POLICY DIRECTIVE 10-239
TO:

ALL JUSTICES OF THE PEACE



ALL NON-JUDICIAL COURT EMPLOYEES

FROM:
ALAN G. DAVIS



CHIEF MAGISTRATE

DATE:
SEPTEMBER 29, 2010
RE:
AUTHORITY OF THE COURT ADMINISTRATOR TO ISSUE OPERATIONAL PROCEDURES
________________________________________________________________________

Scope:

This Policy Directive reinforces the authority of the position of Court Administrator to issue operational procedures for the Justice of the Peace Court.
Justice of the Peace Court Policy:


It is the Policy of the Justice of the Peace Court that the position of Court Administrator has the authority to promulgate procedures relating to the operation of the Justice of the Peace Court, subject to the approval of such procedures by the Justice of the Peace Court Chief Magistrate.
Policy Directives/Legal Memoranda Affected:
No other policy directives or legal memoranda address the authority of the Court Administrator or the establishment of operational procedures for the Justice of the Peace Court.  As a result, none are directly affected by this policy directive. 
Effective Date:

This policy shall take effect immediately upon issuance and shall continue until further notice. 
Discussion:

The Justice of the Peace Court has the authority to issue policy directives, legal memorandum, procedures and practices to ensure the knowledgeable, efficient and purposeful operation of the Court.  Each type of issuance serves a distinct purpose for the Court and Court personnel.  A policy directive defines a general course of action followed by the Court and the basis and justification for that course of action.  A legal memorandum explains and analyzes laws relating to the jurisdiction of the Justice of the Peace Court.  A procedure provides specific direction to court personnel regarding how to accomplish an operational task.  Finally, a practice is the customary method by which court personnel complete work in the usual course of business.  This policy directive reinforces the authority of the Court Administrator to issue procedures.
The position of Court Administrator is responsible for directing and coordinating the non-judicial activities of the Justice of the Peace Court.  These responsibilities include strategic planning, budget, personnel and facilities oversight, organizational communication and operations management.  Regarding operational management, the Court Administrator ensures efficient case management and judicial processing and evaluates and develops operational procedure.  
As such, the Court Administrator possesses the authority to develop any necessary or useful procedure to improve the operation of the Court. The position maintains authorization to establish procedures and standards for court personnel to ensure uniform operational practices and maximum operational benefit to the Court. Procedures may be issued in written form, via electronic mail or verbally.  The Court Administrator shall make the decision as to the format of issuance based upon the content and complexity of the procedure and other factors as he or she deems relevant.  The issuance of a procedure is conditioned upon approval by the Chief Magistrate.
Any written procedure developed by the Court Administrator shall not be adopted or implemented until such time as it has been submitted to the Chief Magistrate for review. Approval of procedures for implementation shall be evidenced by the signature of Court Administrator along with the countersignature of the Chief Magistrate or his or her designee. If circumstances disallow the timely countersignature of the Chief Magistrate or his respective designee, those individuals may provide broadcast notification of the approval of the procedure of the Chief Magistrate through any method reasonably calculated to give actual or constructive notice to Justice of the Peace Court staff and judicial officers.

No procedure issued by the Court Administrator shall be contrary to State or Federal regulations, statutes or Constitutional provisions. Likewise, no procedure shall be contrary to court policy.  Any procedure establishing standards for personnel of the Court shall not run counter to applicable merit rules or the provisions of any enforceable collective bargaining agreement.  In the event that a procedure issued by the Chief of Uniformed Services conflicts with a procedure issued by the Court Administrator, the procedure issued by the Court Administrator shall prevail.
Nothing in this policy shall be construed to limit the Court Administrator from carrying out his or her duties as a direct supervisor or limit his or her inherent authority to give verbal or written instruction or direction in his or her supervisory capacity.
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