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Community Mediation Concepts  
“Helping People Talk to People” 
A NONPROFIT ORGANIZATION PROVIDING MEDIATION,  
     FACILITATION AND CONFLICT RESOLUTION SERVICES 
303-717-2167  •  Steve@FindSolutions.org 
www.FindSolutions.org 

 
DATE: February 2015 

TO: Derek Okubo, Executive Director | Agency for Human Rights and Community Partnerships 

FROM: Steve Charbonneau, Executive Director | Community Mediation Concepts 

SUBJECT: Community Mediation Concepts Scope of Work 

 

Scope of Work and Technical Requirements  

Community Mediation Concepts (CMC) has demonstrated the ability and will continue to meet the 
expectations outlined in this Scope of Work, specifically with respect to: 

1. Meetings 

a. CMC is prepared to meet regularly with the Director of Human Rights and Community 
Partnerships, Office of Independent Monitor, City Council Members, Mayor’s Office, Career 
Service Authority, Office of Human Relations, and other City Agencies as requested.   

b. CMC is committed to facilitating taskforces, community meetings and other group meetings 
or committees, as requested.   

2. Administration of Mediation Services 

a. Steve Charbonneau is responsible for oversight and management of all aspects of Denver’s 
mediation program. 

b. Charbonneau will attend meetings with referring agencies and personnel, provide orientation 
to mediations services, meet to answer questions and present regular reports as requested. 

c. Charbonneau will have quarterly check-in meetings with the Executive Director of the Agency 
for Human Rights and Community Partnerships. 

3. CMC’s Mediation Intake  

a. Referrals from the City of Denver come to CMC primarily through phone calls and emails. CMC 
will respond to any inquiry within 24 hours. 

b. CMC will gather information from the referring sources, listen to the initial concerns of the 
parties and explain the benefits and opportunities of conflict resolved through mediation. 

c. Determine if any other parties should be participating in the mediation.  This may include 
appropriate City individuals as resource to the mediation. 

d. CMC will make 3-5 attempts through a combination of phone calls, emails and postal mail, to 
reach the parties in conflict.   Once the parties are contacted, CMC will explain mediation and 
obtain a commitment from the parties to mediate in good faith.  We will also provide 
information on the best way to prepare for mediation.  CMC makes a confirmation call just 
prior to the scheduled mediation. 

e. CMC makes every effort to schedule mediations at a time and location that is most convenient 
for the parties.  The City of Denver will provide its conference room facilities to CMC at no 
charge, based upon availability. 

f. Identify opportunity for improvements which will increase our effectiveness and our ability to 
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better meet the conflict resolution needs of the citizens of Denver. 

4. Mediator Management 

a. CMC contracts with professional trained mediators who have demonstrated the skills 
necessary to resolve conflicts in their areas of expertise.  

b. In the majority of our mediations, CMC requires participants to sign a “consent to mediate” 
which ensures confidentiality, along with a bulleted outline of specific steps they should take 
in preparing for mediation and their commitment to mediate in good faith. 

c. CMC’s mediators make every effort to bring the conflicting parties to agreement and write a 
Memorandum of Understanding.  In some instances, a summary is more appropriate. 

d. At the conclusion of our mediations, a confidential survey is administered to enable CMC to 
ensure ongoing improvement and accountability.   

e. CMC provides a second mediator in about a third of the mediations.  Our decision regarding a 
second mediator is based upon CMC’s determination of need; because of the importance of 
gender balance, cultural or language needs, differing knowledge resource need and 
complexity. 

f. Once the mediations are completed or the case is closed, CMC provides a close letter to the 
referring party and copies of the agreements or summaries to the participants. 

5. Case Management 

a. CMC manages a tracking file for each case, recording all contact information, referral 
information, all emails and the basic content of all phone calls.  The tracking file contains a 
post-mediation debrief from the mediator.  Debriefing information provides a “just in time” 
learning opportunity for our mediators and a process improvement tool (Plan-Do-Study-Act 
process improvement) in our monthly mediator meetings. 

6. Complex cases, Facilitations and other Activities 

a. Steve Charbonneau personally manages complex, delicate cases.  Steve facilitates the case 
and assures the process achieves a successful outcome.  These cases are often referred by 
City Council, Mayor’s Office, or involve long-range planning, multidisciplinary taskforce 
committees.  Generally, these types of cases involve multiple meetings and multiple parties. 

7. Training 

a. At the request of Career Service Authority, Office of Human Resources, City Council and 
occasionally others; CMC provides conflict resolution training and skill development.  Steve 
Charbonneau has been teaching a conflict resolution course at the University of Colorado – 
Denver since 2003, so is able to bring additional learning opportunities to the City. 

b. CMC also facilitates monthly CMC mediator meetings where we focus on skill development, 
process improvement evaluation and mentoring to ensure we have the best mediators. 

8. Reporting will be based upon requested information and need. 

9. Orientation and marketing to referring agencies. 

a. CMC will provide orientation and marketing on the benefits of mediation for identified 
referring City agencies.  With this service, we also provide printed materials for distribution by 
these City agencies. 

10. Budget 

Budget has increased $25,000 per year due to increased workload (see below).  The total amount of 
this contract modification not to exceed $278,000. 

a. 2015 Budget $139,000 – Monthly rate $11,583 
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b. 2016 Budget $139,000 - Monthly rate $11,583 

a. Case referrals have increased 64% over the past four years.  We’re requesting an 
increase of approximately 22%. 

b. Land-use cases, those requiring multiple meetings with multiple parties have begun 
to increase in 2015 as development picks up within the city. 

c. CMC teaches 2-4 one-day mediation classes to DPD that have not fallen within out 
contract prior to this year. 

d. We began establishing a working relationship with the Sheriff’s IA department, 
resulting in referrals. 

e. I met last week with the new Executive Director of the Office of Human Resources.  
In our meeting we discussed a number of additional ways mediation will be used to 
save the City time and money on employee situations. 

f. I meet this coming week with the Executive Director of Community Planning and 
Development to discuss ways to more constructively manage the angst that is 
growing between neighborhoods and the City over zoning and development issues. 
increase referrels 

 


