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Fulton County Department of Family & Children Services
Agency Protocol for Court Etiquette  

(FYI – Should also be included in the packaged materials for every Legal 1 Training)

Purpose:  The purpose of this protocol is to establish court etiquette for both Fulton County DFCS staff and DFCS Private Providers who serve before the court in collaboration with meeting the needs of families this agency serves.  This protocol will outline expectations for dress codes according to policy issued on June 22, 2009 (see policy attached) and will outline the expectations for both staff and private providers’ presence in court hearings.  This protocol must be reviewed, each time, prior to attending court.
Discussion:  

Professionalism:
· As outlined in the June 22, 2009 Dress Code Policy the same expectations also apply when staff and private providers are expected in court for any type hearing, case staffing, FTM or Citizen Panel Reviews. Staff and Private Providers are expected to show up on time for calendar call at every court hearing in professional attire and representing the agency with unquestionable professionalism.  Remember that first impressions and presentation highlights your credibility and defines how you are perceived by the court.  Please be mindful to always be professional even when waiting and chatting outside the courtroom.  Use your discretion not to be loud, rude or violate confidentiality during all discussions.

Dress:
· Although we do observe “Casual Day”, we are not allowed to present in court in “casual” attire.  However, “Business Casual” attire is acceptable on Fridays.  Staff and Private Providers appearing at court dressed inappropriately will be asked to leave and return in appropriate attire.  Appropriate attire for men is: Shirt and tie, slacks or pants (no jeans).  Meanwhile appropriate attire for women is: Long sleeve blouse or short sleeves with a jacket, and slacks or skirt (knee length, minimum height).  Additionally, all colors worn shall be geared more toward a conservative look; please avoid bright or “loud” colors.

Court Interaction/Activity/Operation:
· When responding to either a subpoena or court order, staff must treat this as an order of top priority to report to court. No assignment prior to or subsequent to this request can take precedence over a subpoena or court order.

· Case Managers and Private Providers must be present at calendar call (8:30 a.m. & 1:30 p.m.) on their scheduled hearing day.

· Case Managers and Private Providers must sign-in on both floors at the reception desk if they have multiple hearings.  On Wednesdays for Drug Court Hearings and SAAG staffings, Case Managers should alert SAAGs of their presence, report to Drug Court/Hearing, and subsequently report back to the SAAG staffing. 

· Staff should contact their SAAG and make alternative arrangements when they are unable to attend a staffing.

· When Staff are scheduled for both court hearings and Citizen Panel Reviews at the same time, they are required to sign-in for court, notify their SAAG and report to Citizen Panel for their review.  Following the review, Staff should report back to their hearing.

· Case Managers must contact the SAAG 24 hours prior to a scheduled hearing to confirm the name and contact cell phone number of the providers attending the hearing on their case.  Case Managers shall check-in with their assigned SAAG immediately upon arrival at Juvenile Court.  

· In order to prevent case continuances, when running late, Case Managers and providers are expected to contact Ms. Jacqueline Gibson at (404) 224- 4711 - office or (678) 266-2421 – cell.

· At Delinquency hearings, we are there as the legal custodians of our children and we do not have SAAG representation.  If at anytime Case Managers are uncomfortable with something occurring during these proceedings, please feel free to have a Court Liaison or SAAG paged to assist you. 

· When bringing children to court, the playroom on the 4th floor in the DFCS Court Liaison office is only available to children in DFCS custody from 8:00 AM to 4:00 PM.  Please sign children in and leave your contact information with the playroom staff.

· Case Managers are welcome to request assistance for use of the 4th floor office copy machine and computer for “emergency” purposes (i.e., printing items, needing an extra copy of a document for a parent, attorney or needing to check something quickly on the computer) at Juvenile Court.  However, please be mindful that it is a work station for two DFCS staff.  Please organize yourselves to be prepared with copies of case plans and court reports before coming to Court as our on-site office is not set up to accommodate routine business in the same manner as the service centers. Please note that you are welcome to bring your PC tablets and portable printers and take advantage of the wireless environment available to you at Juvenile Court.  To access this wireless hub, our user ID is Fultonco0829 and our network key is 0987654321.
Providing Testimony:
· When giving testimony, follow the lead of the SAAG, but think of the question first before starting to speak and then answer the question completely.  When the opposing attorney objects to the question being asked, pause and wait until the judge makes a decision to either sustain or overrule the objection before giving an answer. When asked a “Yes” or “No” question on cross examination (i.e., by the Parent Attorney/opposing Attorney), only answer “Yes” or “No” do not elaborate.

· When waiting for your case to be heard, please make sure you sit near the courtroom to hear when your case is called.  Please no gum chewing or eating at all.

· Always stand when addressing the Judge directly, and address the Judge as “Your Honor”.

· At Delinquency hearings, we are there as the legal custodians of our children and we do not have SAAG representation.  If at anytime Case Managers are uncomfortable with something occurring during these proceedings, please feel free to have a Court Liaison or SAAG paged to assist you. 

Consequences:
Staff:
· Repeated absences and tardiness from court appearances and/or staffings will be addressed using the following Human Resource procedures:

1. Counseling

2. Memorandum of Concern                      

3. Written Reprimand

4. Final Warning

Private Providers:
· Repeated absences and tardiness from court appearances and/or staffings will be addressed using the following procedures:
1.   Consultation with Private Provider

2.
Correction Action Plan
3.  A Hold on Referrals  & Provider will be Placed on Suspension
Implementation:     August 3, 2009
The following protocol has been put in place to ensure that the staff and private providers are appropriately dressed, show up on time, and perform well (and to the highest degree of professionalism) in court hearings, case staffings, FTM’s and Citizen Panel Reviews as scheduled with Fulton County DFCS.

Private Provider Responsibilities:
· For security purposes, providers will display their agency identification when entering the Juvenile Court building.

· Providers will sign-in under the case name at the lobby desk outside the courtroom upon arrival.
· Providers will come to court prepared with sufficient copies of appropriate case documentation. 

· Providers will submit documentation of their attendance at court to the Contracts Manager monthly with their invoice.  

· Providers must connect with the CM and/or other appropriate DFCS staff (i.e., Court Liaisons); they must have a vivid discussion about the purpose and content of the testimony if for some reason they have not had an opportunity to do so before the court date.

Court Liaison Office Responsibilities:
· A report will be submitted to the Contracts Manager weekly of all private provider attendance and meeting dress code standards.

· Court Liaisons will staff with supervisor any inappropriate dress and Supervisor or Program Director will request that staff or provider leave and return in appropriate attire.

· As necessary, Supervisors, Administrators, Contracts Manager and Program Directors will be notified when dress code standards are not met as outlined by policy.

· Staff will sign-in under the case name at the lobby desk outside the courtroom upon arrival. 

· Staff will come to court prepared with sufficient copies of appropriate case documentation. 

All Social Services and provider staff should file this protocol within their work station or in a central location and review it, each time, prior to attending court.  If you have any questions regarding this policy, please refer to your immediate supervisor.

Dannette R. Smith, Regional/County Director
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