Code of Ethics
for California Court Employees



Tenet One - Impartiality

®Provide impartial and evenhanded
treatment of all persons



Tenet One - Impartiality

Court employees must remember that they are often
dealing with people who may be having one of the
worst experiences of their lives. They must offer to
angry, confused, and sometimes deceitful court
users the same level of competent and impartial
help that they provide to those who are pleasant and

appreciative.



Tenet Three - Professionalism

Behave toward all persons with respect,
courtesy, patience, and responsiveness,
acting always to promote public esteem
in the court system:.



Tenet Three - Professionalism

A professional knows every aspect of his
or her job and can provide complete,
understandable answers to the public’s
questions. A professional never criticizes a
co-worker 1n public nor denigrates a court
user at any time.



Tenet Seven — Prohibition Against Giving Legal Advice

Serve the public by providing accurate
information about court processes that
1s as helpful a possible without taking
one side over the other, or appearing to
favor one side of a case.



Tenet Seven — Prohibition Against Giving Legal Advice

& Court employees can and should provide information that is within their
own level of professional training and experience, so long as the
information does not compromise the neutrality of the court or the court’s
appearance of neutrality. For example, court employees can and should
patiently explain how to file forms and pay fines, and should clarify legal
language and the court’s policies attendant to procedural due process and
assist self-represented litigants in court self-help centers. They should
provide litigants with information about non-profit legal services agencies,
certified lawyer referral service programs and courtbased self-help
assistance... Court employees must not give any legal or procedural
information that tends to favor one side of a case.



Tenet Nine — Service and Competency

Provide accurate information as requested
In a competent, courteous, and timely
manner. Improve personal work skills and
performance through continuing
professional education and development.



Tenet Nine — Service and Competency

A major responsibility of all court employees 1s to
provide accurate and timely information. When
providing information, whether orally or 1n writing,
present 1t 1n as easily understandable a format as the
inquiry allows, and avoid legal jargon whenever
possible.



Tenet Ten - Discrimination

Guard against and, when necessary, repudiate
any act of discrimination or bias based on
race, religion, color, national origin, ancestry,
physical or mental disability, mental condition,
marital status, sex, age, sexual orientation, or
other personal choices and characteristics



Tenet Ten - Discrimination

Each day court employees assist users of court services of many
races, religions, national origins, languages, sexual orientations,
and varieties of personal abilities and appearance. They may deal
with accused felons, child abusers, participants in painful
dissolutions, those grieving from an injury or loss of a loved one, or
people experiencing any one of numerous kinds of human pain or
dysfunction. Court employees are expected to treat each other and
each user of court services equally and with compassion. Equal
access to the court system and equal treatment for all are the
cornerstones of the administration of justice.



People visit or contact the court

» May be having one of the worst days of their lives

» Probably don’t understand the procedures they need

Stand to lose a lot if things don’t go well

» Are experiencing stress

» Feel like the situation 1s out of their control



Empathy and Understanding

¢ “I can tell that you really care about your children.”
& “I can tell that this 1s really hard for you.”

& “That sounds incredibly frustrating. I'm so sorry.”
& “I know, these forms are hard for everyone.”

& “Sounds like you’ve been trying really hard.”

& Use the name of the child - we’re here to talk about
note, form, cheat sheet for judicial officer)
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How to handle “legal advice” questions

®Rather than starting your response with “I
can’t do that but...” you can start with “Let
me tell you what I can do...”

®Refer to the self-help website



Self-Help Guide to the
California Courts

Resources and information to help you navigate your court
case, including step-by-step guides for following procedures and
help with understanding your options.

What would you like to do?

Get help with papers I was served Start a court case Work on my court case
Look up by form number to understand your Find your case type to get started Take the next step, update an order, see all the
options. (Find the form number in the upper options during or after your case
right or upper left corner of your papers.)
Choose case type v

Choose form v Go Choose case type v Go Choose action v Go
Get information about a legal topic Look up a court case or citation Get help from the court
Get general information and learn about your Find a traffic ticket or court case using the Find self-help centers, forms, interpreters,
options county court's website disability access, and more

Choose topic v Go Choose County v Go Choose resource v Go

selfhelp.courts.ca.gov



Onramps (I was served...)

For someone served, explains:

What the papers mean

Important deadlines

If they have a court date

Options to respond

What happens if they ignore papers
Where to get help

WHAT DO THESE PAPERS MEAN?

Request for Order (form FL-300)

If vou received a Request for Order (form FL-300), it means the other person in your

family law case is asking the judge to make a decision. The court sets a2 date to hear

from both sides {a hearing) before it makes a decision.

WHAT THIS FORM TELLS YOU

Hearing date and time

What the other person is asking the judge to decide

Orders made before the hearing
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Step-by-step

How to ask for a Fee Waiver

(1) Gather the information you need

You rmay need Infarmation about your Income and expenses to fill out the fiee walver form.,

I you receive public benefits, you only need to check which benefit yvou receive on the form. You don't
need to fill out the part about your income or expenses.

If your household income is below a set amount, vou will need Lo fill out information about your
househald income. You might need to look at copies of paystubs or other documents with your income,
tofill out the forms,

I you can't aftord the fee and your household's basic needs, you will need to Rl cut information about
your income and expenses. You might need to look at things like paystubs, bills. and bank statemants, to
fill out the forms.

Fill out Request for Order form
Request for Order (form F1-300)
Use this form to tell the court:

o What you wantittoorder

o Why itshould order what you're asking for

For child support, useitem 3 on page 3, and “Facts to Support” (item 10 on page 4).

What are examples of Facts to Support my Request (item 10)? ~

The form says Petitioner and Respondent. Which am [? ~

Fill out the Income and Expense Declaration
o [ncomeand Expense Declaration(form FL-150)
This form asks how much money you earn and how youspend your money.

o Attach proof of your income (like paystubs) from the past two monthsto the form.

o Do notattach a copy of your last year's taxes. Bring acopy (if you have one) to the hearing.




When people don’t understand or are frustrated by

1)
)

3)
4)

5)

the procedure

If they are upset, show empathy and understanding

Explain the procedure and make it clear that it 1s based on
the law

Explain the reason for the procedure
Provide an example that demonstrates why the law 1s fair

Define any legalese



SRI. cases

Information can be
incomplete

Information may be
disorganized

Information rarely all
relevant

Information can be
pretty “raw”
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LITIGANT DEMEANOR

40



OPEN ENDED
QUESTIONS

“Could you give me a little more
information about %

“Help me understand %

“Can you give me some specific
details about that?”

“Why is this important?”

“What else do you want me to
know?”
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DISRUPTIVE LITIGANT

If they aren’t

How might their abusive, 1s 1t an

behavior affect option to allow
others? them to vent? (If so,

how long?)

How disruptive are
they?

What should you do
to determine 1if
there are cognitive
1ssues?
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DISRUPTIVE LITIGANT




OVERALL

®Explain the process
®Be active

®Minimize barriers to appropriate
Interaction

&®Model the behaviors you want to see
®Understand your decision fatigue point
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“Decide you
must, how to
serve them
best”
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