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PREFACE

In Pennsylvania, constables perform numerous important functions at the municipal level
and are independent contractors, statutorily authorized to perform services for the courts.

The purpose of the Unified Judicial System Constable Policies, Procedures and Standards
of Conduct (Constable Policies), is to establish uniform policies and procedures, as well
as standards of conduct for constables engaged to perform services for the courts. The
provisions that follow are mandatory, unless expressly stated otherwise. All references to
constables herein include elected and appointed constables and deputy constables. A
constable’s failure to comply with the Constable Policies may render the constable
ineligible to receive assignments from the courts or be paid for work performed.

Nothing in the Constable Policies, Procedures or Standards of Conduct are intended to
create an employer / employee relationship between the courts and constables. See In re
Act 147 of 1990, 528 Pa. 460, 598 A.2d 985 (1991).

Constables having questions regarding the Constable Policies, or local policies and
procedures should contact their president judge or district court administrator.



A.

L. ADMINISTRATION

QUALIFICATIONS
1. Election & Appointment

Constables and deputy constables must be in compliance with all
applicable laws, Pennsylvania Commission on Crime and Delinquency
(PCCD) Constable Education and Training Board (Board) regulations and
certification requirements, requirements of the Ethics Act, see Appendix
“A”, and the provisions of the Constable Policies in order to be assigned to
perform judicial duties.” Compliance with the aforementioned does not
entitle a constable to the receipt of judicial duties.

Only individuals who have been elected or appointed to serve as a
constable, and who are currently certified by PCCD, may perform or assist
in the performance of judicial duties, unless otherwise authorized by law.

Registration

Each district court administrator’s office shall maintain a list of constables
and deputy constables from their county who are authorized to perform
judicial duties. The list shall include those constables who are certified to
perform judicial duties by PCCD and who have not been prohibited from
receiving judicial duties by the President Judge. The list, and any updates,
shall be provided to all magisterial district judges in the judicial district,
and, upon request, to any other judge, magisterial district judge or district
court administrator.

If a president judge decides that an otherwise certified constable is not to
be assigned judicial duties, the district court administrator shall
immediately notify the district court administrators of all other judicial
districts of this determination.

Insurance

A constable must file with the Clerk of Courts proof of current
professional liability insurance, covering each individual in the
performance of his or her judicial duties with a minimum coverage of
$250,000 per incident and a minimum aggregate of $500,000 per year. 44
Pa.C.S.A. § 7142(b).

2 Throughout the Constable Policies, “judicial duties” refers to those services a constable
performs for the courts pursuant to Act 49 of 2009, 44 Pa.C.S.A. §§ 7161-7161.1.
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4, Appointment of Deputies

Deputies serve based upon need and at the pleasure of elected constables,
subject to approval and appointment as prescribed by law. Deputies must
comply with all requirements governing elected constables.

B. CONSTABLE REVIEW BOARD

President Judges may authorize the creation of an advisory board called a Constable
Review Board (CRB) to assist in resolving any disputes related to a constable’s
performance of judicial duties. * If a CRB is created, the President Judge, in consultation
with relevant county officials, should develop filing procedures and guidelines, including
notice and opportunity to be heard, and timetables for decisions.

The CRB may receive complaints by or against constables regarding the performance of
judicial duties, financial/payment disputes or other matters relevant to a constable’s
services to the courts. The CRB may then make recommendations to the President Judge
regarding the judiciary’s continued use of the constable’s services, or to the county
controller / county executive if the dispute concerns financial or other matters within the
county’s control.

Any findings of suspected criminal activity shall be forwarded to the county District
Attorney. The President Judge shall be notified of any referrals to the District Attorney
and shall determine if a constable’s services should continue to be used.

It is recommended that membership on a CRB include:

A Judge of the Court of Common Pleas or Magisterial District Judge
The District Court Administrator or Special Courts Administrator
A Certified Constable and an alternate to be used in case of conflict

The County Controller or his or her designee.

3 Ifa CRB is created, it is anticipated that the President Judge will appoint members to
the CRB. If the county wishes to empower the CRB to make recommendations to the
appropriate county individual / agency regarding disputes within the county’s purview,
the county executive or another member of the county executive branch would also make
an appointment to the CRB.



C. FINANCE / PAYMENTS

Each court of common pleas must develop or adopt a form (“payment sheet”) to be used
by all constables seeking payment for the performance of judicial duties. Payment sheets
submitted by constables must be legible, complete, and contain at a minimum the
following information: 1) the defendant’s name; 2) the docket and/or OTN number; 3)
the statutorily authorized fees requested, see 44 Pa.C.S. A. §§ 7161 and 7161.1; 4) the
signature of the constable/deputy constable who is submitting the document; and 5) the
signature of the judicial authority who authorized the services to be performed. The
President Judge or his or her designee, as well as the county executive / paying agent,
may require that additional information be included on payment sheets.

II. EDUCATION

The following section is a summary of the training and certification programs and
requirements established by the PCCD pursuant to Act 49 of 2009. See 44 Pa. C.S.A. §§
7141 - 7149 and 37 Pa. Code §§ 431.1 - 431.54 . (This information is provided by the
PCCD Constables’ Education and Training Board). This information applies to elected
and appointed constables and deputy constables. *

1. Requirements for Certification

Act 49 0f 2009 established the Constables’ Education and Training Board (Board) as an
advisory board of the PCCD and authorized the Board to establish and administer the
mandatory training and certification of constables.

2. Training Requirements

Training programs administered by the Board include: basic training (the initial
certification of constables) and annual continuing education (the re-certification of
constables). Certification is awarded only to individuals who hold the office of constable
or deputy constable. Constables/deputy constables must complete these programs in order
to receive judicial assignments.

3. PCCD Registration

Act 49 training is available, free of charge, to all elected or appointed constables and
deputy constables who are registered with PCCD. Registration is the first step in

“Constables and other users of the Constable Policies are advised to review state law and
Constable’s Education and Training Board regulations for changes that may occur after
this publication.



obtaining certification and allows constables to receive training bulletins, training
schedules, and other PCCD communications regarding certification.

4, Training

The Constables’ Education and Training Program provides six types of training:
* 80 hours basic training

20 hours annual continuing education training

40 hours basic firearms training

20 hours annual firearms training

20 hours advanced firearms training

Up to 16 hours annual optional training.

* % % ¥ x

Regional contractors offer training from January through October of each year at various
locations throughout the state.

A constable must successfully complete basic training in order to obtain initial
certification as a constable. Successful completion of continuing education and training
every subsequent year is required in order to maintain certification.

Firearms training is optional, as constables are not required to carry firearms in the
performance of their duties. However, Act 49 mandates firearms training and
certification for any constable who intends to carry a firearm during the performance of
his or her constable duties. 44 Pa.C.S.A. §7148.

Note: By the requirements set forth in the Constable Policies, some judicial duties,
such as prisoner transports and security, may require a constable to carry a
firearm.

A constable must successfully complete basic firearms training one time in order to
obtain initial certification to carry a firearm in the performance of constable duties.
Following initial firearms certification, successful completion of annual or advanced
firearms training every year is required in order to maintain firearms certification.

A. Basic Training

A constable must attend basic training only once, as long as he or she maintains
certification. If a constable has taken and passed the law enforcement basic
training waiver examination, as determined by PCCD, and has been certified by
the Board, he or she is not required to attend basic training.

B. Continuing Education

A constable must complete annual continuing education in order to renew his or
her certification for the following calendar year. Upon successful completion of



continuing education by October, constables and deputy constables will be issued
new certification cards in December, providing certification for the following
year.

¢ Basic Firearms Training

A constable must be at least twenty-one (21) years of age to attend firearms training.
Constables who seek Act 49 firearms certification must first complete Basic
Firearms Training. While not mandatory, this training is available to any
constable who has completed the 80-hour basic training course, has acquired a
certification number, and is not precluded under state or federal law from
possessing or using a firearm. Firearms certification is contingent upon a
constable passing an annual criminal history record check. Successful completion
of the 40-hour Basic Firearms training course is a prerequisite for the Annual
Firearms and the Advanced Firearms courses.

D. Annual & Advanced Firearms Training

Constables who are currently in office and have obtained certification through
basic training or the waiver examination are authorized to attend firearms training,
This training must be completed annually in order to maintain firearm
certification. The Annual Firearms course is designed for the average proficiency
level shooter while the Advanced Firearms course is for more experienced
proficiency level shooters.

III. STANDARDS OF CONDUCT

Scope: “Constable” includes elected and appointed constables and deputy constables.

Standard 1. Adherence to the Unified Judicial System Constable Policies, Procedures
and Standards of Conduct

A constable shall adhere to the terms and provisions contained within the Constable
Policies. Nothing in the Constable Policies shall prohibit judicial districts from enacting
policies and procedures consistent therewith.

Standard 2.  Non-Discrimination and Equal Employment Opportunity

A constable shall comply with all provisions of the UJS Policy on Non-Discrimination
and Equal Employment Opportunity (attached as Appendix “B”). As “officers serving
process or enforcing orders,” a constable is included in the policy’s definition of “related
staff” (as defined in 42 Pa.C.S.A. § 102) and is thus covered by the Supreme Court
policy.

Standard 3. Impropriety and Appearance of Impropriety to be Avoided
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A constable must respect and comply with the law, and while performing judicial duties,
shall conduct him or herself in a manner that promotes public confidence in his or her
integrity and impartiality. A constable shall not allow family, social or other relationships
to influence his or her conduct while performing judicial duties. A constable shall not
lend the prestige of his or her office to advance the private interests of others, nor shall he
or she convey or permit others to convey the impression that they are in a special position
to influence the constable in the performance of judicial duties.

Standard 4. Business of the Office of Constable

A constable shall devote the time necessary for the prompt and proper performance of
judicial duties.

Standard 5. Solicitation of Funds

A constable shall not solicit funds for any educational, religious, charitable, fraternal,
political or civic organizations while performing judicial duties.

Standard 6. Political Activity

A constable shall not engage in partisan political activity while performing judicial
duties.

As used in this Rule; the term “partisan political activity” shall include, but is not limited
to: running for public office; serving as a party committee-person; working at a polling
place on Election Day, except as part of the constable’s statutory duties; performing
volunteer work in a political campaign; soliciting contributions for political campaigns;
and soliciting contributions for a political action committee or organization, but shall not
include involvement in non-partisan or public community organizations or professional

groups.

This prohibition applies only while constables are performing judicial duties. It is not a
complete ban on all political activity.

Standard 7. Professionalism

A

A constable shall conduct him or herself in a professional, courteous and respectful
manner when interacting with the public and the courts.

Standard 8.  Confidentiality

A constable shall not disclose personal or confidential information obtained while
performing judicial duties’, except as authorized by law. A constable shall neither access
directly, nor request through an individual with authorized access, information contained
within criminal justice agency databases, unless expressly authorized to do so by law,



Supreme Court rule, AOPC policy, or by the court on a case-by-case basis. Criminal
justice agency databases include, but are not limited to, the Pennsylvania Justice Network
(JNET), the Commonwealth Law Enforcement Assistance Network (CLEAN), and the
Federal Bureau of Investigation’s National Ctime Information Center (N CIC).

IV. SECURITY AND TRANSPORTS

The following procedures set forth the minimum standards to be implemented by
constables and deputy constables while performing judicial duties, including but not
limited to the transportation of defendants to and from magisterial district courts and the
performance of security within a magisterial district court facility.

A. Certification & Clearances
A constable may only perform judicial duties for the courts if he or she has been
certified by the Constables’ Education and Training Board pursuant to 44
Pa.C.S.A. § 7142.

B. Weapons
No constable shall carry a firearm in the performance of judicial duties unless he
or she has received firearm certification pursuant to 44 Pa.C.S.A. § 7144 and
complied with all regulations established by the Constables’ Education and
Training Board.

C. Attire

A constable shall carry identification-and wear clothing that clearly identifies him
or her as a constable while performing judicial duties.

D. Security at a Magisterial District Court Facility
1. When providing security at a magisterial district court, a constable:

a. shall conduct a search of prisoner hold areas, restrooms, and any
other areas of the magisterial district court facility accessible by
prisoners prior to allowing them to occupy such areas;

b. shall observe all actions of those within the court facility to ensure
the safety of the public, the parties, court staff, and the magisterial
district judge, and be prepared to act swiftly should the need arise;

C. shall prohibit any direct or indirect contact within the magisterial
district court facility between a defendant and family members,
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E. Vehicles

friends, or members of the public unless authorized by the
magisterial district judge;

shall search all defendants prior to handcuffing and shackling of
the waist and/or ankles.” Concerns regarding the use of restraints
on a defendant while in a magisterial district court facility or
during proceedings should be discussed with the magisterial
district judge; and

shall, when carrying a firearm, secure the weapon in a Level 2, or
higher, security holster.

High-Profile/High-Risk Cases: In addition to the requirements set forth
above, the following shall also be observed when providing security at a
magisterial district court in a proceeding that has been deemed high-
profile and/or high-risk by the magisterial district judge and/or the
President Judge of the judicial district or his or her designee:

a.

As many constables as necessary shall be present to ensure safety
and securityﬁ;

Two fire armed, certified constables shall transport the
defendant(s) to and from the magisterial district court, unless
directed otherwise by the President Judge. ’

Vehicles used for the transportation of defendants shall:

1.

comply with applicable law and regulations, including the
provisions of the Pennsylvania Motor Vehicle Code (Title

75);

3 1t is recommended that a transport belt with an integrated “D” ring be used around the
defendant’s waist. It is further recommended that all handcuffs and shackles should be
double-locked for added security.

$ For example, a constable may be stationed at the court entrance with a metal detector
wand while another is assigned to monitor activity within the courtroom and another to
escort defendants to and from a holding cell. It is recommmended that constables assigned
to maintain physical custody of defendants should not be assigned to or perform other

court security duties.

7 A President Judge may waive or amend this requirement in individual cases, orin a

class of cases.
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4,

F. Transports

be maintained in a roadworthy condition to ensure the
safety of its occupants and the public;

contain a cage behind the driver’s seat and in front of the
back passenger seat for purposes of creating separate and
secure areas of the vehicle for the constable and the
defendant(s). Cages shall be permanent, rather than
temporary, and of the same type and quality used in police
and sheriff vehicles; and

include functioning window and child safety door locks.

While transporting a defendant to and from court, the following provisions apply.

1.

Each transport to and from a magisterial district court or other court
facility ® shall include at least one certified fire armed constable, unless
directed otherwise by the President Judge.”

Each transport shall include at least one of the following forms of two-
way communication: i) two-way radio or ii) cellular phone.

A constable shall not transport a number of defendants that is greater than
the number of seatbelts present in the secure area of the vehicle, in
accordance with applicable provisions of the Pennsylvania Motor Vehicle
Code (with the exception of a specially-adapted van without seatbelts,
such as a prisoner transport van).

The constable shall search the transport area of the vehicle prior to and
following each transport.

The constable shall, in the event of an escape or other security breach
during a transport, immediately contact 911 or, if applicable, the local
emergency communications center, and then notify the magisterial district
Jjudge who issued the transport or commitment order.

¥ Magisterial district court includes not only the established magisterial district court
office, but also any other facility that may be used by that court to conduct judicial

business.

® A President J udge may waive or amend this requirement in individual cases, or in a

class of cases.
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FINANCIAL DISCLOSURE REQUIREMENTS OF THE
STATE ETHICS COMMISSION

FINANCIAL INTEREST STATEMENTS: WHAT YOU NEED TO KNOW

As required by the Ethics Act, most elected and appointed public officials must file their
statement by May 1 of each year. The same holds true for constables/deputy constables.
Constables are required by law to file their Financial Interest Statements directly with the
State Ethics Commission. Financial Interest Statement forms are available from the State
Ethics Commission, the PCCD, Boards of Elections and managers of townships and
boroughs throughout the Commonwealth. Forms may also be obtained over the Internet

at www.ethics.state.pa.us.

WHO IS REQUIRED TO FILE A FINANCIAL INTEREST STATEMENT?

There are several categories of constables, deputy constables, public officials or public
employees who are required to file an annual Financial Interest Statement. First, elected
officials, whether they are on the state, county, or local level are required to file.
Constables and deputy constables are required to file Financial Interest Statements as
well even if they do not work as a constable and even if they do not earn money as a

constable.

Further, constables and deputy constables must file even if they are not certified through
required class work to perform the role of constable/deputy constable. The key standard
is whether the constable/deputy constable has taken the oath of office. If so, then the
constable/deputy constable must file a Financial Interest Statement. These rules apply

whether the constable/deputy constable is elected or appointed to fill a vacancy.
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Supreme Court of Pennsylvania
Unified Judicial System of Pennsylvania

Policy on Non-Discrimination and Equal Employment
Opportunity

The Supreme Court of Pennsylvania declares that it is the policy of the Unified Judicial
System of Pennsylvania (UJS) to ensure that all individuals having business with the UJS
are treated in a dignified, civil, respectful, and non-discriminatory manner.

This policy prohibits all forms of discrimination and harassment in a Court Facility
(defined as “Any building or office serving as the workplace for Personnel of the System
and/or Related Staff; and any UJS-related building or office in which Court Users
conduct business with the UJS”), and applies to the following:

Personnel of the System — defined in 42 Pa.C.S.A. § 102 as “Judicial officers, personal
staff, administrative staff, and central staff,”

Related Staff — defined in 42 Pa.C.S.A. § 102 as “All individuals employed at public
expense who serve the UJS, but the term does not include Personnel of the
System”. Those who serve the UJS include district attorneys, public defenders, sheriffs
and other officers serving process or enforcing orders, registers of wills, prothonotaries,
clerks of courts, clerks of the orphan’s court division, coroners, jury commissioners,
probation officials, and personnel of all of the foregoing.

Court Users — includes, but is not limited to, attorneys, applicants for employment,
litigants, witnesses, jurors, and court volunteers.

The Supreme Court of Pennsylvania is committed to the principles of equal employment
opportunity to ensure legal and appropriate hiring and employment practices, and to
promote public confidence in the faimess and integrity of the judicial system and the
judicial process. It is, therefore, the policy of the Supreme Court that there shall be no
discrimination because of race, color, sex, sexual orientation, national origin, age,
disability, or religion by any Personnel of the System or Related Staff in any
employment-related action (e.g., hiring, promotion, terms or privileges of employment,
etc.), or by any Personnel of the System, Related Staff or attorney in any court-related
action.
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Accordingly, all judicial officers and managerial and supervisory Personnel of the System
shall ensure adherence to and compliance with this Policy and the procedures intended to
facilitate its implementation and administration.

Prohibition Against Discrimination and Harassment

Discrimination and harassment because of race, color, sex, sexual orientation, national
origin, age, disability, or religion are prohibited. Such discrimination and harassment
constitute an abuse of authority that will not be tolerated by the UJS. Further, such
discrimination and harassment constitute misconduct, warranting appropriate disciplinary
action. All judicial officers and managerial and supervisory Personnel of the System
shall ensure adherence to, and compliance with, this Policy.

1. Prohibition Against Discrimination

Under this Policy, discrimination includes actions by an individual or organization
that cause an individual or a group of individuals to be denigrated or treated less
favorably than another person or group because of one’s race, color, sex, sexual
orientation, national origin, age, disability, or religion. Such discriminatory conduct
may include, but is not limited to, actions relating to the following:

1. Recruitment and hiring by Personnel of the System or Related Staff; or

2. Provision of salary, benefits, or other terms or conditions of employment by
Personnel of the System or Related Staff; or

3. Provision of training and other education opportunities by Personnel of the
System or Related Staff;, or

4. Promotions, transfers, discharge or other employment actions by Personnel of the
System or Related Staff; or

5. Any matter relating to the judicial process by Personnel of the System, Related
Staff or attorneys.
2. Prohibition Against Harassment
a. Sexual Harassment

Sexual harassment is sex discrimination. Equal Employment Opportunity
Commission (EEOC) guidelines define sexual harassment as unwelcome sexual
attention, sexual advances, requests for sexual favors and other verbal or physical
conduct of a sexual nature where:

1. The submission to or rejection of such conduct is made either explicitly or
implicitly a term or condition of an individual’s employment; or

2. The submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual; or
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3. Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or
offensive working environment.

Sexual harassment does not refer to socially acceptable behavior or occasional
compliments of a socially acceptable nature. It refers to behavior that a reasonable
person could and does consider unwelcome or personally offensive. Sexual
harassment involves improper behavior or requests that establish improper quid pro
quo workplace requirements of a sexual nature, or which otherwise create a hostile
work environment for a reasonable person of that gender. Types of sexual
harassment include:

1. “Quid Pro Quo” Harassment — Is when an individual in a position of
authority demands sexual consideration in exchange for the promise of a job,
certain job benefits such as raises or promotions, or the promise of continued
employment.

2. “Hostile Work Environment” Harassment — Is when unwelcome sexual
advances, requests for sexual favors or other verbal or physical conduct of a
sexual nature create an atmosphere which unreasonably interferes with an
individual’s work performance or creates an intimidating, hostile, or offensive
work environment for any individual.

Sexual harassment may take different forms including, but not limited to, the
following examples.

1. Verbal: Sexually explicit language, sexual innuendoes, suggestive comments,
jokes of a sexual nature, sexual propositions or threats.

2. Non-Verbal: Display of sexually suggestive objects or pictures, commentaries,
suggestive or insulting sounds, leering, whistling, or obscene gestures.

3. Physical: Unwanted physical contact, or the threat of unwanted physical
- contact, including offensive touching, un-welcomed sexual intercourse, sexual
assault and other forms of physical contact of a sexual nature.

b. Racial and Other Harassment

Under this Policy, racial and other harassment is verbal or physical conduct that
denigrates or shows hostility or aversion toward an individual because of that
individual’s race, color, sexual orientation, national origin, age, disability, or religion.
Harassing conduct may include, but is not limited to, the following;:

1. Verbal: Epithets, slurs, stereotyping, or denigrating jokes.

2. Non-Verbal: Display of written or graphic materials that denigrate or show
hostility or aversion toward an individual or group in such a manner as to be
readily viewed by others.
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3. Physical: Threatening, intimidating, or hostile acts.

Prohibition Against Retaliation

Retaliation in any form against any person who complains about harassment or
discrimination, who files a harassment or discrimination complaint, or who cooperates
with, or assists in, the investigation of such complaints is prohibited under this Policy.
Retaliation constitutes an abuse of authority, and will not be tolerated. Retaliation by any
Personnel of the System or Related Staff will be considered misconduct warranting
disciplinary action. All judicial officers and managerial and supervisory Personnel of the
System shall ensure adherence to and compliance with this Policy.

Charges of retaliation will be viewed as separate and distinct from the original complaint
or action which precipitated the alleged retaliation and may form the basis for a new
complaint. Retaliation may result in disciplinary action even though the original
harassment or discrimination complaint was determined to be unfounded and dismissed.

Compliance and Reporting Responsibilities

All Personnel of the System and Related Staff are expected to comply with this Policy,
and all judicial officers and managerial and supervisory Personnel of the System are
obligated to take appropriate measures to ensure that prohibited conduct does not occur,
or is properly reported, if observed.

. Personnel of the System who engage in any form of prohibited discrimination or
harassment within a Court Facility may be subject to disciplinary action.

Related Staff who  serve the UJS and who engage in any form of prohibited
discrimination or harassment within a Court Facility will be reported to the chief official
in their Related Staff offices for appropriate review and action. With respect to violations
of this UJS Policy by Related Staff, the Supreme Court expects each Related Staff office
to take discrimination and harassment complaints very seriously and to propetly
investigate and adjudicate such complaints.

Any Personnel of the System, Related Staff or Court Users who feel they have been
subjected to, or have observed, any form of discrimination or harassment in any judicial
process or Court Facility are urged to report such discrimination or harassment in
accordance with the published UJS Non-Discrimination and Equal Employment
Opportunity Complaint Procedures which are posted as a companion document to this
Policy.

Any Personnel of the System, Related Staff or Court Users who do not have access to
these complaint procedures may obtain a copy of these procedures from their local
personnel office, the AOPC Office of Human Resources at 717-231-3309, or the UJS
Website at www.pacourts.us.
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Judicial officers and managerial and supervisory Personnel of the System who observe,
or have reason to believe that discrimination or harassment has occurred in a Court
Facility, must (1) take immediate action to terminate any ongoing
harassment/discrimination if they are reasonably able to do so; or (2) immediately report
such harassment/discrimination, if possible, as described in the UJS Non-Discrimination
and Equal Employment Opportunity Complaint Procedures referenced above.

Filing Complaints under This Policy

The UJS Non-Discrimination and Equal Employment Opportunity Complaint Procedures
accompanying this Policy offer guidance as to how to file complaints of alleged
harassment or discrimination as described in this Policy. Specific procedures have been
created for Personnel of the System and Related Staff based on their organizational
entity. Separate procedures have been created for Court Users doing business with the
UJS in a Court Facility. Complaints should be filed to the office designated in each
procedure document either by phone, by email, or by using the Non-Discrimination Plan
Complaint Form available on the UJS website at www.pacourts.us.

If the appropriate procedures are not immediately available, complainants may obtain a
copy of these procedures from their local personnel office, the AOPC Office of Human
Resources at 717-231-3309, or the UJS Website at www.pacourts.us.

Investigation and Adjudication of Complaints

All complaints alleging harassment or discrimination will be fully investigated and
adjudicated by duly designated authorities of the UJS. Such authorities are identified in
the complaint procedures which are posted as a companion document to this Policy.

Disciplinary or Remedial Actions

Violations of this Policy may result in disciplinary action as prescribed by the appropriate
policies, which govern the behavior and performance of Personnel of the System and
Related Staff. In addition to such discipline, appropriate remedial actions will be taken
by the employing authority to (1) remedy the instant complaint, and (2) prevent future
violations.

Responsibility to Monitor the Implementation and Enforcement of this Policy

For UJS offices employing Personnel of the System, the AOPC shall undertake those
measures necessary to properly monitor compliance with this Policy through the
following actions:

1. Develop and promote policies and procedures designed to ensure equal

employment opportunity and fair and non-discriminatory treatment of the
protected classes listed in this Policy.
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2. Develop the administrative policies and procedures needed to ensure that
alleged violations of this Policy can be appropriately investigated on a timely
basis. '

3. Collect data related to the hiring and employment practices of each UJS office
employing Personnel of the System and conduct related audits of equal
employment opportunity and non-discrimination practices.

4. Collect and maintain data/statistics relating to the number, nature, and
disposition of complaints filed under this Policy.

5. Work with each UJS office employing Personnel of the System to oversee the
development of education and training opportunities and materials designed to
promote and ensure proper adherence to these policy guidelines.

For those offices employing Related Staff, the Supreme Court expects each office to take
appropriate steps to monitor and enforce this Policy through 1) the development of
administrative policies and procedures, 2) the collection of data and statistics, and 3) the
development of education and training opportunities and materials.

Penalties for Misconduct

Any Personnel of the System who have been found to have violated this Policy, impeded
the investigation of any complaint filed under this Policy, or retaliated against individuals
who have provided evidence or have otherwise cooperated with any investigation of a
complaint filed under this Policy, may be subject to appropriate remedial or disciplinary
action up to and including discharge, as provided by the policies governing their
employment with the UJS.

Any Related Staff serving the UJS who have been reported to officials in their respective
offices for appropriate review and action and have been found to have violated this
Policy, impeded the investigation of any complaint filed under this Policy, or retaliated
against individuals who have provided evidence or have otherwise cooperated with any
investigation of a complaint filed under this Policy, may be subject to appropriate
remedial or disciplinary actions, as provided by the policies of their respective offices.

The Supreme Court expects each Related Staff office serving the UJS to take such
violations very seriously and to apply appropriate remedial or disciplinary actions.

Any judicial officer or attorney who - after proper investigation by the appropriate
authority - has been found to have violated this Policy, impeded the investigation of any
complaint filed under this Policy, or retaliated against individuals who have provided
evidence or have otherwise cooperated with any investigation of a complaint filed under
this Policy, may be subject to appropriate remedial or disciplinary action by the
Disciplinary Board (in the case of attorneys) or the Court of Judicial Discipline (in the
case of judicial officers.)

Exclusion of Judicial Proceedings and the Judicial Decision-Making Process
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This Policy does not apply to a judicial officer’'s or attorney’s consideration of, or
reference to, a protected class as referenced above, when such consideration or reference
is appropriate under the law and is relevant to an issue in a judicial proceeding, to the
judicial decision-making process or to the proper administration of justice.

Distribution of Policy and Procedures

Personne] of the System - A copy of this Policy and accompanying complaint procedures
will be provided initially to all current employees and will be posted prominently in
visible locations within Court Facilities. Thereafter, a copy of this Policy, with
accompanying complaint procedures, will be distributed to all new Personnel of the
System upon their entry into judiciary service.

Related Staff — A copy of this Policy and accompanying complaint procedures will be
provided to the chief official in each Related Staff office for duplication and distribution
to all current employees and new Related Staff upon their entry into service.

Court Users - A copy of this Policy and accompanying complaint procedures will be
prominently posted in a location visible to all Court Users within each Court Facility.

Published: 1/1/2008
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PENNSYLVANIA UNIFIED JUDICIAL SYSTEM

CONSTABLE POLICIES, PROCEDURES AND STANDARDS OF
CONDUCT

Receipt Acknowledgement Form

| acknowledge that | have received a copy of the Constable Policies, Procedures and
Standards of Conduct. Furthermore, | acknowledge that | have reviewed the contents

therein and understand that | must adhere to the provisions of Policy.

Name: Department:

Signature: _ Date:

Please return this form to:

A. R. DeFilippi
District Court Administrator
Beaver County Court of Common Pleas
No later than June 1, 2014



