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商 業 風 險 評 估 專 業 協 會

The Institute of Crisis and Risk Management 


	Application Form for Certification / Exemption – Certified Professional Mediator


	PERSONAL PARTICULARS (Typewritten or block letters)



	
	
	
	
	
	

	Title: 
	Dr./Mr./Mrs./Ms/Miss *
	  Sex:
	Male/Female *
	
	Please affix 

a recent photo


	
	
	
	

	English Surname:
	
	  Given name:
	
	
	

	Chinese Name:

  Given names:


	
	
	

	Hong Kong Identity Card Number:
	
	
	

	
	
	
	
	
	

	Date of Birth (DD/MM/YY):
	    /    /    
	  Nationality: 
	
	
	

	
	
	

	Daytime Tel. No.:
	
	  Mobile Tel. No.:
	
	
	

	
	
	
	
	
	

	Email address A/C:
	
	  Fax No.:
	
	
	

	
	
	
	
	
	

	Correspondence address:
Business/Residential* 
	
	
	

	
	
	
	

	
	
	
	

	Name of Company:
	
	
	

	
	
	
	

	Nature of Business:
	
	
	

	
	
	
	

	Employer’s Address:
	
	
	

	
	
	
	

	
	
	
	

	Membership Applied For: (*Please tick as appropriate )
	
	

	□ Full member - CPM   □ Full member -CRP     □ Full member - CCC   □ Fellow member 

□ Corporate member    □ Associate member     □ Affiliate member     □ Student member          



	HIGHEST ACADEMIC AND/OR PROFESSIONAL QUALIFICATIONS

Please fill in all technical, academic and professional examinations passed.  Please attach CVs & copies of these certificates and transcripts to the Committee’s certification, and photocopies are acceptable for all supporting documentation.

	

	Name of Educational Institute
	
	Highest Grade Attended
	
	Date Passed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* Delete where appropriate

	Membership of Professional Institutions or Awarding Authorities

	Name of Professional or Awarding Authorities
	
	Designation by
Application / Examination
	
	Date Admitted

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	

	recent Working Experience 

	
	
	

	Organization
	
	Position
	
	Key Responsibilities *
	
	Date (from/to)

(min 3 years or + )

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	* Please attach a separate sheet if space provided is insufficient.



	REFEREE(S)


	
	
	
	
	

	Name of Referee (1)
	
	Company Name
	
	Position
	
	Professional Designation
	
	Telephone no.

	
	
	
	
	
	
	
	
	

	
	

	Name of Referee (2)
	
	Company Name
	
	Position
	
	Professional Designation
	
	Telephone no.

	
	
	
	
	
	
	
	
	

	Name of Referee (3)
	
	Company Name
	
	Position
	
	Professional Designation
	
	Telephone no.

	
	
	
	
	
	
	
	
	

	APPLICATION FOR SPECIAL EXEMPTIONS

Under special circumstances, an applicant, who wishes to apply for exemption from any module, assessment or examination, must submit his/her applications together with the following documents for consideration and approval:

(a) Documentary evidence such as academic record, transcript results, or certified documents.
(b) A detail description of the course syllabus, or module(s) or thesis.

	

	Exemption Applied For
	
	State the Course / Programme / Institution

You have taken
	
	Month/Year

Qualification Obtained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	AREAS OF SPECIALISATION
(Internal and /or External Practical or Job-Related Experience)


	

	Name of Client / Company & Contact Number
	
	Mediation Project Title / Description of Work Undertaken
	
	Role Held & Duration
M. P. C. or N/A

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Photocopy and make additional sheets if needed

M: Mediation project undertaking the mediator role
P: Peer Mediation, negotiation, or conflict resolution, and participating and leading the work in one part of the mediation project
C: Co-mediation and assisting in the project
N/A: Not Applicable
	Application and Certification Fees

	

	
[image: image2]
	HK Dollars

Entrance and Assessment fee
 (One-off joining fee and non-refundable)
	HK Dollars
Annual

Membership
	
	For Office Use Only

Application No.: ______

Date form received:
Qualification verified : 

Management Experience:

Professional record verified: 

Recommendations & Conclusion:

Admission Committee:
  Standing Council Members:  



	Full Member – CPM (Certified Professional Mediator)
	4000 
	 N/A
	
	

	
	
	
	
	

	
	
	
	
	Membership category:

	
	
	
	
	
	Certified Professional Mediator
	□

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Fees received:
	HK$
	

	Special Discount for Designated Course Provider
Total
	         
	
	Secretariat
	
	

	
	
	
	

	
	

	Submission

After completing this Application Form, please send the form together with a cheque being application fee and made payable to “The Institute of Crisis and Risk Management”.  Please send the photocopies of your supporting documents to ICRM. No original document is needed at this stage.
*Graduates of Advanced. Diploma / Certificate in Mediation granted by the designated academic or training institutes do not need to submit any documentary proof for processing. 

* It is a matter of discretion for individual employers to recognize any qualification to which this course may lead.

	The Institute of Crisis and Risk Management 
Unit 2002, 20/F., Tower A, New Trade Plaza, 

6 On Ping Street, Shatin, New Territories,

Hong Kong.

	
	Telephone: (852) 3521 0798

Facsimile : (852) 3690 5302

E-mail : info@icrmasia.com
Website: www.icrmasia.com

	

	Declaration

	1. I declare that all information given in this Application Form and the attached documents are to the best of my knowledge and belief.  It is true, accurate and complete.
2. I agree to observe and abide by the Code of Conduct and Professional Ethics of The Institute of Crisis and Risk Management  (“ICRM”).  In the event of my resignation/termination/cancellation from membership, I agree to pay all arrears of subscription due to ICRM to the date of the surrender of my membership certificate.
3. Recertification fee is payable at the beginning of each graduation date after a lapse of three years.  Please refer to <Membership Category> via ICRM Website (www.icrmasia.com) for the latest fee


	Signature:
	(Signed by the Applicant)
	Date:
	


***  No Need to Submit from Page 6 to Page 16  ***
	APPLICATION PROCEDURES


1. Application

A membership application can be done in person or by mail to ICRM by completing the Application Form together with the application fees and relevant supporting documents.
2.  Application Form

Application Form may be either:

· downloaded from the ICRM website http://www.icrmasia.com; PDF format, or DOC format; or
· obtained in person at the ICRM office during office hours.
3. Checklist for Application

Applicant must fulfill the following requirements before processing his/her application form:
· Application Form signed and dated; and a brief CV;
· Application fee enclosed and cleared;
· Your recent photos; 
· Copy of Hong Kong Identity Card; China Identity Card or Social Security Number (put a COPY & CROSSED on the card (Optional)); 
· Supporting documents for academic qualifications and key management experience or responsibilities enclosed;
· Referee(s) with professional designation to support the applicant’s academic qualifications, management experience and/or professional designation(s); and
· Application for Fellow Membership, please provide a statement of significant recognized contribution to the profession and/or the community, which should be certified by referees and /or recommended by the standing council members of the ICRM.

Please note that only complete applications will be processed and reviewed by the Admission Committee of the ICRM.
4.  Submission

· Applicant must submit his/her application form together with a crossed cheque made payable to “The Institute of Crisis and Risk Management” at:

Unit 2002, 20/F., Tower A, New Trade Plaza, 

6 On Ping Street, Shatin, New Territories,

Hong Kong.
· Upon receipt of the Application Form, the applicant will be informed in due course by email.
5. Notification of Application Result

· Results of Applications will be sent to the applicants within 4-6 weeks upon receipt of application
6. Unsuccessful Application

· For unsuccessful applications, all fees will be refunded to the unsuccessful applicant..
7. Use of Information 
The information you provide to ICRM will be used for the purpose of administering enrolments and facilitating the execution of the training and development programmes.  It may also use for the promotion of other ICRM functions and publications in future, if you do not want receive any our promotional materials in future.  Please advise us in writing.
	CODE OF CONDUCT AND PROFESSIONAL ETHICS


The ICRM - Code of Conduct and Ethics
This Code of Conduct and Ethics signifies a voluntary assumption by members of the obligation of self-discipline above and beyond the requirements of the law. Member shall abide by all professional ethics and service, and proclaims that, in return for the faith that the public places in them, the members accept the obligation to conduct their practices in a way that will be beneficial to society.

Any member, except council members, in ICRM has no right to vote in the Board of Directors and/or The Council Committee Office.  The tenure of office for Honorary Executive Council Members will normally last for two years.  After expiration, a formal invitation and/or nomination that members should be considered for an official Council position. 

The number of Members with which the Institute proposes to be registered is unlimited. 

For the purpose of the Institute, there shall be different grades of memberships. 
(Please refer to the Application & Membership for details.) Members admitted to membership in such grade shall be entitled to use the initials. Membership of any grade of the Institute shall be personal to the Member only and shall not be transferable. The annual subscriptions payable by all classes of Members shall be such as may from time to time be determined by the Institute. 

The Institute shall also have power at its discretion to discontinue admissions to any class of membership not bearing Corporate Members or to close down any such class or classes. 

Applicants for admission to the Membership shall possess the necessary qualifications appropriately to the grade into which they are admitted. 

Every member of the Institute shall be bound to further, to the best of his ability, the objects, interests and integrity of the Institute and shall observe all the Institute's Rules of Code of Professional Conduct. 

A member of the Institute shall cease to be a Member: 

a) if such Member resigns by giving notice in writing of resignation 
　

b) if such Member becomes of unsound mind 
　

c) if such Member fails to renew his/her annual subscription fee 
　

d) if such Member otherwise ceases to qualify for membership 
　

e) if such Member's conduct have been prejudicial to interests of the Institute 
　

f) if such member violates any regulations of code of conduct and professional ethics. 

　

Code of Ethics 

a) To conduct myself with Honesty, Integrity, Professionalism and uphold the highest moral principles and avoid any conduct detrimental to my Profession.
　

b) To promote and guard my own Professional reputation and that of my Professional Institute. 
　

c) To uphold the Objects of the Institute and abide by the rules, and code of professional business ethics of The Institute of Crisis and Risk Management.

d) Individuals certified as Certified Risk Planners are expected to adhere to the certification’s published code of ethics and requirements of continuing professional development (CPD).  Failure to do so may result in removal of certification or denial of recertification. 　

ENFORCEMENT  

Upon a formal complaint issued against any member of this Institute or other person indicating a violation of any section of this Code of Conduct and Ethics, the Ethics Committee will set up and investigate the allegations and make a recommendation to the Board of Directors and the Council regarding any disciplinary action to be taken against the accused member. 

Discipline may range from a formal reprimand and warning to a temporary or permanent suspension from the Institute upon the discretion of the Board of Directors, and the Council. 

　

Certification Requirements for Certified Professional Mediator

Advanced Diploma in Mediation Training

Applicants must successfully complete an Advanced Diploma in Mediation Training (ADMT) from the designated academic or training institutes that include at least 45 hours of actual training experience, 20 hours of the self-study and written examinations. The ADMT curriculum should include the following components:

1. ADR AND MEDIATION: An explanation of mediation in the continuum of dispute resolution alternatives that include discussions of different styles of mediation and how to assess the appropriate style for individual cases.

2. THEORY: Explanation of negotiation and conflict theory, including an analysis of conflict styles, distributive and integrative bargaining, BATNA, WATNA and types of joint gains.

3. SKILLS: Training that includes, but is not limited to, communication and listening skills, identifying underlying interests and motivations, assessing the impact of cultural differences on negotiation.

4. INTAKE AND ASSESSMENT: Training on intake and risk assessment procedures should include screening parties to determine if the dispute is appropriate for mediation.

5. MEDIATION PROCESS: Training in and application of components of the mediation process including: mediator's opening statement, the parties' opening statements, mediation brief, agenda setting, negotiation and conflict, generating and evaluating options, caucus, agreement writing and closure.

6. ETHICS: Discussion and analysis of ethical issues in mediation, standards of practice, and ethical decision making pertaining to mediation.

7. EXPERIENTIAL LEARNING: Fifteen hours of interactive exercises including supervised mediation role-play and assigned individual role play project. 

DIPLOMA MEDIATION TRAINING DOCUMENTATION 

The following documentation needs to accompany the application:

1. Certificates/Diploma of completion issued by the individual or organization that conducted the training, or if offered through a college or university, verification of attendance or completion. (Note: Graduates of any 50 hour Academy of Family Mediator needs only submit certificate of training to meet this requirement. Documentation for items 2 & 3 below are not required.)

2. Number of training hours completed provide a list of courses with associated hours, and total the number of  hours taken; and

3. Identification of how all components listed above has been acquired.  Course outlines, syllabus, or similar documentation is required.

* Candidates who have achieved the B grade or above in each module at the designated academic or training institutes will recommend to be a CPM. Candidates also need to pay the fees for certification. The Institute has the rights to accept, or reject the applications based on the academic results, and performance standards of the role plays.*

The Code of Professional Conduct, Practice and Codes for 
Certified Professional Mediators (CPM)

These Codes, unless and until adopted by a court or other regulatory authority do not have the force of law. Nonetheless, the fact that these Codes have been adopted by the respective sponsoring entities, should alert mediators to the fact that the Codes might be viewed as establishing a standard of care for mediators.

1.   SELF-DETERMINATION

A.
A mediator shall conduct a mediation based on the principle of party self-

determination. Self-determination is the act of coming to a voluntary, unforced, and agreed decision in which each party makes free, open, and informed choices as to process and desired outcome. Parties may exercise self-determination at any stage of a mediation, and can terminate and/or withdraw from the process, and outcomes.

1. Although party self-determination for process design is a fundamental
principle of mediation practice, a mediator may need to balance such party self-determination with a mediator’s duty to conduct a quality process in accordance with the spirit of mediation and these Codes.

2. A mediator cannot personally ensure that each party has made free and
informed choices to reach particular decisions, but, where appropriate, a mediator should make the parties aware of the importance of consulting other professionals to help them make informed choices.

B.
    A mediator shall not undermine party self-determination by any party for reasons such as higher settlement rates, egos, increased fees, or outside pressures from agency personnel, program administrators, provider institutions, the media or others.

2. IMPARTIALITY

A. A mediator shall decline a mediation if the mediator cannot conduct it in an impartial, neutral, and ethical manner. Impartiality means freedom from favoritism, bias or prejudice. The primary tenet in mediation is neutrality which means that a mediator cannot take a side or advise either party in the dispute.
B. A mediator shall conduct a mediation in an impartial manner and avoid conduct that gives the appearance of partiality or any visible signs or suspicious of possible bias.

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

2. 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.

C. If at any time a mediator is unable to conduct a mediation in an impartial manner, the mediator shall withdraw.

3. CONFLICTS OF INTEREST 

A. A mediator shall avoid a conflict of interest or the appearance of a conflict of interest before, during and after a 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.

B. A mediator shall make a reasonable inquiry 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’s actions necessary to accomplish a reasonable inquiry into potential conflicts of interest may vary based on practice context.

C. A mediator shall disclose, as soon as practicable, all actual and potential conflicts of interest that is reasonably known to the mediator and could reasonably be seen as raising a question about the mediator’s impartiality. After disclosure, if all parties agree in writing, the mediator may proceed with the mediation.

D. 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 in writing, the mediator may proceed with the mediation.

E. 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.

F. Subsequent to a mediation, a mediator shall not establish another relationship with any of the participants in any matter that would raise questions about the integrity of the mediation. When a mediator develops personal or professional relationships with parties, other individuals or organizations following a mediation in which they were involved, the mediator should consider factors such as time elapsed following the mediation, the nature of the relationships established, and services offered when determining whether the relationships might create a perceived or actual conflict of interest.

4.   COMPETENCE

A.
A mediator shall mediate only when the mediator has the necessary competence

to satisfy the reasonable expectations of the parties.

1. Any person may be selected as a mediator, provided that the parties are satisfied with the mediator’s competence and qualifications. Training, experience in mediation, skills, cultural understandings, expertise knowledge, and other qualities are often necessary for mediator competence. A person who offers to serve as a mediator creates the expectation that the person is competent to mediate effectively.

2. A mediator should attend educational programs, continuous professional training, and related activities to maintain and enhance the mediator’s knowledge and skills related to mediation.

3. A mediator should have available for the parties’ information relevant to the mediator’s training, education, experience and approach to conducting a mediation.

B.
If a mediator, during the course of a mediation determines that the mediator

cannot conduct the mediation competently, the mediator shall discuss that determination with the parties as soon as is practicable and take appropriate steps to address the situation, including, but not limited to, withdrawing or requesting appropriate assistance.

C.
If a mediator’s ability to conduct a mediation is impaired by drugs, alcohol,

mediation or otherwise, the mediator shall not conduct the mediation.

5.   CONFIDENTIALITY

A.
A mediator shall maintain the confidentiality of all information obtained by the

mediator in mediation, unless otherwise agreed to by the parties in writing or required by applicable law.

1. If the parties to a mediation agree that the mediator may disclose information obtained during the mediation, the mediator may do so.

2. A mediator should not communicate to any non-participant information about how the parties acted in the mediation. A mediator may report, if required, whether parties appeared at a scheduled mediation and whether or not the parties reached a resolution.

3.  If a mediator participates in teaching, research or evaluation of mediation,

the mediator should protect the anonymity of the parties and abide by their reasonable expectations regarding confidentiality, and professional integrity.

B. A mediator who meets with any persons in private session during a mediation shall not convey directly or indirectly to any other person, any information that was obtained during that private session without the written consent of the disclosing person.

C. A mediator shall promote understanding among the parties of the extent to which the parties will maintain confidentiality of information they obtain in a mediation.

D. Depending on the circumstance of a mediation, the parties may have varying expectations regarding confidentiality that a mediator should address. The parties may make their own rules with respect to confidentiality, or the accepted practice of an individual mediator or institution may dictate a particular set of expectations.

6.    QUALITY OF THE PROCESS

A.        A mediator shall conduct a mediation in accordance with these Codes and in a

manner that promotes, uncompromising integrity, spirit of mediation, diligence, timeliness, safety and trust, presence of the appropriate participants, party participation, procedural fairness, party competency and mutual respect among all participants.

1. A mediator should agree to mediate only when the mediator is prepared to commit the attention essential to an effective mediation.

2. A mediator should only accept cases when the mediator can satisfy the reasonable expectation of the parties concerning the timing of a mediation.

3. The presence or absence of persons at a mediation depends on the agreement of the parties and the mediator. Any hidden agenda or bad motive should be clearly identified, discussed, or entertained before conducting a mediation. The parties and mediator may agree that others may be excluded from particular sessions or from all sessions. 

4. A mediator should promote honesty and candor between and among all participants, and a mediator shall not knowingly misrepresent any material fact or circumstance in the course of a mediation.

5. The role of a mediator differs substantially from other professional roles. Mixing the role of a mediator and the role of another profession is problematic and thus, a mediator should distinguish between the roles. Under no circumstances, a mediator cannot conduct the unauthorized practice of law in the mediation process. A mediator may provide information that the mediator is qualified by training or experience to provide, only if the mediator can do so consistent with these code. 
6. A mediator shall not conduct a dispute resolution procedure other than mediation but label it mediation in an effort to gain the protection of rules, statutes, or other governing authorities pertaining to mediation.

7. A mediator may recommend, when appropriate, that parties consider resolving their dispute through arbitration, counseling, neutral evaluation or other processes.

8. A mediator shall not undertake an additional dispute resolution role in the same matter without the consent of the parties. Before providing such service, a mediator shall inform the parties of the implications of the change in process and obtain their consent to the change. A mediator who undertakes such role assumes different duties and responsibilities that may be governed by other codes.

9. If a mediation is being used to further criminal conduct, a mediator should take appropriate steps including, if necessary, postponing, withdrawing from or terminating the mediation.

10. If a party appears to have difficulty comprehending the process, issues, or settlement options, or difficulty participating in a 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.

B. If a mediator is made aware of domestic abuse or violence among the parties, the mediator shall take appropriate steps including, if necessary, postponing, withdrawing from or terminating the mediation.
C. If a mediator believes that participant conduct, including that of the mediator, jeopardizes conducting a mediation consistent with these Codes, a mediator shall take appropriate steps including, if necessary, postponing, and withdrawing from or terminating the mediation.

7.    ADVERTISING AND SOLICITATION

A.
A mediator shall be truthful and not misleading when advertising, soliciting or

otherwise communicating the mediator’s qualifications, experience, services and fees.

1. A mediator should not include any promises as to outcome in communications, including business cards, stationery, or computer-based communications.

2. A mediator should only claim to meet the mediator qualifications of a governmental entity or private organization if that entity or organization has a recognized procedure for qualifying mediators and it grants such status to the mediator.

B. A mediator shall not solicit in a manner that gives an appearance of partiality for or against a party or otherwise undermines the integrity of the process.

C. A mediator shall not communicate to others, in promotional materials or through other forms of communication, the names of persons served without their permission.

8.    FEES AND OTHER CHARGES

A.
A mediator shall provide each party or each party’s representative true and

complete information about mediation fees, expenses and any other actual or potential charges that may be incurred in connection with a mediation.

1. If a mediator charges fees, the mediator should develop them in light of all relevant factors, including the type and complexity of the matter, the qualifications of the mediator, the time required and the rates customary for such mediation services.

2. A mediator’s fee arrangement should be in writing unless the parties request otherwise.

B.
A mediator shall not charge fees in a manner that impairs a mediator’s

impartiality.

1. A mediator should not enter into a fee agreement which is contingent upon the result of the mediation or amount of the settlement.

2. While a mediator may accept unequal fee payments from the parties, a mediator should not allow such a fee arrangement to adversely impact the mediator’s ability to conduct a mediation in an impartial manner.

9.    ADVANCEMENT OF MEDIATION PRACTICE

A.
A mediator should act in a manner that advances the practice of mediation. A

mediator promotes this Standard by engaging in some or all of the following:

1. Fostering diversity within the field of mediation.

2. Striving to make mediation accessible to those who elect to use it, including providing services at a reduced rate or on a pro bono basis as appropriate.

3. Participating in research when given the opportunity, including obtaining participant feedback when appropriate.

4. Participating in outreach and education efforts to assist the public in developing an improved understanding of, and appreciation for, mediation.

5. Assisting newer mediators through training, mentoring and networking.

B.
A mediator should demonstrate respect for differing points of view within the

field, seek to learn from other mediators and work together with other mediators to improve the profession and better serve people in conflict.




Membership Categories














4

