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DEPARTMENT 20 CHECK-IN PROCESS
Effective October 6" through November 21, 2025

1. Defense attorneys check in with the Bailiff at the custody desk and inform the bailiff which cases they
are ready to have called.

2. The Bailift at the custody desk moves any cases that are out of custody to the “Ready” folder in eCourt.
3. The Bailiff at the custody desk moves any cases that in-custody into the “In-Custody” folder in eCourt.
4. The Bailiff in the holding area monitor the “In-Custody” folder and bring those defendants into the

upstairs holding and move the case to the “Ready” folder.

5. Cases in the “Ready” folder display on the monitor at counsel table and in the “Ready” folder in the
Bench View screen of eCourt for the judge, the courtroom clerk, and bailiff. Cases are sorted by “check
in” time.

6. “Ready” cases can be called by the judge in any order.

Below are some tips to help expedite the check-in process:
e Only check in once you are ready on a case.
e Once you check-in for a case, please remain in the courtroom in the event your case is called, especially
if your case is in the top three based on check-in time.
e Ifit’s a multiple defendant case, please wait to check in until all attorneys on the related cases are
available.

Please remain flexible—if Court Security identifies an unforeseen issue, they may need to adjust as needed to
keep things running smoothly.

MEETING WITH IN-CUSTODY DEFENDANTS
Due to the increase of departments requiring inmate transport and limited attorney/client meeting rooms at the
main courthouse, we anticipate the Department 20 calendar will take more time than normal. To mitigate these
delays, the following process must be followed for in- custody defendants.

e Discussions with your client must occur prior to checking in as “Ready’ with the Bailiff.
e To speak with your client on the day of the hearing, inform the Bailiff in the courtroom.

o Ifan Interpreter is not needed, your client will be brought to the basement holding area. Please
go directly to the downstairs holding cells after informing the Bailiff. Court Security will arrange
for your client to be brought over, and you must be present to speak with your client upon their
arrival.

o Ifan Interpreter is needed, your client will be brought to a holding cell adjacent to the
department.

Attorneys are strongly encouraged to talk with the District Attorney and their client in advance to avoid
additional delays on the day of the hearing.





