2009 Mock Trial Facilitator Checklist

Thursday March 5 Trial I AND Friday March 6 Trial IV

Training 12:30 - 1:00

*A facilitator’s job is to make sure everything runs smoothly, on time, that the judges have correctly filled out score sheets, and that courtrooms are returned exactly how they were found.  If at any time you have a question or a problem, use your walkie-talkie to radio an OCLRE staff member.

Pre-trial Checklist

1:00 - 1:15 

· Make sure your assigned courtroom(s) are unlocked and empty.

· Take note of where podiums, chairs, drawing boards and tables are positioned so you can return the courtroom that way after the trial. 

· Find an unlocked conference room to station the judges and hold pre-trial.

1:15- 1:55

· The Teams should arrive first. Once both correct teams have arrived, make sure both advisors fill out their team score sheets.

· Next, the judges should arrive. Show the judges to the conference room.

· Once the judges arrive, ask them how they would like to be seated on the bench and where they would like to put the witness stand and bailiff. (Varies with each courtroom setup)

1:55 – 2:15

· At 1:55 make sure the judges are ready for pre-trial, and escort the teams into the pre-trial conference room. Make note of the time.

· When pre-trial is in session make the following announcements to all those remaining in the courtroom: 

The OCLRE would like to thank all of you for your continued support of the annual State Mock Trial competition. Here are a few things to remember while in the courtroom.

· Videotaping is permitted at the presiding judge’s discretion, but it must be stationary.

· Performing team members (witnesses and attorneys) may communicate among themselves.  However they may NOT communicate in any way; i.e., talk, signal, coach or otherwise communicate with teacher, legal advisors or any other observers.  This restriction includes breaks in the trial. Remember that the presiding judge controls the courtroom.

· No eating, drinking or talking is permitted. 

· No furniture may be removed from this or any other courtroom for ANY reason.

Thanks again, good luck to both teams.

· Inform the judges in pre-trial that it has been ten minutes at 2:10.

· Return pre-trial team members to the courtroom.

· Return to the pre-trial conference room and escort the judges to the courtroom. Give bailiff a high sign to say “All Rise.” …You’re Finished For Now!

*Take turns coming down to the Press Room for refreshments, however, there must be one facilitator on the floor throughout the entire trial.

Post-trial Checklist  

3:30 – 4:15

· Return to courtroom(s) at about 3:30

· After judges return to conference room to score, pop your head in to see if they have any questions. Remind Judges:

-
The presiding judge needs to fill out a score sheet, as well as the final tally sheet. 

· Award ONE outstanding witness and ONE outstanding attorney based on scoring judge points. Make sure they’re listed with the correct high school on the score sheet.

· They should NOT announce the trial  winner in the courtroom

· They should have their score sheets checked by the facilitator before the re-enter the courtroom. 
· Comments should be kept to five minutes total for all judges.

· The presiding judge should take all score sheets directly to the pressroom.
· Be available to the judges while they are scoring. When they have finished scoring, before they re-enter the courtroom, check their score sheets to make sure: 

· ALL the judges (3 total) filled out a score sheet

· did not use decimal points

· double checked their addition

· filled in ALL scoring boxes

· placed the team scores in the correct location
4:15 – 4:25

· If the judges comments go past 4:25, stand in the back of the courtroom and give a high sign to wrap things up.

· After the courtroom is dismissed, return any moved chairs, tables, podiums, and drawing boards to their original places. Make sure the teams leave the floor and do not linger.

· Scan the courtroom for any trash or items left behind.

· Sign the thank you letter and place it on the judge’s desk (even if there is one already there)…You’re Finished!

*Return to the pressroom to return your walkie and check out. Thank you for your time!

Take Note!

· If there is not a podium in your courtroom the teams are out of luck. They may NOT take a podium or chairs from any other location. You may have to be assertive about this, but it is crucial no furniture is moved from any courtroom.

· Make sure team advisors keep their team quiet in the hallways. There are other trials in session. 

· Some judges are familiar with the courthouse and will enter the courtroom area through the judge’s chambers making it difficult to find them. If you’re missing a judge, check the judge’s chambers before radioing.

· If there is a problem or question you can’t answer, please radio.

· After the trial, make sure teams clear out of the courtrooms in a timely fashion and aren’t lingering around

· DO NOT let the judges give you their score sheets. The presiding judge is to personally take them to the pressroom. 

-
Any scoring results you may see are to be kept confidential. The scores only reflect part of an overall performance, it is highly unethical, and sharing such information will result in the disqualification of the team.

