	Checklist of the Roles and Responsibilities for Presiding Judge, Court Administrator, Public Information Officer, Information Technology, and Court Security for Venue Selection- Process of confirming the case is proceeding at this location. 
	Presiding Judge
	Court  Administrator
	Public Information Officer
	Information Technology
	Court Security
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	Identify where the case is in the court process.
	 
	 
	 
	 
	 

	Identify members of the Leadership Team (presiding judge, court administrator, public information officer at a minimum) taking into consideration needs, authority, and skillsets.
	 
	 
	 
	 
	 

	Convene a Leadership Team meeting to evaluate the potential scope of public and media interest as early in the course of the case as possible. Identify what role each member of the Leadership Team is to fulfill and exchange emergency contact information among the team members.
	 
	 
	 
	 
	 

	Set a Leadership Team meeting to assess skillset of staff, available resources and expertise, security, and facility assets and limitations to begin drafting a plan.  
	 
	 
	 
	 
	 

	Presiding judge to determine personal communication protocols: Does he/she want to be advised of media concerns that might arise during a trial, how does s/he like to communicate (email, in person, by phone), etc. The judge in particular will have many pressures and little free time during a high profile case, so these are important discussions to have. The preferred practice will vary from judge to judge and court to court, so it is important to have this discussion every time there is a new high profile case assignment.
	 
	 
	 
	 
	 

	Assemble and review documentation on relevant state/local rules and orders, statutes, case law, and expertise available.
	
	
	
	
	

	Determine if the court has the ability to address fair trial issues in the court location.
	
	
	
	
	

	Discussions between chief judge, court administrator, public information officer  and potential presiding judge(s) to determine case assignment.
	
	
	
	
	

	Consider appointing one judicial officer to handle all the court proceedings and a second to handle logistical issues.
	
	
	
	
	

	Jury

	Coordinate with the jury department to ensure adequate summonsing of jurors, whether in venue or change of venue location. 
	
	
	
	
	

	Media

	Establish a local media committee that will hash out issues, such as determination of pool camera, specific logistical needs for media, i.e. staging, cabling, etc.
	
	
	
	
	

	Determine if additional space is needed for the media, i.e. “media village.” There are two approaches: the court meets with appropriate owners to facilitate contract negotiations between them and the media or the media is solely responsible for making all arrangements.
	
	
	
	
	

	Security/Facility

	Court security to conduct a full security assessment of facilities, logistical resources, and manpower, then report to Leadership Team (Link to Ct Security page).
	
	
	
	
	

	Assess impact to judicial or staff parking due to increased traffic flow at the courthouse. Create special signage, if necessary.
	
	
	
	
	

	If case is controversial, establish protest zones for pro and con groups.
	
	
	
	
	

	Technology/Website

	IT team to perform assessment of available technology identifying additional infrastructure and equipment needed to facilitate a high profile trial. (Link to IT page)
	 
	 
	 
	 
	 



