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PURPOSE:

To provide instructions for Vacating a Preliminary Hearing.
OBJECTIVE:
· To provide necessary directions to ensure that a Preliminary Hearing previously set for a case is timely and accurately vacated when it is ordered that a Notice of Supervening Indictment is issued.
EVENT DRIVER:
· After the conclusion of Returns, the Grand Jury Clerk will bring the packets back to the GJ Office for processing.  All cases issued an NSI are required to have the Preliminary Hearings vacated the same day issued.
· DO NOT vacate No True Bill or an End of Inquiry case.
PROCEDURES: 
I. Vacate Preliminary Hearings:
1. Log into iCIS under the CR COC Grand Jury group.
2. Enter the case number and verify that the correct defendant has been retrieved.
3. Click on Entry; Hearings and Events
4. Click on Preliminary Hearing, that has not been previously resulted.
5. Fill in the following information:
A. Heard by: CR Court Admin, Calendar
B. Result: Preliminary Hearing / Vacated
C. Result Date: Filed in date
D. Click on Save.
6. This will return you to the Hearings and Events screen.  You should see in the Result column that the Prelim is now showing as Preliminary Hearing / Vacated.  
7. After vacating all the NSI’s, proceed to Outlook and send an email to “Vacates” contacts.  
8. Fill in the following information:
A. To: Vacates Contact List
B. Subject: Vacates
C. In the body of the email:  Grand Jury Returns have been completed.  All of the preliminary hearings on the corresponding cases have been vacated.  An example shown below in Figure 1.
Figure 1

[image: image2.png]



9. Do not vacate Preliminary Hearings on Returns that were issued a “No True Bill” or “End of Inquiry.”  
II. Vacate Preliminary Hearings with a visiting Judge:
1. If you have a Prelim with a visiting judge scheduled as the Judicial Officer, you should still vacate the hearing as outlined in the steps above.  
2. Contact the Superior Court Criminal Presiding Judge’s Judicial Assistant via email. Provide the case number and specify that you have vacated a Preliminary Hearing for a visiting Judge.  The Judicial Assistant must then personally contact the Judge and advise them not to come to the Preliminary Hearing. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Vacate Contact List

· Judicial Assistant to Superior Court Criminal Presiding Judge
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily after Returns have been completed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS, CR COC GRAND JURY
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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To: ‘Ana James - COSCX; Brenda Burton - COSCX; Christopher Bleuenstein - SUPCRTX; Debra Merklng - COSCY;
Jennifer Cardenas - COSCX; Jennifer Vil - COSCX; Lesie Cody-Day
Michael Wikins - SHERIFFX; Shari Andersen-Head - SUPCRTYX; St

c
Subject: ates

Grand Jury Returns have been completed. All of the preliminary hearings on the corresponding cases have
been vacated.

Thank you,

Marcie Tarin

Criminal Court Operations Lead | Grand Jury
Clerk of the Superior Court
One West Madison | 602-506-2180
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