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PROCEDURES FOR MEDIATING POST ADOPTION CONTACT AGREEMENTS 
 

Referral - Once there is a plan of adoption and an identified adoptive family and the birth 
family have agreed to mediation, a referral is made to the regional program coordinator or 
case manager. Any party including CYFD staff, Respondent Attorneys, GALs, Youth 
Attorneys and the Court may make a referral. A stipulated court order is filed by the CCA.  

Notification – The mediator receives a Case Referral Intake Form that includes the names 
and contact information of all the parties expected to participate in the mediation.  

Case Development – The mediator reviews the Intake Form and contacts all the parties 
(PPW, attorneys, GAL/Youth attorneys, etc.) to request permission to contact clients directly 
and to identify and clarify issues/concerns; gather information that could affect the mediation 
process, (e.g., hearing dates, teleconferencing, security concerns, or cognitive levels), 
answer any questions the parties may have about mediation, and to schedule the mediation. 
The mediator is responsible for checking with CYFD or the Court about any necessary 
logistical arrangements.  

Pre-mediation – The mediator meets with or contacts by telephone the parties prior to the 
mediation to discuss the process, confidentiality, expectations, and to confirm their 
willingness to participate.  

3-Step Mediation Process – The mediation process follows three general steps and may 
include individual and joint meetings, and multiple sessions, as appropriate.   

(1) Establishing the Framework: The mediator meets with all interested parties and 
their attorneys to review guiding principles of open adoption, establish framework for how to 
proceed and to clarify issues, including who is responsible for writing the final PACA. Parties 
sign an Agreement to Mediate.  

(2) Drafting Contact Terms: The mediator meets with birth and adoptive families 
only to discuss and identify contact terms and conditions.  The person responsible for writing 
the final agreement (as agreed upon during the first contact with the mediator) will distribute 
a draft to all parties and their attorneys for review.  The agreement is then finalized and filed 
with the final adoption decree.  The mediator should retain a copy of the draft PACA.  If 
parties are unable to reach an agreement, the mediator will distribute a No Agreement Letter. 

(3) Finalizing the Agreement:  The person responsible for writing the final 
agreement (as agreed upon during the first contact with the mediator) will distribute a draft to 
all parties and their attorneys for review.  The agreement is then finalized and filed with the 
final adoption decree.  The mediator should retain a copy of the draft PACA. A copy is also 
placed in CYFD case file. Follow-up mediation sessions may be scheduled to resolve 
outstanding issues. The mediator may also reconvene all parties to finalize PACA.  

Closing a Case - Mediators are responsible for distributing the Feedback Forms to the birth 
and adoptive parents and children (if in attendance) at the conclusion of the mediation.  A 
Case Record must be completed and submitted with a copy of the Agreement to Mediate, 
draft PACA, and other related paperwork to the regional program coordinator or case 
manager for submission to the Administrative Office of the Courts.  
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MEDIATING POST ADOPTION CONTACT 

POST ADOPTION CONTACT MEDIATION - 3 STEP PROCESS: 
1. Establishing the Framework. Mediator meets with all interested parties to review guiding principles of open 

adoption, establish framework for how to proceed and to clarify issues, including who is responsible for writing 
the final PACA. Parties sign an Agreement to Mediate. Mediator distributes the Report of Mediation. 

2. Drafting Contact Terms. Mediator meets with birth and adoptive families only to discuss and identify contact 
terms and conditions. Mediator distributes draft PACA to all parties for review. Mediator retains a copy of the 
draft PACA.  

3. Finalizing the Agreement. The Adoption Attorney or other designated attorney drafts final agreement and 
circulates to all parties and attorneys. Follow-up mediation sessions may be scheduled to resolve outstanding 
issues. Mediator may reconvene all parties to finalize PACA.  

REFERRAL  
Court/CYFD/Other Parties 

NOTIFICATION 
Regional Program Coordinator receives referral/court order and assigns mediator.  

CASE DEVELOPMENT  
Mediator reviews Case Referral Intake; contacts PPW, attorneys, GAL, etc., regarding 
background, history, issues, concerns, etc., and confirms logistics.

PRE-MEDIATION  
Mediator meets with parties (in person or by telephone) to discuss mediation process, 
confidentiality, expectations, concerns, and willingness to participate. 

NO AGREEMENT 

No Agreement Letter 
distributed by the 
mediator.  

FORMAL AGREEMENT  
Final PACA is signed by birth and adoptive parents 
to be filed with Court by the Adoption Attorney or 
other designated attorney. A copy is also placed in 
CYFD case file.  

CASE CLOSURE 
Mediator distributes Feedback Forms; completes and submits Case Record and Invoice to Regional Coordinator.  

INFORMAL AGREEMENT 

Terms agreed upon and 
enforced by the parties. 


