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I.
PURPOSE

To describe the function of Court Administrative Directives and the procedures to create, revise, and delete Administrative Directives.
 A Court Administrative Directive establishes policy with regard to the administrative matters specified therein and shall be the sole authority for the types of actions and processes described.  
II.
POLICY

A. Court Administrative Directives constitute court management policies and procedures.  Court Administrative Directives are court wide in application and not procedures related to the specific operation of a court division. Court division procedures may not contradict a Court Administrative Directive.  

B. Court Administrative Directives have widespread impact on the operations of the Court; therefore:  

· Court managers shall ensure that division affairs and operations are conducted in accordance with Court Administrative Directives.
· Supervisors shall maintain a working knowledge of Court Administrative Directives.
· All employees are responsible for reviewing, understanding and complying with Court Administrative Directives and division procedures applicable to their respective positions.
· Any willful disobedience or circumvention of a Court Administrative Directive may be grounds for disciplinary action.
C. Court Administrative Directives shall be updated as needed to conform to current federal and state law, Arizona Rules of Court, The Code of Judicial Administration, Arizona Supreme Court and Pima County Superior Court Administrative Orders, the City Charter, and City ordinances.  To ensure that Court Administrative Directives are kept current, their content shall be reviewed annually, based upon page issue date, by the assigned responsible court division. 
D.      Court Administrative Directives apply to all matters covered therein and are binding on all court personnel and others conducting business with the Court if such business is a subject of one or more Court Administrative Directives.  If any Court Administrative Directive conflicts with a Court Administrative Order (CAO), the CAO shall take precedence and will be the governing directive.

E.
The Policy, Operations and Procedural Issues Committee (POPI) will coordinate the Court Administrative Directives program and will be responsible for the following:

· Coordinate the annual review of Court Administrative Directives. 
· Ensure that new or revised Court Administrative Directives are consistent with other adopted Court policies and appropriate coordination to include review by the City Attorney’s Office, if applicable, has been done.
F.      Court Administration will be responsible for: 

· Obtaining the Presiding Magistrate’s approval for all changes to Court Administrative Directives.
· Maintaining historical records for Court Administrative Directives.

G.     Court procedure manuals that establish in-depth protocols for conducting specific operations of the Court may be published by divisions that have oversight of those specific areas. 
III.
PROCESS FOR CREATING A NEW ADMINISTRATIVE DIRECTIVE 
A.
New Court Administrative Directives may be required when there are changes to the various authorities cited in II.C.  When a division manager  believes that a new Court Administrative Directive should be created, they will complete a Court Administrative Policy Review and Approval Checklist, see Appendix 1, and submit it to the POPI Committee. The request will be scheduled for discussion at the next POPI Committee meeting.  A supervisor or employee of the division may request that a directive be created, however, the chain of command must be followed and only the division manager can initiate the process.
B.
If approval for a new Court Administrative Directive is given, the initiating division will draft a Court Administrative Directive that incorporates any direction received as part of the POPI Committee approval process. The draft will follow the format in Appendix 2.   

The initiating division is responsible for appropriately coordinating the draft policy with court divisions or affected external agencies to ensure a good understanding of the proposed policy, its requirements, and to obtain feedback regarding those requirements. Any unresolved differences of opinion regarding the draft directive will be brought to the attention of the Court Administrator or designee for additional guidance regarding what to include in the final draft. 
C.
The initiating division will prepare a final draft and conduct a review prior to submission to the POPI Committee as follows:

· Review the proposed policy for consistency with other published policies and procedures of the City.
· Ensure that all court divisions and external agencies impacted by the proposed policy have had a reasonable opportunity to review and comment. 
· Ensure that reasonable objections or suggestions have been incorporated into the proposed directive.

D. 
When the POPI Committee approves a final draft, determination will be made as to whether review by the City Attorney is necessary and provide the approved final draft to Court Administration.
E.
Court Administration will assign a Court Administrative Directive number to the approved final draft.  The number series for Court Administrative Directives shall be issued by Court Administration and numbered as follows:
         Series



               Subject




 
200



General Statements and Authorities



210 



Personnel




220 



Safety/Security


230



Purchasing/Contracting


240 



AOC and Legislative Updates


250 



Facilities Management


260 



Procedural Policies

270  Equipment Management

Within a series Court Administrative Directives will be numbered sequentially such as:



210-1
Employee Evaluations


 
220-9
Weapons in the Courthouse

F.
Court Administration will forward the approved final draft together with any objections received from court divisions or external agencies to the Presiding Magistrate for review, revision, or approval, and signature.  Final drafts not approved will be returned to the POPI Committee for appropriate action.  

G.     
Approved/signed Court Administrative Directives will be distributed electronically to managers and magistrates and posted on the share drive in a protected folder labeled COURT POLICIES within the COURT ADMINISTRATION folder. The Directive will become accessible to all court staff by placing the Directive in PDF format on the Tucson City Court Intranet within the appropriate category. An email will be sent to all court employees as notification of the newly created Directive
IV.
PROCESS FOR REVISING A COURT ADMINISTRATIVE POLICY  

A.
When a directive is due for annual or as needed review the POPI Committee will send the responsible division manager a notification email with a Court Administrative Directive Review and Approval Checklist.
The responsible division manager will review the policy directive and complete the checklist as follows:

1. If there are no revisions:
· Check the appropriate box. 
· Obtain any coordination signature(s) from other court division or external agencies.
Return the checklist to the POPI Committee which will review and decide whether a revision is or is not necessary and notify the responsible court division. 
2. If revisions are necessary:
· Check the appropriate box. 
· Provide a reason for the proposed revision.
· Describe the involvement of other court division or external agencies. 
· Coordinate, consider and incorporate, as appropriate, suggestions from all court divisions or external agencies. 
· Revised policies will indicate deletions by a strike through of the words or paragraphs to be deleted and additions will be indicated by underlining of the words or paragraphs being added.
B.
After coordinating with impacted court division or external agencies the responsible court division will send the revised Court Administrative Directive with the proposed changes and the completed checklist signed by the division manager to the POPI Committee. 
C.
Proposed revisions will be processed using the procedures in Section III C, D, F and G, above.  

D.
The effective date of the revision will be noted on the header of the Court Administrative Directive. 
V.
PROCESS FOR DELETING AN ADMINISTRATIVE DIRECTIVE
A.
If a Court Administrative Directive becomes obsolete, the responsible court division, or POPI Committee will initiate an Administrative Court Administration Directive Review and Approval Checklist as follows:

· Check the appropriate box.
· State why the Court Administrative Directive is obsolete.
· Obtain any coordination signature(s) from other court division or external agencies.

B.
Return the checklist to the POPI Committee which concur or non-concur and forward the checklist to the Presiding Magistrate for review and approval or rejection.
C.
If the Presiding Magistrate approves the deletion, Court Administration will delete the Court Administrative Directive from the COURT POLICIES folder on the share drive and from the Tucson City Court intranet. An email will be sent to all court employees as notification of the obsolete Directive.   
VI. PROCESS FOR NOTIFYING COURT STAFF

A. Court Administration will email All_Court to notify employees of creation, revision or deletion of a Court Administrative Directive. A PDF document will be attached to the email or a link to the website where the document can be reviewed. Revisions to a published directive will be attached to the email along with the newly revised document so the employee can review the changes made. It is the responsibility of the employee to review, understand and comply with the Directive.
B. It is the responsibility of the Division Manager and Supervisor to review a newly created or revised directive with the employees in their division to ensure that they understand and comply with the directive.
Appendices:  
1. Court Administrative Policy Review and Approval Checklist


   
2.  Format, Court Administrative Policy
References: 
City Administrative Directive 1. 01-1, Administrative Directives
Review Responsibility and Frequency: The Court Administrator or designee will review this Court Administrative Policy for revision or deletion every two years or as needed.

Presiding Magistrate



Date










Court Administrative Directive Review and Approval







DATE:

TO:  





FROM:
1. ​​​Court Administrative Policy (Title and Number)  

___ This is a revision of a Court Administrative Policy.
 _    This is a correction to a Court Administrative Policy.

_     This is a new a Court Administrative Policy.


  __ This Court Administrative Policy is obsolete and should be deleted.


 _     No revisions are necessary at this time.

2. Reason for revision, correction, or new a Court Administrative Policy, or why a Court Administrative Policy is obsolete.

3. If other court divisions or external agencies are involved please briefly describe that involvement. Please be sure that all appropriate Court divisions and external agencies have reviewed the Court Administrative Policy and that their suggestions/corrections have been considered and incorporated as appropriate.  If there are unresolved issues please note them below and provide to the POPI Committee. 
4. Obtain approval signatures from appropriate Court divisions or external agencies Return this form to the POPI Committee.  The POPI Committee will send this form and the approved final draft to the City Attorney’s Office, if appropriate, and the Presiding Magistrate for review, approval and signature. Content will not be changed without coordinating with the responsible Court division.
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Court Administrative Directive Review and Approval
Court Administrative Policy (Title and Number)  

5.  Coordination (use as many lines as necessary to document coordination)

 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments)

Court division or external agency manager/director ____________________________________________________________________________
                                                                                                                                        Date

 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments)

Court division or external agency manager/director
____________________________________________________________________________
                                                                                                                                        Date

 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments)

____________________________________________________________________________
                                                                                                                                        Date                                                                                                                       

 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments) 

____________________________________________________________________________

                                                                                                                                        Date

 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments) 

____________________________________________________________________________

                                                                                                                                       Date


 FORMCHECKBOX 
 Concur                                                  FORMCHECKBOX 
 Non-concur (See comments)

____________________________________________________________________________

POPI Chairperson (Committee)

       Date

 FORMCHECKBOX 
 Approved                                                  FORMCHECKBOX 
 Disapproved (See comments)

____________________________________________________________________________

Presiding Magistrate
APPENDIX 1, page 2

CITY COURT ADMINISTRATIVE DIRECTIVE FORMAT
Directives will use Arial Font, 12 pitch
I.  
PURPOSE 

This section explains the purpose for the Court Administrative Policy and, generally, what topic(s) the Court Administrative Policy will cover.

II.
POLICY
This section states the Court policy or policies pertaining to the subject. 

III. 
DEFINITIONS 

This section may be needed to define words that appear later in the policy.

IV. 
SUBSEQUENT SECTIONS
Subsequent sections of the policy may include titles specific to the subject matter, or general titles such as: GENERAL, RESPONSIBILITIES, PRO​CESSES, or FUNCTION.  All statements of responsibility or procedure should be numbered for ease of reference.

Appendix:

Attachments, links to other documents
References:

Related Administrative Directives, sections of the City Code or

Charter, Civil Service Commission Rules, state or federal law, etc.
REVIEW RESPONSIBILITY: The Court Administrator or designee will review this Court Administrative Directive for revision or deletion every two years or as needed.

PRESIDING MAGISTRATE



DATE
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