Rules for the Use of the U.S. Coast Guard Court of Criminal Appeals Courtroom 

1. All use of the courtroom must be scheduled through the office of the Clerk of the Court (G-L-3).

2. Food and drink are NOT permitted in the courtroom.  Water is allowed.   

3. Users of the courtroom must remove all materials and waste at the conclusion of their function.

4. The organizing party shall notify the clerk of the court that the event has concluded.   

5. If any damage occurs to the courtroom or the equipment located therein the clerk of the court shall be notified immediately following the function.    

· Scheduling 

1. A calendar of courtroom availability is available in Outlook under G-L-3 (located under Ballston in All Public Folders).  

2. When a party needs to reserve the courtroom the party will check the availability of the courtroom on the calendar and send an email request to the clerk of the court (rshannon@ballston.uscg.mil).

3. The clerk upon receiving the request will send a reply email and schedule the function on the calendar. 

4. Notice shall be given to the clerk of the court for the use of any additional equipment that is not already located in the courtroom.

5. Depending on the equipment, the equipment may be stored permanently in the courtroom or in the adjoining anteroom as space allows.  

6. All scheduling should be done as early as possible before the event.  

7. The courtroom will normally be scheduled by the clerk of the court on a first come, first served basis with due consideration being given to exigent circumstances (speedy trial issues, availability of the parties, etc.).  

a) Scheduling conflicts shall normally be resolved by agreement between the parties.  If the parties cannot agree, the chief judge or the clerk of the court shall resolve the conflict.  

b) In making reservations, users should allow sufficient time for reasonably foreseeable delays.  If it appears that a hearing in session will run beyond the time reserved, the user shall notify the clerk of the court as soon as practicable.  

8. The rules for the courtroom may be amended as necessary.  

· Office of the Clerk of the Court

Roy Shannon Jr. 

Clerk of the Court

United States Coast Guard 

Court of Criminal Appeals (G-L-3)

4200 Wilson Blvd. Suite 790 

Arlington, VA 22203

202-493-1147 Phone

202-493-1145 Fax
