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About workplace mediation
Mediation is a voluntary, confidential and impartial process in which a trained mediator helps two or more parties in a workplace dispute to reach a mutually acceptable resolution. The mediator does not judge, take sides or impose a solution - their role is to facilitate constructive communication and help the parties identify their own way forward. Mediation is most effective when both parties participate willingly and in good faith. It is not appropriate where there are safeguarding concerns, ongoing formal investigations, or where one party is at immediate risk of harm. If in doubt, seek HR guidance before proceeding.

	ORGANISATION
	[Organisation Name]
	

	MEETING REFERENCE
	[To be assigned by HR]
	

	MEDIATOR NAME
	[Name]
	

	MEDIATOR JOB TITLE
	[Job Title]
	

	HR CONTACT NAME
	[Name]
	

	HR CONTACT JOB TITLE
	[Job Title]
	

	DATE OF MEDIATION
	[Date]
	

	LOCATION / PLATFORM
	[Location / MS Teams]
	


SECTION 01
Parties and Context

▪ Parties to the Mediation
	PARTY A - NAME
	[Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]



	PARTY B - NAME
	[Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]



Brief description of the dispute / issue to be mediated:


Duration of the dispute (approximate):


Previous attempts to resolve (if any): [e.g. Informal discussion / Line manager intervention / HR involvement]


Formal process running concurrently?   ☐ Yes - specify:                                                                                  ☐ No

Both parties attending voluntarily?

☐ Yes        ☐ One or both required further encouragement - details below


Note on voluntary participation: Mediation should not be coerced. If either party is genuinely unwilling to participate, the mediator should explore this carefully before proceeding. Mediation conducted under duress is unlikely to produce a durable outcome.

▪ Is Mediation Appropriate?
☐ Both parties willing to participate
☐ No safeguarding concerns
☐ No allegation of serious misconduct
☐ No significant power imbalance
☐ No ongoing criminal investigation

SECTION 02
Pre-Mediation Preparation

The following steps should be completed before the joint mediation session takes place.
	A
	Mediator Preparation



☐  Review any relevant background information - HR records, previous correspondence, complaint details
☐  Confirm the scope of the mediation - what issues are within scope and what is excluded
☐  Confirm that formal investigations or disciplinary processes are either completed or appropriately paused
☐  Arrange and hold separate individual pre-mediation meetings with each party (see Section 3)
☐  Explain the mediation process, the mediator's role, and ground rules to each party individually
☐  Confirm the voluntary nature of the process and obtain consent from both parties to proceed
☐  Arrange the joint mediation session - venue, date, time, format
☐  Confirm that both parties understand the agreement will not be legally binding unless formalised through a separate process

	B
	Ground Rules for the Mediation



The following ground rules should be confirmed with both parties at the start of the joint session. Ask each party to explicitly acknowledge them.
•  Everything said in mediation is confidential - it will not be used in any formal process without the consent of both parties
•  Each party will be given time to speak without interruption
•  Both parties agree to listen to the other with an open mind
•  Neither party will make personal attacks, raise their voice or use abusive language
•  The mediator is neutral - they will not take sides, judge or advise
•  Either party may request a short break at any time
•  Either party may withdraw from the process at any time, without prejudice
•  Any agreement reached is voluntary - it will not be imposed

SECTION 03
Individual Pre-Mediation Meetings

Before the joint session, the mediator should meet individually with each party. These meetings are confidential. Their purpose is to help each party feel heard, understand the process, and prepare to engage constructively in the joint session.
What is said in individual pre-mediation meetings is strictly confidential between the mediator and that party - it is not shared with the other party without consent. The mediator must make this clear at the outset of each individual meeting.
▪ Individual Meeting with Party A
Party A's key concerns and issues - in their own words:


What does Party A want to achieve from mediation?


What would a good outcome look like for Party A?


Any concerns about the mediation process itself?


Is Party A willing and ready to proceed to the joint session?   □ Yes   □ No - details:


On a scale of 1-10, how would you currently rate your working relationship with the other party?




▪ Individual Meeting with Party B

Party B's key concerns and issues - in their own words:


What does Party B want to achieve from mediation?


What would a good outcome look like for Party B?


Any concerns about the mediation process itself?


Is Party B willing and ready to proceed to the joint session?   □ Yes   □ No - details:


On a scale of 1-10, how would you currently rate your working relationship with the other party?


SECTION 04
Joint Mediation Session

Record the key elements of the joint session below. This is a process record for HR - it is not a verbatim transcript.
▪ Opening
☐  Mediator introduces themselves and confirms their neutral, impartial role
☐  Ground rules confirmed and acknowledged by both parties
☐  Purpose and process of mediation explained
☐  Confidentiality confirmed

▪ Each Party States Their Perspective
Party A's account of the key issues - summary (do not interrupt or evaluate):

Party B's account of the key issues - summary (do not interrupt or evaluate):


Identifying Common Ground and Key Issues


Areas of common ground or shared understanding identified:


Key points of difference or tension that need to be resolved:



▪ Exploring Solutions

Ideas and proposals raised by Party A:


Ideas and proposals raised by Party B:


Areas of potential agreement emerging from the discussion:

The mediator should resist the urge to propose solutions. The power of mediation lies in the parties reaching their own agreement - solutions generated by the parties themselves are far more likely to be sustained and honoured than those imposed from outside.
SECTION 05
Mediation Agreement

Where the parties reach agreement, the terms should be recorded clearly in the table below and signed by both parties. This agreement is voluntary and not legally binding as a contract unless separately formalised. It should be reviewed at the agreed follow-up date.
	#
	AGREED ACTION / COMMITMENT
	RESPONSIBLE PARTY
	BY WHEN

	1
	 
	☐ Party A
☐ Party B
☐ Both
☐ Manager
☐ HR
	 

	2
	 
	☐ Party A
☐ Party B
☐ Both
☐ Manager
☐ HR
	 

	3
	 
	☐ Party A
☐ Party B
☐ Both
☐ Manager
☐ HR
	 

	4
	 
	☐ Party A
☐ Party B
☐ Both
☐ Manager
☐ HR
	 





	FOLLOW-UP REVIEW DATE:
	[DATE - TYPICALLY 4-6 WEEKS AFTER MEDIATION]

	Who will conduct the review?
	[Mediator / HR / Line Manager]

	What happens if the agreement breaks down?
	[e.g. Referral back to HR / Formal grievance process may resume]


▪ Review Outcome
☐ Fully implemented       ☐ Partially implemented      ☐ Not implemented      ☐ Further intervention required
Party A - Following mediation, on a scale of 1-10, how would you currently rate your working relationship with the other party?



Party B - Following mediation, on a scale of 1-10, how would you currently rate your working relationship with the other party?


▪ Signatures - Agreement Reached

By signing below, both parties confirm that they have voluntarily reached the agreements set out above and commit to honouring them in good faith.

	PARTY A SIGNATURE
	[Signature]

	PRINT NAME
	[Print Name]

	DATE
	[Date]



	PARTY B SIGNATURE
	[Signature]

	PRINT NAME
	[Print Name]

	DATE
	[Date]



	MEDIATOR SIGNATURE
	[Signature]

	PRINT NAME
	[Print Name]

	DATE
	[Date]





SECTION 06
No Agreement Reached

If the mediation does not result in agreement, or if either party withdraws, complete this section.

OUTCOME
☐ No agreement reached   
☐ Partial agreement - details below   

☐ Party withdrew
Brief summary of why agreement was not reached (for HR records only - treat as confidential):



Agreed next steps (e.g. formal grievance, HR meeting, line manager review):




Where mediation does not result in agreement, this does not prevent either party from subsequently using the organisation's formal grievance, disciplinary or other HR processes. Nothing said during mediation may be used in any subsequent formal process without the explicit consent of the party who said it.

	MEDIATOR SIGNATURE
	[Signature]

	PRINT NAME
	[Print Name]

	DATE
	[Date]



	HR REPRESENTATIVE  SIGNATURE
	[Signature]

	PRINT NAME
	[Print Name]

	DATE
	[Date]
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