HEARING OFFICER TIPS
· Set the ground rules for hearing procedures and consistently abide by them, such as: 

· time limits

· public to comment ONLY from the microphone when called; 

· public to address hearing officer and NOT the audience;

· questions will not be answered during the hearing process - please refer them to staff at the information table.

· Be aware of all team members, especially the hearing coordinator and law enforcement, in the event important information or circumstances need to be communicated to hearing officer that may affect the hearing.  Often problems occur outside of the hearing room or the hearing officer's attention.  The hearing coordinator may bring notes to the hearing officer and may ask for a brief recess to solve a problem.

· Be aware of court reporter's understanding of and ability to hear all oral testimony.  It is acceptable and valuable to take a moment or a break to communicate with reporter or allow time for problem solving.  Without an official transcript, it is as though a hearing did not take place; therefore, the reporter's needs are paramount.

· Inform anyone who is reading their testimony at a fast pace to please read more slowly in order that the court reporter can accurately record the comments.

· Be aware that a single situation can result in losing control of the hearing, such as: 

A. accepting questions; 

B. allowing exceptions to stated procedures such as a time limit; 

C. allowing cheers and jeers; 

D. allowing speakers to face the audience rather than the head tables; 

E. someone speaking from or to the audience.

· In response to situations, reiterate the purpose of the hearing and procedures

· Allow additional testimony if time remains after taking comments from all registered speakers.  Ask the person to fill out a registration card and wait to be called to the microphone.

· During a short recess, discuss with hearing team members the need to extend the hearing time to allow opportunity to hear all registered speakers.  Note, often people will leave during a break, thus reducing the number of speakers.

