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PLLKC SRL CIVIL PROCEDURE WORKSHOP 
PROJECT PLANNING 
November 2, 2017 

OVERVIEW 

1. Project Background and Description 
There is an unmet need for a basic understanding of the litigation process for persons who choose to represent 
themselves in court, herein referred to as self-represented litigants or SRLs.  To help meet this need we propose:  

 Creating regularly scheduled workshops on basic and advanced civil procedure for SRLs to help them 
understand court rules, deadlines, and procedures.   

 Developing form packets with instructions for various stages of litigation to be used in conjunction with the 
workshops.  

 Enlisting volunteer attorneys to teach the workshops and assist with follow up questions during the 
workshop. 

The workshops will have the immediate benefit of enabling more effective use of attorney services at limited legal 
advice clinics across King County.  With better prepared clients, the clinic attorneys can spend more time on 
substantive issues and will be able to more easily explain procedural issues. 

The workshop will have the long term benefit of better prepared submissions to the court which will reduce the 
amount of time that district and superior court clerks have to spend trying to explain proper format and procedures.    
Workshop attendees will also be better prepared for their hearings easing the burden on judges, bailiffs, and court 
staff. 

2. Project Scope 
At this point the project is limited to civil procedure workshops for SRLs to help them understand court rules, 
deadlines, and procedures. The workshops will be about an hour to ninety minutes in length and will be taught at a 
very basic level using simplified language and bullet point instructions.  The workshops will be regularly scheduled 
starting with at least two per month with a goal of a weekly workshop.  Workshops on subject specific areas are 
currently outside of the scope of the project but may be considered if the initial project implementation is successful. 

3. Requirements 
The workshops will require the following: 

 Lead volunteer attorney coordinator to initiate creating, planning, and implementing the workshop 

 Law library staff coordinator to partner with lead volunteer attorney 

 Dedicated space to run the workshops (partner with public libraries?) 

 Online registration system to facilitate attendee registration 

 Process for creating continually updated materials with forms and instructions to be distributed at the workshop 

 System for recruiting and scheduling volunteer attorneys 

 System for marketing the workshops 
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 Development of a disclaimer stating that participation in the workshop does not constitute an attorney client 
relationship 

 System for gathering data and evaluating the following: profiles of the registrants (ex: income, race, gender, 
education), types of issues being litigated, where registrants have gone for legal help previously, where 
registrants are in the litigation process, and follow-up on the success (or not) of their case. 

 Development of an up-to-date compendium of legal assistance clinics to refer attendees to for further help. 

4. Deliverables 
Workshop attendees: The basic forms required to commence a lawsuit along with instructions on next procedural 
steps and resources for where to seek additional help 

Workshop organizers: Data on registrant profiles, legal issues addressed, legal assistance services currently being 
utilized, and what the outcomes were for the attendees. 

5. Affected Parties 
 District and superior court clerks’ staff 

 Judges, commissioners, and their staff 

 Legal Aid Organizations that provide limited legal assistance to SRLs 

 Law library reference staff 

 Public library reference staff 

6. Affected Business Processes or Systems 
 Law library staff time 

 Law library conference room space or public library meeting space 

 Law library reference referrals (initially to workshop rather than other clinics)  

 Clerk’s office referrals 

 Court referrals  

7. Specific Exclusions from Scope 
Seeking grant funding for this project to pay a project coordinator at present is outside of the scope of the project.   
With that said, if the project is successful this may be something to consider in the future. 

8. Implementation Plan 
Phase One: 

I. Determine objectives and outcomes for the workshop  
II. Develop class outline to facilitate successful completion objectives and outcomes 
III. Develop class materials to flesh out the points covered in the outline 
IV. Develop forms coordinated with the points covered in the outline 
V. Develop a system for tracking rule changes and updating course materials 
VI. Plan for recruitment and training of volunteer attorneys 
VII. Plan for on-going volunteer attorney scheduling and room scheduling 
VIII. Determine registration caps and attendance requirements 
IX. Develop online registration system with follow-up notifications 
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X. Develop follow up procedure for gathering statistics on attendee outcomes 
XI. Determine potential partners for constructive feedback 
XII. Determine potential partners for marketing and promotion 
XIII. Develop a long range timeframe for periodic evaluation of the workshop for continued efficacy and relevance 

Phase Two: 

I. Solicit outside review of workshop content and materials from partners determined in phase one 
II. Refine course content and materials based on feedback 
III. Develop marketing plan based on feedback from marketing and promotion partners in phase one 
 
Phase Three: 
 
I. Run a soft launch of the workshop open to beta testers 
II. Ask review partners from phase two to attend the soft launch and give feedback on execution of workshop 
III. Evaluate outcomes and make adjustments as needed 
 
Phase Four 
 
I. Implement marketing plan 
II. Run a hard launch of the workshop open to the general public 
III. Use feedback from attendees to create additional marketing and promotion materials 
IV. Periodically evaluate according to the timeline developed in phase one 
 
  

9. Timeline/Schedule 
This will likely change depending on how quickly (or not) things come together, but this is a very rough timetable that 
we can use as a starting point and flesh out with actual dates and deadlines as we work our way through phase one. 

 November 1:  Exploratory meeting for feasibility assessment  

 November 9: Initial planning meeting 

 November 30: Survey development meeting 

 December 14: Content development meeting 

 January 11: Content development meeting 

 February 1: Focus group planning meeting 

 February 8: Focus group session 

 February 15: Focus group evaluation; Initial workshop planning 

 March 1: Continued refinement of initial workshop 

 March 15:Initial workshop: KCLS Kent Branch 7-8:30 pm 

 

Goals 

 January: Phase One Completed 

 February: Phase Two Completed 

 March: Phases Three & Four Completed 

 



Shoreline Library • 345 NE 175th Street • Shoreline, WA 98155 • 206.362.7550
Monday-Thursday, 10am-9pm • Friday, 10am-6pm • Saturday, 10am-5pm • Sunday, 11am-7pm

kcls.org/shoreline

Reasonable accommodation for individuals with 
disabilities is available; please contact the library 
prior to the event if you require accommodation.

Represent Yourself in Court 

Civil Lawsuits without Tears:  
The Basics of Representing Yourself in Court

Wednesday, March 6, 7-8:30pm
Representing yourself in court is a complicated process 

and can be overwhelming. Learn the basics of the 
civil litigation process with a focus on court rules, 

court procedures, forms, scheduling and deadlines. 
Attendees will receive blank copies of some of the 
most commonly used civil litigation forms and will 
be granted access to a password protected website 

with additional information and resources. 
Note: This class does not cover criminal litigation.

The Nuts and Bolts of Motions
Wednesday, March 27, 7-8pm
Taught by a civil litigation attorney with 

over 30 years of trial experience.
This advanced workshop is designed for those who 
have attended Civil Lawsuits without Tears or those 

who need more information on the process for drafting, 
filing and responding to motions and orders.

Learn about the purpose, content, format and 
calendaring of motions along with the court rules 
governing them. Attendees will be granted access 
to a password protected website with additional 

information including sample motions and orders, 
blank motions and orders, and instructions. 

This class does not cover immigration 
proceedings or criminal proceedings such as 

DUI or felony and misdemeanor offenses.

Have It Your Way:  
Creating a Durable Power of Attorney for 

Finances and Healthcare
Thursday, April 18, 7-8pm

Taught by McKean Evans, an attorney 
at Pivotal Law Group.

If you become sick or unable to make decisions 
for yourself, do you have a plan in place to have 

someone you trust make financial decisions 
for you? What about medical decisions?

In Washington, you can create a legal document called 
a Power of Attorney (POA) to authorize another person 

to make decisions on your behalf. In this workshop, 
learn about Washington’s Durable Power of Attorney for 

Finances and Durable Power of Attorney Health Care. 
Discuss the law that governs them and the practical 

issues to be aware of when creating or revoking 
them. You will also have access to forms that you can 
use to draft your own Durable Power of Attorney for 

Finances and Durable Power of Attorney Health Care.

Presented by 
The Public Law Library of King County.
Registration required for all workshops
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Civil Lawsuits without Tears:  

The Basics of  Representing Yourself  in Court 
Class Syllabus 

 

1 Why are we here? 

2 Lawyer or Not? 

3 The Rules 

4 Case Schedule Order 

A. Caption 

B. Introduction 

C. Notices 

D. Case Schedule 

E. Order 

5 Discovery 

6 Motions 

7 Evidence 

8 Ethics 

9 Substantive Law 

How to Access the Online Class Website: 

1) Go to http://www.pllkc.org/wp/self-help-resources-at-the-law-library/srl-

workshop/  

2) Type in the password and click “Enter” Password:  SRLHelp 

http://www.pllkc.org/wp/self-help-resources-at-the-law-library/srl-workshop/
http://www.pllkc.org/wp/self-help-resources-at-the-law-library/srl-workshop/


 

Complaint – Page 1 | 3 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

Name:__Landlord _______ 

Address:_11122 Water Gate Ave 
Ne, Seattle, WA 98000   

Phone Number: 206-777-7777 

SAMPLE 
 

 

 

 

SUPERIOR COURT OF WASHINGTON 
FOR KING COUNTY 

 
) 

       ) 

______Landlord______________   )       No._     12102017___ 

 PLAINTIFF(S)    ) 
       ) COMPLAINT FOR  

v.       )       Eviction and Damages   
       ) 
_____  Tenant_______________      )                
 DEFENDANT(S)    ) 
       ) 
       ) 
____________________________________ )_______________________________ 
 

Plaintiff________Landlord__________________ alleges: 

I. JURISDICTION AND VENUE 

1. This court has jurisdiction because: Under RCW 2.08.010, King County Superior 

Court shall have original jurisdiction in cases in which the value of the property in 

controversy amounts to three hundred dollars. In this case, Plaintiff has an action 

for damages that exceeds $3,000. 

dunawaysar
Text Box

The first page of every filing must have a 3 inch margin between the top of the page and the start of the Case Caption.

dunawaysar
Highlight

dunawaysar
Text Box
Your first & last name, mailing address, and phone number must be listed on every page.

dunawaysar
Oval

dunawaysar
Line

dunawaysar
Rectangle

dunawaysar
Text Box
Case Caption

The case caption goes on the first page of every filing.

The information in the case caption must be consistent on every filing.
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Name:__Landlord _______ 

Address:_11122 Water Gate Ave 
Ne, Seattle, WA 98000   

Phone Number: 206-777-7777 

2. Plaintiff_ Landlord  is a resident of _____King county, Washington_____ 

3. Defendant_  Tenant    is a resident of __King County, Washington_________ 

II. BACKGROUND FACTS 

4. Landlord owns the following described real property in said county: 11122 
Water Gates Ave Ne, Seattle, WA 98000 

5. Landlord served the Tenant a 30-day notice on December 10, 2017, to deliver 
possession for the following reason: (a) Termination of tenancy at will; (b) Non-
compliance with rental agreement. 

6. Tenant has failed to correct or discontinue the drug-related activities. 

7. Tenant has failed to deliver the possession of the property to the Landlord.  

8. Tenant has damaged the Landlord’s property by destroying certain personal 
property and other fixtures located on the rental property.  

9. Tenant owes Landlord $3,000 for damages to above described property which 
exceeds $1,000 damage deposit.  

III. CLAIMS AND CAUSES OF ACTION 

A._____CLAIM FOR POSSESSION________________________________________  

10. Plaintiff restates the allegations in Paragraph 1 through 8.  

11. Defendant had statutory duties to discontinue drug-related activity and deliver 
the possession of the property after termination of tenancy, and by failing to do 
so violated RCW 59.12.   

B._____CLAIM FOR DAMAGES________________________________________  

12. Plaintiff restates the allegations in paragraph 1 through 8. 

13. Defendant had statutory duties to repair or replace a damaged item in the 
property within thirty days after written notice by the landlord specifying the 
noncompliance, and by failing to do so violated RCW 59.18.    

 

  

dunawaysar
Highlight

dunawaysar
Highlight

dunawaysar
Text Box
Short & Plain: enough facts to establish your legal claim in Part III

dunawaysar
Oval

dunawaysar
Line

dunawaysar
Text Box
Be consistent with your numbered paragraphs

dunawaysar
Oval

dunawaysar
Line

dunawaysar
Text Box
State the legal basis for your lawsuit: If you are unsure of what your legal basis is, then seek the advice of an attorney.
Include a short and brief statement of Defendant's actions that led to your legal right to sue.

dunawaysar
Line

dunawaysar
Line
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Name:__Landlord _______ 

Address:_11122 Water Gate Ave 
Ne, Seattle, WA 98000   

Phone Number: 206-777-7777 

IV. DAMAGES 

14. Plaintiff has sustained the following damages due to defendant’s failure to deliver 
the possession of the property  

a. lost 3-month rent  

12. Plaintiff has sustained the following damages due to defendant’s damages to 
certain personal property and other fixtures located on the rental property 

a. repair of damaged heat system  

b. replacement of damaged water pipeline  

V. REQUEST FOR RELIEF 

Plaintiff_____Landlord____ requests that judgment be entered against defendant 

_________Tenant________________ as follows: 

1. Awarding plaintiff possession of the property against defendant.  
 

2. Awarding plaintiff her claimed damages of $3,000.   

 

Dated:___December 10, 2017__ [month, day, year]. 

 

[Signature]____Landlord________________ 

[Print Name]_____Landlord_____________ 

ÿ Attorney for Plaintiff OR ÿ Pro Se  

 [Address]_     11122 Water Gate Ave Ne__ 

[City, State, Zipcode]_Seattle, WA 9800___ 

[Telephone]_206-777-7777_____________ 

 

 

 

 

 

 

dunawaysar
Highlight

dunawaysar
Highlight

dunawaysar
Text Box
Damages are the actual harm that you suffered because of the Defendant's actions. In this section, please make a short and brief statement of the actual harm that occurred.

dunawaysar
Text Box
State, in plain language, the legal remedies that you are requesting and list them using numbered bullet points.

dunawaysar
Line

dunawaysar
Line
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Name:____________________ 
Address:__________________ 
_________________________ 
Phone Number:_____________ 

 

 

 

 

 

 

SUPERIOR COURT OF WASHINGTON 
FOR KING COUNTY 

 
) 

       ) 
__________________________________ ) No.________________________ 
 PLAINTIFF(S)    ) 
       ) COMPLAINT FOR ___________ 
v.       ) __________________________ 
       ) [e.g., Damages, Employment 
___________________________________ ) Discrimination, Wrongful 
 DEFENDANT(S).    ) Discharge, etc.] 
       ) 
       ) 
____________________________________ )_______________________________ 
 

Plaintiff____________________________ alleges: 

I. JURISDICTION AND VENUE 

1. This court has jurisdiction because_______________________________________ 

____________________________________________________________________ 

[state basis for subject matter jurisdiction under RCW 2.08.010 or other appropriate 

statute]. 

2. Plaintiff__________________________ [name(s)] is/are a resident of __________ 

______________________________ [county and state of residence]. [Set out any 

additional facts about plaintiff necessary to establish venue and, where necessary, 

plaintiff’s ability to bring suit in Washington courts (e.g., payment of licensing fees if 

plaintiff is a corporation).] 

3. Defendant_______________________ [name(s)] is/are a resident of ___________ 

_______________________________ [county and state of residence]. [Set out any 

additional facts about defendant necessary to establish jurisdiction or venue, e.g., that 
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Name:____________________ 
Address:__________________ 
_________________________ 
Phone Number:_____________ 

defendant does business within the court’s jurisdiction, where the defendant is a 

business entity.] 

II. BACKGROUND FACTS 

4.___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

5.___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

6.___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

[In separately numbered paragraphs, set out a short and plain statement of facts 

necessary to establish claims and entitlement to relief requested. Where practical, 

each paragraph should contain no more than 1 or 2 allegations of fact.] 

III. CLAIMS AND CAUSES OF ACTION 

[Set out each cause of action in a separately numbered count. Use subheadings to 

describe each count where possible, e.g.: 

A._____________________________________________ [Identify first claim, e.g., 

CLAIM FOR EMPLOYMENT DISCRIMINATION] 

7.___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

[Set out nature of claim and, where appropriate, violation of application statute, e.g., 

Defendant discharged plaintiff form her employment due to her sex in violation of 

Washington Law Against Discrimination, RCW 49.60.180.] 

B._____________________________________________ [Identify second claim, 

e.g., CLAIM FOR BREACH OF EMPLOYMENT CONTRACT] 

8.___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 
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Name:____________________ 
Address:__________________ 
_________________________ 
Phone Number:_____________ 

[Set out nature of second claim, e.g., Defendant’s discharge of plaintiff was contrary to 

her employment contract with defendant and constitutes a common law breach of 

contract.] 

IV. DAMAGES 

9. Plaintiff has sustained the following damages due to defendant’s _______________ 

____________________________________________________________________ 

[specify conduct, e.g., discriminatory conduct]  [Identify in separate paragraphs the 

type of damages sustained.] 

a._______________________________________________________________ 

[Set out first type of damages sustained, e.g., lost wages.] 

b._______________________________________________________________ 

[Set out second type of damages sustained, e.g., emotional distress, pain and 

suffering.] 

10. Plaintiff has sustained the following damages due to defendant’s______________ 

____________________________________________________________________ 

[specify conduct, e.g., breach of contract.] 

a._______________________________________________________________ 

[Set out first type of damages sustained, e.g., lost wages.] 

b._______________________________________________________________ 

[Set out second type of damages sustained, e.g., emotional distress, pain and 

suffering.] 

V. REQUEST FOR RELIEF 

Plaintiff_____________________________ [name(s)] requests that judgment be 

entered against defendant _________________________ [name(s)] as follows: [Set 

out each type of relief sought in separately numbered paragraphs] 

1. ______________________________________________________________ 

[E.g., Awarding plaintiff her claimed damages in amounts to be established at 

trial.] 

 

2. ______________________________________________________________ 

[E.g., Awarding plaintiff her statutory costs and fees.] 
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Name:____________________ 
Address:__________________ 
_________________________ 
Phone Number:_____________ 

3. ______________________________________________________________ 

[E.g. Awarding plaintiff her reasonable attorney fees and litigation expenses 

as provided by (statute, contract, or recognized grounds in equity).] 

 

4. ______________________________________________________________ 

[E.g., Awarding plaintiff prejudgment interest on her damages award for 

(specify, e.g., lost wages).] 

 

5. ______________________________________________________________ 

[E.g., Awarding plaintiff injunctive relief in the form of (specify, e.g., reinstating 

plaintiff to her former employment position with defendant).] 

 

6. Awarding plaintiff any further or additional relief which the court finds 

equitable, appropriate or just. 

Dated:___________________________ [month, day, year]. 

 

[Signature]___________________________ 
[Print Name]__________________________ 

� Attorney for Plaintiff OR � Pro Se  
[Bar Association Number]_______________ 
[Address]____________________________ 
[City, State, Zipcode]___________________ 
[Telephone]__________________________ 
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