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The Mediation Commissioning Process 
 
The Globis Mediation Group has devised a simple process to enable you to 
manage the process of commissioning mediation. The mediation commissioning 
process is broken down into 7 manageable sections ensuring that organising a 
mediation session with Globis Mediation Group is uncomplicated and 
undemanding. The steps are as follows: 
 
1. Gain the agreement of parties to mediate 
Mediation is voluntary, and gaining the consent of the parties to attend is the first 
stage of the process. Globis Mediation Group (GMG) advises that a nominated 
person within the company talks to the parties separately to introduce the 
concept of mediation. The discussions should cover the reasons for trying 
mediation, its benefits, how the session will be structured and allow the parties to 
ask any questions they may have. As the parties may be unfamiliar with the 
mediation process it is suggested that these sessions highlight the following key 
points: 
▪ Mediation is private, conducted on a without prejudice and confidential basis. 
▪ The mediator is a neutral person who is there to assist the parties in their 

discussions. The mediator provides impartiality and process management 
whilst leaving the problem and the decision to settle it, in the hands of the 
parties.  

▪ If anyone is dissatisfied with the process, either party or the mediator can 
terminate the mediation at any time. 

▪ Mediation does not affect an individual’s employment or other statutory rights.  
 
One way to describe mediation is as a future focussed process which is less 
concerned about finding out who might be right or wrong. Rather, it is interested 
in how problems might be solved so that they don’t occur again. 
 
2. Contact the Globis Mediation Group on 0330 100 0809 or mediate@globis.co.uk  

to discuss the nature of the dispute 
Based on the nature of the dispute, Globis will select the mediator; discuss 
potential mediation dates and the proposed location for the mediation session. 
The mediation session will require at least 3 rooms – one for each party, and one 
for the mediator/joint sessions. If possible, a neutral venue away from the parties’ 
usual working environment would be advised. At this stage, Globis will need to 
establish who the key contacts at your organisation are. Globis will need to know 
who the ‘commissioner’ of the mediation is – this is typically the person calling to 
discuss the matter, but may vary dependent on the structure that your 
organisation are using. Globis will also want to be informed of who has the 
‘authority to settle’ – typically the line or business unit manager. This is the person 
that the mediator can refer to during the mediation session who has the authority 
to commit your organisation to any agreed actions. This role is critical, particularly 
in circumstances where any organisational change may be required. This person 
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needs to be available on the day of the mediation. Availability by phone may 
suffice in some cases. The mediator has no power to sign off any settlement on 
behalf of the organisation. 
 
 
3. You inform the parties that the Globis Mediation Group will be making contact 

with them (or their representatives) 
Once the parties have been informed, contact Globis to provide the contact details 
for each of the parties, the commissioner and the person with authority to settle. 
Prior to the mediation session itself taking place, the appointed mediator will 
contact the parties directly to arrange a pre mediation session. The mediator may 
also have a discussion with the commissioner.  
 
4. Pre-mediation discussions  
The mediator will have separate pre-mediation discussions with each party (or 
party representatives), either face to face or over the telephone. The pre mediation 
discussions will involve the mediator having a conversation with each party to find 
out their point of view on the situation. The mediator will also explain how the 
mediation session will work and answer any questions that a party may have. The 
agreement to mediate will be explained to each party at this stage. The pre 
mediation session allows the mediator to start building trust and rapport with the 
parties and will help to put them at ease. One hour is normally scheduled for this 
stage. 
 
By the end of the pre mediation sessions the parties will be aware of what to 
expect on the day of the mediation.  
 
5. The mediation session takes place 
Following both parties signing the agreement to mediate, the mediation 
commences. As each case is unique it is not possible to schedule a definite finish 
time, however most mediation sessions take one day. The person with authority 
to settle will need to be contactable throughout the session.  
 
6. A settlement agreement is drafted and signed  
Each mediation session concludes with a written settlement agreement. The 
settlement agreement consists of an action plan for the parties to adhere to, with 
the purpose of moving forward. The point of any agreement is that it is symbolic of 
resolution and closure. It captures the main points of the settlement outcomes and 
provides a document which can be used by the parties in any ongoing review. It is 
imperative that the agreement reflects an accurate summary of the conclusion of 
the mediated discussion. 
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7. The mediation follow up (optional) 
In cases where there is an ongoing employment relationship with the parties, the 
mediator will follow up with the parties 30-60 days after the mediation has taken 
place 
This will allow your organisation and Globis to ensure that the terms signed in the 
settlement agreement are being adhered to. This also allows your organisation to 
address any further issues that may have arisen. Globis mediators are committed 
to resolving the issues, not just providing a temporary fix. Although optional, the 
follow up sessions will help the organisation to monitor the mediation service and 
provide a full mediation provision to stakeholders. 

 


