POSITION AVAILABLE
PROBATION OFFICER I
CLARION COUNTY PROBATION DEPARTMENT
CLARION, PENNSYLVANIA
Candidates are being recruited for the position of Probation Officer I by the
Clarion County Probation Department. A Bachelor’s Degree in criminal justice,
the behavioral sciences, law enforcement or a related human services field is
required. A thorough resume including no fewer than three references should be
submitted to Jayne Smail, Director of Probation Services, via email at
jsmail@co.clarion.pa.us. Any attachments must be in pdf or docx format.
Resumes must be submitted on or before February 28 th, 2019. A complete Job
Description can be found at www.co.clarion.pa.us in the Human Resources
section. EOE

CLARION COUNTY
JOB DESCRIPTION
DATED: January 2, 2018
POSITION:

PROBATION OFFICER I -JUVENILE PROBATION
FLSA STATUS: Non- Exempt
UNION STATUS: Union

REPORTS TO:

DEPUTY DIRECTOR

POSITION OVERVIEW:
A Probation Officer I position is responsible for performing routine professional social service and
law enforcement duties in a county probation system. A Probation Officer supervises juveniles on
probation, individuals released from placement facilities or, juveniles who are otherwise subject to
the authority of the Court. This position monitors activities, counsels and facilitates the social
adjustment of these individuals by referring them to social, governmental or community agencies
for a variety of social problems. When needed, a Probation Officer will investigate and take
appropriate action concerning violations of conditions of probation including new crimes and
unacceptable behavior and provides representation of the Department at Court Hearings
concerning alleged violations. Certain specialized positions require additional duties and
responsibilities as described in guidelines and standards set by the Juvenile Court Judges
Commission. These positions require additional specific appointment by the President Judge
upon the recommendation of the Chief Juvenile Probation Officer.
Probation Officers are peace officers under state law and are trained in the use of firearms and
are prepared to apprehend and arrest violators. Although law and well-defined procedures
regulate the required work, this position involves decision making directly affecting the public
safety and personal liberties of individuals.
EDUCATION/EXPERIENCE
A Bachelor’s Degree from an accredited college or university in the behavioral sciences, criminal
justice, law enforcement or a related human services field; or
A Master’s degree or satisfactory completion of one(1) year of graduate study from an accredited
college or university(at least 24 credits) in the behavioral sciences, criminal justice, law
enforcement, or a related human services field; or
One (1) year as a probation officer aide working towards a bachelor’s degree from an accredited
college or university in the behavioral sciences, criminal justice, law enforcement, or a related
human services field and qualification in accordance with the Exceptional Person procedure
SPECIAL REQUIREMENTS:
Child Abuse History Certification and Act 34 (Criminal History) clearances
Possession of a valid driver’s license.
Pre-employment physical
Pre-employment psychological
Note: This position is subject to random drug testing.

EMPLOYMENT STANDARDS:
To perform this job successfully, an individual must possess the knowledge and ability to apply
casework principles and practices and interpret and apply federal, state and local laws, legal
codes, court procedures and executive orders affecting juvenile probation practices. Also, some
knowledge is needed of criminology, penology and the structure and functions of the components
of the judicial system; human behavior and the ability to distinguish between normal and
dysfunctional behavior/ personality; community resources and the ability to determine appropriate
resources for assessment and treatment of physical, mental, and social disorders; operation of a
personal computer, basic software programs and other office equipment; drugs, addiction and
drug testing methods. Ability is required to positively and effectively influence offenders; to
maintain cooperative and positive work relationships both internally with co-workers and externally
with other agencies; to function independently and manage one’s time effectively; to gather and
analyze facts and consider all outcomes before decisions or recommendations are made; to
speak and understand the English language; to orally and in writing present ideas, thoughts ,
facts, logically and clearly in a concise manner utilizing appropriate language skills and grammar;
to listen and combine pieces of information to form general conclusions or identify problems; to
maintain confidentiality in regard to offender information and records. The willingness and ability
to travel as needed to perform all job related functions. The willingness and ability to be trained in
the use of firearms and to be certified to carry a firearm.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
An employee in this classification is responsible for performing assignments that are technical in
nature and are carried out in accordance with probation and parole practices, procedures and
precedents and any applicable legal standards or regulations. Specific job duties include the
following:













Inform juvenile offenders of conditions of probation such as office visits, costs, fines and
restitution payments, educational, treatment and employment stipulations.
Counsel offenders and provide supportive services to help offenders with their personal,
social and economic adjustment to the community. Discuss with offenders how issues
such as anger and addiction play roles in delinquent behavior.
Arrange for social assistance and other post release services such as employment,
housing, education, and counseling.
Arrange for medical, mental health or substance abuse treatment services according to
individual needs and/or court orders and maintain working relationships with those
agencies.
Develop case plans for assigned juvenile offenders establishing goals and objectives
based on risk and needs.
Evaluate their progress in accomplishing goals and objectives and maintaining the terms
specified in their conditions of probation, including attendance at FARM, SAP, CASSP,
IEP, and other meetings as necessary.
Investigate alleged probation violations using interviews, surveillance, and search and
seizure.
Gather information about offender’s backgrounds by talking to offenders, families and
friends and other people with relevant information.
Prepare and maintain a case folder for each assigned juvenile offender and record and file
documents according to established procedures.
Maintain a chronological record in the JCMS system of all direct contact with juvenile
offenders as well as collateral contacts with parents, school officials, service providers,
etc.
Write reports describing offender’s progress. Make recommendations for remedial action
or court action when terms of probation are not complied with.
Conduct Social History investigations and prepare a written factual report with
recommendations for the Court’s use in dispositional proceedings and prepare written
summaries and placement review reports as directed.














Testify in court regarding noncompliance with the terms of probation, present evidence
that substantiates the violations, and make recommendations to the Court for appropriate
sanctioning.
Attend court hearings as necessary, or assigned, including hearings pertaining to
probation supervision, such as District Justice citation hearings.
Conduct risk/needs assessment prior to the dispositional hearing according to agency
protocol.
Assess the suitability of juvenile offenders for release from placement and submit
recommendations to the Judge when appropriate.
Collect fines, costs and restitution and monitor compliance with the established payment
agreement.
Conduct arrests and transport offenders when required.
Develop liaisons and networks with local police, attorneys, community agencies,
placement staff, school officials and others who play a role in offender’s rehabilitation or
re-entry into the community
Attend training in the use of firearms and physical self defense and complete all
certification requirements.
Attend continuing education, workshops, and acquire certifications as assigned and
approved to stay current in offender treatment issues, deviant behaviors, legal issues, etc.
for the purpose of performing work related duties as required or assigned by
administration.
Any duties which may be described as related to the supervision of juveniles under the
authority of the Court including the directive to work a flexible work schedule on occasion.
Assist adult officers as needed.

WORK ENVIRONMENT/PHYSICAL STANDARDS:
The work environment and physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
While performing the duties of this job, the employee is regularly required to talk and hear. The
employee is occasionally required to stand; walk; use hands to finger, handle or feels objects,
tools or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl;
smell. The employee must be able to operate a motor vehicle. The employee will be required to
physically and mentally react quickly in the event of a disturbance or physical outbreak and
demonstrate emotional stability.
While performing the duties of this job, the employee occasionally works near moving mechanical
parts and outdoor weather conditions and is occasionally exposed to wet and/or humid conditions,
fumes or airborne particles, extreme cold and heat. The noise in the work environment is usually
moderate. The work is subject to frequent disruptions and moderate degrees of stress. Work
may involve contact with volatile and potentially hostile or aggressive offenders. Periodically work
will require different shifts or on-call as needed.
This job description should not be construed to imply that these requirements are the exclusive
standards of the position. Incumbents will follow other instructions, and perform any other related
duties, as may be required the Deputy Director/Director of Probation.
SIGNATURE____________________________________________DATE__________
SUPERVISOR SIGNATURE________________________________DATE__________

CLARION COUNTY
JOB DESCRIPTION
DATED: April 21, 2017
POSITION:

PROBATION OFFICER I – ADULT PROBATION
FLSA STATUS: Non Exempt
UNION STATUS: Union

REPORTS TO:

DIRECTOR OF PROBATION SERVICES

POSITION OVERVIEW:
A Probation Officer I position is responsible for performing routine professional social service
and law enforcement duties in a county probation and parole system. A Probation Officer I
supervises adults on accelerated rehabilitative disposition (ARD), probation, parole,
intermediate punishment (IP), and bail, or who are otherwise subject to the authority of the
Court. This position investigates, advises and counsels individuals on supervision to foster their
personal, social and economic adjustment in the community. Work involves the counseling and
supervision of individuals, completion of presentence investigation reports, and investigations of
pre-parole plans. Work includes a wide variety of contacts with agencies, employers, friends
and families in securing information regarding offenders, and assisting in developing useful and
effective rehabilitation plans. When needed, a Probation Officer will investigate and take
appropriate action concerning violations of conditions of supervision including new crimes and
unacceptable behavior and provides representation of the Department at Court Hearings
concerning alleged violations. Work is reviewed in progress through observing the employee in
action, through conferences, and upon completion, through the review of reports and
recommendations.
Probation Officers are peace officers under state law and are trained in the use of firearms and
are prepared to apprehend and arrest violators. Although law and well-defined procedures
regulate the required work, this position involves decision making directly affecting the public
safety and personal liberties of individuals.
EDUCATION/EXPERIENCE
A Bachelor’s Degree from an accredited college or university in the behavioral sciences,
criminal justice, law enforcement or a related human services field; or
A Master’s degree or satisfactory completion of one(1) year of graduate study from an
accredited college or university(at least 24 credits) in the behavioral sciences, criminal justice,
law enforcement, or a related human services field; or
One (1) year as a probation officer aide working towards a bachelor’s degree from an accredited
college or university in the behavioral sciences, criminal justice, law enforcement, or a related
human services field and qualification in accordance with the Exceptional Person procedure.

SPECIAL REQUIREMENTS:
Child Abuse History Certification and Act 34 (Criminal History) clearances
Possession of a valid driver’s license.
Pre-employment physical
Pre-employment psychological evaluation
Note: This position is subject to random drug testing.
EMPLOYMENT STANDARDS:
To perform this job successfully, an individual must possess the knowledge and ability to apply
casework principles and practices and interpret and apply federal, state and local laws, legal
codes, court procedures and executive orders affecting adult probation practices. Also, some
knowledge is needed of criminology, penology and the structure and functions of the
components of the judicial system; human behavior and the ability to distinguish between
normal and dysfunctional behavior/ personality; community resources and the ability to
determine appropriate resources for assessment and treatment of physical, mental, and social
disorders; operation of a personal computer, basic software programs and other office
equipment; drugs, addiction and drug testing methods. Ability is required to positively and
effectively influence offenders; to maintain cooperative and positive work relationships both
internally with co-workers and externally with other agencies; to function independently and
manage one’s time effectively; to gather and analyze facts and consider all outcomes before
decisions or recommendations are made; to speak and understand the English language; to
orally and in writing present ideas, thoughts , facts, logically and clearly in a concise manner
utilizing appropriate language skills and grammar; to listen and combine pieces of information to
form general conclusions or identify problems; to maintain confidentiality in regard to offender
information and records. The willingness and ability to travel as needed to perform all job related
functions. The willingness and ability to be trained in the use of firearms and to be certified to
carry a firearm.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
An employee in this classification is responsible for performing assignments that are technical in
nature and are carried out in accordance with probation and parole practices, procedures and
precedents and any applicable legal standards or regulations. Specific job duties include the
following:




Inform adult offenders of conditions of probation such as office visits, costs, fines and
restitution payments, educational, treatment and employment stipulations.
Counsel offenders and provide supportive services to help offenders with their personal,
social and economic adjustment to the community. Discuss with offenders how issues
such as anger and addiction play roles in delinquent behavior.
Arrange for social assistance and other post release services such as employment,
housing, education, and counseling.























Arrange for medical, mental health or substance abuse treatment services according to
individual needs and/or court orders and maintain working relationships with those
agencies.
Develop case plans for assigned adult offenders establishing goals and objectives based
on risk and needs.
Evaluate their progress in accomplishing goals and objectives and maintaining the terms
specified in their conditions of ARD, probation, parole, IP or bail including attendance at
meetings as necessary.
Investigate alleged violations using interviews, surveillance, and search and seizure.
Gather information about offender’s backgrounds by talking to offenders, families and
friends and other people with relevant information.
Prepare and maintain a case folder for each assigned offender and record and file
documents according to established procedures.
Maintain a chronological record in the AP system of all direct contact with adult offenders
as well as collateral contacts with parents, law enforcement officers, service providers,
etc.
Compile incident reports and make recommendations for remedial action or court action
when terms of supervision are not complied with.
Conduct Pre-Sentence investigations and prepare a written factual report with
recommendations for the Court’s use at sentencing.
Testify in court regarding noncompliance with the terms of probation, present evidence
that substantiates the violations, and make recommendations to the Court for
appropriate sanctioning.
Attend court hearings as necessary, or assigned, including hearings pertaining to
offender supervision, such as District Justice citation hearings.
Conduct risk/needs assessment after sentencing according to agency protocol.
Assess the suitability of offenders for release from jail and submit recommendations to
the Judge when appropriate.
Collect fines, costs and restitution and monitor compliance with the established payment
agreement.
Conduct arrests and transport offenders when required.
Develop liaisons and networks with local police, attorneys, community agencies, and
others who play a role in offender’s rehabilitation or re-entry into the community
Attend training in the use of firearms and physical self-defense and complete all
certification requirements.
Attend continuing education, workshops, and acquire certifications as assigned and
approved to stay current in offender treatment issues, deviant behaviors, legal issues,
etc. for the purpose of performing work related duties as required or assigned by
administration.
Any duties which may be described as related to the supervision of adults under the
authority of the Court including the directive to work a flexible work schedule on
occasion.
Assist juvenile officers as needed.

WORK ENVIRONMENT/PHYSICAL STANDARDS:
The work environment and physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to talk and hear. The
employee is occasionally required to stand; walk; use hands to finger, handle or feel objects,
tools or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl;
smell. The employee must be able to operate a motor vehicle. The employee will be required
to physically and mentally react quickly in the event of a disturbance or physical outbreak and
demonstrate emotional stability.
While performing the duties of this job, the employee occasionally works near moving
mechanical parts and in outdoor weather conditions and is occasionally exposed to wet and/or
humid conditions, fumes or airborne particles, extreme cold and heat. The noise in the work
environment is usually moderate. The work is subject to frequent disruptions and moderate
degrees of stress. Work may involve contact with volatile and potentially hostile or aggressive
offenders. Periodically work will require different shifts or on-call as needed.
This job description should not be construed to imply that these requirements are the exclusive
standards of the position. Incumbents will follow other instructions, and perform any other
related duties, as may be required the Deputy Director/Director of Probation.

SIGNATURE____________________________________________DATE__________
SUPERVISOR SIGNATURE________________________________DATE__________

PBPP STANDARDS: 3-3049

Court of Common Pleas of Clarion County
421 Main Street Suite 34
Clarion, PA 16214
(814) 226-9351
Fax (814) 226-1097
James G. Arner
President Judge

Tammy J. Slike
District Court Administrator
Email: tjslike@co.clarion.pa.us

POSITION VACANCY
Posting date
February 6, 2019

Closing date
February 28, 2019

POSITION:

Probation Officer I

LOCATION:

Clarion County Probation Services
22 North 6th Avenue, Suite A, Clarion, PA 16214

TYPE POSITION:

Level 1 (Full Time, 35 hours per week County
funding plus 5 hours per week other funding,
total of 40 hours per week )

SALARY:

$25,625.00 (35 hr salary)

JOB DESCRIPTION: Job Description Attached
ELIGIBILITY REQUIREMENTS: A Bachelor’s Degree in criminal justice, the
behavioral sciences, law enforcement or a
related human services field
TO APPLY:

Send cover letter and resume with no less than three
references to jsmail@co.clarion.pa.us

APPLICATION DEADLINE: February 28, 2019

CLARION COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER

Supreme Court of Pennsylvania

Code of Conduct For Employees of the Unified Judicial System
I.

INTRODUCTION
A fair and independent court system is essential to the administration of justice. Proper
conduct by employees of the Unified Judicial System of Pennsylvania (UJS) inspires public
confidence and trust in the courts, and conveys the values of impartiality and fairness that
promote the integrity of the work of the Unified Judicial System.
An employee of the Unified Judicial System shall observe high standards of conduct so that
the integrity and independence of the judiciary are preserved and the employee’s conduct
reflects a commitment to serving the public. The provisions of this Code shall be applied to
further these objectives.
Employees of the Unified Judicial System shall observe the following standards of conduct.
However, the standards of this Code shall not affect or preclude other more stringent
standards required by law, by court order or rule, or other workplace policies.

II.

SCOPE
For the purposes of this Code, the term “Employees of the Unified Judicial System” includes 1)
all state-level court employees, 2) all county-level court employees who are under the
supervision and authority of the President Judge of a Judicial District of Pennsylvania, unless
otherwise indicated by Supreme Court order or rule and, 3) all employees of boards
established by Order of the Supreme Court of Pennsylvania, including, but not limited to, the
following - Continuing Legal Education Board, Disciplinary Board of the Supreme Court of
Pennsylvania, Interest on Lawyers Trust Account Board, Pennsylvania Lawyers Fund for
Client Security Board and Pennsylvania Board of Law Examiners.
Note: Judges and magisterial district judges are covered by the Code of Judicial Conduct and the Rules
Governing Standards of Conduct of Magisterial District Judges, respectively, and therefore are not
included in the scope of this Code.

III.

CONFIDENTIALITY
A.

Employees of the Unified Judicial System shall safeguard confidential information
acquired in the course of their employment. Employees shall not disclose or use
confidential information for any purpose not connected with the performance of their
official duties.
For the purpose of this section, “confidential information” is that required to be kept
confidential pursuant to federal law, state law, court rule, court order, administrative
regulation, policy or directive. Confidential information includes, but is not limited to:
data, source code, notes, papers, memoranda, discussions, deliberations, proprietary
information and electronic communications, such as e-mail or facsimile.

Code of Conduct for Employees of the Unified Judicial System
B.

IV.
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The work product of former employees of the Unified Judicial System shall remain
confidential. Upon termination from employment, employees may, with the permission
of their supervisor, take with them copies of written material in which they participated
as a part of a personal file, but shall not release such writings to any other party without
the written consent of the court or other court-related entity that the employee served.
"Work product" does not include documents that are published or filed of public record.

CONFLICTS OF INTEREST AND RELATED PROHIBITIONS
A.

Acceptance of Gifts and/or Use of Position for Personal Gain. Employees of the
Unified Judicial System shall not solicit, accept or agree to accept anything of value
from any person or entity doing or seeking to do business with, or having an interest in a
matter before, the court or court-related entity by which they are employed, subject to
the following exceptions:
i.

acceptance of a gift from a family member when the circumstances make it
clear that the purpose is personal;
Note: "Family member" is defined as spouse, child, brother, sister, parent, grandparent,
grandchild, father-in-law, mother-in-law, sister-in-law, brother-in-law, son-in-law,
daughter-in-law, stepfather, stepmother, stepson, stepdaughter, uncle, aunt, niece,
nephew and first cousin.

ii.

acceptance of meals or refreshments of nominal value in the ordinary course of
a meeting, conference or other official business;

iii.

acceptance of loans from banks or other financial institutions on similar terms
offered to the public for purposes such as a home mortgage;

iv.

acceptance of gifts of nominal value for special occasions such as marriage,
illness or retirement;

v.

acceptance of a plaque or other item offered as a token of appreciation for a
public appearance;

vi.

acceptance of educational materials directly related to the employee’s duties;
and

vii.

acceptance of unsolicited advertising or promotional material of nominal value,
such as pens, pencils, note pads, calendars and items of apparel with vendor
logo.
Note: Employees must exercise diligence in observing high standards of conduct that
promote the integrity and impartiality of the Unified Judicial System. If it might
reasonably be inferred that the donor’s primary purpose in providing the unsolicited
advertising or promotional material is to influence an employee in the performance of
official duties, acceptance of the unsolicited material should be declined.

Employees shall report any prohibited offer or gift from any person or entity doing or
seeking to do business with, or having an interest in a matter before, the court or courtrelated entity by which they are employed to their designated supervisor.
B.

Acceptance of Additional Compensation. Employees of the Unified Judicial
System are appropriately compensated for the performance of their duties and shall
not solicit or accept any additional compensation or anything of value from any other
source for performing the duties and responsibilities of their position.

Code of Conduct for Employees of the Unified Judicial System
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Employees shall not accept honoraria or fees given for speaking in their official
capacity, but may be reimbursed for related travel expenses. Employees may accept
such fees for speaking engagements for appearances unrelated to their employment
and made on their own time.
C.

Special Treatment and/or Special Favors. Employees of the Unified Judicial
System shall not permit family, social, or other relationships to influence their official
conduct or judgment, or to create the appearance of influencing their official conduct.
Employees shall inform their supervisor of any situation creating undue influence or
the appearance of undue influence.

D.

Employment Practices. Employees of the Unified Judicial System shall make all
hiring, employment, and supervisory decisions in compliance with the Unified Judicial
System of Pennsylvania Policy on Non-Discrimination and Equal Employment
Opportunity, the Rules of Judicial Administration, and all applicable state and federal
laws. Employees of the Unified Judicial System shall avoid favoritism, or the
appearance of favoritism, when making hiring, employment, and supervisory decisions
and shall make such decisions impartially and on the basis of merit.
Note: Reflecting the values of impartiality and fairness that promote the integrity of
Pennsylvania’s courts, it is the policy of the Unified Judicial System to recruit and employ the
most qualified job applicants through an open and competitive hiring process which allows for a
full, complete, and unbiased assessment of each applicant’s relative knowledge, experience,
skills, and abilities.

V.

E.

Misuse of Employment Position, Equipment, or Supplies. Employees of the
Unified Judicial System shall not use the resources, employees, property, facilities,
equipment, time, or funds under their control to improperly benefit themselves or any
other person.

F.

Personal and Financial Interests. Employees of the Unified Judicial System shall
not participate in any court- or work-related matter wherein they have more than a
minimal personal or financial interest.

G.

Duty to Disclose. If a conflict of interest should arise, the employee shall
immediately advise his or her supervisor. If the supervisor determines that a conflict
of interest exists, then the employee shall abide by any employment restrictions that
are deemed to be necessary.

POLITICAL ACTIVITY
Employees of the Unified Judicial System shall not engage in political activity that is
inconsistent with the independence, integrity, or impartiality of the Judiciary. The Supreme
Court of Pennsylvania has defined prohibited and permitted activities as follows:
A.

Running for or Being Appointed to Publicly Elected Office. Employees of the
Unified Judicial System shall not become candidates, or campaign for, any publicly
elected office. In the event an employee chooses to become a candidate for, or is
appointed to, a publicly elected office, he or she must resign from his or her position at
the close of business on the earliest date on which the employee:
i.

Publicly announces his or her candidacy;

ii.

Forms or authorizes the formation of a campaign committee;

Code of Conduct for Employees of the Unified Judicial System
iii.

Solicits funds for a campaign;

iv.

Begins to circulate nomination petitions or nominating papers;

v.

Takes an oath of office; or

vi.

Takes any other public actions that could be construed as an effort to run for
publicly elected office.
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Job applicants who hold elected public or party office at the time they are seeking to
become employees of the Unified Judicial System must resign from such office
effective as of the day before their first day of judiciary employment.
Note: In accordance with Sections VI.A. and VI.E., job applicants also may be required to resign
from certain non-elected positions effective as of the day before their first day of judiciary
employment if continuing in the position would detract from the impartiality of the judiciary or
interfere with the performance of their official duties.

B.

Supporting a Political Organization or Candidate Running for Publicly Elected
Office. Employees of the Unified Judicial System shall not engage in the following
activities in support of, or in opposition to, a political organization or candidate running
for publicly elected office. For purposes of this section, “political organization” is
defined as a political party or group sponsored by or affiliated with a political party or
candidate, the principal purpose of which is to further the election or appointment of
candidates for publicly elected office.
i.

Serving, or agreeing to be considered to serve, as a committee person or
officer of a political organization;

ii.

Working at a polling place in support of, or in opposition to, a candidate for
publicly elected office on Election Day;

iii.

Working in a non-partisan role as an officer of a local election board (see Pa.
Const. art. VII, § 12) or in any capacity to assist local elections officers (see 25
P.S. § 2674) at a polling place or any other location;

iv.

Directly or indirectly soliciting, receiving, collecting, handling, disbursing, or
accounting for contributions or other funds for a political organization or
candidate running for publicly elected office;

v.

Contributing anything of value to a political organization or candidate running
for publicly elected office;

vi.

Organizing, selling tickets to, promoting or actively participating in any
fundraising activities for a political organization or candidate running for publicly
elected office;

vii.

Managing a political campaign of a candidate running for publicly elected office;

viii.

Performing volunteer work in a political campaign for a candidate running for
publicly elected office;

ix.

Soliciting votes in support of, or in opposition to, a candidate running for publicly
elected office;

x.

Publicly endorsing or opposing a candidate running for publicly elected office or
showing demonstrable support for, or opposition to, a candidate (examples
include, but are not limited to, wearing buttons or hats, carrying signs or
banners, or utilizing social media in a manner that clearly and distinctly
indicates the employee’s intention to publicly endorse or oppose a candidate);

Code of Conduct for Employees of the Unified Judicial System
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xi.

Placing signs on his or her property or displaying bumper stickers on his or her
vehicle endorsing or opposing a candidate running for publicly elected office,
except that a joint homeowner or member of the employee’s household may do
so;

xii.

Initiating or circulating nomination petitions or nominating papers; or

xiii.

Attending paid political events where the event’s nature is inherently political
and proceeds would fund political activities.

Permitted Political Activities. Employees of the Unified Judicial System may take
part in the following activities related to political campaigns and processes, provided
they do not identify themselves as employees of the Unified Judicial System.
i.

Signing a nominating petition or nominating paper outside of the workplace;

ii.

Appearing in campaign materials with a member of the employee’s family
(defined as the spouse, child, grandchild, parent, grandparent, or other relative
or person with whom the employee maintains a close familial relationship) who
is running for publicly elected office;

iii.

Attending a free, campaign-sponsored event or a free victory celebration that is
open to the public, but employees may not demonstrate support for, or
opposition to, a candidate running for publicly elected office (such as wearing
buttons or hats) while attending the event;

iv.

Supporting or opposing a ballot question not specifically identified with a
particular political organization or candidate running for publicly elected office,
such as a referendum or constitutional amendment;
Note: Employees are cautioned against publicly supporting or opposing a ballot
question that directly impacts the judiciary so that their personal opinion is not
construed as representing the official position of the employee or the UJS (see Section
VI.C.);

v.
D.

VI.

Registering to vote and voting in any election.

Responsibility for Addressing Political Activity Issues: The Chief Justice of the
Supreme Court or his/her designee, the President Judge of each appellate court and
judicial district, and the Court Administrator of Pennsylvania are responsible for
interpretation and enforcement of these political activity policies for the UJS employees
falling under their supervision and authority. To maintain consistency of application,
the AOPC is responsible for providing guidance to these individuals, or their designees,
regarding the political activity policies in this section.

PERSONAL RELATIONSHIPS AND ACTIVITIES
A.

Employees of the Unified Judicial System may participate in civic and charitable
activities that do not detract from the impartiality of the judiciary or interfere with the
performance of their official duties or the functioning of the workplace. Employees may
serve as officers, directors, trustees, or non-legal advisors of educational, religious,
charitable, fraternal, social or civic organizations, and may solicit funds for any such
organization, subject to the limitation that the name and prestige of the court shall not
be used in the solicitation of funds and funds are not knowingly solicited from parties or
attorneys who are likely to come before the court by which they are employed.

Code of Conduct for Employees of the Unified Judicial System
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B.

Employees of the Unified Judicial System may write, lecture, teach, and speak on legal
or non-legal subjects provided that such activities do not detract from the impartiality of
the judiciary and/or interfere with the performance of their official duties.

C.

Employees of the Unified Judicial System shall not state personal opinions, except to
other UJS employees, regarding any legal or administrative matter that is pending
before any UJS court or entity when the personal opinion of the employee may
reasonably be construed as representing the official position of the employee or the
official position of a UJS court, jurist, entity or another employee.
Note: Rule 2.10 of the Code of Judicial Conduct provides in part, as follows: Rule 2.10. Judicial
Statements on Pending and Impending Cases. (A) A judge shall not make any public
statement that might reasonably be expected to affect the outcome or impair the fairness of a
matter pending or impending in any court, or make any nonpublic statement that might
substantially interfere with a fair trial or hearing. (B) A judge shall not, in connection with cases,
controversies, or issues that are likely to come before the court, make pledges, promises, or
commitments that are inconsistent with the impartial performance of the adjudicative duties of
judicial office. (C) A judge shall require court staff, court officials, and others subject to
the judge’s direction and control to refrain from making statements that the judge would
be prohibited from making by paragraphs (A) and (B). See also Rule 2.10 of the Rules
Governing Standards of Conduct of Magisterial District Judges.

D.

Employees of the Unified Judicial System shall not require, request or accept the offer
of any subordinate to perform tasks of a personal nature.

E.

Employees of the Unified Judicial System shall not engage in financial or business
dealings or in any other personal activities that may detract from the impartiality of the
judiciary, may otherwise interfere with the performance of their official duties, or may
exploit the employee’s official position.

F.

Employees of the Unified Judicial System may engage in outside employment or
commercial activity that does not interfere or conflict with their official duties. Outside
employment or commercial activities must be reported in writing in advance to the
employee’s supervisor. Business transactions that are strictly personal, minor or
incidental need not be reported.
Before engaging in any outside employment that involves the practice of law, the legal
system or the administration of justice, the employee shall first consult with his or her
supervisor to determine whether the proposed position is consistent with the standards
in this Code.
This requirement does not extend to official representation of the UJS and its
constituent parts, judicial officers and employees in any state or federal court or
tribunal. Nor does this requirement extend to the limited representation of the
employee’s relatives or self, but such limited representation is subject to prior approval
by the employee’s supervisor and to the disclosure of UJS employment to the parties
and the court in which the employee enters an appearance or represents him/herself in
a matter.
Note: The Supreme Court has adopted several specific policies respecting the practice of law,
other than on behalf of the UJS: (1) Pennsylvania Rule of Appellate Procedure 3121 prohibits
the practice of law by appellate court staff except in limited circumstances. (2) Pursuant to the
Supreme Court’s Per Curiam Order dated December 11, 2014 (effective September 11, 2015),
law clerks employed in the Unified Judicial System are prohibited from appearing as counsel in
the division/section of the court in which they are employed or in which the judge by whom they
are employed serves. Further, in courts which have no formally established divisions or
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sections, law clerks are prohibited from appearing as counsel in the court itself. (3) Pursuant to
the Supreme Court’s Per Curiam Order dated December 29, 2015 (effective January 1, 2017),
an attorney employed in the Unified Judicial System is prohibited from appearing as counsel
(except in a pro se capacity) in the division/section of the court in which the attorney is
employed. Further, in courts that have no formally established divisions or sections, or for an
attorney who is not employed within a division or section, the attorney is prohibited (except as to
pro se matters) from appearing as counsel in the court itself.

VII.

VIII.

GENERAL STANDARDS OF CONDUCT
A.

Employees of the Unified Judicial System shall conduct themselves in an appropriate
and lawful manner at all times and shall adhere to all UJS policies including, but not
limited to, the standards of conduct outlined in Section VII.B below.

B.

Employees of the Unified Judicial System:
i.

shall treat all persons respectfully and impartially;

ii.

shall work diligently at all times;

iii.

shall comply with all lawful directives unless such compliance would be
injurious to the health or safety of themselves or others;

iv.

shall avoid impropriety and the appearance of impropriety in all activities;

v.

shall cooperate fully with any internal investigation conducted by their employer;

vi.

shall not engage in any form of discrimination, harassment, or retaliation
against any person as prohibited by law or court policy;

vii.

shall not engage in any form of violence, threat of violence, or disruptive
conduct;

viii.

shall not make intentionally false or misleading statements when performing
their duties;

ix.

shall not falsify, or improperly alter or destroy work-related documents or
records;

x.

shall not improperly use or destroy court property;

xi.

shall not be impaired by alcohol, drugs, medications or other intoxicating
substances while on duty;

xii.

shall not give legal advice except as specifically authorized by their employer;

xiii.

shall refer all requests for information from other government entities, the
media, and/or the public to those individuals who have been formally
designated to respond to such inquiries; and

xiv.

shall not illegally possess weapons or controlled substances in the workplace.

DUTY TO REPORT
A.

Employees of the Unified Judicial System shall report to their immediate supervisor any
attempt by anyone to induce them to violate any provision of this Code of Conduct or
any policy of the Unified Judicial System. Discrimination or retaliation against an
employee based on a good faith report of wrongdoing or participation in an
investigation, hearing or inquiry held by an appropriate authority is strictly prohibited.
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B.

Employees who are arrested, charged with, or convicted of a crime (other than
summary traffic offenses that do not hinder or prevent the performance of their official
duties) in any jurisdiction shall report this fact to their immediate supervisor at the
earliest reasonable opportunity.

C.

Employees of the Unified Judicial System shall, upon request, be required to complete
and file a personal statement of financial disclosure on a form to be provided by the
AOPC for this purpose for any period during which they were employed by the Unified
Judicial System.

DESIGNATED SANCTIONS
Employees of the Unified Judicial System who fail to properly follow these standards of
conduct will be subject to disciplinary action including the termination of their employment. The
applicable disciplinary policies for state-level court employees are outlined in the Personnel
Policies of the Unified Judicial System. The President Judge of each Judicial District is
responsible for designating the applicable disciplinary policies for county-level court
employees. Counsel to the Supreme Court, acting on behalf of the Supreme Court is
responsible for designating the applicable disciplinary policies for employees of boards
established by Order of the Supreme Court of Pennsylvania.

X.

DISSEMINATION AND IMPLEMENTATION
The Court Administrator of Pennsylvania, acting on behalf of the Supreme Court of
Pennsylvania, shall be responsible for the dissemination and implementation of these
guidelines for all state-level court employees.
The President Judge of each judicial district shall be responsible for the dissemination and
implementation of these guidelines for all county-level court employees covered by this Code
of Conduct.
Counsel to the Supreme Court, acting on behalf of the Supreme Court, shall be responsible for
the dissemination and implementation of these guidelines for all employees of boards
established by Order of the Supreme Court of Pennsylvania.

State-level court employees having questions regarding this Code of Conduct should contact
1) their employing Justice or Judge, 2) their employing court’s Executive Administrator, or 3)
AOPC Human Resources at 717-231-3309 or Human.Resources@pacourts.us.
County-level court employees having questions regarding this Code of Conduct should
contact their President Judge or District Court Administrator.
Employees of boards established by Order of the Supreme Court of Pennsylvania having
questions regarding this Code of Conduct should contact Counsel to the Supreme Court.
An electronic version of the Code of Conduct is available on the Unified Judicial System’s
website at www.pacourts.us.
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