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Workplace Mediation Referral Form
Thank you for referring this case for mediation to Ashfold Consulting Limited
This form should be completed, as fully as possible, and returned by email to 
info@ashfoldconsulting.co.uk with ‘referral form’ in the subject

1.	Your details* - Referrer
	Organisation
	

	Full address including postcode
	

	Your name
	

	Position
	

	Your contact number
	

	Email address
	

	Typical availability
	


*These details will be used for official purposes

2. 	Details of participants. Please note that we contact all parties by phone in advance of mediation.
	Department/section/directorate
	
	

	Name
	
	

	Position
	
	

	Phone numbers (including extensions and mobiles). Please state preference.
	
	

	Email address (work and/or personal)
	
	

	Typical availability
	
	

	Nature of party’s working relationship
	
	




4.	Please provide a brief summary of the situation. Please advise us if the issues are part of a formal grievance or of any allegations that could include statutory discrimination.
	




5.	Please provide details of any action taken to date to resolve, investigate or otherwise manage the situation including outcomes.
	




6.	Is there anything else happening in the organisation that may be contributing to the conflict? i.e. Recent structural changes. 
	



Please continue on separate sheets as required.
7.	Please outline your expected outcomes of mediation.

	




8.	Please use this space to provide any further information that you feel is relevant to this case e.g. If the case involves any allegations that are part of a formal grievance or either participant has been referred to Occupational Health or there is some other concern that may affect their ability to participate in the mediation process
	



Please continue on separate sheets as required.

9. Logistics
Please include details of the venue for mediation. It will need to be a neutral and private space for the parties to feel comfortable. See guidelines below.
	




	          Venue Check List (ensure that all points are address)

	a. Are there at least two separate rooms?

	b. For discretion, are the rooms located away from the parties’ regular work space?

	c. Are the rooms private?

	d. Are they within close walking distance from each other?

	e. Are they available for the entire day?

	g. Is there a flipchart in the Main Room?




	10. Other relevant details. (ensure that all points are met*)
	Yes
	No

	a.  Are all parties aware that this case is being passed to Ashfold for mediation?
	|_|
	|_|

	b.  Have the parties been provided with a copy of the Ashfold Guide to Mediation?
	|_|
	|_|

	c.  Are all parties aware of your expectations of mediation?  (Section 6 above)
	|_|
	|_|

	d.  Are all parties aware that they will be contacted by phone prior to mediation commencing?
	|_|
	|_|

	e.  Is everyone aware that the mediation will take a whole day?
	|_|
	|_|

	f.  Is the Referrer aware that the disclosure of the mediation agreement is at the discretion of all the parties to the mediation?
	|_|
	|_|


* If not all of the points above are not met, we will contact you shortly to discuss options on how to proceed.

11. To help with the expediency of this referral – can you suggest three possible dates for the mediation?
	1. 
	2. 
	3. 



Please could you advise us where you heard about Ashfold? Please tick as appropriate.
		Existing customer	|_|
		Web search		|_|
		Recommendation	|_|
		Other			|_|	Details
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