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PURPOSE:

To provide instructions for Grand Jury Morning Set Up
OBJECTIVE:
· To provide the necessary directions to ensure Grand Jury rooms are properly set up each morning with all necessary paperwork
EVENT DRIVER:

· At the start of every Grand Jury business day all juror rooms need to be set up prior to each jury hearing cases

PROCEDURES: 

I. Check Grand Jury Voicemail

1. Dial 62044
2. Click: #
3. Dial: 45006
4. Dial Security Code: 1642
5. Press “1” to listen to messages
6. Make note of each absence
A. Name
B. Grand Jury number
C. Reason for absence
D. Call back number if needed
7. Press “4” to delete messages
II. Check eMails

1. Check if any emails have been received indicating a juror absence or late arrival.  If so  make note of each absence
A. Name
B. Grand Jury number
C. Reason for absence
D. Reply to email if requested
2. Delete email when completed
III.       Prepare and Print Jury Rosters
1. The Jury Room Assignment sheet has a layout of all the current grand juries and their scheduled days to hear cases. The Jury Room Assignment sheet should be located at each desk.  If not, the sheet can be located at:
     S:\Doc_Management\Grand Jury\Forms & Other\Room Signs
2. Make note of which juries are present for the day.                          

3. Print two copies (on yellow paper) of the Jury Roster for each jury scheduled for the day.   The Grand Jury Rosters are located at: S:\Doc_Management\Grand Jury\Rosters & Worksheets.

IV. Update the Jury’s Calendar
1. Go to Outlook and click on Calendar.  Select the calendar for one of the juries listed for Grand Jury service today.  
A. Click: View, Month
B. Double click on the day of reported absence or tardy
C. Subject: Jurors Name
· If reporting a tardy, write: Jurors name – LATE
D. Click Tab (5 times) and fill out reason for absence if given
E. Click: Save & Close
2. Print one copy of the Jury’s calendar (on yellow paper) for each jury scheduled for service today.  
A. Click: File, Print
B. Select: View, Month
C. Select Print Options
D. Select End Date: Enter in the Jury’s last day of service
E. Select Number of Copies: 1
F. Click: Print
V. Update the Jury’s Rosters
1. On each Jury Roster, mark an “A” next to each juror that is scheduled off.  This information is found on the Jury’s Calendar.  

2. On each Jury Roster, write “LATE” next to each juror that notified you that they will be tardy.

VI. Prepare and Gather Morning Set Up  Paperwork

1. Take the Pink Attendance Sheet and one Payroll Roster from the Jury’s bin.  

2. Stamp today’s date on the following documents

A. Payroll Roster

B. Two Jury Rosters

3. Staple one Jury Roster to the Jury Calendar.

4. For each Jury, gather the following documents

A. Pink Attendance

B. Payroll Roster

C. Jury Roster with Jury Calendar attached

D. Jury Roster

VII. Distribute Morning Set Up Paperwork

1. Gather the Morning Set Up paperwork and Grand Jury cabinet keys.  
2. Go to each Grand Jury Room and place the following documents for that designated jury on the table where the Foreperson sits.  
A. Pink Attendance
B. Payroll Roster
C. Jury Roster with Jury Calendar attached
3. Place the extra Jury Roster at the Court Reporters designated area.
4. Unlock the scheduled Jury’s cabinet.
VIII. Update Jury Calendars

1. If a juror calls in or emails a tardy or absence after you have completed Morning Set Up, you must update calendar as well as the Jury Roster, that are now located with the jury until 9:00am. 
A. Write an “A” next to the absent juror’s name
B. Write “LATE” next to the tardy juror’s name
2. If a juror calls in or emails a tardy or absence after 9:00am, you must still update the calendar as well as the Jury Roster.  Check the Grand Jury Room and if the door is open you can proceed to update the Jury Roster.  If the door is closed, only the Calendar update is required.  
IX. Email GJ Return Assignment

1. When receiving the GJ Return Judicial Assignment email, please forward the email to MCAO staff listed below and copy GJ team as well.  
A. MCAO GJ Supervisor
B. MCAO GJ Legal Support Specialist(s)
2. If you receive a revised GJ Return Judicial Assignment email, please repeat step IX, 1.  
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Grand Jurors

· Court Reporters

TIME / VOLUME:
· Varies depending on court workload
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Grand Jury Shared Folder
· Grandjuryclerks@mail.maricopa.gov 
· Outlook
· Avaya
REPORTS / FORMS:
· Grand Jury Payroll Rosters
· Grand Jury Rosters (S:\Doc_Management\Grand Jury\Rosters & Worksheets)
· Grand Jury Calendars

· Jury Room Assignment sheet
· S:\Doc_Management\Grand Jury\Forms & Other\Room Signs
DEFINITIONS:
· N/A
APPLICABILITY:
· This procedure applies to all employees in the Grand Jury department of the Clerk of the Court.
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