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OPENING REMARKS 

 Gwen Hunter opened the conference with a big thank you to the Sea le Conference Commi ee 
for all of their efforts and to everyone who helped her make this a great year.  She enjoyed her term. 
 
 Judge Robert Lasnik, former chief judge, started off our program with this welcomed comment:  
“Anyone who doesn't have a judicial secretary should have their head examined!”  He received a re-
sounding round of applause!   He indicated that he is now on the execu ve budget commi ee and is a 
strong advocate for judicial assistants, so we should rest assured that we have someone in Washington, 
D.C. on our side.  He also gave us: 
 

Ten Commandments of Chief Judges 
 
Know your court culture 
Recognize that there are very few ba les worth taking on if there will be bad feelings among colleagues 
Thank your staff at every opportunity 
Honor thy clerk of court 
Reinforce the no on of a court family, it is a family 
Be kind to your state court colleagues 
Learn to say no 
Stay humble 
Make life as easy as possible for your senior judges 
Be grateful, it's a wonderful opportunity  
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The Honorable Richard A. Jones – How to Deal with High Profile Cases 
 

Crea on of a General Media Order and Public Informa on Guide 
Crea on of a Media Notebook with instruc ons about Courthouse policies,  
 where media can assemble, courtroom e que e, etc. 
Set up a pre-trial or pre-hearing mee ng with media reps to review media  
 notebook and to answer any ques ons. 
Review with Marshals on the judge’s expecta on for reasonable enforcement. 
 

 Judge Jones discussed how he deals with the media in high profile cases.    He suggested that 
you put together a media package for your judge to use when needed.   Check out J-Net:  h p://
jnet.ao.dcn/District/Outreach_Catalog/Media_Rela ons.html.    Also keep a press log with the date, 

me, who you spoke with, ques ons asked and what the answers were.    Check out J-Net for info on 
handling high profile district cases:   h p://jnet.ao.dcn/News/Moussaoui.html.   Also online is a Jour-
nalists’ Guide to the Federal Courthouse.  h p://www.uscourts.gov/uscourts/News/docs/
JournalistGuide2011.pdf.   They also keep on their court’s web page general informa on about park-
ing, where to sit, etc. 
 
 Judge Jones was kind enough to share the three documents he created.  Here is the body of the 
General Media Order: 
 
 
 The above-en tled Court, in the interest of providing the par es a fair trial, preserving the dignity of the 

judicial process and allowing the media reasonable access to proceedings in this ma er, enters the following 

orders, which shall apply to all future proceedings in this case: 

 1. The Court has created a “Media Informa on Guide,” which contains relevant informa on re-

garding the logis cs, procedures and guidelines for media coverage of the proceedings in this ma er.  Each 

member of the media who receives a Press Pass shall provide a wri en acknowledgement of receipt of a copy of 

the Media Informa on Guide.  The sole purpose of the acknowledgement is to verify receipt of the order, not a 

restric on on access to the court.  The Court’s rules of conduct, both within the courtroom and within the court-

house, are contained in the Media Informa on Guide and all members of the media covering the proceedings 

within the courthouse will be expected to abide by those rules. 

2011 FJAA EDUCATION CONFERENCE SUMMARY 
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 2. The Judicial Conference of the United States (JCUS), the governing body of federal courts, has issued a 

policy which forbids the broadcas ng, televising, recording or photographing of civil or criminal proceedings for the 

purposes of public dissemina on.  This policy is set forth in the JCUS publica on A Journalist’s Guide to the Federal 

Courts, page 14, “Broadcas ng the Trial.”  In accordance with that policy, there will be no cameras (including cell phone 

cameras), recording devices, or broadcast devices of any kind permi ed within the courtroom during the course of the 

trial or any other hearings associated with this ma er. 

 3. Furthermore, there will be no ac vated electronic device of any kind permi ed within the courtroom 

while the trial or any other hearings in this ma er are in session.  All electronic equipment of spectators and members 

of the media (including, but not limited to, laptop computers, cell phones, BlackBerries, radios, and pagers) must be 

turned off or deac vated while inside the courtroom.  Any ac vated electronic device (whether in use or not) inter-

feres with the audio and video systems within the courtroom.  Persons in viola on of this requirement will be subject 

to removal from the courtroom and possible monetary sanc ons. 

 4. The designated Media Representa ves for the proceedings in this ma er are _____________ and 

____________.  The Media Representa ves will be responsible for media creden aling, for the equitable distribu on 

of media sea ng for each session of the trial and other proceedings, and for insuring that both the Detroit and out-of-

town media are guaranteed a certain minimum number of seats at each session of the trial and other proceedings. 

 5. The Clerk is hereby ordered to post the following court papers in this case in the “Latest News” sec on 

of the Court's web site (www.mied.uscourts.gov): 

 Dkt. #1  Complaint 

 Dkt. #3  Order  (list all court papers out) 

The court papers shall be posted in chronological order in .pdf format.     

         (signature block, date, etc) 
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  The Media Informa on Guide contains:      

1. Purpose and Basic Tenets 

2. General Policies 

3. Media Representa ves 

4. Defini on of “Creden aled Media” and Creden al Requests 

5. Reserved Sea ng for the Media 

6. Electronic Equipment 

7. Case Documents / Court papers 

8. Courthouse Security 

9. No Interviews with Judge  

10. Frequently Asked Ques ons 

11. Contact Informa on 

 

1. Purpose and Basic Tenets 

The purpose of this media plan is to provide a working structure to avoid and resolve news coverage problems, 
and to provide an atmosphere of open communica on between the Court and the media.  The plan includes 
guidelines for media coverage for courtroom proceedings in the ma er of the United States v. Colton Harris-
Moore. 

The goals of this media plan are: 

To maintain an appropriate and dignified atmosphere in the courthouse so that all li gants obtain 
an orderly hearing, preserving due process and equal protec on. 

To ensure that the Court adequately accommodates the news media and general public during 
proceedings of great public interest. 

 Basic tenets of the plan: 

The media has a right of access to our jus ce system. 

Other court proceedings must not be adversely impacted by proceedings of great public interest. 

2. General Policies 

 There are a number of policies which govern the conduct of members of the media while in the Judge’s court-
room: 

No food or drink is allowed in the courtroom. 

All electronic devices (cell phones, pages, BlackBerries, iPhones, iPads, laptop computers, etc.) 
must be TURNED OFF i.e., not just silenced, but deac vated. Any person in the gallery with an 
ac vated electronic device will be subject to removal from the courtroom and possible mone-
tary sanc ons. 

No pictures, video recording or audio recording of the courtroom proceedings will be permi ed.  
Use of any such device will subject the user to removal from the courtroom and possible mon-
etary sanc ons. 

 Once admi ed to the courtroom, members of the media must remain un l the Court’s regularly-
scheduled recess.  Excep ons will be made for emergencies (medical or otherwise) brought to 
the Court’s a en on during the course of the proceedings. 
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3. Media Representa ves 

The Court approves the following individuals as Media Representa ves:   

(list out who your Judge has approved, one newspaper person and one TV person) 

Concerns from the print media should be directed to ___________ (newspaper rep).  Concerns from television and radio 
media should be directed to _________ (TV rep). 

 

4. Defini on of “Creden aled” Media and Creden al Requests 

There is no federal defini on of the term “media,” therefore, the Court will adopt the defini on provided by state law. 

Pursuant to RCW 5.68.010(5), the term “media” means: 

 (a)  Any newspaper, magazine or other periodical, book publisher, news agency, wire service, radio or television 
sta on or network, cable or satellite sta on or network, or audio or audiovisual produc on company, or any en ty that is 
in the regular business of news gathering and dissemina ng news or informa on to the public by any means, including, 
but not limited to, print, broadcast, photographic, mechanical, internet, or electronic distribu on; 
 
 (b) Any person who is or has been an employee, agent, or independent contractor of any en ty listed in (a) of 
this subsec on, who is or has been engaged in bona fide news gathering for such en ty, and who obtained or prepared 
the news or informa on that is sought while serving in that capacity; or 
 
 (c) Any parent, subsidiary, or affiliate of the en es listed in (a) or (b) of this subsec on to the extent that the 
subpoena or other compulsory process seeks news or informa on described in subsec on (1) of this sec on. 

All requests for media creden als should be submi ed to any of the Media Representa ves listed above on the le er-
head of the reques ng person or organiza on. 

 

5. Reserved Sea ng for the Media 

There will be __ seats available to the media for the hearing.  The __ seats reserved for the media will include any sketch 
ar sts.  Of the __ seats reserved, ____ seats shall be designated for local print media (list them here) and ____ seats shall 
be designated for local news sta ons (list them here).   

NOTE:  Once seated, all spectators, including members of the media, must remain in the courtroom un l a regularly-
scheduled recess.  Excep ons will be made for emergencies (medical or otherwise) which are brought to the Court’s 
a en on during the course of the proceedings. 

 

6. Electronic Equipment 

All electronic equipment (including, but not limited to laptop computers, cell phones, BlackBerries, radios and pagers) 
must be turned off or deac vated while inside the courtroom.  Any ac vated electronic devices (whether in use or not) 
interfere with the audio and video systems in the courtroom. 

Persons in viola on of this requirement will be subject to removal from the courtroom and possible monetary sanc ons. 

 

7. Case Documents / Court papers 

All documents and court papers contained in the docket in this ma er may be accessed using the computer terminals in 
the Clerk’s Office on the first floor of the courthouse or through PACER, which may be accessed at  h p://pacer.gov.  
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8. Courthouse Security 

All persons entering the courthouse must pass through electronic security screening devices.  All persons are subject to 
search.  In the case of members of the media, their equipment is likewise subject to search by the Court Security Offic-
ers.  There will be no cameras allowed into the courthouse. 

All members of the media are required to clear security screening upon each entry into the courthouse.   

ALL PERSONS SEEKING ENTRANCE TO THE COURTHOUSE MUST PRESENT VALID GOVERNMENT-ISSUED IDENTIFICATION. 

Weapons and liquids are not permi ed inside the courthouse. 

   

9. No Interviews with Judge 

The Judge handling the case will not be providing any interviews or statements, nor responding to any inquiries.  Please 
do not contact the Judge’s staff to speak with him/her.  The only public statements will be made from the bench while 
the proceedings are in session. 

 

10. Frequently Asked Ques ons 

Is there a telephone number or email to contact about ques ons concerning the case? 

Public informa on about the case will be available on the Court’s website or through PACER.  

How do I make sure I get a seat? 

There will be __ seats available to the media for the hearing.  The __ seats reserved for the media will include any sketch 
ar sts.  Of the __ seats reserved, ___ seats shall be designated for local print media (list here) and ___ seats shall be 
designated for local news sta ons (list here).   

Can I bring my cell phone into the courtroom? 

Yes.  However, all portable electronic devices (including, but not limited to laptop computers, cell phones, BlackBerries, 
etc.) must be TURNED OFF so that there are no electronic signals being broadcasted in or out of the courtroom.  Signals 
from electronic devices are known to cause interference with the courtroom speakers and technology. 

Will I be able to come in and out of the courtroom during the proceedings? 

No.  Sea ng will take place prior to the hearing start me.  Once you are seated in the courtroom, you will not be able to 
leave the courtroom un l the court recesses.  In addi on, once court is in session, you will NOT be allowed to enter the 
courtroom. 

Do I need iden fica on to enter the courthouse? 

Yes.  You need a government-issued form of iden fica on to enter the courthouse (e.g., driver’s license, passport, etc.). 

Can I bring food or drinks into the courthouse? 

No.  Food and drinks are not allowed in the public areas of the courthouse or in the courtrooms. 

Can I use a video camera or use my phone to record video or take pictures during the proceedings? 

No.  You may not use your video camera, cell phone, or any other recording device to record video or to take pictures 
during the proceedings.  Judicial Conference policy prohibits electronic recordings in ALL federal courtrooms.  

11. Contact Informa on 

 (insert Case Manager’s info here) 

If you need to contact the Court while in session, please contact:  

(insert Judicial Assistant’s info here)  
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The Public Informa on Guide contains: 

 1. General Courtroom Policies 

 2. Reserved Sea ng in the Courtroom 

 3. Courthouse Security 

 4. Case Documents / Court papers 

 5. Frequently Asked Ques ons 

 6. Contact Informa on  

 

1. General Courtroom Policies 

There are a number of policies which govern the conduct of members of the public while in the Judge’s courtroom: 

No food or drink is allowed in the courtroom. 

All electronic devices (cell phones, pages, BlackBerries, iPhones, iPads, laptop computers, etc.) must be 
TURNED OFF i.e., not just silenced, but deac vated. Any person in the gallery with an ac vated electronic 
device will be subject to removal from the courtroom and possible monetary sanc ons. 

No pictures, video recording or audio recording of the courtroom proceedings will be permi ed.  Use of any 
such device will subject the user to removal from the courtroom and possible monetary sanc ons. 

Once admi ed to the courtroom, members of the public must remain un l the Court’s regularly-scheduled 
recess.  Excep ons will be made for emergencies (medical or otherwise) brought to the Court’s a en on 
during the course of the proceedings. 

 

2. Reserved Sea ng in the Courtroom 

 Unless otherwise reserved by the Court, there will be approximately __ seats available to the public for the hearing.  The 
seats will be available on a first come, first served basis. 

 

3. Courthouse Security 

 All persons entering the courthouse must pass through electronic security screening devices.  All persons are subject to 
search.   

 All members of the public are required to clear security screening upon each entry into the courthouse.   

 ALL PERSONS SEEKING ENTRANCE TO THE COURTHOUSE MUST PRESENT VALID GOVERNMENT-ISSUED IDENTIFICATION. 

 Weapons and liquids are not permi ed inside the courthouse.  

 

4. Case Documents / Court papers 

All documents and court papers contained in the docket in this ma er may be accessed using the computer terminals in 
the Clerk’s Office on the fi h floor of the courthouse or through PACER, which may be accessed at  h p://pacer.gov.  

 

5.  Frequently Asked Ques ons 

 Is there a telephone number or email to contact about ques ons concerning the case? 

 Public informa on about the case will be available on the Court’s website or through PACER, which may be accessed at  
h p://pacer.gov.   
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 How do I get a seat in the courtroom for the hearing? 

 Unless otherwise reserved by the Court, there will be approximately __ seats available to the public for the hearing.  The 
seats are first come, first served. NOTE:  Once seated, all spectators must remain in the courtroom un l a regularly-
scheduled recess.  Excep ons will be made for emergencies (medical or otherwise) which are brought to the Court’s a en-

on during the course of the proceedings. 

 Can I bring my cell phone into the courtroom? 

 Yes.  However, all portable electronic devices (including, but not limited to laptop computers, cell phones, BlackBerries, 
etc.) must be TURNED OFF so that there are no electronic signals being broadcasted in or out of the courtroom.  Signals 
from electronic devices are known to cause interference with the courtroom speakers and technology. 

 Will I be able to come in and out of the courtroom during the proceedings? 

 No.  Sea ng will take place prior to the hearing start me.  Once you are seated in the courtroom, you will not be able to 
leave the courtroom un l the court breaks for a recess.  In addi on, once court is in session, you will NOT be allowed to 
enter the courtroom. 

 Do I need iden fica on to enter the courthouse? 

 Yes.  You need a government-issued form of iden fica on to enter the courthouse (e.g., driver’s license, passport, etc.). 

 Can I bring food or drinks into the courthouse? 

 No.  Food and drinks are not allowed in the public areas of the courthouse or in the courtrooms. 

 Can I use a video camera or use my phone to record video or take pictures during the proceedings?  

 No.  You may not use your video camera, cell phone, or any other recording device to record video or to take pictures dur-
ing the proceedings.  Judicial Conference policy prohibits electronic recordings in ALL federal courtrooms.  

 

6. Contact Informa on 

 (insert Case Manager contact info here) 

 

If you need to contact the Court while in session, please contact:  

 (insert Judicial Assistant contact info here) 
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The Honorable Ricardo S. Mar nez – Wired for Jus ce? Smart Phones and 
Smart Jurors 
 

General overview of examples of personal electronics in the Courtroom. 
Discussion of problem areas where jurors may do personal research both during trial 

and on personal me. 
Discussion of states (e.g. CA) where there are statutes on the books criminalizing the 

use of personal technology to interfere with the trial and also for research beyond what is pre-
sented in the courtroom. 

Federal law does not address the personal technology issues. 
 
 
 Judge Mar nez men oned that the first incident of Internet and juror issues came up in 2001.    He 
indicated that we have to be much more specific when talking to the jury; telling them to stay away from 
the web won't work.  We need to change the voir dire exam and the jury instruc ons.   In revising the in-
struc ons, we have to men on the specific technology by name, i.e., smartphones, internet, tablets, etc., 
and educate them on evidence and why it is cri cal that the only evidence they get on a par cular case is 
what comes from the trial tes mony.  They have to understand that we are not trying to hide informa on, 
but working towards ul mate fairness to all par es.  We need to decide on rules to use and this is the best 
way to get there.   Viola ons can result in serious consequences.  During voir dire, ask the jury if they can 
abstain from using any Internet connec ons.  Use more pointed ques ons.   
 
 However, if it happens, does outside research bias jurors?   Not necessarily.  We can't stop them 
from ge ng on the web; we can't sequester them.    An idea to combat this problem is how about asking 
a orneys to conduct web research and then address it to the jury.  Jurors want to know everything about 
a case in order to make the right decision, so maybe we can help them in this regard. 
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THIS MATERIAL IS CONFIDENTIAL - FOR USE BY FJAA ONLY 

Deputy US Marshals Craig Nelson and Raymond Fleck – Judicial Security 
 

Discussion on iden fying threats vs. inappropriate communica ons; what to do in each situa on. 
Discussion on sovereign ci zen filings, what to look for, what to do when receiving correspond-

ence from them. 
Don’t wear or carry court emblem clothing! 
 

 
 Marshal Nelson said that the JAs are the Marshals’ link to the judges.  We are the eyes and 
ears of chambers.  We can spot a threat or inappropriate communica on before it reaches the judge.  
What is an inappropriate communica on (IC)?  This is not as obvious as a direct threat.  What to look 
for:  could be verbal, or in wri ng. (See next page)  Forward all threats to the USMS.  Occasionally you 
will come across the sovereign ci zen ideology.   Be sure to tell the USMS about it.  They may sign 
with UCC on the bo om.   If you get repeated calls from the same person, find out if your courthouse 
has the ability to block certain calls into the building.    
 
 There’s a new campaign program in Sea le: “see it, say it, plan it, prac ce it.”  If you see 
something suspicious, report it.  Know where the shelter area in your courthouse is in case of lock 
down.  Know the evacua on routes and rally loca on.  Don't wait to be saved.  Prac ce with all staff 
especially when law clerks change. 
 
 You should regularly check the web to see what is being said about your judge.  Check out  
Spokeo.com every other month as what you deleted could come back; check out reputa on.com and 
fonefinder.com.   Also set up Google Alerts on your judge’s name and all varia ons of it. 
 
 The following page has some informa on contained in the Power Point slides from the presen-
ta on. 

THIS MATERIAL IS CONFIDENTIAL - FOR USE BY FJAA ONLY 
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ThreatsThreats 

Allows USMS to inves gate to determine 
if there has been an Inappropriate 
Communica on   
 
Threats can be DIRECT or INDIRECT 
 
Threats can be wri en, telephonic, verbal, 
relayed through a third party or seen in 
suspicious ac vity. 
 
Example: “I am gonna kill you.” 

                          Inappropriate Communica onsInappropriate Communica ons 

A classifica on that allows the USMS to 
conduct a full inves ga on. 
 
Involves several defined characteris cs 
 
Not all ICs are categorized as threats. 
 
Can be wri en, telephonic, verbal, relayed 
through a third party or seen in suspicious 
ac vity. 
 
Example: “There aren’t enough Marshals 
to save you” or “I love si ng in your 
courtroom all day.” 

Although all direct and explicit threats are inappropri-

ate, not all inappropriate communica ons are threats, 

but please report the following: 
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Betsy Post‐Garza, Lexis Representa ve 
 

Reviewed new features about LexisNexis 
Personal Lookup – Startling fact: The personal look up displays the first 5 digits of an individual’s SSN.   

 
 Betsy reported that at www.lexis.com, Judicial Assistants may have their own password and log in 
set up at no extra cost.   Lexis is compa ble with an iPad, if you use one.  Once in Lexis, you can add/edit the 
subtab sec on to select what you want to see.     
 
 You can also go to the Public Records sec on to see if your judge is on there.  You may also check to 
see if you are on there. 
 
 Betsy also indicated that you can get a Judicial Assistant Cer ficate of Mastery.  It takes two or three 
days but you can break the sessions up.   For fleshing out this summary, I contacted Betsy who emailed me 
the following info about this cer ficate: 
 
 “We do 1-2 hours of instruc on followed by a hands-on exercise a er each block of instruc on.   On 

day one, we spend several hours on the fundamentals of law.  It is about the branches of government, 

where laws are published (in case reporters, etc.), how to understand legal cita on formats, etc.  The se-

cond module focuses on ge ng documents on LexisNexis and how to conduct searches.  The third module is 

about Shepard's and CheckCite.  The fourth module is about news and reference sources. I do an op onal 

fi h module that covers "other" sources. “  

Please contact: 

 

Betsy Post-Garza, Esq.                 

betsy.post-garza@lexisnexis.com 

Direct: 760-576-6407 

 

 The following five pages will instruct you how to set up alerts for your judge.  The two pages a er 

that are ‘At A Glance,’ reference materials that will guide you to whatever you need done.   The four pages 

following ‘At A Glance’ relate to Shepardizing cases. 
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The Honorable Phyllis Hamilton, 9th Circuit ‐ Aging/Wellness in  
Chambers 
 

History of the 9th Circuit’s Aging/Wellness commi ee/program 
Launch of website and programs for judges and staff  

 

 Judge Hamilton indicated that the Ninth Circuit has available a 24/7 hotline to give advice and 
counseling to those who log on.  It is confiden al and is available to all of the judges’ staff for their own 
use.  The web site is available through J-Net (see 9th Circuit wellness).   
 h p://wellness.circ9.dcn/ 

 They also have a quarterly newsle er called  ‘Cour ng Good Health.’  You may also find this on 
their web site.  In addi on, they developed a wellness guide and also have an orienta on program for the 
new judges.  She asked if our circuit would benefit from such a program?   Everyone agreed! 
 
 She has a so ware program on her computer, called RSI Guard, that makes you stretch, turn your 
head, and take short breaks.  Once she started using it, she made everybody in her chambers use it!  
There’s a free 45 day trial offer on RSI Guard.   h p://www.rsiguard.com/download.php?ns=1 
 
 Feel free to email her any sugges ons on how JAs can help with the wellness program. 
 

 

 

David Decker, Director of IT, Sea le ‐ Social Networking 
 

Discussion on Spyware, how to clean and prevent future Spyware invasion (see next two pages). 
Lis ng of websites to help: JASIRC, Snopes.com, Threat Explorer, IT Security Awareness Bro-

chures 
Tips on how to protect your computer: 

Firewalls, secure wireless router, don’t use administrator account for everyday use, back up ma-
chine to an external hard drive 

Discussion on how to create a strong password 
Discussion on different viruses, inappropriate posts, phishing scams 

Review of Canons of the Codes of Conduct 
Discussed social media sites and what makes them different 
For your computer at home, set the updates to configure automa cally 
To lock your screen:  hit the Windows logo bu on and L 
 
From his power point presenta on: 

 According to Consumer Reports, in 2010, eight million U.S. households had serious problems with 
spyware.   617,000 households had to replace slow or impaired PCs for a total cost of $1.2 billion. 
 Phishing A acks:  According to Consumer Reports, in 2010, one million U.S. households lost money 

or had accounts misused as a result of phishing a acks.  There were approximately 29,000 a acks in De-

cember of 2009.  Many involved financial email scams.   Total cost was $650 million. 
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Additional info from Mr. Decker’s power point presentation: 

SOCIAL ENGINEERING - is the art of manipulating people into performing actions or divulging confiden-
tial information, rather than by breaking in or using technical cracking techniques. 

 

WORM - is a self-replicating malware computer program, which uses a computer network to send copies 
of itself to other computers on the network) and it may do so without any user intervention. 

 

VIRUS - is a computer program that can copy itself and infect a computer. 

 

Worms and Viruses are different, but not enough to matter to us that are infected.  It must execute 
itself and it must replicate itself. 

 

TROJAN HORSE - is a destructive program that masquerades as an application. The software initially 
appears to perform a desirable function for the user prior to installation and/or execution, but (perhaps in 
addition to the expected function) steals information or harms the system. 

 

GEOTAGGING - is the process of adding geographical identification information to various media such 
as a photograph or video. 

 

 

 

 

 

 

 

 

 

 

Rosann Crawford, Chief Training Staff AO – Learning & Development of Chambers Staff 
 

Packing the four P’s for learning opportuni es:  Plan, Prepare, Prac ce, Perform 
Launch of the Judiciary Learning Matrix in December 2011  (h p://jnet.ao.dcn/Training/

Judiciary_Learning_Matrix.html) 
 
From her power point presenta on: 
 
 You must be your own advocate.   It’s up to you to keep up your skills and learn new ones that 

will be er help you and your judge.   
 
 Once you register and receive a login you will be able to enter the Matrix and go to ‘A Learning 

Guide for Chambers Administra on.’  The Chambers Administra on Matrix offers many learn-
ing and development op ons and it’s tailored for you. 
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More informa on on the matrix: 
 
 What is it?  It’s a collec on of resources linked to job func ons specific to judicial assistants and judi-
cial secretaries.  The JSAG (Judge’s Secretaries  Advisory Group) has been working on it  - for YOU. 
 
 Who is it for?   It available for anyone. 
 
 When will it be available?   It will be live by the end of the calendar year.  Watch for a formal an-
nouncement.  (ac ve now) 
 
 Where can we find it?   I’ll show you in a minute.  There will also be a link on the Chambers Staff Train-
ing room page. 
   
 If you accept the Matrix, it will lead you on journey to learning development opportuni es.  You will 
be able to plan many different journeys that will specifically meets your needs.   The Matrix doesn’t plan the 
journey.  It provides the catalog of  opportuni es with descrip ons of what you can expect to learn and how 
to “sign up” for the next part of your journey.   What will you need to do once you’ve explored the Matrix? 
 
 Plan – select some learning ac vi es.  Be sure to ask permission before taking any training. 
 
 Prepare – by scheduling the ac vi es. 
 
 Prac ce – what you learned. 
 
 Perform – perform and show off your new skills. 
 
 
 
 
 
 

Lou Gill, Director San Antonio Training Center – Doing More with More 
 

How to get people to do what you want them to do. 
Discussion of effec ve communica on.  
Understanding people’s mo va ons for doing something. 
 

 How do you get people to do what you  want them to?  How do you get them to want to do it?  How 
do you have to change to get them to want to do what you want them to?  An even be er ques on to ask 
and what we’re going to primarily deal with here is: “How do I get myself to do the things that will connect 
with people so that they will want to do what I want and need them to do…?”  We need to do more with less, 
so what we need is leadership, innova on, communica on, and teamwork.   We have to be leaders:  princi-
pled individuals who believe something strongly, and are willing to stand up for our beliefs, and speak out. 
 
 You have to find your voice.  You can only speak the truth when speaking in your own voice.  Ask 
yourself what do you care about?  Our values guide us.  Ask yourself two ques ons: What did I do today to 
demonstrate a value to believe in?  What did I do inadvertently that shows the opposite? 



40 

 
 You have to challenge the process.  If you expand the work to fit the staff, not all are working to their 
poten al.  The work of leaders is change…and all change requires that leaders ac vely seek ways to make 
things be er.  In the very near future, lots of courts are going to have to maintain produc vity with a reduced 
staff and that’s a significant change - same or increased amount of work, fewer people.  We’re going to have 
to change the way we do business.  Well, who knows be er how to run the business than those who run it 
now?  Who has more opinions about how things could be be er than those experiencing the situa on the 
way it currently exists?  US!! 
 
 Leaders seize ini a ve and encourage it in others.  A sense of meaning and purpose gets a team 
through the tough mes.   Our purpose is service to the American public. You can't pay people enough to 
care.  Innova on requires more listening and communica on. 
 
 Good leaders want people to speak up, to offer sugges ons for improvement and to be straigh or-
ward about their construc ve cri cism.  They create an environment that allows their cons tuents to be 
ready and willing to seize the ini a ve without fear of making things worse.  Providing a posi ve role model 
of someone who is successful at mee ng new challenges fosters ini a ve.  “I know we can do it…” rather 
than “I’m not sure we’re going to make it, but….” 
 
 Three ways to become more influen al: 
 
  Make them (people, co-workers) believe why they're important 
  Some mes you need to appeal to emo on 
  Talk about and show the benefits.  Wiifm: What's in it for me? 
 
 In order to get things done right the first me, you have to have a conversa on, not just give direc-

ons or orders. 
 
 Three universal prac ces: 
 
  Posi vity: communica on elevates the spirit, is enabling.  Become conscious of phrasing your 
communica on with each other in posi ve terms 
 
  Choice:  offering choices paves the way to change behavior, build in some element of choice 
even when it's hard to do 
 
  Reflec on:  ask the person reflec ve ques ons, reflec ve ques ons are non-coercive, realiza-

on of the effec veness 
 
 Doing more with more: 

  It all starts with leadership…more collabora on 
  An environment that encourages innova on…more efficiency 
  Open, honest, construc ve, two-way interac on…more communica on 
  A sense of community…of team…more produc vity 
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Debra Newman ‐ JSAG and the AO 

 

The JSAG (Judges’ Secretaries Advisory Group) is: 

 An advisory group that provides advice, assistance and recommenda ons to the Administra ve Office 

of the U.S. Courts regarding ma ers affec ng judicial assistants. 

 The Director of the AO appoints one member from each circuit for a term of two years.  The presi-

dents of the FJAA and the ABJA are also invited to observe JSAG mee ngs. 

 JSAG members meet telephonically on a monthly basis and also meet in person annually, as funding 

allows. 

 The JSAG is chaired by Michele Reed, Ac ng Chief, Ar cle III Judges Division, Office of Judges Pro-

grams, Administra ve Office of the U.S. Courts.   

 Joseph Phillips, Senior A orney, Ar cle III Judges Division, is the JSAG contact. 

 Visit the JSAG web page:  JNet-Especially For…Judges-Chambers Staff-Judicial Assistants/Secretaries-

Judges’ Secretaries Advisory Group 

  h p://jnet.ao.dcn/Judges/Chambers_Staff/Assistants_Secretaries/JSAG.html  

Responsibili es are: 

 Provide the Director of the AO with advice on issues affec ng judicial assistants and secretaries. 

 Serve as a liaison between judicial assistants within the circuit and the Administra ve Office. 

 Communicate throughout the year with judicial assistants and secretaries in the circuit concerning 

policies and procedures that affect the posi on. 

 Recommend topics and materials to be addressed at the Chambers Staff Administra ve Workshop 

and through other training avenues such as web-based training. 

 Facilitate breakout groups at the Chambers Staff Administra ve Workshop. 

 Review policies and recommenda ons affec ng judicial assistants. 

What’s new: 

Chambers Learning Matrix was created by judicial assistants for judicial assistants.  It’s a one-stop 

shop for new and not so new judicial assistants to access training materials and is a living document 

to help you learn at your desk.  It’s also to assist with training new JAs in your District.  Access is free. 

h p://jnet.ao.dcn/Training/Judiciary_Learning_Matrix.html 
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Stephanie Lawley, JA to Judge Burgess, District of Alaska – Temporary Duty Assignment 
 

Four Pillars of Exchange Program: 

1.  Director’s Leadership Program 

 Residents for discrete projects 

 Senior and mid-level court staff 

 1 year assignment in Washington, DC 

 Professional development opportunity 

  Presiden al Na onal Security Assessment  

  Bankruptcy Manual revision 

  USPO Risk Assessment tool developed 

2.  Temporary Duty Assignment 

 Par cipants/Eligibility 

 Length of TDY Assignments 

 Subsistence & Expenses 

 Project examples 

  CM/ECF Next Genera on 

  Strategic Plan for Federal Judiciary 

  So ware Development 

3.  Knowledge Exchange Program 

 AO Staff visit “host courts” 

 Shadow court personnel on-the-job 

 Facilitate collabora on between AO & Courts 

 See challenges firsthand courts face 

  Ride-along with USPO 

  Brown bag lunches with judges 

  Proba on & Pretrial Services 
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4.  AO Orienta on 

 Orienta on for AO Staff to judiciary 

 Courts, defender organiza ons & AO Staff 

 Judiciary policies & procedures 

  Appeals 

  Bankruptcy 

 
 
 

Types of temporary duty assignments: 
 

Reloca on to Washington, DC 

Teleworking 

Combina on of on-site & telework 

Dura on—6 months to 1 year assignments 

Memorandum of Understanding (MOU) 

Who is eligible: 
 

With permission of Judge/Supervisor: 

Judicial Assistants 

Law Clerks 

Subject Ma er Experts 

Clerk’s Office Personnel 

Federal Defender Agency Staff 

US Proba on Office Staff 

Subsistence and Expenses: 
 

Responsibility of AO Directorate 

Annual Salary, Benefits & Locality Pay 

Monthly s pend for housing expenses 

Backfill of posi on for 1 year & 1 day 

 
Where the opportuni es are posted:   h p://exchangeprograms.ao.dcn/coax/ 
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