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I. Purpose

The purpose of this policy is to establish the 

position of Court Liaison Officer, and provide 

guidelines to help ensure maximum cooperation 

and coordination between the Sheriff’s Office 

and the court system. 

 

II. Policy 

It is the policy of the Queen Anne’s County 

Sheriff’s Office to cooperate with the court 

system, and ensure that deputies will attend court 

on the required date, on time, dressed 

appropriately, and prepared for testimony. 

 

III. Definitions 

A. Court 

In general, “court” is defined as a governmental 

body consisting of one or more judges who sit to 

adjudicate disputes and administer justice.  For 

purposes of this directive, “court” also includes 

any hearing or proceeding directed by a 

governmental body to adjudicate disputes and 

administer justice (i.e., Masters Court, MVA 

Hearing, etc.). 

 

B. Court Liaison Officer 

The Court Liaison Officer is a deputy appointed 

by the Sheriff, usually the Chief Deputy, who 

serves as the Sheriff’s Office administrative 

representative to the courts.  The Court Liaison 

Officer coordinates the scheduling of court 

appearances and helps ensure the presence of 

deputies on the required date and time.  In the 

event the Chief Deputy is not available, the 

Patrol Commander will serve in his capacity. 

 

C. Witness Summons/Subpoena 

For purposes of this written directive, a witness 

summons/subpoena is any notification to appear 

in court (written or oral) by a court, judge, 

employee of the State’s Attorney’s Office, 

Attorney General’s Office, or a supervisor with 

the Queen Anne’s’ County Sheriff’s Office. 

 

IV. Issuance of Witness Summonses for 

Department Members  

Deputies who are summoned to appear as 

witnesses may only be excused from appearing, 

or authorized to not appear but remain in 

“standby” status, by the court or prosecuting 

attorney.  The following procedures apply to the 

service of witness summonses on members of 

the Sheriff’s Office. 

 

A. It is not permissible to place court 

documents in deputy’s mailboxes on the 

assumption that they will be discovered in time 

for trial. 

 

B. Supervisors will maintain a written 

record of all witness summonses received for and 

served on deputies under their supervision. 

 

C. Supervisors will personally serve the 

witness summonses on deputies, and will obtain 

the deputy’s acknowledgment service. 

 

D. Commanders are responsible for 

inspecting the Deputies’ Summons Logs 

periodically to ensure that all deputies under 

their command have received their summonses 

prior to trial. 

 

V. Court Preparation 

A. Deputies are required to be prompt for 

all court appearances, and to have with them all 

available documentation and/or evidence 

required to properly prosecute the case. 

 

B. Deputies will maintain a professional 

appearance and attitude in court at all times, and 

wear either the uniform of the day, or be dressed 

in appropriate business attire.  If the deputy’s 

handgun is displayed when dressed in business 

attire, the deputy’s badge must be prominently 

displayed to ensure the public that the individual 

is a law enforcement officer. 

 

C. Prior to their court appearance deputies 

will review their scheduled cases and refresh 

their memory of the facts. 

 

D. Deputies will meet with the prosecuting 

attorney before court convenes to assist in the 

preparation of the prosecution, and render any 

assistance requested by the prosecuting atto rney  

in the preparation and prosecution of case. 
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VI. Requests for Postponements 

A. The Court Liaison Officer must receive 

requests for postponements at least fifteen (15) 

days prior to the scheduled trial date.  Requests 

for postponements must include the defendant’s 

name, last known address, court case number and 

reason for the postponement.  Upon receipt of a 

Request for Postponement, the Court Liaison 

Officer will promptly notify the Court and the 

State’s Attorney’s Office of the request. 

 

VII. Unexcused Absence From Court 

The unexcused absence of a deputy from a 

scheduled court appearance may result in the 

following: 

 

A. A written reprimand for the first offense 

within a three-year period. 

 

B. Suspension from duty without pay for 

one day for a second offense within a three-year 

period. 

 

C. Suspension from duty without pay for 

three days for a third offense within a three-year 

period. 

 

D. The recommended disciplinary action 

for four or more unexcused absences in a three-

year period is dismissal from the department. 

 

E. The Sheriff has final say over the above 

disciplinary actions, and may increase or 

decrease the penalties depending on mitigating 

circumstances. 

 

VIII. Deputies on Injury Leave, sick leave, 

or Workers’ Compensation 

A. It is the responsibility of the Court 

Liaison Officer to ascertain whether or not a 

deputy off duty on injury leave or sick leave is 

physically able to attend a scheduled court  

appearance.  If the deputy is not totally 

incapacitated, he or she is expected to attend all 

scheduled court appearances.  If the deputy 

cannot drive, the on-duty supervisor will arrange 

for the necessary transportation.  For payroll 

purposes, the deputy will be recorded as 

working, and not on injury leave for those hours 

attending court.  The affected deputy’s bi-weekly 

time sheet will reflect those hours accordingly.  

In the event a deputy is not able to attend a court 

appearance due to injury or sickness, the Court 

Liaison Officer will notify the court and the 

State’s Attorney’s Office in a timely manner. 

 

B. It is the responsibility of the Court 

Liaison Officer to ascertain whether or not a 

deputy receiving workers’ compensation by the 

County contracted insurance company is 

physically able to attend a scheduled court 

appearance.  If the deputy is not totally 

incapacitated, he or she is expected to attend all 

scheduled court appearances.  If the deputy 

cannot drive, the on-duty supervisor will arrange 

for the necessary transportation.  For payroll 

purposes, the deputy attending court while 

receiving workers’ compensation will notify the 

Queen Anne’s County Department of Human 

Resources of the date and times in court and 

provide them with a copy of the summons.  If a 

deputy is not able to attend a court appearance 

while receiving workers’ compensation due to 

injury or sickness, the Court Liaison Officer will 

notify the court and the State’s Attorney’s Office 

in a timely manner. 

 

IX. Simultaneous Summonses 

If a deputy receives summonses to appear in both 

the Circuit and District Courts on the same date 

and time, he or she will immediately notify the 

prosecuting attorney of the Circuit Court case of 

the conflict, and will attend the District Court 

session first unless directed otherwise. 

 

X. Civil Cases  

A. When a member of the Sheriff’s Office 

receives a civil court complaint and summons 

that arises from employment, and names the 

member as a defendant, he/she will provide the 

Court Liaison Officer with a copy of the 

complaint and summons indicating the date and 

manner of service. 

 

B. Any member of the Sheriff’s Office 

who receives a subpoena to give a deposition in a 

civil case arising from employment, where a 

potential exists for suit against the member or the 

Sheriff’s Office, he/she will advise the Court 

Liaison Officer as soon as possible.  The Court 

Liaison Officer will consult with the County 

Attorney if necessary, and instruct the member 

under subpoena of the course of action to be 

followed. 

 

 

 

 

 
Sheriff Charles F. Crossley, Jr. 


