will be confidential to both parties with a copy to the manager if agreed by both parties.
7.2
Mediators will be unable to give evidence at any informal or formal hearing or investigation, or make a statement at any time in the future relating to any issues arising from or during the mediation process.

7.3   
All notes taken by the mediators during the process are used as an aide memoir only. Notes are not retained on file and are destroyed.  The HR Co-ordinator for Mediation will be given a summary of each case and/or the Mediation Agreement by the mediator for equality monitoring purposes and also for developing and improving mediation work.   
7.4
Parties involved in mediation normally recognise the role line managers have in the post mediation environment and therefore it is important that a summary of the outcome is relayed back, ideally in the form of the copy of the mediation agreement. 

7.5
The focus for management should be on asking what support can be provided post mediation to ensure parties continue to comply with the mediation agreement. Follow up by either the mediator or manager at regular agreed intervals will check that both parties are keeping to the agreement. Where agreements are broken, the option of both parties meeting again with the mediator should be explored. 
8.
Feedback
8.1
All parties involved in the mediation process will be asked to complete an evaluation form for feedback which is to be returned to the Mediator Co-ordinator in HR. 
8.2
Standard equality information will also be collected for monitoring purposes.  
9.
Further Information
9.1
To request or discuss using a professional or an external Mediator, please contact the HR Coaching and Advice team.  
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Appendix A – Invitation to Mediate Letter
Confidential

Dear…………

MEDIATION SESSION

Thank you for agreeing to participate in mediation. I have been asked to mediate between you and ……………………

The first meeting will be an individual pre-mediation meeting with you to explain the role of the mediator and the mediation process and deal with any questions. If you would prefer, this can be done over the telephone.  Please let me know your availability or a suitable time to contact you. 
The Mediation session is one day and has been scheduled for Date/time/venue
This will start with an individual mediation session to discuss the issues and explore possible solutions. After information is gathered from both sides, there is then a direct mediation session which is a joint meeting with yourself and the other party. Where employees reach their own agreement through mediation they are generally more likely to follow through and comply with the agreed terms. Any agreement reached will be confidential and not legally binding. 
Mediation is proven to be a successful method for tackling workplace issues. The approach is co-operative rather than adversarial and encourages open discussion to separate the problems from individuals and then find a mutually agreeable solution.       
Please confirm whether or not you can attend date given or provide alternative times. Your manager will need to know that mediation is taking place, though not the details, so their approval for time to attend mediation is required.  Do not hesitate to call me if you have any questions. Details of the Employee Assistance Scheme have been included which you may find helpful to contact. 
Yours sincerely

Name

Royal Borough Mediator

PMA Qualified. 
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