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REQUEST FOR MEDIATION


To request an alternative dispute mediation or facilitated discussion by the FEB Shared Neutrals Program (SNP), please email this 2-sided form to the FEB Office at castaneda.gail.m@dol.gov 


1. SFFEB will accept requests from the designed Agency SNP Coordinator.
a. SFFEB will review the request for appropriateness for the SNP Program.
b. SFFEB will schedule the date and time for the Mediation in consultation with the Agency SNP Coordinator.  Excessive date changes may result in cancellation of the case.
c. The agency should expect that their request will take between 14 to 30 days to schedule; most are scheduled within two weeks.
d. The agency can ask for expedited scheduling, but SFFEB cannot promise to meet the request.
e. SFFEB will assign a Case Number and a Mediator and up to two Observers for the mediation.

2. The agency understands that the program relies on a trained group of Mediators and part of the training requires our Co-Mediators (mediators in training) to attend mediations.  The agency should expect up to two Co-Mediators to accompany the trained Mediator at the mediation.  They may take an active or silent role as the senior Mediator sees fit.

3. The agency understands that all Mediators are volunteers and will provide for travel expenses if necessary for the Mediators and Co-Mediators

4. SNP is confidential and voluntary and may be stopped at any time. 
a. This request does not stop timeframes or requirements for EEO Complaints, grievances, or other agency processes.
b. If resolution is not reached using SNP, the right to pursue any agency process continues so long as timeframes are met.
5. 

	SNP Required Info for Mediation Request
	Agency SNP Coordinator Fills Out

	Date
	

	Requesting Agency
	

	Address
	

	SNP Agency Coordinator
	

	Phone
	

	Email
	

	Preferred Timeframe for Mediation
	

	Black Out Dates
	

	
	

	Stage of Dispute:

	[   ] Formal EEO complaint
[   ] Informal/Pre-EEO complaint
[   ] Workplace Dispute
[   ] Other:

	Short Description of Dispute:
	

	Remedy Requested:
	

	Relationship Between Aggrieved and Respondent: 
	

	
	

	Aggrieved:
	

	Sub-Agency or Division
	

	Position Title
	

	Grade Level
	

	Address of Aggrieved Workplace ( if different than Agency Address)
	

	Phone
	

	Email
	

	
	

	Aggrieved Representative: 
(if applicable)
	

	Agency or Private Party
	

	Position
	

	Phone
	

	Email
	

	
	

	Respondent:
	

	Sub-Agency or Division
	

	Position Title
	

	Grade Level
	

	Address of Respondent Workplace ( if different than Agency Address)
	

	Phone
	

	Email
	



	
	

	Respondent Representative: 
	

	Agency or Private Party
	

	Title
	

	Phone
	

	Email
	

	
	

	Other Parties:
	

	Agency or Private Party
	

	Title
	

	Phone
	

	Email
	

	Agency or Private Party
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