
ORIENTATION FOR NEW 
CHAMBERS STAFF AND 
CASE MANAGEMENT:
WHAT YOU WISH SOMEONE WOULD HAVE TOLD YOU WHEN YOU FIRST STARTED

Presenter
Presentation Notes
 Good Morning!Thank you Cathy/Check voice volume and speed Intro self:     22 years with courts 	6 years in clerk’s office	16 years in MJ chambers (JAG 11 yrs + JEH 5 yrs) This a.m. I’m speaking about What to teach a new member of Chambers to get them off and running.As a point of reference or to explain my vantage point for this presentation – I’ll briefly go over the CDIL.



VANTAGE POINT:

CDIL makeup:

• 4 District Judges

• 3 Magistrate Judges

• 4 Senior Judges 

• 4 divisional offices

Presenter
Presentation Notes
CDIL is made up of 4 divisions and has 4 district judges, 3 mag judges, 3 senior judges.  We are 1 of 3 Districts in the State of Illinois and we cover 46 counties.Nationally in comparison the CDIL is considered a medium size district.My chambers makeup: 1-1-1. Judge-Career Law Clerk-Paralegal.Additionally, the Courtroom Deputy is not within chambers but in the clerk’s office. So what does Medium sized court mean?



VANTAGE POINT:

In 2018:

1,337 civil cases (cv)

47 misc cases (mc)

131 criminal cases (cr)

33 magistrate cases (mj)

Presenter
Presentation Notes
 Our Medium Sized District: We are big enough that some jobs are specialized but there is a lot of cross training as well. With this case load the sharing of information is important.My favorite quote related to sharing information: 



If I give you a dollar and you give me a 
dollar, we both still have a dollar.

If I give you an idea, and you give me 
an idea, we each have two ideas.

Presenter
Presentation Notes
Because we are not a Large court we attempt to cross train as much as possible.So where do we begin with training? What things does a brand new member of chambers need to know initially to understand their job and what part of chambers they play a part of.



AREAS TO COVER WITH NEW CHAMBERS STAFF

• Key Sources of Information

• Chambers Calendar

• Docketing

• General Information

• Case Management

• Full Text Search



SOURCES OF 
INFORMATION

Presenter
Presentation Notes
It is important to know WHERE to find an answer If you don’t know the answerWe live in an internet world so its important to share the best places to look for more info “You don’t know WHAT you don’t know”I will now highlight  for you some of those sources



SOURCES OF INFORMATION

• Jnet

http://jnet.ao.dcn/

Presenter
Presentation Notes
What is the Jnet?   Judicial InternetDo any of you have frequently used pages from the Jnet?***DEMO***Go to scrolling new item 2 – JEH’s perspective on Office 365Quick links in center of page				Judge’s corner / chambers staff / ethics for law clerks location		Forms: listed by AO n# or nameHuman Resources: tab, training, scroll to bottom for “Training and information for employees” 

http://jnet.ao.dcn/


SOURCES OF INFORMATION

• Jnet

• http://jnet.ao.dcn/court-services/judges-corner/chambers-staff

• Local Court website

• http://www.ilcd.uscourts.gov/

Presenter
Presentation Notes
Local Court website (internet site)** No DEMO**This is what attorneys see when checking the court’s website. Good place to be sure the Local rules are updated	

http://jnet.ao.dcn/court-services/judges-corner/chambers-staff
http://www.ilcd.uscourts.gov/


SOURCES OF INFORMATION

• Jnet

• http://jnet.ao.dcn/court-services/judges-corner/chambers-staff

• Local Court website

• http://www.ilcd.uscourts.gov/

• Intranet Court website

• http://www.ilcd.circ7.dcn/

Presenter
Presentation Notes
	 versus  	Intranet site – “inside the courts” or “on the dcn”**No DEMO**/Discuss only	Quick Links:	District map – access to the district map needs to be on intranet 		somewhere	Chambers tab – personnel listed for individual chambers	

http://jnet.ao.dcn/court-services/judges-corner/chambers-staff
http://www.ilcd.uscourts.gov/
http://www.ilcd.circ7.dcn/


SOURCES OF INFORMATION

• Jnet

• http://jnet.ao.dcn/court-services/judges-corner/chambers-staff

• Local Court website

• http://www.ilcd.uscourts.gov/

• Intranet Court website

• http://www.ilcd.circ7.dcn/

• Circuit Library site

• http://lib.circ7.dcn/

Presenter
Presentation Notes
Circuit Library site: Plethora of info… ***DEMO***example General Reference/Medical Resources/Dorland’s 

http://jnet.ao.dcn/court-services/judges-corner/chambers-staff
http://www.ilcd.uscourts.gov/
http://www.ilcd.circ7.dcn/
http://lib.circ7.dcn/


SOURCES OF INFORMATION

• Training page for SDSO

• http://training.sdso.ao.dcn/

Presenter
Presentation Notes
Training page for SDSO = Systems Development and Support Office	Instructor Led and Online training resources		for example, our law clerk doesn’t do much CR work but 	can watch a video CM/ECF Speedy Trial		CMECF speedy trial – good for new JA’s and CRD		MJSTAR – good for new MJ staff	also MICROSOFT on blue bar at top	and a good resource for other duties as assigned		

http://training.sdso.ao.dcn/


SOURCES OF INFORMATION

• Training page for SDSO

• http://training.sdso.ao.dcn/

• FJAA webpage

• http://www.fjaa.net/

Presenter
Presentation Notes
FJAA webpageTo open the “members only” section of our site, use  “joinus@fjaa		here you can find a current member roster		new password every year – sent by Rep.

http://training.sdso.ao.dcn/
http://www.fjaa.net/


SOURCES OF INFORMATION

• Training page for SDSO

• http://training.sdso.ao.dcn/

• FJAA webpage

• http://www.fjaa.net/

• United State Courts

• https://www.uscourts.gov/

Presenter
Presentation Notes
United States Courts	About Federal  Courts pulldown … Court Role and Structure		Comparing Federal and State Courts	good resource for interns		

http://training.sdso.ao.dcn/
http://www.fjaa.net/
https://www.uscourts.gov/


SOURCES OF INFORMATION

• Training page for SDSO
• http://training.sdso.ao.dcn/

• FJAA webpage
• http://www.fjaa.net/

• United State Courts
• https://www.uscourts.gov/

• Interactive Orientation for Federal Law Clerks (iOLC)
• https://www.fjc.gov/iolc/login.php PW for non-judiciary employees: federal

Presenter
Presentation Notes
Interactive Orientation for Federal Law Clerks (iOLC)	Memo via email dated 9/3/19 from John S. Cook	FJC assembled resources	2 Phases:		Phase I – available BEFORE their Clerkship		(Ethics and writing) �		https://www.fjc.gov/iolc/login.php(password for non-judiciary employees: federal)		Phase II – available after the LC assumes their duties in chambers		(Advanced legal writing and editing, federal jurisdiction, sentencing 		and hearsay)		

http://training.sdso.ao.dcn/
http://www.fjaa.net/
https://www.uscourts.gov/
https://www.fjc.gov/iolc/login.php


CHAMBERS 
CALENDAR



CHAMBERS CALENDAR

• Edit or view only

• Who to include in your chambers group

Presenter
Presentation Notes
Regardless of which Calendar program chambers is using:-- View only for term clerks? -- What if any editing rights will new law clerks have? -- Does your calendar require a “chambers group”? Who is included in the “chambers group”? Important as some of the optional codes allow for only a chambers groups to view an appointment--item selection preferences are per machine; keep in mind when discussing a calendar --Does the judge have specific rules re entries?



CMECF DOCKETING



CMECF DOCKETING

• ECF for Chambers

Presenter
Presentation Notes
What docketing will be required v suggested v prohibitedClerk’s office is Keeper of the Records – they are the expertsEach Court is different in how much chambers v clerk’s office staff docketsSometimes within a court the chambers docket at different levelsSpend at least some time going over docketing, if not for training how to, at least for an understanding as to what is required, i.e. what kind of information a member of the clerk’s office will need for entries***DEMO***Show the orders area of CMECF

https://ecf.ilcd.circ7.dcn/cgi-bin/DisplayMenu.pl?CivilEvents


GENERAL 
INFORMATION



• Procedures for drafting

• Unwritten Policies

• Time requirements for drafting

• Resources to use

• Prioritizing

GENERAL INFORMATION

Presenter
Presentation Notes
This is the down and dirty details – especially for Law Clerks:	Procedures for drafting: is there a specific method the judge uses	Unwritten Policies: how many sets of eyes must proof read before 		the Judge sees the draft	Time requirements for drafting: How quick are you expected to draft on different 		types of motions?	Resources to use: Blue Book or Maroon Book from Univ of Chicag		     EB White’s Elements of Style	Prioritizing… leads me to case mngt



CASE
MANAGEMENT

Presenter
Presentation Notes
Case mngt is in essence the managing of the chambers workload. Next portion comes from JEH – teaching at Phase I and II as he is on the Magistrate Judge Training Committee. Taught to Magistrate Judges since fall 2014. At Phase 1, New Magistrate judges are taught to think of it as a 4 level system.



CASE MANAGEMENT

Level 1: daily filings

Level 2: pending motions

Level 3: pending motions ready for ruling

Level 4: 6 month list

Presenter
Presentation Notes
Now we’ll spend some time in managing a docket. There are reports built into CMECF to help with this function. Think of Case management as a sort of “triage”  for pleadings.Think of the levels as an Inverted triangleLevel 1: daily filings – all pleadings filed in preceding 24 hoursLevel 2: pending motions (whether fully briefed or awaiting responses) – all things hangingLevel 3: pending motions ready for ruling – what is waiting on the judgeLevel 4: 6 month list – what will be reported



CASE MANAGEMENT

• CM/ECF reports -

Docket Activity Report (Daily report)

Motions Report

Ripe Motions Report

CJRA Report (6 month report)

Presenter
Presentation Notes
How do you use the ecf Reports for case management? There are reports built into CMECF to help with this function. Level 1: daily filings – Docket Activity ReportLevel 2: pending motions – Motions ReportLevel 3: pending motions ready for ruling – Ripe Motions ReportLevel 4: 6 month list – CJRA report



DOCKET 
ACTIVITY REPORT

• Level 1

• “daily report”

• Record of daily filings with 
chambers notes

• https://ecf.ilcd.circ7.dcn/cgi-
bin/DktActivityRpt.pl

Presenter
Presentation Notes
Show of hands – how many people use NEFs in outlook folder to review filings? Who within chambers manages those emails?NEFs equate to individual email notifications for every filing – 75% of filings don’t need chambers review immediately.Solution:	Docket Activity Report (Daily report)    Highly customizable report.     The purpose is to get a report of everything filed w/in a time frame – it is a Broad report.Pros: Review all of days filings at one time.  No interruptions to daily work flow. Notes on report can be referred back to therefore no searching thru multiple emails.Cons: Emergency Motions must be brought to attention of chambers. Addressed via Standing Order.***DEMO***	Parameters JEH runs specific for:  All offices (division or just one)	Civil or Criminal	term digit – if you divide cases by digits	Judge Hawley (can include LC flag-Case flags are district specific)	Nat of Suit – not district specific – based on type of case which case is filed under	Presiding/Referred/Open/Closed – mark them all	Entered/Filed: yesterday and today(preced 24 hrs)		summary text v FULL DOCKET TEXTOnce happy with report -Set as Default					“Schedule this to run”	Then DEMO from email:  Open an email with reportThen Open an old report and show the capsulated document w/ few highlights and annotations	which represent all the NEF emails you could ignore

https://ecf.ilcd.circ7.dcn/cgi-bin/DktActivityRpt.pl


MOTIONS REPORT

• Level 2 

• Motions Report

Presenter
Presentation Notes
Regarding Motion Reports – Some districts don’t allow a judge to run a report for other judges. Why the Caution is important:  For example, some districts, like mine, any judge may run a motion report for any other judge. BUT, in other districts, judges may only run a report for themselves and not other judges.  This impacts Magistrate Judges getting viable reports because if they can’t run a report for a district judge, then their reports will show Consent cases only.	 Who is responsible for running the motions reports within your chambers?”	If you need to show how use Parameters JEH runs specific for:  Civil		     NOS: we exclude SS but run all else		 	     	 Judge Hawley				

https://ecf.ilcd.circ7.dcn/cgi-bin/DMotionsRpt.pl


RIPE MOTIONS REPORT

• Level 3

• Scheduled to run weekly

• Motions Report

Presenter
Presentation Notes
Ripe Motions Report 	- only shows motions which are pending as of their ripe dates. If motion pending but not yet ripe, it will not hit this report.Keep in Mind – Motions set for Hearing will not hit this report as the system doesn’t consider them “Ripe” until the hearing even if passed the response deadline.�Caution re: Not all districts have ability to run a ripe motion report (function turned off)

https://ecf.ilcd.circ7.dcn/cgi-bin/DMotionsRpt.pl


CJRA
REPORT
LEVEL 4

CASES MORE THAN 3 YRS OLD

MOTIONS MORE THAN 6 MONTHS 
OLD

CJRA REPORT

Presenter
Presentation Notes
CJRA Report  - Criminal Justice Act Report. (6 month motions/3 year cases report)�		Caution re: Not all districts have ability to run a CJRA report. IF this function is turned off, you may contact the clerk’s office to run the report for you.***DEMO***	Reports – National Statistical Reports – Run CJRAParameters JEH runs specific for:       Judge Hawley		           Choose the date: 9/30 or 3/30			select: 	Three year old cases				Social Sec appeals				motionsCaution: SS cases will hit CJRA list 9 months from transcript filed date REGARDLESS of the extensions granted for parties to file motions for sumjgm or sumafm.

https://ecf.ilcd.circ7.dcn/cgi-bin/DisplayMenu.pl?Reports


FULL TEXT 
SEARCH

Alternative to finding a similar Order 
in your organized folders

May know of a similar Order in 

another judge’s case load

Optical Character Recognition 
(OCR)  is a requirement for docs

Full Text Search

Presenter
Presentation Notes
Full Text Search	Saved the best for last	If looking for an order in CMECF rather than in File storage 		-helpful when looking for order not by your judge	“Big” Utilities / Full Text Search within Miscellaneous		***DEMO***	cases/docs using the word “stripper” and Hawley as JudgeIf using connectors THEY MUST BE IN ALL CAPS	corn AND grow for all CDIL judges  result is MDL cases with Syngenta or Monsanto		

https://ecf.ilcd.circ7.dcn/cgi-bin/DisplayMenu.pl?Utilities


QUESTIONS/COMMENTS:

Presenter
Presentation Notes
Time for questions



CONTACT 
INFORMATION:

• Whitney_Gingrich@ilcd.uscourts.gov

• (309)671-7140

Presenter
Presentation Notes
Can email me to get sent a list of the websites discussed or a Handout of the Full Text Search

mailto:Whitney_Gingrich@ilcd.uscourts.gov
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