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Referring Cases to the Magistrate Court Mediation Program (MCMP) 

COURT / DEPARTMENT / DIVISION 

Magistrate Court. 

USER 

This procedure is to be used by Magistrate Court Clerk staff.  

PURPOSE 

To refer qualified cases to the Magistrate Court Mediation Program or MCMP. 

INTRODUCTION 

This process will guide the user on how to refer appropriate cases to the Magistrate Court 
Mediation Program (MCMP), schedule mediation hearings in Odyssey, and process 
documentation uploaded from the MCMP Application (also known as Alternative Dispute 
Resolution, or ADR).  
 
ELIGIBILITY CRITERIA 
MCMP-qualifying cases include any General Civil cases, preferably those with a filed answer. 
Examples include: 

● Debt and Money Due 
● Neighbor Disputes (not punitive) 
● Contract Disputes (Homeowner’s Associations, vehicle maintenance, etc.) 

OR 
Landlord-Tenant - POST Judgment cases that do not have strict timelines for adjudication. 
Examples include: 

● Return of a deposit 
● Damage to the unit 

 
EXCLUSION CRITERIA 
The following types of cases should not be referred to MCMP: 

 Landlord-tenant cases involving eviction and restitution 

 Bankruptcy 

 Forcible Detainers 

 Domestic Violence 

 Cases involving parties with outstanding no-contact orders, domestic, or civil restraining 
orders 
 

RELEVANT DATA STANDARDS 
Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data 
standards will result in improved data collection and reporting; improved data quality; 
improved consistency in case processing; improved court efficiency; and improved ability to 
establish court staffing needs. Refer to the following data standards for any procedures that 
may or may not be specifically mentioned in this SOP:  



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division   Created 06/2022 
    
  

3 
 

 

General  Case Specific  

1.7.0 Forms 4.0.0 General Civil Data Standards 

1.8.0 Hearings   

1.9.0 Interpreters  

1.16.0 Service  

 

VERSION HISTORY  

Version #  Date  Description   Author   

1.0   06/2022  Initial SOP  Josh Pando  

1.1  09/2022  Updated to remove the use of Task Manager when 

applying a file stamp   

Jinger Fiola   

1.2  06/2023  Updated to include Navigator screenshots and 
instructions for scheduling an interpreter   

Jinger Fiola  
 

1.3 12/2023 Updated to detail a preference for cases with a filed 

answer for referral, include the Exclusion Criteria, 
and instruction to notify the program of hearing 
changes 

Gino Unzueta  

San Miguel 

NAVIGATION 

Odyssey Case Manager / Forms. 

STEPS 

Once it has been determined that the case should be referred to mediation, the Mediation 
Packet must be created. 
 

1. Click on Forms, type in ‘packet’, and select M-CV-ADMIN 1053 REMOTE MEDIATION 
PACKET (ONLY TO BE USED FOR REMOTE MEDIATION). 
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2. Print pages 1-5 and have the judge sign the Order Referring Case to Mediation. 
 

 
3. After the order is signed: 

a. Docket 5222 Order Referring to Mediation. 
b. Set a Mediation Hearing for two weeks out at a minimum. 
c. Select the ‘Civil Hearing Notice’ (5789) 

 

 
 

***REMINDER: When scheduling an interpreter using Interpreter Intelligence, please make 
sure the Service Type request indicates that the mediation session will be conducted over 
video, and include a note under Job Details that “the interpreter MUST appear by video”. 
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4. Modify the notice to include the Zoom meeting information which is specific to each 
court. (This information will be provided to each court and will need to be copied into 
the Mediation Hearing Session notices, or submit a helpdesk ticket requesting to have 
the information automatically merge into the notice).  
 

 
5. Docket 9606 DUE: Documentation and enter a date 10 days (t+10) from the Mediation 

Hearing. In the comments enter ‘Mediation Outcome Report.’ (In the event the court 
does not receive documentation within ten days after the hearing, please send an email 
to magistratemediation@gmail.com) 
 

6. Send the packet to the parties via mail or through File & Serve. The packet should 
include:  

i. Notice of Mediation Hearing Session 
ii. Information Letter (pg. 1 of the packet) 

iii. Mediation Guidelines (pg. 2 of the packet) 
iv. Signed Order Referring to Mediation (pg. 3 of the packet) 
v. Overview of the Mediation Process (pgs. 4 and 5 of the packet) 

mailto:magistratemediation@gmail.com
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vi. Answer to Civil Complaint OR Judgment (if mediation is for a post-judgment 
issue) 
 

**Once the hearing is scheduled in Odyssey, it will appear on the Mediator’s calendar. The 
court will not need to send an email to Josh Pando or schedule the Mediation Hearing on the 
Google Calendar 
** In the event of a cancellation, if the hearing is vacated or rescheduled, please notify the ADR 
MCMP Program by sending an email to magistratemediation@nmcourts.gov and include the 
case number in the subject line.  
 
After the Mediation Hearing: 
 

7. The court will receive an email indicating that documents have been uploaded to the 
case file 
 

 
 

8. An event(s) will be automatically added to the events tab and the document(s) will be 
related to the event. The document(s) will also appear in the documents tab. 
 

 
 

9. Open the document and apply the file stamp.  
 

mailto:magistratemediation@nmcourts.gov
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10. Send the document to the appropriate parties via mail and/or through File & Serve. It is 
not necessary to send file stamped copies back to the mediation team.  
 

11. In the Hearings tab, click on the Mediation Hearing, add the appropriate result and add 

the parties that were present. 

 
12. If the matter is fully settled and a Stipulation of Dismissal is filed, docket 3016, and in 

the due date, enter a date 5 years from the current date. Parties have the right to ask 
the court to reopen the case within five years from the filing date of this document.  
 

 
 

 
 
 
 
 


