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Do’s & Don'ts of 
Assisting the Public 

with Questions
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vs. 

How do I file 
for divorce?

Which form do I 
use for small claims 

complaint?What do I say 
on the form?

Should I file 
an Ex Parte?

How do I file 
an Ex Parte 

Request?

Should I file for
a modification of 

child support?

Should I file 
for divorce?

What would you
do in my situation?

Ex Parte Communication
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Litigant

Court Clerk

Judge

Y
o
u

REMINDER:  
court employees may not act

as messengers between 
attorneys/litigants and the Judge.  

Cannot possibly address all situations…
What can be done in your courts to ensure 

clerks and courts are being ethical??
How can you let the public know? 
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Scenario #1 – Jane  
Jane is courtroom clerk, but she is not clerking on a 
particular day.  As the court is extremely short-
staffed that day, she has been assigned to answer 
phones, allowing her time to complete her 
unfinished courtroom work.  
Jane happens to know a person who is involved in a 
case on calendar. The calendar is fairly large that 
day and the courtroom is filled with people. Jane 
enters the courtroom from the court staff entrance, 
prior to the judge’s arrival.  She walks past the 
courtroom clerk and the bailiff and proceeds to go 
into the audience, hug a few people, and sit with her 
friend.  
She observes the entire calendar, even helping her 
friend when her case was called, and escorting her 
out of the courtroom after the case was finished.  

Discussions – Scenario #1
What ethical issues does this raise?  
Should Jane have handled the 

situation differently? If so, how?
What tenets does it implicate?  
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Jane
Tenet #1 – Impartiality
Tenet #2 – Personal Integrity
Tenet #3 – Professionalism
Tenet #6 – Avoid Appearance of 

Impropriety

Scenario #2 – Gabrielle     
Gabrielle is a processing clerk and her desk
is near the clerk’s filing window. Gabrielle’s
divorce was recently finalized she is wanting
to date. Gabrielle checks her match.com
account periodically throughout the day,
She even shows another clerks, Liz, all the
men that have messaged her while they are
the only two clerks in the room.
Liz tells Gabrielle she shouldn’t be doing that
at work. Gabrielle tells Liz to lighten up
because no one else is around to see it. A
customer comes up to the counter and sees
Gabrielle looking at match.com while he is
waiting to be helped.

Discussions – Scenario #2
What ethical issues does this raise?  
Should Gabrielle have handled the 

situation differently? 
Should Liz have handled the 

situation differently?
What tenets does it implicate?  
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Gabrielle
Tenet #2 – Personal Integrity 
Tenet #3 – Professionalism
Tenet #6 – Avoid Appearance of 

Impropriety
Tenet #12 – Technology 

Scenario #3  - Kaitlynn
Kaitlynn is a IV-D courtroom clerk.  
There was a particularly interesting 
character in the courtroom that 
morning.  After the calendar is 
concluded, Kaitlynn is completing her 
minutes.  The only people left in the 
courtroom are the commissioner, the 
bailiff, and the LCSA attorney.  The 
bailiff starts talking about the litigant 
who had some odd outbursts during 
the hearing.  The commissioner and 
LCSA attorney even engage in the 
conversation.  

I have to pay
what???

Discussion – Scenario #3

What ethical issues does this 
raise?  
Should Kaitlynn have said 

something?
What tenets does it implicate?  
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Kaitlynn
Tenet #1 – Impartiality
Tenet #2 – Personal Integrity
Tenet #3 – Professionalism
Tenet #6 – Avoid Appearance of 

Impropriety

Scenario #4  - Charles
Charles is a clerk who handles payments at the 
court.  Charles is hungry but does not have 
change for the vending machine.  He takes a 
$20 bill out of his wallet and changes it out for 
smaller bills from his till.    
At the end of the day, Charles turns in his 
money.  Upon processing the daily monies for 
all the clerks, the finance department discovers 
the one and only $20 bill in Charles’s till is 
counterfeit.
The matter is discussed with Charles and it is 
documented in his file.  Charles is no longer 
allowed to process payments or monies in the 
court.  

Discussion – Scenario #4
What ethical issues does this 

raise?  
Should Charles have handled the 

situation differently? If so, how?
What tenets does it implicate?  
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Charles
Tenet #2 – Personal Integrity

Tenet #3 – Professionalism

Tenet #5 – Impropriety

Scenario #5  - Dilbert
Dilbert, a court employee is 
eating lunch with a group of 
other court employees in the 
public cafeteria. He sees a 
defendant whose case just 
finished in her courtroom and 
begins to discuss the case with 
the other employees. 
Dilbert whispers some negative 
comments to her coworkers 
about the defendant and what 
was said in court and other 
people hear the conversation. 

Discussion – Scenario #5

What ethical issues does this 
raise?  
Should Dilbert have handled the 

situation differently? If so, how?
What tenets does it implicate?  
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Dilbert
Tenet #1 – Impartiality
Tenet #2 – Personal Integrity
Tenet #3 – Professionalism
Tenet #4 – Confidentiality
Tenet #5 – Impropriety
Tenet #6 – Avoid Appearance of Impropriety
Tenet #10 – Discrimination


