STATE COURT OF FORSYTH COUNTY
CHIEF JUDGE T. RUSSELL McCLELLAND
HOW TO USE ZOOM FOR COURT

The State Court of Forsyth County Division B will be conducting both "in-person" and remote Court hearings, with a
preference for remote hearings in most cases. All remote hearings will be conducted using Zoom.

What will I need to attend Court using Zoom?

You will need a desktop computer, laptop, or smartphone that is equipped with a camera and microphone and a
stable internet connection. If you do not have access to those devices, see Call-In Options at the bottom of this
document. The instructions for attending a remote hearing are as follows:

First Step: Install Zoom for Free

For smartphones and tablets, install ZOOM from the Play Store or App Store.
For your desktop computer, laptop or notebook device with webcam and microphone, please visit
www.zoom.us and follow the instructions to download the app.

Second Step: Create an Account

Create a Zoom account by going to Zoom.us, and click, "sign up, it's free" and follow the prompts from there. You will
need to use your email address and create a password. You only need to do this one time; this is the account you will
use each time you enter a Zoom virtual hearing.

You should test audio and video at least 24 hours before the conference. This can be done in the “Preferences” or
“Settings” window of the program. You will also want to test the program to be sure that you have a strong Wi-Fi
connection. If your signal strength is too weak this may impact your ability to participate in the virtual hearing. If you
are unable to participate by video, see the section titled “Call-In Options”.

Third Step: Join the Zoom Call

Be sure to join the Zoom call 15 minutes before the start time.
To join, you will need to access the Zoom remote court session information, which includes the meeting ID and
password. This information will be emailed to you prior to the hearing by the McClelland’s Judicial Assistant Angie
Hill, his Staff Attorney James Wilson or his Criminal Case Coordinator Belinda Ramon.
1. Please take note of the Meeting ID and Password for that specific court session.
2. A “Join Now” link to the hearing will be provided. Clicking on the Join Now link will open your Zoom app and
may ask you to enter the Zoom session’s meeting ID and password.
3. After you enter the meeting ID and password, a screen should load showing your face, after you see this
screen, click “join with video”
4. Once these above steps have been completed, you will have joined the Zoom session and be placed into the
Zoom Waiting Room. (When in the Waiting Room, you cannot hear or see the court proceedings.)
5. The name that you choose for yourself will be shown on the screen during the call. You must use your full
name as it appears in your case as well as your case number so that you can be identified. If you fail to do
so you may not be admitted into the proceeding from the Waiting Room.
6. When the court is ready to hear your case, you will be allowed entry into the Zoom meeting from the Waiting
Room.
7. A message box will then appear asking you to “join with computer audio,” or “join with internet audio.”
Selecting this will allow you to hear thejmeeting and speak through your device. Some hearings may have the

option for you to join the audio using your phone. The telephone number for your hearing will be included in
the notice or invitation emailed to you regarding the court hearing.
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Behave as You Would in a Courtroom

e You should be appropriately dressed if appearing by video for a virtual hearing.

e Be aware of your background (area behind you). Make sure it is appropriate; it will be seen by the
Judge and other people attending the hearing. Make sure you are not sitting directly in front of or
behind a window, because the light or reflection can affect the video.

e Choose a quiet place to participate in the hearing. Cell phones should be muted, doors to rooms closed
and disruptions minimized.

e You should remain on mute until it is your time to speak. Do not speak over anyone and do not
interrupt anyone. Use appropriate language as you would in a courtroom.

e If there is a court reporter or language interpreter present, be aware that he or she may
interrupt from time to time to clarify who is speaking.

e [f you do not follow the Court’s rules, you may be removed from the Court hearing, and the Judge
can impose a fine or other punishment.

e Recording/Photographs/Reproduction: Any video recording, audio recording, photographing, taking
screenshots, and/or reproducing of the livestream, if any, is strictly prohibited. The recording, publishing,
broadcasting or other copying or transmission of courtroom proceedings by video, audio, still
photography or any other means is strictly prohibited except as provided in Uniform Superior and State
Court Rule 22, which requires application by the party seeking to record the proceedings and approval of
the court prior to the beginning of the proceeding. Violations of Rule 22 is subject to the penalties for
contempt of court. Observers should keep their video off and sound on mute.

o Upon the court or either party invoking the rule of sequestration, no witness may observe or listen to
any portion of the proceeding until he or she has been called to testify. Witnesses listening to or
observing the proceeding is strictly prohibited in those instances and violators will be subject to
contempt of court.

IF YOU CANNOT APPEAR VIA ZOOM OR PHONE

e If you believe you have good cause why you cannot join using Zoom, contact the following:
e Civil Hearings: Angie Hill at amhill@forsythco.com

e Criminal Hearings: Belinda Ramon at bnramon@forsythco.com
e You must state your reasons that you are unable to use Zoom and that you are requesting an in-person

hearing.

e The Court will review your request and either grant or deny it.
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Additional Instructions:

Mute all sounds from other applications when video conferencing (i.e. email notifications, chat messaging, etc.).
0 If the programs do not allow for muting, then close the application completely.
Avoid using a mobile device for video. While tablets (iPads) and smartphones can be used, their platform
functionality is limited, and the video performance is inferior.
If using a laptop, avoid using battery power only. Plug into a good power source while in a meeting. (Video
conferencing tasks are intensive functions for your computer and will drain power faster.)
0 Avoid running any unnecessary applications besides Zoom (or other video conferencing platform), to
conserve your computer’s processing power and networking.
O Restart your computer every day and before every new hearing, if there is time.
=  This refreshes your computers virtual memory (RAM) and allows the new meeting run smoothly.
Avoid using an open microphone and speakers, such as those that are built into laptops or webcams. Using a
good quality headset (headphones with a microphone) will often help ensure you can be heard and can hear
others with maximum quality.
Avoid distracting real or virtual backgrounds.
Avoid poor camera positioning.
0 Try to frame yourself so you take up most the screen, at eye level.
For trial calendars, parties should be instructed to disable audio and video until the judge calls their case.
0 This limits the potential distraction for others participating in the proceeding.
= |f the parties are unwilling or unable to do it themselves, instructions are included below that
allows the judge or their staff attorney to manually turn of those functions for participants.
Avoid using WiFi if possible. Connection via a hard-wire Ethernet cable will always be faster and more reliable
than WiFi. If you must use WiFi, make sure you are close to the router.
0 Avoid sharing your internet service with others during the session. (i.e. others in the household watching
Netflix or other video streaming platform.)
Do not join the Zoom meeting while in a moving vehicle. Internet connectivity may affect your Zoom
connection.
You may join the Zoom court session if you join before the host is ready to start the session. Please do not
leave the meeting; once the host begins the session, you will be placed into the Waiting Room
Join the Zoom Court Session 15 minutes before the scheduled time. If you arrive late, you will end up
waiting longer in the Waiting Room.
When you are admitted from the Waiting Room, you should mute yourself by clicking on the microphone
icon. If there is a red line through the microphone you are muted and cannot be heard by the people in the
meeting. When it is your turn to speak, you will need to unmute yourself by clicking the microphone.
If you have not previously clicked on the “Join by Video” button, you may click on “start video” after joining
the meeting so that others can see you. If the “start video” icon on the bottom left corner has a red line
through it, that means that no one else can see you.
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