	CONFLICT RESOLUTION PROCESS TEMPLATE

STEP ONE:  COLLECTING THE FACTS

	The Story (briefly describe the scenario)



	Part
	What to do

	1.The Right Setting insuring confidentiality 


	

	2. Create a calm atmosphere


	

	Part 1 and 2 - Repeat again for all parties.


	3. Collecting Facts – ask good questions, listen, document and ask clarifying questions


	

	4. Impact - probe to understand the impact (spiritual, emotional, etc.) of the conflict on the individual  


	

	5.  Take good notes 

	

	6.  Ending the meeting – prayer, communicate next steps

	


	CONFLICT RESOLUTION PROCESS TEMPLATE
STEP TWO: ANALYZING AND DECIDING 

	Part
	What to do

	1.Assess the seriousness 
	

	2. Decide on a response
	


	CONFLICT RESOLUTION PROCESS TEMPLATE
STEP THREE: COMMUNICATING YOUR DECISION 
TO THE PARTIES AND BOARD 

	Part
	What to do

	(If your team decides a 2nd meeting is right, do #1, 2 below.)
1.Setting – right time and place

	

	2. Create a calm atmosphere
	

	(After your team has finished the process, ie, meeting with the parties, do #3 below.)
3. Document the results – how much is shared and with whom
	


