
 

  
Thank you for working with Resolution Services for the mediation portion of 
your Small Claims process.  
 
Due to COVID 19, there are several things you will need to know prior to your 
mediation in order to be successful. Please read this document carefully and as 
much of it is required for your participation in these court ordered services. 
Contact us at ​cdrs@clackamas.us​ or 503.655.8850 if you have questions.  
 

Before the day of your mediation, you will need to:  
 
● Email ​cdrs@clackamas.us​ with your name, case number, and date of 

mediation so that we can send you a Zoom invitation.  
● Be prepared to log on to Zoom either by computer or phone.  (pages 1-2)  
● Sign your Consent to Mediate and Confidentiality Agreement (page 2)  
 

This document covers 
 ​Zoom Information  
1. Consent to Mediate and Confidentiality Agreement  
2. Preparing for Mediation  

○ Sharing documents & evidence 
○ Support people  
○ Signing documents  
○ No shows and late arrivals 

3. Accommodations 
○ ADA accommodations  
○ Interpreters  

 

 
Zoom Information  

1. You will receive an email with a Zoom link by Friday the week before your 
mediation.  (Please be sure that you have provided your email address to 
cdrs@clackamas.us​ so we can send you the link.)  

2. When you join the Zoom meeting, you will be in a waiting room.  It can take up 
to 30 minutes for us to process all folks into their mediation rooms. We will be 
with you as soon as we can.  
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3. If you are new to Zoom 
○ Download the free application to either your computer or smartphone.  
○ Find the ​Easy- How- To-Guide at this link​.  
○ We highly recommend practicing before coming to your mediation session. 

There can sometimes be audio or visual issues with different forms of 
technology and it is best to have that figured out before you come to 
discuss your matter in Small Claims Mediation. 

 
If you do not have access to a computer or smartphone: 
1. You can participate by calling in with a regular phone or landline.  Follow the 

instructions in the Zoom invitation to join by phone.  
2. You will need to have access to the internet and email for signing documents. 
 
If you do not have access to the internet please consider these resources or call 
the court house at 503-655-8447 for postponement of your case: 

1. https://libguides.clackamas.edu/covid-19/internet 
2. You are also welcome to call Resolution Services for questions at 

503-655-8850. 
 
If you are uncomfortable with the Zoom platform or have accessibility concerns 
you are encouraged to call the court house at 503-655-8447. 
1. They will be able to talk with you about other options and potential 

postponement. 
2. Clackamas County Resolution Services does not have authority to reschedule 

your case or mediation date. 
 

Consent to Mediate and Confidentiality Agreement  
1. Review and electronically sign the Confidentiality Agreement BEFORE your 

mediation session date by going to this link 
 

You will be asked to enter your name and email before you can view the form. 
This is ​not​ your signature.  You will be able to read the document in full before 
you sign it.  
 

2. Every person participating in mediation, including all parties and non-party 
support people, need to sign this form.  There is only room for one signature, 
so each person will need to open and sign their own form.  

3. If you have any questions about the content of the document, email us at 
cdrs@clackamas.us​.  
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Preparing for Mediation  
 

Sharing Evidence or Documents for your Mediation Session: 
1. To share documents in your mediation you will have three options: 

○ Using the share screen function.  
○ Uploading documents into the chat function.  
○ If you are appearing by phone only, you will need to email the documents 

the ​day of​ your mediation to ​cdrs@clackamas.us​.  
2. Clackamas County is not responsible for holding or tracking your documents.  

All documents shared will be deleted immediately after the session is over.  
 

Support People: 
1. Only named parties to a case may participate in mediation unless everyone in 

the mediation agrees to include a support person. Support people are defined 
as anyone brought to the mediation that is not a named party on the claim.  

2. Support People by Zoom: 
You may invite people to support you in the mediation by sharing the Zoom 
invitation with them.  At the beginning of the mediation you will all be placed 
in a waiting room.  The coordinator will be moving named parties into the 
Mediation Rooms. Support people will remain in the waiting room until you, 
the mediators, and the other party are able to discuss including support 
people to the case. 

3. Support People in the Same Physical Location: 
These folks can join with you in the Mediation Room.  However, if the other 
party does not agree to their participation in mediation, they will need to to 
leave the physical location space you are using. You will need to be prepared 
for them to find a separate location in your home, office or other space where 
they cannot hear the confidential material being discussed. 

4. Any support people you will need to sign a separate Confidentiality Form 
before being admitted into the mediation room.  

5. Remember that you cannot be represented by an attorney in a small claims 
matter, though you are able to seek legal advice on the matter at any time.  

 

Signing Documents: 
1. Signatures on any document (an agreement, a trial notice, continuance, 

default, or dismissal) will be done electronically through the program ESign 
Genie. 

2. You will not need to download anything; the signatures will come through your 
email. 
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No Show/Late Arrival: 
1. If you do not arrive for your session at the day and time listed, the other party 

will be offered a chance to request that the court grant a default judgment or 
dismiss the case.  

2. If you are experiencing complications with technology or will not be able to 
make the session you are welcome to email us at ​cdrs@clackamas.us​.  

3. Clackamas County Resolution Services does not offer refunds for the pre-paid 
mediation services. 

 

Accommodations  
 

ADA Accommodations and No Contact Orders: 
If you need assistance due to a disability, or if you have a restraining order, 
stalking order, or no contact order with someone else named in the case, please 
call Resolution Services at 503.655.8850 or email at ​cdrs@clackamas.us​ prior to 
your scheduled mediation session.  

 

For Interpreter Services: 
If you need an interpreter, please request one at least four days before your 
mediation by calling the Small Claims Clerk at the courthouse at 503.655.8447 
option 5.  A qualified court interpreter will be provided to you at no charge. You 
may not bring a friend or family member to interpret for you. 

 

For More Information 
Visit​ http://www.clackamas.us/ccrs/scmediation​ for more information. 
Clackamas County Resolution Services can be contacted at ​cdrs@clackamas.us​.  
 

Please know that we understand these are difficult times AND that being in Small 
Claims is already stressful enough.  We will do our best to work with you with the 
inevitable tech issues and or other complications.  Please call us or email us with 
special cases that were not addressed above.  Thank you. 
 

CCRS Staff 
cdrs@clackamas.us 
503-655-8850 
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