Protocol for Interaction between CBAA & IAMA 
	Step
	Actions
	Comment

	Unless otherwise specified, The Request for Mediation Services must be actioned by the Station within two (2) working days of knowledge of the dispute by the Station.

	1
	Station identifies need for dispute resolution service in the course of following Grievance Policy procedures.
	May liaise with CBAA Membership Manager as dispute occurs.

	2
	Request for Mediation Services generated by CBAA Station (Request for Mediation Services form – RMS)
	RFM scanned, faxed or filled in via website and directed to  nominated person in CBAA (Membership Manager)

	3
	CBAA manager clarifies the request – location, nature of matter, parties involved, potential time commitment, urgency of response required, and contact person at Station (confirm information on RMS form)
	CBAA Request for Mediation Service form will be accessible via CBAA website to be downloaded or filled in via Website.

	4
	CBAA manager contacts CEO or Nominated officer at IAMA.
	By email with details of the matter (RMS form attached)

	5
	CEO or nominated officer identifies potential IAMA mediator from “List” of members willing to undertake pro-bono work with CBAA
	Usually done in consultation with Chapter Chair.

	6
	CEO notifies selected mediator (the Nominee) & confirms their willingness and availability.  
	If YES – proceed to Step 7; otherwise cycle through Steps 5 and 6.

	7
	CEO sends Nominee details of the matter (provided by CBAA) and proforma Mediation Agreement
	

	8
	CEO advises CBAA manager of mediator’s contact details and sends CV
	

	9
	CBAA Manager passes Nominee’s details to contact person in Station and parties’ details to Nominee mediator
	May need to sort out travel arrangements and cost recovery for regional locations (out of capital cities). May also need to discuss teleconference options.

	10
	Mediator contacts parties and sets up the mediation
	By email. Mediator must use CBAA/IAMA Pro-forma Mediation Agreement to enter into agreement with the parties concerned 

	11
	Mediator liaises with Station for appropriate rooms and facilities or teleconferencing facilities.
	Supported by CBAA manager if necessary

	12
	Mediator conducts the mediation and concludes the matter
	

	13
	Mediator advises CEO that matter has concluded satisfactorily, or of adverse outcome (if this occurs)
	By email

	14
	CEO checks all OK with CBAA manager
	If OK – no further action (and member’s contribution is recorded – this could be acknowledged at Chapter Monthly Forums).
CBAA makes record of outcome in MRM system
If NOT OK – proceed to next Step and member informed

	15
	CBAA manager determines from parties what action they may wish to take 
	a. No action required by IAMA 

b. Further mediation - another mediator is selected (start at Step 5, and follow process)

c. Complaint lodged (instigated through IAMA Complaint Handling process)

	16
	Mediator concerned has discussion with Mentor (and/or CEO) to assist further development/training if applicable, or any other action needed.
	Decision taken with member to stay “on the list” or not.

	17
	Chapter Chair advised by CEO of outcome of discussion. 
	Chapter Chair only involved if necessary


Notes:

1. Emails are needed to provided a data trail and to support governance of the arrangement;

2. CBAA Manager maintains a register of all services provided – for governance and planning purposes, and for a review of the MOU;

3. The Request for Mediation Services form (RMS) provides “details of the matter” – ensures all points covered and provided in a standard format;

4. Nominee mediator to use proforma CBAA/IAMA Mediation Agreement (available from the CEO).  
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