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INTRODUCTION

1. Overview of the Central District’s ADR 
Program 

2. Procedures, Governing Authority, and 
Forms

3. Using PACER and CM/ECF

4. Resources for Panel Mediators
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Western Division, First Street Courthouse, Los Angeles



OVERVIEW OF THE 
CENTRAL DISTRICT’S ADR PROGRAM

Western Division, First Street Courthouse, Los Angeles



5Map of the U.S. District Court, Central District of California

CENTRAL DISTRICT REFERRALS TO 
ALL ADR OPTIONS IN 2023



MEDIATION PANEL 
PROGRAM STATISTICS

Western Division, First Street Courthouse, Los AngelesWestern Division, First Street Courthouse, Los Angeles
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ADR PROGRAM STATISTICS 2023

Southern Division, Ronald Reagan Federal Building, 
U.S. Courthouse, Santa Ana
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ADR PROGRAM STATISTICS 2023
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Western Division, First Street Courthouse, Los Angeles



PROCEDURES, GOVERNING 
AUTHORITY, AND FORMS

Western Division, First Street Courthouse, Los Angeles
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There are three ADR options.  See Civil L.R. 16-15.4 (Tab 1); General Order 

11-10 (Tab 2), and Form ADR-01 (Tab 3).

1) ADR Procedure No. 1: settlement conference with the district judge or 

magistrate judge;

2) ADR Procedure No. 2: mediation with a neutral selected from the Court 
Mediation Panel; or

3) ADR Procedure No. 3: private mediation. 

Unless exempted, every civil case must participate in one of these three ADR 
Procedures. Civil L.R. 16-15.1 (Tab 1).

In advance of the Initial Scheduling Conference, parties must advise the Court 
which ADR Procedure is best suited to their case and when the ADR session 

should occur. Civil L.R. 26-1(c).

PRACTICE POINTER: Check on PACER to see that ADR Procedure 2 was 

selected by the parties under Form ADR-01.

1. ADR OPTIONS AND SELECTION (PARTIES)

11

x

https://www.cacd.uscourts.gov/sites/default/files/documents/2024%20June%20LRs%20Chap%201.pdf
https://www.cacd.uscourts.gov/sites/default/files/general-orders/GO-11-10.pdf
https://www.cacd.uscourts.gov/sites/default/files/general-orders/GO-11-10.pdf
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-01/ADR-01.pdf
https://www.cacd.uscourts.gov/sites/default/files/documents/2024%20June%20LRs%20Chap%201.pdf
https://www.cacd.uscourts.gov/sites/default/files/documents/2024%20June%20LRs%20Chap%201.pdf
https://www.cacd.uscourts.gov/


12

At or around the time of the scheduling conference, the court will 

order the case to one of the available ADR options.

The court may or may not order the ADR option that the parties 

requested.

Many judges use Form ADR-12, Order/Referral to ADR (Tab 4). 

This form reminds the parties of their obligations under the 

program and automates the ADR Program’s data collection for 

case management and reporting.

PRACTICE POINTER: Check on PACER to see that the judge’s referral to 

ADR was made, that ADR Procedure 2 was selected, and that there is a 
deadline for completing the mediation (you will need to identify the date in 
the pre-mediation letter to the parties). If the date is not indicated on the 

order/referral, then search on Pacer for a deadline specified in other court 
orders. If no mediation deadline is specified, calculate a deadline date that 

is 45 days before the Final Pretrial Conference. See Civil L.R. 16-15.2. If 
the referral to ADR Procedure was not made, the Panel mediator cannot act 
unless the parties stipulate and the court refers the matter to the ADR 

Panel, or unless the parties elect to retain you as a private mediator.

2. ORDER/REFERRAL TO ADR PROGRAM (JUDGE)

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-12/ADR-12.pdf
https://www.cacd.uscourts.gov/court-procedures/local-rules
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If the case is ordered to ADR Procedure No. 2, the parties should select a 
mediator from the list of Panel mediators. 

The parties have initial responsibility for agreeing to a mediator from the 
Panel list.
 
They must then contact the chosen mediator to obtain the mediator’s 
agreement to take the case.

If the mediator agrees, the parties should file a stipulation to inform the 
Court that they have selected their mediator on Form ADR-02, Stipulation 
Regarding Selection of Mediator (Tab 5). Under General Order 11-10 § 
7.1(a), the parties have 21 days to file their stipulation.

The ADR-02 form also asks that the parties indicate the date on which the 
mediation has been scheduled.  If it has already been scheduled, they 
should include the date, but the parties should not delay filing the stipulation 
just because they have not yet agreed on a date.  They should file the 
stipulation as soon as possible to inform the Court the mediator has been 
selected and indicate “TBD” for the date of the mediation if necessary.

In the alternative, using the same Form ADR-02, the parties may request 
that the ADR Program staff assign a Panel Mediator with expertise in an 
area of law. If there is no stipulation, the ADR Department will eventually 
assign a mediator.

3. STIPULATION REGARDING 
SELECTION OF MEDIATOR (PARTIES)

or

name of mediator

name of attorney 

date

area of law

https://www.cacd.uscourts.gov/attorneys/adr/list-panel-mediators
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-02/ADR-02.pdf
https://www.cacd.uscourts.gov/sites/default/files/general-orders/GO-11-10_2.pdf
https://www.cacd.uscourts.gov/sites/default/files/general-orders/GO-11-10_2.pdf
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-02/ADR-02.pdf
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-02/ADR-02.pdf
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Dear Mediators:

Below is a link to this month’s list of available non-ADA cases. If you choose to sign up for a case, please note that YOU MUST SIGN UP WITH THE EMAIL ADDRESS USED IN YOUR ONLINE PROFILE ON 

THE COURT’S WEBSITE. If you do not use that email address during the signup process, you will not be able to sign up for any cases at all.

Please note: if you are successful in signing up for a case, you will receive almost immediately an automatically generated confirmation email. If you do not receive a confirmation email, you were probably not 

successful in signing up for that case (though check your junk/spam folder to be sure). Even if you receive the confirmation email, DO NOT CONTACT THE PARTIES UNTIL YOU RECEIVE NOTICE FROM 

THE COURT’S CM/ECF SYSTEM THAT THE OFFICIAL NOTICE OF ASSIGNMENT HAS BEEN FILED, WHICH WILL BE JULY 15th.

This list, for this month only, will be sent out at noon today and open to all. Thank you for your patience!

https://apps.cacd.uscourts.gov/adrSignup/58c38551-fb5e-4749-9265-4c2b5b3dab7f 

Thank you!

Lori Stanton

Administrative Assistant

ADR Program

4. AUTOMATED SIGN-UP FOR CASES REFERRED TO MEDIATION PANEL (MEDIATOR)

Practice Pointer:
Read your e-mails. 
Check for conflicts on 
Pacer and in your own 
records. Sign up.

https://apps.cacd.uscourts.gov/adrSignup/58c38551-fb5e-4749-9265-4c2b5b3dab7f
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Once a mediator has been selected, either by the parties or by the ADR 
Department, a formal assignment is made by the judge or the ADR 
Program.

The assignment is made by filing Form ADR-11, Notice of Assignment of 
Panel Mediator (Tab 6) (not available on CACD Web site).

When the Notice of Assignment is filed the mediator is added to the 
docket in the case.

The mediator’s formal assignment means the mediator has agreed to 
give preparation time and 3 hours of mediation on a pro bono basis. If a 
mediator ever needs to withdraw from a case after being assigned, the 
mediator must let the ADR Program know as soon as possible.

The assigned mediator must contact the parties within 30 days of the 
assignment.

PRACTICE POINTER: The mediator must have PACER access and keep 
his/her account information up-to-date. Notice of the filing of the Notice 
of Assignment will be sent only by the Court’s CM/ECF System.

OR

5. ASSIGNMENT OF MEDIATOR 
(JUDGE OR ADR PROGRAM)

https://www.cacd.uscourts.gov/
https://www.cacd.uscourts.gov/
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6. PRE-MEDIATION LETTER (TAB 7) (MEDIATOR)

PRACTICE POINTER: Check the docket on PACER to ensure that all current counsel 
receive the letter. Download the docket, operative complaint, joint report, stipulation, 
assignment, and any other orders or pleadings you find helpful. Send the e-mail and 
calendar invitation right away. Even if you need to reschedule the meeting, do not let 
the pre-mediation meeting date languish.

https://www.cacd.uscourts.gov/


7. PRE-MEDIATION CALL (TAB 8) (MEDIATOR)

17
Western Division, First Street Courthouse, Los AngelesWestern Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

1. Introduce yourself.

2. Disclose any conflicts.

3. Disclose fees and your hourly rate after 3 pro bono hours.

4. Discuss the signing requirement of the Mediation Confidentiality Agreement.

5. Discuss the points set forth in the pre-mediation letter, including:
• the procedures to be followed;
• the nature of the case;
• appropriate dates for the mediation and anticipated length of the session;
• the parties who will be present at the session and who must be present according to Civil 

L.R. 16-15.5(b);  
• the parties who need to be present to have a productive mediation;
• ideas to improve the effectiveness of the mediation or matters that could impose 

impediments;
• requirements for your written mediation statements; 
• any questions you might have about how I normally conduct mediations; and
• any questions you might have about the court’s ADR program.

6. Review other discussion points under Tab 8.

PRACTICE POINTER:

• Ask whether there is insurance coverage. If so, ask for the adjuster to attend (especially on Zoom).

• Ask whether the parties will exchange mediation briefs.

• Ask plaintiff to break out plaintiff’s opening demand in plaintiff’s brief.

• Whether the parties exchange briefs or not, in order to minimize surprise, ask plaintiff to inform 

defendant of plaintiff’s opening demand (without a breakout) in advance of the mediation. Determine 

that deadline.

• In order to minimize surprise, ask defendant to forward a blank settlement agreement template to 

plaintiff in advance of the mediation. Determine that deadline.

• Ask if there are any accommodation needs (i.e., translator, accessibility, etc.)

• Offer to speak with either side in confidence prior to the mediation.
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Once the mediation has been scheduled, the mediator gives notice to 
the Court and the parties.

The mediator should send a letter or email to the parties confirming the 
date of the mediation. See Sample Letter No. 2 (Tab 9).  This letter should 
also confirm the deadline for submitting mediation statements and cover 
the issue of fees.

Unless the parties stipulated to the mediator and the mediation date 
was included in the stipulation, the mediator should electronically file 
Form ADR-13, Notice of Mediation Date (Tab 10) in the case.  If the 
mediation date changes, file an Amended Notice of Mediation Date 
using the same form.

The mediation must be completed by the deadline set by the assigned 
judge.  If no deadline is set, the mediation should be completed 45 days 
before the Final Pretrial Conference.  Neither the mediator nor ADR 
Department has the authority to extend the mediation deadline set by 
the judge. Any extensions must be approved by the judge, and many of 
our judges will not approve requests to extend.

8. NOTICE OF MEDIATION DATE (TAB 10) 
(MEDIATOR)

PRACTICE POINTER: In order to upload to CM/ECF, note that the PDF must 
be in a format that cannot be altered.

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
https://www.cacd.uscourts.gov/
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9. MEDIATION LETTER (TAB 10) (MEDIATOR)

PRACTICE POINTER:

PRACTICE POINTER:
• Memorialize whether the parties will or will not exchange mediation briefs.

• Memorialize that plaintiff will break out plaintiff’s opening demand in plaintiff’s 

brief.
• Memorialize that plaintiff will inform defendant of plaintiff’s opening demand 

(without a breakout) in advance of the mediation by an agreed-upon deadline.
• Memorialize that defendant will forward a blank settlement agreement 

template to plaintiff in advance of the mediation by an agreed-upon deadline..

• If mediation is by Zoom, ask for return of the signed mediation (digital 
signature acceptable) before the session.

• Memorialize any accommodation needs (i.e., translator, accessibility, etc.)
• Offer to speak with either side in confidence prior to the mediation.

• Note that in the case of lawsuits brought against the United States or any of 

its agencies, the U.S. Attorney’s Office need not include clients in the 
mediation. (General Order 11-10, rule 8.5)  All other parties must include 

clients in the mediation, unless it is impossible to do so (i.e., incarceration, 
hospitalization) and counsel can be in touch with clients.

https://www.cacd.uscourts.gov/sites/default/files/general-orders/GO-11-10_2.pdf
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PRACTICE POINTER: If mediation is on Zoom or other remote 
methods, electronic signatures should be acceptable. In addition, 
counsel may sign for clients if they are authorized to do so. (Cal. Code 
Civ. Proc. § 664.6(b).).

Post-mediation, filing the Mediation Confidentiality Agreement is 
important for evaluation of the mediation and the mediator, because the 
ADR Program can identify the parties who actually participated in the 
mediation to provide such feedback.

10. MEDIATION CONFIDENTIALITY AGREEMENT 
(TAB 12) (MEDIATOR)

At or before the mediation, the mediator should have every individual planning to 
attend the mediation sign a form ADR-17, Mediation Confidentiality Agreement (Tab. 
12). 

This form SHOULD NOT BE FILED.

The signed form SHOULD BE E-MAILED TO THE PARTIES AND THE ADR PROGRAM 
AFTER THE MEDIATION.

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-17/ADR-17.pdf
https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-17/ADR-17.pdf
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11. MEDIATION (TAB 11) (MEDIATOR)

PRACTICE POINTER: Mediation style is highly individualistic. No two mediators 
do it the same way.  Be authentic and true to yourself.  Take notes and keep a 
thorough record.
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12. MEDIATION REPORT (TAB 13) (MEDIATOR)

Immediately after the mediation, the mediator should return the ADR-17 

(see slide 19) Mediation Confidentiality Agreement to the ADR Program 
Office by e-mail to ADR_Coordinator@cacd.uscourts.gov. This report 
SHOULD NOT BE FILED. Also, please do not send the form to the 

ADR Program Office BEFORE the mediation.

Within 5 days of the mediation, the mediator should electronically file a 
completed Form ADR-03, Mediation Report (Tab 13). This report should 
be filed regardless of whether the case settles at the mediation. No 

substantive details should be included in the report, just the end result.

If the case does not settle at mediation, but settles later with the 
assistance of the mediator, the mediator should file another ADR-03, 
Mediation Report.

PRACTICE POINTER: In order to upload to CM/ECF,  note that the PDF 
must be in a format that cannot be altered.

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf
https://www.cacd.uscourts.gov/
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13. MEDIATOR’S SURVEY (MEDIATOR)

Western Division, First Street Courthouse, Los Angeles

Immediately after the mediation, complete the online Mediator’s Survey.

The survey will be reviewed by the ADR Program. The data gathered will inform 

the ADR Program on ways to improve the program. 

The survey data may be helpful to the court and the federal court system in 

shaping ADR programs.

https://www.surveymonkey.com/r/mediatorsurvey?sm=Rhkc%2fQlpgjOFfG9bXC2FmTYfaLPWQOLUFs1mtZcwhoc%3d


USING PACER AND CM/ECF

Western Division, First Street Courthouse, Los Angeles



HOW TO ACCESS A CASE 
DOCKET ON PACER  (TAB 17) 

(MEDIATOR)

25Western Division, First Street Courthouse, Los Angeles
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HOW TO ACCESS A CASE DOCKET ON PACER  (TAB 17) (MEDIATOR)
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HOW TO ACCESS A CASE DOCKET ON PACER  (TAB 17) (MEDIATOR) (CONT.)



28

HOW TO ACCESS A CASE DOCKET ON PACER  (TAB 17) (MEDIATOR) (CONT.)



HOW TO E-FILE 
A MEDIATION REPORT 

(ADR-3) (TAB 18) 
(MEDIATOR)

29
Southern Division, Ronald Reagan Federal Building, 

U.S. Courthouse, Santa Ana

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
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HOW TO E-FILE A MEDIATION REPORT (ADR-3) (TAB 18) (MEDIATOR)

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf
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HOW TO E-FILE A MEDIATION REPORT (ADR-3) (TAB 18) (MEDIATOR) (CONT.)

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf
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HOW TO E-FILE A MEDIATION REPORT (ADR-3) (TAB 18) (MEDIATOR) (CONT.)

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf
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HOW TO E-FILE A MEDIATION REPORT (ADR-3) (TAB 18) (MEDIATOR) (CONT.)

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf
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HOW TO E-FILE A MEDIATION REPORT (ADR-3) (TAB 18) (MEDIATOR) (CONT.)

34

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-03/ADR-03.pdf


HOW TO E-FILE 
A NOTICE OF MEDIATION DATE

(ADR-13) (TAB 18) 
(MEDIATOR)

35
Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
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HOW TO E-FILE A NOTICE OF MEDIATION DATE (ADR-13) (TAB 19) (MEDIATOR) 

36

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
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HOW TO E-FILE A NOTICE OF MEDIATION DATE (ADR-13) (TAB 19) (MEDIATOR) (CONT.) 

37

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
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HOW TO E-FILE A NOTICE OF MEDIATION DATE (ADR-13) (TAB 19) (MEDIATOR) (CONT.) 

38

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf
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HOW TO E-FILE A NOTICE OF MEDIATION DATE (ADR-13) (TAB 19) (MEDIATOR) (CONT.) 

https://www.cacd.uscourts.gov/sites/default/files/forms/ADR-13/ADR-13.pdf


HOW TO CHANGE YOUR

PACER EXEMPTION STATUS

(MEDIATOR)

40
Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

Western Division, First Street Courthouse, Los Angeles
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HOW TO CHANGE YOUR PACER EXEMPTION STATUS (TAB 20) (MEDIATOR)



CENTRAL DISTRICT 
ADR RESOURCES

Western Division, First Street Courthouse, Los Angeles



ADR PROGRAM RESOURCES

43
Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

Hon. John W. Holcolmb, District Judge
Chair of the ADR Committee

Hon. Christina A. Snyder, District Judge
Vice Chair of the ADR Committee

Christen Chapman, Esq.
Administrative Law Clerk to Chief Judge Dolly Gee

Lori Stanton, Administrative Assistant
ADR Program

Western Division, First Street Courthouse, Los Angeles

https://www.cacd.uscourts.gov/honorable-john-w-holcomb
https://www.cacd.uscourts.gov/honorable-christina-snyder-0
https://www.linkedin.com/in/christen-chapman-28a35912a/
https://www.cacd.uscourts.gov/attorneys/adr/adr-contact-information


ADR MCLE PROGRAM 
AND PEER RESOURCES

44
Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

Phyllis W. Cheng, Esq., ADR Services, Inc.
New Mediator Training

Nicholas P. Connon, Esq., Connon Wood LLP 
Mediation Book Group

Stacie Feldman Hausner, Esq., ADR Services, Inc.
Advanced Mediator Training

Cynthia Sandoval, Esq., Sandoval Mediation, P.C.
Mediation Practice Group

Mediation Panel Members

Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles

https://www.adrservices.com/neutrals/cheng-phyllis/
https://connonwood.com/nicholas-connon/
https://www.adrservices.com/neutrals/hausner-stacie-feldman/
https://sandovalmediation.com/
https://www.cacd.uscourts.gov/attorneys/adr/list-panel-mediators


2024 ADR MCLE PROGRAM SCHEDULE
 

45
Western Division, Edward R. Roybal Federal Building and Courthouse, Los Angeles



THANK YOU

PHYLLIS W. CHENG, ESQ.

ADR SERVICES, INC.

550 S. HOPE STREET, SUITE 1000

LOS ANGELES, CA 90017

213.683.1600

pcheng@adrservies.com 

hawardLAteam@adrservices.com 

www.adrservices.com 

Western Division, First Street Courthouse, Los Angeles

mailto:pcheng@adrservies.com
mailto:Haward@adrservices.com
http://www.adrservices.com/

	Slide 1: New Mediator Training
	Slide 2: The Speaker
	Slide 3: Introduction
	Slide 4: Overview of the  Central District’s ADR Program
	Slide 5: Central District Referrals to  All ADR Options in 2023 
	Slide 6: Mediation Panel  Program Statistics
	Slide 7: ADR Program Statistics 2023
	Slide 8: ADR Program Statistics 2023
	Slide 9: Procedures, Governing Authority, and Forms  
	Slide 10: ADR Program Chronology
	Slide 11: 1. ADR Options and Selection (Parties)
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17: 7. Pre-Mediation Call (Tab 8) (Mediator)
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23: 13. Mediator’s Survey (Mediator) 
	Slide 24: Using PACER and CM/ECF  
	Slide 25: How to Access a Case Docket on PACER  (Tab 17) (Mediator) 
	Slide 26
	Slide 27
	Slide 28
	Slide 29: How to E-File  a Mediation Report  (ADR-3) (Tab 18)  (Mediator)  
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35: How to E-File  a Notice of Mediation Date (ADR-13) (Tab 18)  (Mediator)  
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40: How to Change Your PACER Exemption Status (Mediator)  
	Slide 41
	Slide 42: Central District  ADR Resources  
	Slide 43: ADR Program Resources  
	Slide 44: ADR MCLE Program  and Peer Resources  
	Slide 45: 2024 ADR MCLE Program Schedule    
	Slide 46: Thank You

