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Office of Count Administration

Texas Court Security Incident Report
- Municipal Courts -
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Instructions

pletes the form: The presiding judge of a municipal court, or designee, is responsible
for completing the Texas Court Security Incident Report. The presiding judge may designate one
or more individuals to complete the form. For instance, the presiding judge may ask the police
department to complete the reports for all incidents. In other cases, it may be more effective to
have cach presiding or associate judgs report incidents that occur in his or her own courtroom,
chambers o staff offices, and to have the police department report all other incidents.

Definition of a Security Incident: A sccurity incident is defined as any adverse cvent that
threatens the security of a person or property, or ¢a igni i
functions of the court due to a breach in security.

harm a person or property, disorderly conduct, phy

serious situation involving security issues that disrupts court act

When to complete the 1orm: A Texas Court Security Incident Report form must be completed
for cach incident involving a breach. of court seeurity that oscurred in or around a courtroom or
court-related offices. According to statute, the report must be submitted to OCA not later than
the 3" business day after the date the incident occurred. If you miss the deadling, please tum it in
a5 5001 as possible,

What to report:
© Report incidents that are related to the sscurity of the court, &.g. not medical emergensics
or personnel issues.
© Report incideats that actually occurred. not potential incidents. For example:
= Do not complete an incident report when a security officer is requested for “stand-by™
mcmd{m umdml
. dividual reports that they fear another
individual, \mln\m:cm-.lvlnuofmjmyucmm:d
«  Complete an incident report only for court-related offices. Do not complete an incident
report if the incident occurred in offices that are not court related, e.g.. the county's
appraisal di office, even if they arc located within the court building.

Regarding attempts to take a weapon into the courtroom or court building:

o Do not complete an incident report if an item is a legal weapon or item, such as a pocket
knife, is found through normal security procedures, AND is surrendered or removed by
the individual without complaint.

Complete an incident report if:

= the weapon is not declared during normal security procedures and is found later (i.e.,
the person tried to sneak it in);

*  the person became upset and/or became argumentative when asked to remove the
weapon from the courtroom or court building:

#  the weapon is not legal. or the individual does not have a permit to carry it (ie.a
double-cdged dagger): and'or
= law enforcement was notified of the incident

Provide complete information: In order for OCA to compile the most complete set of data for
analysis of security needs in the court system. it is important that full and accurate information
be provided. Complete the form with as mush information as is known, If a question on the form
is not known, “U/K™ may be written across that area or the area may lank.

I thesecion “Descripion of Incident. lesse provide 1 i, but thorough, decription of the
event or any stion that is not i in the report but is esseatial for
a thorough understanding ehhems»dmr Include who was involved. what happened. and what
the response/outcome was. An example is: “During trial. defendant in criminal case became
hostile: screaming and threatening to harm \n!mt B:xlnﬁhmdﬂ\ﬁrd defendant and escorted
him to the holdi No ham to any i

How 1o submit the form: The form may be submitied via mail. fax. or email:

Sendto: Judisial Information Email: ReporfingSeciion @ courts siaie. tx.us
Office of Count Administration  Fax:  $12-036-2423
P.O. Box 12066 Phone: 512-463-1643
Austin, TX 76711-2066







