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Court Documents 

• Commit 
• DOC Commit 
• Dress Out Order 
• Drug Court 
• Juvenile 
• Material Witness 

Proceedings 
• No Complaint Filed 
• Order to Produce (OTP) 
• Proceedings Suspended 
• To Report 
• Waiver of Presence (PC 977) 

Document Numbers 

• DA 10 

Pro-Per 

To Report 

Court Scheduling Navigator 

• Update Charges 
• Update Bail 
• Update Court Information 
• Additional Court Date 
• CITY Incarcerated Persons 

Reason on Calendar (ROC) 

• Bail Review – BR 
• Further Proceedings – FP 
• Identity Hearing – ID 
• Jury Trial – JT 
• Order to Produce – OTP 

Probation Hearing and 
Sentencing – PHS 

• Parole Order to Produce – POTP 
• Sentence After Revocation – SAR 
• Mental Competency – ZE 

Order for Examination – WI 3051 

Material Witness Proceedings 

Update Per PC 17(B)(4) 

• Pre-Arraignment 
• Post-Arraignment 

Sentence Calculation 

Closing Out an Arrest 

Court Releases 

ARJIS 

Distribution of Court Orders 

• Documents Which Require 
Signature 

Release 

• No Court Paper 

Custody Records 

End of Court Date 

Disbursing of Court Documents 

Questionable Court Documents 

• Completing the Court Contact 
Form (J-17) 

Facility Contacts 

Court List Upon System Failure 
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UPDATES 
The court update position is responsible for the accurate recording of court documents from a 
specified court division and updating the incarcerated individual record on the Jail Information 
Management System (JIMS). The updating of court documents is processed at the following locations: 

  
FACILITY COURT LOCATION 

San Diego Central Jail Central Division 
Las Colinas Detention & Re-entry Facility Eastern Division 
Vista Detention Facility Northern Division 
South Bay Detention Facility Southern Division 

 
COURT DOCUMENTS 
All incarcerated individuals seen in court are issued a court document for each case they are being 
heard on. Listed below are the different types of court documents received: 

 

TYPE DEFINITION 

Commit A document ordering an incarcerated individual to serve local and/or state sentences. 
DOC Commit A document sentencing an incarcerated individual to the CDCR for a time period 

exceeding one year. 
Dress Out Order An order issued for an incarcerated individual to appear dressed in court appropriate 

attire. See Dress Out Order. 
 
Drug Court 

Specifically handles drug offenders wishing to attend special classes, programs, or 
rehabilitation. See Drug Court. Note: Not all drug related offences are seen in drug 
court. 

Juvenile A document issued by the Juvenile Superior Court. See Juvenile. 
Material Witness A document ordering someone to appear as a material witness for someone else's 

court proceedings. 
No Complaint Filed A document received from the District Attorney's or City Attorney's office stating that 

no charges have been filed. See Notice of No Complaint. 
Order To Produce (OTP) A document ordering a person to appear in court on a judicial matter. See Order to 

Produce. 
Proceedings Suspended A document ordering an incarcerated individual's court proceedings be suspended in 

order to determine the incarcerated individual's mental competency. See ROC – ZE. 
To Report A document ordering a person to report for custody at a later date and time. See To 

Reports. 
Waiver of Defendants Pe  
Presence (PC 977) 

A document the incarcerated individual signs to waive their presence in court. See PC 
977. 
Note: Do not enter the future court date in JIMS. Generate a Court Contact Log (J-17) 
to monitor the incarcerated individual's court appearance. 

Note: All court documents will be time stamped in order to accurately record the date and time 
it was received and processed. 

https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/DRESS%20OUT%20ORDER.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/DRUG%20COURT.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/JUVENILES.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/NOTICE%20OF%20NO%20COMPLAINT%20-%20DA.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/ORDER%20TO%20PRODUCE.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/ORDER%20TO%20PRODUCE.pdf
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/ORDER%20TO%20PRODUCE.pdf
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/TO%20REPORTS.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/TO%20REPORTS.docx?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/PC%20977.pdf?Web=1
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/PC%20977.pdf?Web=1
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The agency, offense 
date and location will 

be matched with 
what is shown on 

JIMS 

 
 
 
 

DOCUMENT NUMBERS 

Document numbers, also known as case numbers, are assigned by the court to differentiate the 
location, severity, and to whom a case is linked to. To match a document number to the correct arrest 
in JIMS: 

 

 
 

 

 

The case 
number found 
on the court 

document will 
be entered on 

the DA10 
screen 

An inquiry on 
SDLaw's DA10 
screen will be used 

On the Maintenance 
screen, the agency, offense 
date, and time can be 
found 
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Note: The case number is NOT to be used as the primary point of reference when searching for 
an incarcerated individual in JIMS. The incarcerated individual's name, DOB, AKA's and/or 
booking number must be used first in order to accurately link the court document to the correct 
incarcerated individual. 

Found under 
Full Personal 

Data, the 
location of 
arrest can 

also be 
matched 

Once 
matched, 
add the 

document 
number in 

JIMS 

Add the Document 
Number on all applicable 

charges 
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PRO PER 

An incarcerated individual may choose to represent themself instead of opting for a lawyer. If 
the court document states, "Pro per" or "Lopez waiver signed" the incarcerated individual has 
waived their right to an attorney. A copy of the court document must be sent to classification 
and the Pro per deputy or counseling. 

Note: Be sure to notate on the document the distribution. Ex.CC: Class/Pro per dep. 

TO REPORT 

To Reports will be checked to ensure the incarcerated individual is not in custody and placed in 
the To Report File. Ensure the incarcerated individual’s name, correct sentencing information, 
and report date are notated on the document. If the To Report is for another facility, forward the 
paper to the appropriate facility. 
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COURT SCHEDULING NAVIGATOR 
 

To access the court scheduling navigator, go to: IMS>Schedule>Schedule Court Dates 
 

Update Charges 

• Click on Maintenance at the bottom of the screen 

o Update the incarcerated individual's charges, dispositions and bail only 

o If charges entered in JIMS are not listed on the court document, those charges 
will be given the disposition of “DNI” 

 Note: NEVER remove/replace charges once entered in JIMS 

o If the charge(s) have been dropped, dismissed, FOJ. the disposition will be DISM 

o If new charges have been added, click Add Charge at the bottom of the screen 
and add new charge(s) 

• Enter any pertinent information pertaining to that case on the notes section 
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Update Bail  

The updating of bail will be completed under Maintenance of the Court Scheduling Navigator. 
 

Update Court Information 

After updating the charges and bail information, enter the new court destination from the pick 
list. Type in the new court date, time, enter the ROC and document number at the top of the 
screen. 

Note: Court information must be entered in Court Scheduling, NOT in the Maintenance 
navigator. Updating the court information in the maintenance navigator will not allow the 
arrest to populate on the End of Court list. You must click on Apply and Save before closing or 
the court information will be lost.

Be sure to check the Bail 
Flag and the Bail 

Amount. The bail on the 
court document is for 

the entire case, not per 
charge. 
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Add an Additional Court Date 

If an arrest has only one charge line and an additional court date is ordered, an Additional Court 
Date charge line shall add into JIMS. 

• Click on the Add Charge button at the bottom of the Arrests Charges screen 

• In Description, enter "Additional Court Date" 

• Enter the court, court date and time, reason on calendar and document number 
 

Note: Once the additional court date is complete, or the case has been adjudicated the 
disposition will be OTHER. 
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City Incarcerated individual 

After the defendant has been arraigned in court and the ART/ARR Reason on Calendar (ROC) 
changes, the incarcerated individual will no longer be considered a CITY incarcerated individual. 

See CITY Incarcerated individual. 
 

REASON ON CALENDAR (ROC) 
ROC’s are utilized to distinguish the type of court proceedings an incarcerated individual is schedule 
for. The following ROC's are used at court updates: 
 
BR: Bail Review – The court may order an incarcerated individual to appear for a bail review hearing 
as well as a further proceedings date. The Bail Review date must be entered on the last active charge 
line. If no other charges are listed, an Additional Court Date will be utilized. If the incarcerated 
individual posts bail, the Bail Review date will be removed and replaced with the Further Proceedings 
date. 

 

FP: Further Proceedings – It is important to change the ART/ARR ROC to FP. This will ensure the 
ART/ARR drops off the End of Court Date Report. 
 
ID: Identity Hearing – When there is doubt as to whether the correct incarcerated individual is 
in custody on a particular case or there is a need to discover the incarcerated individual’s true 
identity, the court will order an Identity Hearing. 

 
The CITY disposition will 

be removed once a 
court paper is received 

https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/CITY%20INMATE.docx?Web=1
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JT: Jury Trial – Incarcerated individuals scheduled for Jury Trial will be allowed to dress out, 
however, a dress out order is required. If an incarcerated individual is scheduled for a Jury 
Trial and no paper is received the court date will be trailed to the following court date. If the 
appearance listed on the court document is for a “Trial Call”, FP will be entered as the ROC. 
DO NOT use JT. 
 
OTP: Order To Produce – If an OTP is received on a case that the incarcerated individual is not 
booked on, the OTP date is entered as an Additional Court date. 

Note: When entering the OTP date, the case number assigned must be entered to distinguish 
which case the incarcerated individual is scheduled for. See Order To Produce. 
 
PHS: Probation Hearing and Sentencing – When a verdict is reached, the court will generate a 
minute order indicating the defendant is scheduled for Probation, Hearing and Sentencing. 

POTP: Parole Order to Produce – The Superior Court runs the BSTP-Booked State Parole and the 
BPRV –Booked Probation Revocation Notify Lists and schedules the incarcerated individual for 
an Order to Show Cause Hearing within 5 court days of arrest. 
 
SAR: Sentenced After Revocation – When a judge revokes an incarcerated individual's 
probation, a second judge will review the trial testimony, pre-sentence investigation report, 
and the original sentencing judge’s findings. 

https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/ORDER%20TO%20PRODUCE.pdf?Web=1
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ZE: Mental Competency – A Mental Competency Hearing is scheduled to determine the 
incarcerated individual’s ability to take care of themselves. These hearings suspend all court 
proceedings pertaining to the case until the determination hearing is completed. This will be 
noted on the court document as a 3051 WI (narcotic addiction) or 1368 PC (mental competency). 
These hearings are sent to SUPEF the Psychiatric Examining Facility. 
To update a case with an ROC of ZE: 

• Update the applicable charges with the further proceedings court date 

o The last charge will be scheduled as a mental competency exam with court: 
SUPEF and ROC: ZE. If there are no other charges it must be entered as an 
Additional Court date 

• The disposition of 3051 WI or 1368 will be entered under all applicable charges 

• Enter "Proceedings Suspended per PC 1368 (or WI 3051)" in the maintenance notes 
 

 

Note: A court document may not be received on SUPEF hearings. The determination hearing 
date will remain as entered. 
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WI 3051 – ORDER FOR EXAMINATION 

The order for examination, petition of narcotic addiction, and return of service will be sent to the jail 
from court. Ensure future court date information, and any other updates are performed in the JIMS. 
Make a copy of the three documents. Send the original documents to the housing area. The 
incarcerated individual will retain the order for examination and petition for narcotic addiction. The 
deputy will sign the return of service verifying the documents were delivered to the incarcerated 
individual. The copies will be set aside, and NOT filed in the custody record, until the signed proof of 
service is returned. Upon receipt of the signed return of service, make 1 copy, which will be retained 
in the custody record with the copies previously set aside. The return of service with the original 
signature of the housing deputy will be sent via inter- office mail to Mail Stop C-44, Attn: Criminal 
Mental Health Desk. 

 
MATERIAL WITNESS PROCEEDINGS 

A material witness is a person who may have information concerning a criminal proceeding. Often 
times material witnesses are ordered to appear in court to provide testimony under a subpoena. If 
the witness fails to appear on the subpoena, a witness warrant is issued to arrest and detain the 
witness in Sheriff's custody until the witness is no longer needed in the criminal proceedings. Since 
the witness is being held on the defendant's case, the witness warrant is issued with the same case 
number as the defendant followed by a WW indicating Witness Warrant. Court documents issued by 
the court for the witness should reflect the WW after the case number and have clear indication that 
the court paper is in reference to the witness. In some instances, the court document will reflect the 
defendants name and reference the witness somewhere on the court document. All questionable 
court documents should be brought to the supervisor's immediate attention. 
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The below example references the witness warrant case number (1), the witness's name is clearly 
indicated (2), and the custody status of the witness is clearly detailed on the bottom (3). 

 



Back to Top 

Revised 03/22 Court Update 14 

 

 
 
 
The below example does not reference the WW after the case number (1); however, in the   custody 
status 'defendant' is crossed off and 'witness' is written (2). This is an indication that the court paper 
is in reference to the witness. Not all court papers will be clearly detailed. If uncertain DO NOT update 
the court paper until a supervisor has reviewed it. 
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Add 17 (B)(4) 
to 

Description 
and Code 
Section 

 
 

UPDATE PER PC 17(B)(4) 
 
Pre-arraignment: 
An arresting agency may send an Add/Drop/Change of charge form informing us that they are 
changing a felony to a misdemeanor per PC 17(B)(4). Check the arrest to determine if the change 
will affect the incarcerated individual's booking status. If it is a release, forward the custody 
record to the release technician. If it is an update, reduce the charge level to a misdemeanor by 
utilizing the following example: 

 

Change 
the CL 

from "F" 
to 

"M" 

Check the 
Force Statute box 
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• Verify the bail amount is correct 

• Bail upon any charge which is charged in a complaint as a misdemeanor under PC 17(B)(4) shall 
be $5,000.00, unless the schedule quotes a higher bail (Bail Schedule General Information, iv, 
number 14) 

• Verify the court destination and change if necessary 

• Is this now a CITY incarcerated individual? If so, enter the CITY disposition 

Note: Requests to Add/Drop/Change a charge must meet current Booking Acceptance 
Criteria. If a form is received on the date of arraignment, DO NOT process. 
Post-arraignment: 

The court may issue a minute order in which charges have been changed per 17(B)(4) PC. 
Follow the example shown above to update the changes. 

 

SENTENCE CALCULATION 

A court document may order an incarcerated individual to serve a sentence. See Sentence Calculation. 

CLOSING OUT AN ARREST 
A court document may indicate the incarcerated individual can be released on a particular case; 
however, the incarcerated individual may have an additional case or hold pending. 
 
Example: An incarcerated individual is arrested on a local case, has a warrant out of Orange County, 
and a warrant out of the state of New Mexico. 
 
When the local case has been adjudicated, generate an additional arrest to book the HOC (Hold Out 
of County) as a BOC (Booked Out of County). Enter the disposition RBHD for the HOC arrest. The 
fugitive warrant will remain as a hold. 

 

http://www.sdcourt.ca.gov/pls/portal/docs/PAGE/SDCOURT/CRIMINAL2/CRIMINALRESOURCES/BAIL_SCHEDULE.PDF
http://www.sdcourt.ca.gov/pls/portal/docs/PAGE/SDCOURT/CRIMINAL2/CRIMINALRESOURCES/BAIL_SCHEDULE.PDF
http://www.sdcourt.ca.gov/pls/portal/docs/PAGE/SDCOURT/CRIMINAL2/CRIMINALRESOURCES/BAIL_SCHEDULE.PDF
https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/SENTENCE%20CALCULATION.docx?Web=1
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Note: Remember to enter the disposition date and time 
 

The following is the order in which warrants/holds must be booked: 
 

1. Local Cases 

2. State Parole 

3. Out-Of-County Warrants 

4. State Cases 

5. Federal Cases 

6. Fugitive Cases 

7. ICE (Notification) 

 
 

Note: If the local case is sentenced to state prison, the warrants and holds are processed 
differently. See State Commits. 

https://ssp.sdsheriff.com/DSB/IPD/Training/Training%20Unit%20Manuals/DPT%20Manuals/STATE%20PRISON%20COMMITS.docx?Web=1
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COURT RELEASES 
When processing a court document ordering the release of a case, the court update technician 
will check the incarcerated individual’s status in JIMS to see if this is the only case the 
incarcerated individual is booked on. 
 
If an incarcerated individual housed at another facility has a hold arrest that needs to be booked, 
the updating DPT will book the hold and notify a DPT at the facility where the custody record is 
maintained. The updating DPT will take note of the name of the person they spoke to. The DPT 
receiving the notification will review the custody record, clear the charge review screen and enter 
the appropriate disposition as required. 
 
Note: Teletype notifications for booked Out-of-County matters will be completed by the DPT 
clearing charge review. 
 
If the incarcerated individual does not have any pending matters, they will be processed via the 
Final Release navigator. The updating DPT will enter the disposition, case number and any future 
court dates. This will place the incarcerated individual’s name in the pending release queue at the 
appropriate facility. In the notes section, enter the updating facility name and the word UPDATE 
or UPDT. 

A second DPT/DPS will review the court paper and JIMS to verify the release. Once checked for 
accuracy, the second DPT will enter VERIFIED or VRFD in the notes section after the previously 
entered information. 

 
DUE TO TIME CONSTRAINTS, COURT RELEASES FOR INCARCERATED INDIVIDUALS HOUSED AT 
OTHER FACILITIES ARE TO BE IMMEDIATELY PROCESSED, COMPLETED AND VERIFIED WITHOUT 
DELAY. 
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Court documents with special release information will be updated by the receiving facility and faxed 
to the incarcerated individual's housing facility. A special release document contains the identity 
of a person, agency or organization that is ordered to pick-up the incarcerated individual at the 
time of release. Court documents with a release ordered to occur at a specific time within the 
next 24-48 hours will be faxed to and processed by the facility where the custody record is 
maintained. Court documents which indicate the Court imposition of a 1275.1 PC order will be 
faxed to the facility where the custody record is maintained. 
Release documents will be placed in a designated "faxed release" tray. These papers will be 
double-checked prior to the end of shift to ensure the incarcerated individuals are released 
prior to sending the physical paper to the facility. 
Note: When faxing a document(s), a cover sheet is required. The cover sheet must indicate the 
number of pages being faxed, the senders name and any other pertinent information. 
Documents received via fax will be processed immediately. Release orders will be given 
priority over remanding documents. 
 

AUTOMATED REGIONAL JUSTICE INFORMATION SYSTEM (ARJIS) 

The Automated Regional Justice Information System (ARJIS) is utilized by multiple local, state, 
and federal agencies in California. The unique member ID assigned to employees of the 
Incarcerated individual Processing Division are granted with the understanding that the 
information entered is to be used to assist the criminal justice system. 
After updating a court paper, the DPT assigned to court update must ARJIS the bottom right 
corner of the court paper. After completing a quality assurance check of a court paper, the DPT 
assigned to quality assurance must also ARJIS the bottom right of the court paper. 
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DISTRIBUTION OF COURT ORDERS 
Court orders requiring compliance from other personnel must be notified. A copy will be made 
and given to the appropriate person(s) in a timely manner. Original court orders will be placed 
in the incarcerated individual’s custody record. For distribution to counselors, fax all copies to 
619-661-2865. 

Documents Which Require Signature 
Upon receiving any documents requiring an incarcerated individual signature, ensure the document(s) 
are directed to the appropriate personnel and forwarded upon completion. Confirm a signed copy is 
placed in the incarcerated individual's record. 
 
RELEASE 
Staff assigned to the release position will monitor the final release queue for their facility. When the 
notes section indicates a release has been entered and verified on the queue (Example: “SBDF 
UPDT/VRFD”), the incarcerated individual’s record will be pulled, and the release process initiated. 
 
Once the process has been completed, the “UPDATE/VERIFIED” notation from the pending release 
queue will be removed and replaced with the incarcerated individual’s housing unit, reason for release, 
and time of completion. 

 

 
 
 
 

Note on the 
court order 

the 
distribution. 
(Ex. CC Med, 
CC W/C, etc.) 
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No Court Paper (NCP) 
When processing the release of an incarcerated individual whose JIMS information is updated but the 
court document has not yet been received by the housing facility, the release technician will enter into 
the JIMS maintenance remarks, “No Court Paper or NCP”. 
 

CUSTODY RECORDS 
Final release will place the custody records for incarcerated individuals that have been released in a 
designated location until the original court papers arrive through inter-office mail. After the court 
release paper has been received and matched with the custody record, it will be forwarded to Sheriff’s 
Records. 
 
END OF COURT DATE 
After the processing of court documents has been completed, the updating technician will notify the 
other facilities that updates have been completed. An End of Court Date list will be generated. See End 
of Court Date. 
 
DISBURSING OF COURT DOCUMENTS 

Court documents will be disbursed according to the following type: 
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Note: Court documents must be clearly and accurately marked with the incarcerated individual 
name, booking number and facility. Incarcerated individual copies must have the facility and housing 
location. 
 
QUESTIONABLE/MISSING COURT DOCUMENTS 
All questionable court documents will be resolved immediately at the facility where the update is being 
processed. During court business hours the update technician will contact the court and resolve any 
issues discovered. 
 
Completing the Court Contact Form (J-17) 
After court hours, the person initiating the request will write the date/time, defendants name, booking 
number, case number, clearly explain the problem and ARJIS. The DPS will verify the legitimacy of the 
court contact by accessing the DA10 screen in SDLaw and sign the court contact log. 

 
The initiating technician will enter the disposition “DPS” in the maintenance navigator and a notation 
in the notes section that the follow up is being conducted at the facility where the update is being 
processed. The notation will be “court contact @ SBDF, LCDF, VDF, SDCJ, etc.” 
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Each time the court is contacted, the date, court location, phone number, response, and contact 
person will be written in the contact sections. The time and ARJIS of the person receiving the 
response or making contact will be noted. The DPS will review the court contact tray daily. The 
court contact paper will remain at the updating facility until the issue is resolved. Once the issue 
is resolved, the updating technician will update the case in JIMS, mark "RESOLVED" in large 
letters on the contact sheet and attach the court document as part of the permanent record. 

 

 
 

FACILITY COURT CONTACTS 
The following telephone numbers are to be used when contacting the respective facilities 
regarding court update issues. 
 
 Facility Court 

SDCJ (619) 615-2662 (619) 533-7737 
(619) 533-7739 
(619) 533-7734 

LCDRF (619) 258-3032 (619) 456-4350 

VDF (760) 940-4486 (760) 940-4818 

SBDF (619) 691-4626 (619) 691-4430 
(619) 691-4431 
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COURT LIST UPON SYSTEM FAILURE 
 
Upon notification by the detention processing supervisor (DPS) or watch commander, the designated 
detention processing technician (DPT) will retrieve the court list for the affected date and disseminate 
it as follows: 
 
A copy of the court list will be provided to each of the facility court deputies. Housing Unit deputies 
will be notified of the incarcerated individuals needed for court and will be required to check the face 
cards for verification. If the incarcerated individual(s) is no longer housed in a particular housing unit, 
control deputies shall be notified. 
 
If applicable, the Jail Information Management System (JIMS) manual pre-booking and booking sheets 
will be reviewed to identify any incarcerated individuals required to appear in court. A manual list of 
these incarcerated individuals will be provided to the facility court deputy. As time is of the essence, 
incarcerated individuals scheduled for morning courts shall be transported first, followed by the 
incarcerated individuals scheduled for court in the afternoon. 
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