SHARED NEUTRALS                                 AN ALTERNATIVE DISPUTE RESOLUTION EXCHANGE
- INTAKE Checklist -

[bookmark: _GoBack]Purpose of intake is not to hear about the details, but to gather and provide basic information so the parties can make an informed choice about whether the Shared Neutrals program might assist them.

The following checklist includes the information intake needs to cover.  Purpose of intake is to provide information to and get information from parties in order to:
· Confirm that a referral is appropriate for mediation; 
· Ensure that all potential participants understand our services;
· Assign a mediator who is appropriate to the referral.

Details of the case should be left to the Primary Mediator in the Case Development Process.
_______________________________________________________________
____  Employee of participating agency ___________________________________
							(Agency Name)
____  Discussed with Agency Liaison ______________
						(Date)
____  Received program materials
____  Received copy of Consent to Mediate with Client letter ___________________
                                                                                                                             (Date)
____  What might mediation do for you __________________________________________
____  Confidentiality
____  No decisions made by mediators
____  May/may not achieve resolution
____  Mediators will be unknown to you/other party (from outside agency)
____  Explain mediation sessions--length of time, number of times, general format
____  Planning any vacations/other general scheduling needs _______________________ ____  Okay for me to contact other party
____  Assuming that all parties are willing, next call will likely be from the mediator assigned                                                                 to this mediation, who will ask you specifics about your situation.
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