
 
Seattle Public Schools Remote SEPA Appeal 

Hearing Procedural Protocols 

General 

1. These protocols seek to provide basic guidance as to the conduct of remote hearings. 
2. Seattle Public Schools (“SPS”) conducts remote hearings by Zoom. 
3. To the degree possible, hearings conducted in accordance with these protocols should be 

treated as an in-person hearing in accordance with SPS Hearing Examiner Rules of Practice and 
Procedure. This includes logging in to participate in the hearing on time, and each participant 
conducting themselves with the decorum and respect owed to each other and the hearing forum 
for an in-person hearing. 

4. A call line for all hearings will be established for the public and those witnesses and 
representatives who do not have computer access or choose not to participate via remote video 
platform. The call number will be listed on the SPS website and provided to all parties prior to 
the hearing. Callers will be able to listen to the hearing but will not be participants in the 
hearing for any purpose unless they are a designated witness or authorized representative. SPS 
will also provide parties with an email address to use during the hearing for transmission of 
exhibits, if necessary. 

5. It is inevitable that remote hearings will encounter limitations concerning technology. All 
parties are urged to be patient with regard to the technological and other difficulties 
experienced by others. 

6. If in the determination of the Hearing Examiner, the technology supporting the hearing is not 
performing adequately, the Examiner may suspend or continue the hearing, make 
arrangements for submission of materials or testimony at a later date, or make other necessary 
arrangements.  

Participation During the Recorded Hearing.  

1. This is a recorded proceeding. In order to get a clear recording for the record, it is important that 
only one person speak at a time, and that you speak clearly. 

2. When speaking, always identify yourself first before continuing.  
3. Participants that are not actively presenting testimony or argument (e.g. waiting to appear as a 

witness) should mute their own microphones. 
4. Every effort should be made to isolate yourself from background noises in the home or office 

environment from which you are broadcasting. 
5. Keep your eyes on the video screen. Pay attention to other participants in the meeting. If a 

speaker’s audio is disrupted please signal the speaker with a raised hand that they should stop. 
If you are speaking and see the signal to stop, stop speaking until your audio is reestablished.  

6. The Hearing Examiner reserves the right to mute any participant that is not able to follow these 
protocols and/or introduces unacceptable levels of intrusive noise or speech. 
  

Witnesses Testifying 

1. Each witness should be called by name to appear by the appropriate representative. 
2. Before testifying, each witness will be asked by the Hearing Examiner to state and spell their 



name for the record and must take an oath or affirmation to tell the truth. 
3. In providing testimony a witness should enunciate and speak clearly. It may be necessary to 

slow the cadence of your presentation to ensure you can be heard. Please keep your eyes on the 
camera as you speak so you can be aware of whether your comments are reaching other 
recipients, whether an objection has been raised, or some other issue arises requiring you to 
stop or clarify testimony. 

4. If a witness’s audio is disrupted during your testimony you may be signaled by other hearing 
participants. Please stop speaking if you see this. When the connection is resumed you may be 
asked to repeat some of your statement if it was not conveyed to the hearing recording.  

5. Cross examination of witnesses is allowed. Each party is allowed to ask questions of the other 
party’s witnesses at the appropriate time. 

Exhibits 

1. All proposed exhibits shall be clearly labeled (Exhibit 1, 2, etc. ) and provided, via email, to 
the authorized representative for each party and the Hearing Examiner at least 5 business days 
prior to the scheduled hearing unless the Hearing Examiner’s pre-hearing order (if there is an 
order) provides for a different schedule.    

2. Each party will be responsible during the hearing for clearly identifying any exhibit the party 
wishes to discuss and/or move to admit into evidence. Clear identification of an exhibit is 
accomplished by referencing both the exhibit number and page number of the exhibit. The 
Hearing Examiner may allow each party to also “share” its screen to present exhibits during 
the hearing. 

Objections 

1. Representatives: State objections clearly, and accompany your verbal objection with a raised 
hand gesture. State the objection and the basis thereof. Opposing counsel should be prepared 
to respond to the objection or withdraw a question being asked. 

2. Witnesses: Stop speaking immediately, and do not respond to a question when an 
objection has been raised. You will be signaled when/if it is ok for you to proceed. 
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