Individual Case Mediation Log

Name: ________________________________________    Case Number: M: ____ SFY ______

Child’s Name:__________________________________________ DOB: __________________

Address: ______________________________________________________________________

________________________________  Phone: ______________________________________

Respondent(s)(s): _______________________________________________________________

This form should be attached to the inside left cover of the individual mediation file and dates entered as steps are completed.  If an item is not applicable, enter NA on the form. 

	DATE
	EVENT

	
	Form requested 

	
	Form sent by Community Coordinator (CC)

	
	Request for mediation received by CC

	
	Mediator appointed by CC

	
	Parties notified of mediator, rights, and procedures by CC

	
	Parties notified of date, time, and location of mediation by CC

	
	Mediation session completed

	
	Mediation agreement received by CC

	
	Letter sent by CC to all parties when no agreement reached

	
	Hearing or complaint investigation request received by CC, if applicable

	
	Copy of mediation agreement mailed to all parties, including service coordinator and CCB


Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Mediation Timelines and Activities

Day 1

Mediation request received by CC; date stamped; logged in; file created.

Day 3
Within two working days of receipt of request for mediation by CC, mediator is appointed and parties sent copies of rights, procedures, and notice of mediator appointment.

Day 10
Mediation session scheduled by CC and parties notified of date, time and location.

Arrangements made for interpreter, translator or alternative communication services by CC, if applicable.



Mediator notifies parties of responsibilities.

· IF MEDIATION IS REQUESTED ALONE AND NOT AS A PART OF A HEARING OR COMPLAINT, GO TO DAY 30 

Day 15
Mediation completed if requested as part of impartial hearing or complaint investigation.


If agreement reached:

· Mediator develops written agreement, obtains signatures of parties, and sends copy of agreement to CC.

· Written agreement to be in primary language or mode of communication of parent. CC is responsible for translation of agreement, if applicable, to the maximum extend possible.

If no agreement reached:

· Mediator sends letter to CC indicating that no agreement could be reached.

· CC notifies parties that no agreement could be reached, confidentiality pledge is still in effect, parents have right to a hearing or to file a complaint and procedures for requesting a hearing or filing a complaint.

Day 20
Within 5 working days of receipt of mediation agreement, CC sends copy to all parties, service coordinator, and CCB.  

Day 25
Within 5 working days of receipt of written agreement, service coordinator incorporates terms of agreement in IFSP.

· STOP HERE IF MEDIATION WAS PART OF HEARING OR COMPLAINT INVESTIGATION

· CONTINUE IF MEDIATION WAS REQUESTED ALONE

Day 30
Mediation completed within 30 calendar days when it is requested alone and not as a part of a hearing or a complaint investigation.


If agreement reached:

· Mediator develops written agreement, obtains signatures of parties, and sends copy of agreement to CC.

· Written agreement to be in primary language or mode of communication of parent. CC is responsible for translation of agreement, if applicable, to the maximum extend possible.

If no agreement reached:

· Mediator sends letter to CC indicating that no agreement could be reached.

· CC notifies parties that no agreement could be reached, confidentiality pledge is still in effect, parents have right to a hearing or to file a complaint and procedures for requesting a hearing or filing a complaint.

Day 35
Within 5 working days of receipt of mediation agreement, CC sends copy to all parties, service coordinator, and CCB.  

Day 40
Within 5 working days of receipt of written agreement, service coordinator incorporates terms of agreement in IFSP.

Individual Case Hearing Log

Name: ___________________________________________ Case Number: H: _____SFY _____

Child’s Name:______________________________________________ DOB: ______________

Address: ______________________________________________________________________

________________________________Phone: _______________________________________

Respondent(s): _________________________________________________​​​​​​​​​________________

This form should be attached to the inside left cover of the individual hearing file and dates entered as steps are completed.  If an item is not applicable, enter NA on the form. 

	DATE
	EVENT

	
	Form requested 

	
	Form sent by Community Coordinator (CC)

	Day 1
	Request for hearing received by CC

	
	Hearing Officer appointed by CC (Randomly chosen)

	
	Date of hearing

	
	Notice of hearing sent by CC to all parties and hearing panel

	
	CC ruled on request to disqualify hearing officer if applicable

	
	Request for mediation received by CC, if applicable.  CC completes mediation activities for Day 1- Day 25  

	
	Evidence submitted to CC for copying and dissemination

	
	Evidence disseminated to all parties and hearing panel

	
	The names of witnesses to be compelled submitted to CC, if applicable

	
	CC notifies hearing panel of names and contact information of witnesses to be compelled

	
	CC notified of parental intent to be represented by counsel, if applicable

	
	CC notified respondent(s)(s) of parental intent to be represented by counsel, if applicable 

	
	Mediation completed. If successful, CC notifies panel and closes case

	
	Request for rescheduling of hearing received by CC, if applicable

	
	CC rescheduled hearing, if applicable

	
	Request for continuance received by CC, if applicable

	
	CC scheduled hearing continuance, if applicable

	
	Hearing(s) conducted by panel

	
	CC rescheduled hearing for no show, if applicable

	
	Rescheduled hearing held, if applicable

	
	Hearing decision mailed to all parties by CC

	
	Verbatim hearing record available

	
	Verbatim hearing record sent to parties, if requested


Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Hearing Timelines and Activities
Day 1
Hearing request received by CC; date stamped; logged in; file created

Day 5
Within five calendar days of receipt of request for hearing, CC appoints hearing panel and sends notice of hearing to all parties including counsel if applicable

Day 10
CC rules on request to disqualify member of the hearing panel if applicable.

CC initiates mediation process if requested by parent.

Within 10 calendar days of hearing, evidence submitted to CC for copying and dissemination to all parties. 




Names of witnesses to be compelled submitted to CC for action by hearing panel if applicable.

Parent notifies CC of intent to be represented by counsel if applicable.

Any requests for postponement submitted to CC and forwarded to hearing panel for decision.  If granted, CC reschedules hearing and logs in new date for final decision. 

Day 15
Within 5 calendar days of hearing, evidence not submitted to CC must be provided to other party(s).



Respondent(s)(s) notifies parent of intent to be represented by counsel if applicable.

Day 20
If mediation occurred and successfully resolved the dispute, hearing panel is notified of agreement and hearing is canceled by CC.  

Within 20 calendar days of receipt of request for hearing, hearing is conducted.


If any party fails to appear at the hearing, hearing panel attempts to contact party and adjourns after one hour if party does not appear.  CC reschedules hearing consistent with procedures.

Day 30
Within 30 calendar days of receipt of request for hearing, a written decision is rendered and mailed to all parties by the CC including appropriate service coordinator.  This decision is binding on all parties.

Day 35
No later then 5 working days after receipt of the written decision, the service coordinator shall modify the IFSP consistent with the hearing decision.

Day 45
Within 15 working days of the hearing decision, a written or electronic verbatim transcription of the proceedings is available to all parties.

Ongoing
CC follows-up on implementation of the decision.  Actions taken by CC are documented in file. 

Individual Case Complaint Investigation Log

Complainant: _____________________________________ Case Number: C: ______SFY _____

Child’s Name:____________________________________________ DOB: ________________

Address: ______________________________________________________________________

_______________________________________Phone: ________________________________

Respondent(s): _________________________________________________________________

This form should be attached to the inside left cover of the individual complaint file and dates entered as steps are completed.  If an item is not applicable, enter NA on the form. 

	DATE
	EVENT

	
	Form requested 

	
	Form sent by Community Coordinator (CC)

	Day 1
	Complaint received by CC, Date Stamped

	
	CC determines whether issue is Part C or not

	
	CC determines complaint is also the subject of a current hearing if applicable. If so, CC follows procedures for this situation.  

	
	CC notifies all parties that issue is not Part C if applicable

	
	CC notifies complainant issue is Part C; sends copy of complaint procedure and sends copy of complaint to respondent(s)(s) and relevant CCB.

	
	CC consults with complainant and offers informal resolution.

	
	Complainant agreed to use formal mediation if applicable.  CC follows mediation activities from Day 1 – Day 25.

	
	Parent agrees to informal resolution.

	
	CC receives additional written or verbal information concerning complaint if applicable.  

	
	Informal resolution resolved issues.  CC files signed agreement request to withdraw. Case is closed.

	
	CC conducted onsite investigation, if necessary.

	
	CC notified parties of reasons/new timelines in case of exceptional circumstances if applicable.

	
	CC issued written decision and findings if applicable, and sent copies to relevant CCB and service coordinator.

	
	CC received corrective action plan from respondent(s)(s) if applicable.

	
	CC provided TA to respondent(s)(s) if applicable. CC completed follow-up on corrective actions including onsite activities if applicable.


Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Complaint Investigation Timelines and Activities

Day 1
Complaint received by Community Coordinator (CC); date stamped; logged in; file created

Day 5
Within five working days of receipt of complaint, CC determines whether issue is Part C.

CC determines if complaint is also the subject of a current due process hearing.  If so, CC follows procedures for this situation, setting aside any part of complaint being addressed in due process and investigates remaining issues, if any.  


CC determines if the issue has already been resolved in a due process hearing involving the same parties.  Hearing decision is binding and CC informs complainant if necessary.     


CC must resolve any complaint that alleges a respondent(s)(s) has failed to implement a due process hearing decision.

Day 7
Within 2 working days of determining the complaint is not a Part C matter, CC informs all parties, if applicable; 

or


Within 2 working days of determination that complaint is a Part C matter, CC notifies complainant and sends copy of complaint procedures.


CC sends copy of notice, procedures and complaint to respondent(s) and relevant CCB.  


CC determines need for onsite investigation.


CC consults with complainant offering informal resolution.

Day 14
CC documents receipt of additional written or verbal information from parties in response to allegations in complaint if applicable.

Day 30
If informal resolution is achieved, CC files signed agreement in complainant record.  Case is closed.


 
CC conducts onsite investigation if necessary.

Day 60
Within 60 calendar days from date of receipt of complaint, CC issues written decision including findings if applicable and suggested remedies unless exceptional circumstances exist.  CC documents reasons for any delay in rendering decision in file and notifies parties in writing of circumstances and new timeline.  


Copies of decision sent to all parties and relevant CCB and service coordinator.


CC determines need for plan of action including technical assistance, negotiations and corrective actions.   
  

Day 65
If applicable, service coordinator modifies IFSP, consistent with findings, no later than 5 working days after receipt of written decision.

Ongoing
CC follows-up on corrective actions including onsite investigations if necessary.  Actions taken by CC are documented in file.

Procedural Safeguards Log for Impartial Hearings

Name: _______________________________________Case Number: H:________SFY________

Date Request Received: ___________________ Date Decision Rendered: ___________________

Respondent(s): _________________________________________________________________

CCB: ________________________________________________________________________

Issue(s):_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Follow-up/Documentation:

Steps:_____________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Date:_____________________   Verification Signature:______________________________
Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Procedural Safeguards Log for Mediation Requests

Name: ________________________________________Case Number: M:________SFY_______

Date Request Received: ____________________ Date Agreement Reached:__________________

Respondent(s): _________________________________________________________________

CCB: ________________________________________________________________________

Issue(s):_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Follow-up/Documentation:

Steps:_____________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Date:_____________________   Verification Signature:______________________________
Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Procedural Safeguards Log for Complaint Investigations

Complainant: _____________________________________Case Number: C:________SFY_____

Date Complaint Received: ________________ Date Complaint Resolved:____________________

Respondent(s):__________________________________________________________________

CCB: ________________________________________________________________________

Issue(s):_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Follow-up/Documentation:

Steps:_____________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Date:_____________________   Verification Signature:______________________________
Comment(s): ___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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