NINTH AMENDED ADMINISTRATIVE ORDER
SIXTH JUDICIAL DISTRICT

Pursuant to the authority vested in me, in accordance with the recent operational
protocols issued by the Chief Administrative Judge for the trial courts of the Unified Court
System and after consultation with the Chief Administrative Judge and the Deputy Chief
Administrative Judge; and

WHEREAS, New York State and the nation are now in the midst of an unprecedented
public health crisis surrounding the outbreak of COVID-19 (coronavirus); and

WHEREAS, COVID-19 is known to be a highly infectious disease, and there is much
community concern that large gatherings of people can result in greater public exposure to
possible contagion or “community spread”; and

WHEREAS, on a daily basis, in courts across the State, hundreds if not thousands of
people representing a broad cross-section of the community gather to conduct business in
large groups in close proximity to one another; and

WHEREAS on May 18, 2020 (May 20, 2020 for Cortland & Madison Counties) the courts
in the 6t Judicial District implemented Phase I of its’ return to in-person operations plan
(RIPO), on June 3, 2020 the 6t Judicial District implemented Phase Il of its’ RIPO plan, on
June 17, 2020 the 6t Judicial District implemented Phase III of its’ RIPO plan, on July1, 2020
the 6t Judicial District implemented Phase IV of its’ RIPO plan and on August 10, 2020 the
6t Judicial District implemented Phase 4.1 of its’ RIPO plan with the updated 4.1 RIPO to be
effective on October 19, 2020 (Attachment A - Highlights and Summaries); it is hereby

ORDRED that effective immediately the following rules be put into effect in the Sixth
Judicial District until rescinded.

As hereinafter used, “Assigned Judge” shall refer to the judge assigned to hear the case
on and before March 16, 2020.

A. General matters and matters applicable to more than one case type

1. Until further Administrative Order or Executive Order, eviction matters may proceed
pursuant to the protocol established in the Memorandum from Chief Administrative
Judge Lawrence Marks dated October 9, 2020 and pursuant to Administrative Order



20. Further reference is ma Executi r 7 si he
G nor on r4.2 n DC Agency Order fi tember 1, 2020.
. Until further Administrative Order or Executive Order, no default judgments shall be
granted where pursuant to CPLR 3215 the default occurred after March 16, 2020.
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fili ice of any legal action, notice, motion or othe cess 0 eeding, as
described by the procedural laws of the state” A judgment adverse to the party

seeking relief (plaintiff, petitioner, moving party, etc.) may be granted in the event
that a party fails to proceed with the action or appear in court.

. All Family Court and all County Court Judges are cross assigned to the County and
Family Courts in all counties of the District.

. The Return to In-Person Operations Plan (“RIPO”) (Phase I) implemented on May 18,
2020 & May 20, 2020, the RIPO (Phase II) implemented on June 3, 2020, the RIPO
(Phase III) implemented on June 17, 2020, the RIPO (Phase IV) implemented on July
1, 2020, the RIPO (Phase 4.1) implemented on August 10, 2020 with the updated 4.1
RIPO to be effective on Qctober 19, 2020 and any RIPO plans for any subsequent
phases are incorporated herein and all provisions of this Administrative Order shall
be read in conjunction with those RIPOs.

. The Virtual Courtroom Protocol (Attachment “B”) enacted by the Sixth Judicial
District Administrative Order signed on March 31, 2020, to the extent not
inconsistent with the RIPO plans, remains in full force and effect and all provisions of
this Administrative Order shall be read in conjunction with the Virtual Courtroom
Protocol and any subsequent amendments thereto. November 25, 2020 is the target

date for complete migration of all 6JD courts, including T&V courts. from Skype for
Business to Microsoft Teams for virtual appearances. Court Clerks. assisted by the
Operations Unit as needed. will reschedule any previously scheduled hearings in Skype, to
Teams, if they are beyond this target date. Courts will be permitted, under exceptional
circumstances, to continue to use Skype for Business for previously scheduled appearances
where shifting to Teams, mid-proceeding. would cause an undue hardship. However. in no

event shall Skype for Business be utilized in any court, including the T&V courts. beyond
December 31, 2020.
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7. Naturalization Ceremonies, wherever they occur, shall comply with the room
occupancy limits stated herein.

8. All Staff shall report to the courthouse as determined by his/her supervisor. All
Judges and Chambers’ staff should report to the courthouse. Any requests for
exemptions must be approved by the Administrative Judge.

9. All Temporary Orders of Protection issued in any criminal or civil matter that has
expired or is due to expire on or after March 19, 2020 “shall be extended under the
same terms and conditions until the date the matter is re-calendared and heard,
unless the order is sooner terminated or modified by a judge or justice of the court
that issued the order” pursuant to Administrative Order AO/73/20 signed by the
Chief Administrative Judge of the Courts on March 19, 2020.

10. Effective July 1, 2020, vouchers submitted pursuant to County Law § 722-b(4) ),
Judiciary Law § 35(8) and Family Court Act §§ 243(c), 245(c) shall be reviewed by the
appropriate judicial authority and shall not be deemed approved pursuant to the
Order signed by the Administrative Judge of the Sixth Judicial District dated March
20, 2020. Effective July 1, 2020, the Order signed by the Administrative Judge of the
Sixth Judicial District dated March 20, 2020 relating to vouchers is hereby rescinded.

11. All filings shall be pursuant to the Administrative orders signed by the Chief
Administrative Judge of the Courts (A0O/111/2020, AO/114/20, AO/115/20,
A0/149/20 and any amendments thereto).

12.The encourage or require, to the greatest extent possible, the

B. Supreme Civil

1. All Mental Hygiene Law proceedings in which a party is confined to a hospital or other
facility shall be conducted with appearances by means of remote audiovisual
technology or telephone pursuant to Administrative Order AO/72/20 signed by the
Chief Administrative Judge of the Courts on March 22, 2020.

2. Until further Administrative Order or Executive Order, foreclosure matters may
proceed pursuant to the protocol established in the Memorandum from Chief
Administrative Judge Lawrence Marks dated July 24, 2020 and pursuant to
Administrative Order AO/157/20 dated July 23, 2020. Further reference is made to

Executi rder 202.28 sign rnor 7. 2020, Executiv
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i by the Gover Oct and the Laws of New York 2020, Chapters
112 and 126,

C. Superior Court Criminal Cases



1. All pending criminal cases shall be addressed by the Assigned Judge and
appropriately scheduled consistent with applicable Executive Orders and
Administrative Orders. The issuance of the new return date shall occur on or before
the currently scheduled adjourned date or within 7 days of the signing of this order,
whichever is later. For Defendants not in custody, there shall be no adjournment of a
matter that is greater than 60 days. For defendants in custody, there shall be no
adjournment of a matter that greater than 30 days.

2. Grand Juries shall be impaneled in each County pursuant to Administrative Order
A0/130/20 signed on June 30, 2020.

3. TheY P rraign roced the extent practicable, shall contin
follow the policies and procedures established i e virt rtr ol.
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Administrative Judge.
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. Treatment Courts/OSP

1. Treatment courts and Opioid Stabilization Parts will be handled by the Assigned

Judge and reference i to Paragraph (C)(2)(f) of the f the
RIPO to be effective October 19, 2020.
2. Virtual conferences are encouraged. Reference is made to Administrative Order

A0/87/20 of Chief Administrative Judge Lawrence Marks dated May 1, 2020,
“Problem-solving courts may conduct virtual court conferences with counsel, court
staff, service providers, and, where practicable, clients.”

. Family Court

1. All matters shall be addressed by the Assigned Judge and appropriately scheduled.

2. Judges should ensure that all Permanency Planning Hearings are timely scheduled
and heard pursuant to existing Federal or State Law. Difficulties in scheduling the
hearings should immediately be brought to the attention of the supervising judge.

3. All cases involving a youth that is currently in detention shall be reviewed by the
Assigned Judge or Designated Judge, at a minimum, at least once every fourteen days.

4. No new S (PINS), F (Support), P (Paternity), or U (UIFSA) warrants may be issued
unless approved by the supervising judge. Only D (Juvenile Delinquent) warrants
may be issued in the discretion of the Assigned Judge.

. Surrogate’s Court

1. All matters shall be calendared consistent with all Administrative Orders and
Executive Orders at the discretion of the Presiding Surrogate. Virtual calendars are
encouraged.



G. City Court

1.

All pending criminal cases shall be addressed by the Assigned Judge and
appropriately scheduled consistent with applicable Executive Orders and
Administrative Orders. The issuance of the new return date shall occur on or before
the currently scheduled adjourned date or within 7 days of the signing of this order,
whichever is later. For Defendants not in custody, there shall be no adjournment of a
matter that is greater than 60 days. For defendants in custody, there shall be no
adjournment of a matter that is greater than 30 days.

No City Court Judge may issue a license suspension based upon a defendant’s failure

to answer a summons or upon a defendant’s failure to pay a fine.

H. Town and Village Courts

i [
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All matters shall be addressed by the Assigned Town or Village Judge and
appropriately calendared.

After hours arraignments in counties without a CAP Court, shall be heard pursuant to
the AO/96/20 of Chief Administrative Judge Lawrence K. Marks dated April 14, 2020.
After hours arraignments in counties with a VAP court, shall be heard before a VAP
Judge and in accordance with A0/96/20 of Chief Administrative Judge Lawrence K.
Marks dated April 14, 2020.

. Town and village court judges and clerks are permitted to return to their local court

facilities to process all pending matters as well as new filings, subject to the
restrictions of existing Executive Orders and Administrative Orders. Judges and
clerks may return to their local court facilities only if appropriate personal protective
equipment is provided by their municipalities including, but not limited to facial
coverings, hand sanitizer, appropriate cleaning supplies, plexiglass partitions, etc.
All Town and Village proceedings, including, but not limited to in-person court
proceedings, shall be conducted in accordance with the provisions of the 6t District’s
“return to in-person operations” (RIPO) plan and all amendments thereto.

. No Town or Village Justice may issue a bench warrant based solely upon a defendant’s

failure to appear in court as directed.
No Town or Village Justice may issue a license suspension based upon a defendant’s
failure to answer a summons or upon a defendant’s failure to pay a fine.

In all other respects, not inconsistent with the provisions herein, all prior

Administrative Orders shall continue until rescinded by subsequent Order.

Dated: October 14, 2020

Binghamton, New York P / l// )(

Horf-Eugene D. Faughna J.S.C.
Administrative Judge
Sixth Judicial District

Distribution:
HON. VITO CARUSO, DCA]
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SUMMARY

6t Judicial District

Phase 4.1 Return to In-Person Operations Plan (“RIPO”)
Updates Effective October 19, 2020

e All measures contained in the Return to in-person operations plan (RIPO) RIOP dated May 13, 2020 and
subsequent Phase amendments will continue and be enhanced during Phase 4.1. All measures contained in the
Memoranda of John McConnell and Nancy Barry dated February 28, 2020, March 6, 2020, May 15, 2020, May
29, 2020, June 8, 2020, and June 17, 2020 are incorporated herein. Screening for court visitors and Judges/court
employees shall be conducted pursuant to the June 30, 2020 and July 10, 2020 protocols.

e Presumptions

A. Incarcerated Individuals - Notwithstanding any other provision herein, where an in- person proceeding
involves an incarcerated individual, that individual shall appear virtually utilizing electronic means unless
the presiding judge orders otherwise.

B. Notwithstanding the presumptions as stated below, virtual appearances shall be utilized to the greatest
extent possible where a virtual appearance is legally permissible and logistically possible.

C. Matters that shall presumptively be heard in-person - a Judge may deviate from the presumptions that a
matter be heard in-person on their own initiative or based upon a request from a party or attorney.

1. Superior Civil
a. Trials
b. Evidentiary hearings and inquests
c. All appearances and conferences where at least one party is self-represented

2. Superior Criminal (Incarcerated Defendants shall appear virtually, unless otherwise ordered)
a. Trials

Evidentiary hearings

Non-custodial arraignments

Waivers of Indictment, Pleas and Sentences for defendants at liberty

Motion argument

Treatment court and Judicial Diversion where the Judge determines that an appearance is

necessary to protect the health and safety of a defendant

Instances where the defendant cannot be located or communicated with

Grand Jury proceedings

e e o

A

3. Family Court
a. All evidentiary hearings (priority given to matters filed first)
b. Child Support proceedings
c. Permanency Hearings
d. Article 10 Consents, Admissions and Surrenders

4. Surrogates’ Court
a. Citations and Show Cause orders
b. Bench trials
c. Evidentiary hearings
d. All appearances and conferences where at least one party is self-represented



5. City Court Civil
a. Bench trials

b.

C.

Evidentiary hearings
Small claims matters, including the small claims arbitration program, for matters

6. City Court Criminal

bt o
.
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Bench trials

Preliminary Hearings

Evidentiary hearings

Appearance Ticket arraignments for Appearance

Vehicle & Traffic Appearances

Pleas and Sentences for defendants at liberty

Motion arguments

Arraignments of defendants accused of a violation of any provision of Article 31 of the Vehicle
and Traffic Law (VTL 1190 et seq.)

Treatment court where the Judge determines that an appearance is necessary to protect the health
and safety of a defendant.

D. Matters that shall presumptively be heard virtually - a Judge may deviate from the presumptions that a
matter be heard virtually for compelling reasons on their own initiative or based upon a request from a
party or attorney. If a request to appear in-person is granted, the Administrative Judge shall be notified.

1. Superior Civil

a.
b.
C.

d.

All conferences, including foreclosures, where all parties are represented by counsel

Motion arguments where all parties are represented by counsel

Mental Hygiene Law Proceedings pertaining to a hospitalized adult (NOTE: Chief Administrative
Judge Lawrence Marks’ Administrative Order AO/72/20 requires that Mental Hygiene Law
proceedings in which a petitioner or other necessary party is confined to a hospital be conducted
with appearances by means of remote audiovisual technology or by telephone and therefore a
request to deviate from the presumption should not be entertained).

All other proceedings not listed in (C)(1) above

2. Superior Criminal

a.
b.

Conferences
Waivers of Indictment, pleas and sentences where the defendant is incarcerated

3. Family Court

e e o

Conferences

Juvenile Delinquency Proceedings

Person in Need of Supervision Proceedings
Adoptions

Appearances calendars

All other proceedings not listed in (C)(3) above

4. Surrogates’ Court

a.
b.
C.

Conferences where all parties are represented by counsel
Motion Arguments where all parties are represented by counsel
Adoptions



d. All other proceedings not listed in (C)(4) above

5. City Court Civil
a. Conferences
b. Motion arguments
c. Eviction proceedings
d. All other proceedings not listed in (C)(5) above

6. City Court Criminal
a. Conferences
b. Pleas and sentences where the defendant is incarcerated
c. All other proceedings not listed in in (C)(6) above

e Courts should note the following:

= All virtual matters shall be held via Skype for Business until the conversion to ‘Microsoft Teams is fully
implemented. Included in the Skype for Business invitation is a call-in number for lawyers and litigants that
do not have access to Skype for Business video. In the event that a self-represented litigant is unable to
‘access Skype for Business, arrangements shall be made at the courthouse for the litigant to appear virtually.

= Housing matters may proceed pursuant to the protocol established in the Memorandum from Chief
Administrative Judge Lawrence Marks dated October 9, 2020 and pursuant to Administrative Order
A0/231/20.

= Foreclosure matters may proceed pursuant to the protocol established in the Memorandum from Chief
Administrative Judge Lawrence Marks dated July 24, 2020 and pursuant to Administrative Order
AO/157/20 dated July 23, 2020. ,

 Default judgments shall not be granted where, pursuant to CPLR 3215, the default occurred after March 16,

2020. Notwithstanding the foregoing, a judge presiding over a matter wherein a party has defaulted may

grant a default judgment where, after inquiry, the judge determines that (a) the defaulting party has received

actual notice of the action or proceeding; (b) the failure of the defaulting party to respond to the action or

proceeding is not due to the COVID-19 pandemic; and (c) the granting of the default judgment is not

contrary to any statute, Executive Order or Administrative Order. Note: Executive Order 202.60 extends the

toll on statutes of limitations (first set forth in EO 202.8 on March 20, 2020 and later extended by 202.48,

202.38, 202.28, and 202.14) through October 4, 2020. Default judgments may be governed by the

suspension of “any specific time limit for the commencement, filing or service of any legal action, notice,

motion or other process or proceeding, as described by the procedural laws of the state.” A judgment

adverse to the party seeking relief (plaintiff, petitioner, moving party, etc.) may be granted in the event that

party fails to proceed with the action or appear in court.

ADR shall be conducted virtually (Chief Administrative Judge Lawrence Marks’ A0/87/20).

Arbitrations pursuant to the Part 137 Attorney-Client Fee Dispute Resolution Program will occur virtually.

Small Claims Assessment Review proceedings shall be conducted virtually.

® Superior Court Criminal trials may be conducted in all counties in Term 12 and thereafter. Supreme Court
civil trials may be conducted in all counties in Term 11 and thereafter. Those counties approved to conduct
criminal and civil jury trials as part of the pilot plan may continue to conduct those trials. Planning for a
Special City Court Criminal Jury Trial Pilot shall commence in Term 11 with Jury Summonses to be sent in
Term 12 and trials to be held in Term 13 (in selected jurisdictions). Scheduling of trials in all courts must be
approved by the District Administrative Judge prior to scheduling.



SUMMARY
6% Judicial District
Phase 4.1 Return to In-Person Operations Plan (“RIPO”)
To Commence August 10, 2020

¢ All measures contained in the Return to in-person operations plan (RIPO) RIOP dated May 13, 2020 and
subsequent Phase amendments will continue and be enhanced during Phase 4.1. All measures contained in the
Memoranda of John McConnell and Nancy Barry dated February 28, 2020, March 6, 2020, May 15, 2020, May
29, 2020, June 8, 2020, and June 17, 2020 are incorporated herein. Screening for court visitors and Judges/court
employees shall be conducted pursuant to the June 30, 2020 and July 10, 2020 protocols.

o Phase 4.1, like Phases I, Il & IV, operates with certain presumptions

A. Incarcerated Individuals - Notwithstanding any other provision herein, where an in- person proceeding
involves an incarcerated individual, that individual shall appear virtually utilizing electronic means unless
the presiding judge orders otherwise.

B. Notwithstanding the presumptions as stated below, virtual appearances shall be utilized to the greatest
extent possible where a virtual appearance is legally permissible and logistically possible.

C. Matters that shall presumptively be heard in-person - a Judge may deviate from the presumptions that a
matter be heard in-person on their own initiative or based upon a request from a party or attorney.

1. Superior Civil
a. Trials
b. Evidentiary hearings and inquests
c. All appearances and conferences where at least one party is self-represented

2. Superior Criminal (Incarcerated Defendants shall appear virtually, unless otherwise ordered)
Trials

Evidentiary hearings

Non-custodial arraignments

Waivers of Indictment, Pleas and Sentences for defendants at liberty

Motion argument

Treatment court and Judicial Diversion where the Judge determines that an appearance is
necessary to protect the heaith and safety of a defendant

g. Instances where the defendant cannot be located or communicated with

h. Grand Jury proceedings

3. Family Court
a. All evidentiary hearings (priority given to matters filed first)
b. Child Support proceedings ’
c. Permanency Hearings
d. Article 10 Consents, Admissions and Surrenders

th® e o

4. Surrogates’ Court
a. Citations and Show Cause orders
b. Bench trials '
c. Evidentiary hearings



d. All appearances and conferences where at least one party is self-represented

5. City Court Civil
a. Bench trials
b. Evidentiary hearings
. ¢. Small claims matters, including the small claims arbitration program, for matters

6. City Court Criminal
Bench trials
Preliminary Hearings
. Evidentiary hearings
Appearance Ticket arraignments for Appearance
Vehicle & Traffic Appearances
Pleas and Sentences for defendants at liberty
Motion arguments
Arraignments of defendants accused of a violation of any provision of Article 31 of the Vehicle
and Traffic Law (VTL 1190 et seq.)
Treatment court where the Judge determines that an appearance is necessary to protect the health
and safety of a defendant.

PR oMo Ae o P
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D. Matters that shall presumptively be heard virtually - a Judge may deviate from the presumptions that a
matter be heard virtually for compelling reasons on their own initiative or based upon a request from a
party or attorney. If a request to appear in-person is granted, the Administrative Judge shall be notified.

1. Superior Civil v

a. All conferences, including foreclosures, where all parties are represented by counsel

b. Motion arguments where all parties are represented by counsel

¢. Mental Hygiene Law Proceedings pertaining to a hospitalized adult NOTE: Chief Administrative
Judge Lawrence Marks® Administrative Order AO/72/20 requires that Mental Hygiene Law
proceedings in which a petitioner or other necessary party is confined to a hospital be conducted
with appearances by means of remote audiovisual technology or by telephone and therefore a
request to deviate from the presumption should not be entertained).

d. All other proceedings not listed in (C)(1) above

2. Superior Criminal

a. Conferences
b. Waivers of Indictment, pleas and sentences where the defendant is incarcerated

3. Family Court

Conferences :

Juvenile Delinquency Proceedin

Person in Need of Supervision Proceedings
Adoptions

Appearances calendars

All other proceedings not listed in (C)(3) above

e pe o

4. Surrogates’ Court
a. Conferences where all parties are represented by counsel



b. Motion Arguments where all parties are represented by counsel
c. Adoptions
d." All other proceedings not listed in (C)(4) above

5. City Court Civil
a. Conferences

b. Motion arguments
. ¢. All other proceedings not listed in (C)(5) above

6. City Court Criminal
a. Conferences
b. Pleas and sentences where the defendant is incarcerated

c. All other proceedings not listed in in (C)(6) above

e Courts should note the following:

« All virtual matters shall be held via Skype for Business. Included in the Skype invitation is a call-in number
for lawyers and litigants that do not have access to Skype for Business video. In the event that a self-
represented litigant is unable to access Skype for Business, arrangements shall be made at the courthouse for
the litigant to appear virtually.

» **This provision will require revision following the anticipated Administrative Order and
memorandum to be issued by the Chief Administrative Judge**. Housing matters may proceed
pursuant to the protocol established in the Memorandum from Chief Administrative Judge Lawrence Marks
dated June 18, 2020 and pursuant to Administrative Order AO/127/20 (“Evictions matters in which all
parties are represented by counsel shall be eligible for calendaring for virtual settlement conferences”), as
amended by the Memorandum from Chief Administrative Judge Lawrence Marks dated July 7, 2020.
Further guidance regarding eviction matters may be found in the Memorandum of Jessica Cherry, Assistant
Deputy Counsel dated July 10, 2020.

» Foreclosure matters may proceed pursuant to the protocol established in the Memorandum from Chief
Administrative Judge Lawrence Marks dated July 24, 2020 and pursuant to Administrative Order
A0/157/20 dated July 23, 2020.

» Default judgments shall not be granted where, pursuant to CPLR 3215, the default occurred after March 16,
2020. Furthermore, no default judgment requiring the defendant’s notice pursuant to CPLR 3215(g) shall
be granted, unless the application was heard prior to March 17, 2020 and proper notice was given (7th
Judicial District’s Seventh Amended Administrative Order). Notwithstanding the above, a judgment
adverse to the party seeking relief (plaintiff, petitioner, moving party, etc.) may be granted in the event that
party fails to proceed with the action or appear in court.

» ADR shall be conducted virtually (Chief Administrative Judge Lawrence Marks’ AO/87/20).

» Arbitrations pursuant to the Part 137 Attorney-Client Fee Dispute Resolution Program will occur virtually.

» Small Claims Assessment Review proceedings shall be conducted virtually.

¢ Plans to conduct civil and criminal jury trials shall be developed and implemented as approved by the Deputy
Chief Administrative Judge. Civil Jury Summonses shall be mailed in Term 10 and Criminal Jury
Summonses shall be mailed in Term 11.
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ADMINISTRATIVE ORDER
SIXTH JUDICIAL DISTRICT

Pursiiant to the autherity vested in me, and in accordance with the recent

_operational protocols issuéd by thé Chief Administrative Judge for the trial courts of the

"Uniified Court System, I hereby order that efféctive immediately, the administrative order

dated March 31, 2020 which contains the initial protocols for virtual courtrooms in the 6t
Judicial district is hereby amended as follows: '
1) The timetable for implementation of virtual courtrooms for all matters
(criminal and civil) throughout the 6t Judicial District is hereby
-accelerated. ’ :
2) Effective immediately every court in the 6% Judicial District may bégin
using virtual courtrooms to hear essential matters, and shall do so to the .
fullest extent possible, under the protocols annexed to the administrative
order dated March 31, 2020 and any subsequent amendments thereto.
3 Notwithstanding the foregoing, nolater than 8:30am on Monday, April 6,
2020 all essential matters in the 6% Judicial District shall be heard using
virtual courtrooms under the protocols annexed to the adrministrative
order dated March 31, 2020 and any subsequent amendments thereto.

Dated: April 2,2020

Binghamton, New York
Hon. Eugene D. Faughnap, J.5.C.
Administrative Judge
Sixth Judicial District
Distribution:

HON. VITO CARUSO, DCA]



ADMINISTRATIVE ORDER
SIXTH JUDICIAL DISTRICT

Pursuant to the authority vested in me, in accordance with the recent operational
protocols issued by the Chief Administrative Judge for the trial courts of the Unified Court
System and after consultation with the Chief Administrative Judge and the Deputy Chief

Administrative Judge and

WHEREAS, New York State and the nation are now in the midst of an
unprecedented public health crisis surrounding the outbreak of COVID-19 (coronavirus);

and

WHEREAS, COVID-19 is known to be a highly infec_tious disease, and there is much
community concern that large gatherings of people can result in greater public exposure
to possible contagion or “community spread”; and

WHEREAS, on a daily basw, in courts across the State, hundreds if not thousands
of people representing a broad cross-section of the commumty gather to conduct
business in large groups in close proximity to one another, it is hereby

ORDERED that until the Second Amended Administrative Order issued on March
25, 2020 and any subsequent amendments thereto are rescinded, the attached Virtual
Courtroom Protocols, and any subsequent amendments thereto, shall remain in effect in

all Counties of the Sixth Judicial District.

Dated: March 31, 2020 | e e
| Binghamton, New York - M

Hon. Eugene D. Faughnar, JSC
Administrative Judge
Sixth Judicial District

Distribution:
Hon. Vito C. Caruso, Deputy Chief Administrative Judge, Courts Outside New York City '
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a. All countles: Immediate Arraignment Requests will be handled by the “on-duty”

consolidated courtroom judge;

a. Broome County:
_ l..dtyofgmghamwmmmedﬁmmmnemmugﬁs;

1. Quatifying offenses where bailIs sought or offenses for which an order
ofpmmabnksoudnwﬂlbehandtedmmlvbyomofﬂwﬂnm
Binghamton city court judges. If no City Court judge is avallable, they
may be handled by the on-call T&V Centralized Arraignment Part

| (Herelnafter ~“CAP”) judge, or bythe on-call coumy court judae

. Immediste Amlgnment Requests Outside of the Cltyofsmglumton

is sought theprlndpalmavbe

b. Tioga County:

dmpédoﬁaimammmmhnmbphewm-mmmof
the Centralized Arralgnment Part. These arralgnments will be

conducted remotely by the on-call CAP judge;
Is sought, but bail & not

‘sought,thedefendantshallnotbedmppedoﬁatmesmmumy

Jail. instead the police agency must request an immediate arraignment

* by the on-duty CAP judge. This arraignment will be conducted remotely
 with the défendant given access to skype at the potics station or NYSP

barracks;



sought. orforanoﬁemeforinhldna

:empomwotderofpmtecﬂonbmht,ﬂmpﬁndpalshallbedmmmat
ﬁwmaunwullpbehe@fcrﬂtemmmmofﬂwamw
Arratgnment Part. These amalgnments shall be conducted remotely by the on-

call CAP judge;

sought, or for an offense for whicha

mmmwomrofpiommsnmmmﬂmnummmm
omgoCounty Jatl where an unmedme arratgnment shallbeccuducted

remotelv by the on-call CAP judge;
d. Schuyler, Chemung, Tompkins, Cortiand, Madison, Chenam, and Delaware cOunty'

i. When a principal is arrested for a qua
foranoffenseforwhldlatemponworderofpmcﬂonbsousht.weam

agemvmavrequutanunmedlateamlsnmentManappmpﬂanTm
Vitiage, City, or muntyccmtludge based upon]urlsdictlonal requirements. Tlie
amtgnmemmllbecondmdremoﬁeiywlﬂithedefemntglvenmm
siipeaugepolleesmﬁondrmbamdé; | ' |
W Satundavs® Sundevs
| a. Broomemnty' ‘

i Cityof Binghamton Arraignment Requests: follow the same rules as weekday ‘

_ evenings as discussed above;
il mmmmmmmmomwematyofwamm
1. Forag pught medefendantmybe

‘ dmmoﬁamammmmwwnmbewmmmmnof



,u:ecemmedmrymemari There will continue to be both a
mcmtngandanevenlngnstonofﬂteCAPonweekends. These

arratgnmems will be. conducted remotely by the on-call CAP judse
sought bllt bﬂl Is not

\2. Forangffense whefe an .
. sought, the defendant will not be dropped off at the Broome County
tall. instead the police agency shall request an immediate arralgnment

by the o1-duty CAP . This iraignment will be conducted remotely

with the defendant given access to skype at the police station or NYSP

barracks;

1S SCUREIL, “maﬂmmma

temmwcderofpw@onbwmmepdmalmbedmpwdoﬁatm
Tloga muntylailtobeheldforthe mmammmmmmem .
part. Theseamignmmmbewndmed mnotewwme_omﬂmnme

c. Otsego County:
s sought, or for an offense for which a

I Fora '
temporavy order of pmectton is sought, the principal may be bmugbt to the

Otsego County Jall where an immediate arraignment shall be conducted

remotely by the on-cafl CAP judge;
d. deyler. Chemung, Tompkins, Cortland, Madtson. Chenango, and Delawale County'

L Whenapﬂndpallsanestedfora qualtfying G fense fc
for an offense for which a temporary order of protection Is sought, the arresting
agency may 'reqn;es.t'an immediate arralgnment from an appropriate :l‘own,

- \)Iu'age, City, or Codnty Couruudse based upon jurisdictional tequlrements. The



,ammm@twmbemwmwmmmfemmmmm ‘

' skypeatﬂnepbl&cestéﬁonorm-hmdis; )



i

IV. N

. Ve

' mwmmemmmmnmmaumwne&ommmwm’

Judge following a schedule to be provided:
WWeWMmmmnm&MmmmaMMmm
Clerk's Office. Separate contact !hfomm;n shall be provided foreacb office;
mmenﬁmmmmmdnllmmmeonwlmmm
orla-battomvdependmsuponthewunty Thatammsbaﬂbeglvena

chaneeto speakwlththeitdlentonmephone pﬂvavarbrtome

, amaignment.

The law enforcement agency shall contact the District Attorney’s Office to
amummdmaﬁa&nmgmmmmmm,mmammmn
they wish to; |
The law enforcement agency shall scan and emall the accusatory instrumentsto
the county court clerk, the on-cal assistant public defender, and the District

" Attorney’s Office utilizing enall addresses whith shail be provided;

The judge shall conduct the arralgnmen via skype. Atthe conclusion of the
arrélgﬁuieﬁt the judge shall emalil to the lawenfomementagenw an .
electronically signed securing order and shall emafl to all parties an order of
Mu ifappropriate. | |

All original papemorlt shall be matled to the eourt of geogtaphlc ]nrbdlctlon.

The arraigning court shou!d also emall a oopv of tlwe ortg!nal papemotk to

6ldcap@nycourts gov;



offatthe Bmmelalltoawaltﬂnnutﬂ?amlcnmmon

b. mmammv.
R manoﬁemoumdbmawofmmhamnoﬂwrﬂmnﬂmwhema

tempnrary order of protection is requested:

. The lawenfomementagenwshallecmctﬂte correct on—eallCAPjudge
following a sdndu!etobeprov!dad lfﬂnatjudsemnnotbemdzed
anyoftheothermdges!istedomhesdtedu!eunbeattemptedasa
backup.asmnmedtyandcoumqun]udgs.

The law enforcement agency shall contact the on-call asststﬁnt pubiic
defender at to advise them to join the skype channel. The on-call
assistant public defender shall be given a chance to speak to thelr ciient
on the phone prlvately prior to the anatgmnent,

The law enforcement agency shafl contact the m—an Assistant District
Attorney to advise them of the arralgnment so thatthey may}oin the |
skype arraignment Fftheywlsbto, ) '

The law enforcement agency shall scan and émaﬂ the accusatory
instruments to the on-call judge, the on-all assistant public defender,
and the District Attomey's Offce utllzing emall addresses which shall
be provided |

The judge shall conduct the arralgnment via skype. At the conclusion of

the arraignment the Me_sl';all emall to the law enforcement agency an



. electronically signed securing order and shall email to all parties an

6.

order of protection if appropriate.
All q}wnal paperwork shall be mailed o the court of geographic
Jurisdiction. The arraigning court shall also emall a copy of the original

paperwork to Gldcip@nycourts.gov ;

i A;ralgmnents for Blnshémmn City Court:
1; The lawenforcement agency shafl contact a Binghamton City Court

mdgetowwuctﬂteamlgnmentmmotelyfom“dwdulewbe

* provided. waatyeoummumthemmamfmum

county court judges can conduct such amraignment.

The taw enforcement agency shalf contact the on-callsssistant publi
defender to advise them to join the skype charinel. The on-call assistant -
public defender should ugyenadumwmkmmrwemmm
phone prlv'lately prior to the pmw

The law enforcement agency shall contact the on-call Assistant District
Attormey to advise them ofthe arraignment so that they may Join the
skype arraignment if they wish to;

The law enforcement agency shall scan and emall the accusatory
instruments to the on-call judge, the Binghamton City Cou& d&k‘s
office, the on-cll assstant public defender, the Binghamton Clty Court

" Chief Clrk, and the istrct Attommey's Offce utilzing email addresses to

beprovlded
Thejumshaﬂeonducttheamtgnmntv!askwe Attheeoncmlonof E

the arraignment the judge ;han emalito the law enforcement agency an



electronically signed securing order and shall email to all parties an
order of protection if appropriate.

6. Alloriginal ﬁap’mmk shall be mailed to the court of geographic
jurisdiction. The arralgning court shall aiso emafl a copy of the original
memrktoﬁmmw | '

¢ OtgoCounty. .
L The law enforcement agency shall contact the on-call assistant public defender
10 advise them of the amralgnment and to allow the assistant public defender to
have a private conversation with the defendant; |

il The law enforcement agency shall contact the District Attorney’s Office to notify
them of the arralgnment and aliow them to join the arralgnment dmannel, |

. mammmmlpmmmmmamamm '

i. Otsego County Dispatch shall notify the on-call CAP judse E

2, ommmmslutlmﬂwmommn&mwm

Iv. The law enforcement agency shall scan and emall the accusatory Instruments to
the on-call judge and the ign-call assistant public defender.

v. mt;wenﬁmemamwdwﬂﬁqnmnMpﬂnquwmm
Arialgnmel;t Part where an immediate Qm@mm shall be conducted via
Skype;. .

vi. All original paperwork shall be mafled to the court of geographic jurisdiction.
~ The arraigning court shafl also email a copy of the original paperwork to .. ,

Sidcap@nycourts.govV ;
.d. Schuyler, Chemung, Tompkins, Cortiand, Madison, Chenango, and Delaware County:



.

\ 3

The law enforcement agency shall contact the on-catl assistant public ﬁefende'r
wadvlsememofﬂteamrgnmeMandtoa!!owmeassistaMpudeefendeho

-haveapﬂvaﬁewmmﬂonwnhmedefendant;

The law enforcement agency shall contact the Dmnmmfsomoetomﬂfv
them of the arraignment and allow them to join the arraignment dtaunel;

The Iaw enf'qmenient agency shall contact a Town, Village, City, o County Court

ludge of appropriate jurisdictior to conduct the arralgnment remotely via Skype.

‘ﬁomthepolloestaﬂonormhamcks.

ThelawenfowemMagemvsfmﬂmnandemallﬁwammwmmmsto

the judge and the assistant publlc defender;

The judge shall conduct the arralgnment via Skype;

All original paperwork shall be mailed to the court of geographic juﬁsdicﬁpn. :

The arraigning court shall also emafl a copy of the original paperwork to

a. amom&‘rlogaCounty' .
| h Conedomstaffshalloontacttheomllwmdseuunﬂnsﬁwmw .

sdwdndelfﬂxemmustod!aldetakweswiwneedwbeam!gnedatmemn

of each CAP shift, utilizing the phone numbers!istedabove

. B Correctlonssmffslwutd contact the on-call assistant publlcdefen&er'atw

advtse them to join the skype channel. The on-call assistant public defender

shallbeglventhannewspeakto hlsorhefdlentonthephoueprlvatelvpdor _

- tothe ammnment;

. 13



. mmmméwlmmommmeﬁomwwmﬁmfﬂé
| mhnmem”ﬂmﬂwymyhlnﬂwskypeamlgnmmﬁmmw,

iv. mmeﬂomsuﬁﬂmnmnandemantheamwwmﬂuemsmmomn
Judge, and the on-call publu:defender )

v. ‘m:mmneondmmanammvtaskype At the conclusion of the
analgmnent the judse shall emall to the lawenfomementmncy an '

) msauywmmmmmnmumnmmmnmof
protection if appropriate. ' ' )
Wi, Aglumlbammmllbe&mqedtoqseeohnofg@mpm;n}umn.. -

. m;;falgmmhitdnﬂaboemana.wwofﬂwmwapemmu;
| Sidcap@nycourts BOV; | o
b, OtsigoCountyt |
I Amalgnmentsat the Otsegd County Centratized Auatgﬁm;ent Part shall be

*conducted as described In section li(c) above.



Mtngofmn?mdw

' L Recordmgof(:eumyComtprooedurescondmdnrlngmmalbmlmmsshanbe

W, -

dmuﬁﬁmammmrmmymmmwmskypedmnmmmw

.o b Rewrdlmofmaﬁemwnductedbyaﬁ?ludgeslnﬂbedonewmlt;am

mgtapwporme'mrdskwe'femm.
c Recoldtmofmatterscondumdbyaatymumudgeshallbedoneutiﬁzlnsanl’-‘lﬂor
 the“rocord kype” eature; |
Yechnical Amlstince |
a Shouldudmlcaiasktangebereqq&edbyoneofﬂue]udmﬂte’ymayol?tqhnby
'mmcﬁngnwmﬁdwmne:pmwmlmﬁesm)a(m)m
5344, OCA DOT at 1 (800) 622-2522, or Joshua Shapitoat(ﬁﬂ?ﬁﬁﬁ-lm
b Shoum any Law enfomement agency need assistance with lnstmctlons on how to join
mmmnnelmsmuw contact Joshua Shapiro at (607) 766-1079; '
ww
xy sewmomenmnbemmwsmeduﬂmmmmmomam
‘ematted to alljudges. Fthis s not possible Judges may also print,sign, and scan and '

emall securing orders. _
Ordetsoﬂ’mectlonmavbegenemted anebDVSai\dsévedasa.pdfﬂle. ﬁm.quﬂle

mayﬂrenbeemaﬁedtotheparttes. Aphyslalsignamtelsnotnemrypmvldedﬂte
defendanthasbeenglvennoﬂeeontherecordofﬂtewl’andlsselvedwlthawpyof
lt. lnﬂwammﬂvejudgesmayslgnalong-l:andeandscanandemaﬂlt. St

Orders of Protection



2 Whereppssib!elawenfommentag_eﬁessmuld provide the duty judge with the
temporary order of protection request and order of protection information sheet at

V.

Vi

w..

.mwmmu&swbrwmémmmmaﬂowﬂpjmmemmwammr

mmatmimmbovs prior to the arralgnment;

mmm

a. wuel'eposdbh menfommmWndsmﬂﬁmrpﬂmpﬂndpabandmmnﬂw
Dcsﬁnsemﬂmmmmalhmrvrepmelemmﬂy lfﬂtlslsnotpomlelaw

eufommmmmudimmmmlnal hmwmpcnwﬂieammm]udge

' .anddefemeoounseldumthqanalsnment,o_tscanandemalllﬁt.ﬁothe]udse:

Equipment Set Up:
a Eqmmbruﬁluimskypehubmandkmmdwlﬂ\hMM

attorneys, public defenders, and law enforcement agencies;

Y ldthemﬂte.skypewllfansaspegkerphone may be used with conference call

features. Ailh:dgéwﬂlbepwvldedwlth’me{
Updated Signs
a. ummmumatmemmméllmmmm
Police Departments wihich will need to connect via Skype . '
a. Aﬂwumysherlﬂ’somees |
b. AﬂbmlbwenfomeanagendesinﬂwsbtﬂljudIdaldlsm

[ S AllNYSPbamckstnﬂ\es!xth]udldaldlsmct;

Courtroom Access



a. (nall essential criminal court proceedings, going forward, the judge, court @Mn,
mds;qﬁirmmgys'wawmlmmnhy, will not be physically present In
. mt;eounmomunlesreqmmdwdosobythemm |
b. M&p&mofmmmvbhﬁwmmmwmimmwﬁwpmmd!m'
L Judges will have the abiity to “mute” any member of the public who is
* disruptive In the skype chennel;
s .wmeéounderlsmayéouﬂmemmemémmmwhenmmweaﬂm
court participants, they are encouraged to use available technology and appear

. remotely, to the greatest extent possible;



3.

 The attached Skype for Business Information sheet

Wheh'amépﬂiu a filing for a pon_znﬂailv essential matter, the derk shall require the Pegltﬁnlng .
party to provide contact information including address, telephone and emall for all necessary

mmesmdml'wﬂnémmmmfcmaﬂonmubemmwmamempfm.

If the Court-determines that the matter is essential and requires a oourt appearance, the Clerk
shall schedute a virtual Court appearance. All Court appearances shall be conducted by telephone
and/orvideoconference (contact information for Clerks Districtwide is annexed as Exhibit “A”).

. Uslhgsiypefétwﬁeﬁ,ﬂted;erkwﬂlsendanlﬁﬂmﬁonma[lnmwmawwto

jolin in the scheduled virtual court appearance. Court proceedings remain open to the pubiic, but
wﬂwmaﬁmummmm..ﬁames;bmm,wmssshw]mwﬂlmbeMnttnthe
courthouse. While Clerks may find nmrytobepmemmﬂtemm,meya'mabo
encouraged to participate remotely when possible.

Counsel should be preemptively advised that, unless special arrangements are made, the Skype
hearing will not provide a forum for confidential communication and thus privileged discussions
and preparation must take place outside of the virtual court appearance. Whether to meet in

" personor electronically is left to the discretion of individual counsel. Counsel and thelr client shall

decide whether they will be In the same physical location for particigation in the virtual.court
appearance. : . -

mmmmpunamwwmmmmmmmﬂmmam
mnmamﬂndmmmmemmmmampelan_ ' :

Whgnadun Repomﬂsrequlred;tl\é Reporter may, where appropriate, bhﬂléappear'ande
remotely. mnmtmum,mmmmnmmmmmmmwmmm

appearance from the courtroom. -

Each County Department of Soclal Services should equip one additional office with a Skype
enabled device for use by a pany,wumelorwlmmdoesmtoﬂw&ehaveamw
Skype and who Is necessary for the conduct of an essential court appearance. -

in the rare circumstance where a necessary respondent orwitness does not have access to Skype
audwmuhawmésmeemmdmﬁon,.mqomommwmmmrmm
devicesavallable. Please call {607) 240-5350 to make arrangements for a device to be temporarily
provided for the use of a riecessary party orwitness. . : . ) .

. ‘mhw@ﬁm&e’,mm o



INSTRUCTIONS FOR SCHEDULING A TEAMS APPEARANCE

UCMS SCHEDULING

It is of the utmost importance that you include TEAMS into UCMS Scheduling Comments for every
appearance scheduled for 10/1/20 and after. See example below:

TEAMS/FTR (if appropriate) 30 Minutes
FORMS

1. Run appropriate notice(s)
2. View the notice(s)
3. Change the Title of the document by
a. Removing IN COURT
b. adding: BY TEAMS (SEE ATTACHED) after or below the title. For example:

NOTICE TO APPEAR
BY TEAMS
(SEE ATTACHED)

SUMMONS TO APPEAR
BY TEAMS
(SEE ATTACHED)

An example of a notice is attached at the end of these instructions

4. Delete the following rows:
Part
Floor/Room
Location
Please bring this notice with you sentence located at the bottom

5. Mark the form completed
Print the appropriate number of forms
7. Email the notice to the appropriate agencies and/or counsel

o



CREATING THE TEAMS APPEARANCE

PLEASE NOTE: THE JUDGE/SM/COURT ATTORNEY IS NO LONGER SENT THE INVITATION

1. Enter the Judge/SM specific Outlook calendar.
2. Highlight the date/time of the court appearance on the calendar.
3. Click New Meeting near the top left of the ribbon.
4. Click New Meeting again.
5. Title the Meeting as Follows:
a. Title: The title shall include the following information:
TEAMS
FTR (if appropriate)
FF#
Case Name Including First and Last Name
Example: TEAMS/FTR 10500 Jane Doe v. John Doe
TEAMS 10501 Joe Smith v. Penny Smith **
** Any case that is scheduled with FTR will need to include FTR
b. Required: Email address of required participants - litigants and attorneys. Always
include the Cortland Family Back Office Skype Group to the Required field.
c. Start Time: Confirm the start time of the appearance
End Time: Pick the end time of the appearance (This should match Outlook)
Location: Leave blank (If you click the space bar in this field, you will not get the
message described in #8 below.
f. Free Space Text Area:
i. Click in the free space text area
ii. Click on the Signature button which can be found in the far-right hand corner of
the above ribbon.
iii. Click on the appropriate Judge/Court Attorney’s initials to insert the message
and link.
6. Print the appropriate number of invitations needed for mailing
7. Click Send

8. A message will appear indicating that the location field is blank unless you put the space in the

location area as set forth in “e” above. Click Send Anyway.

PROCESSING/MAILING

1. Highlight the toll-free phone number and the Conference ID number
2. Mail the following:
a. The notice/summons you prepared
b. The printed copy of the Teams Meeting
c. Quick Start guide
d. Notice
Updated 9/14/20



FAMILY COLRT OF THE STATE OF NEW YORK
O D '

n chio Matter of a UIFSA Proceoding Fic#l:
Doeket 92
Befly
Petitioncr, CSMS &:;
- againsg «
NOTICE TO APPEAR IN COURT
Jake BY TEAMS
Respondent. (SEE ATTACHED)
To:
4358 B. Pask S1. 22 Maplc Ave,
Fatmouth, M1 49532 Costland, NY 13043
You aro horeby nolificd ¢o appcar on:

Dato/Thme:  October S, 2020 5t 9.00 AM
Purpoge: First Appcaranoc
Presiding: Sarah A. Hincheliff, Support Magistrato

You must peovide the ocun with prost of yaur income and astets by October 5, 2020 oo tho aftsched
« fonn providod for hat purp You ere roquised ¢ h & current and scprescouativo paychock stub and
ot rocently fited state and fodaral income tax retums to said form, including o copy of the W-2 wage and
0 henitted with the Ywmny}e_ quired to fumnish past and pr 5 sax

. foio Danke nad "

crd buginess tx and roceipts for expenses or such osher measurcs of verification €3 the Coun
detcrmines agpeoprite

Dated: August 28, 2020 Learie Case, Charic of Court

CC: Ageacy Representative




RESCHEDULING A SKYPE FOR BUSINESS MEETING TO A MICROSOFT TEAMS MEETING

1. Bring up the Skype for Business meeting from either the CortlandFamily Calendar or the CRT_
Skype Calendar.
a. Open Ended Meetings are on CortlandFamily
b. Skype Meetings are on CRT_Skype
2. Open the previously scheduled appointment on the Judge/SM specific Outlook calendar that
you are rescheduling.
3. Move this meeting to a second screen
4. Modify the title of this meeting to make it a Teams meeting as follows:

a. Title: The title shall include the following information:
TEAMS
FTR (if appropriate)
FF#

Case Name Including First and Last Name

Example: TEAMS/FTR 10500 Jane Doe v. John Doe
TEAMS 10501 Joe Smith v. Penny Smith **
** Any case that is scheduled with FTR will need to include FTR

5. Click Invite Attendees on the ribbon
6. Go to the Skype Meeting or Open-Ended Meeting that you opened in step 1 above to copy and
paste the information below
a. Required: Copy and paste the email addresses contained in this field from the existing
meeting to the new Teams meeting you are creating.
b. Optional: Copy and paste the email addresses contained in this field from the existing
meeting to the new Teams meeting you are creating.
c. Start Time: Confirm the start time of the appearance
End Time: Confirm the end time of the appearance (This should match Outlook)
Location: Leave blank (if you click the space bar in this field, you will not get the
message described in #8 below).
f. Free Space Text Area:
i. Click in the free space text area
ii. Click on the Signature button which can be found in the far-right hand corner of
the above ribbon. (If you do not have a signature button, please see Debbie.)
iii. Click on the appropriate Judge/Court Attorney’s initials to insert the message
and link.
7. Print the appropriate number of invitations needed for mailing
8. CANCEL THE SKYPE OR OPEN-ENDED MEETING WHICH IS ON YOUR OTHER SCREEN BY
CLICKING ON THE CANCEL MEETING BUTTON TWICE AND THEN CLICK ON SEND CANCELLATION
9. Click send on the TEAMS meeting.



10. A message will appear indicating that the location field is blank unless you put the space in the

location area set forth in “f” above. Click Send Anyway.

GO TO UCMS

11.
12.
13,

14.
15.
16.
17.

Click on Inquiry

Enter FF Number

Highlight all the cases scheduled for this particular Judge/SM/Court Attorney and the specific
date.

Task swap into Scheduling

Change the Scheduling comments for the appropriate dockets

Add TEAMS to the Scheduling comments and delete OPEN ENDED and/or SKYPE

Leave all other comments.

GO TO FORMS

18.
19.
20.
21.

22.

23.
24,
25.

Run appropriate notice(s)

View the notice(s)

Delete In Court if it appears in the title

Change the Title of the document by adding: BY TEAMS (SEE ATTACHED) after or below the title.
For example:

NOTICE TO APPEAR
BY TEAMS
(SEE ATTACHED)

An actual example is attached at the end of these instructions
Delete the following rows:

Part

Floor/Room

Location

Please bring this notice with you sentence located at the bottom

Mark the form completed
Print the appropriate number of forms
Email the notice to the appropriate agencies and/or counsel

PROCESSING/MAILING

26.
27.

Highlight the toll-free phone number and the Conference ID number
Mail the following:
a. The notice/summons you prepared
b. The printed copy of the Teams Meeting
c. Quick Start guide
d. Notice
Updated 9/14/20



FAMILY COURT OF THE STATE OF NEW YORK

COUNTY OF CORTLAND :
In the Matter of a UIF8A Proceeding File #:
Docket #:
Emily
Petitioner, CSMS #:
- a@im( -
NOTICE TO APPEAR IN COURT
Jake BY TEAMS
Respondent. (SEE ATTACHED)
To:
458 E. Park St. 22 Maple Ave.
Falmouth, MI 49632 Cortland, NY 13045

You are hereby notified to appear on:

DateTime:  October 5, 2020 at 9:00 AM

Purpose: First Appearance

Presiding:  Sarsh A. Hincheliff, Support Magistrate

You must provide the court with proof of your income and assets by October 3, 2020 on the attached

« form provided for that purpose. You are required ¢o attach a current and representative paycheck stub and
mostrecently filed state and federal income tax retumns to said form, including a copy of the W-2 wage and
19X statement(s) submitted with the retums.  You may be required to furnish past and present income tax
retumns; employment statements; pay stubs; corporate, business ar partnership books and recards; corporate
and business tax returns; and receipts for expenses or such other measures of verification as the Court

determincs appropriate.

Dated: August 28, 2020 Laurie Case, Clerk of Court

CC: . Agency Representative




Joining a Skype For Business Meeting -

‘New York State Unffied Court System has been using Skype for Businiess (SfB) for both intemal
videoconferencing and remote video appearances with extenal pasties, sucti as attomeys, '
_litigants, and witnesses. This guide is for those who wish to join a court-organized
vldeoqonfetenmcau. : : s C

- s

Q1. What are the minimum requirements for participating a SfB videoconferencing call?
A_1.Youmﬁmademerormmqummwnam,aMa
high-speed Intemet connections. o :

| Qz._ldon'tha\igammftomee%SAeqwm.dnljdlnaSﬂvldeoeonfemoqica!l?

- A2 Va,mm_smlfuuypamdmmsfamemyfmmammwsef‘wtmpaymfora
QSLWhylsfghnmmwhmadewnmmpumMﬂlaonﬁeoMsyﬁan?

A3, Videoconferencing requires more computér horsepower than regular applications, suchasa
wpdmg.OhubmWSyﬁems@aWtMon&Mmﬂwm )
‘butlso’maieidﬁbnuﬁptedmblebemmenjomgkypecall. o
Q4. Can | join a S8 videoconference cafl without a webcam?
M.Mostlampsqrww,aswenasmmes,mwmlnMu& tf you don’t have 8

webcam, you can still join the SfB meeting. Péople can hear you, however, they cannot see you,
which is not desirable in most court prooeedlnss.

Qs What would you récommend for the audio?
" AS. Obviously, you don’t have a meaningful videoconferencing calls without the audio. To
achieve the best effects, we recommend the use of a USB héadset. You may use an external
whmhomwbﬁthsmmmmMneanwmm,m&meﬂ up
background noises. ln‘moseeases,yduslwufdsltdqsewmemmpm. _ A

Qé.ﬂowcanlmwmylntennetwnneahnkgoodmuahfbfa_skypevweoam

A6. Most people have broatiband (highspeed) connections from their service providers, such as
Spectrum, Cablevision Lightpath (Xfinity), or Verizon Fios. Under normal circumstance, those
mmmmmmmmwnmmwmskmmm ‘Keep in mind
matwmnyoummulngaskypevrdem;l_aummmmm,yoummpemm'me
bandwidth with other people staying home working, tearning and being entertained. o
Sometifes you may see your video has a lag and a pixelization. This Is a sign of internet traffic
congestion. mepmblemmllywmd&mpbvwaﬂetafewsewtm,sopbasebepaﬂem i
In-addition, please connect your computer to a network port in your router if possible. A wired
connection has better performance than a Wi-Fi connection, - ’ :

Q7. How can | prepare fyself fof the Skype video calls?

A7. We cannot emphasize enough the lmmmheg of perfoiming a test m!l'alm;d of time to
ensure equipment compatibility and to familiarize with the interface.. You may send your cefl

‘ plpongnumber.emauaddmfu,andprefem“a@andm'forﬂ;émw



skypetest@nycourts.gov. We will schedule a test call, send you the invitation and conduct the
_ test with you. . . : '
Q8. IsSkype for Business secure? '

. “A8. All ooi'nmh;titiops on Skype for Business are eni:rvpted; Microsoft designed the product
- with security in mind. To learn more about "sjecurity features: httg:i[docs.miérosoft.oom /en-
it vour-network/security-guide-for-skype-for-business-online

Q9.Can you share documents with all the participants?

A9. While you-can usé Skype for Business for document sharing, we recommend you contact
the clerk handling your case about the best approach for shaﬂng/sendlnﬁ documents. If you
have to, you can ‘share documents within SfB intwo ways: either open the document and share
the desktop for the parties to view, or share the document as an attachment for the partiesto -
download, view and print. Be aware that the document sharing feature might not work on all
platforms. ‘ : ' .

Q10. Where | can find tutorial on using Skype for Business?

A10. Please click on the link below:

4064-2016-67chfebf3cd5#0S Type=Windows
Q11, What are the most common problems a user will en
support during the video g:all?

counter, and where | can get technical

A11. Common issues include:
Select the correct audio device.

Pedpie cannot hear you: Make sure you are not muted. B) .
t muted. B) Raise your speaker

| cannot hear other people: Make sure other people are no
volume. s

My video is off: Make sure the camera is
_ you have a multiple cameras. . .
e |hearecho: Lower the volume of your speakers will usually reduce echo.

¢ Hanging up and reconnecting a call will many t}més resplve the issue. )

My Skype call becomes non-responsive: This is usually caused by-some other software or
background process running on your computer. Make sure your all your software is updated
and security patched well ahead of the video call. Itisalsoa good idea to reboot your computer

at least one hour before the meeting to get a fresh start. L
1 am in the middle of the video call, something goes wrong. What should | do: It is impossible to
provide technical support in the middie of a call? If problems cannot be resolved using the tips

above, the best bet is to hang up Skype and reconnect.

turned on and the correct camera is selected when

Q12. Can | use my Skype to joina Sf8 video call?

A12. Many of you may be familiar with Skype, a videoconferencing and IM product targeted at
the consumer market. Skype for Business (SfB) is an enterprise platform for secure . :
communications and collaboration. For allintent and purpose, you cannot use Skype in court-

organized 5f8 video calls.
Q13. Why cgn't' Fuse othe} products, such as FaceTime, for videoconferencing with the courts?



. experience?

. meréaﬁmgmvweowhﬁmndmpmdmmthemm Forwmple.Faeeﬂmelsmﬂent '
.forW—ﬁq—po{Mvﬁeocg!kﬁMendsmeApp!epmﬂuﬂs. When using videoconferencing In
,amnprpmdhmqemwtisem,amn'pmd,mwmmmebyﬂ:é'co&nsvsmﬂnﬂs
secure, scatable to support multi-party call, versatite to work with different computersand -
. Q3. Whom should | contact to schedule 8 Skype video call with the judge and other parties?
'Alé.voudwu!deontactﬂ\ederkofmgabmpimemn'fprpmdmontmlmsdledule
and participate a videoconferencing cali for courtroom proceedings or aftorney/client -
consultation. More Information could be found at www.nveourtsgov =~ -
" Q14.Can join a Skype video éallsing an [Phone or Mac?. : -
A4, vqe.mngowmmmmmmmm'smefmmamm&mm
ogs.ﬁ.lpmmmumﬁomm,mmwmm'adnévethebemwbangm'

- A15. Select a qulet room, preferably no windows behind you. ifyou do have windows behind

you has to be behind you, close the blinds. )
: ms.-mwlmhmbhmdmm;hempeumb'pwn?
" Al6: mkémln&QMMerWMbwwaum'
downloading the plug-In. Piease see technical support in your organization and let them know
younwdthkmistoncﬂticalapplkaﬁoﬁtov{ork._ : - '
- Q17. Can 1 join the eeting from multiple devices at the same time?
A_.17.'$nme,ofyoub«wesetupmulﬁp!e¢evtob'$atmebbemgdvbrmmm we
want to commeénd you being prepared for equipment fallure. However, it is not a good idea to
mwdevbu.sud\amrtphoneamla‘bm,wmmmesmgnmﬂiesmm.'-m
‘addition to create confusions for everyane, this will waste Intenet bandwidth, and cause '
" feedback and echo for everyone. ' . ' ' 6 - .
" Q18. How can | have the best Virtual Courtroom experience?
* A18. Ifat al possible, adding a second monitor will enhance thie virtual court room experieice.
Dnespeenqaubensedforveewﬁngﬂteﬁdeofeedqfﬂtgmﬂaudﬂwsebonpmenmbemd
for document viewing or other work. Here are three common approaches to setting up dual
qmnito#satlwﬁe: ' . SR
Connect an external monitor to your existing laptop or desktop. o
e, Use your laptop for videoconferencing, use your desktop PC for emall and document viewing.
Usémmhphehfymownfemhdq&mwmmpordeskprqremuw ’



NAME .__- | OFFICE | SKYPE "PHONE
JudithOsbumn | Chief Clerk—S&C loshum@nveourfs.gov | 607-240-5926
Cheryl Obenauer | Chlef Clerk—Family clidell®nveourts.gov | 607-240-5870
Rebecca Malmquist Chief Clerk -Surrogates mmaimaui@nycourts.gov’ 1607-240-5793
‘| TracyAllen - Députy Clerk - Surrogates | tal 607-240-5794
CHEMUNG COUNTY .
NAME OFRCE : SKYPE__ - - PHONE -
Samantha Pike | Chief Clerk—S&C spike@nvcourts.gov 607-873-9451
‘| Kierston Brown | Deputy Clerk - S&C gov _-| 607-873-9455
Caitiin McGurgan | Chief Clerk — Family 607-873-9491
Colleen Philllps | Deputy Clerk - Family 607-873-9483
laurie Hubbard | Chief Clerk—Surrogates ~ | lhubbard@nvcourts.gov 607-873-9441 |
Donna Marrone | Deputy Clerk - Surrogates m 607-873-9442
NAME: OFFICE SKYPE B ~]PHONE .
KimberlySitts | Chief Clerk—S&C ksitts@nycourtsgoy | 607-337-2457
7all Rogers . | Deputy Clerk—S&C 607-337-1439
KerenMeatey | Chief Clerk—Family kmealey@nycourts.gov | 607-337-1820
Tammy Powrie | Deputy Clerk - Family : pycoL 607:337-1824
Maria Matott - | Chief Clerk — Surrogates 1 607-337-1827
- [ NAME OFFICE ' . ~_| PHONE
EmilyStith. . | ChiefClerk—S&C ith@ny ;. | 607-218-3322
Steven Tillotson | Deputy Clerk —S&C . | stillots@aycourts.goy- . | 607-218-3321
leureCase | Chief Clerk—Familly lase@oycourtsgov - | 607-218-3323
Lynne Day - Chief Clerk - Surrogates idsy®nycourts.gov 607-218-3336
. § .
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NAME . OFFICE . SKYPE .| PHONE

Mary Hodges Chief Clerk - S&C mhodges@nvcourts.gov | 607-216-6611.
. | Chief Clerk - Family '

Lori Decker Chief Clerk—Surrogates | ldecker@nvcourts.gov | 607-216-6655




