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To: - Newport Mediation   Bettws in Bloom Building   1 Lambourne Way, NP20 7TL Bettws 
Telephone: 01633 858441/07842 981059.   
   
Website www.mediationinwales.org   E-mail: admin@mediationinwales.org 

Note: Please complete this form and post it or send it to the email address above. If you need guidance about the suitability of a case for mediation discuss this with us. Please ensure that you fill in ALL applicable boxes. It is essential that you pass on full details of all parties involved to facilitate contact by Newport Mediation. We can contact the parties via E-mail /SMS

Part 1. Referral contacts (See Notes)

	Name of referring organisation

	

	Direct line No.


	


	Email address


	


	Name of referring officer
	




STATEMENT

I confirm that consent has been obtained for Newport Mediation to be supplied with details of this case and for the service to contact the parties detailed.

Signature of referrer ……………………………………….. Date ……………………….
        
                                            

                                                                                           Registered Charity No. 1074880                                          
                                                                                                                                                                                                         
                     

                                                                                                                                                           
Part 2. (See notes)  Parties involved in case 
	Party No.

1.

	Full Name





	Full Address

	Contact details (Include email address)


	
	Tenure 

	Postcode
	

	Party No.

2

	Full Name






	Full Address

	Contact details (Include email address)


	
	Tenure 

	Postcode
	

	Party No.

3

	Full Name





	Full Address

	Contact details (Include email address)


	
	Tenure 

	Postcode
	

	Party No.

4

	Full Name





	Full Address

	Contact details (Include email address)


	
	Tenure 

	Postcode
	



Part 3. Other agencies/ officer and contact details relevant to case and involved (See Notes)

	Please give details




	




Part 4. (See Notes) – Summary of dispute – attach separate sheet if necessary

	

	

	

	

	

	

	

	



Part 5 (See Notes) – Risk/Additional needs Assessment.
  Please tick appropriate boxes – attach additional sheet if necessary
	Has violence occurred?
	Yes
	No
	Flagged as risk on your systems 
	
	No
	Give details here.


	

	


	No 
	Give details here.


	

	






GUIDELINES FOR REFERRERS

For those of you that have made referrals to us in the past you will note that we have made some amendments to our referral form.  This is for us to give you the best possible service we can.  We have set out below a set of guidance notes to accompany the attached referral form.  Each note refers to a section on the form.

Part 1 Notes: Newport Mediation will provide regular updates in the process with the referrer, and it is important for speed and accuracy for us to have the details requested such as contact names and numbers including direct line numbers, mobile phone numbers and e-mail addresses to aid speed of direct contact if it is necessary.  

Part 2 Notes:
Please ensure we have current Contact home and mobile telephone numbers including email addresses of the parties involved this will speed up the contact process. Postcodes are particularly important since different areas of have similar street names. 

Part 3 Notes: To ensure that we gain as much information as we need, it would also be useful if you were to inform other appropriate agencies that you are referring the case to avoid duplication of effort and to minimise that the chance of another agency inadvertently undermining the mediation process.

Part 4 Notes: Often disputes are about more than one single issue.  A summary of the situation in this section will allow us to assess whether mediation is a viable step and aids mediators in the preparation of a case. 

Part 5 Notes: To ensure the viability of mediation and to underpin the health and safety of the mediators it is essential to know whether violence is a factor in a dispute.  Violence in a dispute or flagged as a risk on your systems does not mean that the service will reject the referral, but we need to know. You can include any information if any party has additional needs (health, mobility and communication)

If you are in doubt about referring a case ring the OFFICE ON 01633 858441 or send an Email to admin@mediationinwales.org 
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