TEMPLATE

COURT TOURS

This template is to be used when contacted by school or organization requesting a tour of your court. 

Tour Request Information

Date Request made to Court:
     
Date Requested for Tour:
     
Organization:

     
Contact Person:
     
Contact Number:
     
Number of People Participating:
     
If students, age:
     

Class subject:
     
Area(s) of interest?       
How much time do they have available:
     
Requesting to observe court in session?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
  No
If so, calendar or trial?
     
Requesting time with a judge in chambers?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No
Requesting time for jail tour?
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

Court Administrator’s Check List

Prior to confirming with contact person:
1)  FORMCHECKBOX 
  Check court calendar for judge available

2)  FORMCHECKBOX 
  Check court calendar for specific calendars or trials

3)  FORMCHECKBOX 
  Confirm with contact person

4)  FORMCHECKBOX 
  Enter event on court’s schedule

5)  FORMCHECKBOX 
  Invite other Law & Justice partners to be available on day of tour to be introduced and/or speak to group
Day of Tour:
1)  FORMCHECKBOX 
  Welcome group

2)  FORMCHECKBOX 
  Take to judge’s chambers

3)  FORMCHECKBOX 
  Provide brochures and handouts
4)  FORMCHECKBOX 
  Escort through courthouse 
5)  FORMCHECKBOX 
  Meet with other Law & Justice partners, if available

Beginning or end tour – in courtroom

~Suggested Handouts~
· Overview of your court:  Informational sheet explaining the function of people working for the court (i.e. the presiding judge, other designated judges, commissioners, Courthouse Facilitators, bailiffs, court reporters)

· Court schedule:  Weekly schedule of your court
· Courthouse directory:  Information sheet which explains what departments/offices are located in your courthouse. Also a brief description of  their function.

· A Juror’s Guide:  Tri-fold which is handed out to jurors explaining the process and the court system.
· Separation of Powers Handout:  A quick look at the concept of separation of powers

· Branches of Government Handout:  An explanation of how citizens interact with the judicial, executive and legislative branches of government

· Local Government Handout:  An explanation of how the judicial branch operates within the context of county and city governments.

· Frequently Asked Question Sheet designed for posting in all courts.  This sheet covers frequently asked general questions, such as where to obtain information on forms, jury duty, traffic issues, fines and fees, domestic violence and more.  The bottom of page two includes an area for local variations for your county as well as local resources for further information.

· "What's Happening in Court?" A coloring activity book for young people going to court in Washington State.
· Court’s Annual Report
· Superior, District and Municipal Courts’ – Pro Se Litigant Information

· Judicial Speakers Bureau brochure
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