
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
nancy Rodriguez
	

	
	Area:   QUALITY ASSURANCE
Document Number: PRO-EDMQC-1021
Subject:  Quarterly Review of Special Commissioner Access per Administrative Orders 2017-044, 2017-045, 2017-046
Page: 1  of 3
	Effective Date: 08/02/2017

	
	
	Revision Level: A
L.R.D.: 03/01/2019



PURPOSE:
To provide instructions for providing lists of Special Commissioners per Administrative Orders 2017-044, 2017-045, 2017-046 to the Presiding Judge on a quarterly basis – each February, May, August, and November. 
OBJECTIVE:
· To ensure that the Presiding Judge has the current lists of Special Commissioners who are authorized per AO 2017-044, 2017-045, and 2017-046.
EVENT DRIVER:

· Administrative Orders AO 2017-044, 2017-045, and 2017-046 mandate that current access lists be generated and provided to the Presiding Judge each February, May, August, and November. 
PROCEDURES:

1. At the beginning of the month when the audit occurs, send the current access lists to the adult and juvenile filing counter managers, public records managers, and the finance manager with the following sample instructions:
It is time for the quarterly review of Clerk of Court staff who are authorized as special commissioners, Probate Registrars, Deputy Registrars, or specialists in the following areas: 

· AO2017-044 re: Probate Registrars, Deputy Registrars, Specialists, and Special Commissioners 

· AO2017-045 re: Special Commissioners Regarding Signing Income Withholding Orders for Child Support and/or Spousal Maintenance, to Modify Income Withholding  Orders and to Stop Income Withholding Orders, and to Sign Orders Terminating Income Withholding Orders and Release of Support Monies

· AO2017-046 re: Special Commissioners to Sign Orders for Deferral and Waiver of Court Fees

Please identify any of your staff who should be removed from these lists, and forward any names of staff to be added. If there are no changes, please let me know that there are no changes. 

I will send the revised list to the Presiding Judge. According to the Administrative Orders, the Clerk’s Office must provide this information to the Presiding Judge quarterly. With this in mind, please have your revisions to me no later than xx/xx/xx. 
2. Compile the names alphabetically into an Excel spreadsheet, with each Administrative Order on its own tab.
3. Send the completed spreadsheet to the Presiding Judge, including his or her Judicial Assistants, and cc the Deputy Director, Office General Counsel, and EDM Program Manager, with the following sample text:

Good afternoon Judge xxxx,

Attached are the current lists of Clerk of Superior Court staff who perform the Special Commissioner, Probate Registrar, Deputy Registrar, and Specialist duties outlined in AO2017-044, AO2017-045, and AO2017-046. 

The lists are in alphabetical order by last names. Each Administrative Order has on its own tab. AO2017-044 and AO2017-045 involve Adult staff only; AO2017-046 involves both Adult and Juvenile staff.

We will review our staff lists each February, May, August, and November. We will then send the updated lists to you for review.

POLICIES / RELATED DOCUMENTS:

· Administrative Order 2017-044
· Administrative Order 2017-045
· Administrative Order 2017-046
OTHER PARTIES INVOLVED:

· Presiding Judge

TIME / VOLUME:

· Estimated 2 hours to compile new lists.
FREQUENCY:

· Performed each February, May, August, and November. 
SYSTEM ACCESS REQUIRED:
· Word
· Excel

· Outlook

· email
REPORTS / FORMS:

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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