[bookmark: _GoBack]TRANSCRIPTS ORDERED for APPEAL to the DIVISIONAL COURT and the COURT OF APPEAL for ONTARIO

	
STEPS

	
PROCESS MAP


	


Ordering the Transcript

	




	
Previously Transcribed by Another Authorized Court Transcriptionist

	



	
Preparing the Transcript Preparation Package

	



	

Judicial Review

	



	

Completion Process

	








OCTOBER 2016
image3.emf
Preparing the  TPP.pdf


Preparing the TPP.pdf


1.  Receives transcription package and confirms receipt of package according to local procedures 


2.  Emails the Certificate/Proof of Ordering a Transcript to the RMC generic email box within 15 days 


of receiving the TPP


ACT


    1. Notes in the RMS the date/time ACT receives the  transcript package 


    2.  Attaches the electronic/scanned copy of the Certificate/Proof of Ordering a Transcript to the RMS 


RMC


Does 


the recording contain 


proceedings unrelated 


to the transcript 


order?


YES


NO


             Extracts and includes only 


the portion(s) of the digital recording 


file required for transcript production 


(pursuant to CSD Directive 2014/15)


YES


RMC


Preparing the Transcript Preparation Package


1. Accesses the transcript order in the RMS 


2. Accesses the digital recording and any supporting 


materials required for transcription


RMC


TRANSCRIPTS ORDERED for APPEAL to the 


DIVISIONAL COURT and the COURT OF APPEAL for ONTARIO


Is the 


unrelated proceeding 


sealed,  under the 


YCJA or under the 


CSFA? 


NO
      Copies the entire day 


recording file 


RMC


1. Prepares TPP (including court recording, supporting 


materials, etc.)        


2. Enters into the RMS the date that the TPP is available 


3. Notifies the ACT when the TPP is ready


RMC


      The digital recording file may NOT 


be released prior to this point in the 


transcript ordering process


!
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Judicial Review.pdf


NOTE:  Pursuant to their undertaking 


with the court, the ACT must advise the 


court if any issues arise that may impact 


delivery timeframes..


Transcript Production including Judicial Review/Approval


Is 


Judicial 


review / approval


required?


YES


             Produces the transcript of the proceeding(s) 


as agreed to and according to ministry standards. 


ACT


NOTE:  It is recommended that the 


ACT transcribe any portion(s) that 


require judicial review first and 


transcribe the remaining portions 


while the justice is reviewing.


Delivers portion of draft transcript for review with the 


“Draft Transcript Request for Judicial Approval” 


form to the court office that provided the recording.    


NOTE:  Where the portion for review is 50 pages or less, the ACT may send it to the 


court office through the generic email box identified for that purpose. 


ACT


The staff member assigned to track the draft transcripts:


1. Receives the judicially reviewed draft transcript


2. Saves a copy of the draft including tracked edits, or a scanned copy with 


handwritten edits to the secure, restricted folder identified for this purpose


3. Emails the judicially reviewed draft transcript to the ACT (including tracked edits, or 


a scanned copy with handwritten edits)


4. Completes the Tracking Log - Transcripts for Judicial Review (“Returned Info” 


section) and embeds a link to the electronic copy within the secure folder


The staff member assigned to track the draft transcripts:


 1. Completes the Tracking Log - Transcripts for Judicial Review 


(“Received Info” and “Details” sections)


2. Checks the tracking log to verify that this draft has not been 


previously submitted to the judicial officer for review/approval
OPTIONAL PROCESS:  


Locations that have identified the 


RMC generic email box for receiving 


transcripts for judicial review/


approval, the receipt and return of 


the draft transcript may be tracked by 


the RMC in the RMS, if preferred.  


When a draft transcript is received, 


the RMC will be responsible to 


ensure that a draft of the same 


proceeding has not been previously 


submitted to the justice.  


A local process for saving a copy of 


the draft including tracked edits must 


be established. 


Is this 


the first transcript 


received from this 


proceeding for review/


approval?


YES


             Following judicial review, 


the transcript is returned to the 


staff member assigned to track 


transcripts for judicial review/


approval.


Any subsequent draft 


transcript of the same 


proceeding that is 


submitted for judicial 


approval is returned to the 


ACT along with the 


previously approved 


version.  The subsequent 


draft transcript is not 


provided to the judicial 


officer for review.


NO


Refer to:


   E – Transcript Completion, Delivery, Invoicing and Closing the Order


NO
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E 11 - Appeals to the Court of Appeal and Divisional Court (External Orders)


Transcript Completion, Delivery, Invoicing and Closing the Order


NOTE:  The recommended  


electronic format for the transcript 


is .pdf (as per the Queen’s Printer)


1.  Certifies the transcripts in Form 2


2.  Completes delivery and payment according to agreed upon terms with the OP


3.  Completes the Certificate/Notification of Completion and submits a copy to the:


a)  Registrar at the Appeal Court


b)  Appellant


c)  Respondent


d)  Supervisor of Court Operations at the court office that provided the court recording.


4. Must ensure that audio recordings received are destroyed and rendered inoperable 


within 30 days from the day on which the OP received the transcript. 


(Pursuant to the Undertaking of Authorized Court Transcriptionist for Access to Audio 


Court Recordings) 


ACT


         Completes the transcript and delivers the 


electronic transcript and the print requisition form to the 


RMC.   (ACT must provide return address details) 


ACT


Copies are printed at no cost to the ACT or the ordering party 


and forwarded by the Queen’s Printer to the ACT at the return 


address indicated on the print requisition form


            Forwards the electronic transcript and the authorized print 


requisition to the Queen’s Printer


       (or designate) Authorizes the print requisiton SCO


            Attaches the electronic/scanned copy of the Certificate/


Notification of Completion to the RMS to close the order


RMC


RMC





		E11_Completion Processes_External OP_Appeals to the Court of Appeal and Divisional Court_June2015.vsd

		Page-1






image1.emf
Visio-11a_Ordering  the Transcript_External OP_Appeals to the Court of Appeal and Divisional Court_May2015.pdf


Visio-11a_Ordering the Transcript_External OP_Appeals to the Court of Appeal and Divisional Court_May2015.pdf


NOTE:  The OP  may choose to call the court 


location prior to selecting an ACT to inquire as to 


whether the proceeding was previously  ordered 


for transcription. 


TRANSCRIPTS ORDERED for APPEAL to the 


DIVISIONAL COURT and the COURT OF APPEAL for ONTARIO


       Accesses the list on the Authorized Court Transcriptionists for 


Ontario website and selects a transcriptionist from the list 


who meets the OP’s criteria for the transcript order.


OP and ACT  discuss timelines, payment and delivery options 


OP and ACT


 agree to all aspects of 


the order and ACT 


accepts the order


NO


Ordering a Transcript


YES


Provides ACT with the Appeal File Number


      Files Notice of Appeal and receives an Appeal File Number


NOTE:  The ACT may choose to call the 


court location prior to submitting the 


transcript order to inquire as to whether 


the proceeding was previously  ordered 


for transcription.  If previously transcribed 


or being transcribed, the ACT is required 


to advise the OP (pursuant to the 


undertaking with the court) 


Is the 


transcript order form 


complete?


ARKLEY PROFESSIONAL SERVICES


www.courttranscriptontario.ca


ORDERING PERSON (OP)


OP


OP


           Places the transcript by either:


 1. Entering the transcript order information on the electronic Order for a Court 


Transcript of an Ontario Court Proceeding form (available on the website) and 


submitting the order electronically to the ACT; or,


 2. Speaking directly with the ACT by telephone or in-person AUTHORIZED COURT TRANSCRIPTIONIST (ACT)


OP


OP


May 2015


YES


The transcript order is NOT processed.  


1. RMC advises the ACT.


2. ACT notifies the OP to discuss options for proceeding


3. RMC closes the RMS Order through the "Order Not Proceeding" 
functionality, selecting the appropriate reason for the order 
not proceeding.


Is this the first 


transcript order for 


this proceeding?


YES


Can the 


proceeding be 


transcribed?


Is 


the ordering party 


authorized to 


access?


NO


YES


11


NOTE:   It is recommended that transcript orders 


be processed within one business day.  


Appropriate prioritization should be given to 


expedited requests..


Refer to:


B – Proceedings Previously Transcribed/Ordered
NO


NOTE:  Previous transcript orders may 


include all or part of the proceedings.  


   1.  Completes the electronic Order for a Court Transcript of an Ontario Court Proceeding form including 


the Section 6 acknowledgement of their undertaking with the court


    2. Submits the transcript order form electronically from their ACT email address to the appropriate court 


office generic RMC email box


ACT


COURT SERVICES DIVISION


RECORDING MANAGEMENT COORDINATOR (RMC)              


  1. Receives transcript order via the generic RMC email box


  2. Reviews the Order for a Court Transcript from an Ontario Court 


Proceeding form for completeness confirming that the order 


form identifies the Court that will hear the appeal


  


NO Returns the order form, 


identifying the deficiencies 


RMC


YES


Uploads the 


Order for a Court Transcript 


from an Ontario Court 


Proceeding form to the RMS 


RMC


Is the 


order form eligible 


for upload to 


RMS?


YES


NO


Manually data enters the  


Order for a Court Transcript 


from an Ontario Court 


Proceeding into the RMS 


RMC


Did the 


order data upload 


successfully  to 


“Pending” status as a 


transcript for 


“Appeal”?


YES


NO


 Returns the order form    


to the ACT, identifying 


the deficiencies 


RMC


NO


           Must attend in person to sign the


 Undertaking of Authorized Court 
Transcriptionist for Access to Audio Court 


Recordings
The Court office saves a scanned copy of the 


signed undertaking to the RMS, retains the 


original on file and provides the FAQs and a 


copy to the ACT.


ACT


YES


NO


              Opens the order in RMS to confirm data 


and complete the ordering process.


RMC


Has the 


ACT signed an 


undertaking?


Saves the email from the ACT including the 


transcript order form to the RMC OneNote folder 


attaching the  RMS # to the file name


RMC


Refer to:


C - Preparing the Transcript Preparation Package
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Previously Transcribed by Another ACT.pdf


April 2015


NO


Did this


ACT produce the first 


copy?


Is this the first 


transcript order for this 


proceeding?


   Advises ACT of previous transcript order 


and the name of the original ACT


RMC


              Advises OP of previous transcript order, name of 


the original ACT and seeks direction from OP on how they 


wish to proceed. 


          Emails the RMC to confirm that the OP has been advised and 


that  the transcript order is proceeding 


ACT


YES


Proceedings Previously Transcribed/Ordered


YES


OP contacts original ACT to 


obtain a copy; or, the new ACT 


may contact the original ACT to 


obtain a copy on behalf of the 


OP


PORTION OF THE PROCEEDING PREVIOUSLY 


TRANSCRIBED/ORDERED


OP places their order 


with the ACT who 


previously transcribed 


portions of the 


proceeding


OP (or ACT on behalf 


of the OP) contacts the 


original ACT to order a 


copy of previously 


transcribed portion(s). 


ENTIRE PROCEEDING PREVIOUSLY 


TRANSCRIBED/ORDERED


ACT


NO


Saves the email from the ACT including the 


transcript order form to the RMC OneNote folder 


attaching the RMS # to the file name


RMC


Refer to:


C - Preparing the Transcript Preparation Package
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