
State of New Mexico Administrative Office of the Courts             Standard Operating Procedures 
Judicial Information Division    Updated mm/yyyy 

 

Administrative Office of the Courts 
Supreme Court of New Mexico 

 

 
202 E. Marcy Street                 (505) 827-4800   
Santa Fe, NM  87501                 (505) 827-4824 (fax) 

                                                                  
                                                                

                                                                                      

 
 
 
 

 
 

 
 

Judicial Information Division (JID) 

          Security Risk (Case & Global Party Record Flags) 
and Obstinate Visitor Orders                       

Standard Operating Procedure 

Version 2.1.0 
Updated: (02/2023) 

 

 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated 03/2023 
  

 2 

Security Flags   

COURT / DEPARTMENT / DIVISION  
This procedure is to be used by all courts.   

PURPOSE/INTRODUCTION 

This procedure is to be used after a party has been determined to be a Potential Risk and a 
Security Concern in the courts.   

 
By using the Global Party Record, all courts should be able to see the security flags for 
individuals regardless of where the original security concern was raised. There are four 
levels of security risk.  

 Level 1 indicates a HIGH RISK 

o This individual must be escorted by law enforcement while they are in the 

courthouse.  The individual must have two or more of the following 

conditions:  

 Individual has one documented Security Incident Report;  

 Is on an obstinate visitor list;  

 Has a documented threat at the court or with court staff;  

 Has exhibited that they want to do harm to the court or with court 

staff;  

 Has brought or attempted to bring a weapon into a courthouse;  

 Has had a physical altercation at the courthouse. 

o The Judge, CEO, Court Manager, Law Enforcement Officer, Security, and 

Bailiff should be made aware that this individual is in the courthouse.   

 Level 2 indicates a MEDIUM RISK 

o This individual must have two or more of the following conditions: 

 Individual has one documented Security Incident Report;  

 May have an ongoing dispute with the court;  

 Has a history of threats, violence or being belligerent to the court or 

with court personnel;  

 Has become hostile at the court or court personnel.   
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o The Court Manager needs to be aware of this individual being in the 

courthouse in case Law Enforcement needs to be called.  If there is a Law 

Enforcement Officer, Security or Security Bailiff at the courthouse, they 

should be advised that this individual is in the courthouse. 

 Level 3 indicates a LOW RISK 

o This individual has a documented Security Incident Report at one of our state 

courts.  

o This flag will let court personnel to be aware that this individual is in the 

courthouse.     

 Level 4 indicates an OBSTINATE VISITOR  

o This individual has had a Court Order issued indicating that they are deemed 

and Obstinate Visitor and security concerns may exist.   

o This individual may or may not be a party associated with a pending case.  

o The Court Manager needs to be aware of this individual being in the 

courthouse in case Law Enforcement needs to be called.  If there is a Law 

Enforcement Officer, Security or Security Bailiff at the courthouse, they 

should be advised that this individual is in the courthouse. 

The Security Incident Report and the Telephone Threat Forms are available on the 
inside.nmcourts.gov website under Human Resources > Workforce Management > HR 
Forms.  To use the Search function, enter the word Threat to have both forms display.   
 

RELEVANT DATA STANDARDS 

Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data 
standards will result in improved data collection and reporting; improved data quality; 
improved consistency in case processing; improved court efficiency; and improved ability 
to establish court staffing needs. Refer to the following data standards for any procedures 
that may or may not be specifically mentioned in this SOP:  
 

General  Case Specific  
1.1.0 Intent 2.3.0  Adult Criminal Data Standards; Parties 
 3.3.0 Juvenile Delinquency/Youthful Offender Data Standards; Parties 
 4.3.0 General Civil Data Standards; Parties  
 5.3.0 Domestic Relations Data Standards; Parties  
 6.3.0 Domestic Violence (Orders of Protection under the Family 

Violence Protection Act); Parties  
 7.3.0 Adoption Data Standards; Parties  
 8.3.0 Abuse and Neglect Data Standards; Parties  
 9.3.0 Probate Data Standards; Parties  
 10.3.0 Mental Health Data Standards; Parties  
 11.3.0 Appellate Data Standards; Parties  
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NAVIGATION AND STEPS 

Setting up security flags in Navigator involves two steps.   

o Create security flag on the Global Party Record 
o Create security flag on any pending Cases.   

 

Global Party Flag  

1. Begin by using the Find a Party from the Navigation Bar.  

2. Enter the name of the party you are trying to locate.  

3. Use Soundex to ensure you access all potential records.    

 

 

 

 

 

 

 

 

 

 

4. Review all available records to determine if multiple Party IDs exist for the same 

party.   

a. Look at Name, Date of Birth (DOB), Social Security Number (SSN) , Driver’s 

License Number (DL), Address, etc.  If 3 or more of the identifiers match, 

submit a Service Desk Ticket to merge party records together.    
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i. In this example, note that the first two records show the same name, 

DOB, and SSN but 2 different party ID numbers. The third record does 

not have the same DOB or SSN.  In this scenario a Service Desk Ticket 

should be submitted to JID to merge the first two party records. 

II. In the Service Desk Ticket, include the Party Name, matching 

identifiers (in this example, the name, DOB and SSN) and party record 

ID numbers in your Service Desk Ticket.    

 

5. Once the records have been merged or it has been determined that there is only one 

Global Party Record for the party, click into the record and go to the Additional Tab.  

6. Click on the plus sign for the Caution Flags.  
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7. Click on the appropriate Potential Risk Level.  

8. Click on Continue. 

 

Case Flag  

A Case Party Flag(s) must be manually added to every case the party is associated with.   

 Begin in the case  

9. Click on the Detail Tab.  
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10. Click on the plus sign on Case Flags.  

11. Using the drop down arrow, select appropriate Security Risk Level. 
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12. Click on the picker box next to parties to open the Select Case Party box.  Check the 

box next to the party name of the person is deemed a security risk.   

13. Click on Continue in the Select Case Parties box.  

 

 

14. Click on Continue in the Add Case Flag box.  

  

 

15. Click on Save in the lower right hand command box to save your work.   
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Obstinate Visitor Order for Case Party  
 
In some instances, a judge may sign an Obstinate Visitor Order.  If an Order has been 
signed, it should be file stamped to indicate date and time of filing.  The Obstinate Visitor 
Order is not docketed in a case.  The Order shall be attached to the Global Party Record.   
 
If an Obstinate Visitor Order has been entered, you must send a copy of the Order to the 
AOC Court Security Manager.  
 
Follow the same instructions mentioned previously regarding Global Party Records and the 
merging of party records.   
 
 

1. Once the records have been merged or it has been determined that there is only one 

Global Party Record for the party, click into the Global Party Record and go to the 

Documents Tab.  You can scroll through the tabs or click on the asterisk and click on 

Documents to take you directly to the tab.   
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2. Click on plus sign to add a document.  

3. For Name field:  type “Order”. 

4. For the Type field:  use the drop down list and select Obstinate Visitor Order. 

 
 

5. Attach or Scan the document to the entry.   
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6. Save.  

 

 
 
 

 
7. Refer to previous steps to add the Global Party Flag and the Case Flag using the 

Security flags for – Obstinate Visitor.   
 
 

These are not case documents.   Follow your local procedures for housing of documents 
scanned to the Global Party Records.   

 
 
 
 
 
 
 
 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated 03/2023 
  

 12 

 
 

Obstinate Visitor Order for Non-Case Party  
 
If an Obstinate Visitor Order has been signed for a non-case party.  
 

1.  Open a new Civil – Administrative Miscellaneous Order case in the appropriate 
court.  
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2. Use the Parties tab and add the party using the “All Types” party connection. 
3. Select “In the Matter of” as the connection type  

 

 
 
 

4. Make sure the party is marked as “Party” and not “Participant”.  
a. Follow normal procedures when searching and/or creating a new party in 

Navigator.   
b. If personal identifiers have been provided on the Order, enter that 

information into Navigator.    
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5.  In Causes tab, select “Other” as the cause of action.   
 

 
 

6. Refer to previous steps to add the Global Party Flag and the Case Flag using the 
Security flags for – Obstinate Visitor.   
 
 

These are not case documents.   Follow your local procedures for housing of documents 
scanned to the Global Party Records.   

 
 


