
IN THE PROBATE COURT OF JACKSON COUNTY 
STATE OF GEORGIA 

* 
* 

ORDER AMENDING AMINISTRATIVE ORDER AND 
NOTICE OF COURT GUIDELINES 

P
FILEO IN OFFICE 

fWB'ATE COURT 
JACHSON COUNTY. GA 

2020 AUG - ~ AH ff: 39 
SHERRY C. MOORE. JUDGE 

The Fourth Order Extending the Declaration of Statewide Judicial Emergency issued by 
the Chief Justice of the Georgia Supreme Court, dated July 10, 2020 requires that "Each court 
shall develop and implement operating guidelines as to how in-court proceedings generally and 
particular types of proceedings will be conducted to protect the health of litigants, lawyers, 
judges, court personnel and the public." 

On July 22, 2020, Judge Joseph Booth, Chief Judge of the Jackson County Superior 
Court, Piedmont Circuit, entered an Administrative Order setting fo1th specific guidelines for all 
court proceedings and functions held in the Jackson County Courthouse until fmther order. The 
Probate Court of Jackson County hereby adopts the guidelines of the Jackson County Superior 
Coutt. 

The Jackson County Probate Court remains open to serve our citizens and other members 
of the public; however, the safety and welfare of our citizens, employees and those persons using 
the court system is critical. Due to the COVID-19 pandemic, some court services must be 
modified and physical access to the Court must be limited. 

Effective immediately: 

• No person is allowed entry to the Probate Court office without an appointment. 
• For safety and welfare, we strongly discourage all children and any non essential persons 

from coming to the Courthouse or attending hearings. Children and non essential persons 
are encouraged (but not required) to wait in their vehicles or outside the courthouse while 
litigants conduct their business. However, Probate Court proceeding are- and remain­
open to the public, and no members of the public will be denied access to the Courthouse 
or a courtroom, as long as they pass screening measures by-security. 

• Telephone calls to the Jackson County Probate Court will be returned promptly. Please 
make certain that you include a telephone number with the message and that your voice 
mail is set up to receive messages. 

• The Probate Court will follow the Georgia Department of Public Health guidelines if an 
employee tests positive for COVID-19. If the Court must close to the public, persons 
with appointments will be notified by telephone or email. It is important that you make 
sure your voicemail is set up to receive messages. 

• Emergency Proceedings and Orders to Apprehend (Two-Party Affidavits): 
Emergency proceedings and matters involving mental health will continue to be 
addressed as usual. Contact the Georgia Access and Crisis Line at 1-800-715-4225 be.fore 



contacting Probate Court regarding an Order to Apprehend, as they can send a clinician 
to assess an individual without the necessity of Probate Comi intervention. 

IF YOUR WEAPONS CARRY LICENSE EXPIRED AFTER FEBRUARY 13, 
2020, YOU HAVE 120 DAYS AFTER THE EXPIRATION DATE ON YOUR 

LICENSE TO RENEW AND YOUR LICENSE IS STILL VALID DURING THIS 
PERIOD PURSUANT TO AN EXECUTIVE ORDER OF 

GOVERNOR BRIAN KEMP DATED MAY 8, 2020. 

Applications for Marriage License and Weapons CaITy License, 
new and renewal, are by appointment only. If you show up at the Courthouse 

without an appointment, you will not be allowed entry. 

• Weapons Carry Licenses: Applicants are required to complete application 
demographics and answer questions online b~fore an appointment is scheduled, and must 
provide the col?firmation number in order to schedule an appointment. 

• Marriage Licenses: Applicants are required to complete the application online, and 
must provide the col?firmation number in order to schedule an appointment. Only the 
bride and groom will be allowed in the Probate Court lobby. 

• After completing the application, you may request an appointment by calling our office at 
706-387-6275. Please note that our call volume has increased greatly, and if we are 
helping others at the time of your call, we may be unable to answer the phone. If your call 
is not answered, leave a message along with a return telephone number. It is important to 
make sure that your voicemail is set up to receive messages. 

Requests for Vital Records 
Birth, Death and Marriage: 

Requests should be emailed to J1_rQhlll<c<;QqJ1@.i<1c),;;(111cou11tygov.com, alo11g with a copy of your 
picture id, your phone number and mailing address following the directions below. If you are 
unable to communicate by email, written requests, along with payment, can be mailed to Jackson 
County Probate Comt, 5000 Jackson Parkway, Suite 140, Jefferson, GA 30549. When the 
request for a vital record or marriage ce1tificate is received by email, you will be called for your 
credit card information. (A 4% fee is added to all credit card charges.) Payment will be processed 
and the record will be mailed to you. If you need to pay with a check, your ce1iificate will be 
mailed once we receive payment. 

Birth Certificates: provide full name at birth, date ofbilih, father's full name, mother's 
full maiden name, your relationship to the person, the number of copies requested and 
your phone number. Copies are $25.00 for the first copy and $5.00 for each additional 
copy. 



Death Certificates: provide full name of deceased, date of death, relationship to the 
deceased, reason the certificate is being requested and your phone number. Copies are 
$25.00 for the first copy and $5.00 for each additional copy. 
Marriage Certificates: Provide the names of the couple, including maiden name, if 
applicable, the date of marriage, number of copies requested and your phone number. 
Copies are $10.00 each plus $1.50 mailing fee. Marriage License must have been 
obtained in Jackson County. 

Civil Filings, including Estate and Guardianship matters: Probate Court standard forms are 
available online at www.gaprobate.gov. Once completed, call our office to determine the amount 
of filing fees. Completed forms, along with the appropriate fees, should be mailed to the Jackson 
County Probate Court, 5000 Jackson Parkway, Suite 140, Jefferson, GA 30549. 

Non Essential Hearings: Probate Court will conduct non essential hearings using a combination 
of videoconferencing and in-person appearances. Consideration will be given to the number of 
people directly involved in a case, and when more than ten ( 10) persons are expected to be 
present in Hearing Rooms 1 or 2, the use of a larger courtroom will be secured in coordination 
with other classes of courts within the Courthouse. 

Oaths: Oaths for Personal Representatives and Adult and Minor Guardians and Conservators 
will continue to be conducted via Skype, which is the preferred method. In special 
circumstances, oaths be conducted in person by appointment only. 

Records Searching: Those wishing to research Probate records should call the office to 
schedule an appointment. 

All Other Services: Everyone is encouraged to call the court or email a clerk for questions. The 
total number of individuals in the lobby at any given time will be limited to four ( 4). 

The Probate Court will adjust these provisions as conditions improve or better ideas are 
discovered. When changes to provisions are made, they will be made available on the Jackson 
County Probate Court website:-

SO ORDERED, this 4~ day of ~'5t , 2020. 

Shen~ ~ Pf baEtb~ 
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IN THE SUPERIOR COURT OF JACKSON C0'£~~'1/1 . .' :· \. ~ 1 
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STATE OF GEORGIA 2~2U JUL 22 Pr\ 5: 0 I 

ADMINISTRATIVE ORDER ~i\:1\i: VI THOM/\S, CLi.. i,l\ 

WHEREAS On March 14, 2020, in response to the COVID-19 Pandemic, the Chief Justice 
of the Georgia Supreme Court issued an Order Declaring Statewide Judicial Emergency pursuant 
to O,C,G.A. § 38-3-6, which was extended on April 6, 2020, May 11, 2020, June 12, 2020, and 
July 10, 2020 is currently set to expire August 12, 2020 at 11 :59 PM. The Comt is aware of the 
uncertain trend of the virus and CDC guidelines, and accordingly the Court reasonably anticipates 
that this order may be further modified and/ or extended. 

WHEREAS said emergency order as extended July 10, 2020 provides that "all Georgia 
comts must continue to conduct proceedings, remotely or in-person, in compliance with public 
health guidance, applicable statutes and court rules, and the requirements of the United States and 
Georgia Constitutions, including the public's right of access to judicial proceedings and a criminal 
defendant's rights to confrontation and an open courtroom. All courts should continue to use and 
increase the use of technology to conduct remote judicial proceedings as a safer alternative to in­
person proceedings, unless required by law to be in person or unless it is not practicable for 
technical or other reasons for persons paiticipating in the proceeding to participate remotely." 

WHEREAS said emergency order as extended July 10, 2020 futther requires that "Each 
court shall develop and implement operating guidelines as to how in-comt proceedings generally 
and patticular types of proceedings will be conducted to protect the health of litigants, lawyers, 
judges, comt personnel, and the public." 

WHEREAS said emergency order as extended May 11, 2020 required that the "Guidelines 
should specify who should be admitted to the comthouse and courtroom and how public health 
guidance will be followed regarding such matters as health screening of court personnel and 
visitors, social distancing (including by capping the occupancy of courthouses, interior areas, and 
courtrooms based .on their size), availability and use of personal protective equipment (PPE) by 
comt personnel and visitors, and sanitization practices. Guidelines should provide for 
accommodations for high-risk individuals." 

NOW, THEREFORE, in compliance with the foregoing directives, the Chief Judge of the 
Piedmont Judicial Circuit hereby enters this ADMINISTRATIVE ORDER. 

1. 
The following guidelines shall apply to all court proceedings and functions until further 

Order of the Court. 

2. 
All litigants, lawyers, or members of the public who ai·e entering the comthouse for any 

purpose including those attending in-person court proceedings with the Superior Comt of Jackson 
County shall be screened by Courthouse security personnel at the initial security checkpoint and 
prior to entering the interior courthouse facility to determine: 
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(a) Whether said individual currently has a temperature exceeding 100.4°F; and 

(b) Whether said individual is experiencing ( 01' has experienced) any typical symptoms of 
COVID-19. (as outlined by the CDC to include: fever, chills, coughing, shortness of bxeath or 
difficulty breathing, muscle pain, sore throat, new loss of taste or smell) in the ten (10) day period 
prior to visiting the courthouse; and 

(c) Whether said individual has been diagnosed with COVID-19 OR exposed to (meaning 
close contact within six (6) feet for a, period of fifteen (15) minutes or longer) an individual 
diagnosed with COVID-19 within the last fourteen (14) days prior to visiting the courthouse. 

Any individual who meets criteria set forth above shall not be admitted to the Jackson 
County Courthouse. Strict adherence to these.guidelines shall be followed. If any individual who . 
is refused admittance is scheduled for in-court proceedings that day, courthouse security personnel 
shall immediately info1m the Judge's office, and should document the name, cunent address, email 
address, and current telephone number of the individual in question and provide that information 
to the Court at the conclusion of the day's calendar so that matter may be properly re-scheduled 
for a later date. 

3. 
To minimize the overall number of persons entedng the courthouse facility, all children 

and non-essential persons shall be encouraged (but not required) to wait in their vehicles or outside 
the courthouse while litigants conduct their business. However, Superior Cou1t proceedings are -
and remain - open to the public and no members of the public should be denied access to the 
courthouse ( or any Courtroom utilized by Superior Court) should they desire to be present during 
in-person proceedings, subject to the health screenings outlined above and capacity limitations set 
forth below. 

4. 
(a) The Court has considered the size, use, normal traffic patterns, and maximum capacities of 
each Courtroom and hearing room used by the Superior Court and until further order of this CoU1t, 
the maximum number of persons at any given time during in-person proceedings, inclusive of 
court personnel, for each shall be as follows: Courtrooms (1) and (2), twenty~five (25 persons); 
Courtroom (3), twenty (20) persons; hearing rooms (1) and (2), ten persons. Other classes of 
courts are directed to carefully examine their courtroom environment with the preceding criteria, 
and limit the number of persons present for in-person hearings accordingly. 

(b) Each office providing support services to Superior Court operations is ordered to 
streamline its in-person court procedures in order to minimize the number of persons who need to 
be present in the comiroom to the extent feasible. 

(c) Courthouse security inside the courh·oom shall enforce appropriate social distancing 
tequirements in the gallery, including that individuals should remain seated at least six (6) feet 
apa1t from one another. Each courtroom shall have tape (or some other mechanism) affixed to the 
gallery benches designating where individuals may sit. The Court notes that courthouse security 
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should consider an exception to these seating requirements for those individuals who live together. 

(d) To promote the orderly and efficient handling of cases,-the Court is hopeful that these 
procedures will allow approximately 8-10 witness and pa1ty participants and attorneys to be 
present inside the courtroom at any given time, while maintaining appropriate social distancing, 
Additional participants shall be summoned to the colll'troom as other paiticipants complete their 
business and leave. However, the Court is mindful that real world adjustments must be made, 
depending on the number of non-essential spectators who wish to be present for the proceedings. 
For example, if members of the public who are not parties wish to be present and view the 
proceedings, additional spectators necessarily will reduce the number of other individuals present 
in the courtroom, 

I 

(e) Although not commonly an issue, to the extent that any one case would bring a large number 
of spectators that would, in and of itself, exceed the courtroom capacities set forth herein, 
comthouse security shall notify the Court of the situation and the Court shall deal with those 
matters on a case-by-case basis. 

5. 
The Court shall require the use of masks and shall have masks available for any litigants, lawyers, 
cou1t personnel, or members of the public who are entering the courthouse, which shall be paid 
from the Court's budget. Each member of the public requesting a mask shall be allowed no more 
than one (1) mask per day. 

6. 
To minimize contact between and among persons during in-court proceedings, all persons 

shall be permitted to address the court from where they are located in the gallery and shall not be 
required to enter into the well of the Cowt, While it is customary for counsel .and unrepresented 
parties to request permission to approach the bench for a conference or to request permission to 
approach a witness for examination, the Court orders counsel and parties to minimize the number 
of bench conferences requested and to examine witnesses from a safe distance. 

7, 
To further minimize the possibility of cross-contamination by the exchange of papers and 

writing utensils, the Court orders the parties to minimize the exchange of papers to the extent 
possible, Parties shall make use of a drop box, email, or other electronic means to exchange 
documents such as exhibits. Documents should be provided to the Corut and opposing party 
twenty-four hours prior to the scheduled hearing . 

. 8. 
(a) Courthouse maintenance staff shall thoroughly clean and disinfect all cowtroom 

surfaces including, without limitation, benches, tables, railings, and other areas that would be 
commonly touched by courthouse staff and litigants the day before and immediately after each in­
person court session. Additionally, all restrooms servicing the public should be thoroughly cleaned 
and disinfected the day before and immediately after each in~person court session. 
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(b) Courthouse security shall sanitize the benches, podiums, tables, railings, and other 
commonly touched surfaces within the courtroom after each hearing, and shall sanitize the witness 
stand after each witness testifies. 

(c) Elevator capacity shall be limited to two (2) individuals. Courthouse security shall 
monitor the elevators to ensure that no more than two (2) persons are permitted on an elevator at 
a time and shall encourage the use of the stairs in order to avoid repeated use of a small, confined 
space. Signs shall be posted designating the elevator capacity limitations and the locations of 
stairwells. Courthouse security shall frequently sanitize the elevator and stairwell railings. The 
use of water fountains shall be prohibited, and signage shall be posted indicating same. Bathroom 
signage will limit the capacity to two (2) individuals at a time, and the Court shall request 
courthouse maintenance staff to clean and sanitize the bathrooms and other common areas more 
frequently to control the transmission of COVID~19. Additional hand sanitizing stations.shall be 
installed throughout the ·courthouse. 

9. 
Provided that noise can be kept to a minimum, the doors to the courtroom may be propped 

open while cou1t is in session to avoid persons having to touch door handles to enter and leave the 
courtroom. This procedure provides the additional benefit of expanding the Courtroom so that 
individuals may sit outside the traditional courtroom walls and still view Comtroom proceedings 
in the event the Courtroom reaches maximum capacity. When required or deemed appropriate, 
hearings sliall be made available via video-conferencing capability such as Zoom, Webex, or 
possibly live-streaming. 

10. 
In addition to the guidelines noted above, the following guidelines shall apply to 

scheduling in-person hearings: 

(a) As used herein, the term "Large Calendars" shall mean any single calendar having more 
than thirty (30) individual cases, which are generally criminal calendar days. Whenever possible, 
the Court encourages the scheduling of calendars smaller than this threshold. Moreover, the Court 
is adopting the procedure of scheduling staggered, and thus smaller proceedings as outlined below. 

(b) With respect to Large Calendars, in the interest of keeping the Comtroom operating 
within the outlined capacities, the Court may find it necessary to adopt a procedure whereby the 
da/s calendar is broken into staggered portions. For example, one quarter (1/4) of the cases may 
be scheduled for 9:00 am, the next quarter (1/4) of the cases may be scheduled for 10:30 am, the 
third quarter (1/4) scheduled for 1 :30 pm, and the last quarter (1/4) scheduled for 3:30 pm. 
Participants awaiting their scheduled time may be encouraged to wait outside the Comthouse in 
their cars 01· in the Courthouse's atrium waiting area in order to comply with the capacity 
requirements outlined above. 

( c) With respect to scheduling, all Judges and Staff shall be mindful of other divisions of 
Superior Court and classes of Courts (State, Probate, Magistrate, and Juvenile Courts) when 
conducting business and scheduling hearings, so as not to schedule multiple Large Calendars on 
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the same day. 

( d) With respect to scheduling contested civil matters, in order to minimize the number of 
individuals in the Comtroom at a time, the Court's customary practice of scheduling multiple cases 
for the same time slot shall be suspended, and only one hearing shall be scheduled at a certain 
time. 

( e) Although parties may request an in person hearing, the Cou1t reserves the right to allow 
parties and witnesses to appear via videoconferencing. 

(f) Accommodations for high-risk individuals shall be made on a case-by-case basis. Such 
accommodations may include (but are not limited to) allowing pa1ticipation via videoconferencing 
or taking a case "out of order." Any individual who needs such an accommodation shall inform 
the appropriate Judge's judicial assistant at least twenty-four (24) hours before the matter is 
scheduled to begin. Contact information can be found at the Comt's website, 
www.piedmontsuperiorcourt.org. 

(g) Hearing notices and rules nisi shall include information about how to contact the Comt 
in order to request an accommodation or continuance for individuals who: are infected with 
COVID-19 or in quarantine due to exposure to a person with COVID-19, a member of an immune­
compromised or medically :fragile population ( or living in a household with someone who is 
immune-compromised or medically fragile), over age 65, or have small children and without child 
care due to COVID-19. 

11. 
The following guidelines, as reflected in the Department of Public Health's Seventh 

Amended Administrative order ( dated June 16, 2020 and attached hereto), which shall be 
incorporated by reference and made a part of this order, shall apply to any individual who works 
in the Cou1ihouse facility: 

(a) Courthouse employees shall be required to wear a face covering at all times when in 
the Comihouse facility. Employees who have their own office will not be required to wear said 
face covering when they are alone in their own office. 

(b) To the extent possible, the Court shall implement staggered shifts and teleworking for 
employees. 

( c) Any individual with known (via information from a medical professional or laboratory­
confirmed positive test) or suspected COVID-19 (due to exhibiting symptoms consistent with 
COVID-19) who works in the Comihouse shall isolate. An isolated individual shall remain in 
isolation until such time as he or she no longer presents a risk of infection to the public, meaning: 

(1) The individual's fever has been gone for at least seventy-two (72) hours - without 
taking fever-reducing medicine, AND 
(2) The individual's other symptoms have shown progressive improvement, AND 

COVID-19 Operating Procedures 
Jackson County 

5 



(3) At least ten (10) days have elapsed from the date the individual's COVID-19 
symptoms began 

OR 

For an individual who was placed under home isolation due to a laboratory-confirmed 
positive result, but who has experienced no symptoms of COVID-19, until at least ten 
(10) days have elapsed since the date of the individual's first positive diagnostic test. 

(d) Any individual with exposure likely to result in infection (meaning an individual 
notified by a medical professional, public health official, or isolated person that the individual has . 
been exposed to COVID-19 based upon close contact - within six feet for fifteen minutes or more 
-with a person who must be isolated as defined above) the individual exposed shall immediately 
quarantine at home or another location approved by the Public Health Department. 

(1) Each quarantined individual shall remain at home or the approved quarantine location 
for a period of fourteen (14) days from the person's last known exposure to COVID-
19. 

(2) During the period of quarantine, the quarantined individual shall talce his or her 
temperature twice daily and shall monitor any symptoms of respiratory illness. If at any 
time, the quarantined individual experiences symptoms of COVID-19, including 
cough, shortness of breath or difficulty breathing, fever ( a measured temperature over 
100.4 degrees Fahrenheit or a feeling of feverishness), chills, muscle pain, sore throat, 
or new loss of taste or smell, the quarantined individual shall be considered a person 
with suspected COVID-19, and shall follow the requirements for isolation as outlined 
above. 
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