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Alternative Dispute Resolution System Overview

The Alternative Dispute Resolution (ADR) system is designed to integrate multiple applications, which
the mediators had to provide data. Not only is there integration within a single application now the data
is also integrated.

When a mediator enters their Report of Mediation by a Rule 31 Mediator or adds a new Continuing
Mediation Education (CME) course that data is available and pulled to populate fields when it comes
time for the Mediator to renew. The system is able to complete many of the sections on the renewal
applications lowering the amount of time required to complete a renewal.

Along with the data entered by the Mediator’s course providers have the ability to enter their new
course requests and to provide the system with a roster of attendees for their courses. Once entered by
the provider that course is added to the individual mediator’s CME record.

The system keeps track of your CME course hours entered and will indicate on the Mediator Portal when
you have successfully reached the required hours based on the Mediation listing types.

The Mediators have the ability with the ADR system to view all their previous Report of Mediation by a
Rule 31 Mediator since they have been captured electronically. The same is true about the CME course
data, which has been interred into the system.

Alternative Dispute Resolution System Functions

System Messages Screen

Dispute Resolution

TNCOUR%’@ Alternative & Kathryn Janeway ~

System Messages:

If you experience any issues while in the system please contact the ADR Program Manager at 615-741-2687 or by emailing ADRRegistration@tncourts.gov

Continue to Main Menu

© 2019 - Administrative Office of the Courts
——

Figure 1 - System Message Screen
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After logging into the system the first screen that will display is the System Message screen. The ADR
Administrators have the ability to post information on this screen to notify you of important
information. To proceed to the mediator portal click on the Continue to Main Menu button.

Alternative Dispute Resolution Mediator Portal Overview

TNCOUR § Alternative & I
: Dispute Resolution
Rule 31 Mediator Portal
Your Next Renewal Year: 2020 You have 10 current year Rule 31 Mediation reports entered ‘Your CME Renewal Year: 2021
Mediator Application View all my previous Mediation Reports
Add a new Rule 31 Mediation Report View all my previous CME courses
Add a Continuing Mediation Education Renew my Listing
Course

Edit My Profile

You have a Renewal Application pending. You will not be able to submit again until the administrator has approved
your application

Your Continuing Mediation Education Hours to date

General ., General TN
Mediati B 6 e Family
lediation ntinuin -amil

Ethics B 9
Issues Law
425 0 N/A 0

A green check mark indicates you have met the CME requirements for your renewal

© 2019 - Administrative Office of the Courts

Figure 2 - Rule 31 Mediator Portal

The Alternative Dispute Resolution (ADR) Mediator functions allow mediators the ability to enter the
following data:

Mediator Application

Rule 31 Mediation Reports

Continuing Mediation Education (CME) Course
Renew your Mediation listing

vk wnN e

Edit your Profile data

Along with entering data, a mediator is able to view:
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1. Rule 31 Mediation Reports that they had entered since they started meditating. The report view
will display a PDF of the initial data entered when completing the Rule 31 Mediation Report
excluding the Case Number, and names of the Plaintiff and Defendant.
2. Previous CME Courses information. Only the courses entered into the system are captured and
displayable. Courses completed for prior renewal periods are stored with the original renewal
application for a period of seven (7) years.

Other data displayed on the portal page are:

Your Next Renewal Year: This year indicates the year of the renewal
The number of Rule 31 Mediation Reports entered for the current renewal period

3. Your CME Renewal Year: This year indicates the CME renewal year. The system varies that the
required training has been achieved before the renewal can be submitted.

4. Appropriate messages will display informing the mediator of the status of their renewals and
other issues.

5. At the bottom, there is displayed a grid that indicated the number of hours credited for the
renewal period based on the CME courses entered by the mediator or by a provider. Providers
have the ability to enter the class rosters after a training session that will apply the course to the
mediator’s records.

General considerations:

a. The best browser to use is Google Chrome but you can use IE, Firefox, or Safari.

Mediator Application
For detail instructions on completing a mediator application see the Mediator Application Guide.

Rule 31 Mediation Reports

The Rule 31 Mediation Reports function allows the mediator to enter the Rule 31 Mediation Reports.
The data is saved in the database and later used to complete some of the information needed when
entering the Renewal. All Mediation Reports enter into the system as well as all past reports submitted
electronically are viewable within the system. See View all my previous Mediation Reports for how to
access this data.

For detail, instructions on completing the Mediation Report Information data go to Add a New
Mediation Reports

Continuing Education Course

Mediators can enter their Continuing Education Courses during the year as they take it and not have to
wait for the renewal period to enter the data. The mediators are able to select from a list of pre-
approved providers and their courses. Upload proof of attendance. CME pre-approved courses are
automatically approved and added to the mediator's records.
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Along with the list of pre-approved providers and courses, the mediator has the ability to add a new
course or a new provider and course. These new courses will be forwarded to the ADR administrators to
approve. Once approved the course is added to the mediator records.

The system tracks the number of hours in the various training categories based on the courses assigned
values and the mediator's listing type. Once the prerequisite hours are attained, the system will indicate

this on the portal page.

For detail, instructions on completing the CME course Information go to Add a Continuing Mediation

Education Course

Editing Your Profile

On the Edit My Profile screen, a mediator can change any of the information displayed. The data on this
screen is considered the mediator’s primary information for the ADR system. A mediator cannot change
their email address here, which must be done within the AOC Access Management Portal (AMP). See

Appendix A for instructions on how to change a mediator’s email.

For detail, instructions on editing the Profile Information go to Profile Information Data Entry

View all my previous Mediation Reports

When clicking on this link you are taken to a screen that displays all the Rule 31 Mediation Reports a
mediator has entered into both the legacy system and within the new ADR system. From this screen,
you can view all the reports entered or just those for the current calendar year. The grid displays the
Mediation Ceased Date, Mediation Type, County, Court, Dispute Type, Hours in Mediation, Fee Type,

and Outcome.

Dispute Resolution

TNCOUR}'@ Alternative

My Rule 31 Mediation Reports

O all

Cancel

Mediation Mediation

Ceased Date Type County Court

9/24/2019 Pre-Trial Cumberland Chancery
Court

9/17/2019 Court Order  Cumberland Chancery
Court

9/17/2019 Court Order  Cumberland Appellate
Court

9/17/2019 Informal Crockett Chancery

Court

Current Calendar Year

Dispute Type
Real Property

Product Liability
Domestic Relations - Divorce

with Children

Personal Injury

Hours in

Mediation

0.00

10.00

20.00

73.00

Fee Type

Standard

Standard

Standard

‘Outcome

All Issues
Resolved
All lssues
Resolved
All Issues
Resolved

& Kathryn Janeway v

Action

View

View

View

View

If you click on the view link, the system displays a form that can be printed or saved. The ADR system
does not retain the Plaintiff of Defendant Names or the Case Number for privacy considerations.
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View all my previous CME courses

TNCClJH%ﬁ Alternative i Hathomsneway; =

Dispute Resolution

My Previous CME Courses

Cancel
© an Since last CME Renewal
List of continuing mediation education [CME) courses you have taken to meet the continuing education regui s of Rule 31, § 158{a).
General General T™H
Mediati Mediati Continui Family
Date Provider MName lssue Ethics Education Law
5/15/2018 Lipscomb ICM 2018 Southeast Conference on Conflict 1.50
Management Track #2 Session 4
&f13/2018 Training Resolved, LLC Flder Mediation Day 2 Session 5 175
8/18/2018 Clay Phillips, PhD Law & Mediation Practice Professionalism: 2.00

Diversity in the Waorkplace

&/12/2018 Training Resolved, LLC Flder Mediation Day 1 Session 3 1.00

All of the CME courses entered by the mediator or submitted by the Provider are viewable by clicking on
this link. Only courses submitted through the ADR system are retained in the mediator’s history. The
grid includes Date (Date the course was taken), Provider, Name. The remaining fields indicated the
hours credited to the mediator in each of the training categories (General Mediation Issues, Mediation
Ethics, General Continuing Education, and TN Family Law).

The All CME Courses is the default display. You can filter the grid to display only courses since the last
CME Renewal period.

Renew my Listing

Renewing your ADR listing is integrated with the Rule 31 Reports and the Continuing Mediation
Education data. The system pulls your Pro Bono information, Continuing Mediation Education courses,
and the number of mediations by courts type from the database and loaded to the renewal application.
The system also will populate the approval dates from your original applications and the listing type(s)
for your renewal.

The system keeps track of your renewal years and for the years where you are not required to have the
6 hours of training the system will let you know. Likewise, when it is time for your CME renew year the
system will track your training status. If you do not have any hours in your records of not enough to
meet the 6 hours requirement the system will not let you renew,

For detail, instructions on completing your renewal listing go to Renew my Listing Data Entry
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Data Entry Instructions

Mediation Reports Data Entry

& Katheyn Janeway =

Report of Mediation by a Rule 31 Mediator

IM THE: o v COURT FOR: ° ~  COUNTY
AT ity @ TENNESSEE

CIVIL ACTION/DOCKET NO, °

Plaintiff: CIVIL ACTION/DOCKET NO.:

Vs,

Defendant  pafandant o

Matice: Entering the abave imfarmation s ONLY required f you wish tn create a printabie repart that £an be subeitted ta the £ourt o o ereate 3 recerd for yourself,

Sould you choae Lo cntes the alrave printed reparts that ae g bry Ui farm are the anby places. Bt this inlormation will appes:, The
infarmation swove i aeithes collected nor recornded, ard fot stored in sy e by e Adminiseative Office af e Courts, thesty maininieg confidentiality of
the case,

0 oo o=m

© 2018 - Administrative Office of the Courts
Figure 3 - Rule 31 Mediation Case Data

If you are going to print reports for the local court, you need to complete this page. Otherwise, just click
on the Save/Continue

1. InThe[ ]Court -field select the court type the mediation was held for.

Appellate Court
Chancery Court

Circuit Court

Federal Court

General Sessions Court
Juvenile Court
Municipal Court

Out of State Court
Probate Court




Administrative Offices of the Court

2.

Nowvas

For[ ] County - field select the county the mediation was held in.

-} 1. If you selected Federal or Out of State Court in 1 then

Anderson the county field is not editable.
Bedford

Benton
Bledsoe
Blount
Bradley
Campbell
Cannon
Carroll
Carter
Cheatham
Chester
Claiborne
Clay
Cocke

AT [ city], TENNESSEE- field select the city the mediation was held in.
a. If you selected Federal or Out of State Court in 1 then the county field is not editable.

The flowing data is not stored in the system once the report is submitted due to privacy
consideration. If you need to print these reports to turn into the local courts there is an
option on the last page of the report entry.

Plaintiff - Enter the name of the plaintiff in this space.

CIVIL ACTION/DOCKET NO.: Enter the Civil Action or Docket ID in this space.

Defendant - Enter the name of the defendant in this space

Save/Continue - Clicking on this control stores the data while the Rule 31 Mediation Report is
being entered and takes you to the next screen

Cancel - Clicking this control cancels the entry process for the Rule 31 Mediation Report and

none of the data is saved.

11
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& Kathryn laneway ~

Cancel " g
@ Report of Mediation by a Rule 31 Mediator
This rep b for all mediatio by Rule 31 mediators except those related to out of state cases.
With the exception of address line “Address2,” and “"Email,” all data fields must be by making an entry or a selection.
Mediator Name: | athm o Janeway e ADC-Test-B@ncourts.goy a
First Name Last Name User Name
Mediator Address: 2600 Adrienne Way () (5 ] Louisile @ @ \dd New Addeess 11
Street & Number City B Select From List e
Tennessee ° ¥
State
38012 o
Zip Code
Mediator Phone: 615-231-1527 o @ B Add New Phiooe | 1 Select From Lust 0
Phone
Mediator Email: AOC-Test-B@tncourts.gov 0 e B Add New Eemul @

Ernasil Onty enter your email sddress i

infermation
® o E=m

€ 2019 - Administrative Office of the Couns

The data on this screen is preloaded from the Mediator’s Primary Profile information. To modify the (1)
First and (2) Last Names you will have the change that in the Edit my Profile function. Your (3) User
Name is the same as your (11) Mediator Email and cannot be changed in the system.

The remaining fields on this page exist in three categories Address, Phone, and Email. Each category
allows you to simply keep the default data or modify what is going to show on the printed Rule 31
Reports. This functionality allows a mediator, who uses multiple locations to enter once and then select
the appropriate data.

For the Mediator’s address section (4) — (8)

11. Add New Address — Click on this control to display the Add New Address pop-up.
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Add New Address 4. Address 1 (required) 50 characters
5. Address 2 (optional) 50 characters
saarcss: (@ 6. City (required) 50 characters
address2: @ress e 7. State select from drop-down list
city: @ 8. Zip (required)
sue: @ v 9. Cancel Erases data that was entered
zos (@ coce and closes pop-up box

10. Save Address Add address to the
mediator list

Cancel

Figure 4 - Add New Address

12. Select From List — Click on this control to display a list of previously added Address pop-up.

Select Address from the list below

Street & Number Address 2 City State Zip Code
O 7679 Way This Nashville Tennessee 34333
O 511 Union Street Nashville Tennessee 37219

Cancel Save

Figure 5 - Select Saved Addresses

Select the address you want to use for the Rule 31 Mediation Report being added. When you click Save
the address on the report will change.

9. Mediator Phone This is pre-loaded from the mediator’s profile information. As with the address,
you can add new phone numbers to be used for a given Report.
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12. Add New Phone

Add new Phone Number

Mediator Phone :

13. Select From List

As you enter the phone number the
system will format it as 999-999-9999

Cancel: Closes the pop-up box and does
not save the data.

Save Phone: saves the phone number to
the mediator’s records.

Select Phone number from the list below

Phone Number
O 615-231-1527
O 615-231-1528
O 555-231-1527

Cancel Save

Figure 6 - Select Phone Number

Select the phone number you want to use for the Rule 31 Mediation Report being added. When you

click Save the phone number on the report will change.

14
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9. Mediator Email: This is pre-loaded from the mediator’s profile information. As with the address,
you can add a new Email address to be used for a given Report.
14. Add New Email

Enter the new email address

Add new Email Address Cancel: Closes the pop-up box and

does not save the data.

Mediator Email :
ediator Emat Save Email: saves the phone

number to the new email mediator’s
Only enter your email address if you want to receive an email

confirming the AOC has received the submitted information

Cancel Save Email

records.

Figure 7 - Add New Email Address

15. Select From List

Select Email address from the list below

Email Address

O AOC-Test-8@hotmail.com
O AQC-Test-8@Yahoo.com

Cancel Save

Figure 8 - Select Email address from List

Select the Email address you want to use for the Rule 31 Mediation Report being added. When you
click Save the Email, the address on the report will change.

15
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17. Save/Continue - clicking on this control saves the data and displays the new input page.
18. Back - Clicking on this control takes you back to the previous page.
19. Cancel - Clicking on this control cancels this session and takes you back to the main mediator

menu.

& Kathryn Janeway ~
Dispute Resolution

ﬂ“JCOlJR;[)_§ Alternative

Cancel @ Report of Mediation by a Rule 31 Mediator

o Type of Mediation (Check all that appiyi: Pre-Suit
Based on Local Practice (Informal/No Written Order)
Court Ordered or Standing Order of Reference

Pre—Triat

Past-Trial
Voluntary-Private

Administrative/State Agency

o If & Litigated matter, where is suit pending: w
° This is a case that was or would have been filed in: ~
° Date of First Mediation: =)
e Date of Mediation Ceased: il
o Dispute Type: w
o Specify if Other: Other Dispute

0 = Y |

© 2019 - Administrative Office of the Courts

Figure 9 - Rule 31 Mediation Report Page 3
1. Type of Mediation
Select all that applies for the mediation session being report.

n If you select Pre-Suit as the Mediation Type, the system removes the next question about
where the suit is pending.

2. If a Litigated matter, where is suit pending:

Select the county where the suit is pending
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3. This is a case that was or would have been filed in:

Appellate Court
Chancery Court

Circuit Court

Federal Court

General Sessions Court
Juvenile Court
Municipal Court

QOut of State Court
Probate Court

Figure 10 - Rule 31 Mediation Report Courts

The system now has Federal and Out of State Courts so these can be reported.

Select only one

4. Date of First Mediation:

Date of First Mediation: ]
2
Oct 2019
Date of Mediation Ceased: ‘o m 1]
Su Mo Tu We Th Fr Sa
Dispute Type: 1 Py v

Specify if Other:

ontinue

Figure 11 - Rule 31 Mediation Report Date Calendar

This is the first date of the Mediation Session. The system will only allow you to select the current day or
earlier

You can enter your date in two ways. The first is to type the date in the box in the mm/dd/yyyy format.
For September 30, 2019, enter 09/30/2019

The calendar will default to the current day and you can navigate by using the controls (1) and (2).
Control one in the example above will move the calendar back by one month. Calendar control (2) will
display a list of months. If you select a month, the display changes to that month.

17



Administrative Offices of the Court
5. Date of Mediation Ceased:

This is the last date of the Mediation Session. The system will only allow you to select the current
day and a date after the date entered in the Date of First Mediation. See Figure 11 for calendar
display.

6. Dispute Type:

Adoption/Surrender

Appeal from Administrative Hearing
Conservatorship/Guardianship
Contract/Debt/Specific Performance
Damages/Torts Other Than Personal Injury
Domestic Relations - Child Custody/Visitation Only
Domestic Relations - Child Support Only
Domestic Relations - Divorce with Children
Domestic Relations - Divorce without Children
Domestic Relations - Post Divorce Issue
Juvenile Appeal

Landlord/Tenant

Legitimation/Paternity

Medical Malpractice

Personal Injury

Probate/Trust

Product Liability

Real Property

Workers Compensation

Wrongful Death

Select only one of the choices from the drop-down list. If your dispute type is not listed, select other
and enter your information in the next field.

7. Specify if Other:

You must have selected Other on the previous question to enter the Dispute type
description. You may enter up to 200 characters.

8. Save/Continue - clicking on this control saves the data and displays the new input page.

9. Back - Clicking on this control takes you back to the previous page.

10. Cancel - Clicking on this control cancels this session and takes you back to the main mediator
menu.
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T[\chﬁlﬁ Alternative & Kathryn Janeway =
cJ % tion

Dispute

cancel @ Report of Mediation by a Rule 31 Mediator

Tokal Hours in Mediation: | 6 Enter o numiber between T g 999

o Which of the Following Parties Apperared and Participated in the Mediation Process? (Check all that
Drefendant

apply) ;
Defendant's Attormey
Defendant's Representative
Plaintiff/ Co-Plaintiff
Plaintiff Attorney
Plaintitf Representative
Other
Specfy: Other
° Settlement Cutcome from Mediation (Choose aee) © ) Al issues resolved
lssues partially resoled
Mo issues resolved
o Mediation Fees: (Choose one) Standard 2 Supreme Cowrt Rule 38
Pro Bono ~ Court-Drdered Pro Bono
Reduced Free ) Medintar regquests that cost of serviees be charged as court costs
o Estimated numbers of hours it would have taken to try caset g Enter @ number between 1 and 959

o - )

© 2019 - Administrative Office of the Courts

Figure 12 - Rule 31 Mediation Report page 5

1. Total Hours in Mediation Enter a number between 1 and 999

Enter you total hours in all the mediation sessions for this mediation you can enter up to 999.99
hours

2. Which of the Following Parties Appeared and Participated in the Mediation Process?
(Check all that apply) :

If you check other, you need to enter data in the Specify who participated in the input box. This
field will hold up to 500 characters.

3. Settlement Outcome from Mediation (Choose one)
Select an outcome of the sessions
4. Mediation Fees: (Choose one)

Select the Mediation Fee type for this mediation. If you select Pro Bono or Court-Ordered PRO Bono as
your fee type, the system will pre-load this mediation session on your Renewal application.
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5.

Estimated numbers of hours it would have taken to try the case: Enter a number between 1
and 999

Enter you total hours in all the mediation sessions for this mediation you can enter up to 999.99

hours

6. Save/Continue - clicking on this control saves the data and displays a summary page for your
review.

7. Back - Clicking on this control takes you back to the previous page.

8. Cancel - Clicking on this control cancels this session and takes you back to the main mediator

menu.
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& Kashomn Bneway *

el @ Report of Mediation by a Rule 31 Mediator

IN THE APPELLATE COURT

© 2019 - Administrative Office of the Couts

Madiator's Name:
Madiator's User Name:

Type of Mediation:

County where suit is pending if litigated matter:
The court case was or would have besn filed in:
Date of Frst Mediation:

Date of Medstion Ceased:

Dispute Type:

Tatal Hours in Mediaticn:

Parties appeared and participated:

Settiernent and Qutcome:

e

¢ ruatbies of heours it would have tain £ try case
Maci Addrese

Medhutor Address {Line 2

TZEdT °

Kathryn Janewsy
ADC-Test-tncourts.gov

Based on Local Practice (Informal/No Written
Order)

Caster

Appliste Court

04172018

1032019

Landiord/ Tenant

550

Defendant, Defendant's Attomey, Plaintiff/ Co
Plaintiff, Plaintiff Attorney

lssuss Partially Rescived

Pro Bono

80050

2600 Adrisrne Wy

Lauisvilte
Tennessee, 38012

(615) 2311527
ADC-Tost-Bijtncourts. gow

° st infeurnation

Figure 13 - Rule 31 Mediation Report Summary

& Kathryn laneway =

Cancel @) Report of Mediation by a Rule 31 Mediator

IN THE APPELLATE COURT FOR CARTER COUNTY
AT ANY CITY, TENNESSEE

William Tell,
Plantiff

i

Danial Bosne X,
Defencant

_a:-mo

CIVIL ACTIOR/DOCKET Mex 51.2019.220-002

Mediators Name:
Mediators Liser Name:

Tywe of Medation:

Counzy whers suit i pending if litgated mattar

The court £3se was or wenikd have bean Bad in:

Date of First Mediatior:

Date of Mediation Ceased:

Dispate Type:

Tetal Hours in Mediaticn:

Parties appeansd and participated:

Settkmnent and Outcomes

Mediation Fess

Estimated numibers of hown it would have taken 1o try cases

Mediasor Emai:

o =m

Katheyn Jansway
AOC-Test-Biftnesurts gov

Based on Local Practice (Infarmal/Na Wrbtten
Order)

Carter

Appaliste Court

107172019

10/372019

Landlord/Tenant

550

Defendant Defendant's Attorney, Plaintiff/ Co.
Plalntiff, PLaintiff Attormey

lssues Partially Resolved

Pre Bene

20050

2600 Adrienne Way

Louizville

Tennessee, 38012

(615) 2311527
AOC-Test-Bftncourts.gov

o Past Infomation

© 2019 - Administrative Office of the Courts

Figure 14 - Rule 31 Mediation Report Summary with Header

The Summary screens display somewhat differently depending on if you entered data on the first screen
where the case data can be entered. If you entered data on that screen, you will see a summary as
shown in figure 14. This includes the court information, Civil Action or Docket Number and the Plaintiff
and Defendant’s names.
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After reviewing the data, you can select four (4) options to continue;

1. Post Information: - Once you have reviewed the data and are finished with entering your data
this will post the data to the database and return you to the main Mediator Menu.

n Once you post the information, you will not be able to change the data for this mediation
session or print out the reports with the Case information page.

A confirmation screen appears showing a confirmation number. Click on the Return to Mediator
Home page to return to your menu.

Your Rule 31 Mediator Report has been successfully submitted to the Alternative Dispute Resulution database.

Your Confirmation Number is: 19276631607

Return to Mediator Home Page

Figure 15 - Rule 31 Mediation Session data posting confirmation

2. Edit: - Allows you to edit the data. When you click on this control, you are taken back to the
input screens and you can use the Back and Save/Continue to navigate through the screens. To
return to the summary screen you need to Save/Continue through all the data entry screens.

3. Cancel - Clicking on this control cancels this session and takes you back to the main mediator
menu.

4. Print Report - This generates a PDF version of the reports which you can print the document.
Depending on the browser you have the printing steps will be different.
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Report of Mediation by a Rule 31 Mediator

IN THE APPELLATE COURT FOR CARTER COUNTY
AT ANY CITY, TENNESSEE

William Tell
Plaintiff

Vs,

Danial Boone IX
Defendant

CIVIL ACTION/DOCKET NO: 51-2019-229-002

Mediator's Name:
Mediator's User Name:
Type of Mediation:

County where suit is pending if litigated matter:

The court case was or would have been filed in:

Date of First Mediation:

Date of Mediation Ceased:

Kathryn Janeway
AOC-Test-8@tncourts.gov

Based on Local Practice (Informal/No
Written Order)

Carter
Appellate Court
10112019
10/3/2019

andlord/Tena

Figure 16 - Report of Mediation by a Rule 31 Mediator Sample
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Continuing Mediation Education Course Data Entry

The Mediator, a Provider, or an ADR administrator can add CME courses. In this section, we are

describing how a Mediator adds their courses.

The ADR system allows you to add their CME course to the system. After you have clicked on the Add a

Continuing Mediation Education Course from the main menu the following screen displays. In this

example, two courses have already been added to the mediator’s records.

& Benjamin Lafayette

Date

BRI
e B

Add a new Continuing Mediation Education Course

o You have 3.75 approved Continuing Education hours lagged to date.  You need 2.25 mare to reach your total.

LY oo

Provider Hame Genesal Mediation kssue Mediation Ethics General Continuing Education TH Family Law

Trairing Resohed. LLC Elder Mediation Day 2 Session 5

Trairang Mesohved, LLC Elcder Mediation Day 1 Session 3 200

M you are mdcking & reew course that i noit on the pre-certsbed st it wi il the ADR ackmirestratos nevaess and sppeoves the course a5 salisfying the contirning

i 31, T8N

© 2019 - Administrative Ofhce of the Courts

Figure 17 - Add CME Course start page

1. Any approved courses for the current CME renewal period are displayed in a table with the

following data;

g.

S0 o0 T o

Date

Provider

Name

General Mediation Issue
Mediation Ethics

General Continuing Education
TN Family Law

2. The system keeps track of the approved course hours you have earned during the current CME

renewal period. The system will also indicate the number of hours needed to satisfy the CME

requirements based on the Listing type you have. Here we do not break it out as to the

individual training categories.
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3. Cancel - Closes the Add a Continuing Mediation Education Course session and returns you to
the main menu.
4. Add New Course - when you click on this control the first page in the process displays

& Benjamen Latyetts Sisko

Add a new Continuing Mediation Education Course
o If tha Providar or Course iz not shown below, click HERE 1o add 8 new coursa,  You must first view the Provider list balow.

Provider: Course:

x Screenpresso,com
© 2019 - Administrative Office of the Courts

Figure 18 - Add CME Course Provider

As a mediator, you have the ability to add a course under three scenarios they are
b. Add a course from the list of approved courses

The ADR administrators maintain the approved courses, which the provider submitted,
approved and entered into the system by a mediator.

c. Add anew course for an existing provider

A provider may offer a course but have not submitted the request for approval for a particular
course so the mediator can add that course to their record.

d. Add a new provider and course

You may take a course from a provider that is not in the system. In this case, you will also have
to provide information on the provider and course information
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Pre-Approved Courses
5. Provider- Clicking on the down arrow displays a list of providers who have approved courses

Select the provider’s name for the course you
Provider: . want to add.

-~
13th Judicial District Child Support Office

Access to Justice Commission

Administrative Office of the Courts

Aenzi Inc

S, . . .
Affordable CLE TN If the provider’s name is not on the list, you will
Association of Attorney-Mediators have to add a new provider and course. See the
Charlotte U. Fleming / The Fleming Law Firm

Chattanooga Bar Association instructions to do this,

Clay Phillips, PhD

Community Mediation Center (Knoxville)
CoParenting Solutions

East Tennessee Collaborative Alliance

First Judicial District Assistance Corporation
Hutson Mediation Firm, PLLC

Knoxville Bar Association

Lipscomb ICM

M. Lee Smith

Memphis Bar Association

Mental Health America of Middle Tennessee
Nashville Bar Association

Mashville Conflict Resolution Center

National Academy of Distinguished Neutrals

On Dev Now

Private Dispute Resolution Services, LLC
Rosemary Frank Financial, LLC

State of Tennessee Department of Human Resources
Tennessee Association of Professional Mediators
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6. Course- After selecting the provider the approved the course field is now unlocked and you can

select a course from the drop-down list.

Add a new Continuing Mediation Education Course

o If the Pravidar or Course is nat shown below, lick HERE to add a new course.  You must first view the Provider list below,

Qﬁmﬁm o Course:

rwing Education Hours

Screenpresso,com
© 2019 - Adminstratve Office of the Courts

Figure 19 - Add CME Course Providers courses

When a course is actually a break out session from a larger conference, you may select the entire
conference or an individual session.

When you select a course, the system will display the course information
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TNCOUR}@ Alternative & Benjamin Lafayette Sisko ~

Dispute Resolution

Add a new Continuing Mediation Education Course
Cancelo

If the Provider or Course is not shown below, click HERE to add a new course. You must first view the Provider list below.

Provider: Course:

Training Resolved, LLC hd Mediation Advocacy v
o Course Schedule: Select schedule ~

o Total Course Hours: 1  * Please note, the total hours entered cannot exceed this total.

o Hours in class: General General
diati diati Continuil TN Family
Issue Ethics Education Law
o Course hours: General General
- - Continui TN Family
Issue Ethics Education Law
1.00
Please attach proof of attendance such as a CLE Statement, Certificate of Attendance or E-mail Confirmation of
Completion from the provider that states the name of the course, date of course and number of hours.

e Browse for file on my computer NGEIEEE ]
o Cancel 6 Save/Continue

© 2019 - Administrative Office of the Courts

Figure 20 - Add new Continuing Mediation Education Course information

To add a pre-approved course you need to complete two (2) fields and upload proof of attendance.

1. Course Schedule — To complete the course selection you need to select the date you took the
course, click on the down arrow to display the list of dates the course was offered.

Course Scheduled Select schedule *

0 1/26/2019 at Location: Online/On-Demand

FIEH5E NOTE_ THE TOLA MOUOrs SAtErsad Cannot eXces

Figure 21 - Course Schedule

2. Total Course Hours — This field indicates the total number of hours that can be added to the
appropriate training category.

3. Hours in class — You will be able to indicate the number of hours in categories. You will be able
to enter hours only in the boxes that are not gray. From the image above, you see that the ADR
administrators indicated that the course selected is allocated 1 hour in Mediation Ethics. You
can enter any number up to but not exceeding the allocated hours.
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4. Course hours — This is the breakdown of how the ADR Administrators allocated the hours for
this course
5. Browse for file on my computer: See Attach Documentation section for instructions

. Save/Continue
6. click on D

You will see a confirmation screen

& Benjamin Lafayette Sisko ~

Dispute Resolution

'|'NCQJF?%’§ Alternative

Add a new Continuing Mediation Education Course

You have successfully submitted your continuing mediation education course!

Figure 22 - Course Submitted successfully

Click on the Return to main menu page take you back to the Mediator’s portal

Adding a Non Pre-Approved Course

If you take a course that you want to include but is not in the list of providers and courses you may still
add the course. You will be required to add either just the course if the provider is listed, or both the
provider and course information.

To add a non-pre-approved course you must first to attempt to locate the provider and course first. You
notice that the word HERE is black. It will remain black until you click on the down arrow in the Provider
box. If your course provider is not there click on the word HERE. If the provider is there then look for the
course. If your course is not there click on the word HERE.
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Dispute Resolution

WCOUR%_@ Alternative & Benjamin Lafayette Sisko ~

Add a new Continuing Mediation Education Course
Cancel
If the Provider or Course is not shown below, click HERE [to add a new course.  You must first view the Provider list below.

o Provider: o Course:

Figure 23 - Add a New Existing Course

A EaE=pe & Benjamin Lafayette Siska =
'H- Alte tive : 4
\".| wmﬁ, il

Dispute

Add a new Continuing Mediation Education Course
Cancel
If the Provider ar Course is not shown below, clickiHERE fto add a new course.  You must first view the Provider list below.

onvider: o Course:

Figure 24 - Add a New Non-Pre-Approved Course

After you click on the activated HERE control, the add a new Continuing Mediation Education Course
screen is displayed.
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TNCOUR-ﬁrﬁ Alternative & Benjamin Lafayette Sisko ¥

Dispute Resolution

© 2019 - Administrative Office of the Courts

Add a new Continuing Mediation Education Course

* Note: this course will not show in your completed course list until approved by the administrator.

ol‘rovider: hd
°Course title:

o Course date: iz

o Course location:

o Session description:

e Hoursin class:  General General
Mediati Mediati Continui TN Family
Issue Ethics Education Law

Please attach proof of attendance such as a CLE Statement, Certificate of Attendance or E-mail Confirmation of
Completion from the provider that states the name of the course, date of course and number of hours.

o Type of document: hd o Browse for file on my computer [NeRIEEE el
o Type of document: v @ Browse for file on my computer NSRS IEGES]

@ Cancel 11 Save/Continue

Figure 25 - New Non-Pre-Approved-Course

First, let us walk through adding a new Course to an existing Provider

1.

Provider: click on the down arrow in the provider field. A list of approved providers is displayed.
Select the provider whose course you attended
Course Title: Enter the course title as it appears on the provider’s documentation.

a. Maximum length is 90 Characters
Course Date: Click on the calendar and select the date you attended the course.

a. You may key the date in the input box as mm/dd/yyyy

b. Cannot pick a future date
Course Location: Enter where the course was held. At a minimum the enter the City Name and
State

a. Maximum length is 50 Characters
Session description: Enter a description of what was covered during the training.

a. Maximum length is 6000 Characters
Hours in Class: If the provider supplied the credit hours for the training, categories enter that
data in the appropriate category. If the provider did not supply this information enter what you
believe should be credited. The ADR Administrator may adjust the hour after reviewing the
request to enter the course into the system and to your records.

a. The formatis 99.99 hours
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You will have to upload two documents when adding a new course not already Pre-Approved. One is
your proof of attendance and the other is a Course Outline.

7-9. Type of document: Select the document type for the file you are uploaded.
a. Certificate of Course Completion
b. Email of Course Completion
c. Course Outline

8-10. Browse for file on my computer: See Attach Documentation section for instructions

You will see a confirmation screen

Dispute Resolution

ﬂ‘lcwgg§ Alternative & Benjamin Lafayette Sisko

Add a new Continuing Mediation Education Course

You have successfully submitted your continuing mediation education course!

Figure 26 - Add a Continuing Mediation Education Course 2

Adding a New Provider and Course
To add a new provider and course the process is similar to adding a non-pre-approve course but you will
have to add the provider details.
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& Benjamin Lafayette Sisko ~

TNCOUR%’@ Alternative

Dispute Resolution

Add a new Continuing Mediation Education Course

* Note: this course will not show in your completed course list until approved by the administrator.
ol‘rovider: hd

°Course title:

o Course date: iz
o Course location:

o Session description:

o Hoursin class:  General General
Mediati Mediati Continui TN Family
Issue Ethics Education Law

Please attach proof of attendance such as a CLE Statement, Certificate of Attendance or E-mail Confirmation of
Completion from the provider that states the name of the course, date of course and number of hours.

° Type of document: hd o Browse for file on my computer [NeRIEEE el
o Type of document: v @ Browse for file on my computer NSRS IEGES]

@ Cancel 11 Save/Continue

© 2019 - Administrative Office of the Courts

1. Provider: click on the down arrow in the provider field. A list of approved providers is displayed.
Select the Other

Provider Name:
Address 1:
Address 2:

City / State / Zip:
Email:
Phone:

Fax:

©006066060

I Provider Name: Enter the provider name as it appears on their documentation
a. Maximum length is 90 Characters
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VL.

VII.

Address 1: Enter the provider address as it appears on their documentation
a. Maximum length is 50 Characters

Address 2: Enter the provider 2" address line as it appears on their documentation
a. Maximum length is 50 Characters

b. Optional
City/State/Zip: Enter the provider city, state, and zip code as it appears on their documentation

Email: Enter the provider Email as it appears on their documentation
a. Maximum length is 20 Characters

b. Optional
Phone: Enter the provider Phone number as it appears on their documentation

a. Required
Fax: Enter the provider Fax number as it appears on their documentation

a. Optional

The remaining fields are the same as in the previous section.
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Attaching Documentation:

Browse for file on my computer: This allows you to upload supporting documentation in PDF format to
the system. Documentation should include course sign-in logs or other methods to validate a mediator’s
attendance.

By clicking this control, it will launch your browsers of operation systems file explorer so that
you can navigate to where your document is stored.

Upload only Portable Document Format (PDF) documents to the system.

How to Register: Call our office to get registered
Men™
& Choose File to Upload X
. « v A |« TECH > ib271t0o » Projects > ADR > Testing Support ©| | Search Testing Support P
Does this course have CLE Cor ! 9 °upe v SR

A Organize +  New folder = @M @
Presentations A Name Date modified Type Size ~

Session De Process Flows ™ COA - AENZ! - Johnny Mediator Adobe Acrobat D... 61KE

= document Adobe Acrobat D

Screen shots from Balsamig
Sign offs 7. namewrap 2 Adobe Acrobat D

S — = namewrap 23 Adobe Acrobat D...
~  Testing Suppor
Total Coury e = namewrap Adobe Acrobat D...
01 January =1’ One_two_Davis_Mediation_Report Adobe Acrabat D...
Cour| 02_February = PKMED Adobe Acrobat D...
03 March = PKMED_Mircsoft_Print_To_Peff 2 Adobe Acrobat D...
04_April = Plantiff_Plantiff Pinkley_Mediation Report 3 Adobe Acrabat D
Ap ey. P
08_August = R31MR20190204 Adobe Acrabat D
. Sisko Character Reference | Adobe Acrobat D...
09 September
= Sisko_1 Adobe Acrobat D...
Attach Docum TRaining Seripts ol
File name: v| Customn Files (*.pdf) -

Figure 27 - Example File Explorer

Click on the file you want to upload
Make sure the correct file name shows in the File Name box

Click on Open button
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& Choose File to Upload X
+~ « TECH » ib271tDo » Projects » ADR » Testing Support v D Search Testing Support »
Organize » New folder == » [ 0
Mame Date modified Type L
3 Quick access
01_January 3/11/2019 11:32 AM  File folder
@& OneDrive 02_February 3/11/201911:33 AM  File folder
! This PC 03_March 3/11/201911:34 AM  File folder
. 04_April 4/30/201910:18 AM  File folder
_J 3D Objects s X
y 08_August 8/28/201912:55 PM  File folder
B Desktop 09 September 9/6/2019 11:00 AM  File folder
fo Documents " 2018-6-12_Elder_Mediation_Day_1_Session_3_Attendance 8/14/20191:32 PM  Adobe Acrobat D...
‘ Downloads 1_-' 2019-04-08_Person-1_vs_Person-2 478/2019 2:34 PM Adobe Acrobat D...
B .
9 Jg Music = AOC-Test-iox Accounts 2/1/201910:58 &AM  Adobe Acrobat D...
[ Pictures -£ Certificate_of_Traing_1 8/14/2019 1:32 PM Adobe Acrobat D...
. 1—_ Certificate_of_Traing_2 8/14/2019 1:31 PM Adobe Acrobat D...
L ! Videos N
= "L CharacterReferenceForm 8/14/2019 1:43 PM Adobe Acrobat D...
s Local Disk (C) n
= COA - AENZI - Johnny Mediator 1/18/2019 1:00 PM Adobe Acrobat D...
= SYS (WS2703] (R) = document 4/9/2019 11:02AM  Adobe Acrobat D...
= USERS (W52703] (G:) = namewrap 2 2/19/20197:45AM  Adobe Acrobat D...
? Metwork 1_-: name wrap 23 2/19/20199:08 AM  Adobe Acrobat D... e o
" name wrap 2/15/2019 2:26 PM Adobe Acrobat D...
A 1_-‘ One_two_Davis_Mediation_Report 3/8/2019 8:40 AM Adobe Acrobat D...
[ " PKMED 2/8/2019 9:35 AM Adobe Acrobat D...
1_-' PKMED_Mircsoft_Print_To_Pdf 2/8/2019 9:38 AM Adobe Acrobat D...
=L Plantiff_Plantiff_Pinkley_Mediztion_Report 3/8/2019 11:49 AM Adobe AcrobatD... %
< >
[ File name: | 2018-6-12_Elder_Mediation_Day_1_Session_3_Attendance
f

Browse for file on my computer [ENIRERE Elad=te]

Figure 7-5: File Explorer with the file loaded

The file you selected is displayed.

HOWELR T TR NVl  2018-6-12_Elder Mediation |

|
Click on

You will be taken back to the blank Add a new Continuing Mediation Education Course screen and a
green message will display saying you have successfully submitted your continuing mediation education
course!

|
Click on
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Profile Information Data Entry

Cancel Edit My Profile

Mediator's Address :

2600 Adrienne Way Address 2
Street & Number Address 2

Louisville Terines oo w 33012
ity State Zip Code
Mediator's Contact detall :

615-231-1527
Phomne Number

615-231-1528

Email Address

Mediator's Docupation @
Qther Rutherford hd

Oecupation Base County

=

Figure 28 - Edit Profile

This feature allows a provider to update the basic information for the provider. This differs from the
individuals who are acting as the provider representative. The data displayed is for the training
organization. All fields are pulled from the existing data and are editable.

1. Name: The name that the training is provided under.

2. Address: The provider’s primary mailing address.

3. Address 2: The provider’s primary address (Optional).

4. City: Enter the city where the provider is located

5. State: Select the state where the provider is located

6. Zip: The provider’s zip code.
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7. Email: The provider’s contact email. This may be the same as the Provider Representative

8. Phone: The provider’s contact phone. This may be the same as the Provider Representative

9. Fax: The provider’s contact fax number. This may be the same as the Provider Representative

Renew my Listing Data Entry

& Benjamin Lafayette Sisko ~

Dispute Resolution

TNCOUR%‘% Alternative

Renewal Application for Rule 31 Listed Mediators

Approval Date of General Civil Listing: ~ 10/1/2019 Type of Mediator (check all that apply)
General Civil Mediator
Approval Date of Family Listing: Family Mediator

Specially trained in domestic violence

Current Contact Information
To change the information below, please use the My Profile option on the main menu.

Name: Benjamin La Sisko
Address: PO BOX 8989
Address 2: Address 2
City / State / Zip: Hendersonville Tennessee v 37075
Base County: Rutherford g
Telephone / Fax: (615) 741-1414 (615) 252-2222
Occupation: Counselor

Cancel Renewal Save/Continue

© 2019 - Administrative Office of the Courts

Figure 29 - Renew My Listing Contact

Most of the information on this screen is loaded from the mediator’s profile. If you need to change any
of the data, you will need to go to the Edit My Profile feature from the Mediator’s Portal. The exceptions
are the Approval Date of General Civil Listing and Approval Date of Family Listing. The system will pre-
select the Type of Mediator based on your original mediator applications.

You may Cancel the renewal or click on Save/Continue
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The second screen lists all of your Current Continuing Mediation Education.

TNCOUH%’% Alternative & Benjamin Lafayette Sisko ~

Dispute Resolution

Renewal Application for Rule 31 Listed Mediators

[ * This renewal period does not require Mediator Continuing Education hours.

Current CME Information

1. Below are continuing mediation education (CME) courses you have entered and have been approved to meet the continuing education
requirements of Rule 31, § 18(a).

(Review explanation of requirement)

General TN
| Mediatis Continui Family
Date Provider Name Mediation Issue Ethics Education Law
6/13/2018 Training Resolved, LLC Elder Mediation Day 2 Session 5 1.75
6/12/2018 Training Resolved, LLC Elder Mediation Day 1 Session 3 2.00
1/26/2019 Training Resolved, LLC Mediation Advocacy 1.00

Back Save/Continue

© 2019 - Administrative Office of the Courts

Figure 30 - Renew My Listing Education

In this example for Mediator Sisko, it is not his renewal year that requires CME credits. However, the
system will display any courses already entered by the mediator or a provider in the two-year cycle for
taking the required training. The information displayed is:

e Date of Training

e Provider Name

o Name(Course Title)

e Training categories and the number hours credited from each.

You may Cancel the renewal or click on Save/Continue
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Alternative
Dispute Resolution

TNCOURTS

Renewal Application for Rule 31 Listed Mediators

Please note: You have completed 4 hours toward your renewal. You will need to complete 2 additional hour(s) before you can submit a
renewal application

The following areas are missing required hours:

General Mediation Issues: 1 hour(s).
Mediation Ethics: 1 hour(s).

Current CME Information

1. Below are continuing mediation education (CME) courses you have entered and have been approved to meet the continuing education
requirements of Rule 31, § 18(a).

(Review explanation of requirement)

General General TN

Mediation Mediation Continuing Family
Date Provider Name Issue Ethics Education Law
11/15/2018 Training Resolved, LLC Family Mediation Bundle: 6 Hours  1.00 2.00 3.00

Back Cancel Renewal

© 2019 - Administrative Office of the Courts

Figure 31 - Renew My Listing Education not Complete

In this example for our mediator, his renewal year requires CME credits. In this, case the system
displays a series of messages on the Current CME Information screen. Including the number of CME
hours entered, the number of hours still required and a breakdown of the training Categories that still
need training hours. These messages are based on the type of listing(s) to be renewed. The only option
for the mediator is to cancel their Renewal until the correct number of hours has been added to their
records.
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Renewal Application for Rule 31 Listed Mediators

Please visit the tncourts.gov website to view your online Rule 31 Mediator listing which includes the
counties in which you are currently noted as willing to serve.  Find Mediator

Counties served and Mediation completed

2. Please list any changes you'd like to make to the counties in which you are willing to serve as a Rule 31 Mediator:
o Counties in which you will serve: Anderson, Bedford , Benton , Bledsoe , Blount , Bradley , Rutherford ¥
3. Select the number of mediations you have completed since January 1, 2019 to current date or through December 31, 2019:

Tennessee State Courts: 1
State Courts outside Tennessee: 0
Federal Courts: 0

Pre-Suit: 0

Back Save/Continue

© 2019 - Administrative Office of the Courts

Figure 32 - Renew My Listing Counties and Mediations

On this page, the only entry needed is to lists the counties in which you will serve. The system will allow
a maximum of seven (7) selections from the drop-down list when you click on the down arrow in the
input field.

The system maintains all the Rule 31 Mediation reports that have been entered for the calendar year of
the renewal and preloads the counts to the renewal. If you believe the numbers are not correct, cancel
the renewal and use the View all my Mediation Reports.

You may Cancel the renewal or click on Save/Continue
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TNCOUR;§ Alternative & Benjamin Lafayette Sisko ¥

Dispute Resolution

Renewal Application for Rule 31 Listed Mediators

Pro Bono Information

Total Pro Bono or Reduced fee Mediation hours for this calendar year: o

Total Reports: 1

Type of Dispute Total # of Hours  Was it court ordered or did you volunteer? Was it private or community mediation center?

Medical Malpractice 5 Volunteer N/A
4. Total hours for Pro Bono or Reduced fee mediati d for this calendar year: 5
94. a. |l wish to ber ized by the T P Court for my Pro Bono Yes No
work?

Back Save/Continue

Figure 33 - Renew My Listing Pro Bono

This page is for the Pro Bono information. The system will calculate the number of Pro Bono mediations
and displays a list of the Mediations that have a fee type of Pro Bono or Court order Pro Bono and shows
the total hours you have entered.

1.

Total Pro Bono or Reduced fee Mediation hours for this calendar Year: Enter the total number of
hours in Pro Bono and Reduced Fee mediation for the current calendar year.

a. Maximum hours enterable is 999.99

b. Optional

I wish to be recognized by the Tennessee Supreme Court for my Pro Bono work. Indicate yes or no

by clicking on the appropriate radio button
a. Required

You may Cancel the renewal or click on Save/Continue
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Renewal Application for Rule 31 Listed Mediators

Professional Licenses

5. Add any professional licenses below:

o Add New License

License # Issued Expires Name Address Phone

546465 1/1/2002 1/1/2003 State of Tn 511 Union Street Nashville, TN 37219 615-741-2346

235 2/20/2019 2/20/2020 tennessee 1m, TN 37217 615-235-1234
e (a.) Have your professional privileges ever been curtailed at any O Yes No

time?

o If yes, please explain (include date and current status)

Type the explanation

o (b.) Do you have any pending disciplinary actions against you O Yes No

now? *
* The failure of a Rule 31 listed mediator to acknowledge that he/she has been disciplined by a professional organization or that his/her

professional privilges have been curtailed, may result in denial of the mediator's renewal application or in the subsequent removal of the
mediator from listing.

Back Save/Continue

© 2019 - Administrative Office of the Courts

Figure 34 - Renew My Listing Professional Licenses

The system will display any professional licenses that the mediator has entered previously. This,
however, does not include licenses entered on the original applications.

43



Administrative Offices of the Court

1. To add additional licenses click on the Add New License Button.

License Entry

Professional license

License #

Date Issued

Date Expires

Licensing Agency

Agency

Address

Address 2

City

State/Zip

Phone

Cancel Save

Figure 35 - New License Pop Up

License #: Enter your license number

a. Maximum length is 20 Characters

b. Required
Date Issued: Enter the date the license was
issued

a. Maximum length is 8 Characters

b. Format mmddyyyy
Date Expires: Enter the date the license was
issued

a. Maximum length is 8 Characters

b. Format mmddyyyy
Agency: Enter the name of the issuing
organization

a. Maximum length is 20 Characters
Address: Enter the address of the issuing
organization

a. Maximum length is 20 Characters
Address: Enter additional address
information of the issuing organization

a. Maximum length is 20 Characters
City: Enter the city of the issuing
organization

a. Maximum length is 20 Characters
State/Zip: Select the state and enter the Zip
code of the issuing organization
Phone: Enter a contact phone number of the
issuing organization

a. Maximum length is 10 Characters

3. Have your professional privileges ever been curtailed at any time?: Indicate yes or no by clicking on

the appropriate radio button

a. Required
2. |If yes, please explain (include the date and current status): Enter in detail an explanation of why

your professional privileges were curtailed including date and current status.

a. Maximum length is 6000 Characters

b. Required if the previous question was answered Yes

4. Do you have any pending disciplinary actions against you now? * Indicate yes or no by clicking on

the appropriate radio button

44



Administrative Offices of the Court

a. Required

You may Cancel the renewal or click on Save/Continue

This page allows you to certify all the data entered and indicate what your fee will be and allows you to

indicate how you wish to pay.

TNCOUR;§ Alternative & Benjamin Lafayette Sisko ~

Dispute Resolution

Renewal Application for Rule 31 Listed Mediators

Certify Renewal Application

6. Please certify your renewal application below:

| certify that the information supplied on this renewal application form is correct to the best of my knowledge and that | qualify for the renewal of my Rule 31 mediator listing(s). |
will notify the Alternative Dispute Resolution Commission (ADRC) promptly of any change in my address or contact information. Should any professional license | hold be
revoked or should | be disciplined by the Board of Professional Responsibility or any applicable agency, | agree pursuant to Supreme Court Rule 31 Section 18(f)(2) to provide
notification of such action to the ADRC within 14 days of receipt of being advised of such revocation or suspension by the professional licensing agency or organization. |
understand that all information herein is subject to verification.

| have read Tennessee Supreme Court Rule 31 regarding alternative dispute resolution and the related ADRC Policies(see link below). | agree to comply with the policies and
regulations set forth in that Rule and all subsequent amendments. | agree to submit to the jurisdiction of the courts of the state of Tennessee and the Alternative Dispute
Resolution Commission for purposes of fulfilling my obligation to comply with Rule 31 as it may be amended in the future.

I Certify o

ADRC Policies found here o

Please indicate the payment method you wish to use to make your renewal fee of $100.00 Credit Card Pay by Check

Pay by Check*: Send check payable to the
Administrative Office of the Courts (AOC) to:
Tennessee Supreme Court
Attn: Alternative Dispute Resolution Commission
511 Union Street, Suite 600, Nashville, TN 37219-1768

© 2019 - Administrative Office of the Courts

By checking the box next to | certify you are if effect legally signing the information for the report.

The system indicates the renewal fee associated with the renewal. It is calculated based on the time

frame of the renewal

If you are going to pay by credit card indicate so by checking the Credit Card radio button

a. By clicking on credit card, you will be directed to the AOC’s Credit Card payment portal when
you submit the renewal request.

If you are going to pay by credit card indicate so by checking the Pay by Check radio button

a. Checks must be submitted to:

Tennessee Supreme Court
Attn: Alternative Dispute Resolution Commission
511 Union Street, Suite 600, Nashville, TN 37219-1768

Submit: By clicking on the Submit button you will receive a confirmation screen
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Renewal Application for Rule 31 Listed Mediators

Congratulations! You have successfully submitted your renewal application!
Your application will be approved upon receipt of your renewal fee.

Please remember to send in your check for your renewal fee.

Return to main menu

© 2019 - Administrative Office of the Courts

Figure 36 - Renew My Listing Confirmation for Check payment

Renewal Application for Rule 31 Listed Mediators

Congratulations! You have successfully submitted your renewal application!

Your application will be approved upon receipt of your renewal fee.

I To make your credit card payment, click HERE |

0 Please be aware that along with the Renewal fee your card will be charged a convenience fee. This fee may differ
depending on the card provider.

Return 1o main menu

Screer IPTesso.com
& 2019 - Administrative Office of the Courts

Figure 37 - Renew My Listing Confirmation for Credit Card payment
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If paying by Credit Card click on the word HERE on the confirmation screen and you will see the
Administrative Office of the Courts Payment portal.

Administrative Office of the Courts

Please select item(s) for which to pay:

Fields marked with an asterisk (*) are reguired

* Name/Company Name :

Description Applicant Name(s) Quantity Price

Mediator Application fee for general civil listing 1 $100.00
O

Mediator Application fee for family listing 1 $100.00
0

Mediator Application fee for family lizting with specially trained in domestic violence issues 1 $100.00
| designation based on attendance at ADRC approved DV course™ ’

O Mediator Application fee for general civil and family (dual listing) 1 $150.00

Wediator Application fee for general civil and family (dual listing) with specially frained in 1 $150.00
U domestic violence issues designation based on attendance at ADRC approved DV course™™ :

O Wediator Application fee for general civil listing with training waiver 1 $200.00

| Mediator Application fee for family listing with training waiver 1 $200.00

Wediator Application fee for family lizfing with training waiver with specially trained in domestic 1 $200.00
O violence issues designation based on atiendance ai ADRC approved course** :

Mediator Application fee for general civil and family (dual listing) with a training waiver for one
o . o . i o . 1 525000
listing or both

Mediator Application fee for general civil and family (dual listing) with a training waiver for one
[] listing or both with specially trained in domestic violence issues designation based on attendance 1 $250.00
at ADRC approved DV course*

O Mediator Renewal application (Upcoming Year fee received on or before December 31) 1 $100.00

Mediator Renewal application (Current Year fee received between January 1 through January

O a3y 1 $150.00
O ;ﬂgg?mr Renewal application {(Current Year fee for an Inactive Mediator through October 31, 1 $200.00
O ADR Annual Workshop 1 $150.00

Payment Amount $0.00

** Mediators Must have a Family Listing to apply for Domestic Violence Listing

Administrative Office of the Courts 511 Union Street, Suite 600 Nashville, TN 37219 (615) 741-2687

Browser Support
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Follow the instructions on the screen to complete the credit card payment. When finished with the
payment process you will have the Alternative Dispute Resolution application open

Click on the Return to main menu button to take you back to the Mediator Portal

The renewal process is complete after the Alternative Dispute Resolution
Commission has received your payment and the AOC program Manager has
A approved your renewal. The system will generate an email to the mediator’s
email (the one use to log into the system) on your renewal status.
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