STATE OF MINNESOTA




SEVENTH JUDICIAL DISTRICT

ADMINISTRATIVE POLICY NO. 1.0

ORGANIZATIONAL GUIDELINES FOR JUDGES

ARTICLE  I.

MEMBERSHIP AND PURPOSE

1.01
Scope. These Rules shall govern the meetings and administrative proceedings of the District Court Judges of the Seventh Judicial District. 

1.02
Purpose.  Minn. Stat. 484.69, Subd. 5, requires all the judges of the judicial district to convene at least semiannually to consider administrative matters and rules of court and to provide advice and counsel to the chief judge.  These Rules provide the guidelines and operating procedures through which that process is accomplished.

1.02
Members. The voting members shall consist only of duly elected or appointed District Court Judges chambered in the Seventh Judicial District.

ARTICLE  II.

MEETINGS OF MEMBERS

2.01
Regular Meetings.  Regular meetings of the members shall be held quarterly on the date and at the time and place fixed by the Chief Judge of the District.  The regular quarterly meetings shall normally be held in February, May, August, and December.  Regular meetings should be scheduled at least three months in advance whenever possible.

2.02
Special Meetings.  The Chief Judge may convene a special meeting for a specifically stated purpose or purposes if circumstances require consideration of some issue or action before the next scheduled regular meeting.  A majority of the Judges in the District, by written request, may demand that a special meeting be called at any time for a specifically stated  purpose or purposes.  Upon receipt of such a written request, the Chief Judge shall set a date, time, and place for the special meeting no sooner than two weeks and no later than four weeks from the date of receipt of the request.  The business transacted at all special meetings shall be confined to the purpose stated in the request or notice.

2.03
Election Meeting.  The first quarterly meeting of each odd-numbered year shall be held prior to May 15 and shall have as an agenda item the election of the Chief Judge and Assistant Chief Judge of the District to serve for a two year term commencing July 1 of the year in which they are elected.  This Rule complies with the term requirements of Minn. Stat. 484.69.  The timing of this election is in compliance with the Rule of the Conference of Chief Judges that requires the election to take place prior to May 15.

2.04  
Notice of Meetings. Written notice of all meetings shall be given to every member at least 14 days before the date of the meeting.  Notice of  regular  meetings should be given as soon as the meeting date is selected, which should be at least 3 months in advance.  An additional notice of regular meetings should be given with the agenda for the meeting. A special meeting convened by the order of the Chief Judge shall be noticed as soon as possible and in a manner reasonable under the circumstances (i.e. mail, e-mail, telephone, etc.).  All notices should state the date, time, and place of the meeting.  Every notice of any special meeting shall state the purpose or purposes for which the meeting has been called.

2.05
Agenda at Regular Meetings.  Any business appropriate for action by the members may be transacted at a regular meeting.  The District Administrator shall transmit an agenda with appropriate attachments to all District Judges two weeks before the meeting.  Any Judge may place an item on the agenda by notifying the Chief Judge and District Administrator prior to the time that the agenda is sent out.  An item may also be placed on the agenda at the time of the meeting if approved by a majority of those present and voting.  Items thus added to the agenda shall be considered for discussion purposes only, unless a majority of judges at the meeting vote to make the item an “action “ item.

2.06
Quorum.  A majority of the Judges of the District must be present in person at the meeting to constitute a quorum.  If a quorum is present when a duly called meeting is convened, the members present may continue to transact business until adjournment, even though withdrawal of members originally present leaves less than the number otherwise required for a quorum.

2.07
Voting.  At each meeting of the members, every member shall be entitled to vote in person.  No proxy votes will be allowed.  Upon demand by any member the vote upon any question before the meeting shall be by ballot.

2.08
Conduct of Meetings.  The Chief Judge shall chair the regular and special meetings and shall conduct the business of  the meeting in an informal manner making sure that every Judge has a reasonable opportunity to be heard.  If there are procedural ambiguities or conflicts, which cannot be resolved by agreement of the Judges, they shall be resolved in accord with Robert’s Rules of Order.  The Chief Judge may appoint a parlimentarian to provide advice on the Rules of Order.

2.09
Minutes.  The District Administrator shall take minutes of all regular and special meetings.  The minutes shall fairly and accurately summarize all discussions held and actions taken at the meeting.

2.10
Authorization without a Meeting.  Any action required or permitted at a meeting of the members may be taken without a meeting by written action signed by all the members entitled to vote on that action.  The written action is effective when it has been signed by all of those members, unless a different effective time is provided in the written action.

2.11
Conference Meetings.

A.
A conference among the Judges of the District by any means of communication through which the Judges may simultaneously hear each other during the conference constitutes a meeting, if the same notice is given of the conference as would be required by Section 2.04 for a meeting, and if the number of Judges participating in the conference would be sufficient to constitute a quorum at a meeting.

B.
A Judge may participate in a meeting not described in paragraph (A) by any means of communication through which the Judge, other Judges also participating, and all Judges physically present at the meeting may simultaneously hear each other during the meeting.  Participation in a meeting by that means constitutes presence in person at the meeting.  A Judge wishing to participate in this manner shall make arrangements with the Chief Judge and District Administrator a reasonable time in advance of the meeting.

2.12
Absent Judges.  A Judge may give advance written consent or opposition to a proposal to be acted on at a meeting.  If the Judge is not present at the meeting, consent or opposition to a proposal does not constitute presence for purposes of determining the existence of a quorum, but consent or opposition shall be counted as a vote in favor of, or against, the proposal and shall be entered in the minutes or other record of action of the meeting if the proposal acted on at the meeting is substantially the same or has substantially the same effect as the proposal to which the Judge has consented or objected.

ARTICLE  III.

OFFICES

3.01
Chief and Assistant Chief.  There shall be a Chief Judge and Assistant Chief Judge.

3.02
Election and Term of Office.  The Chief Judge and Assistant Chief Judge shall serve a term of two years beginning July 1 of the year in which they are elected.  No judge may serve as Chief Judge or Assistant Chief Judge for more than two consecutive two-year terms.  The seniority of judges and rotation of the position of Chief Judge or Assistant Chief Judge shall not be criteria for the election of the Chief Judge or the Assistant Chief Judge.

3.03
Removal. A Chief Judge or Assistant Chief Judge may be removed by the Chief Justice of the Supreme Court for cause, or by a majority of the Judges of the judicial district for any reason.  A motion to remove a Chief Judge or Assistant Chief Judge may not be voted on unless all the Judges in the district were given at least 14 days advance notice in writing of the motion to remove.

3.04
Absentee Voting.  Any District Judge may vote by absentee ballot for the election or removal of the Chief Judge or Assistant Chief Judge.  Absentee ballots shall be in writing and shall be delivered to the District Administrator prior to the meeting when the election or removal of officers is to be voted on.  The ballot shall be in a sealed envelope and labeled as an absentee ballot.  It shall remain sealed until opened by the Chair of the meeting at the time the vote is taken. The existence of the absentee ballots and the name of the absent voter shall be announced by the Chair of the meeting prior to the taking of a vote.

3.05
Duties of the Chief Judge. 

A.  The Chief Judge shall:

(1)
Exercise general administrative authority over the courts within the judicial district.  M.S. 484.69

(2)
Make assignments of judges to serve on the courts within the judicial district to hear any matter in any court of the judicial district.  Assignments may be made without the consent of the judges affected.  M.S. 484.69

(3)
Convene regular and special meetings of the judges in the district to consider administrative matters and rules of court and to seek the advice and counsel of the district judges.  M.S. 484.69

(4)
Take reasonable measures with the judges over whom the Chief  Judge has supervisory responsibilities to assure the prompt disposition of matters before them and the proper performance of their other judicial responsibilities.  Code of Judicial Conduct, Canon 3, B, (3)

(5)
Issue administrative orders.

(6)
Respond to complaints from lawyers, litigants, employees, and various court system users about other judges, staff and real or perceived injustices.

(7)
Represent the district on committees, at meetings, and in community outreach activities.

(8)
Represent the district judges at the Conference of Chief Judges.

(9)
Appoint a person to sit on each county law library board.  M.S. 134A.03

(10)
Consult with the Commissioner of Corrections and the County commissioners to establish probation districts in counties that do not contain a city of 35,000.  M.S. 244.19

(11)
Appoint the members of a city charter commission.  M.S. 410.05

(12)
Approve payment for retired judge services.  M.S. 484.62

(13)
Appoint the judicial district administrator, subject to the approval of the Supreme Court, with the advice of the judges of the district.  M.S. 484.68

(14)
Appoint the child support magistrates with the advice and consent of the district judges.  M.S. 484.702

(15)
Establish transcript fee ceilings on an annual basis.  M.S. 486.06

(16)
Implement mandatory parent education programs for dissolutions involving children.  M.S. 518. 157

(17)
Appoint a new judge in cases where a party removes the original judge.  M.S. 542.16

(18)
Assign a judge to hear post conviction relief matters.  M.S. 590.02

(19)
Appoint two ad hoc members to the board of public defenders when the board is appointing a chief public defender for the district.  M.S. 611.26

(20)
Hear motions from a denial by a district judge of a motion for removal because of prejudice or bias.  Rule 106, Rules of General Practice.

(21)
Hear requests to disqualify a Judge for cause in a criminal matter.  Rule 26.03, Subd. 13, (3), Rules of Criminal Procedure.

(22)
Determine how the district will administer the child support expedited process.  Rule 360, Rules of General Practice.

(23)
Be responsible for the implementation of the guardian ad litem system.  Rule 901.02, Rules of General Practice.

(24)
Carry out additional responsibilities as may be assigned to the Chief Judge by law, regulation, rules, the Supreme Court, or the Judges of the District.

B.  The Chief Judge may:

(25)
May authorize retired court administrators to perform marriages.  M.S. 517.04

(26)
May temporarily assign any judge to serve as a probate judge.  M.S. 525.051

(27)
May order a person to answer a question or produce evidence in a criminal, juvenile, or paternity matter, upon request of the prosecutor, where the person is entitled to refuse to answer or produce because of incrimination.  M. S. 609.09

(28)
May authorize, for indigent criminal defendants, payment of investigative,


expert, or other services above the statutory maximum.  M.S. 611.21

(29)
May authorize the appointment of counsel other than the public defender for any criminal case, upon request from the chief public defender.  M.S. 611.27

(30)
May delegate to the Assistant Chief Judge and other Judges of the District any duties and responsibilities of the Chief Judge.

3.05  Duties of the Assistant Chief Judge.  The Assistant Chief Judge shall:

(1)
Substitute for the Chief Judge when the Chief Judge is unavailable.

(2)
Perform those duties and responsibilities delegated by the Chief Judge.

(3)
Represent the Judges of the District at the Conference of  Chief Judges.

ARTICLE IV.

COMMITTEES

4.01
Standing Committees.  The following committees shall be standing committees in continuous existence:


A.
Administration Committee.

B. 
 Caseflow Management Committee.

4.02   
 Ad Hoc Committees. Ad hoc committees may be created at the discretion of the Chief Judge or at the request of a majority of the Judges adopted by motion at a regular or special meeting.

4.03    Committee Appointments.  The Chief Judge shall appoint the members and chairperson of each committee.  Membership on a committee shall be coterminous with the term of the Chief Judge. The Chief Judge and Assistant Chief Judge may attend all committee meetings as ex officio members.

4.04
Committee Functions:

A.  Administration Committee.  The Administration Committee shall review and make recommendations on all administrative matters and policies of district-wide concern, unless a matter has been specifically delegated to another committee.  The Administration Committee shall also review and make recommendations on policies and procedures affecting the structure, interrelationships, and maintenance of personnel in the court system of the Seventh Judicial District.

B.  Caseflow Management Committee. The Caseflow Management Committee shall review the condition of the trial court calendars, evaluate methods of maintaining the currency of the calendars, and recommend appropriate rules and policies to provide effective and efficient management of cases.

C.  Ad Hoc Committees. Ad Hoc Committees shall be created for a specific purpose and shall terminate when that purpose is accomplished.

4.07
Staffing. The District Administrator or designee shall staff all committees, prepare notices, arrange meeting places, take minutes and provide requested support services.

Adopted:  September 28, 2001

Recodified:  May 31, 2002
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