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FROM THE LAWHELP CENTER – 
COURTROOM PROCEDURES AND PROTOCOL
THESE ARE THE RULES THAT APPLY TO ATTORNEYS REGARDING COURTROOM PROCEDURE AND ETIQUETTE.  THESE RULES MUST ALSO BE FOLLOWED BY PEOPLE WHO ARE REPRESENTING THEMSELVES (‘PRO SE’).  THIS INFORMATION GENERALLY APPLIES ONLY TO HEARINGS BEFORE COURT COMMISSIONERS.
WHAT TO DO IF YOU HAVE SET A HEARING:

PAPERWORK:  ORIGINAL documents (including the signed court orders) shall be filed in Room 110 (the Clerk’s Office).   Please note:  no 2-sided copies, use black or blue ink (no pencil), no colored paper, margins 1” on all sides (3” top margin required on first page only, see GR 14 for margin rules), no tabs.
WORKING COPIES:  These are all the documents you want the Court to read – Petition, declarations, motions, financial information.  Most hearings are held before Court Commissioners.  Deliver your working copies to the Commissioner Services Department, Room 140, no later than noon two (2) court days prior to the hearing, along with Proposed Orders.  (The Proposed Order with the working copies should be a copy; you will need to bring the original of the proposed order with you to court for signature.)   If your hearing is before a judge, deliver your working copies to Superior Court Administration on the 3rd floor, Room 334.   It is very important that you get your working copies in on time; if you do not, the Commissioner or Judge will not have time to consider your case and may even decide to cancel the hearing.  
COPIES of all documents you want the Court to read must also be delivered to all responding parties AND to the Family Support Division of the Prosecutor’s Office at 949 Court E, if child support is an issue at the hearing and the children are or have been on public assistance.
CONFIRMATION:  If you have filed a motion, you must call and confirm your court hearing date with the Commissioner Services Department in person or by phone at (253) 798-6697, no later than noon two (2) court days prior to the hearing.  If you do not confirm the hearing it will be cancelled and your motion will not be heard.  If you have used the kiosk in the Clerk’s Office to schedule your hearing, however, the hearing will be confirmed automatically.
WHAT TO DO IF YOU HAVE BEEN SERVED PAPERS:
FILE A WRITTEN RESPONSE in the Clerk’s Office, Room 110, by noon four (4) court days before the hearing.
SERVE A COPY of your response on all other parties, and file proof of service in the Clerk’s Office.

PROVIDE A SET OF WORKING COPIES to the Commissioner Services Department in Room 140.

WHAT IS EX PARTE?  
The Ex Parte Department of the Clerk’s Office is available to have orders signed by a commissioner and filed with the Clerk’s Office.  This service is for temporary orders only, which will remain in effect only until your hearing (for example, temporary restraining orders).   ‘Ex parte’ means that only one party needs to be present.  If you are entering an ex parte order REMEMBER THE FOLLOWING:  (1) you are required to do your best to give notice to the other side.  (2) Ex Parte is NOT a hearing.  This is not the place to fully argue your case.

COURTROOM ETIQUETTE:
Arrive at Court at least 15 minutes early so that you can locate the proper courtroom and check to see that your case is on the docket.   All Commissioners’ hearings are set for either 9:30 a.m. or 1:30 p.m.  There are a number of cases to be heard on each docket; each will last about 30 minutes, so you should be prepared to have your case heard anytime between 9:30-noon or 1:30-4.  
BE PREPARED!  Bring a pen and paper with you to take notes, or to have ready if you need to prepare an order.
Dress appropriately – slacks, skirt, dress shirt or blouse, clean jeans, etc.  Show respect for the Court!

Food and drinks are not allowed in the courtroom!

Please SILENCE YOUR CELL PHONES before entering the courtroom.  No cell phones or texting are allowed in the courtroom.   

The courtroom is not an appropriate place for children.  Please make alternative arrangements for your child care while you are in Court.

You may bring a friend or family member for moral support.  That person must remain silent, however, and must remain seated in the audience.  He or she cannot approach the judge or commissioner with you.  There is no witness testimony in commissioners’ hearings.
If you do not know to which courtroom your case has been assigned, please check the computer monitors outside ROOM 140 to determine if your hearing will be held in ROOM 100, 117 or 407.

Review your paperwork before the hearing.  STICK TO THE FACTS.  Try not to ramble when offering your side of the situation.  The time allowed to present your case will be determined by the commissioner.  You may only discuss those facts supported by written and sworn declarations or affidavits that have been filed and served on the other parties and working copies provided to the commissioner’s docketing clerk in ROOM 140 prior to the hearing.  The working copies must be in Room 140 no later than noon 2 days prior to the hearing to assure that they are delivered to the appropriate courtroom.

When your case is called, stand and proceed to the counter in front of the judge or commissioner’s desk and face the judge or commissioner.  The Court will ask you to speak when it is your turn.  Generally the moving party has the first opportunity to present his or her argument.  The commissioner will decide the length of time allowed and then have the responding party present their rebuttal, the length of which will also be determined by the commissioner.

REMEMBER:  Address the Court when speaking, not the other party’s attorney.  DO NOT interrupt the judge or commissioner or the other party/lawyer.  Wait until it is your turn to speak.  Remember to stand when addressing the Court.

The judge or commissioner will ask you questions.  If you don’t understand the question, say so.  Be direct.  If you don’t know an answer, say so.  Take time when answering questions to insure that you provide a thorough answer.

Be respectful and courteous at all times with the Court.  Always address the judge or commissioner as ‘Your Honor.’  Don’t interrupt.  If something needs to be clarified, wait until it is your turn to speak or ask to speak again.

Be sincere.  Don’t be sarcastic or argue with the Court or the other party.  Stay calm.

If you are stating dates, times, places, etc., be exact.  If you cannot be exact, make it understood that you are only estimating.


Speak clearly and distinctly, using common words, phrases and terminology.


Remain courteous to the judge after the ruling.

Avoid laughing or talking about the case in the hallway or restrooms of the Courthouse in such a way that the other party, counsel or witnesses for the other party may see or hear you.

FINAL ORDERS:
After the judge or commissioner has made a ruling on the issues brought before the Court, a written Order should be prepared which states the decisions made during the court hearing.  Submit the Order for signature when the hearing is over.  Do not leave until the order is signed, even if it is not favorable to you.  Make sure any changes to the Proposed Order are made on all copies of the Order.  If the other party has left before the Order is signed, report this to the Commissioner.  Do not leave the building before filing the order in the Clerk’s Office.

It is a good idea to bring extra copies of the Order with you to the hearing.  After a document has been properly executed, signed by a judge or commissioner and filed by the Clerk of the Court or in the Clerk’s Office, you may want to have a conformed copy of the original.  This means that the copy is marked so that it matches the original in every way.  The Clerk’s Office maintains a set of the judges’ and commissioners’ name stamps for this purpose, along with date filing stamps.  You may use these stamps to conform your own copies.  If you did not make copies prior to the order being signed and filed, you may make copies at the Law Library or obtain a copy from the Clerk’s Office, with or without a seal, at a charge of $5.00 for the first page and $1.00 for each additional page.  You may prefer to wait three working days until the original is processed by the Clerk’s Office and placed into the court file, and then purchase a copy from the Clerk’s Office.  Regular copies are 50 cents per page.
