
 

 

TIPS, GROUND RULES and ASSURANCES FOR 
PARTIES 

 Make sure you have a laptop, desktop, smartphone, or tablet, with a working 
microphone and camera. If you don't, you can still call in with any telephone, but that's 
not ideal.  

 Download the Zoom app if you do not already have it. Apps are available for 
smartphones, tablets, laptops and desktops here: https://zoom.us/download  Or, you can 
use a web browser, such as Safari, Google Chrome, Firefox, Edge, etc. in lieu of the 
app). You DO NOT need to sign up for Zoom. Just download the app for your device.  

 Log on to the mediation at least 5 minutes before the start time to work out any technical 
difficulties.  

 Log on from a secure location and with a secure internet connection. Starbucks, your 
local library and a hotel guest Wi-Fi are not secure locations and don't provide secure 
connections.  

 Test your microphone and video long before participating in the mediation.  

 Be in an "Interruption Free Zone", silence your notifications and ringer on your device, 
and ensure that no one is eavesdropping on your participation during this mediation.  

 If two or more are participating on separate devices in the same room, you may need to 
mute your audio to avoid annoying sound feedback.  

 Be sure to position your head and shoulders in the middle of the video frame.  

 The same rules of appropriateness and courtesy employed during in-person mediations 
apply to online mediations. 

 Your app may allow "Speaker View", "Gallery View" or other view formats. Pick the one 
you find most helpful during the mediation.  

 You will enter the "Waiting Room" when you sign on. Once everyone is in the Waiting 
Room, you will be brought into the Main Meeting Room.  

 “Breakout rooms” have been assigned for private caucusing. Your mediator will explain 
the process of caucusing if the need arises to meet separately with a party for some 
reason during the session.  

 Be sure to have power sources for your devices, including charging cables for cell 
phones, tablets and laptops.  
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 No one may record the mediation session in any manner, including taking videos or 
audio recordings of any session. Anyone recording the mediation session without the full 
consent of all parties, counsel and the mediator shall be deemed to have violated the 
mediation confidentiality rules.  

 Send the mediator any documents you might want to share in advance of the session 
and the mediator can share them on the screen as you wish, if and when appropriate.  

 If you encounter any problems before or during the conference, contact the mediator.  

 If you get disconnected, use the same link to try to reconnect.  

 If you run into technical problems during the session, signing-off and signing back-in 
usually resolves those problems.  

 If you have a total video failure on your end, you can call the mediator above in order to 
join the conference solely via phone with no video.  

 If there is a total failure of the video conference, we have a conferencing number and will 
go to a traditional audio call.  

Thank you for choosing mediation. Please be patient and flexible as we all work together to 
resolve this case. 
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