Conducting an Arbitration Hearing: Housekeeping Issues
Introduction

At the outset of any arbitration hearing, it is essential to address a series of procedural and
administrative matters commonly referred to as "housekeeping issues." These preliminary
steps help ensure that the hearing proceeds efficiently, fairly, and without unnecessary
interruptions. Properly managing housekeeping issues sets the tone for the proceedings
and clarifies expectations for all participants.

Purpose of Housekeeping Matters

Housekeeping issues serve several important purposes:
e Establish procedural clarity
e Confirmroles and appearances
e Address logistical arrangements
e Ensure compliance with agreed rules or governing laws
e Minimize disruptions during the hearing

Key Housekeeping Issues to Address

1. Introductions and Appearances

The arbitrator should begin by:
e Introducing themselves

e Requesting all parties, counsel, and representatives to identify themselves for the
record

e Confirming the capacity in which each personis IR (e.g., counsel, witness,
observer)

2. Confirmation of Authority and Jurisdiction
¢ Confirm that the arbitrator has been properly appointed
« Verify that all parties accept the tribunal’s jurisdiction
¢ Address any outstanding jurisdictional objections

3. Oath or Affirmation of Witnhesses

e Explain how witnesses will be sworn in
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e Confirm agreement on oath or affirmation procedures

e Address any cultural or religious considerations if relevant
4. Hearing Protocol and Procedures

e Outline the order of proceedings

e« Confirm time allocations for opening statements, witness examinations, and closing
arguments

e Address rules for objections and how they will be handled
5. Documents and Evidence

¢ Confirm the agreed bundle of documents

o Address how additional documents will be introduced

e Clarify rules regarding electronic evidence and demonstratives
6. Recording and Transcription

¢ Confirm whether the hearing will be recorded or transcribed

o ldentify the service provider, if any

e Address confidentiality and access to transcripts
7. Confidentiality

e Reaffirm confidentiality obligations

e Address attendance of non-parties

o Confirm handling of sensitive information
8. Logistics and Scheduling

e Confirm hearing schedule and daily timings

e Address breaks and adjournments

¢ Discuss contingency plans for delays
9. Technology and Virtual Hearing Considerations

e Confirm the platform being used (if virtual or hybrid)

e Testaudio/video functionality
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e Establish protocols for connectivity issues
10. Communication Protocols

e Clarify how parties may communicate with the arbitrator

e Address ex parte communications (typically prohibited)

e Confirm preferred methods for submitting requests during the hearing
11. Preliminary Motions or Outstanding Issues

e Address any pending procedural motions

¢ Resolve outstanding evidentiary or procedural disputes
Best Practices for Arbitrators

e Prepare a checklist in advance

e Circulate a draft agenda prior to the hearing

e Beclear, concise, and structured

e Allow parties an opportunity to raise additional concerns

¢ Document agreements reached during housekeeping discussions
Sample Opening Script

"Good morning/afternoon. We are here to commence the arbitration hearing in [Case
Name]. Before we begin with substantive matters, | would like to address several
housekeeping issues to ensure that the proceedings run smoothly and efficiently..."

Conclusion

Addressing housekeeping issues at the beginning of an arbitration hearing is a critical step
in promoting procedural fairness and efficiency. A well-organized opening ensures that all
participants understand the process and helps avoid unnecessary delays or
misunderstandings later in the proceedings.
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