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CLERK’S OFFICE HOURS                                                       
Monday - Friday        8:30 am - 4:30 pm 

Limited services  (12:15—1:15 pm) 
OFFICE LOCATIONS 

King County Courthouse 
516 Third Ave., Room E-609 

SeaƩle, WA  98104 
Maleng Regional JusƟce Center 

401 Fourth Ave. N, Room 2-C 
Kent, WA  98032 

Clark Children & Family JusƟce Center                                                        
1211 East Alder, Room 3015

SeaƩle, WA  98122 
CCFJC closed during lunch 12:15—1:15 pm 
GENERAL INFORMATION (All LocaƟons)

(206) 296-9300  
WEB ADDRESS 

hƩps:/kingcounty.gov/courts/clerk 

SeaƩle, Washington 

This workshop offers an inside view of the Clerk’s Office, 
and also provides insight in ArbitraƟon and Family Court 
OperaƟons. You learn about how cases are processed 
cases through the court and how extensively technology 
is used by the court and liƟgants. You will also learn 
about how to use technology in conducƟng business 
with the Clerk’s Office, and discover Ɵme and money 
saving Ɵps. We hope you will share ideas for improving 
operaƟons for the Clerk and the Court. 

Hon. Patrick Oishi, Presiding Judge 

The Clerk’s Office always benefits from this workshop. 
Many good ideas come from the course, oŌen leading to 
procedural changes that simply work beƩer. AƩorneys 
and legal staff get to interact directly with our staff. We 
hear directly from some of our most important custom-
ers. Many of our workshop graduates conƟnue to let us 
know how we’re doing. Such feedback keeps us focused 
on the type and quality of services we provide.  

Barbara Miner, Superior Court Clerk 

WÊÙ»Ý«ÊÖ G�Ä�Ù�½ IÄ¥ÊÙÃ�ã®ÊÄ 
Cost:  $200.00 per person. 

When:  Held over two consecuƟve Fridays in 
the months of April and September, the 
workshop is a 2-day course with 5 hours of 
instrucƟon each day.  

April 7 & 14, 2023 
September 15 & 22,  2023 

Time: 9:00 am to 3:30 pm, with a 1-hour 
lunch break. 

Where: The workshops will be held via Webi-
nar.. 

Register:  Space in the workshop is limited 
and enrollment is on a first-come, first-served   
basis.  Provide name, Bar Number (if an aƩor-
ney), and contact informaƟon (telephone 
number & e-mail) to Kimberly Hamm, Regis-
trar, at kimberly.hamm@kingcounty.gov. 

Payment:  Secure your place in the workshop 
by paying the $200 tuiƟon at least 2 weeks in 
advance.  Send your check, payable to:    
“King County Clerk,” c/o Kimberly Hamm,   
516 Third Ave,  Room E-609, Sea le, WA 
98104. 

QuesƟons:  Please contact  Kimberly Hamm,     
Program Manager, at kimberly.hamm 
@kingcounty.gov. 

 

“Wish I was encouraged to do this fiŌeen years 
ago.  Should be mandatory training.”   

Legal staff workshop parƟcipant 



Visit: Superior Court Clerk’s Office CLE Website  

CÊçÙãÙÊÊÃ S�Ùò®��Ý 
The duƟes of courtroom clerks. How to prepare   
exhibits. Handling exhibits in court and aŌer-
wards.   Learn the difference between trial ex-
hibits and file exhibits. 

Eø P�Ùã�  
Ex Parte Department procedures including prac-
Ɵce Ɵps, forms and insights on working with staff 
and commissioners. Learn the required ‘Ex Parte 
via the Clerk’ document submission process. 

CçÝãÊÃ�Ù S�Ùò®��Ý 
Review customer services provided by the 
Clerk’s Office, including fee-based services  and 
services for those seeking protecƟon orders. 

RECORDS ACCESS 
Access and research case records, old and new. 
Obtaining forms, recorded court proceedings 
and archived records.  Tips regarding designaƟng 
Clerk’s Papers for an appeal.                                          

AÙ�®ãÙ�ã®ÊÄ D�Ö�ÙãÃ�Äã 
King County’s ArbitraƟon Program:  history, as-
signment process and Ɵps, im-
portant Ɵmelines and infor-
maƟon. 
 

F�Ã®½ù CÊçÙã OÖ�Ù�ã®ÊÄÝ
Services in cases with contested custody/
visitaƟon include parenƟng plan evaluaƟons, 
mediaƟons, domesƟc violence and other risk 
assessments, adopƟon services and Unified  
Family Court (UFC). 

M�ã�Ù®�½Ý PÙÊò®���
A workshop handbook with useful infor-
maƟon, examples and customer Ɵps. 

Eò�½ç�ã®ÊÄ 
Conclude each session of the workshop with 
an online evaluaƟon. Share reacƟons, criƟ-
cisms and suggesƟons. Your comments will 
help with ongoing improvements to the 
workshop and the Clerk’s Office services. 

EøãÙ�Ý Aò�®½��½�:  Eø«®�®ã RÊÊÃ 
Arrange an Exhibit Room visit by contacƟng 
the Exhibit Room Supervisor. 

Oã«�Ù A�ã®ò®ã®�Ý �Ä� LÊ��ã®ÊÄÝ 
Visit the Clerk’s Office at the Maleng Regional 
JusƟce Center in Kent or at the Clark Children 
and Family JusƟce Center by contacƟng the 
Clerk’s Office division manager at the site. 
 

Oò�Ùò®�ó 
The Clerk’s Office overview, King County 
Charter 350.20.20, departmental mission 
and office organizaƟonal overview.    

C½�Ù»’Ý T��«ÄÊ½Ê¦ù 
Navigate the Clerk’s Office Web site. Demonstra-
Ɵons of the eFiling applicaƟon and electronic 
court records funcƟonaliƟes. Review of court 
rules authorizing e-filing, eService, eWorking Cop-
ies and online access to court records.  Technolo-
gy Ɵps to avoid mistakes and processing delays. 

C�Ý� IÄ®ã®�ã®ÊÄ Ι DÊ�çÃ�Äã IÄã�»� 
A behind-the-clerk’s-counter look at the docu-
ment filing and new case iniƟaƟon processes.  
Case files: how documents are made part of the 
electronic court record (ECR), the heart of the 
Clerk’s systems for managing cases, data and doc-
uments. Key procedures and rules. PracƟce Ɵps 
for case iniƟaƟon, managing acƟve cases, and use 
of data from the Clerk’s Public Portal.  Special 
aƩenƟon is on sealed record informaƟon.  

F®Ä�Ä�� Ι Jç�¦Ã�ÄãÝ 
The Clerk’s financial management services, the 
Registry of the Court, fees and payments. Over-
view of financial processes, including the Clerk’s 
Trust Fund, disbursements, accounƟng and      
cashiering. PracƟce Ɵps cover key statutes, in-
vestment accounts and procedures for civil judg-
ments and garnishments. Commitment and re-
lease processes for defendants and criminal judg-
ments. Learn how to completely close out a case. 

“Great informaƟon!  So happy I aƩended.  Will 
recommend to others.”     

Legal staff workshop parƟcipant 

“I have been very impressed with how open 
and accessible you all are.  The level of service 
you provide is excepƟonal.  Everyone is incredi-
bly experienced and professional.”   

AƩorney workshop parƟcipant 


