
Introduction 
 
Hi there! Welcome to judge training for the 2021 Maryland High School Mock Trial season. The 
goal of this training is to teach you everything you need to know about how to serve as a judge 
this season.  
 
This document is an outline that should match the information in the training video. This 
document was written by Ben Garmoe, a member of the MYLAW Board of Directors and the 
Head Coach of UMBC Mock Trial, as well as the author of the 2021 MYLAW Mock Trial case, 
state of Maryland v Izzy Gardner.  
 
For questions, email: 
 
Shelley Brown: shelley@mylaw.org 
Sonia Dowuona: sonia@mylaw.org 
Ben Garmoe: ben.garmoe@gmail.com, 202-316-7883 
 
ESSENTIAL LINKS: 
 

● Sign up for a PROcess account: https://process-maryland.herokuapp.com/ 

● Login to PROcess: https://process-maryland.herokuapp.com/ 

● Create a Google account: https://accounts.google.com/Signup  

● Test Google Meet: https://meet.google.com 

● Download Zoom: https://zoom.us/download 

● Download Microsoft Teams: https://teams.microsoft.com/uswe-01/downloads 
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The basics 
 
This year’s Mock Trial season will take place entirely online. We’re going to use three different 
video conferencing platforms to accommodate all of our teams:  
 

● Zoom 
● Google Meet 
● Microsoft Teams 

 
 
You’ll need to be able to use each of those platforms, and we’ll talk about each one later in this 
video. We’re using three different platforms because different schools have restrictions on which 
platforms they can use with school-issued devices and we wanted to accommodate as many 
schools as possible.  
 
Aside from that major change, most everything else should look the same! Both teams will still 
call three witnesses, and the time limits haven’t changed. The goal for this season is to make 
this activity feel as normal as possible during very abnormal times.  
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About the trial 
 

a. Panels of 2 or 3 
 
This year you will be judging in panels of two or three judges. Most of the time there will likely be 
two judges in each trial. All judges will fill out a ballot in every trial. One judge will also serve as 
the presiding judge and will rule on objections and keep the trial moving. Judges should always 
fill out their ballots independent of one another and the presiding judge should not consult with 
the other judge on rulings. You will always fill out a ballot whether you are the presiding judge or 
not.  
 

b. Time limits - teams will keep track, please enforce them 
 
Teams are required to keep to specific time limits. They have 5 minutes for opening statements, 
7 minutes for closing argument, and 42 minutes for their entire case including their three direct 
examinations and three cross examinations. The teams will track their own time and you do not 
need to track time limits. Please enforce time limits when they are raised as they are mandatory. 
 
In the event there is a dispute between the teams about the amount of time remaining, the 
presiding judge should adjudicate the time dispute. Use common sense when dealing with time 
disputes and generally err on the side of allowing teams to finish a final question or final answer 
before ending their examination.  
 

c. Case overview 
 
This year’s case is a criminal case. The case is called State of Maryland v. Izzy Gardner. On a 
cold January evening, two security guards were on duty at the Walters Art Museum in 
Chesapeake City, Maryland. Two individuals dressed as Chesapeake City Police Officers rang 
the doorbell and indicated they needed to come inside. Once inside, they tied up the guards and 
stole several precious paintings and artifacts from the museum. A former museum employee 
named Izzy Gardner has been arrested and charged with theft and assault.  
 

i. Pre-admitted exhibits 
 
Because online trial can take longer and be more cumbersome, certain exhibits in this case 
have been “pre-admitted.” That means that they are already in evidence and teams do not 
need to admit them. You should not entertain any objections to their admissibility. The list 
of pre-admitted exhibits can be found in Stipulation 2 of the case packet.  
 

ii. Exhibits have numerical labels - don’t renumber them  
 
Additionally, all of the exhibits in the case packet have been marked with exhibit numbers. 
Please use these exhibit numbers during trial and don’t re-number the exhibits.  
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iii. Jury trial 
 
One other thing to note is that this year’s case is a jury trial. That means that you should allow 
the students to address their opening statement and closing argument to the jury. They should 
still refer to the presiding judge as “your honor” when raising objections, but should address the 
jury at all other times. Obviously we don’t have a real jury, but the goal of this change is to 
encourage the students to present their arguments to lay jurors as opposed to a judge.  
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Judge on performance only  
 
One unique aspect of Mock Trial this year is that many students will be competing from their 
home. They may be using a personal space like a bedroom or office, or they might be using a 
shared space in their home.  
 
As a judge, you should not consider a student’s location, background, video quality, or audio 
quality when judging each student. Judge competitors solely on the content of their presentation 
and ignore anything else about their video or audio. While there may be moments where 
internet problems or video issues make it more difficult to evaluate a student, please do your 
best to focus solely on their presentation and not on their video setup.  
 
As a general rule, please refrain from giving verbal or written feedback about a student’s 
location, background, video quality, or audio quality. If it is something you believe was a choice 
that could easily be changed (such as “you had a blanket on your chair that was distracting”), 
you can give the student written feedback on that decision. Please don’t ever single out a 
student for verbal feedback after a trial about their location, background, video quality, or audio 
quality.  
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What to do before the day you are scheduled to judge 
 
The first thing you need to do is create a PROcess account.  
 
Click on this link to create a PROcess account.  
 
Once you’ve clicked on that link, you should see a page like this: 
 

 
 
Click on “Create New Account.” You should then see this: 
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At this point, choose a username, enter your email address, and choose a password. 
Click “Create Account” and then you should see this: 
 

 
 
Click “2021 MYLaw Regional Competition” and you should be taken to a new screen that 
looks like this: 
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When you see this screen, click “Affiliate with Judge.” At that point, you’ll be taken to 
this screen: 
 

 
 
Start typing your name into the menu and select your name when you see it. Once you’ve 
selected your name, click “Submit” - and you’re done! You should be in PROcess at this 
point. You’ll need this page again on the day you judge.  
 
If you don’t see your name on the list, email Sonia Dowuona at sonia@mylaw.org.  
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Once you’ve finished setting up your PROcess account, you need to get yourself set up 
with each of our platforms: Google Meet, Zoom, and Microsoft Teams. 
 
Google Meet 
 

1. Make sure you have a Google account. If you don’t have one, you can make an account 
at this link.  
 

2. Test out Google Meet. Go to https://meet.google.com and start a meeting once you’re 
logged into your account. This will allow you to make sure your computer works with 
Google Meet.  
 

3. Download the Google Meet app for your tablet or smartphone. This is in case of an 
emergency if you need to log on from your tablet or smartphone to finish a round.  

 
Zoom 
 

1. Download the Zoom application for your computer. Go to https://zoom.us/download and 
download for PC or Mac depending on what type of computer you have.  
 

2. Create a Zoom account. Go to https://zoom.us/signup and make a free account. 
 

3. Download the Zoom application for your tablet or smartphone. This is in case of an 
emergency if you need to log on from your tablet or smartphone to finish a round.  

 
Microsoft Teams 
 

1. Download the Microsoft Teams application for your computer. Go to 
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app and 
download for PC or Mac depending on what type of computer you have. 
 

2. Create a Microsoft account. Go to https://account.microsoft.com/account?lang=en-us 
and make a free account.  
 

3. Download the Microsoft Teams application for your tablet or smartphone. This is in case 
of an emergency if you need to log on from your tablet or smartphone to finish a round. 
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On the day you judge 
 

1. Log into your PROcess account from https://process-maryland.herokuapp.com/  
 

2. Click on the “check in” button and confirm your judging information.  
 

3. Once you’re finished checking in, you should see a button labeled “Join Judge Meeting 
Room.” Click that button and you’ll join the judge meeting!  
 

a. Every judge meeting will be on Zoom even if your trial is on Meet or Teams.  
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Virtual Mock Trial - How to Use Each Platform 
 
Some basic things to remember: 
 

1. If possible, try to use a wired internet connection. If that isn’t an option, try to position 
your computer as close to your internet router as possible to give yourself the best 
connection.  
 

2. Use a laptop computer unless you have no other choice. Only use a tablet or a 
smartphone to judge if you lose connection with your computer.  
 

3. Test your camera and microphone before you judge to make sure they are working.  
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Google Meet 
 
Here is a sample screen of a standard Google Meet video call: 
 

 
 
Once you log onto your Google Meet call, your camera should remain on for the entirety of trial. 
Your mic should be muted unless you need to speak. 
 
The controls in the bottom center are for your microphone and camera. Those are explained in 
more detail on the next few pages.  
 
The three dots on the bottom right give you access to all of your settings, including changing 
your view and changing your camera or microphone.  
 
The two buttons in the top right allow you to see the chat box and the list of participants.  
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Muting/unmuting your mic and turning your camera on and off: 
 
Camera and microphone controls are in the bottom center of your screen.  
 

 
^ Here’s what it looks like when your mic is muted and your camera is off. 
 

 
^ Here’s what it looks like when your camera is on but your mic is muted. (This should be your 
setup for most of the trial unless you need to speak.) 
 

 
^ Here’s what it looks like when your camera is on and your mic is unmuted.  
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How your screen should look during trial: 
 

 
 
During opening statements and closing arguments, you 

should use “sidebar” view. To change your layout, click the 

three dots in the lower right corner of your screen and select 

“change layout” from the menu. Then select “sidebar” as 

seen to your left. 

 

 

 

 
 
 

During direct and cross examinations, you should use the 

“tiled” view. Click the three buttons in the lower right corner 

of your screen and select “change layout” from the menu. 

Then select “tiled” and change the number of tiles to “9” as 

seen to your left. 
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Zoom 
 
Here is a sample screen of a standard Zoom call: 
 

 
 
Once you log onto your Zoom call, your camera should remain on for the entirety of trial. Your 
mic should be muted unless you need to speak. 
 
The controls in the bottom left are for your microphone and camera. Those are explained in 
more detail on the next few pages.  
 
The bar of icons at the bottom is where most of your settings are located. You shouldn’t need to 
use any of these icons except maybe the chat function if you want to see the chat or the 
participants button if you want to see a list of participants.  
 
 
  

15 



Zoom settings 
 
One of Zoom’s best features is the ability to hide everyone who has their video on. This feature 
is called “hide non-video participants.” You can achieve this two different ways: 
 

 
When you’re in a Zoom call, click the small arrow next to “Stop Video” or “Start Video” as seen 
above. Select “Video Settings” from the pop-up menu. You should then see an option to enable 
“hide non-video participants.”  
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You can also enable “hide non-video participants” when in Gallery view. Hover your cursor over 
the blank box of a person with their video off and you’ll see three dots in the right corner. Click 
those three dots and select “hide non-video participants” from the menu as seen above. 
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Muting/unmuting your mic and turning your camera on and off: 
 
Camera and microphone controls are in the bottom left of your screen.  
 

 
^ Here’s what it looks like when your mic is muted and your camera is off. 
 

 
^ Here’s what it looks like when your camera is on but your mic is muted. (This should be your 
setup for most of the trial unless you need to speak.) 
 

 
^ Here’s what it looks like when your camera is on and your mic is unmuted.  
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How your screen should look during trial 
 

 
^ During opening statements and closing arguments, you should use “speaker view.” You can 
change your view to speaker view by clicking the “view” button in the top right corner and 
selecting “Speaker” as shown above.” This will show the speaker in a large box and everyone 
else in a small box. 
 

 
During direct and cross examination, you should use “gallery” view. This will show all 
participants with their videos on and will allow you to see both attorneys as well as the witness 
and your fellow judge(s).  
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Microsoft Teams 
 
Here is a sample screen of a Microsoft Teams call: 
 

 
 
Once you log onto your Teams call, your camera should remain on for the entirety of trial. Your 
mic should be muted unless you need to speak. 
 
The controls in the top right are for your microphone and camera. Those are explained in more 
detail on the next few pages.  
 
The bar of icons at the top is where most of your settings are located. You shouldn’t need to use 
any of these icons except maybe the chat function if you want to see the chat or the participants 
button if you want to see a list of participants.  
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Muting/unmuting your mic and turning your camera on and off: 
 
Camera and microphone controls are in the top right of your screen.  
 

 
^ Here’s what it looks like when your mic is muted and your camera is off. 
 

 
^ Here’s what it looks like when your camera is on but your mic is muted. (This should be your 
setup for most of the trial unless you need to speak.) 
 

 
^ Here’s what it looks like when your camera is on and your mic is unmuted.  
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How your screen should look during trial 
 
Microsoft Teams only has one applicable view for use during trial: Gallery view.  
 
You should see Gallery view by default. It should display up to nine windows on your screen at 
a time and should prioritize users with their camera on. If you need to switch to Gallery view, 
you can click the three dots in the upper right corner of your screen and select Gallery from the 
drop-down menu.  
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The Ballot/How to Score 
 
You will access your ballot using PROcess. Once you finish the judge meeting on the day 
you judge, you’ll be asked to refresh PROcess. You should see a screen that looks like 
this one: 
 

 
 
To access your ballot, click “Open Ballot.”  
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How the ballot works 
 
Your ballot will be divided into several sections. For each section you’ll have the option to select 
a numerical score. You’ll also have the ability to type comments. Once you’re finished with a 
section, click “save and continue” to move to the next section.  
 

 
 
If possible, we recommend filling out your ballot on a separate device like a tablet. This isn’t 
required, but if you can it makes it easier to manage the trial and allows you to leave the trial 
window up at all times.  
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Scoring the trial 
 

1. You will score the following elements of trial: 
a. Opening Statements 
b. Direct Examinations 
c. Cross Examinations 
d. Witnesses on Direct and Cross 
e. Closing Argument  

 
2. For each element of trial, you can assign a numerical score from 1 to 5. Use only whole 

numbers. No decimals are allowed.  
 

3. Score as you go! Do not wait until the very end to score the round.  
 

4. This year, we have eliminated the tiebreak point. Please don’t tabulate your ballot or 
announce a winning team. Simply submit your ballot when you’re finished.  
 

5. Always score independent of your fellow judge(es). Don’t collaborate on scores.  
 

6. Once you’ve submitted your ballots, feel free to give a few minutes of verbal feedback. 
Keep that feedback broad and don’t go through every element of the case. Try to limit 
your verbal feedback to less than five minutes and use the written comments for more 
detailed feedback. 
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If you lose connection during a trial: 
 

1. First attempt to reconnect by restarting the video platform and clicking on the link again. 
2. If you are experiencing a computer failure or internet outage, contact the MYLAW 

Support Team: 
 

a. Phone number: 301-715-8592 
b. Meeting ID: 818 8308 7209 

 
3. If you are unable to connect using your computer, use your phone or tablet to connect 

and judge the remainder of the trial.  
 
If you have an issue with PROcess during trial (such as a problem accessing your ballot): 
 

1. Contact Amber at 443-252-3786. Amber is an employee of Empire Mock Trial, the 
organization that created PROcess, and Amber will be available to help troubleshoot 
issues with PROcess. 

2. Note: This is only on competition afternoons. Please contact Shelley, Sonia and Ben via 
email for PROcess questions at all other times.  

 
If your co-judge loses connection and leaves the meeting: 
 

1. Stop the trial! Make sure the presentations are paused until all judges have returned.  
2. Wait a few minutes to see if your co-judge returns.  
3. If your co-judge does not return, contact the MYLAW Support Team.  

 
If a competitor who has finished their presentation loses connection: 
 

1. Continue the trial. Do not ever pause or delay the trial for a student to reconnect if they 
are done with their trial elements.  

 
If a competitor who is currently presenting loses connection: 
 

1. Stop the trial! 
2. Wait a few minutes to see if the student returns, and ask the students’ teammates if they 

are in contact with that student. 
3. If that student is unable to reconnect, contact the MYLAW Support Team. 

a. In the event a student is unable to reconnect, a team may be permitted to 
substitute another competitor to finish that role.  

 
When you log onto PROcess, you will see a link to download a paper copy of your ballot. 
We recommend you download and print a paper ballot to use as a backup for your 
scores.  
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