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PURPOSE:

The purpose of this procedure is to provide instructions for closing and securing a Grand Jury room.
OBJECTIVE:
· To provide the necessary directions to ensure Grand Jury rooms are properly closed and secured.
EVENT DRIVER:

· At the end of every Grand Jury business day all of the Grand Jury rooms need to be closed and secured.
PROCEDURES: 
I. Gather Juror’s Documents in each Grand Jury Room:
1. Take the juror cabinets keys and proceed to the juror rooms.
2. Go to the juror notes bin and gather the juror’s notes.
3. Go through the Grand Jury room to ensure the jurors have not left any notes or documents lying around.  
4. Go through all the notes to make sure that other important documents have not been included in error.  If there are additional documents please return the miscellaneous documents to the following areas: 
A. Indictments – Return to Grand Jury Clerks Office
B. CIS Sheets – Return to the Grand Jury Clerks Office
C. Name Tags – Return to the Jury’s cabinet
D. Personal Items – Return to the Jury’s cabinet
E. Per Diems – Return to the Grand Jury Clerks Office
F. Jury Calendars – Return to Grand Jury Clerks Office
G. Jury Rosters – Return to Grand Jury Clerks Office
5. Remove all documents from the “Inbox” located on the wall near the door.  The documents should be returned to the Grand Jury Clerks Office for further processing.  Documents may include:
A. Day Off Request Forms
B. Payroll Sheets
C. Pink Attendance
D. Juror Excusal Request
II. Secure Jury’s Cabinet:
1. Lock the jury’s cabinet after all the Juror name tags, juror’s personal items, and juror snacks have been returned.
2. There is one jury that does not have a permanent room; therefore, this jury has a mobile storage cart instead of a cabinet.  The storage cart needs to be locked and moved to the room where that particular jury will have their next session.  
III. Process and Shred Jury Documents:
1. Place all the following documents in the shred bin located in the XGJ Office:
A. Juror Notes
B. Jury Calendars
C. Jury Rosters
2. Gather all the Jury Payroll Sheets and place them in the Juror Payroll Bin located in the Grand Jury Clerks Office.
3. Gather all the Pink Attendance Forms and return them to their Jury Bin located in the Grand Jury Clerks Office.
4. Gather the Per Diems and place them on the sorting table located in the Grand Jury Clerks Office.

5. Gather all the Indictments and CIS Sheets and verify if the documents are originals or duplicates.  
A. Original Documents – place with the appropriate packets located in the XGJ Office.
B. Duplicate Documents – place inside the shred bin located in the XGJ Office.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Task is to be completed after Returns have been completed
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Grand Jury Pink Attendance
· Grand Jury Payroll Roster
· Grand Jury Calendars

· Grand Jury Notes

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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