
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
Ken Errico
	

	
	Area: DOCUMENT & RECORDS MANAGEMENT SERVICES
Document Number: PRO-DRMS-1007
Subject:  Instructions for Processing Criminal Appeals from Lower Courts
Page: 4  of 4
	Effective Date: 01/27/2015

	
	
	Revision Level:

L.R.D.: 



PURPOSE:

To provide guidelines and instructions for processing Justice and City Court Criminal Appeals.
OBJECTIVE:
· The timely processing of Criminal Appeals from Lower Courts.
EVENT DRIVER:

· A party associated with the case is appealing the Lower Court ruling on a Criminal Case.
PROCEDURES: 
1. There is no fee required to file a criminal appeal. The entire case file is sent from the Lower Court to Superior Court. 

2. If the case file is sent from a City Court a new LC case number will be assigned to the case.

3. If the case file is sent from a Justice Court the same case number as the lower court will be used; only replacing the case number prefix with LC. 

4. Reconcile the transmittal against documents actually provided. Set aside the following documents:

A. Complaint

B. Notice of Appeal

C. Appellant Memorandum

D. Appellee Memorandum (if applicable)

E. Exhibits

F. Transcripts 

G. Compact Discs

5. All remaining documents will be placed behind the transmittal sheet. Prepare the necessary forms for Exhibits and Compact Discs. 

6. Stamp and file in documents.

7. Initiate case in ICIS. Review the Transmittal to see if the case is On the Record or a Trial de Novo. 

8. Depending on case type, use the appropriate category during initiation:  750 JP On The Record or 760 JP Trial De Novo for Justice Court, and 770 City On The Record or 780 City Trial De Novo for City Courts. 

9. The subcategory will be 772 Criminal Traffic or 773 Misdemeanor depending on charges listed on complaint. 

10. Begin docketing and barcoding in the following order: 

A. Complaint

B. Notice of Appeal

C. Appellant memorandum

D. Appellee memorandum (if applicable)

E. Transmittal

F. CDs

G. Transcripts

H. Exhibits

11. Prepare documents for scanning. Include the pink “Return to LC Desk” sheet to prevent destruction.

POLICIES / RELATED DOCUMENTS:
· None at the time of establishment of procedures.
OTHER PARTIES INVOLVED:
· None
TIME / VOLUME:
· None
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· None
SYSTEM ACCESS REQUIRED:
· LCA COC Staff access on ICIS
· Read/Write privileges in LC-CV Special Folder
REPORTS / FORMS:
· Exhibits Coversheet
· Additional Processing Form (for scanning)

· Patch T Type Separator Sheet (for scanning)
DEFINITIONS:
· Appeal:  To apply to a higher court for a reversal of the decision of the lower court.

· Appellant:  A party who appeals a suit to a higher court.

· Appellee:  The party against whom an appeal is taken to a higher court.

· Trial de Novo:  A form of appeal in which the appeals court holds a trial as if no prior trial had been held.
APPLICABILITY:
This procedure applies to Supervisors and staff that files documents in the Clerk of Court’s office.
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