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I.  	BACKGROUND

The Court Liaison Unit is comprised of one Clerk II position. The Court Liaison Unit is responsible, but not limited to, working closely with the New York State Unified Court System to include City, County, Supreme and Federal Court; Traffic Violations Bureau; Corporation Council and the processing of all judicial court and records subpoenas.  The liaison also works with the District Attorney’s Office.




II. POLICY


New York State Judicial Court and records subpoena are mandatory to ensure officers are in attendance of court proceedings and the integrity of written records/files are maintained and supplied to the courts when requested.  Having the Court Liaison Unit perform this function allows for accurate record keeping, as well as ensuring officers’ availability for court appearances while maintaining Officers privacy from defense attorneys, etc.

Administrative Arrest and Prosecutors Information tasks are completed to ensure the proper arrest forms are entered and accusatory instruments filed with the courts that otherwise would give the impression that a defendant was never arrested.  This happens when the proper documentation is not submitted by the arresting officer.  This also occurs when the charges are referred to a lower court without all of the necessary documentation required by the courts and MoRIS.

The processing of Traffic Infractions Summons from a centralized location helps ensure the summons are sent directly to Albany and on going dialogue occurs between officers and Traffic Violations Bureau/Albany regarding attendance by officers.

Several other Clerical and Administrative functions are performed by the Court Liaison as needed to assist Courts, the District Attorney’s office, the DMV, the Rochester Police Department, and the City of Rochester.









III. RESPONSIBILITIES                                 

· Assist RCC in finding missing paperwork BY 9:00 for the morning’s 9:30 arraignments
· Open safe, remove traffic  tickets (aka UTS movers), enter, scan, and distribute
· Void traffic tickets as requested
· Maintenance of TSS date/time stamp machine 
· Check the wire info tray, collect clipboard papers for HQ binder, and straighten up tray
· Check the OOP outlook mailbox and distribute appropriately
· Communicate to TVB, ADA, or RCC any officers unavailable for court and log into spreadsheet
· Check emails and phone messages, and fulfill requests
· Receive, and log (or keep copy) and distribute hard copies of Officer subpoenas, received from ADA office, TVB, and other agencies
· Return reports that are rejected by court back to officers for corrections, and log them for tracking purposes.  Court Liaison may on occasion have the capability to make the corrections on behalf of the RPD
· Collect reports and distribute to requesting ADA via email
· Send certified notify letters to defendants regarding their court dates, log into spreadsheet
· Reset Moris passwords and expiration dates as needed
· Write PDR’s from “notice to appear (VOP)”, “prosecutors info”, or as requested by court, and assign court date, log into spreadsheet
· Receive subpoenas for records, collect records and certify them, then hand deliver and log into spreadsheet
· Pick up mail daily from city court 
· Receive list of officers who were absent from court, give to Sgt. Emerson, and maintain file
· Attorney General Requests
· Work with TVB and Albany to solve TRACS CR# issues
· Complete NYS DCJS Arrest Information Updates (Supplemental Forms) as needed
· Provide Officers who are flying armed with the proper NLET information












IV. PROCEDURES 

· Refer to TSS G Drive, Court Liaison Folder, COURT LIAISON PROCEDURES, Court Liaison Procedures Notes slc



