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Introduction

Introduction

The National Association for Court Management
(NACM) is a non-profit organization dedicated to improv-
ing the quality of judicial/court administration at all levels
of courts nationwide, with its scope expanding interna-
tionally. The purpose of NACM is to provide a forum for
court professionals and more importantly to promote the
fair and impartial administration of justice. The associa-
tion offers court managers an ethical code of conduct
that promotes professionalism and competence, as well
as aids in the navigation of the independent and interde-
pendent relationships that court professionals face. The
association improves the profession through education,
provides opportunities for members to exchange infor-
mation and ideas, and develops publications to guide
the application of best practices in court management.

Court administrators have a responsibility to identify
and implement initiatives that increase the public’s un-
derstanding of the judicial system and provide for equal
access to justice for all. Court administrators also ensure
that the independence of the judiciary as the third and
independent branch of government is maintained while
cultivating relationships with the other branches of
government and stakeholders.

NACM has prepared this Guide to provide a better un-
derstanding of court administration for judicial officers,
court professionals, and other interested parties. It de-
scribes the history and significance of professional court
administration and the role of the court administrator,
including the qualifications and resources for selecting
court administrators.
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History of Court Administration

A heightened awareness in the early 1970s of the need
for professional management to direct the multi-faceted
operations of courts has resulted in the profession of
court administration. Over the years, court administra-
tors have become an integral part of judicial management
because the effectiveness of the judiciary resides in orga-
nizational competence. Courts must keep pace with in-
creasingly complex caseloads and the increasing focus
on the performance of the judicial system. The ability
to address those and other challenges requires effective
management by judges within the courtroom as well
as by administrators outside of it.

In August 1969, soon after he became Chief Justice
of the United States Supreme Court, Warren E. Burger
observed, “The courts of this country need management,
which busy and overworked judges, with drastically
increased caseloads, cannot give. We need a corps of
trained administrators or managers to manage and direct
the machinery so that judges can concentrate on their pri-
mary duty of judging. Such managers do not now exist,
except for a handful who are almost entirely confined to
state court systems. We must literally create a corps of
court administrators or managers and do it at once.”

As a result of Chief Justice Burger’s efforts, and those of
other leaders in the field, court administrators have become
an essential part of the federal, state, and local courts.

€€ The dignity and stability of government in all its
branches, the morals of the people, and every blessing
of society depend so much upon an upright and skillful
administration of justice...
— President Jobn Adams
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Why Court Administration?

Courts need professional administrators to organize
and manage operational matters in conjunction with
leadership from judges, just as city managers, school
superintendents, and hospital administrators manage
their institutions. Virtually every expert in the field
of judicial administration has stressed the need for
management by educated and trained professionals.

This concept of court administration has been en-
dorsed by the American Bar Association, the National Ad-
visory Commission for Standards on Court Organization,
and many other national associations, conferences and
commissions. It is a validation of the importance of
strong organizational leadership. The field of court
administration emanated from the growing need to
professionally manage internal operations, deal with or-
ganizational system complexity, large workloads and vol-
umes, and ever-increasing expectations for organizational
performance and accountability. Court administrators
ensure that those ever-increasing expectations are valued
and demonstrated not only for the benefit of those exter-
nal to the organization but also for those within it.

Professional court administrators may have a variety of
working titles including: court or district administrator,
court executive, court manager, court executive director,
clerk of court, chief administrator, or court director.
Professionally educated and trained administrators —
thoroughly disciplined in judicial procedures and mod-
ern administrative practices, whether in practice or
through universities — provide court systems with the ad-
ministrative competence courts traditionally have lacked
and needed. Court administrators work in an executive
component or productive pair relationship with a chief
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judge. The term chief judge is used in this Guide and is
meant to indicate the person holding administrative over-
sight of the court. Some courts may refer to this as chief
judge, presiding judge, administrative judge, senior
judge or numerous other titles. Some courts may have
such oversight performed by a governing group or
council of judges.

The administrator’s primary role is to facilitate the
administrative functions of the court under the general
guidance of their chief judge. Together, they provide the
court with an executive leadership team capable of con-
fronting issues, dealing with increased complexity, and
addressing the necessity of change and innovation that
characterize a modern and evolving court system.

Court administrators also fulfill roles as supervisors,
managers, or leaders and each role serves a different
purpose:

* Supervision, perhaps the most narrow of the roles,
is the function of watching and directing a set of ac-
tivities and actions, essentially providing oversight
to the activity.

* Management involves coordinating the work, ac-
tions, and efforts of people to accomplish, or in sup-
port of, defined goals and objectives. Coursework
on management often includes an acronym that
illustrates management functions (POSDCORB);
it represents the traditional duties of a manager —
planning, organizing, staffing, directing, coordinat-
ing, reporting, and budgeting.

* Leadership involves higher level, and more complex,
functions such as establishing a vision, promoting
and sharing the vision and goals, and then providing
support via information, knowledge and methods to
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realize the vision. It also involves skill in anticipat-
ing or keeping current on emerging challenges,
trends, and proficiencies within a profession.

At any given time, a court administrator may provide
supervision, management, or leadership. It is leadership
however, that is the hallmark of a professional and of the
modern court administrator. These leadership abilities
allow the court administrator to effectively partner with
the chief judge and all judges as well as their staff, to
respond to the growing demands upon a court and the
increasing expectations for performance.

Court administrators may also be called upon to be
innovators, “out of the box” thinkers, change agents, or
even entrepreneurs. The duties of court administrators
vary, depending on the jurisdiction, location, size of the
court, and perhaps the particular focus of the court or
division in which they are employed.

The court administrator typically functions in adminis-
trative areas, rather than legal areas, and therefore re-
quires the specialized skills of any professional position
with managerial responsibility. One chief judge stated,
“We have plenty of lawyers in the court. What we need is
someone who has a managerial background and knows
what management is.” This Guide elaborates on skills
and functions performed by court administrators, and
the crucial foundational knowledge, skills and abilities
detailed in NACM’s Core®.

Relationship of the
Administrator to the Bench

Judges and court administrators work in a complex
legal environment characterized by both ambiguity
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and adherence to local custom - both cultural and
organizational. Within that environment, one of the
most significant relationships is that between the judges
and the court administrator. Judges are ultimately
responsible for the court’s effective administration.
Frequently, constitutions and statutes make this duty
clear, while at other times the duty is implied. In either
case, effective administration takes place when the judi-
cial officers and the court administrator lead the court
together providing a roadmap that court staff can suc-
cessfully follow. Effective systems of administration pro-
vide for the participation of all staff (to varying degrees)
within the organization in the development of policy and
planning for the court. Through the collaborative efforts
of the court administrator and the chief judge, court
policy is defined, implemented, monitored, sustained,
and/or revised.

A Dual Function

The court administrator serves the dual function of in-
creasing the amount of time a judge has for adjudication
(i.e., hearing and handling cases) and bringing manage-
ment knowledge and ability to the judiciary. In any
court, judges must divide their time between judicial and
administrative functions. With ever-present caseloads
and ongoing demands for expedient case resolutions,
judges often have little time to direct the daily operations
of the court system, plan for the implementation of new
technologies, or integrate new procedures that can
improve system performance.

A court administrator, along with a chief judge (or
to those the court administrator reports to), comprises
the court leadership team. Some courts include an ap-
pointed or elected clerk or probation chief as part of the
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Organizational Structure

Leadership Court
Partnership Administrator

senior leadership team. A court administrator can help
the court develop and recommend policies and coordi-
nated work processes that enhance system performance,
while maintaining the independence of individual judges
and operations. Court administrators can also develop
goals for the courts, prepare and execute budgets, recog-
nize changes in caseload or demographics that will affect
court operations and funding, manage court personnel
and programs for their professional development, im-
prove jury systems, increase access to justice and services
to the public, implement automated information sys-
tems, plan for facility requirements, administer systems
for assessing and collecting fees, and establish proce-
dures for handling information requests.

Court administrators are often called on to address
high level issues - budgets, media, irate consumers and
interagency negotiations to name a few. As such, court
administrators are often the liaison between the court,
the public and governmental stakeholders. Likewise,
some issues facing the courts can be very delicate and
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require special attention. A court with an effective court
administrator working closely with their bench can suc-
cessfully manage any issue or crisis. In certain matters
the chief judge may not wish to be directly involved and
in other matters there may be ethical considerations pre-
cluding the judge from having direct involvement;
nonetheless the partnership between administrator and
judge will foster solutions that will benefit the judicial
system.

Chief Judges and Court Administrators —
A True Partnership

The attitudes and perceptions of the judiciary, espe-
cially those of the chief judge, are of key importance to
a court administrator. Likewise, the functions and per-
formance of the court administrator are critically impor-
tant to the court and should be a prime focus of the chief
judge. Usually, a court administrator serves as an ap-
pointee of the entire court but is subject to the supervi-
sion and direction of the chief judge. In addition, many
functions performed by a court administrator were tradi-
tionally duties of the chief judge. Therefore, the perspec-
tive of the chief judge regarding the court administrator’s
role will determine (to a great extent) the particular du-
ties of the court administrator in actual practice.

For instance, if the chief judge views the functions of
the court administrator as those of a member of the lead-
ership team — rather than as separate and supportive of
his or her own functions — the judge may be more likely
to entrust the administrator with broad responsibilities.
In this situation, a chief judge sees the court administra-
tor as a professional and as the main source of support,
advice, and information on managerial matters facing
the court. The chief judge and the court administrator
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can increase each other’s effectiveness by establishing

a relationship based on mutual respect for one another
while utilizing the unique skills each brings to the task
at hand. If the courts are not already functioning in this
way, this is where they ought to be as high-performing
organizations.

Job Success Factors

The court administrator’s success in assuming admin-
istrative and managerial responsibility for the court’s
operational activities and institutionalizing a high-perfor-
mance approach within the court depends on several fac-
tors. The court must actively support the administrator.
Acceptance and support for the position are achieved
most easily when the role of the court administrator is
well-defined. The judges must be willing to entrust the
court administrator with those duties that do not involve
legal decisions. The judges should understand that as-
signing duties and responsibilities does not constitute
a loss of control. As policymakers, they collectively man-
age the activities of the court administrator and, through
the administrator, the administrator’s staff and all court
personnel. Judges will discover that their knowledge
of court operations will increase because a professional
administrator provides an excellent communication link.
The success of a court’s administrator depends on a
clearly defined role, acceptance by the judges, good
communication between the court administrator and
others in the court system, and the competencies of
the individual fulfilling that role.

Selecting a Court Administrator

Having made the decision to employ a court adminis-
trator, the court needs to answer the following questions:
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What exact functions does the court want the court
administrator to perform? What knowledge, skills, and
abilities will suit the court? What competencies and traits
are important to the success of the court? What role does
the administrator play in the court organization? It is es-
sential that the court clearly address these questions and
identify the role and duties expected of the court admin-
istrator and publish them in the job announcement.

There are as many titles for “administrator” as there
are courts and people in these roles. The title reflects
the scope of responsibility and authority the court as-
signs to the role and the title should be closely aligned
with the job description and position title. Ideally, the
court administrator will combine the technical skills of
a manager with the knowledge of public administration
and an understanding of the duties and issues typical in
the courts.

Specifically, the court administrator should have com-
pleted considerable study of public and/or business ad-
ministration or have practical experience in these fields.
To this end, many courts require that a court administra-
tor hold a degree in business, public, or judicial adminis-
tration and/or be a graduate of the Fellows Program of
the National Center for State Courts’ Institute for Court
Management (ICM) or have certification from a similar
program. In addition, the court administrator should be
familiar with courts and government as well as with orga-
nizational and operational management. If the position
manages personnel, prior management experience
should be required.

A court administrator may be selected by a process
that includes a majority vote of all the judges in a multi-
judge court. In very large urban courts, a selection com-
mittee chaired by the chief judge and a representative of

10
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the entire bench can select and/or recommend to the
entire bench the hiring of an administrator. The position
of court administrator is the most important administra-
tive position in the court; therefore, each judge should
participate in the hiring process, to the extent practical.

Many courts delegate appointment and removal
authority to the chief judge. Because the court adminis-
trator serves the entire court, a policy of majority ap-
pointment and removal ensures continuity and insulates
the court administrator from decisions that arise from a
short tenure as chief judge or rotation from that role, if
and when a change of the chief judge occurs. The court
administrator’s term is usually indefinite as a court ad-
ministrator typically serves at the pleasure of the court.

A nationwide search for a court administrator ensures
a diverse pool of qualified candidates. The National Cen-
ter for State Courts (NCSC), which provides secretariat
services to selected professional organizations such as
NACM and the Conference of State Court Administrators
(COSCA), maintains a list of job openings. Other recruit-
ment avenues (search firms, job boards, job posting sites,
and recruiting sites) should also be considered and used
to ensure broad outreach to qualified candidates. The
process is time-consuming and there are benefits and
weaknesses with each type of process and with each
outreach resource utilized.

Preferred and Minimum Qualifications

The years of experience sought should be based on
the size and structure of the court organization. In some
instances, the job announcement will note a minimum
number of years of experience required, and preferred
qualifications often will be stated. The position fre-
quently will require a number of years of progressively

11
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responsible management experience. Examples of
qualifications may include: a graduate degree in judicial
administration, public administration, public policy, busi-
ness administration, or law with management experience
in a court for multiple years, with proven competency in
administration and management.

Core Competencies of a
Court Administrator

As part of an organized profession, NACM members
endeavor to demonstrate certain qualities attributed to
a profession; they include specialized knowledge and
education, a code of professional ethics, and expected
standards of performance.

NACM has asserted that a court administrator should
have these qualifications:

* Administrative ability demonstrated by substantial
experience in progressively responsible management
positions in government or the private sector;

* Experience in current business and management
techniques, including use and implementation of
case management automation and information
technology;

* A demonstrated ability to observe, identify issues,
gather data, analyze and offer recommendations to
improve court administration, implementing when
approved;

* Good judgment, understanding, and being tactful
and effective in maintaining working relationships
with other courts and with local, state, and federal
government officials, members of the Bar, and the
public;

12
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* High-level of willingness to cooperate with and have
trust in justice partners and stakeholders;

* The ability to conduct conferences and meetings and
communicate clearly in writing and speech to employ-
ees, judges, representatives of government agencies,
industry, and the public;

* Formal training and educational qualifications in court
administration and managerial experience, in addition
to familiarity with court procedures and functions;

* Creativity, leadership, planning ability, organizational
skills, initiative, decisiveness, and dedication to make
productive changes in the unique court environment;

* Ability to understand, promote and model high ethical
standards;

* A fundamental understanding of Constitutional princi-
ples and adherence to the court’s purpose and goals
as a separate branch of government;

* Ability to follow as well as lead in the implementation
of policies created by the judiciary; and

* Respect for the requirements of confidentiality and
loyalty when entrusted with the confidence of judges.
In 2015, NACM released the :i

Core® updating the long-stand- ' :

ing core competencies that, for = CORE

over twenty-five years, provided

the foundation of national, state
and local court management educational programming.

The field of court management has become increasingly

professionalized and diverse. With increasing responsi-

bilities, new demands, and changes in the environment
in which court administrators work (e.g., political, eco-
nomic, and technological), NACM recognized a need

to review and update the original competencies. The

Strengthening
Court Professionals
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Core® is intended to be forward-looking to encourage
not only competencies for professionals working in court
administration but also to promote excellence in the
administration of justice.

What Are Core Competencies?

Being a competent court administrator means that
an individual has a demonstrated capacity to carry out re-
quired responsibilities in a manner that is consistent with
producing effective performance. The Core® is designed
to help court administrators become court leaders who
understand what it means to demonstrate capacity in all
aspects of court administration. Overall, the Core® is a
comprehensive and detailed description of what individ-
uals working in the field of court administration need to
know and effectively be able to do. The Core® is not in-
tended to be static indicators of performance but rather
dynamic and adaptable to different types and levels of
courts.

Court leaders, managers, and their staff will find the
Core® is organized to reflect the types of knowledge and
skills needed to be effective at all levels of court manage-
ment. Recognizing that the Core® provides an opportu-
nity to assist both young professionals new to the field,
as well as those looking to advance in the field and im-
prove their overall performance. NACM’s approach
provides a roadmap for the profession of court adminis-
tration —from the foundational knowledge essential
to every individual in court management to the more
complex and advanced areas required to be an effective
manager and court leader.

As such, the Core® is organized into three modules:
Principle, Practice, and Vision. Within each are

14
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competencies an

individual requires Core Structure
to be an effective ey

Principle
staff member,

manager, or court
leader, whether in
a current position
or advancing to
positions of
greater responsibility and authority.

‘Module A
Practice

The Principle module focuses on the fundamental
and enduring principles that every person working in
the courts should be knowledgeable of and demonstrate
competency in, regardless of the individual functions
or tasks they perform for the court. The competencies
within the Principles module are relevant at all experi-
ence levels—whether as a newly hired employee, a sea-
soned professional moving into the courts from other
disciplines or agencies, or as a long-time member of the
court community.

The Practice module defines the competencies that
a court leader should have to effectively perform both
the day-to-day and long-term functions of the position.
Although not every court leader will individually be re-
sponsible for performing each specific function, it is im-
portant to have an understanding of why the function is
important, what critical skills are needed to be effective,
and how to apply the skills.

The competencies in the Vision module detail what a
court leader needs to be able to do to effectively develop
and manage a strategic vision for the court. Court lead-
ers must be able to identify and address emerging issues
that have an impact on the administration of justice, and

15
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they must be able to navigate changing political and eco-
nomic environments. To perform these functions, the
court leader must demonstrate creativity, determination,
drive, conceptual and analytical skills and the ability to
execute. These traits position the court leader to work
with judicial officers and other system leaders as part of
a leadership team, to assess and respond to trends and
to promote overall court capacity and effective court
governance.

Application and Use of the Core
Competencies

The Core® is designed to provide a framework of
the critical competencies needed to be an effective staff
member, manager, or court leader regardless of the type
of court in which a person works. The Core® can be
used by the court administrator in many different ways:

For individual professional development

* By individuals within the judicial system to evaluate
their own competence

* By individuals to advance their competency levels to
promote individual growth and development into a
court manager, or other leadership positions

For staff development
* As an orientation tool for new staff members

* As a tool for identifying areas of deficiency or gaps
in competence within the office as a whole

For advancing the field of court administration and
management

* As a guide for national training programs in court
administration

16
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* As a measure of how the profession is changing

over time

Regardless of how the Core® is used, it has been struc-
tured to provide consistent information across all compe-
tencies. This consistent structure defines and reviews the
indicators of competence and also how the competency
is demonstrated in the daily responsibilities of the court
administrator. These competencies of the Core®

include:

Public Trust and Confidence

Public trust and confidence is integral to the credibility
of the judicial branch. To be effective at managing trust
and confidence, court leaders must be able to maintain
an organizational culture that fosters integrity, trans-
parency and accountability for all court processes and

proceedings.

Purposes and Responsibilities

While the Pur-
poses and Responsi-
bilities competency
requires knowledge
of and reflection
upon theoretical
concepts, their his-
tory, and develop-
ment over time, it
is practical in na-
ture. The Purposes
and Responsibilities
competency gives
meaning to court

Leadership
Strategic Planning
Court Governance

Vision

Principle

Public Trust and Confidence
Purposes and Responsibilities

Caseflow and Workflow

Operations Management

Public Relations

Educational Development

Workforce Management

Ethics

Budget and Fiscal Management
Accountability and Court Performance

I® CORE

Strengthening
Court Professionals
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management and the other twelve competencies in the
Core®. The other competencies are defined by Purpose.
Purposes and Responsibilities guide courts on how to
achieve their overarching mission of the administration
of a fair and accessible system of justice.

Caseflow and Workflow

Caseflow Management is the process by which courts
carry out their primary function of moving cases from
filing to disposition. The management of caseflow is
critical because it helps guarantee every litigant receives
procedural due process and equal protection. This also
requires the balance of individual justice in individual
cases and justice delayed is justice denied. Workflow
management involves the coordination and support of
all tasks, procedures, resources (human and otherwise)
necessary to guarantee the work of the court is con-
ducted efficiently and is consistent with the court’s
purposes and responsibilities. An effective court adminis-
trator understands that effective caseflow and workflow
management makes justice possible both in individual
cases and across the judicial system.

Operations Management

Court administrators must manage and support com-
plex environments which are comprised of an array of
departments, units and functions that need to be main-
tained on an ongoing basis to support court operations.
The range and nature of these functions and activities
varies significantly, depending on court jurisdiction; and
the unique ways individual courts are organized and
operate. Regardless of the nature of the court (urban
or rural, large or small, general or limited jurisdiction,

18
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specialty or problem solving, federal, tribal, administra-
tive, or international), these elements of operational
management are vital and court leaders will have some
level of responsibility. Effective court leaders understand
the court’s operations and, regardless of who has formal
authority over them, work to ensure they are well man-
aged. Among the operational areas (not included in
other Core® areas) are jury oversight, facility manage-
ment, security, space planning, emergency preparedness,
technology oversight, records management, and
information technology responsibilities.

Public Relations

If the courts are to be accessible, open, responsive,
affordable, timely, and understandable, courts must learn
from and educate the public. To interact effectively with
the public, court leaders must understand the impact the
media can have on forming the public’s understanding
and perception of the courts. Understandable courts,
skillful community outreach, effective intergovernmental
relations, and informed public information all contribute
to improved court performance and enhance public trust
and confidence in the judiciary.

Educational Development

Educational development can help courts improve
court and justice system performance to achieve their
desired future. Education development programs are
aimed at judicial and court administration staff, especially
those in and aspiring to leadership positions and many
others with whom the court interacts, both internal and
external to the courts. Because judicial branch education
helps bring about all other competencies and helps

19
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courts maintain balance between the forces of change,
enduring principles, and predictable processes, court
leaders take responsibility for it. Judicial branch educa-
tion needs to be strategic and emphasize education and
development.

Workforce Management

Courts need people who are competent, educated,
professional, ethical, and committed. Effective human
resource management not only facilitates exceptional
performance it also increases morale, and the employee’s
perception of fairness and self-worth. People who work
in the courts take on an important role and are held to
a high standard. With proper leadership, court human
resources management contributes to a meaningful
work environment.

Ethics

Ultimately effective court leadership requires ethical
actions. Court leaders must be ethical in order to pre-
serve the public’s trust and confidence in the judiciary
and the rule of law. At a minimum, court leaders must
uphold the ethical standards demanded of the citizens,
but court leaders must also maintain a higher ethical
standard as stewards of judicial administration and the
institution of the courts. Ethics are the expression of a
personal and professional commitment to the principles
of citizenship and justice.

Budget and Fiscal Management

The acquisition, allocation, and management of a
budget impacts every aspect of court operations and can

20
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determine how well a court can achieve their mission.
Resources are rarely sufficient to fund everything of value
to courts, but when resource acquisition and allocation
are skillful, courts have the opportunity to preserve their
independence as the third branch of government, and
build and maintain public trust and confidence.

Accountability and Court Performance

Court leaders are accountable to both the judiciary
and the public to maintain a high performing court,
which means court administrators must be able to meas-
ure and manage performance. This may include actions
to monitor case management systems and provide re-
search and advisory information. The skillful collection
and analysis of case management information ensures
that court leaders are able to factually demonstrate
through data the actual performance of caseflow manage-
ment in a court. All court organizations want better out-
comes, and the best way to achieve better outcomes is
by measuring the performance of processes that support
court programs and related services, and then utilize
the data to make improvements. Accountability and
performance management is a process that allows the
court to answer questions such as:

« How good are we at achieving our goals and

objectives?

e Are we improving?

« What do we define as success? And, how do we

know we’ve achieved it?

Leadership

Effective court leaders create, implement, and nurture
a clear and compelling vision for the court, bringing a
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strategic perspective to their work, while staying attuned
to daily operations. The combination of leadership and
proactive management enable the court to fulfill the pub-
lic’s trust in the judiciary through service and adherence
to the rule of law. The effective court leader is ultimately
measured by the judiciary’s performance in key areas:
procedural due process, the protection of rights, trans-
parency, access to justice, the stewardship of scarce
resources, and the achievement of timely justice in indi-
vidual cases. Effective court leadership delivers on these
promises through a well-defined and fully operational
governance structure. Leaders in the courts may take a
variety of roles as an innovator, motivator, communica-
tor, collaborator, visionary, strategist, and diagnostician.

Strategic Planning

Strategic planning is a process that involves principles,
methods, and tools to help court leaders decide what to
do and how and when to do it. The strategic planning
process is directional and linear. Strategic planning
translates the court mission, core functions, and the
vision into plans and ac- .
tion. Strategic planning EECORE .
invites court leaders, their

justice partners, and the yn}ﬁ Court professionals nes

community, first to imag- ‘

ine and then to deliver o st
ccoping with changes in their environment, -

the future they prefer. Court g NACH gt e e 29

competencies.

Court Governance

Court Governance is the framework by which courts
operate, managing day-to-day operations and developing
long term strategies. Effective court governance provides
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consistency and predictability of operations, increases
transparency and accountability, and promotes meaning-
ful input into the decision-making process. It is essential
as it supports judicial independence, enhances public
trust and confidence in the courts, and improves the
overall administration of justice.

To learn more about the Core® visit the Core
website — http://nacmcore.org.

Why Participate in a
Professional Organization?

NACM is the largest court management association
of its kind and is an organization for court professionals.
It was formally established in 1984 by consolidation of
the National Association of Trial Court Administrators
(NATCA) and the National Association for Court Adminis-
tration (NACA), officially merging in September 1985.
NACM provides professionals in the field of court
management with the tools and resources necessary
to succeed in a rapidly changing environment. One of
NACM’s objectives is to distribute information received
from scholars, technicians, researchers, and experienced
court administrators.

The ranks of the association are comprised of a wide
range of leaders from all types of courts, a number of
whom have pioneered innovative systems for resolving
major administrative problems. Members include judges,
supervisors, managers, human resources directors,
educators, researchers, students, and a variety of other
professionals working in and around courts.

Through participation at meetings and via correspon-
dence, publications, and standing committees, NACM
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members network, innovate, and solve problems of court
operations. Members are kept informed of develop-
ments in the field through the Court Manager, NACM’s
official quarterly publication, and the Court Express, a
bimonthly electronic newsletter. NACM also publishes
many other guides on topics of interest, posts informa-
tion on its website, and conducts periodic surveys to
monitor trends in the court and profession and provide
detailed reports on the findings to its members.

Among NACM activities are conferences, webinars,
and educational programs. The highlight of each confer-
ence is the educational program. Meetings of the associ-
ation’s committees, the annual business meeting, and the
election of board members are also conducted. NACM’s
work on professional administrator competencies pro-
vided the foundation of the ICM program and comple-
ments others such as the Michigan State University
Judicial Administration Program and court administration
curricula in universities throughout the country. Alto-
gether, they represent landmarks in the movement that
now recognizes the profession of court administration
and court management.

NACM partners with many other organizations and
associations all of whom share a common goal of improv-
ing the quality of judicial administration. These profes-
sional associations operate at the national, regional, and
state levels and represent courts of every type, whether
federal, state, or local. Those seeking information on
NACM partnerships, educational offerings, and topics
related to court administration can visit the website —
www.nacmnet.org.
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€€ We need to promote the concept of management in the
courts as a noble calling. Both the art and the science
of management are essential ingredients in ensuring
the administration of justice. 92

— Sandra Day O’Connor (Retired)
Associate Justice, US Supreme Court

Model Code of Conduct for
Court Professionals

NACM recognizes the importance of ethical conduct
by its members in the administration of justice. NACM
members hold positions of public trust and are commit-
ted to the highest standards of conduct. NACM members
observe these standards of conduct to preserve the in-
tegrity and independence of the judiciary. The NACM
Model Code of Conduct embodies a dedication to up-
holding and increasing the public’s confidence in the
judicial branch of government and also reflects a commit-
ment to promoting integrity within the association and
profession.

€€ Ethics is knowing the difference between
what you have a right to do and what is right to do.??

— U.S. Supreme Court Justice Polter Stewart

The NACM Model Code of Conduct follows, in summa-
rized form. The Model Code of Conduct may be found at
http://www.nacmnet.org/ethics/index.html. Included are
definitions, comments, real-life scenarios and expanded
commentary on aspects of the Model Code. Links are
included to provide information about other pertinent
codes.
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NACM Model Code of Conduct
for Court Professionals

Canon 1: Avoid Impropriety and the
Appearance of Impropriety in All Activities

1.1- Performance
of Court Duties

Work diligently, efficiently, equitably, thoroughly, courte-
ously, honestly, truthfully, and with transparency. Carry
out properly issued court orders and rules, and act
within the court professional’s authority.

1.2 - Avoid
Impropriety

Avoid improper influences and activities that would
impugn the dignity of the court.

1.3 - Fairness

Conduct work without bias or prejudice.

1.4 - Respect of
Others

Treat those interacting with the court with dignity,
respect, and courtesy.

1.5 - Involvement
in Actions Before
a Court

Notify authority when self or other personal relation is
arrested, named as a party, or otherwise formally involved
in any action pending in any court.

1.6 - Avoid Use official position solely for intended purpose and do
Privilege not exploit access to judges and court.

1.7 — Assist Respond to inquiries regarding standard court procedures
Litigants and provide legal advice only if part of official duties.

Canon 2: Perform the Duties of Position

Impartially and Diligently

2.1 - Independent
Judgment

Avoid relationships that impair impartiality and independ-
ent judgment, and remain vigilant of conflicts of interest.

2.2 - Personal
Relationships

Recruit, select, and advance personnel based on demon-
strated knowledge, skills, and abilities. Avoid supervising or
influencing the hiring or advancement of personal relations.
Constantly monitor work relations with personal relations
and take remedial action at earliest sign of problem.

2.3 - Misconduct
of Others

Expect colleagues to abide by these canons and report
violations.
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2.4 - Attempts at
Influence

Immediately report any attempt to compel violations of
these canons.

2.5 - Properly
Maintain Records

Do not inappropriately destroy, alter, falsify, mutilate,
backdate, or fail to make required entries on any records
within the court’s control.

2.6 - Legal
Requirements

Maintain legally required confidentialities of the court
and disclose information only to authorized individuals.

2.7 - Discretion

Be respectful of the personal lives of both employees
and those involved with the court system. Only use
and provide information that is verified and within the
parameters of disclosure.

2.8 - Proper Use of
Public Resources

Manage resources, property, and funds judiciously.

Canon 3:

Conduct Outside Activities to Minimize

the Risk of Conflict with Official Position

3.1 - Outside
Business

Avoid outside activities that reflect negatively upon the
judicial branch and on one’s own professionalism.
Maintain clear boundaries between court work and
other professional/personal interests.

3.2 - Compensation
and Post-Employ-
ment Restrictions

During or following employment with a court, do not
engage in business with same court unless both the em-
ployment and commercial interests are fully disclosed to
and approved by the court.

3.3 - Avoid Gifts

Do not solicit, accept, agree to accept, or dispense any
gift, favor, or loan that would influence an official action
of the court.

3.4 - Financial
Disclosure

Disclose all financial interests and dealings required by
law, rule, or regulation.

Canon 4: Refrain from Inappropriate Political Activity

4.1 - Refrain from
Inappropriate
Political Activity

Participation in political activity, including campaigning
for a court position, is limited to non-court hours, using
only non-court resources. A court position should be re-
signed if there is a conflict of interest, or interference
with the performance of duties.
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Court Administration
Internationally

Courts around the world perform the critical function
of upholding the rule of law in the administration of
justice. Each court system represents a diverse set of
mandates, structures, and organization, reflecting the
different cultures, history, legal traditions, and needs of
each nation. In addition, there are several international
courts and special tribunals for specific situations.
Courts around the world rely on effective court adminis-
tration to succeed, thus the demand for professional
court administrators exists globally.

NACM has a strong tradition of collaborating and sup-
porting international court administration through both
partnerships and the individual efforts of NACM mem-
bers who perform consulting and technical assistance
projects worldwide. Resources are available on the
NACM website: https:/nacmnet.org/international.

The Future of Court
Administration

In order to be successful, court administrators will
need to focus on collaboration and dialogue with all
aspects of the justice system and other professionals.
They will increasingly deploy and use technology to per-
form court functions and satisfy the expectations of the
public. Future court administrators will be required to
navigate interdependencies that accompany complex or-
ganizational structures. They must successfully manage
inherent system intricacies, continually evaluate and
reengineer processes for efficiencies, economies of scale,
and operational improvement, and be adept at change
management to master these collaborations.
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Generational changes will influence how the courts
are managed. Court administrators and thus court ad-
ministration will be led by millennials who were inspired
from a young age to collaborate, innovate and share.

The foundation will be built upon skills of leading teams,
entrepreneurial spirit and collaborative networking with
high capacity of being an integrator with a high level of
specialization in a technical world. The evolution of
court administration and the need to meet the expecta-
tions of a new workforce of the future requires the need
to recognize that multiple viewpoints are better than one
and that micro-managing and negative feedback stifles
creativity. The building blocks for the future of court
administration and court managers are:

* Transparency — judicial employees must be able to
apply the values of, and have line of sight and in-
volvement in, the vision of the court organization.

* Flexibility — successful court organizations and court
managers have to have the capacity to embrace
change.

* Collaboration — newer generations are growing
up on social media and have a more collaborative
approach to work — moving from the top-down
structure and embrace a flatter management and
reporting structure.

* Empowerment — jobs/careers and personal life are
an integrated pair of experiences that foster collabo-
ration and innovation, court leaders ought to nur-
ture their sharing personalities.

* Host (Not Hero) — the role of the court manager
is more like a host than a hero—drawing people
together around an issue or challenge, engaging
them and getting results through others.
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The NACM National Agenda

Developed through research and input from state
association leaders and NACM members, the NACM
National Agenda established a set of priorities designed
to be a “touchstone” for NACM’s leadership in its educa-
tion, training, and advocacy that are intended to drive
NACM priorities. Court administrators will benefit from
becoming familiar and keeping apprised of these NACM
strategies. Full content and narrative may be found on
the NACM website.

NACM Membership

Membership Benefits Include:

* Continuing education opportunities for court
professionals

* Reduced conference fees to NACM’s annual and
midyear conferences

* Networking opportunities with professionals who share
your values, concerns, and interest in improving the
quality of justice

* Conference live-streaming and recorded educational
programs

* Conference, Graduate Studies and ICM Scholarships

* Mentoring opportunities

\ U(;‘Q“\'l IRT. NACM Members Receive

\0: OWEBY  the Following:

; Court Manager, a quarterly publication
that provides members with useful arti-
cles and research specifically covering
issues relevant to court managers.
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Court Express, a quarterly electronic
publication that contains “nuts-and-
bolts” information on court projects,
while keeping members informed of
changes in the profession.

Guides, annual publications that provides
members with an in-depth review of
various topics related to judicial
administration.

For more information visit
http://nacmnet.org/court administration.
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o A Professional Organization For Those Who Manage and Support Courts

Application for Membership

OMr. O Ms.
Oor O Hon.
First Name Middle Initial Last Name Suffix
Position Title Court/Organization
Street Address
City State Zip Country
Phone Fax E-mail
How did you hear about NACM? O a O Linked m O www.nacmnet.ory
O Member Referral O other
New Renewal/ Former
Annual Membership Rates Member Member
[0 REGULAR
11 12!
Employed in court position, education, research, or consulting s110 $125
m] ASSOCIATE - - o $110 $125
Interest in administration of justice
[0 STUDENT (Please submit student addendum and proof of enrollment with application) 35 35
Full-time or part-time student in related field
O E-Member $35 N/A
First-time members. Publications received electronically; renewable twice only.
O RETIRED
Retired from the judicial system $50 $50
[ SUSTAINING 6335 4350
Person, firm, or corporation supportive of NACM goals

Joining or r ing a regular bership?* Save $10 at www.nacmnet.org.

Consider a multi-year membership.* Save $15 per year of payment.

Payment Information

Send application and payment information to: National Association for Court Management, c/o National Center for State Courts,
300 Newport Avenue, Williamsburg, VA 23185. You may also join online at www.nacmnet.org. Make checks payable to NACM in U.S. dollars.

Federal ID #54-1327921

O Check Enclosed Ovisa O Mastercard O Discover [ American Express TOTAL AMOUNT

Credit Card Number Expiration Date

Authorized Signature

300 Newport Avenue ® Williamsburg, VA 23185 ¢ PHONE 1-800-616-6165 ® FAX 757-259-1520

www.nacmnet.org







Publications Order Form

National Association ..Court Management

Members: $5 each (20 or more copies—$3 each)
Nonmembers: $10 each (20 or more copies—$8 each)

Publications: Quantity Total
4t National Symposium on Court Management (2011)
Achieving and Sustaining the Green Court (2009)
Adult Guardianship Guide: A Guide to Plan, Develop and Sustain a Comprehensive
Court Guardianship and Conservatorship Program (2014)
A Guide to Technology Planning for Court Managers — Mastering Successful IT Projects
(2014)
Business Continuity Management Mini Guide (2006)
Community Creativity Collaboration: A Community Dialogue for the Courts (2001)
Core Competency Curriculum Guidelines: What Court Leaders Need to Know and Be
Able to Do (2004)
Core in Practice: A Guide to Strengthen Court Professionals through Application, Use,
and Implementation (2015)
Courts’ Response to Domestic Violence (1997)
Court Security Guide (2005)
Creating a User-Friendly Court Structure and Environment (2016)
Disaster Recovery Planning for Courts (2000)
Holding Courts Accountable: Counting What Counts (1999)
Making the Verbatim Court Record (2007)
Managing the Message: The NACM Media Guide for Today’s Courts (2010)
Steps to Reengineering: Fundamental Rethinking for High-Performing Courts (2012/2013)
Succession Planning (2008)
The Court Administrator: A Guide to the Profession of Court Administration (2016)
Virginia residents add 6% tax
**Additional shipping costs for orders shipped outside of the U.S.
TOTAL DUE
NAME:
COURT/COMPANY:
ADDRESS:
CITY: STATE: ZIP CODE:
PHONE: FAX:
E-MAIL:
PAYMENT: [] Check made payable to NACM [ cash [] MasterCard ] VIsA
CARD #: EXP. DATE:
NAME: SIGNATURE:
SEND COMPLETED FORM TO: National Association for Court Management

300 Newport Ave., Williamsburg, VA 23185
(757) 259-1841  FAX: (757) 259-1520
Federal Tax ID #54-1327921
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