APPENDIX A

     Mediation

1. The ER Director shall arrange for the parties to attend mediation and select a qualified mediator to facilitate the mediation.

2. The mediation must be concluded within thirty (30) calendar days from the filing of the request for mediation unless the parties agree in writing to extend the time due to extenuating circumstances. Any extension should be limited to an additional fifteen (15) calendar days.

3. The mediation will be conducted at a date, time, and location identified by the ER Director after conferring with the mediator and the parties.  The mediation shall be scheduled for an amount of time determined by the mediator to be sufficient.  If necessary, the mediation may be recessed by the mediator and reconvened at a later time.

4.	Only the employee, respondent, and mediator can attend the mediation.  Both parties must make a good faith effort to resolve the matter.  Upon voluntary commitment to attend, the employee’s failure to attend the mediation, without advance notice to the ER Director will result in an automatic dismissal of the request for review, except in emergency circumstances beyond the employee’s control. If the respondent fails to attend the mediation, the matter may proceed to Step One at the request of the employee. Requests by either party for a continuance of a scheduled mediation will be entertained in compelling circumstances only and must be submitted to the ER Director in writing.

5. Attorneys or other observers may not attend the mediation.  Either party may ask for a recess at any time to consult with an attorney or another advisor.

6. The mediation cannot be recorded or transmitted in any format.  In addition, all documents generated during the mediation and any communications shared in connection with the mediation are confidential to the extent provided by law.

7. Upon conclusion of the mediation, the mediator will notify the ER Director of the outcome (either resolution or impasse). Any proposed resolution must be reviewed and endorsed by Employee Relations (or appropriate designee) before the resolution may be considered final. All agreed upon resolutions end the Review process, and the employee may not proceed to Step One.

8.	If the matter is not resolved, the employee must contact the ER Director in writing within five (5) calendar days to confirm the employee desires to proceed to Step One. Failure to do so will result in the end of the Review process.

