Video Court Proceedings Procedures
With Department of Correction Facilities

There are many advantages to using video conferencing equipment to hold video court
proceedings with the Department of Corrections (DOC). Several reasons have been
listed below:

A.

Reduce security risks for judges and others in the courthouse/courtroom; escort
officialswhilein transit; other detaineesin local jails; and prisonersin public
areas.

Reduce the incentive (trip to the courthouse) for some incarcerated defendants to
file suit or other documents.

Save time and money, improve personal and public safety.

Reduce risks associated with moving offender from DOC facility to courtroom
(e.g., opportunities for escape or to obtain weapons/contraband).

Reduce transportation costs, (e.g., escorts, vehicles, fuel, time).

Proceduresfor scheduling a video hearing.

Check Codian Bridge Availability

Before issuing aWrit of Habeas Corpus Ad Prosequendum (sample form attached),
check the Codian Bridge scheduled call list for available times to hold a conference with
the appropriate DOC facility.

Log into the Codian Bridge and review scheduled hearings.

B.

NOTE: Scheduled conferences follow a specific format. This allows acourt to
locate an available date and time without having to scroll through the entire list of
calls. Use the same format when scheduling your call. Theformat is Correctional
Facility name (acronym)-date of scheduled call-county scheduling the call. Make
surethisinformation has been entered in ALL CAPS. The example listed under
the Log-in Procedures shows two calls with the Algoa Correctional Center for Boone
and Callaway counties (ACC-9-2-09-Boone County).

L og-in Procedures

Log into the Codian Video Bridge by typing http://smpbrO001 on the web browser
(internet).

The Codian home page will appear, click on “log in” in the upper right hand corner
of the screen.
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http://smpbr0001/

MCU 4220

Codian o 1050:21.246
Login  Hel
Stream a conference l:]
Streaming is not enabled on this unit
Sign-in name k
Conference ID
PIN

Streaming ratel?d Ok, Palycom(R) SirenT4(TM) audio, Windows Media Playerj

Strearm this conference |

show advanced streaming options

3. Click onthe “changelog in” button.

Codian MCU 4220

Logged in as: jonestim
Change log in

User options:

e Miew and configure conferences
« Update user profile

e Streaming-only interface

4.  Enter the Court Location’s 1D and password (Make sure the ID and password are
entered using the same alpha or numerical case style (lower case, upper case, title

case, etc.) sent to your local security point of contact by OSCA security. Click
“OK” or “Enter” on the keyboard.

NOTE: If you do not have the court location’s ID or password, please notify your
local security point of contact person in your office.

Enter Metwork Password x|

? Thiz secure Web Site [at 10,9824, 24E5] requirez vou to log on.

Fleaze type the Uzer Hame and Paszword that you wuze far

10.98.24. 246,
zer Mame I ;I
Pazzword ||

[ Save this password in vour passwaord list

| (] I Cancel
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5. Click on*“View and Configure conferences’ link.

Codian MCU 4220

Logged in as: jonestim

Change log in I

User options:

e Miew and configure conferences -

e Update user profile

e Streaming-only interface

6. View the conferencelist for an available date and time. In the example below, the
Algoa Correctional Facility has been scheduled by Boone and Callaway County on
September 9, 2009. The scheduled call follows the standard format of
Correctional Facility name (acronym)-date of scheduled call-county scheduling
the call. Make surethisinformation has been entered in ALL CAPS. Callaway
County call hasacall scheduled from 2:00 p.m. — 3:00 p.m. and the Boone County
call has been scheduled from 3:00 p.m. to 4:00 p.m.

13 scheduled conferences

Delete selected Add new conference Page 1

Name ¥ Numeric ID Security owner Status Start time End time
ACC-09-02-09-
r

BOONE <nonex Jonestim Yet to start 15:00 16:00

ACC-00-02-09-
CALLAWAY

<Nnone jonestim et to start 14:00 15:00

C. Scheduling a Video Conference

After locating an available date and time for your call with DOC, schedule the conference
now. Thiswill alow your court to block thistime.

NOTE: If youlogged out of the Codian Bridge scheduling screen, you must log in
again using the log in procedures.

If you did not log out of the system, continue to step 7 below.

7. Click onthe “add new conference” button.
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10.98.29.296

Home > Conference list

Conferences rMowe participants

Mo active conferences
Page 1

Description Owrner Registration Participants Start time

Mo active conferences

Page 1

Mo scheduled conferpralg

Numeric
I

Page 1

NName v Security Owviner Status

Start time End time
ro scheduled conferen

Ences=
Delete selected | Add new conference Page 1
S —

2 completed conferences
FPurge selected | Puras all_ |

I CoDIan BRIDGE TRATIN

Page 1

sStart time End time
Jonestim Feb 19 zo0s. 13:30 Feb 19 008, 15:45
Jornestim Feb 28 ZOo0os,. 09: 30 Feb 28 zo0sS. 1z:00

I~ Codian Bridge Training

FPurge selected | FPurge an_ |

Page 1

7. Thefollowing screen appears. Click on the * preconfigured participants’ button.
By clicking on this button, when you call the Codian Bridge on the date your call
has been scheduled, the system will automatically call the appropriate DOC
facility. NOTE: DOC must have their system on for this feature to work.

Cc:-fdic:r'\

Hoenm T Profie
Canference lind Akl confesrenne

Al e e o [!

i - ordeTEre e I Fim-cnrfipured participerds

ramenm |

tmacription [

{ ptsmral
Prop——1 | [ tional)
o | [ oo ssnal
FIPree g r— 1 | { et sl )
ek mir [ : g s %
Bluamasee 10 megletration T .22 gatekesper | S0 regsise |
PR Dy guests remain [Destnneer] sl paeficipsn) "_I‘
Fhoai el L Puabi ._....ll..lll.-.-«.u..... sl widy -]
eerimr [Binck ee { el
imibsitt II itili :]
Loyt cofvkrml vwe FECC £ O
Inwits frie-cof
' : It i =l

™ eima

iF Friatiiend dugiiims ah stditonal vbeis pist

videa poits to reserve

silipe iy POt Lo rese v 0

St art tang B 1=

(tene mow 081190 |
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9. The following screen will appear. Select (check mark) the appropriate DOC facility.

10. Click on the “Return to conference configuration” button.

Pre-configured participants

Available endpoints
[© HS23: Cole County
¥ H.32X FRDC
[” H.223: \Oregon County Courthouse
" H.323: 5CA Alameda 800D

[T H.223: OBECA Alameda YiewStation
[” H.323: 0%CA C5 Yiewstation

[T H.323: OFCA IT

[T H.323: OFCA Test

[7 H.323: Ppttis County Jail

[© H.323: SULLIYAN CO CIR CT

" H.323;/Syler Co

" H.324: Wright Co Detention Center

Return to conference configuration |

11. Thefollowing screen will appear that contains a* conference settings’ message in the
upper left hand corner of the form and the upper right hand corner will state “Pre-
configured participants (1).

Conference settings

1 pre-configured participant has been addéd.
The pre-configured participant changes will be lost unless "Add conference”is selected.

Add conference Pre-configured patticipants (1)

Parameters

MName
Descriptianl— {optional)
Numeric 1D {optional}

PIN {optional)
Guest numeric 1D {optional}
Guest PIN l— {optional)

Murneric 1D registration [~ H.323 gatekeeper [ SIP registrar

When only guests remain |Dwsconnect all panicwpantsj

Flaor and chair cantral |AHOW flaar cantral only |
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12. Complete the appropriate fields. See explanation of what information should be
entered in each field on the screen print following this screen.

MCU

host: 10.98.24.246  login: blocklea

Help

Home > Conference list = Add conference

Add conference

Add conference Pre-configured participants |

Parameters
Name

Descriptionl— (optional)
MNumeric D I— (optional)
PINI— (optional)

Guest numeric ID I— (optional)
guest PIN[ | (optional)

Mumeric ID registration I H.323 gatekeeper [ SIP registrar

When only guests rerain |Disconnect all panicipamsj

Floar and chair control |Allnw floor control only =l

Ownerlm (fized)
visibility [Public =]
Encryption Im
Layout control wia FECC / DTMF lm

Invite pre-configured
participants

Mute on join [~ audio [ video

Streaming | <streaming not enableds ¥

Content channel video [Enabled ¥| if Enabied requires an additional video port

Content contribution fram l—_l
endpaints Eniabicd

Yideo parts to reserve |0
Audio-only ports to reserve |0

|At the start of the conference j

Start time and duration
Start time |08 : IWB (time now 08:19)
I14 |May j |2009 ik (5 (Y Set to current time |

Start date
14 2009}

Permanent [~

Maximum duratlunl[l days |1 haours |El minutes

Repetition

Interval & No repeat
© Daily
1 Every |week ~lon Cmon ™ Tue ™ wed T Thu ™ Fril” sat ™ Sun

C The Iﬂrst j' IMonday ~| of every month

Termination & No end date

© after repetition(s)

€ End on or by [14 [may 2 FITE] (Today is May 14
2009)

Add conference Pre-configured participants
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Field What do | enter?

Name

Enter the title of your conference. Usethe standard of: Correctional Facility name
(acronym)-date of scheduled call-county scheduling the call. Make surethis
information has been entered in ALL CAPS. Example: Call for Algoa
Correctional Facility ACC-09-02-2009-BOONE COUNTY. Thisfield allows 19
characters. Thisinformation will also be entered on the writ.

Description

Include your name and a phone number with area code where you can be reached in
thisfield. Thisinformation is used by OSCA if the person who scheduled the
conference needs to be contacted.

Numeric ID (optional)

DO NOT USE

PIN

Enter aPIN. You will send this PIN to DOC if the pre-configured conference
feature is not used. Thisis an aphanumeric ID you create. Thisfield allows 32
characters. NOTE: If you're using the pre-configured conference feature, it’'s not
necessary to send the conference PIN to DOC.

Guest numeric ID

DO NOT USE

Guest PIN

DO NOT USE

Numeric ID registration

Only use thisfield if the conference will be marked “private” otherwise do not use
thisfield. See Visibility step below for an explanation on the use of private
conferences.

When only guest remain

Enter Disconnect all participants. When the chairperson leaves the conference, all
other participants will be disconnected.

DO NOT USE - Takeno action. This option allows all participants to continue the
conference until the last one disconnects.

Floor and chair control

Controls "Floor and chair control" settings for this conference. The options are:

o

«» Donot allow floor or chair control: the use of floor and chair controlsis
not allowed in this conference

< Allow floor control only: only floor control is allowed in this conference;
chair control is not allowed. Any participant can 'take the floor' so long as
no other participant has currently 'taken the floor'

« Allow floor and chair control: (recommended) both floor and chair
control are allowed in this conference. Any participant can take the floor,
and any chairperson participant can take the chair so long as no other
participant has currently done so.

Floor Control — any person on the call can be visible on the full screen of the
conference.

Chair Control — the person that scheduled the conference may choose which
conference participant video site displays in the full screen. The conference
scheduler may also disconnect any other participant on the call.

Owner Defaultsto Court Location ID.

Visibility Typically most conferences will be marked Public. DO NOT mark your
conference as private. If privateis used, the name of the conference will not be
included in the list of available conferences on the polycom system. When the
conference is marked public, no oneis able to log into the conference without the
PIN number.

Encryption Use the Default “Optional”
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Layout control via

Use the default “Enable”.

FEC/DTMF

Invite pre-configured Select When at least one other participant is present.

participants

Mute On Join DO NOT USE (It is not recommended that parties be muted at time that call is
connected)

Streaming DO NOT USE (Thisfield should be grayed out)

Content Channdl Video

DO NOT USE (Thisfield should be grayed out)

Content contribution form
endpoint

DO NOT USE (Thisfield should be grayed out)

Video ports to reserve

Enter aminimum of 2 or amaximum of 40. NOTE: A port must be reserved for
the location placing the call. If other people (e. g. defense attorney) will be
participating via video conference from another location, a port must be reserved
for that person. For example: If the defense attorney, DOC and the court will be
participating, aminimum of 3 ports must be reserved.

Audio only portsto reserve

DO NOT USE

Start Time and Duration

Start Time Enter the start time for the conference. It isrecommended that you enter the start time
at least 15 minutes prior to the start of the conference. NOTE: time must be entered
using “military time” i.e. 13:00 not 1:00 p.m. Only schedule for the amount of time
needed.

Start date Enter the date of the conference.

Maximum Duration

Interval

use.
Repetition

Enter hours and/or minutes for thecall. NOTE: Do not over book the amount of time
needed for the conference because that time will not be available for other courts to

Select “No Repeat” if thisis aonetime conference.

13. Click “Add Conference’ button.

NOTE: If the number of portsyou requested is not available, you will receive an
error message (error: over-allocation; limit isxx with H.239). 'Y ou can change
the conference date and/or time. |If the conference date and/or time can
not be changed, call the OSCA Help desk at 1-888-541-4894 for

assistance.

14. Y ou will receive a message that the conference was added. The conference will
also appear in thelist of scheduled conferences.
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Conferences Move participants

@rence "Codian Confe@‘acheduling“ added

No active conferences

Page 1

Description Owner Registration l-""articipants Start time ki
remaining
Mo active conferences
Page 1
Q:heduled conference >
Delete selected | Add new conference | Page 1

Mumeric
1D

Security Owner Status Start time

Name ¥

Codian
[T Conference PIMN jonestim  Wet to start 15:00 16:00

Scheduling

M. Writ of Habeas Corpus Ad Prosequendum

After the conference has been scheduled, a Writ of Habeas Corpus Ad Prosequendum
must be completed (See sample writ attached), faxed and mailed to the appropriate DOC
facility. DOC has requested that the name of a contact person and telephone number be
included on the writ. Thisinformation is helpful when DOC needs to contact the court if
an offender has moved to another facility or if there is a scheduling conflict.

NOTE: Enter the Bridge IP Address of 216.229.71.183 on this form.

Fax and mail the completed writ to the appropriate DOC facility.

NOTE: DOC has requested that the writ be sent 3 to 4 weeksin advance. They will
accept an occasional emergency hearing. Please contact DOC prior to
scheduling the emergency hearing. DOC will not move an offender after
receiving a Writ unless the offender has to be moved to 120 day treatment
program. DOC will notify the court if an offender has been moved from the
facility prior to the scheduled hearing.

1. Cancelled Hearings Before the Hearing Date

If all hearings scheduled have been cancelled prior to the hearing date and time, delete
the scheduled hearing from the “scheduled conference” list. Thiswill open that date and
time to be used by another court.

Locate conference on the list, click on the box to the left of the conference and click on
the “ Delete Selected” button.
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NOTE: If ascheduled conference had a PIN associated to it, locate the conference in the
conference list; double click on it to open the scheduling box. Delete the PIN
and click “update conference’.

NOTE: Do not delete a Conferencethat has been held.

V. Day of Call

Log into to the Codian Bridge at least 15 minutes prior to the start of the call.

1.  Select the Codian Video Bridge Address from the Polycom Address Book. If the
bridge is not an item listed in your address book, call the bridge directly or add the
bridge IP address to the address book.

The Codian Bridge IP address for participants on the judicial network is
10.98.24.246

The Bridge I P address for outside agencies not on the judicial network (e.g. DOC)
i$216.229.71.183

2.  Pressthe" Far" key (Far End Control) on the remote control

3. Presstheright arrow key and then the “# “ (Pound) key on the remote (a number
pad should appear on the television screen.)

4.  Enter Pin Number -- " xxxx" and presstheright arrow key again

5. Youwill hear an audio message, "Hello, welcome to the conferencing system. You
arethe (the system will give a number) participant to join the conference.”

V. Multiple Judges Conducting Calls

If there will be multiple judges in one court location conducting calls on the same day
and time, it is recommended that each judge conduct his/her hearing then switch with the
other judge.

Currently, DOC has all offenders available for hearings and brings each defendant into
the room one at atime for the hearing.

VI. When Video Conferenceis Complete

When the video conference is completed, disconnect the call.
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