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A. Purpose: The purpose of this policy is to ensure officers receive timely and accurate 

notification of required court appearances and to establish consistent procedures for 

documenting and compensating officers for qualifying court-related time. 

 

B. Policy: The department shall provide officers with timely and consistent notification of 

required court appearances and court cancellations through the department’s established 

notification process. 

 

The Records Manager is responsible for receiving and issuing the initial notification of 

subpoenas and cancellations through the department’s established notification process. 

After initial notification is issued, officers are responsible for promptly reviewing court 

notifications, responding as required, and monitoring their court 

obligations. Supervisors are responsible for oversight and follow-up when necessary. 

 

Officers who are required to attend court shall be compensated for qualifying court-related 

time in accordance with the applicable Collective Bargaining Agreement (CBA). 

 

Personnel shall only be compensated for court appearances that result directly from 

activities performed in their capacity as University employees. 

 

C. Procedures 

1. Court Notifications 

a. Daily RCIC Review 

The Records Manager shall review the RCIC subpoena query at least once each 

business day and verify all court notifications and cancellations received through 

the RCIC terminal. 

b. Initial Notification and Court Calendar 

The Records Manager shall be responsible for the initial notification of subpoenas 

and court cancellations. 

The Records Manager shall enter subpoenas and applicable cancellations into the 

department court calendar. The department’s notification system shall generate an 

email to the affected officer and their shift supervisors, requesting confirmation of 

receipt of the court date or cancellation. 

The Records Manager’s responsibility is satisfied when the subpoena or 

cancellation has been entered into the department court calendar, and the initial 

notification has been issued through the department’s established notification 

process. 

After initial notification is issued, officers are responsible for monitoring their court 

obligations, including any subsequent changes or cancellations, and supervisors 

are responsible for follow-up when necessary. 
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c. Officer Responsibilities 

Officers are responsible for monitoring their court obligations and responding to 

court notifications in a timely manner. 

Officers shall: 

1) Confirm receipt of court notifications and cancellations as required by the 
department’s notification system. 

2) Notify their supervisor as soon as practicable of any circumstance that may 
affect their ability to attend a scheduled court appearance, including illness, 
training, vacation, or any other approved or unapproved absence. 

3) Notify the appropriate court or designated court contact when required and 
confirm that notification to their supervisor. 

4) Advise their supervisor as soon as practicable of any last-minute court 
cancellation, schedule change, or other court-related notification received 
directly from the court or prosecutor. 

5) Remain responsible for confirming their court status during any extended 
absence or whenever they are otherwise unavailable for normal departmental 
notifications. 

d. Supervisor Responsibilities 

Supervisors are responsible for ensuring that court-related changes affecting their 

personnel are communicated and addressed, particularly during extended 

absences and when changes occur shortly before a scheduled court appearance. 

Supervisors shall: 

1) Ensure officers communicate extended absences that may affect scheduled 
court appearances. 

2) Confirm, when necessary, that an officer has received and acknowledged a 
court notification or cancellation. 

3) Ensure that any last-minute court cancellation, schedule change, or other court-
related notification received by an officer is communicated to the Records 
Manager when the information affects the department court calendar or related 
records. 

4) Document significant court-related notifications or changes when necessary to 
establish that appropriate notification and confirmation occurred. 

e. Extended Absences 

When an officer will be absent from duty for an extended period, the officer shall 

notify their supervisor of any known or anticipated court appearances during the 

absence. 

During an extended absence, the officer remains responsible for monitoring court 

obligations and maintaining communication with the supervisor regarding scheduled 

court appearances and any subsequent notifications, cancellations, or changes. 

The supervisor shall take reasonable steps to ensure court-related information 

affecting the officer is communicated during the period of absence. 

The Records Manager remains responsible for the initial processing and notification 

of subpoenas and cancellations received through the RCIC subpoena query but is 
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not responsible for monitoring an officer’s availability during an extended absence. 

f. Records Manager Absence 

If the Records Manager is absent, the designated backup shall perform the Records 

Manager’s court-notification functions and responsibilities during the absence. 

2. Court Time and Compensation 

a. Regular Court Appearance 

An officer scheduled for a regular court appearance shall report 30 minutes before 

the scheduled court appearance time. 

Compensation for court appearances shall be provided in accordance with the 

applicable Collective Bargaining Agreement. 

b. Court Preparation 

When court preparation is necessary, including gathering evidence, case files, or 

other materials, officers shall complete that preparation while on duty whenever 

practicable. 

If court preparation cannot reasonably be completed while on duty, it shall be 

completed during the 30-minute reporting period preceding the scheduled court 

appearance, when practicable. 

c. Shift Layover 

When the time between the end of a court appearance and the beginning of the 

officer’s regular shift makes returning home impractical, the officer may, with 

approval from both the current shift supervisor and the supervisor of the officer’s 

regular shift, work the current shift and apply that time toward the officer’s regular 

workday. 

d. Telephone Standby for Court 

In some circumstances, a prosecutor may direct an officer to return home and 

remain available by telephone while awaiting a determination of whether the officer 

is needed in court. 

An officer who is directed to remain available by telephone and wishes to receive 

compensation for that time shall report to the administrative office for an 

assignment while awaiting further instruction regarding the court appearance. 

e. Witness Fees 

When a witness fee is received, the officer shall endorse the check and submit it to 

the Business Office. The Business Office shall forward the check to the University 

accountant for normal processing. 

 


