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PURPOSE:

To provide instructions for processing direct complaint filings with warrants.

OBJECTIVE:
· To provide the necessary direction to ensure direct complaint filings with warrants are processed correctly and accurately initiated.
· To ensure consistent filing and accountability of all direct complaint filings with warrants. 
EVENT DRIVER:

· A direct complaint filing with a warrant is received from one of the following:

· County Attorney’s Office

· Attorney General’s Office

· Various Police Agency Officers/ Liaisons

PROCEDURES: 
I. Verify Case Number

1. Upon receipt of a direct complaint filing with a warrant, identify the warrant type by reviewing the Court Information Sheet (CIS) and the Direct Complaint:

A. Basket Warrants: The Court Information Sheet (CIS) will list Warrant.  These are found in the Warrants for Review bin and were sworn in the previous business day. Proceed to step 2.
B. Warrant In Custody: The Court Information Sheet (CIS) will list Warrant In Custody-Other Charges.  These are processed the day we receive them. Proceed to step 2.
2. Open File-A-Case Review

A. Search for File-A-Case entry by entering the PbK number found in the upper right-hand corner of the direct complaint or CIS sheet into the FilingID field. See Figure 1A.
Figure 1A
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B. Verify the following information of the File-A-Case entry to the direct complaint filing: See Figure 1B
a. Court: Should be Superior Court for Downtown cases and Superior Court Southeast for Southeast cases
b. Defendant Name: Should match the main name on the direct complaint
c. Code: Should be WI for Warrant Issued complaint type
Figure 1B
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3. Highlight and copy (Ctrl+C) the case number from File-A-Case
4. Paste (Crtl+V) the case number into iCIS and search.

A. If the number is not in iCIS, you may use that number for that direct complaint.
B. If the number is in iCIS, do not use that number. Refer to PRO-CROPS-1005: Troubleshooting Direct Complaints
5. Write the case number on the top CIS sheet 
6. Verify available case number for all warrants – Repeat Steps 1-5 for all warrants

II. Preparing The Complaint Packet For Judicial Officer Review
1. Stamp the complaint packet and order as follows:

A. Original Direct Complaint

a. File Stamp: Today’s Date

b. Case Number Stamp: Available number from File-A-Case

B. Court Admin Copy Direct Complaint

a. Conform Copy Stamp

b. Case Number Stamp: Available number from File-A-Case

C. Warrant for Arrest


Case Number Stamp: Available number from File-A-Case

D. VIS (victim information) or CIS (court information) sheet

Case Number Stamp: Available number from File-A-Case

E. Warrant Fact Sheet

Case Number Stamp: Available number from File-A-Case

F. CIS (court information) Sheets

a. File Stamp 1 Copy: Today’s Date

b. Case Number Stamp All copies: Available number from File-A-Case

G. Form IV

H. Miscellaneous Documents

a. Victim Notice Form

i. File Stamp: Today’s Date

ii. Case Number Stamp: Available number from File-A-Case

b. Flag Sheet

c. Disposition Report

2. Tag pages for Commissioner review
A. Sign Here Tag: On Warrant for Arrest
B. Blank Tag: On Warrant Fact Sheet for quick reference

C. Sign Here Tag: On Form IV page that has the Judicial Officer Review Stamp. See Figure 2.  Double check the Form IV for the Swear Stamp. See Figure 2.
Figure 2
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III. Emailing The Reviewing Commissioner
1. Open the CR EDC/RCC-DT Work calendar in Microsoft Outlook and verify which Judge/Commissioner is assigned to review direct complaints. See Figure 3.
Figure 3
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2. Compose an email to the assigned Judge/Commissioner providing the following information:
A. To: Judge/Commissioner and their Judicial Assistant
B. CC: RCC/EDC Staff, Team Lead and Supervisor

C. Subject: Morning Warrants (for Basket Warrants) or Afternoon Warrants (for Warrant In Custodies)

D. Body: State what type of warrants there are for review, how many warrants, where they will be taken and request for e-mail notification when they are completed. See Figure 4

Figure 4
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3. Deliver the warrant complaint packets to the assigned Judge/Commissioner
A. Morning warrants should be processed first thing at the start of your shift once the packets have been prepared for the Judge/Commissioner

B. Afternoon warrants should be hand delivered no sooner than 4:30pm. 
4. Review all necessary signature pages before leaving the Judge/Commissioner
A. Warrant for Arrest – verify date, signature and bond amount
B. Form IV – verify signature on Judicial Officer Review Stamp
IV. Initiating Warrant Case into iCIS
1. If the warrant is Signed (accepted) by the Judge/Commissioner

A. Search the PbK Number in File-A-Case. Copy (Ctrl+C)  the case number See Figure 1A.
B. Use the Select Action drop menu and click Accept NP. See Figure 5A.
Figure 5A
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C. In iCIS paste (Ctrl+V) the case number into the Docket Screen. Click on the Filing date for the DCO (Direct Complaint). See Figure 5B
Figure 5B
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D. Click Barcode. See Figure 5C

Figure 5C
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E. Write a W for accepted Basket Warrants or WIC for accepted Warrant In Custodies near File Stamp on the front of the direct complaint.  WIC cases – check mark next to WIC to let staff know the warrant has already been processed

F. Complete Steps 1A through 1E for all accepted Warrants.
2. Signed (accepted) Warrant In Custody additional steps

A. Remove the signed Warrant for Arrest and VIS or CIS sheet.
B. Sign, Circle Seal Stamp and Crimp the Original Warrant.
C. Make a copy of only the Original Warrant.  Place the copy in the IWA labeled bin.
D. Re-Staple the Original Warrant and VIC or CIS sheet.
E. Complete the Warrant Delivery Log for all accepted Warrant In Custodies. Print 2 copies.
F. Paperclip the Warrant Delivery Logs and the Original Warrant.
G. Deliver the Warrant to the Sheriff’s office per Step 4 of PRO-CROPS-1009: the RCC/EDC Daily Run.
3. If the warrant is Not Signed (rejected) by the Judge/Commissioner
A. Accept the case through File-A-Case. The case number will have to be logged.

B. Add the complaint information into the Case Number Log Book See Figure 6A.  Make sure the case number entry is not bolded.
Figure 6A
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C.
 Search the PbK Number in File-A-Case. Copy (Ctrl+C)  the case number See Figure 1A. 

D.   Use the Select Action drop menu and click Accept NP. See Figure 6B.
Figure 6B
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E. In iCIS paste (Ctrl+V) the case number into the Docket Screen. Click on the Filing date for 

      the DCO (Direct Complaint). See Figure 6C
Figure 6C
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F. Click Barcode. See Figure 6D.
Figure 6D
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G. Write WNPC (Warrant No Probable Cause) near the Filw Stamp on the front of the direct                 complaint.

H. Compose a Rejected Warrant Email to be sent to the DCO Rejection distribution list     

      providing the following information: See Figure 6E.
a. To: DCO Rejection

b. Subject: Rejection for (Defendant’s Last Name)

c. Body: Provide PbK number, Defendant’s full main name, Case number, Rejecting Judge/Commissioner name, Reason for rejection, Form IV was attached and Warrant will be sent back to County Attorney.
Figure 6E
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I. Remove Unsigned Warrant

a. Remove the unsigned Warrant and VIS/CIS sheet from the direct complaint packet

b. Adhere the rejection note from Judge/Commissioner to the Warrant

c. Place the Warrant in an interoffice envelope and stick a pre-printed County Attorney address label located in the Interoffice Labels bin

d. Place the interoffice envelope in the Return – County Attorney bin to be picked up by County Attorney staff
J. Delete the Case entry off of the File-A-Case Complete Log before sending the nightly direct filed list. 

V.    Print Barcodes and Place Complaints in Bin
1. Open Express Indexing 2.5 and Print All barcodes.  See Figure 7A.
Figure 7A
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A. Merge all barcodes to the back of each correlating direct complaint packet.  Make sure to double check the case number on the Barcode to the case number on the Direct Complaint while merging.
2. Sort direct complaint packets by Court Designation and place in their respective labeled bin
A. RCC – IC/War/WI
B. EDC – DT
C. EDC/RCC - SE
POLICIES / RELATED DOCUMENTS:
· PRO-CROPS-1005: Troubleshooting Direct Complaints
· PRO-CROPS-1009: the RCC/EDC Daily Run
OTHER PARTIES INVOLVED:
· County Attorney’s Office

· Attorney General’s Office

· Judges/Commissioners
· Sheriff’s Office
TIME / VOLUME:
· Varied

FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Fila A Case (FAC)
· iCIS
· Express Indexing 2.5
· Case Number Log Book: S:\Doc_Management\RCC & EDC\RCC-EDC Log Books - Current & Archived\DT RCC-EDC 2016 Case Number Log Book
· Microsoft Office Outlook
REPORTS / FORMS:
· Warrant Delivery Log
DEFINITIONS:
· Basket(s): Non-priority direct complaint case type. 

· Crimp: Application of the embossed (raised) court seal.

APPLICABILITY:
This procedure applies to all employees in the RCC/EDC department of the Clerk of the Court.
REVISION HISTORY:
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Note: This process takes place once in the morning and once in the afternoon. 


The e-mail notification of completion only applies to the Morning Warrants as they will be dropped off. The Afternoon Warrants will be hand delivered and completed before returning to the RCC/EDC area











