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Zoom Mediation Guidelines 
In preparation of your mediation, please review the following carefully: 

PRIOR MEDIATION 
• If you have not used Zoom before, please go to zoom.us to and sign up for a free Zoom 

account. You can utilize their support programs for learning to navigate the platform. Zoom 
has a very helpful website. 

• Attorneys and clients should test well before the mediation to ensure audio and video is 
working. 

• Zoom works by using the participant’s computer, phone, or tablet.  Please make sure you 
have a camera on your computer or device.  You may also call in on one of the several phone 
numbers listed on the Zoom invitation. 

DAY OF MEDIATION 
• Plan accordingly by being in a private area, minimizing background noises or disruptions as 

much as possible. 

• Ensure that you are logged into your Zoom account. 

• Click the meeting-link in the confirmation email at least 5 minutes prior to the start time. 

• When you click on the link or call in, you will be placed in a waiting room with others, but no 
one can hear anyone else in the waiting room. 

• Upon entering the meeting, all attendees will be on mute. Please unmute by clicking the 
microphone on the lower left side of the screen. 

• The following rooms will be utilized in the Zoom mediation: 

o a Main Room for the initial appearance after joining the session from the waiting room 
o a Petitioner/Plaintiff Room 
o a Respondent/Defendant Room 
o Conference Room 3 
o Conference Room 4 

• When the mediation starts, I will open the waiting room, and everyone 
will join the mediation in the Main Room at the same time, and either 
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be visible on the screen or have their name or phone number in a 
black box on the screen if they are not on video. 

DURING THE MEDIATION PROCEDURE 
The mediation will begin generally as it would in my office or some other office. 

I will give a short opening statement, counsel for the parties may or may not give opening statements, 
and we will then caucus in breakout rooms to see if we can resolve (or solve) the problem. 

Counsel for the parties shall decide in advance if they want to have opening statements or not. If 
there is any disagreement, my default decision is to allow anyone who wants to make an opening 
statement the opportunity to do so. 

After the opening statements, I will assign each party and its counsel to a separate breakout room. I 
will then go from breakout room to breakout room during the course of the mediation. If necessary, 
everyone can reconvene in the Main Room together. What you and your clients discuss or chat in 
either the Petitioner/Plaintiff or Respondent/Defendant room will always remain private. 

Optionally, if parties in separate breakout rooms want to meet together while I am with another party, 
I can temporarily re-assign parties from one room into another so they can talk between themselves 
privately. 

Your patience and understanding are greatly appreciated. Each of the Zoom mediations I’ve done 
has worked well, and I’m looking forward to this one working successfully.  

TECHNICAL SUPPORT AND HELP 
If, for some reason, you get disconnected please go back to the invite/confirmation email and rejoin. 
At the end we will all reconvene in the Main Room and if an agreement is reached a recording will be 
made at that time. Other recordings are strictly not allowed. 

If you experience any problems, please be sure to contact my case manager, Jasmine Hernandez, 
immediately at 904.780.6903. 

I am confident that each Zoom mediation will go smoothly, and I look forward to a successful 
mediation experience. 
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