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Appendix E: Hourly Rate and Qualifications
RFQQ # 04215 Mediation Services

Appendix E, Service Requirements 
RFQQ # 04215 Mediation Services
A. Overview
The mediation process is a process in which the participants, with the support of a mediator, identify issues, develop options, consider alternatives and make decisions about future actions and outcomes. The mediator acts as a third party to assist the participants to reach their decisions.
Vendor shall provide mediation services for a range of internal and external disputes and conflicts for the Customer, including, but not limited to, personnel, customer and vendor-related issues.

Mediation services may follow a co-mediation model where two mediators are present and operating as a team in assessing and facilitating mediation. Co-mediation must be requested by Customer. 

A mediator shall conduct a mediation based on the principle of party self-determination. Self-determination is the act of coming to a voluntary, uncoerced decision in which each party makes free and informed choices as to process and outcome. 
B. Mediator Expectations

At a minimum, a mediator performing services under this contract is expected to accomplish the following for each mediation session:

· Establish ground rules which frame the boundaries of the mediation
· Allow parties to detail their stories
· Identify issues and evaluate their importance

· Clarify and detail respective interests and objectives
· Evaluate the parties susceptibility to compromise

· Identify options
· Discuss and analyze solutions
· Adjust and refine proposed solutions
· Record agreement in writing

C. Impartiality
Impartiality means freedom from favoritism or bias either in words or actions, or the omission of word or action, that might give the appearance of such favoritism or bias.
A mediator performing services under this contract shall conduct mediation sessions in an impartial manner. A mediator shall mediate only those matters in which she or he can remain impartial and evenhanded. If, at any time, the mediator is unable to conduct the process in an impartial manner, the mediator is obligated to withdraw.

Additionally, mediators performing services under this contract shall observe the following:

· A mediator should not act with partiality or prejudice based on any participant’s personal characteristics, background, values, and beliefs, or performance at a mediation, or any other reason.

· A mediator should neither give nor accept a gift, favor, loan or other item of value that raises a question as to the mediator’s actual or perceived impartiality.

· A mediator should identify and disclose any potential grounds of bias of conflict of interest that emerge at any time in the process. 
D. Conflicts of Interest
Mediators performing services under this contract shall avoid a conflict of interest or the appearance of a conflict of interest during and after mediation. A conflict of interest can arise from involvement by a mediator with the subject matter of the dispute or from any relationship between a mediator and any mediation participant, whether past or present, personal or professional, that reasonably raises a question of a mediator’s impartiality.
To avoid conflicts of interest:

· Mediators shall make reasonable inquiries to determine whether there are any facts that a reasonable individual would consider likely to create a potential or actual conflict of interest for a mediator.
· A mediator shall disclose, as soon as practicable, all actual and potential conflicts of interest that are reasonably known and could reasonably be seen as raising a question about the mediator’s impartiality. After disclosure, if all parties agree, the mediator may proceed with the mediation.
· If a mediator learns any fact after accepting a mediation that raises a question with respect to that mediator’s service creating a potential or actual conflict of interest, the mediator shall disclose it as quickly as practicable. After disclosure, if all parties agree, the mediator may proceed with the mediation.
· If a mediator’s conflict of interest might reasonably be viewed as undermining the integrity of the mediation, a mediator shall withdraw from or decline to proceed with the mediation regardless of the expressed desire or agreement of the parties to the contrary.
E. Ethical Conduct
Mediators performing services under this contract shall not:

· Use information about participants obtained in mediation for personal gain or advantage.

· Become involved in relationships with parties that might impair the practitioner’s professional judgment or in any way increase the risk of exploiting clients. 
· Facilitate disputes involving close friends, relatives, colleagues/supervisors, or students.

F. Confidentiality
Mediators performing services under this contract shall not voluntarily disclose to anyone who is not a party to the mediation any information obtained  from the mediation except:
· Non-identifying information for necessary administrative, research, supervisory or educational purposes; or
· With the consent of the participants to the mediation process; or
· When required to do so by the law; or
· Where permitted by existing ethical guidelines or requirements and the information discloses an actual or potential threat to human life or safety.
Mediators shall clarify the participants’ expectations of confidentiality before undertaking the mediation process. Any written agreement to enter into the process should include provisions concerning confidentiality.
Before undertaking the mediation process, the mediators shall inform the participants of the limitations of confidentiality, such as statutory, judicially or ethically mandated reporting, such as any reporting required pursuant to professional ethical standards.
Mediators shall maintain confidentiality in the storage and disposal of client records and must ensure that office and administrative staff maintain such confidentiality.
G. Quality of the Process
A mediator performing services under this contract shall conduct mediation in a manner that promotes diligence, timeliness, safety, presence of the appropriate participants, party participation, procedural fairness, party competency and mutual respect among all participants.
· A mediator shall promote honesty and candor between and among all participants, and a mediator shall not knowingly misrepresent any material fact or circumstances in the course of mediation.
· If a party appears to have difficulty comprehending the process, issues, or settlement options, or difficulty participating in mediation, the mediator should explore the circumstances and potential accommodations, modifications or adjustments that would make possible the party’s capacity to comprehend, participate and exercise self-determination.
H. Manner of Performance
Mediators performing services under this contract shall:
· Be solely responsible for all means, methods, techniques, sequences, and procedures for performing the work. Customer will not exercise any right of control over the incidence of performance. 
· Be responsible for any acts or omissions of all his or her employees and agents, all other persons performing any of the work, and shall not employ any person to perform the work who is not qualified for the task assigned to him or her.
· Give all required notices and comply with all applicable laws, regulations and contractual requirements bearing on the performance of the work.
· Perform all work to the satisfaction of Customer and follow all specified methods.
· Perform all mediation services in-house at Customer-owned offices or facilities.
· Inform participants as to the process of mediation.
· Reveal any potential conflicts of interest.
· Maintain mindfulness of the psychological and physical well-being of all participants.
· Direct participants to appropriate sources for legal advice.
· Engage in ongoing training.
· Practice only in those fields in which they have expertise or a reasonable amount of experience.
I. Quality Standards

Vendor shall:
· Provide oversight and supervisory duties over its mediation services, mediators and offices and facilities.
· Have Standard Operating Procedures (SOP) in place and readily available upon request for its mediation services and general procedures performed at the Vendor’s offices and facilities.

J. Response to to Mediation Requests
If Customer utilizes the Rapid Selection process, Vendor shall reply to requests for mediation services within one (1) business day of Vendor’s receipt of the request. If Vendor does not reply to Customer requests for mediation services within one (1) business day of receipt of request, Customer may contact a different Vendor from the pre-qualified vendor pool to request mediation services.
Appendix F, Hourly Rates and Minimum Qualifications 
RFQQ # 04215 Mediation Services
This submittal will be utilized to prequalify Bidders on a pass/fail basis based on a Bidder’s ability to comply with mandatory criteria identified herein.

Bidders who do not meet all requirements detailed in the Mandatory Requirements section and provide all required submittals identified in the Required Submittals section will not be included in the prequalified pool for mediation services.

Instructions
	This submittal has MS Word Text and Check Box Form Fields.

· To add text: Click on the Text Form Field (
· To electronically check a box: Double-click the Check Box () and select “checked”, then click OK.


Company Information

· Company Name: Enter your company’s name.
· Company Point-of-Contact: Please provide the full name and title of the individual designated to answer any clarifying questions regarding your company’s bid.
I. Mandatory Requirements

Each line item in this section represents a mandatory requirement for this RFQQ. For each line item, a Bidder must:

1. Check the numbered check box to indicate compliance with the requirements listed.
2. Provide additional information as instructed.
II. Additional Information

Vendor must provide all requested material in this section. Failure to provide all requested material will render a bid non-responsive.
III. Price Proposals:
Vendor may submit Not-To-Exceed (“NTE”) hourly rates in one, all or some of the Regions listed below. At a minimum, Vendor must submit a price proposal for at least one Region. The NTE hourly rate submitted for a Region must apply to all counties within that Region. The counties included in each Region are as follows:
	REGION 1
	REGION 2
	REGION 3

	· Island

· King

· San Juan

· Skagit

· Snohomish

· Whatcom


	· Clallam

· Clark

· Cowlitz

· Grays Harbor

· Jefferson

· Kitsap

· Lewis

· Mason

· Pacific

· Pierce

· Skamania

· Thurston

· Wahkiukum
	· Adams

· Asotin

· Benton

· Chelan

· Columbia

· Douglas

· Ferry

· Garfield

· Grant

· Franklin
· Kittitas

· Klickitat

· Lincoln

· Okanogan

· Pend Oreille

· Spokane

· Stevens

· Walla Walla

· Whitman

· Yakima


The Customer may request either solo mediation or co-mediation. Co-mediation is entirely optional and not required to be utilized by the Customer. Vendor must provide both a NTE hourly rate for solo mediation and a NTE hourly rate for co-mediation in each region in which your firm will provide services. Failure to provide a NTE hourly rate for both solo mediation and co-mediation will render your bid non-responsive.
Price Proposals must include all cost components needed to provide services as described in this RFQQ, this includes travel expenses. There is no volume commitments specified in this RFQQ. The proposed pricing levels should reflect the market provided by the Master Contract resulting from this RFQQ.

	Company information

	Company Name:
	     

	Company Point-of-Contact
(Name & Title)
	                                

	I. Mandatory Requirements. Please check boxes to indicate compliance.

	Line Item
	Description

	1. 
	Experience:
A mediator providing services under this contract must have at least four (4) years of experience providing mediation services relative to the service description (as outlined in Appendix E). This requirement applies to the individual mediators providing services only, not the business entity.
DES reserves the right to request additional information to validate years of experience.

	2.  FORMCHECKBOX 

	Staff:
Your firm must have a minimum of two mediators who can provide mediation services in each county in the state of Washington.

	3.  FORMCHECKBOX 

	Training:

All mediators providing services under this contract must have completed 40 hours of basic mediation training.

	4. 
	Educational Achievement: Each mediator providing services under this contract must have obtained, at a minimum, a Bachelor’s Degree.

	5. 
	License:

Proposed consulting firm must be actively licensed to conduct business in the State of Washington. Your Unified Business Identifier (“UBI”) must be identified in your Bidder Profile, Appendix D.

	6.  FORMCHECKBOX 

	 References:

Please provide two references who may be contacted that are familiar with your relevant past mediation experience:

Name:        
Contact Information:      
Name:      
Contact Information:      


	II. Additional information

	1. Please attach a list of mediation training(s) that have been completed by all mediators providing services under this Contract. Please name the institution or individual(s) that provided this training and the dates of the training. 

2. Please attach a copy of all certificates of completion, or other documentation attesting to completion, for each mediation training(s) listed in your response to question II(1), Appendix F.

3. Please attach a list of mediators who will be providing services under this contract. Please include each mediator’s name, phone number, years of mediation experience, and a brief description of mediation experience including areas of expertise.

	III. PRICE PROPOSAL

	Vendors must have the ability to provide mediation services in at least one Region. Please indicate below your NTE hourly rate for solo mediation and co-mediation in each Region in which your firm will provide services.
Price Proposals must include all cost components needed to provide services as described in this RFQQ, this includes travel expenses. There is no volume commitments specified in this RFQQ. The proposed pricing levels should reflect the market provided by the Master Contract resulting from this RFQQ.
WA State Regions
NTE Hourly Rate for Solo Mediation
NTE Hourly Rate for Co-Mediation
REGION 1
REGION 2
REGION 3
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