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POINTERS FOR COMPLETING OBSERVATION FORMS 

• Most observers do a combination of filling out part of the form while observing, taking narrative notes on 
a notepad and then completing forms at home.  This strategy helps observers document essential details, 
but also distill down comments to the most pertinent or illustrative. Some observers just take notes and don’t 
use the form during court. New observers will likely need the form in front of them to be able to make 
sense of what they are hearing and remember what needs to be documented. 

• Write your full name on each form and the full date including the year.  
• If you are handwriting your forms, please print neatly.  Data entry volunteers need to read your forms and 

enter them into our database. 
• Use pen when possible. Pen is much easier to read than pencil. 
• Do not write to the edges of the form, they will not scan or print well, and this makes data entry difficult. 
• Do not write respondent’s names on the forms, we want to preserve privacy. 
• Answer all questions unless the form tells you that certain questions can be skipped. It is fine to write “not 

applicable” or “no comment”, or check “not discussed”, “unknown”, “unsure”. Providing a response to all 
questions is the only way we know you have reviewed your form and completed it fully. 

• Put answers where the question is asked, not in the general comment section at the end. When doing 
data analysis, we want to be able to easily find what we are looking for. 

• Review each form before you submit it. 
• You can submit additional comments in the body of an email or in a word document attachment; not a pdf. 

If you do this: 
o Be brief. We can’t enter paragraphs into our database and data entry volunteers are not 

allowed to edit or paraphrase. 
o Label any additional comments with your name, date, shift type and A# if relevant. 
o Reference the question # from the observation form that your comment pertains to. 

• Completed forms can be submitted in any of the following ways: 
o Mail handwritten forms to: Immigration Court Observation Project, The Advocates for Human 

Rights, 330 2nd Ave S, Suite 800, Minneapolis MN 55401. 
o Email typed fillable pdfs. Typically, several forms can be attached to one email. 
o Email photographed handwritten forms. Depending on file size, you might need to send in several 

emails. 
o Scan handwritten forms. Depending on file size, you may be able to email, or you may need to 

upload to a drive and send a link. Uploading to a shared drive is the least preferable option. 
o Emails are sent to courtobserver@umn.edu 

• If you print your forms one-sided or take photos of your completed forms to submit them by email, make 
sure that each page is labeled: name and date for non-detained shifts, A# for detained shifts. 

• If you email photos of any completed forms, please email them as “actual size” attachments. Compressed 
sizes will be blurry when enlarged for data entry.  

• If you mail forms, please do not staple pages together; make sure each page is labeled, with your name 
or the respondent’s A#.  

• If you are typing into the fillable pdfs make sure you don’t exceed the allotted space. Some of the 
comment boxes can scroll, but you still need to be sure that when you save the document to send, that the 
contents can be copied and pasted into our database.  Type and save in preview mode and don’t save as 
a static pdf. 

• If you are using fillable pdfs make sure you start with a blank form each time. 
• If you are titling your forms before emailing, use the following format: first and last name, date, shift type  

and last 3 digits of A# if you have multiple forms from one shift. Example: Olivia Observer 1.4.26 
detained #312   
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• Submit your forms as soon as possible, and no later than two weeks after your shift.  If you have 
trouble submitting your forms in a timely manner, you may want to space out your observation shifts.  

• Experienced observers can be trained to do their own data entry. Let project staff know if you think you 
are ready. Those who enter their own data are also invited to do data entry of other people’s forms.  

• Remember that observation is not court transcription. The goal is to summarize, synthesize, and reflect.  
Don’t worry if you miss some things or are confused by some cases. Perfect data is not our purpose. 
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2026 DETAINED MASTER CALENDAR AND BOND HEARING SAMPLE FORM 
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2026 DETAINED MASTER CALENDAR AND BOND HEARING ANNOTATED FORM 
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2026 MERITS HEARING SAMPLE FORM 
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2026 MERITS HEARING ANNOTATED FORM 
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2026 NON-DETAINED MASTER CALENDAR HEARING SAMPLE FORM 
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2026 NON-DETAINED MASTER CALENDAR HEARING ANNOTATED FORM 
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LOBBY SHIFT SAMPLE DOCKET REPORT 
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SAMPLE COPIED DOCKET 
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