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SECTION 1 - INTRODUCTION
1.01

Acknowledgment

Revised:
3/4/21

The Van Buren County Court Employee Handbook contains important information about the court. Employees
should consult with their direct supervisor or the trial court administrator regarding any questions not answered
in the handbook. All employees of Van Buren County Courts enter the employment relationship voluntarily and
should understand that there is no specified length of employment. Accordingly, either the court or employee
can terminate the relationship at will, at any time, with or without cause, and with or without advance notice
(subject to any applicable collective bargaining agreement(s)). Where a conflict exists between a provision of
this handbook and an express provision of an applicable collective bargaining agreement, the collective
bargaining agreement controls.
Since the information, policies, and benefits described herein are subject to change at any time, revisions to the
handbook may occur. All such changes will generally be communicated through official notices, and revised
information may supersede, modify, or eliminate existing policies.
Furthermore, employees must understand that this handbook is neither a contract of employment nor a legally
binding agreement. Employees must take time to read the handbook and understand that they may ask their
supervisor any questions concerning the handbook. Employees must understand that it is their responsibility to
comply with the policies contained in this handbook, and any revisions made to it. Employees must also
understand that if they remain with the court following any modifications to the handbook, they agree to accept
such changes.

Policy 1.001 Van Buren County Court Employee Handbook (3/4/21)

Page 4 of 45

SECTION 1 – INTRODUCTION
1.02

Adoption of Van Buren County Personnel Policies and Employee Record
Keeping Software

Revised:
3/4/21

REFERENCES:
• Supreme Court Administrative Order 1998-5 states, “To the extent possible, consistent with the effective
operation of the court, the chief judge must adopt personnel policies consistent with the written
employment policies of the local funding unit.”
• Model Code of Conduct for Michigan Trial Court Employees
DEFINITIONS AND ABBREVIATIONS:
• PTO – Paid Time Off
• Punch – Clocking method used to record hours worked by employees. This can be done using an online
application by computer or another electronic device.
• Time Collection System– A software system that provides functionality to capture time and attendance
records for employees.
BACKGROUND:
The Michigan Supreme Court issued Administrative Order No. 1998-5 for the purpose of defining, clarifying and
in some cases, standardizing the relationship, policies and procedures between courts and their county funding
units. A provision of this order requires courts to adopt personnel policies consistent with the written personnel
policies of the funding unit. This policy adopts Van Buren County Personnel Policies, and, where necessary,
creation of policies unique to the court. Where the policies stated in this handbook conflict with policies contained
in the Van Buren County Personnel Policy Manual, the policies in this handbook control.
In 2013, Van Buren County implemented a county-wide time keeping system to ensure consistency and accuracy
for payroll record keeping. The courts began using the system at that time; however, an official policy was never
drafted.
Due to inconsistent use of the time keeping system within the court, an official policy is needed to ensure compliance
and fair treatment for all employees.
POLICY STATEMENT:
A. Effective on signature date of this policy, Van Buren County Courts adopt the Van Buren County
Personnel Policies. These policies may be supplemented or amended with additional policies that are
unique to the court but necessary for its effective operation and to allow the Chief Judge to perform
his/her functions under the Chief Judge Rule. Any future revisions of Van Buren County’s personnel
policies will automatically be adopted by the court unless an exception is signed by the Chief Judge in
accordance with Michigan Supreme Court Administrative Order No. 1998-5.
B. Where the policies stated in this handbook conflict with policies contained in the Van Buren County
Personnel Policy Manual, the policies in this handbook control.
C. Where a conflict exists between a provision of the handbook and an express provision of an applicable
collective bargaining agreement, the collective bargaining agreement controls.
D. Each court employee will be responsible for using the county’s time management system.
E. While punched in and working for Van Buren County Courts, employees shall not perform other secondary
employment activities.
F. Requests for PTO will be made through the county’s time management system.
G. Errors or other issues will be reported to Supervisors as needed.
FORMS USED:
None.
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SECTION 1 – INTRODUCTION
1.03

Van Buren County Government Personnel Policy Manual

Revised:
3/4/21

Van Buren County Courts will adhere to all county personnel policies. Where the policies stated in this Court
Employee Handbook conflict with policies contained in the Van Buren County Personnel Policy Manual, the
policies in this handbook control. When a county policy refers to “County HR”, “Trial Court Administrator” is
substituted in its place.
To review the County personnel policies see the Van Buren County Government Personnel Policy Manual.
The Van Buren County Government Personnel Policy Manual provides the following county policies:
• At-Will Employment Policy
• Equal Employment Opportunity Policy
• Anti-Harassment and Bullying Policy
• Fraud and Abuse Policy
• Whistleblowers’ Protection Act Policy
• Political Activity Policy - Court employees must follow SCAO’s Model Code of Conduct
• Standards of Conduct Policy - Court employees must follow SCAO’s Model Code of Conduct
• Social Security Number Privacy Policy - Court employees must follow SCAO’s AO 2006-2
• Anti-Nepotism Policy - Court employees must follow SCAO’s AO 2016-5
• Employee Background Checks and Disclosing Criminal Information Policy
• Personnel Records Policy
• Tobacco and Smoke-Free Workplace Policy
• Drug and Alcohol-Free Workplace Policy
• Information Technology and Equipment Usage Policy
• Building Closures Policy - Works in collaboration with SCAO AO 1998-5 and LAO C36 2015-2J, D07
2015-4J, P80 2015-2J
• Employment Status Policy
• Payroll and Reporting Policy
• Hours of Work Policy
• Regular Full-Time Employee Paid Time Off Policy
• Regular Part-Time Employee Paid Time Off Policy
• Transfer of PTO Hours Policy
• Bereavement Policy
• Jury Duty Policy
• Family and Medical Leave Act Policy
• Insurance Benefits Policy
• Retirement Benefits Policy
• Flexible Spending Accounts Policy
• Workers’ Compensation Policy
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SECTION 1 – INTRODUCTION
1.04

Americans with Disabilities Act (ADA) and Michigan Persons with Disabilities
Civil Rights Act (PWDCRA)

Revised:
3/4/21

The Americans with Disabilities Act (ADA), as amended, and the Michigan Persons with Disabilities Civil Rights
Act (PWDCRA) are federal and state laws that prohibit employers from discriminating against qualified applicants
and employees with disabilities. Both laws also require employers to provide reasonable accommodations to
qualified applicants and employees with disabilities, so that they may perform the essential job duties of the
position. Unless the applicant or employee causes a direct threat to the safety or health of themselves or others
and the threat cannot be eliminated by reasonable accommodation or if the accommodation creates an undue
hardship to the court.
The court will comply with the ADA, PWDCRA, and any other applicable law concerning employment of persons
with disabilities. Furthermore, the court will not discriminate against qualified individuals with disabilities
regarding application procedures, hiring, advancement, discharge, compensation, training or other terms,
conditions, and privileges of employment.
Disabled employees who believe an accommodation is needed to perform the job’s essential functions must
notify the trial court administrator or the ADA coordinator in writing within one hundred eighty-two (182) days
after the date they knew, or should have known, that an accommodation was needed. The court treats all
medical information and records as strictly confidential.
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SECTION 1 – INTRODUCTION
1.05

Diversity, Equity and Inclusion

Revised:
3/4/21

Van Buren County Court is committed to fostering, cultivating and preserving a culture of diversity, equity and
inclusion.
Our human capital is the most valuable asset we have. The collective sum of the individual differences, life
experiences, knowledge, inventiveness, innovation, self-expression, unique capabilities and talent that our
employees invest in their work represents a significant part of not only our culture, but our reputation and court’s
achievement as well.
We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family or marital status,
gender identity or expression, language, national origin, physical and mental ability, political affiliation, race,
religion, sexual orientation, socio-economic status, veteran status, and other characteristics that make our
employees unique.
Van Buren County Court’s diversity initiatives are applicable—but not limited—to our practices and policies on
recruitment and selection; compensation and benefits; professional development and training; promotions;
transfers; social and recreational programs; layoffs; terminations; and the ongoing development of a work
environment built on the premise of gender and diversity equity that encourages and enforces:





Respectful communication and cooperation between all employees.
Teamwork and employee participation, permitting the representation of all groups and employee
perspectives.
Work/life balance through flexible work schedules to accommodate employees’ varying needs.
Employer and employee contributions to the communities we serve to promote a greater understanding
and respect for the diversity.

All employees of Van Buren County Court have a responsibility to treat others with dignity and respect at all
times. All employees are expected to exhibit conduct that reflects inclusion during work, at work functions on or
off the work site, and at all other court-sponsored and participative events. All employees are also required to
attend and complete annual diversity awareness training to enhance their knowledge to fulfill this responsibility.
Any employee found to have exhibited any inappropriate conduct or behavior against others may be subject to
disciplinary action.
Employees who believe they have been subjected to any kind of discrimination that conflicts with the court’s
diversity policy and initiatives should seek assistance from a supervisor or the trial court administrator.
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SECTION 2 - EMPLOYMENT
2.01

New Hire Orientation

Revised:
3/4/21

All new hires will receive a New Hire Orientation which will include, but is not limited to:
•
•
•
•
•
•
•
•
•
•
•
•
•

Updates to the organizational charts and emergency phone list.
Review of SharePoint.
Instruction for accessing court forms.
Instruction on telephone functions.
Signing of Model Code(s) of Conduct.
Signing the Remote Work Agreement
Taking the Court Employee Oath with the Chief Judge.
Receipt of a current holiday schedule.
Sworn in as Deputy Clerk with the County Clerk (if applicable)
Review of County/Court policies
Receipt of the Employee Handbook
Review of Van Buren County emergency protocol (flipchart) and panic buttons
Receive a tour and overview of court facilities.

Forms Used:
• VBC-1009a - New Employee Checklist
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SECTION 2 – EMPLOYMENT
2.02

Model Code of Conduct

Revised:
3/4/21

All court employees must read, understand and sign the Model Code of Conduct for Michigan Trial Court
Employees:
https://courts.michigan.gov/Administration/SCAO/Resources/Documents/standards/je_guidelines.pdf
All Juvenile Court Caseworkers must read, understand and sign the Model Code of Conduct for Michigan Trial
Court Employees that includes the Guidelines for Juvenile Probation Officers.
https://courts.michigan.gov/Administration/SCAO/Resources/Documents/standards/je_guidelines.pdf
All judicial officers, such as Referees, Magistrates and Judges must read, understand and sign the Michigan
Code of Judicial Conduct.
https://courts.michigan.gov/courts/michigansupremecourt/rules/documents/michigan%20code%20of%20judicia
l%20conduct.pdf
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SECTION 2 – EMPLOYMENT
2.03

Remote Work

Revised:
3/4/21

In some circumstances, the court may allow or require an employee to work remotely from home or another
location. If remote work is authorized, the employee will be required to fill out and sign a Remote Work
Agreement (form VBC-1023). The use of remote work depends on operational/business needs including, but
not limited to, the suitability of the duties to be performed, the skills and abilities of employees and their
supervisors, and the availability of the necessary equipment and technical resources. Goals of remote work
include meeting customer and business needs, promoting safety and health in the workplace, and improving
employee satisfaction. Employees interested in remote work should discuss the matter with their supervisor or
the trial court administrator.
The following criteria may be used to assess whether an employee is a good candidate for remote work:
•
•
•
•
•
•

Nature of the work
Past performance record
Lack of a disciplinary record
Demonstrated ability to work independently
Demonstrated reliability
Demonstrated proficiency with technology

All Van Buren County court staff must have a signed form VBC-1023 Remote Work Agreement on file prior to
working remotely.
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SECTION 2 – EMPLOYMENT
2.04

Flex Time

Revised:
3/4/21

Flex time refers to arrangements that permit employees to work outside of regular business hours.
To be considered for flex time, an employee must provide a written request to his or her supervisor stating:
1. Reasons for the arrangement and proposed schedule
2. Effective dates
The court will make every reasonable effort to accommodate employees’ scheduling needs while fulfilling
business goals. The following criteria will be used to assess flex time requests:
1. Nature of the employee’s work
2. Availability of other staff
3. Ability to capably serve the public during work hours
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SECTION 2 – EMPLOYMENT
2.05

Reasonable Breaks for Nursing Mothers

Revised:
3/4/21

All nursing mothers who need to express milk during the workday will create a plan with her supervisor to
determine the best way to accommodate the needs of the mother while still meeting job performance
expectations. Nursing mothers are permitted to use no more than two breaks lasting up to 30 minutes each
during a workday. If the employee needs more than two breaks during the workday to express milk, then she will
need to use personal leave. Supervisors may consider flexible working arrangements as needed. The trial court
administrator will work with each nursing mother and her supervisor to identify a private area with a lock that is
not a restroom where she may express milk. Bottled milk should be placed in discreet, cooler-type containers
and may be stored in break room refrigerators.
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SECTION 2 – EMPLOYMENT
2.06

Performance Evaluation

Revised:
3/4/21

New employees will be evaluated by their direct supervisor after six months of employment and again after one
year of employment. Evaluations will be based on the employee’s job knowledge and skill, attendance and
punctuality, personal initiative, accuracy and attention to detail, productivity, problem solving, communication,
customer service, teamwork and active learning. Subsequent performance evaluations for all employees will
occur annually unless more frequent evaluations are required to monitor progress related to a performance
improvement plan.
Concerns about an employee’s performance will be addressed immediately through verbal and/or written
communication methods intended to:
1. Acknowledge the concern
2. Develop an appropriate strategy (performance improvement plan) to address the performance issues
3. Define a timeline for expected improvement
4. Ensure appropriate training is provided to the employee
This process is intended to provide an opportunity to improve performance and to supply the employee with the
tools and time needed to demonstrate such an improvement.
Forms Used:
• VBC-1002 - Employee Performance Evaluation
• VBC-1004 - Employee Performance Improvement Plan
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SECTION 2 – EMPLOYMENT
2.07

Progressive Discipline

Revised:
3/4/21

Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies.
Employees also have the responsibility to perform their duties to the standards as set forth in their job description
or as otherwise established. The court reserves the right to determine the appropriate level of discipline for any
inappropriate conduct, including oral and written reprimands, suspension with or without pay and demotion or
discharge. After twenty-four (24) months of satisfactory service, all reprimands shall be removed from an
employee’s personnel record.
The court maintains a performance communication system to promote consistent and meaningful performance
feedback to employees throughout the course of the year. The communication process involves setting
measurable goals and competencies, providing periodic performance feedback and coaching (as needed), and
an annual evaluation. The performance communication process is mutual – the responsibility of both the
supervisor and the employee. Supervisors are required to engage the performance communication process
throughout the year. Employees are encouraged to engage their supervisor in a discussion of what type and
frequency of performance coaching best meets their needs.
At a minimum, the performance communication process should involve:
1. A meeting between the employee and the supervisor at the beginning of the performance period to
develop objectives (what the employee is responsible to do) and competencies (how the employee is
expected to do their job).
2. Periodic meetings throughout the year to discuss performance against objectives and competencies (as
needed).
3. Annual overall performance assessment meeting. The results of the performance communication
process are available to other supervisors within the court for purposes of evaluation and employee’s
suitability for transfer or promotion and may be used in other personnel processes as needed.
The court supports the use of progressive discipline to address issues such as poor work performance or
misconduct. The progressive discipline policy is designed to provide a corrective action process to improve and
prevent a recurrence of undesirable behavior and/or performance issues. The progressive discipline policy has
been designed consistent with our organizational values, HR best practices, and employment laws. Outlined
below are the steps of the progressive discipline policy and procedure. The court reserves the right, in its sole
discretion, to combine or skip steps in this process depending on the facts of each situation and the nature of
the offense. The level of disciplinary intervention may also vary. Some of the factors that will be considered are
whether the offense is repeated despite coaching, counseling, training, and/or prior reprimands; the employee's
work record; the impact the conduct and performance issues have on our organization and the severity of the
offense.
The following outlines steps that may be taken by the court in its progressive discipline process:
1. Verbal reprimand: A supervisor verbally counsels an employee about an issue of concern, and a written
record of the discussion is placed in the employee's personnel file for future reference.
2. Written reprimand: Written reprimands are used for behavior or violations that a supervisor considers
serious or in situations when a verbal reprimand has not helped change unacceptable behavior. Written
reprimands are placed in an employee’s personnel file. Employees should recognize the serious nature
of the written reprimand.
3. Suspension: Unpaid / paid suspensions are imposed when an employee has engaged in misconduct
that a supervisor considers very serious or in situations when a prior reprimand has not changed the
unacceptable behavior. Record of the suspension will be placed in the employee’s file. Employees
should recognize the serious nature of a suspension. Suspensions may be combined with a written or
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final reprimand when deemed appropriate by the court.
4. Final reprimand or Performance Improvement Plan: Whenever an employee has been involved in a
disciplinary situation that has not been readily resolved or when he/she has demonstrated an inability to
perform assigned work responsibilities efficiently, the employee may be given a final reprimand or placed
on a performance improvement plan (PIP). PIP status will last for a predetermined amount of time up to
90 days. Within this time period, the employee must demonstrate a willingness and ability to meet and
maintain the conduct and/or work requirements as specified by the supervisor and the organization. At
the end of the performance improvement period, the performance improvement plan may be closed,
extended, or, if established goals are not met and sustained going forward, dismissal of the employee
may occur.
5. Termination: Termination will occur when prior disciplinary action did not change unacceptable behavior
or when the behavior is so serious that it warrants immediate dismissal. Termination will also occur if an
employee does not satisfactorily complete a PIP or sustain the necessary improvement after completion
of the PIP.
The court reserves the right to determine the appropriate level of discipline for any inappropriate conduct,
including oral and written reprimands, suspension with or without pay, and demotion or discharge.
This policy does not alter or limit the policy of at-will employment. For employees under Collective Bargaining
Agreements (CBA’s), this policy does not supersede terms and procedures outlined in their respective CBA’s.
Forms Used:
• VBC-1006 – Employee Progressive Discipline – Reprimand
• VBC-1007 – Employee Progressive Discipline – Record of Verbal Discussion
• VBC-1008 – Employee Progressive Discipline – Suspension Notice
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.01

HelpNet Employee Assistance Program

Revised:
3/4/21

Van Buren County established HelpNet as a service provider for a variety of programs for Van Buren County
employees. This includes but is not limited to counseling, financial wellness consultation, and a work life
website. Employee participation in these services is completely confidential and privacy is protected under
HIPAA guidelines. HelpNet Services are sponsored by the County and are free to employees.
Please reference the documents below:
• The HelpNet Counseling flyer describes counseling services available to employees, employee
dependents and employee household members. Employees are offered up to five sessions of counseling
for a specific situation.
• The HelpNet Services Overview flyer provides an overview of some of HelpNet’s many offerings.
Employees can access these services by calling or visiting the website listed below. Use the county’s username
to access services as noted.
• PHONE:
1 (800) 969-6162
• WEBSITE:
www.helpneteap.com
• USERNAME:
VBCO
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.02

Health and Safety

Revised:
3/4/21

Health and safety in the workplace are serious matters and should be viewed as such. The court is committed
to providing its employees with a safe working environment.
In the event of an accident, injury, and/or work-related incident, you must:
1. Report the incident to your supervisor within 24 hours so that appropriate follow-up action can be taken
to:
a. ensure that you and other affected individuals are all right, and
b. mitigate the risk that a similar incident will not occur in the future.
2. Complete an Incident Report (VBC-9006) and submit it to the trial court administrative assistant.
3. If the incident requires medical attention, supervisors must complete the County Incident Report.
Forms Used:
• VBC-9006 – Incident Report
• County Incident Report

Policy 1.001 Van Buren County Court Employee Handbook (3/4/21)

Page 19 of 45

SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.03

Drug-Free Workplace

Revised:
3/4/21

Van Buren County Courts will follow the Van Buren County Government’s Drug-Free and Alcohol-Free
Workplace Policy. See Section 1.03 for the link to the Personnel Policy Manual.
The court has a commitment to provide a safe and productive work environment. Alcohol and drug abuse pose
a threat to the health and safety of employees and to the security of the court’s equipment and facilities. For
these reasons, the court is committed to the elimination of drug and/or alcohol use and abuse in the workplace.
Van Buren County Government’s policy outlines the practice and procedure designed to correct instances of
identified alcohol and/or drug use in the workplace. This policy applies to all employees and all applicants for
employment of the court. Human Resources and/or the trial court administrator are responsible for policy
administration.
The court will assist and support employees who voluntarily seek help for such problems before becoming
subject to discipline and/or termination under this or other policies. All employees are encouraged to use the
HelpNet benefits described in 3.01 for professional services as needed. Such employees may be allowed to
use accrued paid time off, placed on leave(s) of absence, and/or referred to treatment providers. Such
employees may be required to document that they are successfully following prescribed treatment and agree to
take and pass follow-up tests if they hold jobs that are safety sensitive or that require driving or if they have
violated this policy previously.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs, alcohol or marijuana
or cannabis derived substances. This policy does not prohibit employees from the lawful use and possession of
prescribed medications, except medical marijuana as marijuana is strictly prohibited. Employees must, however,
consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely and
promptly disclose any work restrictions to their supervisor. Employees should not, however, disclose underlying
medical conditions unless directed to do so.
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.04

Drug-Free Work Rules

Revised:
3/4/21

The following work rules apply to all employees:
1. Whenever employees are working, operating any court vehicle, present on court premises, or conducting
related work off-site, they are prohibited from:
a. Manufacturing, possessing, distributing, or being impaired by alcohol or marijuana or cannabis
derived substances, or any illegal controlled substance while in the workplace, while on court
business, or while on court property.
b. Being under the influence of alcohol or marijuana or cannabis derived substances or a drug or
controlled substance that is illegal under state or federal law.
c. Having the presence of any detectable amount of alcohol, any illegal drug, or illegal controlled
substance in an employee’s body while performing court business or while in a court facility.
2. The court will not allow any employee to perform their duties while taking prescribed drugs that are
adversely affecting the employee’s ability to safely and effectively perform their job duties. Employees
taking a prescribed medication must carry it in the container labeled by a licensed pharmacist or be
prepared to produce it if asked.
3. Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and
may result in criminal prosecution.
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.05

Required Testing

Revised:
3/4/21

The court retains the right to require the following tests:
• Pre-employment: All applicants must pass a drug test before beginning work or receiving an offer of
employment. Refusal to submit to testing will result in disqualification of further employment
consideration.
• Reasonable suspicion: Employees are subject to testing based on observations by a supervisor of
apparent workplace use, possession, or impairment. Human resources must be consulted before
sending an employee for reasonable suspicion testing.
• Follow-up: Employees who have tested positive, or otherwise violated this policy, are subject to
discipline up to and including discharge. Depending on the circumstances and the employee’s work
history/record, the court may offer an employee who violates this policy or tests positive the opportunity
to return to work on a last-chance basis pursuant to mutually agreeable terms, which could include
follow-up drug testing at times and frequencies for a minimum of one (1) year but not more than two (2)
years. If the employee either does not complete his/her rehabilitation program or tests positive after
completing the rehabilitation program, he/she will be subject to immediate discharge from employment.
Consequences
Applicants who refuse to cooperate in a drug test or who test positive will not be hired. Employees who refuse
to cooperate in required tests or who use, possess, buy, sell, manufacture, or dispense an illegal drug in violation
of this policy will be terminated.
The first time an employee tests positive for alcohol or illegal drug use under this policy, the result will be
discipline up to and including discharge.
Employees will be paid for time spent in alcohol/drug testing and then suspended pending the results of the
drug/alcohol test. After the results of the test are received, a date/time will be scheduled to discuss the results of
the test. This meeting will include the employee, a member of management, a member of human resources,
and upon employee request, a union representative. Should the results prove to be negative; the employee will
receive back pay for the times/days of suspension.
Confidentiality
Information and records relating to positive test results, drug and alcohol dependencies, and legitimate medical
explanations provided shall be kept confidential to the extent required by law and maintained in secure files
separate from normal personnel files.
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.06

Workplace Bullying

Revised:
3/4/21

Van Buren County Courts will follow the Van Buren County Government’s Anti-Harassment and Bullying Policy.
See Section 1.03 for the link to the Personnel Policy Manual.
The court will not, in any instance, tolerate bullying behavior. Employees found in violation of this policy will be
disciplined, up to and including termination.
Definition
The court defines bullying as repeated inappropriate behavior, either direct or indirect, whether verbal, physical,
or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the
course of employment.
Examples
Bullying may be intentional or unintentional. However, it must be noted that when an allegation of bullying is
made, the intention of the alleged bully is irrelevant, and will not be given consideration when issuing discipline.
As in sexual harassment, it is the effect of the behavior on the individual that is important. The court considers
the following types of behavior examples of bullying:
•
•
•
•

Verbal bullying: Slandering, ridiculing, or maligning a person or his or her family; persistent name calling
that is hurtful, insulting, or humiliating; using a person as the object of jokes; abusive and offensive
remarks.
Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault,
damage to a person’s work area or property.
Gesture bullying: Nonverbal threatening gestures; glances that can convey threatening messages.
Exclusion: Socially or physically excluding or disregarding a person in work-related activities.

In addition, the following examples may constitute or contribute to evidence of bullying in the workplace:
•
•
•
•
•
•
•
•
•

Shouting or raising voice at an individual in public or in private.
Using verbal or obscene gestures.
Not allowing the person to speak or express himself or herself (i.e., ignoring or interrupting).
Personal insults and use of offensive nicknames.
Public humiliation in any form.
Constant criticism on matters unrelated or minimally related to the person’s job performance or
description.
Ignoring or interrupting an individual at meetings.
Spreading rumors and gossip regarding individuals.
Unwanted physical contact, physical abuse, or threats of abuse to an individual or an individual’s property
(defacing or marking up property).
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.07

Weapon and Violence-Free Environment

Revised:
3/4/21

The court makes a sustained effort to provide a safe work and judicial environment. No employee may possess
a weapon in any courtroom, office, or other workspace designated by the court, unless required as a condition
of employment or expressed written permission from the Chief Judge. No employee may harass or assault any
other person by threatening or exhibiting violent behavior. Violators of this policy will be subject to discipline up
to and including termination of employment.
This includes:
• Acts of violence, threats, or implied threats of violence and intimidation (verbal or physical acts intended
to frighten or coerce).
• Aggressive or hostile behavior that creates either a reasonable fear of injury to another person or
unreasonably subjects another to emotional distress.
• Intentionally damaging court property or the property of another that is located on court property.
• Possession of a firearm regardless of whether a person has a concealed weapons permit (except as
allowed as noted above).
• Possession of an explosive device or other object intended to be used as a weapon.
Employees who become aware of a violation, or potential violation, of this policy should immediately report it to
their direct supervisor.
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.08

Criminal Charges and Convictions

Revised:
3/4/21

Employees charged with a criminal offense must report it to their supervisor or trial court administrator within 24
hours of being charged. The supervisor or trial court administrator must report the charge to Human Resources.
The employee may be suspended with or without pay, as determined by the trial court administrator.
Employees convicted of a criminal offense must report it to their supervisor or trial court administrator within 24
hours of being convicted. Employees may receive disciplinary action up to and including dismissal from
employment upon conviction of a criminal offense, as determined by the court.
The Collective Bargaining Agreement must be followed for AFSCME employees.
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.09

Access to Court Records Involving Court Employees

Revised:
3/4/21

REFERENCES
•

Michigan IV-D Child Support Manual from Michigan DHHS

BACKGROUND
Questions have occurred regarding court employee access to court files and records involving court employees.
A clarification policy is appropriate.

POLICY STATEMENT
A. Employees of Van Buren County Courts who are named or personally involved in any matter filed within
their division of the court (criminal, civil, domestic, juvenile, FOC, probate, etc.) will only be allowed
access to court files, records, information, and computer records/information under the rules applicable
to the general public.
B. Fellow employees are held to the same standard and will provide only the information that would be
allowed to the general public.
C. Employees must not access information for cases in which they have a “conflict of interest”. A conflict of
interest is a conflict between the private interests and official responsibilities of a person in a position of
trust. A conflict of interest exists when the employee is:
1. A party or spouse of a party on a case(s)
2. A cohabitant of a party on a case(s)
3. A family member by blood, adoption or marriage of a party on a case(s)
4. A close friend with a party on a case(s); and/or
5. Engaged in a close personal or business relationship with a party on a case(s)
D. Employees of Van Buren County Court FOC who are named in a child support case must immediately
notify their supervisor or administrator and complete form DHS-428 MiCSES Child Support Case
Disclosure.
E. All employees must immediately notify their supervisor or administrator whenever there may be a conflict
of interest on a case using form VBC-1037 Employee Conflict of Interest Notification.
F. Administration for that division of court will ensure the impacted court file(s) will be retained in an area
requiring approved access.
G. Employees who violate this policy will be subject to disciplinary action.
FORMS USED
•
•

DHS-428 MiCSES Child Support Case Disclosure
VBC-1037 Employee Conflict of Interest Notification
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SECTION 3 – WORKPLACE HEALTH AND SAFETY
3.10

Smoke-Free Workplace

Revised:
3/4/21

Van Buren County Courts will follow the Van Buren County Government’s Smoke-Free Workplace Policy. See
Section 1.03 for the link to the Personnel Policy Manual.
Smoking is prohibited on all court premises in order to provide and maintain a safe and healthy work environment
for all employees.
The smoke-free workplace applies to:
• All areas of court buildings.
• All court-sponsored off-site conferences and meetings.
• All vehicles owned or leased by the court.
• All visitors (customers and vendors) to the court premises.
• All contractors and consultants and/or their employees working on court premises.
• All employees, temporary employees, and student interns.
Smoking is permitted in designated areas only.
Employees who violate the smoking policy will be subject to disciplinary action up to and including immediate
discharge.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.01

Confidentiality

Revised:
3/4/21

Employees shall not disclose to any unauthorized person or organization for any purpose any confidential
information acquired in the course of employment or acquired through unauthorized disclosure by another.
Confidential information includes, but is not limited to, all information on pending cases and other matters that
are not part of the public record, as well as all nonpublic work products of the court on cases and other matters
that are no longer pending. If an employee questions whether certain information is considered confidential, the
employee should first check with his/her immediate supervisor. All new employees must read, understand and
sign the Model Code Information Security and Confidentiality Agreement during New Employee Orientation.
Forms Used:
• VBC-1028 Model Code Information Security and Confidentiality Agreement
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SECTION 4 – WORKPLACE EXPECTATIONS
4.02

Outside Employment

Revised:
3/4/21

The principal vocation of employees with the court shall be the court. However, an employee may engage in
outside employment if the following conditions are met:

•
•
•
•
•
•

The outside employment does not interfere with job performance.
The outside employment does not conflict with the interests of the court.
The outside employment is not the type of employment that could reasonably give rise to criticism or
suspicion of conflicting interests or duties; and
The employee has obtained written approval from his/her supervisor and the trial court administrator.
If the employee is a lawyer, the employee is not permitted to engage in the practice of law outside the
court. This prohibition extends to routine matters such as real estate closings and will drafting for
relatives, unless prior written approval is received from the trial court administrator.
The Michigan Constitution (Article III, Section 2) that states, “The powers of government are divided into
three branches: legislative, executive and judicial. No person exercising powers of one branch shall
exercise powers properly belonging to another branch except as expressly provided in this constitution.”
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SECTION 4 – WORKPLACE EXPECTATIONS
4.03

End of Employment Notice

Revised:
3/4/21

Employees should give at least two weeks written notice when resigning employment with the court as a matter
of courtesy. However, depending on the nature of their responsibilities, it may be appropriate for higher-level
employees to negotiate a longer notice period with their immediate supervisor to ensure that the employment
transition proceeds with the least disruption to the work of the court. Before leaving the court, employees must
return all office keys, confidential documents, equipment, identification, and other court property. After ending
employment with the court, an employee must maintain inviolate the confidences of the court.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.04

Revised:
3/4/21

Appearance Standards Policy

REFERENCES:
• Michigan Code of Judicial Conduct, Canon 3A(2)
• MCR 8.110(C)(2)(c)
BACKGROUND:
This policy is designed to protect the dignity and professional image of the court and to provide employees with
guidelines for appropriate attire. Employees of Van Buren County Courts are expected to exercise appropriate
personal hygiene and appearance standards that are respectful to those they serve and their fellow coworkers.
Therefore, all courts in Van Buren County are adopting this policy to ensure that employees are appropriately
attired and groomed while performing their duties and interacting with those we serve.
POLICY STATEMENT:
This policy applies to all court employees, interns and volunteers.
A. PERSONAL APPEARANCE:
Employee appearance is a reflection of the court. Whether or not an employee is in a position with direct
public contact, each employee represents the court to the public. A properly attired and groomed
individual creates a favorable image for the court and to the public. All employees are expected to use
common sense, good taste and judgment when it comes to their appearance. Attire, accessories and
grooming must be conservative to maintain standards for a professional environment – it must not attract
undue attention, serve as a distraction to others, interfere with job performance, or present a safety
hazard to the employee or coworkers.
For employees who serve in the courtrooms / hearing rooms or provide presentations to professional
organizations, dress should be suitable to the dignity of the court. These employees will wear business
attire, i.e. suits, ties, dress shirts/blouses, dress slacks, sport coats, blazers, pant suits, dresses, skirts,
dress shoes, etc.
Business casual is designed to create a comfortable work environment yet still portray a professional
image. Business casual is allowed daily for employees who serve outside of the courtroom environment
and in fieldwork that requires home visits.
The following guidelines should clarify business casual attire:
BUSINESS CASUAL GUIDELINES
APPAREL
Pants/Slacks
Shirts/Tops
Dress/Skirts
Shoes
General

APPROPRIATE
Dress khaki/twill pants, dress
slacks and dress capris
Long or short sleeve shirts,
blouses and sweaters
Dresses, skirts and dress
skorts
Dress shoes, dress sandals
and dress boots
Traditional
professional
business attire.

This chart should not be interpreted as all-inclusive.
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INAPPROPRIATE
Casual pants (such as cargo pants, over-sized or tight
pants), jeans, gym attire, shorts, bib overalls
Sweatshirts, tee-shirts with logos, denim shirts, halter
tops, tube tops, spaghetti strap tops, shirts with letters or
figures
Mini-skirts; exposed, backless or spaghetti-strap dresses
Gym shoes, casual-type flip flop sandals, slippers, beach
shoes
Revealing or skin-tight clothing. Ragged, torn, wrinkled
or dirty clothing. Offensive slogans or graphics. Hats.
Beach attire. Denim.
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Employees may be counseled or, if necessary, instructed not to use scented products such as perfumes,
colognes, aftershave lotions, deodorants, body/face lotions, hair sprays or other similar products that may
adversely affect a coworker. Employees may also be counseled or instructed that clothing and personal items
emitting airborne irritants whether from laundry products or other sources (i.e. cigarette smoke, scented
candles, air fresheners, or other similar products) are prohibited.
Supervisors will have authority to interpret and enforce this policy based upon the direction of the trial court
administrator. There may be different standards applicable to staff within the same unit based upon the type
of duties performed. Judges will have interpretation authority of this policy with their courtroom staff. Ultimate
and final interpretation of this policy lies with the Chief Judge.
B. EXCEPTIONS:
• Employees who appear in court for unscheduled/unanticipated proceedings may be exempt from
business attire.
• Casual clothing, including jeans, may be permitted for employees who have job requirements that
would jeopardize their business casual attire. For example, handling bodily fluids or conducting
home visits. However, business attire is required for any planned/scheduled court proceedings.
Approval will be granted by supervisors as deemed appropriate.
• The court will consider exceptions for employees who must wear special attire based on a medical
condition, cultural or religious reason. Documentation to support the exception may be requested
by the supervisor or division administrator.
• Any deviation from this general policy for the personal staff of a judge will be decided by their
supervising judge.
• Employees who work weekends, holidays or after normal business hours and are not in contact
with the public need not comply with this policy.
• With approval from the trial court administrator and their supervisor, employees may volunteer to
participate in morale booster activities that offer “jean days” as long as this only occurs one day
per week and they are not scheduled to appear for any court proceedings. High appearance
standards suitable to the dignity of the court must continue to be observed.
C. VIOLATIONS:
Employees in violation of this policy will be subject to appropriate disciplinary actions, up to and including
termination in accordance with any existing bargaining unit agreement.
FORMS USED: None.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.05

Gifts or Gratuities

Revised:
3/4/21

All employees are expected to act with integrity and good judgment and to recognize that the acceptance of
personal gifts or gratuities from suppliers, vendors, litigants, or other third parties having business with or involved
in litigation pending in the court, even when lawful, may give rise to legitimate concerns about favoritism
depending on the circumstances. Therefore, to avoid the appearance of favoritism, unfair persuasion, or undue
influence, employees may not accept gifts or gratuities in such circumstances.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.06

Solicitation

Revised:
3/4/21

Employees may not engage in solicitations of any kind for any reason during work time, nor may they distribute
literature during work time or in work areas.
Work time means actual working time (excluding designated breaks or meal periods) of either the employee
making the solicitation or distribution or the employees to whom it is directed. Work areas include offices and
other areas where the work of the court is regularly performed. It does not include rest or break areas.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.07

Employee Use of Social Media Policy

Revised:
3/4/21

REFERENCES:
• State Court Administrative Office – Standards and Guidelines for Website and Social Media
• Van Buren County Information Technology Policies
• Michigan Model Code of Conduct for Judicial Employees
DEFINITIONS AND ABBREVIATIONS:
A. Social Media: Websites and applications that enable users to create and share content or to participate
in social networking. (Facebook, Twitter, LinkedIn…)
B. WIFI: Wireless internet access.
C. ADA: Americans with Disabilities Act
D. Content: Written matter, illustrations, or music used.
E. Third-party Applications: An application that is provided by a vendor other than the manufacturer.
F. Microblogging: Practice of making short, frequent posts to a microblog.
G. IT: Information Technology
H. SCAO – State Court Administrative Office
I. Like: An option on Facebook and Twitter that can be selected to demonstrate positive feedback towards
a post.
J. Post: An action on social media involving the submission of information made public. Information can
appear as opinions, pictures, videos, quotes, etc.
K. Share: The ability for someone to copy someone else’s post on social media by posting the same content
with the Share button.
L. Comment: An option on social media for people to express their thoughts on someone’s post.
M. Tweet: Same definition as “Post”. Applied to Twitter only.
N. Retweet: Same definition as “Share”. Applied to Twitter only.
BACKGROUND:
At the Van Buren County Courts, we understand that social media can be a fun and rewarding way to share your
life and opinions with family, friends and co-workers around the world. However, use of social media also presents
certain risks and carries responsibilities with it. Our goal is to avoid social media use from having a negative impact
on the court. The court has adopted this policy to assist employees in making responsible decisions about their use
of social media.
The purpose of this policy is to provide guidelines to employees of Van Buren County Courts who are engaged in
online social networking and to define appropriate uses of social networking in their professional capacity.
This policy must be considered in the context of other adopted Court policies governing appropriate employee
conduct, including policies regarding harassment, discrimination, confidentiality, ethical behavior and workplace
violence. The Michigan Model Code of Conduct for Judicial Employees and other codes of conduct adopted by the
Court must also be considered.
POLICY STATEMENT:
The Chief Judge of the Courts in Van Buren County respects the right of any employee to engage in online social
networking using the internet and other technology during their personal time. This specifically includes websites
such as Facebook, MySpace, You Tube, Twitter, Instagram, LinkedIn and Wikipedia, as well as various chat rooms
and blogs. It is imperative that employees recognize that everything written or received in social networking is public
information and can be accessed by anyone. Regardless of how careful an employee might be in using social
networking, there may overlap between professional and personal use.
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The court encourages all employees to consider the manner and the speed by which information can be relayed
using technology and how such information can be misunderstood. Additionally, employees must keep in mind
there may be an inability to rescind submitted information. The court promotes an environment that is diverse and
inclusive. The court expects that any employee who is engaged in social networking will demonstrate sensitivity to
differences regarding disability, race, color, religion or other beliefs, sex, sexual orientation, age, gender identity,
and national origin. While an employee’s free time and personal equipment are generally not subject to any
restrictions by the court, employees are strongly urged not to post information about the courts, Van Buren County,
or their jobs which could lead to morale issues in the workplace or which could detrimentally affect the court’s
interest. The Chief Judge or his/her designee(s) expressly reserves the right to discuss questionable posted material
with the employee and to impose discipline if appropriate.
This policy covers all forms of social media and internet use, as well as instant messages, text, video, photos and
audio. While an employee’s right of self-expression is respected, in order to protect the court’s interests and integrity,
and ensure employees focus on their job duties, court employees must adhere to the following guidelines:
A. Court employees may not engage in social networking activities during work time or at any time with County
equipment or property without the approval of the Chief Judge or his/her designee(s). Appropriate uses of
social networking include communication, collaboration and exchange of information with other courts, and
federal, state, and local agencies and individuals in a professional work-related capacity. Employees may
use social media as a research tool, when authorized by the court, consistent with agency practices
concerning investigation. Use of social media shall be documented in an original or supplemental report.
The appropriate supervisor shall be notified and provide approval prior to use. (See also the Van Buren
County Information Technology Policy)
B. Any conduct that is illegal if expressed in any other forum is expressly prohibited.
C. Court and/or Van Buren County logos and branding shall not be used.
D. Court employees must comply and follow court confidentiality requirements, HIPAA and court/county
policies, such as Equal Employment Opportunity, and Anti-harassment, bullying, and discrimination
whenever using social media.
E. Court employees may not comment on matters pending before the court when using social media.
F. Court employees may not engage in social networking activities that suggest or imply that the court provides
special access to, or shows favoritism to, certain groups or individuals.
G. Court employees may not engage in social networking activities that compromise the court’s security or the
security of other court employees.
H. Court employees may not create a social networking site or online service to conduct court business without
the approval of the Chief Judge or his/her designee(s), in accordance with court guidelines or policies that
may be established.
I. Employees who choose to list the court as his/her employer must add a disclaimer on their posts and/or
page. The disclaimer shall specifically note that the opinions expressed are his/her personal opinions and
not the opinions of the court. This is necessary to preserve the court’s integrity and standing with
stakeholders such as the State and County offices/departments, other funding and regulatory bodies, referral
sources, families, attorneys and other court users. The use of a disclaimer is unnecessary if the employee
does not list the court as his/her employer.
J. Social Networks are not to be used for official court communication with, or among, employees regarding
court business. Information regarding persons receiving court services must not be disclosed.
K. The Chief Judge, court administrators, managers and supervisors are all responsible for enforcing this policy.
Employees who violate this policy are subject to progressive discipline up to and including termination from
employment, professional discipline, or criminal prosecution, in accordance with all court policies, the Model
Code of Conduct for Judicial Employees, as signed by the employee, and the laws of the United States and
the State of Michigan.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.08

Right to Search

Revised:
3/4/21

All property and equipment used to conduct court business is considered court property. Use of personal devices
to conduct court business should be avoided (i.e. laptops, computers, etc.). Use of personal smartphones is
permissible with supervisor approval. The court reserves the right to conduct a search of court premises,
equipment, and employee work areas when reasonable suspicion exists that the search will uncover
unauthorized weapons, unauthorized use or possession of state property, or illegal controlled substances.
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SECTION 4 – EXPECTATIONS
4.09

Open-Door Policy

Revised:
3/4/21

The court recognizes that some of the best ideas to improve court processes, procedures, and the work
environment come from the court employees. Improvement suggestions are always welcome. If an employee
has a suggestion, question, or good faith complaint, the employee is encouraged to discuss it first with his/her
immediate supervisor. Alternatively, if the employee believes that his/her immediate supervisor is not the
appropriate person with whom to raise such matters, the employee may communicate verbally or in writing with
another member of management or the trial court administrator.
The Open-Door policy should be used if an employee believes he/she, or anyone else in the court, has been
subjected to unlawful harassment or discrimination. Please be aware that the court may need to investigate
information that leads to a belief that a violation of law, ethics, or policy has occurred. Any investigation will be
conducted in a professional, fair, and confidential manner. The court will attempt to keep all such discussions,
their investigation, and the terms of resolution confidential. However, in the course of investigating and resolving
concerns, it may be necessary for the court to share some information with others on a "need to know" and
confidential basis. The court cannot guarantee that in every instance the employee will be satisfied with the
result, but in each case the court will attempt to explain the result, particularly if it is not the result that the
employee sought. No employee will be disciplined, penalized, or otherwise retaliated against for raising a goodfaith concern through the Open-Door policy.
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SECTION 4 – WORKPLACE EXPECTATIONS
4.10

Access to Court Records Involving Court Employees Policy

Revised:
3/4/21

REFERENCES
• Michigan IV-D Child Support Manual from Michigan DHHS
BACKGROUND
Employees have asked about access to court files and records involving court employees. A clarification policy
is appropriate.
POLICY STATEMENT
H. Employees of Van Buren County Courts who are named or personally involved in any matter filed within
their division of the court (criminal, civil, domestic, juvenile, FOC, probate, etc.) will only be allowed
access to court files, records, information, and computer records/information under the rules applicable
to the general public.
I.

Fellow employees are held to the same standard and will provide only the information that would be
allowed to the general public.

J. Employees must not access information for cases in which they have a “conflict of interest”. A conflict of
interest is a conflict between the private interests and official responsibilities of a person in a position of
trust. A conflict of interest exists when the employee is:
6. A party or spouse of a party on a case(s)
7. A cohabitant of a party on a case(s)
8. A family member by blood, adoption or marriage of a party on a case(s)
9. A close friend with a party on a case(s); and/or
10. Engaged in a close personal or business relationship with a party on a case(s)
K. Employees of Van Buren County Court FOC who are named in a child support case must immediately
notify their supervisor or administrator and complete form DHS-428 MiCSES Child Support Case
Disclosure.
L. All employees must immediately notify their supervisor or administrator whenever there may be a conflict
of interest on a case using form VBC-1037 Employee Conflict of Interest Notification.
M. Administration for that division of court will ensure the impacted court file(s) will be retained in an area
requiring approved access.
N. Employees who violate this policy will be subject to disciplinary action.
FORMS USED
DHS-428 MiCSES Child Support Case Disclosure
VBC-1037 Employee Conflict of Interest Notification
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SECTION 5 – COMPUTER POLICY
5.01

Acceptable Use of Office Technology

Revised:
3/4/21

The court provides computer resources (e.g., hardware, software, network services, Intranet, and Internet
connectivity) to its employees for the primary purpose of conducting court business (i.e., activity that directly
relates to the business of the court or that is intended to enhance the employee’s knowledge of, or productivity
in, his or her job function). All employment policies of the court, such as those dealing with privacy, misuse of
court resources, harassment, bullying, information and data security, and confidentiality, shall apply to an
employee’s use of the court’s resources.
Internet Access
Internet access is provided to employees to assist them in the performance of their job responsibilities.
Employees have a responsibility to maintain and enhance the court’s public image and to use the Internet in a
productive manner. Employees must conduct themselves honestly and appropriately on the Internet, and respect
the copyrights, software licensing rules, property rights, and privacy of others. With all Internet usage, employees
must identify themselves honestly, accurately, and completely.
Privacy
The court respects the individual privacy of the employees. However, privacy rights do not extend to an
employee’s work-related conduct, conduct on court or county premises, or to the use of the court’s computer
resources. Employees should have no expectations of personal privacy protection when using county-owned IT
systems or resources or when on court or county premises. IT systems and resources are defined as: data
networks (over any media type); computer devices, including servers, hosts, laptops, desktops, and handheld or
tablet personal computers; communication devices; phones, web phones, or pagers; and software applications
accessed with any interface device. All information created, received, transferred, or stored on the court’s
computer systems are the property of the court.
The court has software and systems in place that can monitor and record all Internet usage including every World
Wide Web site visit; each chat, newsgroup, or email message; and each file transfer into or out of the network.
The court will not routinely monitor individual employee’s email; however, the court will periodically monitor all
Internet usage and reserves the right to access, without prior notice, an employee’s computer system when
deemed necessary and appropriate to determine compliance with these policy guidelines. In addition,
management and technical staff may access an employee’s email:
• For a legitimate business purpose (e.g., the need to access information when an end user is absent for
an extended period of time).
•

To diagnose and resolve technical problems involving system hardware, software, or communications;
and/or

•

To investigate possible misuse of email or the Internet when a reasonable suspicion of abuse or misuse
exists, or in conjunction with potential litigation or a discovery request involving litigation hold notices.
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SECTION 5 – COMPUTER POLICY
5.02

Security and Integrity of Computer Systems

Revised:
3/4/21

Passwords
It is the official policy of the court that each employee must create and utilize passwords for network access,
email, or various database applications (e.g., TCIS, JDW). The employee must take precautions to protect the
confidentiality of those passwords. Failure to take precautions may allow unauthorized access to the employee’s
files, to the court’s computer network, and to email. Employees are responsible for all activity initiated in or on
the court’s computer systems or network, including unauthorized access to employee accounts resulting from
their failure to adequately secure their network and email passwords.
Internet Email
Internet email provides a potential access point for the spread of computer viruses or other destructive programs.
Employees should be cautious about opening any unsolicited email messages or attachments. If a suspicious
email message with an attachment is received, the employee should not attempt to open it but should notify the
Van Buren County IT immediately. Outgoing external Internet email messages should contain the following
electronic signature information at the end of the message:
This message has been prepared on computer equipment and resources owned by the court. It is subject to the
terms and conditions of the court’s computer acceptable use policy.
Email Addresses
To minimize the number of unsolicited Internet email messages (a/k/a “spam”) coming into the court’s computer
systems, employees should use discretion when distributing their court email addresses. Inappropriate
communications should be promptly reported to the employee’s manager, supervisor, or managing judge.
Removable Media and Non-Court Computer Devices
Employees should be aware of the risks associated with the use of removable storage devices including floppy
disks, CDs, DVDs, USB thumb drives, and portable hard drives. Connecting these devices to an infected PC
and then to a work PC could lead to the transfer of viruses and other forms of malware (malicious software). In
order to prevent the spread of viruses and other malicious software, employees are prohibited from the following:
• Connecting any non-court owned laptop, desktop, PDA, or other computing device to the court network
without prior approval.
• Connecting any court-owned portable computer to a home or other non-court owned network (such as
public wireless access points) without proper protection by antivirus software and an approved firewall.
• Allowing any vendor, visitor, or other nonemployee to connect a computer to the network without prior
approval.
• Allowing any person other than a court employee to use or log into any court-owned network computer
or device without prior approval.
Acceptable and Unacceptable Uses
This document does not purport to enumerate all acceptable or unacceptable uses. It is the employee’s
responsibility to contact the IT office regarding questions of acceptable and unacceptable uses. Until such issues
are resolved, all questionable uses shall be considered not acceptable.
Acceptable Uses
Provided that all other usage guidelines are adhered to, limited personal use of email and Internet access is
allowed to the same extent as personal use of office telephones. However, incidental personal use must not:
• Consume more than a trivial amount of court resources.
• Disrupt the operation of the court network.
• Interfere with the employee’s productivity; or
• Preempt or impede any court business or activity.
The primary allowable uses of email and Internet access are:
• The gathering, exchange, and appropriate dissemination of work-related information, research, analysis,
documents, and software.
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Communication and exchange of information for professional development, maintaining an employee’s
work-related training and education, and discussing issues related to the employee’s court activities.
Activities to further the work of committees and professional societies the employee has joined in
connection with his or her court duties.
Announcement of new court decisions; new rules and/or laws, orders, policies, and bulletins; new court
services and programs; and any other publicly disseminated court information.
Applying for and administering grants or contracts for judiciary research and programs.
Communication committed to email in order to create a permanent record for future use.
Communication regarding interoffice announcements and activities.

Unacceptable Uses
Examples of unacceptable uses include, but are not limited to, the following activities:
• Use for any purpose that violates a law of the United States or a law of the state of Michigan.
• Use for any purpose that violates a Michigan Court Rule, a personnel rule, or a court employment
contract.
• Use that is unethical or inconsistent with the best interests of the court.
• Use for any purpose specifically prohibited by the chief judge or trial court administrator.
• Use that violates the security, privacy, and confidentiality policies, practices, and laws of this court or the
state of Michigan; unauthorized release of confidential material is forbidden (i.e., revealing personal
information about any employee such as address, telephone number, social security number, credit card
numbers, etc.).
• Using a computer account or attempting to access a computer account that the employee is not
authorized to use, representing oneself as another without that other person’s permission.
• Knowingly performing an act that will interfere with the normal operation of the court’s computers,
peripherals, or network, including any activity that places unusually high bandwidth demands on the
court’s network or computer memory limitations. Employees must be conservative in downloading or
transmitting video, audio, and multimedia files that place high bandwidth demands on the court’s network.
Bandwidth considerations may necessitate future restrictions on the type of computer activity allowed.
• Knowingly running or installing on the court’s computer systems or network, either personally or through
another person, a program intended to damage or place an excessive load on a computer system or the
network. This includes any program that might introduce viruses, bots, Trojan horses, worms, or the like
to any computer system or the network.
• Attempting to circumvent any system, application, or procedure intended to protect the privacy, security,
or confidentiality of other employees or of court information.
• Installing or downloading any software or files (including screen savers, wall papers and games) onto the
court’s computer systems or network without the prior consent of the IT director. Such software and files
must have a direct business use, must be properly licensed and registered, and must be used in
conformity with copyright laws and licensing agreements.
• Uploading to the Internet any software or data licensed to or owned by the court or its representatives
without explicit authorization of the IT director.
• Sending, soliciting, displaying, storing, printing, or disseminating material that is or can reasonably be
interpreted as illegal, fraudulent, harassing, embarrassing, obscene, sexually explicit, intimidating, or
defamatory (e.g., cartoons or jokes that are intended in jest). Accessing sexually explicit sites on the
Internet is strictly prohibited. If such a site is accessed unintentionally, the employee should immediately
exit the site and notify the JIS Automation Unit.
• Transmitting any message containing derogatory or inflammatory remarks about an individual’s or
group’s gender, race, religion, national origin, physical attributes, disability, sexual orientation, or political
beliefs or affiliations.
• Transmitting false or misleading information, including rumor or innuendo that may be harmful to
employee morale.
• Using the computers or email for profit activities, advertising, or public relations activities not specifically
related to court business, or for commercial or personal advertisement, gain, solicitation, or promotion.
This includes using the computers or email for conducting political activities (i.e., campaign
announcements, solicitations of support, fundraising), engaging in any form of gambling, advancing one’s
personal views or opinions (i.e., using your court email account or network bandwidth to make religious
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or political statements online), or promoting charitable endeavors.
Joining, engaging, or participating in any Internet mailing lists and Usenet newsgroups should be limited
to court-related topics. Use of non-court provided email and instant messaging services is allowed only
for personal messages and may not be used to transmit court-related information. Use of these non-court
provided services should be limited to breaks, lunches, or after hours.
Playing games against opponents over the Internet.
Violating the terms of applicable software licensing agreements or copyright laws or using evaluation
copies of software in violation of license restrictions.
Deliberately performing acts that are wasteful of computer resources or that unfairly monopolize
resources to the exclusion of others. Such acts include sending mass emailings or chain letters, printing
or faxing personal documents, or creating unnecessary multiple or large print jobs. This includes countywide mass email without the permission of the direct supervisor and county administrator.
Seeking or obtaining information about files, documents, or other data that are private, confidential, or
otherwise not open to public inspection, unless specifically authorized to do so by the file owners; or
copying, modifying, or deleting such files, documents, or data without authorization.
Accessing radio stations and playing music over the Internet.
Accessing any streaming video or audio over the Internet, unless job-related or approved in advance by
your supervisor.

Violations
Violations of this acceptable use policy may result in disciplinary measures that include, but are not limited to,
reprimand, restitution, suspension, termination, or referral for criminal prosecution. The court will advise
appropriate law enforcement authorities of known or suspected violations of any domestic or foreign laws or
regulations and will cooperate with all legitimate criminal or disciplinary investigations. Any actual or suspected
violation of these guidelines must be promptly reported to the trial court administrator.
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SECTION 6 – PROFESSIONAL MEMBERSHIPS, POLITICAL ACTIVITY
6.01

Professional Memberships

Revised:
3/4/21

Employees who must be licensed to practice law as a condition of employment are required to maintain active
membership in the State Bar of Michigan. Payment of annual dues is the responsibility of the court.
Employees are encouraged to join work-related organizations that develop and improve professional skills.
Payment for membership dues is the responsibility of the employee unless the membership is obtained at the
direction of the employee’s supervisor.
Employees may attend conferences or training seminars with the advance approval of their supervisor. Payment
or reimbursement for the cost must be approved by the department administrator.
Employees are encouraged to pursue educational and training opportunities to improve professional knowledge,
skills, and abilities in order to provide quality service to the court and the public. Laws, court rules, administrative
orders, caselaw, and technology are continually changing. Employees are encouraged to take advantage of
educational opportunities that will enhance their skills, advance their understanding, and allow for better service.
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SECTION 6 – PROFESSIONAL MEMBERSHIPS, POLITICAL ACTIVITY
6.02

Political Activity

Revised:
3/4/21

An employee of the court may engage in political activities on behalf of a candidate or issue in connection with
partisan or nonpartisan elections.
Local Candidacy
No leave of absence from employment will be required if an employee of the court becomes a candidate for
nomination and election to any district, county, city, village, township, school district, or other local elective office.
Judicial, Statewide, or National Candidacy
Leave of absence from employment may, in the employer’s discretion, be required if an employee intends to
become a candidate for any judicial office, or for elective office in the executive or legislative branches of the
state, or any national office. In such case, the employee shall request and may be granted an unpaid leave of
absence prior to any declaration of an intention to seek office, including the filing of candidacy documents, and
prior to any fundraising for the employee’s campaign.
Continued Performance of Duties
Political activity, including election to or the holding of public office by an employee, must not conflict with the
satisfactory and impartial performance of duties required in the employee’s position. Before becoming a
candidate for any office as listed above, or before accepting any office if appointed, an employee shall inform
the trial court administrator, chief judge, or the supervising judge for those employees directly supervised by a
judge.
Employees shall not engage in any political activity during actual duty time and shall not use any court equipment
or resources in support of political activities. This includes but is not limited to buying tickets to a political
fundraiser, campaign strategizing, etc. during work hours. If employees are engaged in political activity outside
work hours, they should make it clear that their positions on candidates or issues are not those of the court.
Employees shall not identify themselves as employees of the court in political or issues-related correspondence
or other communications.
Campaign Contributions
Employees are not required or expected to contribute to or participate in any political or judicial campaign.
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