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F'OHEHOHD 

During tho spring llnd GW1\llY.!t" of 197i.i, the Criminal COU1:t!1 Techn.i.c.:ll 

[ .. saist'lnca Px:o)ect r('cc~ved rcque~t!l [rom three stilten -- Conn<.~c\:.icut, 

Hichig<ll\ nn:l N(1W 1ti1.mpshire -- to develop II mcLhoc101oqy [or u$scssing thl 

'trilining !leetln of. court. support pcrHonncl which might ~ubr:\.'qucl1t.ly servo 

as the bani.!> for iln on-going educational progri\m. Each of ·Lhc.'sc reqUt~nls 

d1ffered in terms of the. level of prior tr.Jlning development undcrt'nkel1 

in the.:. pnrlicul<lr slate, the scope of needs which hud to be flddrc5sed <lnci 

Ule organizationill resources aVuilable to address these needs. It W<lS 

fel t, hO\vever, th(;lt, together, t.!1cse request.s represented the concerns of 

a nwnber of other states <lnd that the te.chnic<ll <lss.l.stance provided 

could be of potential utility to a ~arge nun~er of jurisdictions. 

In responding to thene requests, the projcct sought to draw upon the 

experienccs and perspectives of persons who had practical knowledge and 

experiencc in developing staff support training curriculd and wilo cou1L1 

work with the local officials involved to develop a training needs 

assessmcnt which would be of immediate utility to the state involved as 

well as serve as a planning tool [or other states contcmpl<lting dcvelop-

mcnt of an educ<ltional p'r'ogr,mu for. court stilff. The consultant!; assigned 

to Ud.s task were: Francis Brcmson and l-Ielvin Hixner, both of the 

Cleveland Court 11ilnilgcmcnt Project, \>'ho had recently completcd a largc-

scale nee do assessment for all court support personnel in Cuynlloga County, 

and Dr. Dol.e Letevcr, J\ssoci.:\te Director [or Fclculty Development a,t- the 

Association of J\rllerican 1-1edicu l colleges. Dr. Lefever hils worked cxten-

sivcly in developing and conducting support utuff tr<l.i.ning progr,'lnls, boUl 

[or court perGonnel and oLher d.i.:JciplincD, lind h;\!l opent a number of. 

YCilro working with court trainillg progrnm,l in folichi<)ilO. 

-1-
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Mssro. Dren\!Jon fl'\U Hixl10r focuosed 'theit; offort!] primarily upon tho 

Hichigan assignment which required development of a comprehensive method-

ology for. nurveying tho more thnn 5,000 court personnel involved. since 

tho State Court I\dministrD.tor'o Office hltd already launched a number of 

trai.ning programs for therie court oLa[[s, tho focus of technical a!)sistancc 

was upon providing an .J.nalytic design for conducting the nurvey, evaluating 

the survey results, and subsequently developing a long-term educational 

progrD.m which would build upon the training efforts alreu.dy begun. 

Dr. Lefever reviewed the design ilnd provided comments purticu~arly in 

rcgilrd to the pilot testing and implementation which arc incorporated in 

the final relmrt. 

'l'he Connecticut and New lI.:lmpshire reports arc primarily the result of 

Dr. Lefever'n efforts with review and comment provided by Hr. Bremson. 

The reports of these assignments are geared to utilizing questionnaires, 

group meetings and personal interviews as the major meclianisms for assessing 

clerk's training needs. The desirability of this approLlch was dictated by 

the 'relatively limited geographic areas of these states and the small 

number of court staffs involved. 

For COIU1C.!cticut, whose clerks number 114 and where relatively little 

information is currentiy available concerning job responsibilities and 

little prior cler\o:.s' training programs have been undcrt<1ken( the rcpor.t 

proviucs a met.hodology for developing a sti.\tistical profile of the clerka, 

a compilation and analysis of tlle statutory duties of these clerks 

(includi~g the impact of .recently enacted court merger legislation) and 

an outline for a training program which will address clerk functions, 

job-related problems and clerks' preferences for education and training 

areilS. 1\n additionnl component of the Connecticut request was to provide 

-H-
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background <,00 pol:apectivo rogllnHng the potcntil'l douign ane.:: tlui.nltm.,;c 

a support stoff program ~~0ht toke. In ~ll~ r0~nrd, the Project otaff 

met with t~i',: statu Juciic.ial r, r1 ucation Officer, Anthony fiBser, who l~ad 

requested the 8snistallce, to discus!! the (object ~'JCS the prog:'-,'lm w?uld 

have and to ider)tify relevant information \','hich would bear on its design. 

In bddition, ~IC Project arranged for Mr. fjsDer to participate in ~IC 

plnnn".ng sessions for the t-lichigan assignment, which further explored 

tllese prngrnm issues, and to moet with Sofron Ncdilsky, Dirc~tor of Ole 

WiDconain Judicial Education Program. 

Ii slightly dif[el~ent approcJch was uDed for the New Hampshire assign-

In('nt. Unlil<e the Hichigan und Connecticut reques ts, w!;ich were gCilrcd 

to gathering preliminary survey information prior to planning the educa-

tional pr:og!:am, the New Hampshire request required the development of a .. _ ... -' 
pilot conference program for the state's clerks which would both respond 

to their lraining needs as well as.l?ermit further assessment of these 

needs. 'fhe report, therctore, describes the format clnd content of a. ., 
" 

two-day con[eren~e and Lhc approach utilized lo provid.e immediate infor-

mation from the pnrticipants concerning their training needs and to develop 

a consensus which could be the bnsis for subsequent training programs of 

general ilpplication to nll district and municipal court clerks in the 

state. 

'1'11e report which follows describes the methodology for assessing 

clerks' training needs in New Hampshire. 'l'hc methodologies developed 

[or Michigan and Connecticut: are provided in separate reports of this 

-iii-
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I. INTROnUCTJ ON ---------

This report presents a model for the Clssessment of the tl'aining 11£.'('(\8 

of District und Hunicipnl Court Clerks in the Stute of New HampshIre. It 
\"OS developed in response to n request from the NC'I" J!~ltllpshirc Administra­
tive Coounitlec of the DJ.strict and ~!unicipal Courts ",ieh regard to the 
initiation of a stptewide clerk's training program. 

The Administrative Committee and the Clerks Association designated 
September 8 and 9, 1976 as the da tes for a pilot conference tha L \yould fo­
cus on the assessment of training needs. 

The assistance requested in support of this conference wao: 

1) Help in developing both the format and content of the 
sessions, 

2) llelp in identifying and providing three-four resource 
persons who would conduct the sessions, and 

3) Help in designing a methodology [or assessing the long­
term training needs of the district and municipal court 
clerks during the conference. 

Mr. Samuel L. Hays, Secretary to the Admin:i,strat:l.ve Committc.e {ind 
Mr. R. Dale Lefever, project consultant, met in Washington, D. C., on August 9, 
1976 to begin thp design of the t\"o-day conference. It \'las decided at tlw t 
time that officers in the Clerk's Association he involved in ~le planning and 
that the actual program use clerks as resources. Ms. Mnry Kitson, President 
of the Clerk's Association, and Ms. Judy Johnson, Vice-President were asked 
and agreed to assist in this project. 

Since this \vas the first conference of its kind, particular attention 
\U1S paid to the design of the progri1m. Hr. Il.1Ys and Nr. Lefever mct in 
Boston, Hassachusetts on August 20, 1976 <lnd again in Hartford, Connecticut 
on Septcmber 3, 1976. At: Lhe last mccUng Ms. Kitson nnd Hs. Johnson were 
also present. The conference agen.cia (Sec Appendix A) was developed at lid s 
time. 

The focus of the conference WilS on seJ.f-pcrcei "cd trni.n:i.ng needs. It 
\>lOS [clt that greater commitment to future trllinlng pror,rnms would result from 
involving the clerks directly in the initial. pi1:1HC of the nSneHStl\(!nt. 'fha 
relJlainder of. this report \"il1 describe the format nnd c.ontent of tile two-
dny conference and includes a description of clerk functions, problems, and 
preferences for training. 

I 
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A. Analysis or Exintin& Situation 

There are six different types o[ courts in Nm, Ilmnpshire. F1ve of 
them are state courts: supreme, superior, probote, district and municipn1. 
The si.xth court :I s the United Stutes di.slrict court. This program included 
clerks fr.om only the district find municipal courts. 

A comprehel1s1ve system C'[ judi.ci<ll districts oach wi.th a district court 
\.Jus orgnnized, consliLuL(~d l.nd eSLabLishec1 on July 1,1964. The cities and 
towns of the state were divided into tllirty-sevcn di.stricts ench with n 
district court. This system remained unclwl1gcd until the 1969 legislature 
established the Lincoln and Nl~w London district courts by rt'vising the 
Plymouth (in the case of Lhlcoln) and Franklin and Henniker (i.n the cnsc of 
New Lond0n) districts. 

Each district court has 0 justice, special justice and clerk who arc 
paid an annual salary \",hich is established by the statutory formula (casc­
load) and paid by the l1lunicJpali~y in whi.ch the court is locnted \V.ithin the 
district. In Nnnchester, Nashua, Concord, Keene, CJnremount, Port!>mouth, 
Berlin, Dover and Laconia, sessions of the district courts arc held not less 
than [ive days cuch \</cek, and :in the remaining cities not less than t\% days 
each week. Sessions or district and municipal courts located in towns must 
be held not less thon one day each ~eek, except in those courts where the 
annual number of cases for the last three years is one hundred cases or less. 

These courts have original criminal jurisdiction, subject to <1ppcal, of 
all crimes and offenses committed within the district i.n which such court is 
located which are punishable by n fine not exceeding one thousand dollars, or 
imprisonment not exceeding one year, or both. Provided that when a municipal 
court hus been r.etained in a town \"tthin the district, tbe municipal court 
shall have original jurisdiction over offenses committed in that town, 811bject 
to opp0al to the superior. court. The district courts <11so lluve preliminary 
jurisdJ.ction of felonies with authorJty to conduct preliminary lw.:1rings and 
to bind ovel~ or hold respondents for the superior court. These courts also 
act as juvenile courts. 

The municipal courts, all located In towns, hal d scss:i_ons weekly} or as 
the convenience of liti.gants may require. Tll('Y have original jurJscl1.cUol1 
of criminal offenses committed within the confines of tlie tmm i.n which such 
courts arc locatt!cl which nrc punishable by fJne not 0xcecdinr, five hUlldn'd 
dollars or imprisonment not excl!eding one year, or bOLh, subject in nIl such 
cases to right of appeal to the superior court and trial by jury. Truffic 
violations comprise mOllt of the business of these courts. They also hnV0 
jU1:isdicUon oS: felonlc!3 \-lith authority to conduct pn:~ljmi.nary exnminntions 
LInd to b1nd over respondents to the superior court. Th<\ municJ.pnl cOLlrts 
also act as juvenile COUl."ts. 

These courto have nO civil jurisdiction except in landlord and tennnt 
actions tn which ti.tlc! to real estate 18 not involved, flubj('ct~ hm.Jever, to 
r.ight of nppeal to the BUPCY':l.Or. court. Simpl tfl cd procedure hllR been estnb­
lished for smull claims in wllleh tho dC'\)t or damages exclusive of i.ntcrcBt 
ond costs docs not exceed two 11undred dolloru and title to real estote is not 
involved. 

-2-
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Implic tt in the above descriptions of the t\>lO courts is the issue of 
multiple clerk functions relative to size, nature, ond frequency of court 
sessions. There are, therefore, three general clnssificLI tions of clerks. 
There arc full-time clerks in [ull-time courts, full-time clerks in pnrt­
time. courts, and purl-time clerks in part-time courts. While there are no 
vrittcn job descriptions associated \>lilh any of these cntcp,ories, these 
divisions nre relevnnt to octunl functions performcd. 

The task of the conference was to identify the primary [unctions of 
clerks and how they differed, the problemA clerks \vere experiencing, and 
the types of training programs they considered valuable. 

13. ~lethodo12JIY for Asscs~>ing Traintng NccdA 

The determination of training needs requires careful digging of focts, 
frequently with inadequate tools. It is difficult, frustrating, and of Len 
conducted under pressure to get aomcthing, just anything, going. Conse­
quently, mnny training efforts are begun without any goal, continued With 
no purpose, and end with no results. l 

The approach used in thIs projQct WRS an attempt to avoid the develop­
ment of meaningless training programs and consisted of the following steps: 

Step L Presentation and exercise in group problem 
solving 

Step 2. Individual and group specifications of 
primary functions of clerks 

Step 3. Group specification of skills required in 
the conduct or primary functions 

Step 4. rridividual and group identification of 
prioriLy problems 

Step 5. Individual identification of preferences 
for tra:l.ning. 

lA plll:l1phral:le of II statement by Will1.nm HcGchce Rnd Pl1tl1 N. Thayer, 'frlltnJng. 
in Business and InduHtry, (New York: John W1.1cy and Sons, Inc., 1961). 

-3-
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Step 1 

These clerks \vcre relatively inexperienced in \vo1'king together in 
groups und were accustomed to tile more traditional lecture-type presenta­
tions where they had only Ll passive role. Since this conference \vus to 
focus on individual needs and group consensus, a brief introduction to group 
concepts was included. 

This involved a presentation on ttHhat It Tnkes to Be n Group" where the 
following seven characteristics of a group were reviewed: 

1) A COWDon goal or task 

2) A clear role for each member 

3) The ability of each person to contribute 

4) The potential for resolving an issue 

5) Freedom to act 

6) No single expertise 

7) A meaningful task. 

The emphasis was on their responsibility for contributing to the product and 
the need to consider everyonc's input. 

The participants were also asked to complete individually and as a 
group the Ni\SA Space Exercise (Sec i\ppendix B ). Th1.s exer.cise gave the 
participants (grouped by caseload) ok the opportunity to work togetl,cr Hnd to 
sec the potential for individual and gr.oup problem solving. 

Step 2 

In the absence of any written job descriptions or single classificat:l.on 
of clerks, there \vas the need to make explicit the pd.Illal~y functions of tile 
clerks. 

The first step in this two-step process involved Hsking cHch individual 
to list the:l.r primHry responsibilities. These \oJere then discussed wi thin 
each of the four groups. 

The second step involved the identificnti.on of the five IllOSt importnnt 
functions determined by group conscnsus. The summary of these fOllr groups 
as well as un overall summary is provided in i\ppendlx C. 

Thesc functions were discussed with the pnrticipnnta to guaruntee suf­
ficient specificity und ~o identify differenccs between groups. 

*The participants were divided into four groups based on cuselouds of 
(500-1,500), (1,500-2,000), (2,000-3,500), und (3,500i0. 

-4-
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Step 3 

This step wus intended to prompt the participants in considering sk111s 
ussociated with the five. priml.ll:Y (unctions agreed upon by their group. 

This activity, however, wns not particularly successful. While one 
reuson \ ... a8 lack of -time (on] y 15 minutes), othel: factors \.,.ere apparently 
involved. Several comments [rom participanLs suggested that since every­
thing was learned on Lhe Job, it \WS tli.[ficult to isolate specific skills. 
The limltcd results of this step suggest that it shoultl either be eliminated 
or revised to make it more relevill1t to the process. 

Step 4 

Once the partic1pnnts had identified, prioritized, and discussed their 
functions dnd related skills they were asked to foclls on the dJ.fficulties 
they experIenced in fulfilling t'l('!ir iunctions. 

This step wns completed using the "Nominal Group Process. 1I This is a 
formal process which structures the identification and ranking of individual 
and group problems. The steps of t~e technique are: 

1) The individual listing of problems 

2) Round-robin listing of problems on a ffip chart 

3) Individual ranking of top five problems 

4) Scoring of group totals 

5) Discussion 

6) Second ranking and weighting of top five problems 

7) Final Scoring 

8) Discussion. 

The results of this step arc listed in Appendix D .. It should be noted 
that the pm:ticipants were not confined to problems they fell vlore adcJn'ss­
able through train:i.ng. Ruther, thoy were simply asked to respond to the 
question, "What Are The Host Common Problems You Experience In The Conduct 
Of Your \.Jorlc As A Court Clerk?" 

Stop 5 

The final step wus the translation of probl.ems into individual pre(er­
ences [or training. Poll.o\ving a discussion of: the priority problems identi­
fied by each of the tour grouptl, each pllrticipnn t \oJafl MJkcd to list up to 
ten Llrcas where ho or. sbe dcslrcd tnd.nJng. The overall (lnd the group re­
sults arC listed in Appendix E. 

-5-
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This sequcnce of structured activities was used to produce n product 
in \~hjch the clerks would have confidence. Thet'c WOB II combination of 
individual and group input which reflccted the need to represent lndivldunl 
needs as well as group conHcnsus. 

This model proved to be quite efficient, as opposed to mail surveys, 
in producing an 1.IIunedinte asst'ssment of training ne<.'ds. There Hero many 
other issucs besides tral ning tlw t were also ai.red and discussed. A b1'1.o£ 
analysis of the various components is included in the follmdng section. 

C. Summ:n-y of Issues Raised 

A thorough analysis of this conference should be conducted by Mr. Itays 
and membeJ:s of the Administrntive ,md Cler.ks Committee. The follow1ng com­
ments arc intended only to highlight some initial issues. 

There was n high level of consensus concern:Lng the primary functions of 
clerks. The only exception Has the inclusion of personnel management func­
t:Lons by the larger courts (3,500+). The primnry differences involved volume 
(caseload) and full-time or pnrt-time employment. This consensus regarding 
funct:Lons is important :Ln designing training programs with brond application 
to clerks. 

The summary of the nominnl group process indicnted some greater dis­
t:Lnct:Lon bct~ccn courts. The smallest courts (500-1,500), for inntancc, 
Nere the only ones to list problems Hith police as a priority. One simple 
explanat:Lon is that smaller courts are :Ln smaller to\ms where only one ot' 
two police are involved and may be less efficient. Salnry was the key issue 
for the third group (2,000-3,500). This group was in the middle between 
medium and large and considered the caseload criteria inndequate for deter­
min:Lng salary. WlJ.le they worked in part-time courts, they \vorked full-time. 
The large group (3,500+) HDS the only group to list personnel management DS 
a problem nrea. This is eas:Lly understood by the staffing patterns and 
simply strengthens the need to describe differences between clerks on the 
basis of size and not simply functions. 

The prefcrences for train:Lng followC'd nnturnlly from problems nnd indi­
cated n good consensus on at lenst five topics. Thc preference [or person­
nel management training again reflected the supervisory functions of clerks 
in tIle larger courts. A caution should be taken, however, not to assume 
that clerks 1.n smaller courts hnve no future needs :Ln this area. As courts 
cont:Lnue to grow, staffing will incr.ease and carry the associated responsi­
bility [or supervision. 

The relationship that developed Iwtwccn functions, problems, and pre­
fer.ences for tr,d.ning W,1S strong. Hi.th the exceptl.on of HIHICC/ facilities. 
salary, nnd increased clerical aSRistance the opportunitics [or designlng 
releVAnt trainIng programs is clear. For clerks who nrc hired without any 
formal training, the needs represent direc,t nnd lIddrcsBlIblc 1sSUGs. '1'h01 r 
intercst in improving their sld.lls i8 strong. Prompt <1t:tent:ion to tht' trai.n­
ing needs :ldentl,fierl should produce good results in individual as Hell aB 
overall court effic:Lency. 

-6-
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II. ltECOHHENDAT10NS 

One of the 1Il0st obvious strcnp,ths of this project was the COllllllitl1wnt 
on the part of the AdmLnlstnll:ive Committee to act on the results of the 
IlS1WSSl1lCnt. 1n kt'epi.ng wilh this strong support it is recOIlUTlCndL'd that: 

1. Thc Admin:l.stratlve COlllmittee review this report nnd 
distribute it or. a summary to the clerks and their 
judges. 

2. The individual judges meet with thei.r respective 
clerks to discllss the problt!Ol arcas for possible 
indj.vidual solutions. 

3. The tt-aining progrnl::s developed be designed to inc] ude 
all district and lIlunicipal court clerks. 

4. The first training program be held within ~le next 
six months, if possible, to capitalize on the interest 
generated by this progrnm. 

-7-
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III. SUHHARY ----

The model lIs!'d in LIlls project for nSl4essing training needs Iwd 
severnl basic objectlvcd: 

1. To provide innned in La 1n[ormn tion concern.l ng training needs 

2. To provide consensus concerning lrnining needs thnt would 
resulL in pn)gr:lI11s huv.ing gl'ncrnl npplicl1tion to nJ 1 
district nnd municipal court clerks, 

3. To present trnlning lweds as the pl:odl1ct of fllnctions and 
job-related problcnw, and 

4. To involve lilc clerks directly In the asscssment process. 

The model \"ns successful \"i.th respect to these limited objectives. 
The rCDl lssu~, hm"ever, is the extent to Ivhic.h this informadon Io/Ul be 
useful Lo those wllo \vi11 design the ,lctu<11 training sessions. An ('val­
uation at that Llme \o1il1 providl~ the best judgment concerning tlll.' utility 
of this approach. 

-8-
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App·endix A: 

Appendix 13: 

Appendix C: 

APPENDICES -_._._-

Conference Agenda 

NASA Space Exercise 

1. Individual Worksheet 
2. Group \.Jorkshee t 

Primary Functions of Court Clerks 

1. Prl.lllary Func tions/Responsibili ties 
of Court Clerks 

2. Summary of Primary Functions/Responsibilities 
of Court Clerks: Cnsclond 500-1,500 

3. Summary of PrilTl.:1ry FUl1ctions/Rl'sponsibl11tics 
o[ Co~rt Clerks: CascJ.ond 1,500-2,000 

4. Summary of Prilllary Functions/Responsibilities 
of Court Clerks: Casclone! 2,000-3,500 

5. Sunullary o[ I'd nw ry Func tions/Hcsponsibil i ti.cs 
of Court Clerks: Casclond 3,500+ 

Appendix D: Nominal Group Process Results of Clerks' Problellls 

1. Summary Report [or Clerks \.Jitll Caseloae! of 
500-1,500 

a. Prioritized List of Problems 
b. Individual Problem Areas 

2. Summary Report [or Clerks with CnsQload of 
1,500-2,000 

a . Prj 0 r i t i z l' d Lis t 0 f l' r n hIe ms 
b. Individual Problelll Areas 

3. Summary Report [or Clerks with Caselond of 
2,000-3,500 

a. Prior J tl.:wd L:l.s t of Problems 
b. Individual Problmn An'lls 

4. SUlnmary Report for ClcrkB 'tiLth ClHWlollc.l of 
3,500+ 

o. PrioriLized LiRt of Problellls 
b. IndLvidunl ProblulIl Arcn" 

-9-
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APPENDICES (continued) 

Appendix E: Clerk Prefcrences for Training 

.. 

1. SUIl1mm:y of IncIi vidual Clerk Prefcrences 
for Training 

2. Incl1.v1.duil1 Court Clerk Preferences for 
Tndning 

B. Cnsc10ad 500-1,500 
b. Cnse10ad 1,500-2,000 
c. Cnsc10ad 2,000-3,500 
d. Caselond 3,500+ 
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i\PPENDIX i\ 

CONFERENCE AGENDA 

COURT CLERKS HEETING S0ptCI:lbC'l" 8, 1976 
2_£.plL'mbcr 9 I J 976 

WednesJnYI Septcnilicr 8 

9:00 9:30 

9:30 9:45 

9:45 - 11:45 

Registrntion and Coffee 

Helcome and Overview of Seminar 

Samuel L. Ilnys 

Review and Discussion of Court Rules 

i\dministrative Con~ittee 

(Coffee in Meiting Room) 
" 

Introduction of Training Needs i\ssessment. Dale Lefever 

Lunch 

Present;).tion and Discussion of Group Problem SOIVitlg 

Presentation and Discussion of Individual Clerk 
Needs and Court Goals 

Group Discussions of Responsibilities und Functions 
of Court Clerks 

Plenary Discussion and Ranking of Clerk Functions 

Group Identification of Skil.ls Required for Clerk 
Function 

Plenary Discussion of Skills Required for Clerks 
-----------------------------------------------------------------------

Thursday, September 9 

9:00 9:15 

9:15 - 10:30 

10:30 - 11:00 

1l:00 - 12:00 

12:00 - 1:30 

1:30 2:30 

2:30 3:00 

3:00 

Introduction of Training Need i\ssessment Techniques 

Small Group Identi(ication of Job Related Problems 

Plenary Discussion oC Job Related Problems 

Small Group Identification of Training Needs 

Lunch 

Plenary Discussion of Priority Training Needs and 
Preference [or Programs 

Alcohol Surety Action Program 

i\djournment 

-13.-
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APPENDIX 13 
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NASA SPACE EXERCISE 
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APPENDIX B 

1. NASA EXERCISE INDIVIDUAL WORKSHEET 

INSTRUCTIONS: You arc a member of a sp41ce crew originally scheduled to rendezvous 
with n mother ship on the lighted surface of the moon. Due to mechanical difficulties, however, 
your ship W(lS forced to l41nd llt a snot some 200 miles from the rendezvous point. Durin::! l;lndin~J, 
much of the equilJnlcnt aboard WilS d41miJgcd, and, since survivLlI dqlCl1ds on rC:Jching til" mother 
ship, the most criticLlI items nv::tilable must be chosen for the 200-mill} trip. Unlow 41rc listed the 
15 items left intnct and undnnwged nrtcr landing. Your task is to l'iJnk order them in terms of tlleir 
importallce to your crew in <lIlawing them to rCiJch the rendezvous point. PI'lce the number l'by 
the most irnportr>nt item, the nurnber 2 by the second most irnport41nt, 41nd so on, throUDh 
number 15, the least important. You have 15 minutes to complete this pilnse of the exerci~f!. 

" ..... 

___ Box of matches 

___ Food concentrate 

50 feet of nylon rope 

PariJchute silk 

___ Portable heating unit 

___ Two ,45 culibre pistols 

___ One cuse dchydrutcd Pet milk 

___ Two 100-lb. tnnks of oxygen 

___ Stellar map (of the moon's constellation) 

Life raft 

Magnetic compuss 

5 gullons of water 

Si£lnul flares 

First aid kit containing injection need;es 

___ Solar-powered FM receiver-transmitter 

-12-
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. APPENDIX B' 

2. NASA EXERCISE GROUP WORI<SljEET 

INSTRUCTIONS: This is an exercise in group decision·making. Your group is to employ 
the method of group comensus in reaching its decision. This means tl1<.11 the prediction for eilch 
of the 15 survival itr.rns must be ngrl!ed upon by each group rlll'tnuN before it hecomes a pJrl of 
tile group dedsion. COf15f!nsus is difficult to re<tch. Therefore, not every ranking \'Vill mel)t with 
everyone's cornpletC) approval. Try, uS a grOllp, to make each r1ll1kil1tJ one with which all nroup 
members can tlt Icast partially (lgree. Here me some nuides to usc in rCilci1ing consensus: 

1. Avoid ar~luing for your own individual judgrnents. Approach the tnsk on the 
basis of logic. 

2. Avoid changing your mind only in order to reach ngreement and avoid conflict. 
Support only solutions with which you arc able to agree :;omewi1at, at Icast. 

3. Avoid "conflict-reducing" techniques such as majority vote, averaging, or 
trading in reaclling your decision. 

4. View differences of opinion <lS helpful rather thun <lS a hindrance in decision­
making. 

Box of matches 

Food concentrnte 

50 feet of nylon rope 

Parachute silk 

Portable heating unit 

Two .Ll5 calibre pistols 

One case dehydrated Pet milk 

Two 100·lb. tanks of oxygen 

Stellar map (of moon's constellation) 

Life rnft 

Magnetic compuss 

5 gallons of water 

Signal flares 

First <lid kit containing injection needles 

Solar-powered FM receiver-transmitter 

-13-
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PRIHARY FUNCTIONS OF COURT CLEHKS 
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APPENDIX C 

1. Primary Functionsl Responsibilities of 
Court Clerks 

1. Hanage Court Correspondence/lnqutries 

0 Small Claims 
0 Ci.vi.l Writs 
0 Hni.vers 
0 MoUons 
0 Abstracts 
0 COlltJnunnces 
0 Notice of Ilea rings 

2. Schedule Court Activities 

o Criminal and Civil Dockets 
o Juvenile HcarJllgs 
o Small Claims Hearings 
o Arraienmcnts 
o Judges 

3. Attend Court Sessions 

o Gall Gourt To Order 
o Read Defendant Rights 
o Read Complaint 
o Read Disposition 

4. Haint.:lin Court Records 

o Number 
o Docket 
o File 
o Dispose 

5. Hanage Court Monies 

o Collection 
o Accounting 
o Depositing 
o Disburscmcn t (Payment of bills, witness fees) 
o Installments 
o Honthly Reports 



,I 
,I 

I 
t 
'1 
1 

i 
;·1 

H 

'~~-~'~-~--===~-""""'---'-""""",,-----"""'--";';";"--"~"";:-=':" 

,: '~ 

APPENDIX C 

2. Summary of I?rimnry Function8/R~spons:tbi1itics 
of Court Clerkn 

Date: September 8, 1976 

Group Identification: Cnseload 500 - 1,500 

Number of Participants: Seven 

1. Maintain All Court Records 

o Numbering 
o Docketing 
o Filing 
o Disposition 

2. Manage All Court Honies 

o Collecting 
o Accounting 
o Depositing 
o Disbursement (Payment of bills, \vitness fees) 
o Installments 
o Monthly Reports 

3. Schedule Court Activities 

o Criminal and Civil Dockets 
o Juvenile Henrings 
o Out-of-Town Judges 
o Smull Claim Hearings 
o Bail Arraignments 

4. Nanage Court Correspondence/Inquiries 

o Slnnll Clailils 
o Cj.vil \.Jrits 
o Haivers 
o Motions 
o Abstracts 
o Continuances 
o Notices of lIeurings 

5. Attend All Court Sessions 

.., " 
I 

0 

0 

0 

0 

Call 
Rcnd 
Rend 
RCLld 

to Order 
Defendan.t Rights 
Complaint 
Disposi.tion 

-15-
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APPENDIX C 

3. Summary 0.£ Primary functions/ReRponsibilJ.ties 
of Court Clerks' 

September 8, 1976 

Group Identification: Cnselood 1,500 - 2,000 

Nunilier of Pllrti~ipDnts: Five 

1. Haintnil!i All Court Records 

o Numbering 
o Docketing 
o Filinr; 
o Disposition 

2. Haintain Accurate Receipts and Disbursement of Court Non1es 

o Collecting 
o Accounting 
o Depositing 
o Disbursement (Payment of bills, wttnesD f-ces) 
o Installments 
o Honthly Reports 

3. Schedule Court Activities 

o Criminal and Ctvil Dockets 
o Juvenile Hearings 
o Small Claim Hearings 
o Arraignments 

4. Submit Abstracts To Hotor Vehicle 

5. Act As Liaison Between Court, Police, Attorneys and 
Public 

-16-
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APPENDIX C 

4. Summary 0-£ i'rimllry ~~unctions/ReBpons:f_bilities 
of Court Clcl,-ks ' 

Datc: September 8, 1976 

Group Identification: Cascload 2,000 - 3,500 

Number of Participants: Eight 

1. Con~lctc Responsibility For Managing Court Activities 
o Haitltcnancc of Records 
o Submission of Reports 

2. Schedule Court Canes 

o Criminal and Civil Dockets 
o Juvenile lIearings 
o Small Claims Hearings 
o Arraignments 

3. Maintain Receipts and Hnndle Disbursement of All Court Nonies 

o Collecting 
o Accounting 
o Payment of Bills 
o Installments 
o Honthly Reports 

4. Public Relations/Intermediary Between Judge and Public, Hedia, 
and Attorneys 

5. Manage Court Correspondence/Inquiries 

o Abstracts 
o Writs 
o Continuance 
o Hearings 

-17-



APPENDIX C 

5. SUl1ull<lry of l?dnlllry Functi.ons/Responsi.bilitlcs 
of COUl;L Clerks 

DnLc: September 8, 1976 

Group Identification: Caseload 3,500+ 

Number of: Participnnts: Eleven 

5 

1. Assist Judge In Court 

0 Make Sure Complaints Arc In Order 
a Read Defendants IUghts 
0 Read Compla:l.n ta 
0 Read Disposition 
0 Collect Fines 

2. Personally Carry Out or Supervise the Implemcnlat1un of Court 
Procedures 

o Criminal Trials 
o Civil 
o Small Clo:!.ms 
o Juvenile Ilearings 

3. Hire and Train Personnel 

4. Ensure Statutes Pertaining to Clerk Functions Are Carried Out 

a Monies Disbursed 
o Statistical Reports 
o Financial Reports 
o Abstracts 
o Dockets 

5. Serve As Liaison Between Court and Police, Attorneys, and Public 

-18-
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APPENDIX D 

1. SlInunnry Report of Nominal GL"OllP Proccss Mceting 
on District and Municipal Court Clerk Problems 

Date of Meeting: September 9, 1976 

Task Statemcnt: Hhnt Are The Host Conmlon Pt\;olems You Expcri­
ence In The Conduct Of Your Work As A Court 
Clerk? 

Group Identification: Caseload 500 - 1,500 

Number of Participants: Seven 

a. PRIORITIZED LIST OF PROBLEMS 

]?riority Problem Polnts Hci~ 

I Collection of fines by installment 23 160 

II Processing Arnall claims (Out of pro- 15 70 

portion compared to other cases) 

III Ltlte submission of complaints by 11 60 
police 

IV Incomplete tnformatJ.on on complaints 7 40 
written by police 

V Collect:!.on of defaults in motor 5 110 

veh:!.cle cases 

VI Increase in frequency of cont:lnuDnccs 5 35 

-19-
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APPENDIX n 

Individual Problems for Court Clerks 

Cascload 500 - 1,500 

Problem Areas 

1. Collection of defaults in motor vehicle cnS0S 

2. Inadequate space 

3. Collection of fines by installment 

4. Inadequate time to complete job 

5. Lack of understanding of civil writs 

6. Late submission of complaints by police 

7. Police do not understand forms 

8. Processing small cla~ns 

9. Failure of lawyers to file notice of uppearance 

10. A~sociate justice fails to follow procedures established by 
justice 

11. Too many continuances of cases 

12. Variance in sentences bet\I!een justiccs and nppointed justices 

13. Attitude that courts should make money for the municipality 

14. Failure of attorneys to file writs prior to return date 

15. Incomplete information on complaints written by police 

16. Police abuse of witness fcc payments 

17. Failure of attorneys to pay filing fcc whon civil writ is entercd. 

18. Civil cases take inord:!.nntc amount of time 

19. Can't get police dispatcher to deliver messages to pol:l.cc 

20. InndcquntQ filing spnce. 

-20-
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APPENDIX D 

2. Sun~ury Report of Nominal Group Process Meeting 
on District and Municipal Court Clerk Problems 

Date of: Meeting: September 9, 1976 

Task Statement! What Arc The Most Common Probh'ms You Experi­
ence In The Conduct: Of Your \.Jork As A Court 
Clerk? 

Group Identification: Caseloud 1,500 - 2,000 

Number of Participants: Four 

a. PRIORITIZED LIST OF PROBLEMS 

Priority Problem Points We:ght· 

I Lack of kno\·}ledge concerning civil 19 185 
proceedings 

II Insufficient time to discllss court .10 55 

problems with judge 

III Inadequate storage facilities 8 50 

IV Inadequate methods for determining 5 30 

classification of civil cases 

V Lack of timely information concern- r 4 20 

ing ne\., legislation aff.ecting courts 

VI Limited legal background 4 20 

-21-
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APPENDIX D 

2b. Individual Problems for Cour~ Clerks 

Casclond 1,500 - 2,000 

Prohlt'm Arens 

1. Insufficient time to discuss court problems with judge 

2. Gettinp, police to get signed complaints to clerk before the 
day of court 

3. Inadequate office facilities 

4. Lack of timely infonnation concerning nc\, legislation 
affecting courts 

5. Lack of knowledge concerning civil procedures 

6. Limited legul background 

7. Getting police officers to deal directly witl! clerks instead 
of going to judge with complaint 

8. Knowing alternative procedures that would permit best choice 

9. Inefficient method for collecting fines 

10. Determining time limit for time payments 

11. Inadequate storage facilities 

12. Inadequate (ensy) method for determining classification of 
criminal cases (felony, misdcmeanor, violation) 

13. Inadequate (easy) method for determining classification of 
civil cases 

14. Getting lawyers to give adequate notice in request for continunncc 

15. Inadequate pay in relationship to time required to do job 

16. Inndequnte benefits (other than salary) from town for being 
town employee 

17. Getting police llnd lawyers to deal directly HHh clerk regarding 
scheduling cases 

18. Lock of timely response from administrative committee nfter 
requesting informati.on 

19. Getting police cooperation in not releasing clerk's home 
phone number 

-22-
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APPENDIX D 

Summary Report or Nominal Group Process ~!ecting 
on District nnd Municipal Court Clerk Problems 

Dnte of Heeting: September 9, 1976 

Task Statcment: What Arc The Most Common Problems You Experi­
ence In The Conduct or Your Work As A Court 
Clerk? 

Group Identification: Cnsclond 2,000 - 3,500 

~umber of Participants: Five 

Priority 

I 

II 

III 

IV 

V 

a. PRIORITIZED LIST OF PROBLEHS 

Problem 

Inadequate salary using case10ad 
formula as criteria 

Lack of standards (caseload) for de­
termining when clerks qualify for 
clerical assistance 

Lack of a handbook that could be used 
to complete forms or other common 
tasks 

Insufficicnt preparation (orientation) 
or training for job 

Too many unnecessary forms to complete 

-23-
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21 215 

16 115 

15 65 

10 

8 25 
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APPENDIX D 

3b. Individual Problems for Court Clerks 

Cuselond 2,000 - 3,500 

Problem Are:1R 

1. Inadl!quate salary using caseload formuln as criteria 

2. Inadequate parking facilities 

3. Luck of standards [or determining when clerks qualify for 
clerical assistance 

4. Inadequate position classification (part-time, full-time) 
using court days as criteria 

5. Lack of handbook as guide for completing forms or other tasks 

6. Lack of a specific resour~e (supervisor) for answering clerk 
questions regarding new rules or problems 

7. Cumbersome reports/statistics 

8. Time consuming waivers 

9. Lack of commitment/authority to authorize from administrative 
committee 

10. Inadequate forms 

11. Lack of proper facilities/tools 

12. Too m.lny unnecessary forms 

13. Inconsistency across courts/too decentralized 

14. Inadequale time [actnr for completing duties as clerk as 
provided by present RSA's 

15. Late notification by administrative con~ittce of new changes-

16. Lack of uniform bookkeeping procedures 

17. Dealing "d,th buneat cOInmittea/sclcctmcn 

18. Contr.ol from various sources (c.g., administr.aLive committee, 
budget committee, selectmen) 

19. No for.mal training in preparalion [or job. 

••. 'i-.... 
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APPENDIX D 

4 . Summary Rt'port of Nominal Group 1"rOC08S Ht:'cting 
on District anci Municipal Court Clerk Problems 

Dute of Meeting: September 9, 1976 

Tusk Statement; ~Int Are The Host Cooonon Problems You Experi­
ence In The Conduct or Your Work As A Court 
Clerk? 

Group Identification: C1!.Gclond 3,500+ 

Number of J?articipnn ts: Seven 

Priority 

I 

II 

III 

IV 

V 

VI 

B. PRIORITIZED LIST OF PROBLEMS 

Problem 

Personnel mannp,cm(mt (Superv1sor/ 
Rel'ltionsh1.p with subordinates) 

Lack of necessary information 
(guidance) to establish new court 
procedures tlw t: reflcc t curren t 
ll!gi.BlaLion 

Insu[[ic1cnt cler1cal assistance 

Lack of applicable lceal knowledge/ 
termJ.nology 

Insufficient court facilities 
(space) 

No standards for accurate record 
keeping 

-25-

Points Height: 

]4 110 

11 55 

10 90 

9 70 
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4b. Individual Problems for Court Clerks 

Caseload 3,500+ 

Problem Arens 

1. Interruptions during work 

2. Lack of applicable legal knowledge 

3. Lack of respect to due age and sex 

4. Late entries 

5. Understanding civil process 

6. No court facilities 

7. Personnel management and relationships with subordinates 

8. No communication \<lith judge 

9. Backlogs caused by continuances 

10. Time problem in informing pro se of court procedures 

11. Lack of clerical assistance 

12. No standards [or accurate record keeping 

13. Obtaining acting judges 

14. Handling complaints regarding judges' decisions 

15. Lack of information necessary to establish new court procedures 

16. Referral of problems beyond clerk's jurisdiction 

17. Handling complaints about lack of uniformity in fines, court 
procedures, etc. 

18. Lack of full-time jud8c to process caRes 

19. Di.fficul ty in conforming to diff.erences in judges 

20. Separntion of court personnel from police nnd other.s 

21. Time pnyment o( fines 

22. Abuse of witness fees 

23. Inability of attorneys to conform to specinl requirements. 
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APPENDIX E 

CLERK PREFEJUmCES FOR TRAINING 
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Priority 

I 

II 

III 

IV 

v 

VI 

APPENDIX E 

SunUllllry of Individual Clerk Preferences 
for Training 

Preferences 

Description Frequenc~ 

Instruction in Civil Procedures 17 

Improved Bookkeeping Procedures 11 

Orientation in Legal Process/ 10 
Terminology 

Presentations on Ne\V Rules, 9 
Legislation, and Court Decisions 

Hethods for Improving Records 7 
Hanagement 

Personnel Management 5 
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2. Individual Court Clerk Priferenc~s 
for Trnining 

a. Cnselond 500 - 1,500 

Preferences 

1. Civil Proceedings 

2. Legnl Knowledge/Terminology 

3. Orientation to Relevant District Court Statutes 

4. Review and Revision of District Court Rules 

S. Orientation to Relevant Supreme Court Rulings Affecting 
District Court Clerks 

6. Refresher Course in Bookkeeping 

7. Legal Aspects Relevant to Hrits, Claims, and Civil Cases 

8. Legal KnO\"ledge, ability to use law librnry 

9. Civil Proceedings 

10. Ef[icient Hothods [or KeepIng Rt~cQrds 

11. Division of Clerk and Judge Responsibiliti~s 

12. Eff1cient/Simple Methods for Ke:eping Records 

13. All Civil Matters 

14. M1ni courses to nssist in understanding lawyer nnd police 
[unctions such as: prosecution, RSA, nrrcst. 
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APPFNDIX E 

Individual Court Clerk Pref~~ences 
for Trnining 

2b. Caseload 1,500 - 2,000 

Preferences 

1. Court Filing Procedures 

2. Bookkeeping 

3. Legal Terminology 

4. ~,. rkable System of Court Forms 

5. Cr.iminal and Civil Procedures 

6. Bookkeeping 

7. Legal Aspects/Terminology 

8. Civil Procedures 

9. Deve.lopment of Uniform Record Syste.m 

10. Logal Background 1'e: RSA's, civil and small claims procedures 

11. Civil Procedures 

12. Alternative Methods for Processing Cases 

13. Better Information on Nm>l Laws That Affect Court and Clerks 

14. Civil Matters 
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APPENDIX E 

Indiviaual Court Clerk Pre~ercnces 
for Training 

2c. Cnscload 2,000 - 3,500 

Pr.eferences 

1. Instructional Sessions Introducing N0W Rules and Implications 
for Clerks 

2. Development of Handbook 

3. Criminal and Civil Procedures 

·4. Bookkeeping 

5. Court Filing Procedures 

6. Public Relations 

7. Civil Docketing System 

B. Legal TraIning/TermInology 

9. Civil Court Procedures 

10. DcLaIl~d Exmnples and InstrucLions in Civil ProC!edurL'H 

11.' Procedures for Annulment of Criminal Records 

12. Bookkeeping Procedur.es 

13. Application of New Legislation Passed Each Session 

14. Bookkeeping 

15. Discussion of Nel" Rules and Chanr,es'in Existing Rules 

16. DeveJ.opmel1t of a Handbook Reflecting Succ('Rsful Hethods 
Used in AJ.l Courts 

17. Civil Procedures 

lB. Interpretation of Statutes and Court Decisions 

19. Legal TerminoloflY 

20. C;i.vil Cases 

21. Bookkeeping. 
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Individual Court Clerk. Prcfcr'cnccs 
for Trn1n1l1'8 

2d. Caselond 3,500+ 

Preferences 

1. Bookkeeping 

2. New Court Procedures, Lows 

3. Civil Procedures e.g., types of writs, petitions, time limits, 
landlord and tenant writs 

4. General Legal Knowledge 

5. Personnel Management 

6. Office Management 

7. Bookkeeping/Accounting 

8. Improving (Hore Efficient) Recol.-d Keeping 

9. Methods for Managing Installments 

10. Bookkeeping 

11. Records Management 

12. Time Management 

13. Personnel Management 

14. Legal Training 

15. Update on New Legislation Affecting Court 

16. Bookkeeping 

17. New Methods for Efficient Processing of Cases 

18. Ci-vil Procedures 

19. Small Claims Procedures 

20. Personnel Management 

21. Civil Lnw 09 It Pertains to the Processing of Civil and Landlord 
and Tenant Writs 

22. Standards for Uniform Record Keeping 
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Cl1selond 3,500+ 
Preferences (continued) 

23. Personnel ~~nagemcnt 

APPENDIX E 

24. l>romp t Informa tion of Chnnges in Laws; Supreme Court 
Dcci-sions 

25. Personnel Management, Relutionshi.ps with Subordinutcs 
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