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i, INTRODUCTION

This technical assistance request was initiated by the state of South Dakota
Suprems Court, Court Adoinistrator’s Office. The general scope and content of
the: request was precipitated by a recent statewide court reoraanizsation that
contralioed odniniste Cton of juvenile and aduli probation servicaes. The

;

specific asoistance e sted was diveoted toward designing and structuring o

H 4

i ci=faccied manpower dovelopment proodram for the newly clavasificd posinion

cfoDourt Service Worker (CSW).

3

it sunuested that the assessment of training needs include an analysiv of
the tashes performed by CSWs and that this information be coupled with the
existing porsonnel profiles to serve as a basis for training program devalop-
pent. Anoopportunity to administer a briefl questionnaive to all CSWs attending
an already scheduled meeting was offered to support observaticone that wmiaht be
gleanca from two observers spending four days each interviewing and observing

§

LoV at their hone working environment. Finally, an ad hoe task force of CSWs

was appointed Lo assist the consultants in whatever manner they could.
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[1. STATEMENT OF THE PROBLEM

Recently there occurred in South Dakota 5 consolidation of ninme independent
circuit courts into an integrated organization under the dircction of the
South Daketa Supreme Court. A full-time Court Services Direcror, directly
responsible to the Chiel Justice, was appointed. These chanaes made it
imperative to bring policies, practices, and procedures of the Court Service
Worker togethoer throughout tﬁa state., Univormity of practices and an enhanced

.

level of opeoration is sought., A & bederdicle Exvrlnisg obvatesy Ta oeon af bauile
¢ H
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f11.  SUMMARY RECOMMERDATIUL

Recorendation 1 1t is recommended that the Dircctor of Coart Services curvey

W i wrm s

CSY personnel to determine the continuing edusation obicot oot o Circuls Lourt

probation officers.

Ve crpaivriiariido B Yaat 2w P PR Tt . [T - - .
cvommendation 2t It s pecomuended fhay Lhwe Divector o Lowrt Sorvices e

e S i AR S Bk A N0

i
¥

gt higher cducation to developr Pipona e seminars at the gradaaie tevel
S coelot and behavieral sciences and tnoorioinal justice stodies,

fecommendation 3@ The Director of Court Services should immediately seek sup-

pott te ostablish an Entry Level Training Program for orientation of all newly

nived Lourt Service Workers,

mwugutgj}qut: Fach Chief Court Service Worker should accepl 4 new LSW from

et

ihe cnery level training experience, and inmediately provide him direet "on-the-

job' training under daily supervision for the first 30 days of his assignment.

Poconmenoation 5: The Director of Court Services should appuint a task force

of Chief CSWs and line personnel to develop a 'check list of initial job-related
cuporispees' which, when ratified, may be used by each Chief CSW to insure that
every new employee has been involved with every routine task, problem, type of

case, oto., that is likely to confront the CSW his first year on the job.

.

Recominendation G: The Director of Court Services should immediately scek support

for implemncnting a continuous in-service training program available to every CSW

i the state. A minimum of three three-day sessions and preferably four (quarterly)
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[V. FINDINGS AND CBSERVATIONS

The circuit courts of South Dakota are organized into nine geographical areas,
wWith each area serving multiple counties and cities. The Circuit Court is the
rovet of original jurisdiction for Telony offenses and juvenile cases, as well
as dependency, neglect, domestic relations, and child custody cases. The nine
geographical areas are of unequal size and only two would be considered urban
in character. The presiding judge of each circuit sits with his peers from
Gther cirruits in @ Presiding Judges Council to formulate policy and adminis-
frolive penoodures, A State Administrative O0ffice of the Courts, administered
pooghbo Stons Suarenie Lourt, cervas as the administrative agency responsible Tor
Voodorsbtp, courdinating, peison izl administration, and implementation of
Judiciai poite,. Zac’ of ihe pins circuit courts has a Chief Court Service
Worber nnd one o wore Court Service thrkers performing juvenile and adult

probation services ewles the Soiiv supervision of the Presiding Judge of that

rr

civerit, but administrativery rerponsisle (o ihe Director of Court Services

t1, the State Adminifsirative Office of the Courts.

Achosgh there is much that s aimilar in the roles and tasks of the CSWs in
all nine circuits, there are also sigaificant differences among the circuiés
that deserve attention. The uniquely rural character of the state requires
extensive travel by most of the fSWs. A reasonably small personnel complemerit
in each circuit forces the CSW to be a generaiist, undertaking all types of
tasks, and at the same time he i¢ expected to have certain specialist skills.
The geographic location of sowe CSW offices physically isclates them from their
peers and workers with attendaint professional and organizational interests. 
This provides few uvpportunities for collegial exchange, peer group support,

or reinforcement of professional standards.

..5..




Underlying these considerations is the accepted posture of the CSWs generally

with respect to the strategy for delivering scrvices to their clients, It

i A! <l‘., N~
Ph g

appears that the majority of CSWs have rejected or avoided adopting a Yelinical
mental health' casework model. Rather, they have developed a counselino-

guidance approach' using the authority of the court to support and reintorce

;!

desired changes in clients' attitudes and behavior. Such & strateagy might be

HE; characterized as "reality therapy' with suoortive counseling and advocacy for

community resources to meet client necd . There is no evidence to sugoest that

-

the CSW's adopled strategy is any less effective than casework services delivered

in other states, although ifmprovement in the consistency of its anplication and

procedures related thereto might increase their current effectivenass.,

The reorgonization of the courts, the centralization of court scrvice workor
services, and the recent assumption of adult probation caseloads have set the
stage for a much necded training program. At the prescnt time, no organized,
on-going training opportunities are in existence, and it is likely that the

training officer of the Administrative O7fice of the Courts will not be able

to devote the time and personal attention needed to develop such a program

"within the next six to twelve months. The Administrator’s 0ffice of the Courts

{
<ozt
-

needs this capability, and, without doubt, the CSWs deserve the training and

M

educaticnal opportunities that such a program might offer.

METHODS EMPLOYED FOR TECHNICAL ASSISTANCE DELIVERY

in order to set the frame of reference for reading and considering the recom-
mendations included in this report, the authors set forth below a brief dis-

cussion of job analysis, flow charting, statutory authority for the CSW

positions, general overview of the CSW's responsibilities, and an illustration




of the soquence of events in delinquency case processing,  The purpose of this

discussion is to provide those less familiar with the criminal justice system
a brief backoround perspective for reviewing the task data and training recom-

mendations that follow.

A. The Mcothod of Task Analysis

Utilization of job analysis technigues is o comprehensive and sonetiwes coa-
plticated analysis of worker behavior atued ot achieving organizational objec-
tives, The method imposes disciplined obscrvation of worker activity,
sequencing of events, and product output. The time allowed for applying this
technigue to the South Dakota Court Service Workers' job permits a superficial
application at best., To the extent that this method was applicable within time

constraints, the consultants relied upon it. For this reason, the basic tecrms

of job analysis are defined below.

1

J2 je defined as a collection of independent functions grouped together and

often performed by one or more workers as their total responsibility.

LA

7a8i is defined as a worker activity that has a beginning and an end, with

several behaviors linked together in sequence, all of which must be performed

for completion of the task.

vy

SUBTASES orv ELEMENTS are defined as those individual behaviors performed

sequentially that result in a task being completed.

The blending of industrial labor technology with sociological analysis leads

to the addition of onc more concept, that of ROLE.
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as the Jduty, position, status, and privilege that are assigned

te @ person as the result of the expectations that others hold for a person in
that position,  In the analysis of public service jobs, several roles are always

identified for every porson holding cach job responsibility. Because training
erograms mesu o yield to the expectations that others have of werlkers, be they

peers, subordinates, or superiors, the combined technigues of role and job

analysis have oroven to be a sound basic {or designing training and educational

Fov o purposes of this report, a variation of this analytical method has been
arveny tod, wherein the Court Service Worker's job was observed to identify his
major functional roles; then the major tasks under each role were concentrated
i, Time and resources did not allow for detailed anailysis of each task
inve subtashs or elements, although this could be a worthy objective for the
viooro undectake with in-house resources at some future time,

¢t
fLAh!

5. The Method of Flow Charting

-

torrowing ¢till another analytical technique from industry, th? application of
U{low charting' within the criminal justice system provides anrcasy illustration
of ordered sequences of events, and is helpful for viewing total processes Trom
beginning to end., This technique simply requires that each activity and each
desision point in a multiple activity process be identified and linked to what

occurred before and what occurs after any point in time.

The authors of this report used this method as a means of educating themselves
about the "juvenile case processing events' of the South Dakota criminal justice

sysiem, Systematically depicting major decisions and action points in their
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respect ive sequence was @ necessity to understand the working environacnt in

[al

which the CSWs are empluyed. The flow chart ineluded in this report is not

suggested ao anideal process for all cirveuit courts to embody, 1t is included

purely Tor Toformation purposes, and if it provokes discussion among judges and

4

the (58, then 1t hos served an additional purpose of g positive asture.

C.  Sratuiory Authority for the Coury Secclon Worker Job

e AR G adh = ¢t 3 s Ch BB a e R B R R b

Geath babota Compiled Laws, 1967, Volieo o, Thapter 26 indicates that

Dadincuent status nay be adjudged to any ohild fon years of age or

vlder who has violated any federal, state, or lTocal law or regula-

tion for which there 1s a penalty of a criminal nuture excluding

hunting, fishing, boating, and traffic laws.
This definition of possible wardship of a child to the court empowers the CSWs
fo fuplement the court order, supervise, control, guide, counsel, detain, and
vibe wrtody of youth under the scrutiny and direction of a circuit court judge.
Generaily, any child under the age of 18 may be determined "dependent!,
“peatasted”, or Yin need of supervision', if certain negative Tamily, shelter,
or detrimantal environmental conditions observably exist sufficient to cause a

srudent person to be concerned about the child's welfare.

.  fGeneral Raesponsibilities of the Court Service Worker

The Court Service Worker is the operational arm of the court assigned line

level Tunctions rel:ted to Ydirectly assisting clients' through face~to-face,
one=to~one interaction. This service usually involves similar interaction

with parents and/or other members of the client's family. General terms applied
to the services delivered include counseling, supervision, direction, guidance,
advocacy for assistance from others, and data collection regarding these

activities and the cvlient's previous behavior.

...9-.




Secondiy, the Court Service Worker provides "administrative services'™ 1o both
the court and the c¢lient. Thuse include travel related to CSW functions, client
transpoyiation, writing reports, maintaining c¢lient vecords for the court, and

ponftoring court proceedings,

.. . i ¥ E N

hned, the L850 perforas Puupportive’ services that are not divestly related to

“

s el tare of ap individual elient batl ravher enbance the court's capability

S
-3

. s

o setier sorve all elients, Theon ser 2Teos entall devaloping Hiaison with

croethior agencien i the eriminat justice cystea. educating and secking guneral

Curaned dvann She cwmunity, and specifically Tdentifying other community agencies

o bay ofTer services to coury olients swcording to various eligibility

L. toase Precessing: The Seguence of Dvents

Juvenile has been Jdetained by a law enforcement officer, the Court
Soryiee Vorlorts pesponsibilitics emeryge as a primary agent of the court to
sroateot the child and family as well as the community. Specific CSW tasks at
oA

his caviy point in the case processing appear o vary from one circuit court

o anethoer,

i sute circuits, Judicial policy emphasizes non-involvement of the CSW until

che coreuting of ficer has filed a formal complaint with the State's Attorney.

e

o almost o1l cases, the juvenile is released to the custody of his parents

»

e —

o guardicns while the pelice and biate's Attorneys review process takes place.

However, in ocome circuits, the Chief Court Service Worker of the circuit of his

- .;l

goesionee is actually notified 24 hours a day of any juvenile arrest, and inmed-

tavely begin participating with the law enforcement agency in determining

- 10 -~

S ¥ ¥




whether or not a Terml complaint should be filed with the State's Attorney,

w I the C8W and tne Taw enfurcement agency agree that the nature of the offense
;%

PR l

|

| and the win o'y welfare would be best served by hand] ing the matter informally
iryosebiviting (he voluntary cooperation of the parents to allow the CSY Lo pritae

ili vide chort tern guidance and supervision to the child, thon the mattor may net

é Foset the attension of the S1ate's Actorney.  Such Shsed, howrver, are osual iy

. + PP ol oy £ [ PN Y PN N VA L H & i 4 B e
IHI Bipeigy Lo thwe attention of the Judage ool oy the B8, In that he reporio e
i Selteasel % oot es Gy g 5ol st T o B g ] ¢ YR O N TYRY EE S BT
i ey e OO e SO EJ A R TR S ST I IR TR IS S B I ¥ b ) SUEVECe, OF Sy Lot

i vrsien Lo the ohild uin an informal basic.

W

cintoin tTee when the C8W enters the case processing flow hos Toportanee

sob Draining becansc critical decisions take place for which consistent eritoria

chocd b usad avoa besis for sueh decisions,  The use ol consistent eriteria

Corcdesicderemabivg Buoa propor matter for incorporation in o nanpower training

particalor informal “dispesitional" decision of g juvenile case may require

watning, experience, and skill quite different from that which would be requi red
Cullwho entery the case after the State's Atcorney has reccived the police

cotp b int and made the decision to file a petition for a formal adjudicatory

Boatirg before a circuit court judge,

a

fonovie vireuits the State's Attorney, after recviving the complaint from law
ciforeenent oY icitls, will immediately contact the CSW for input with regard
Lo Ghe decision whetons or not Lo file a formal petition of delinguency., Hoere

i oI anviner point in the processing system where the CSW becomes active.

- 1] -
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in some circuits, the CSW is firsi notified of a case requiring court attention
when a formal petition for delinguency has been signed, issued, and forwarded

100 the CSW by the State's Attorney with a hearing date scheduled. In some in-
stances the request for e« petiticon may come from school representatives, parents,
medical personnel, or officers other than law enforcement officers, and either

the CSW or che State's Attorney may be the first point of contact. fThera appears

.

P TR e T [ ey cyand 7 L
Tl lont diveraity aercee Lo alalbe 6 vrrant policy elavification

o

Cum Tl L et e Poeel QRa prociioece jf»-’l’ ther CSNW,

Moo Stave's Attorneys consult their Court Service Workers with respect to the
G ision to Yormally Tiie a petition, or informally divert the child to the
Court Service staff for guidance, supervision, referral, or other informal
Jisposition. The extent and authority of the CSW's role in pre-adjudicatory
aLlivities should be defined procedurally and then embedded in the basic
sraining for all new Court Service Workers, even if such an "intake' function
of screening {under SDCL 26-8-1.1) is to be performed primarily by the Chief
Court Service Worker in each judicial clircuit.®

Chief Court Service Workers in each circuit may use the flow chart

s o basis For stimulatin~ discussion among themselves and the Court
Sarvice Director with respect to existing procedural differences, pro-
posed changes, and problems anticipated with changes that may be

sugoested,

The {low chart which follows will assist the reader of this report by providing
general bachyround information about the South Dakota juvenile case processing
srocedures as they exist now, and should be of use in providing a general over-

view of juvenile case processing.

An excellent start was provided by Jay Newberger, Director of Court Services,
who provided a document, Intake, Case Flow, and Diversion as part of a larger
material developed for the First Annual Court Service Workers'! Training Ses-
sion, Sioux Falls, South Dakota, December 4-5, 1975. .

.
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F. Summary of Court Service Worker Jobh Activities

a

Atthough alternative methods of analyzing Court Service Worker activities
certainly exist, the consultants were bound by time and had to rely upon a
survey questionnaire, personal interviews, document review, and minimal obser-
vation., The results of this quest for analytical job data can be classified
accordingly into four major job-related roles:

o Case Manacement

o Information Processing

o Justice System/Community Relations

o Administrative/Supportive Services
iy esscnce, each CSW performs each of these roles within his job position, aid

pach of the roles can be subdivided to include more than one major task.

The following narrative attempts to relate the major tasks with each role and

i provide a brief description of the activities as work behavior that is asso-

ciated wilh cach.

. F28 3 N0 £ M. oyt oya s ofs -
i The Coce Managemont Role

The CSW organizes his time, and to some degree, his assigned clients' time,
to allow him to detect, identify, diagnose, and prescribe solutions to his
client's personal problems. He plays this role in face-to-face interaction
with the client, hoping to build a trust relationship that will motivate
the c¢lient to convey inner feelings, emotions, and behavior adjustment
stresses. As a case manager, he represents the court in terms of also
protecting the interests of the community. Therefore, he serves as an
enforcer of terms and conditions of probation and judges client behavior

compared to accepted standards of behavior tolerated by the community.

- 14 -
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la.  Cuse Management Magor Task: Ovganization of Caseload

The CSW schedules and allocates work -hours to each case within the context
of the total number of cases assigned to him for supervision, Minutes of
personal interaction are allocated to each case differently, based upon the
clieat's expressed need for CSW time, and based upon the CSW's judument of

the nuiber and extent of personal problems with which his client is attenpiing

to cope,

The objecvives which the court may seo (o each elient serve as a guide=

3

Tine whoere the court has expressed sama., Sometimes the CSW may set objec=
tives for his client to pursue. In all cases, this task must be performed
within attitudinal constraints, priorities, and service resources available
in the comuunity. Some of the '"work elements'' related to Organization of
Caseload task are:

v classification of cases by client need for supervision

o review and design of program for newly assigned cases

& determine reporting schedule and client's willingness to comply with
terms and conditions

@ set up record for entering client progress data
o collect client behavior and event data for records
o confer with peers and experts for prognosis and problem diagnosis

o increase or decrease CSW time and attention to client as progress
is noted

b, Casa Management Major Task: Guidaee/Counseling

This case management task appears to rest at the heart of the CSW's job In
South Dakota. The CSW, through verbal communication, attempts to urge and

metivate and force the offender to improve his ability to control his own

...]5..
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Lehovior, at least to the extent that deviance does not invelve violations

of the Tuw. The CSW relies on the authority vested in him by the court to
usctunliy coerce the client to conform if he appears to be avoiding complianee.
This coorcion is the sinple reminder of the threat of depriving the client

of priviteoes, freedon, or rewards normally aocessible te olients noet updor
woardeiip of fhe court. 10l elient is aware of his personal woakness, or

inehitity to cope with urces 1o oot Lo viatations, and cpenly eeprovses
thoent, dhe CSW attempts to fead tto Slient fo methods of controlling those
e tatfons s Usually, the COW wust assume or guess at nany of his clients!

®

interiedl confiicts, so part of this tash tnvelves assessing client attitudes

oo observing client behavior or Tistening to clients' verbal expressivis,
Reports Trom other associates of the client are noted by the CSW to assist
him in deternining what counseling subject matter is appropriate at any
point anring the probation period.  The Guidance and Counseling task of

tine Dase Managerent role consumes a large proportion of the CSW's time,
Acturl Pworts elenents' supporting this task include:
o advising parents verbally of c¢lient progress

o directing clicents to potential eaployment opportunities

o responding to ¢lient requests Tor intervention in his behalf with
other avencies

o resolving peer group conflict between ¢lient and his associates hy
wiifying other agencies

o designing rehabilitative plan to guide probation supervision period

o usuisting client with decisions related to expenditure of personal
ncome .

o verbally exposing client to differences in male=female sex roles
and the expectations related thercto,

-6 -
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The Case Manaygement task of Enforcement includes the CSW's work activities

aiped at aecounting for his client's time and behavior. This includes the

enforcement of court erdered terms and conditions for probation as well ay

new conditions imposed by the CSW subiect to his Judament that saie are
necded Lo control the behavior of his ¢lient. The primary woethod of

aceounting of time 15 periodic seeverl oo of what the client does Juring
sy vt evenag hours,  To o abdiiion S amd/or written quevies may b
paste o cohoody Taw enforcenonmt, or eaployiont officiats seehing infermation

e cbounces, violent behavior, or other bnown activities of the elient.

a s

The URH qonmienty orders B shient Lo report to the O

W efitee ance o weel
or once evary two weells to verbally report on his own progresy and activi-
these buaring these discussions, the CSV will feed bach 1o his ¢lient

T

peecat ive Information that vay have been recoeived, and readfirm the threat

ot goapr e avtion to deprive bl of his freedom i this seews noeded.,  The

Codesetds behovioral dncidents of @ guestionable nature as they ocour,
Pe vintationy are freguent, the COW may prepare documentation and petition

¥ . H
¥

ool in writing te revoke the ¢liont's frecdow and place him in g

restdentio] cusiody environmoent,

-3
pand
;
-

S
e
=

H

p=
-~
s

5
7
o—a
=3
4]
—
-
=
.
o
-

fhe eerts elemont s’ supporting th

1

o individual officer contacts with clients

o surveiliance and report review from other ayoncies to determine
client violations

e preparation of legal reports to petition court actions

0 cavanging custody of client with law enforcensnt or residential
care tacitities

o attending court proceedings and testifying about client's lack of
convormity

- 17 -
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o verifying client presence within family, at school, at work, or at
other prescribed service agencies

o physically arrest or take custody of client

o apply minor deprivation of privileges to c¢lients as sanctions for
minimal non-compliance.

0!
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A major expectation by many peopls con oo in concact with the court is

one of information collection ond vatevpestation. The coliecting, analy-

zing, and exchange of verbal and written information is a substantial role |
of tie CSW. This role is performed with respect to social case studies of |
individual c¢lients, presentence investigations, probation revocation,

client education, c¢lient employment, and welfare assistance. This infor-

pation nrocessing is the key to providing a basis for both judicial and

C3W decicion-making as well as client-worker trust, changing client

Lehavior, and protecting the community from further criminal behavior by

clients.

S, Information Proccseing Major Tasi: Prescntence Investiyation/Soetal

Case Higtory Heport Prepavation

As the data presently will indicate, this Information Processing major task
is perveived as highly important by CSWs. These investigative activities
include searching for and Verlfying information about the client's past

lVife, Lis family, and prior criminal behavior. The data may be obtained
from police, state's attorneys office, courts, other social welfare agencies,
schools, employers, neighbors, and associates of the client. The informa-
tion is then integrated and analyzed by the CSW. The CSW makes judgments

about whieh information is most relevant and desired by the judge for v

- 18 -




judicial decision-making. This major task also includes a command of the
language and communication skills because the collected data must be for-

matted and narrated in a formal case report to the judge. Similarly, other

: ] , , .
i i
+
3

social and criminal justice agencies frequently call upon the CSW to ex-

change information about common clients. The CSW must know to whom and

-
-

when to ~espond to such requests.

The "work elements' that suppori tne Presintence lnvestigation task of the

.
=

Information Processing role include.

o client-oriented data search and collection

o verification of data collected

¢ integration, analysis, screening of verified data
formulation of diagnostic possibilities from data gathered

o formulation of recommendations regarding client prognosis for law
abiding behavior

o oral and written communication with all agencies of criminal
Justice system,

g; 3 :
o]

H

&b, Informaticn Processing Kajor Tack: Initial Probation Interview

w

This major task invdlves escorting the client from court (and his family,
if present) to-the CSW's office for‘the purpose of clarifying the ground
rules of allbwing the client to remain in the community under CSW super-
vision and counseling. Many of the work elements completed in the pre-
vious task (2a) prepare the CSW to conduct this interview. The client is

lli advised of behavior toleration boundaries, a routine CSW office reporting

schedule, and specific personal problems he and his family should focus

attention on for coping or resolution. The ''work elements' supporting
.“ this major task include:

L ~
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o attendance at court dispositional hearing

o advising parents/spouses of terms and conditions of probation
o setting up a routine reporting schedule for the client

e explanation of CSW's authority over client

o identification of other community agencies to be contacted for
imnediate or special assistance

o explanaticn of the consequences for the client if law violations
in the future

o explanation of the cliuntis viants
o setting up a reporting record for CSW files

o solicitation of a ¢lient-worker agreement upon a rehabilitation plan.

3

Z2a. Information Processing Major Task: (ase Report Wriring

Az an information processor, a substantial amount of CSW time is spent on
thz physical-motor activity of preparing written formal - _orts to the
couri. This is not only at the pre-dispositional period of investigation,
but continues periodically throughout the entire time the client is a ward
of the court. The task involves receipt of information from multiple
sources and synthesizing the data, without distorting its meaning, into a
court report format. The completion of such forms must be accurate, lucid,
and ncat for presentation as public documents. In some CSW offices, the
CSW himself ﬁust type these reports, while in most locations clerical assis~
conce is available. The "work elements! which support this major task
include:

o ability to cperate typewriter

o completion of data form requirements

o operaiion of dictating equipment

o Tamiliarity and command of criminal justice system jargon

...20.-
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o consutidation of information without distorting facts
o written expression with proper spelling, grammar, and diction

o review of authored reports for accuracy.

Gy ene - £ P S T P SN
SpatomCommprity Reloidione Role
B T T ]

B e

The CSW in South Dalete is responsible for seulking and disseminating infor-
mation about court services and presenting this information in such a way
as tou maintain and iwmprove working - iationships with law enforcement
agencics, prosecuting authoritics, private defense counsel, judges, resi-
dentic] care agencies, the State Division of Corrections, the State Youth
Services Program, local employers, locally elected officials, school admin-
fatrators, nental health authorities, welfare caseworkers, and state cor-
roct fonal camp and institutional administrators aud staff. The constant
interdependence for exchange of information and mutual assistance among
theve agencices demands that open communication and pesitive support rela-

-

tionships exist for the CSW to funciion effectively. This role also
inciudes the development of similar support within community agencies of

a private nature that may offer a potential service to clients . some time
in the fuiure., In this role the CSW represents an authoritative expert for
thae entire criminal justice system., Consequently, knowledge of the opera-
cion of the entire system in South Dakota is a prerequisite. The CSW
exemplifies this role in public speaking engagements and visible partici-

pation in civic affairs.,

P LT S ey W mypnitg pye a e IO I R I e s %y o iy At
s e Syeden/Coreny iy Relatiows Mador Pask:  Interagoney Licison

The eriminy! justice system is a composite of operating agencies that assume
responsibility for offenders at various points in time as the client is

processed from arrest to parole discharge. As a community-public agency

..2]-




bridge, the CSW shoulders the task of making independent agencies work as

a "single one' with respect to an individual client. This task requires
that he be familiar enough with each agency and its staff that he can
"walk'" his client through the various levels of bureaucracy. He develops
this skitl with friendships with staff members at these aqoncies, so mutual
trust develops and allows unijue needs to be served or short cuts in stand=-
ard procedures to be taken. In veturr, the CSW is a viable information
resource fregquently used'by these olber agencies. This task is constantly
Yootored” or determined by what the judge or CSW believes to be in the best
intercsts of his cltent. The "work elements that support this major task
inciudes

@ interaction with middie management and line staff of all criminal
justice agencies

o receagnition of report format and records of all criminal justice
arencies

O

attendance at client-oriented staff meetings held by other social
acencies

o preparation of general and special topiecs for public speaking
engagements

o serving as service broker for clients.

‘s
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AVt CSWs are aware that the community agencies and services (not just the
criminal justice system) are the site and source of needed services. The
Tinkage of available services to the needs of the client is important for
the ¢licnt, The school, youth services, and the bhroader comnunity all

have wach to contribute. To insure contirbution of services, a continuing

education effort and liaison are needed. Most CSWs are involved in this

tao some degree,

- 22 -
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There are many tasks that are required to accomplish the Torequing tasks

which o themselves may seem to be unproductive in terms of service to

fhese include travel, monitoring and participating In court procecdings,
dictation, apd typing, among others.  The dmplications for training are
ey Tees fmportant, With trovel oo aoaesely populated, isolated areay
and Into potentially antagonisti, ot ine, the Soeuth Dakota OSW sheuld
beoaware of personal security, survival techuigues, first atd, and even
eloment oy aure repatr,  Additionally, monitoring and participating ie

court pracecdings requires thot @ CSW be trained in court deneangr and

Tegul procedures,

THELOURT GERVICE WORKEN'S PLECEPTION OF TASK [NPORTANCE

.

i

dithiu the frame of reference provided in the foregoing, individual CSW input
has baen solicited by means of a questiopnaire, interviews, and observation.,

This data i+ reflected below,

Banbed Deporcance of Major Tasks

fhe CSW persunnel survey solicited information from each respondent about his
fudugment o te the inpertance of a series of tasks traditionally performed by

probation officers., The tasks were categorized under three major headings:

O

> Investigation
o tuyidance Counseling

o bEntforcement




Vithin each major category, respondents were asked to rank specific activitien
in teris of their fmportance in relation to the other activities in that cates
ety BL s tmportant to note that on most rankings there 1s solid gureement

abwgt the toportance of an activity by overwhelningly large pereentages of the
bl respondents,  thase are seen in rank order belowg with #1 the voot fuporiant.

Guidance
Counseling Entore

o STy, 5

‘ji‘n\/"l{,)t i»glﬁnﬁ&;‘gf{‘:}

e Presentenoo Personct conn .y o individual supervision

o bt ial dnterview Fantily cogtivelin Surveillance

Yoo bone wiriting Cmployirent counsel Tng Revocavion

e Unmredy inveus Financial counseling® Violation of termns atd
Cigation conditions

o Alternative residential

care counsel ing®

Sodnsdaniticont importence indicated

fate investioative activities, 38 CSWe out of 4b responding ranked the pre-
sentence favestigation activity as the most, or second most, important task
£

of the Court Service Worker's job., Not one CSW ranked presentence investiga=-

Civn as least irportant. This task is not only time consuming, but it is one
that Lol belicve has substantial impact on the lives of their clients. Withe
eut o doubi, C8Ws expend great effort advising the court about the behavior and
histury of juveniles for dispesition decisions, But it is also cqually sig-
niticant ohat many of the nine circuit courts have widely ranging expectations
chouwt the presentence investigition,

On Becember 4 and 5, 1975, the CSWs were provided for the first

time with a uniform presentence investigation format to be given

-2k -




The next most important investigative activ

a trial demonstration fur a few months to determine fes urilitv.
Efforts to standardize the presentence investigative activity
are a serious concern and training may provide the best approach

to achieve standardization.

3

ity as ranked by the CSWs was the

inttial interview., Thirty=-two of 44 ranked this activity as highly important.

The initial interview occurs immediately o er the judge grants probation and

fo that point in time when the CSW assoae. diveet authority cover his client.
it Tuw @i thils contact that the various 'rerms ond conditions' are fully ex-

slained to the probationer.

“The third most important investigative activity was case writing and client

vecord keoping, with custody investigations ranked fourth,

iseling

o e e 4 >

ihe st bmportant counseling activity of the five types presented the CSWs
in the survey was personal counseling activities that invoelve confronting the
clientts deviant behavior or lack of adjustment with supportive discussion
about alternatives. Forty respondent: ranked this activity first in impor-

tance and the remaining four ranked it second.

it iw Interesting to compare this response with the item that asked the number

of hours CSWs spend face-to~face with each client cach month. The average
erpenditure of time of less than three hours per month in direct contact with
pach client suggests that only minimal time is given to the most important
counteling activity of a probation officer's job. The relevance of this fact

for training may be the design of learning experiences related to both

_25.‘
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classification of caseloads in terms of the need for personal counseling, and
skill development for organizing one's workload in relation to priorities and

gime available,

Family counceling activities were ranked second in importance. Traditionally,

probation officers have always supported the value of family counseling to

- |
B

support mewhurs who were on probation, but =oldom do they spend puch time on
this activity. In Scouth Dakota, CSWs inte vicewed indicated they fTrequently

made home visits for presentence iavesiiya ion purposes, but once the youth

was placed on probation, contacts were usually at the CSW's office.  Several

i those interviewed indicated they did not visit the home or interfere with
the Yamily unless the youth's problems were direcily attributable to a family
atiitude or sitvuation., This is probably characteristic of probation officers

aornss the United States,

Forital coeunseling of adult probationers was mentioned by one CSW but the low
adutt probation caseleoad for most CSWs is probably the reason this was not
pentioned more fraquently in the interviews by the consultants., Employment
counsel ing was ranked third, followed by alternative residential care counseling
angd Tinancial counseling., The less important ranks assigned theue three‘

wotivitios would be expected considering the preponderence of juveniles In the

Lot gaseloads.  However, as adult referrals to probation increase, the impor-

tance of these tashks will increase, and since the bulk of the personnel possess

vodth-ariented service experiences, ermployment and financial counseling for

l l adults may be a worthy training consideration.
i d
." The five enforcement activities which the CSWs were asked to rank included
i
— prosation violation, probation revocation, individual enforcement, parole
- 26 -
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revoeation, and day-to-day individual supervision, Consistent wita the faves=
tigative activity responses and the counseling responses, South Dakota CSWs
placed greatest importance on the activities they perform related to 'routine
contacts' with the probationar. Individual supervision and routine contacts

were ranked of first importance Ly a resounding 42 of 4h respondents,

This uniquely consistent perception of CSW responsibility seams comparable wilh
the heavy enphasis CSW give to "use of wuibovity'™ and Ycontrel' as reported in
the interviews conducted by the consoliants,  As one might cxpect, individual
surveillance enforcement activities involvingactivities related to investigating
aossible violations of "terms and conditions!, effecting arrests, or applying
sanctions against clients for deviant behavior while on probation, was ranked
second by 26 of 43 respondents. This continues to illustrate considerable

comnpnal ity of Jjob values by the CSWs.

Probation revocation and parole revocation activities were both ranked least
imporiant in relation to the personal one-to-one contacts, guidance, super-
visioﬁ, and control activities more clearly associated with general super-
vision of the youth in the community. The diminished importance assigned to
these latier two enforcement tasks may indicate that petitioning the court for
revocation of community freedom is not a frequent course of action and is not

difficult to accomplish when required.

Summary of Major Task Importance Data

South Dakota Court Service Workers place greatest importance on conducting a
presentence investigation to determine client needs and problems. At the time
of the survey, common procedures, uniform data elements, and standardized

report formats were not available to the nine circuits. Once the client is

..27..
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granted probation, the CSWs placed great value upon the inftial injerview us
a contact that can set a course of action for the remainder of the probation
period. While the client is under supervision, the CSW's most important
activity i the personal counseling rendered to each client, during weekly or
Liwweshiy ofiice visive what range frow 10 to 44 minutes cach. Use of the

I l

court's euthority for enforcing terms and conditions i a methodological
appreach o securing conforming behavior, vather than o mental health/medical
preted treating each ¢lient as sulficeivs O an i 11peos,

goviant beoavior while on probation is sancticned by Tovs of privileges, nove

Proguent o Jlee visits, evening cuwrtew hmposition, terporary loss of driver's

fPlocise, and attempts to elicit disciplinary support from the parents of the

contthn lndividual supervision of the slient by the CSW s believed the most

¥

pepor cant sk ef all the enforcement activities the CSW may be called to

fheor LOW percoptions and values about the activities they perform should serve
the Court Services Department of the state as one facet of input to the overall
desiun of an ongoing training program. These perceptions should not be over-
foohaed for their value in understanding the difficulties and problems that are
Surely o enorge as the Supreme Court progresses toward implementing @ unified
LEHES L by nten,

Time Allocarion to Tasks

oy

CEW were asked to estimate the percentage of time spent on the tasks of

o

cupnivisicn and investigation. These were broken down into the following:
o Adult presentence investigation

o Juvenile social history

- 28 -
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o Adult supervision
o Juvenile supervision

o Juvenile parole

A comparison ot the average time spent on cach of these tashs by ¢ircuits is
provided By the table below, Each officer's reported tine was added and the
tatal for (he circuit divided by the nunber of CSWs employed.

Time Spent on foion T by
CSWs in Faoh Civeult

o Percent

AR B © A AR AR A M 058 LS - S

Probation Parcle

a1 Vi Sia, R A5 4 b e P

Investigation Supervision

s vn

Supervision

Circuit po--

Doy Adult Juvenile Adult Juvenile Juveniie

i 101, 6 13.0 28.0 5.0 .2
’ o

& 5. 32.5 L4 431 10.0
3 12.5 31.3 7.5 26.8 1.2
b 11.0 35.4 3.6 30.0 2.6
) 11.3 i2.3 14.0 h2.5 3.0
6 1.3 27.5 2.8 33.8 24,8

C 9 13.0 20.0 10.6 21.0 0.6
7.7 23.3 8.3 33.3 7.1
0o 26.5 5.0 21.5 7.5
8.7 24,6 8.3 33.2 6.8

I . .
Average

The constreinus of the survey and the possible misinterpretation of the
gusstionnoire items by the Court Service Workers should be acknowledged.
Howewver, the esual approach to job analysis requires that the actor express

ftis own purception of his job. It is assumed, with some verification by the

..29..



- intervicew conducted by the consultants, that the direction ¢f the purcentanes

. in (he table reflect a reasonable profile of where Court Service Workers con=

sider that they are spending most of their tine.

Employee perception of time spent is not necessarily the hest or most impurtant
criveria oo which to base developwent of a training program.  However, sensi-

tivivy to enplovee belicefs 1o an essential ingredient in training developrent

and the above data are provided for 03 o vibuting purpose,

STy

o~ c Y e e
v Geae s Tons

i table fully refloces the Tact that as of December 1975 outh Dalote CSWs

ot beved that they expend once-third of thelir working time supervising juveniles
ot ta their caseleads,  Nearly one=fourth of their time is reportediy
cyponded on tases related to Juvenile social case history presentence investi=
e, bese than 20 puvcent of their tine was devoted to adult presentence

invest lootion and adult supevvision,  About seven porcoent was devoted to juvenile

L]

Ppavele!' or aftercore supervision, EBighty=five percent of staff time is spent

w

in pursuing these five major activities.

Vien asbed 1o estimate the number ot hours each monith that CSWs spend face-to-
face with clients under supervision, CSWs repurt as many as 24.4 hours per
ponth poer client in one circuit, while another reports 2.8 hours per month per
client. The variance in responses suguests that the item on the questionmaire
was bwproperly structured to elicit the data desired. Several respondents
answered with the sum of hours spent with all ¢lients., However, the item ashked

var Phouts oor month per client!,

.-30...




By dividing their reportad caseloods into (he total cliunt bours teported, i
: " opean he interpreted that CO0Ws generally spend no more than an average of three
hours per ponth with cach elient under supervision. This ranyges from 1.6 bours
' . por client por month in ore cireuit to b hours per client per month in enather,
I . Cortainly obW percepticn of fime apent on this Lask 18 cempatible with the

aicogin ot tipe reported To other Jurisdictions,

«

A sioniiicant Tactor ie South Bakoio 0 o0 mber of office visits reguivea of

E

coelationers by thoir respective OO0 to of the €8We interviewed indicated

.
s

ht mont of hele youth were roguired to repory o them ence each weck, while

Tho o venainder of the caseload reported at least onec every two weeks,

Pt wis reported cvhat more frequent visits were required early in the supervision
covied, arel as the youth devonstrated dependability and compliance with terms
gl oeondivions { probatic b freoque { mande B is1ts was relared

il ovenziitiens of probation, the frequency of nandatory visits was relanred,

too, dn simibar to proctices tound elsewhere,

SERVICE WORRER: A PROFILE

AU the tiee of the technical assistance visit, the Supreme Court's Division of
Cowrt Services included 47 personnel assigned to nine Circuit Court districts.

G OSYW posicion was  vacant end one is half-time. Eight of the total per-

EREEEE

[
1

ot conploment were serving as Chiel Court Service Workers, with a similar

’

. position in Cirouis Six vacant, Therefore, total persoanel involved in the

fur

{
i

survey war B, with eight of these classified as Chief Court Service Workery,

.

icavited en operational Court Service Worker total of 36.
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Demographic Data

The average age of the eight Chief Court Service Workers was 37.7 (December 1975),
ranging from 24 to U6 years of age. The median age for Chief Court Service

Workers was 39.

The averaye age of the 34 Court Service YWorkers surveyed was 32.4 (December 1975),
ranging from ages 22 to 59. The median age was 28 and only seven CSWs were over
the aae of 36, Hearly 56 perceant of thz (5ds possess less than three years of

experience working in any type of criminal justice agency.

All eight ol the current Chief Court Service Workers are male and 22 of the 34

Court Service Workers are male,

Six of the cight Chief CSWs reported that they he.e completed four or more years
of college level course work, with a seventh having completed three years beyond
high schoot,  Of the 34 CSWs, only five do not have at least an undergraduate
degree.  0f all thnse who have attended college, 58 percent report that their
course work concentration was in sociology, psychology, and criminal justice,
The majority of the other 42 percent of college attendees reported that soci=
ology, rsychology, or political science was a minor area of concentration,
Without a doubt, the CSWs of South Dakota reflect a predominant background in

behavioral science education. nine of whom have completed one year or more of

graduate level study,

Sumniary of Personnel Characteristics

South Dakcia CSWs are young, extensively educated in the behavioral sciences,
with many having less than three years of criminal justice experience. A

mec fan age of 38 indicates that one-half of the CSWs are at the first plateau

of their personal career development. This may indicate that the potential

..32-..
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for éxpanding the sophistication of probation services within the state has a
solid foundation of bright, energetic, dedicated professionals who may serve

the state for several years with considerable stability and low personnel turn-
over. In fact, there was considerable evidence exhibited by those CSWs inter=-
viewad that job satisfaction was reasonably high, and their career path choice

at this peint was permanent and long-range. Undoubtedly, the Supreme Court

will be challenged in the years ahead to leep personal recognition, compensation,
and professional ifdentity (partially throwyn training) at a continually improving
pace sufficient to hold the e«¢pertise now existing and to continue to attract
this type of candidate to court service work. This is especially important
where personnel are geographically isolated from their peers and when local

comnunities expect their one-man probation office to be all things for all

FLOAND LENGTH OF IN-SERVICE TRAINING PROGRAM

B

Fach respondent to the personnel survey was asked to state his preference of
three types of in-service training opportunities:

a. Ten to twelve CSWs from regional circuits convened for a
five~day, in-residence program.

b. Continuinyg series of one-day seminars including all CSWs
in the state. :

¢. A series of three-day training programs at a central location.
fwenty=five of 4k respondents Indicated they would participate in five-day,
in-residence sessions, 24 indicated willingness to attend one-day seminars,

and 33 expressed a willingness to participate in three-day sessions that

addregs poiicy, procedures, state statutes, and new court regulations.

-33.-
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This duta 1s supported by responses to the next item, which was open~ended.
Respondents were asked what type of content is most needed for their associates.
Operational personnel indicated that the Chicf CSWs needed wanagenent training,
and several of the Chiefe indicated that their staffs needed "sensitivity",

rersonal awareness'', and "comnunications' tra.aing. A specific list of

! . subiject matter reflected in the data follows,

P, Law enforcemsent juvenile arrest proceduion

Sooo Law erndvorcement adult arrest oad oobin vrocedures
B “. Parental netification of juvenile costody procedures
__ ___ bo Criteria vsed to release juveniles to custody of parents
| . Seo baw enforcement juvenile crime offence report format
_— (.. Role and authority of states attorney in filing juvenile and adult cases
) 7. Rote of Clerk of the Ceurt in scheduling juvenile docket
o __‘ d. Tarentatl notification of hearing procedures
—m itorwstion requirements fer basic CSW records for new cases
e Tt Subutance and court rules of procedure to adjudicatory hearing
—_— ti.  Substance and court rutes of procedure for informal hearing
e {r, Substance and court rules of procedure for dispositional hearing
—
c3e Substance and court rules of procedure for revocation hearing
; -; i, Developing working relationships with community~based service/referral
fi e - resourse agencies
- iH. Fwailable school record information and report format
- i6, Aveilable mental health record information and report format
.‘ . 17. Available welfare record information and report format
o i, Available law aenforcement record information and report format
! 19, Social casce history format and information requirements
l"i i 20, Common terms and conditions and authority for enforcement
- -
- 34 -
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21, Alternative residential placements and procedures for securing

27, State Youth Services placement resources and procedures

23, State Training School and procadures for visitation

2ho Procedures for continuing probetion after training school placement

250 State rorestry Camp intake procedures

5. Local detention center intake procedures

27. Client interviewing

8. Information resource interviewing {vihcs agencies)

200 Report writing (for court decision maiiag)

6. information orgenization and analysis {report preparation)

Si. Urganirzation of aduinistrative offices of South Dalkota Suprere Court

2. HRole and authority of Director of Court Services

53. Rele and authority of Chief Court Service Worker

3h. Roele of Court Service Worker

A0 dode of Circuit Court Judae

SO. Orgoanizetion of State Division of Correcticns

37. Griteria Tor discharging clients from supervision

. Criteria for caseload classification and management

3%, Suate statutory definition of juvenile and CHINS and rights (due process)
in juvenile court

o School achievement tests and score interpretation

i, vommon mantal health personality classifications

&2, State statutes relatced to mandatory education and training

3. Unemployment benafits and procedures for eligibil

ity
ih,  Melfare benefits and procedures for eligibility
L. Ewmergency/crisis intervention resources for counseling, fostur care,
shelter care
.

L6, Field investigation techniques for verifying existing informition and

identifying new client information

..35..
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47, Concepts Tl1lustrating justice as integrated Ysyaven”
L. Centval data processing information requirements
Lo,  vricrity setting four use of CSW employment time

B, Stote penitentiory intabke procedures and programs

Training iw needed on a statewide haso (bt bs selidly grounded onoa Jdesion
toat o provides the continuous opporiaas o 00 ol start we develop toward
defined organizational standards of practice.  Euphasis should be on develop-
ic joh shills, However, knowledge and uederstandiogs vitally
aitect a peirson's ability to apply skills appropriately. A meld of skill
eadning conbined with konowledge and understanding is desired. Learning in

Loth i assential to an effective CSW training effort.

T Douth Pabota CSW o functions basically in a traditional probation officer
vole, His prisary concern §s hig Meases', and all activities are geared

divectly o indirectly to "help' them, relying heavily on a quidance counseling
goproach.  Time devoted to presentence and social history activities, travel,
st conet nonitoring subtract substantially from the one-to-one divect helping

petacionship to the client,

Tiee South Dakota CSW staff, as a . whole, comes to the task with excellent back~
grounds of experience, education, and temperament., Both new and old staff feel
thie maed {or standardized procedures and practices across all nine circuits.

.

ave aware of procedural discrepancies among circuits in terms of handling

ety
e
—

and processing--net that being different is dysfunctional, but that in terms

g

of the offender, ecach should be able to expect the same treatment in similar

- 36 -
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acutely awarc of the nced to assume @ professiosal stance.
facengy ¢limate, procedures, policies, and philosophies go far to Vset' attitudes

of worlers,  Too often these are vague and unclear. Geals and objectives should

be identificd clearly, as well as constraints and Vimitations of the agency, so
that staif is aware of the operational posture of (he orgavization, In large

meastre, this guides the development of attitudes congruent to organizat. on

HootM, Within this framework, skills «nf Dacuwledge training will provide max=

.
H

it

inum payoff in terms of service tn ¢ v, the organization, and the community.

fhe C8W job is essentially rected in the roles of case managoment {major tasks:

guidance counseling and enforcenent) and information prnueag?gm‘(majmr tanhas

presehtence investigation and social case histories). These roles require
certain sikiils, skilles that can only be learned, developed, and refined on the
ok, The knowledge and understanding to function competently can be obtained
osomn degree in oprescevice academic settings, but the refining and honing of
intellcctusl concepts and ideas into workable skills is the responsibility of

the organization, and the work setting is the appropriate site for development,

nodesigning a training strategy for the South Dakota CSW, the major roles of
the LW wore observed and the major tasks that constitute these roles were
pventified. The following recommendations reflect the data and information

collected for developing a framework for a state training strategy.

iic Findings from Interviews

t¢ is apparent that there is overwhelming agreement that a need exists for

horougls understanding of procedures and practices which would guide the C8W

Efforts by the Director of Court Services to standardize procedures were
begun at the December 1975 training session for CSWs in Sioux Falls.

“w
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Mapagemento fany respondents indicated that case menagement was o top training

some A terialy and activities that are available to assist in

Fifeh dudicial Cireuit Courg, Juvesile Procedures Manoal

seuth Dulata Court Serviges, 1974 Annuatl draining Meoting
in Sioux Falls

Hational vounci? o7 o iie Cowrt Judges, (olloge of

Juveniie Justice, n o vragn, periodicals, and training
natitute for Cou
capecially "Jduven

CManaucmenty eontod tals and courues,
1
t

-
ite Conrtss A Gosparative Study,

oopractices, pelicy, and procedures is the dtunction of Cuause

crdestioy pecayte Uhis deternined how o C8Wis tine was uned,  Case nanagenent

fredntns o be conducted inoa variety of ways, Attached as Appendix € 1s a

Sratuleer vocdule related o the wencrie principles of case manageeent, 1t

ceverldon nowe content, experiential exercises, and guides for processing the

ré

siegsn BTAN, and

bl A

i

it iy the consaltants epinion that all training should use this
o of Msubstance', Mexperience™, and "process't,  The Case Management

Prainiag Sodule atiached was develepad by the Anerican Justice Institute,

5 providoed ay an cxample of how each funaotional element of

vvatniag vonbd be designad and delivered.

L . «

LRy ag I
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Casce Worker Role Training Program, 1075, Praject STAR,
American Justice Institute, Sacrancento, California

Probation Training: Content and Method, Institute of

GOvernment, e univeraity ot Narth Carolina, Chapel
Hill

Sfictual desian of training modules to address this concorn must bo tailored
to Sigth bakota law, philosophy, and practices as embodied in the Supreme
Court's Court Services design.
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Another important point is the necd Lo gain awarcness of the criveria for
decision-waking (recommendations to the court, to the states! attorney, to
law eoforcement).
Examples: 1. Hational Probation Institute's training, NCCD, 1970
2. Must develon o South Datota tailored lecture and exper-

fential component on guides to decision=making regarding
processing of offender into or cut of system.

I'n termg of the Guidance Counseling and ¢y ‘orcement tasks, there iy serious

awesticring by many about the use ot cotiorivy and power,

Example: 1. Legal Responsibility and Authority of Lorvectional
Officers, ABA, 1975, ‘

In terins of the Information Processing role, interviewing and report writing
surface as the most important areas of need. Investigation skills rank high,
inctuding ?nveétigative interviewing, data collection, and verification.
Hnderalvding this is the need for communication skills, listening, and
expitessjon,

Examples: 1. Interpersonal Comnunication, University of Georgia,
Athens, Georgia, 1975

2. Collecting, Analy:ing, and Communicating Information
module, Project STAR, American Justice Institute, 1974

It is found that a top priority concern is interpersonal and per-
smng?'gruwth training, with conflict management and problem sclving skills
coughit.  This type of training for ajency staff is secldom considered in cor-
rections, cven though we are a:l aware of the ovarwhelming amount of energy
that is "wastaed'' on interpersonal problems in an agency. To purge an agency
of the interpersonal barriers would insure increased effectiveness and enhanced

relationships.
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Examples: 1. Seif-Others Awureness, Training Assceiates, Boulder, Colorado

2. '"Management of Differences', Schmidt and Tannenbaum.
Creative conflict management--basic skills,

3. "Problem Solving Framework!' and "Problem Solving Cyule
Center for Training and Development, University of Southern
Calitornia.

Court scrvice Workers are eager to play a broker of services vole. Although
many function as referral agents, dicsatistantion with the way this works

results in CSWs wanting to develop sk iis {o broker services for clients more

P ¥
NERYISRAYS
[V

EANS
aitan Y
SRS Yoy,

Exampies: 1. Comnunity Advocate Team, National College of Juvenile
Justice, Reno, Nevada,

2. Agency Commitment to Team Organization and Negotiated
Services (ACTIONS), Western Interstate Commission for
Higher Education, Boulder, Colorado.

-~

cai i odacotion for the community and justice system s ontinuing demand

@
oy

saodndividual CSWs.  How to do this to the best advantage takes skills and

craaning o maximize one's impact.

0fF special interest to many was the use of contracting with the client for

sior chunge. Many see this as a viable approach to handling the offendar -

wivhin the guidance counseling approach.

crampler 1. Mutual Agreement Programming, American Correctional
A<sociation, 1975.

Twooareas 0F special expertise needed by selected staffers are cultural aware-

ness regarding other cultures, primarily the Native American, and group

g and gencral caselecad. Cultural awareness training must incorporate

mure chan didactic input--readings, fiims, discussions~~fo.be effective. An

erxperiential element is also needaed.

- Lo -




T, Examples: 1. Cultural Awareness to Race and fthnicity: An Experionticl

. ABEFOGCH, Western Interstate Commission o Higher Lduca-
A tion, 1973,
baa ? A}

2. VISTA training, Higman, Adams, and Hunter, University of
Colorado, 1970,

Group counseling, whether psychologically focused as in Guided Group interaction,

contrantive as in Synanon or AA programs, or sociclogically-oriented as in the

Pravo Fuperiment, must be learned and deveioped by selected staff to handle

thuse cateygories of offenders who have Vike problems and who aie anenable to

timne methods.  The attractiveness of peer support end reinforcement and the

cpportunity to deal effectively with groups of offenders saves valuable time

and aliows the one-to-one relationship to be more fully implemented where it

is most needed.

txamples: ', A Handbook on the Use of Group Counseling, Nerman Fenton,

Institute to Study Crime and Delinquency, 1965, Sacramento,
California.

2, The Provo Experiment, Lamar Empey and D. Ericksocn.

The preceding arve basic focal points which a training design may incorporate,

Fach seament demands training skill to design and develop. Modules, experience,

and preseniations must be provided to insure maximum impact. .

- L] -




— b
* T e

—

LS " i

V. RECOMMLNUATIONS

AT coploveos should come to the job with o certain proscribed Jevel of
benaviorel knowtedge and understanding, gencrally obtaived in an academic
setting, It is significant that many of the South Dabota C5Ws have had
behavicral science academic buchgrounds fros the University of South Daleta
Cormminal Justice Frogram, and/or educacional ourse concentrations in sociolagy

1«

cr peycholoyy.  As retflected elsewhare in this repuvt, the compienent of per-
wapet now ciployed by the circuit courts appears ©o meet accepted standards
of preservice education for probation services. The youth of most employees
aid the foct that nearly 30 percent have some course woric completed bevond the
undevaradusta Tevel 1s an indicator of carcer motivation which should be used
by tho cour e, An already existing close relationship with the University of
south bskats warrants specific action to insure continued availability of

ceilege tevel course offerings for CSW personnel through seme type of continuing

education or extension division program,

The Universivy provides an integrated, two-year, baccalaureate and graduate
progran in Criminal Justice Studies. lts adaptability to the needs of the
tield extends to programs of independent study and a tailored off-campus pro-
grawm serving 15 comamunities that provides 25 course offerings. Instructional

capability cxtends beyond the campus academics, and good use is made of prac-

.
b

titinners as adjunct professors,

S

4 Or. James Rumboltz, Director of Off-Campus Studies; and James Villone,
Associate Professor, have excellent reputations and their involvement in
Criminal Justice Studies has extended beyond traditional campus duties.

- hz -




R

it i Y

Recomiendation |

it is recermended that the Director of Court Services survey USW persconnel to
determine the continuing education objectives of circuit court prohation officers.

Survey items should include specific course offerings and prereguisites consise

tent with University policies; therefore, the survey should be conducted jointly
with Crimiral Justice Studies Program faculty. Location of curvent course
offerings should not be a constraint ar i time, bYecavse the purpose of the
suivey data i3 toe develop a continuing corcarion profile of USWa,  The data
walyzed by both partice=-adminiariad v affice of the
courts and the university., The Director of Court Services should then request

a brief plon from the institutions of higher education in the state, which
describes how often and where they might provide course offerings that would
fnrerery CoWe as well as other adult students.

.

“ P

Recomncndation 2

Fion the survey product ebove, data way reflect that certain acadenic knowlege
arens are desired by a majority of CSWs. If this occurs, it is recommended

that the Divector of Court Services request higher education faculty to develop
an Yintensive seminar' course delivery system (if one does not already exist)
S arrango utilfzation of the State Police Training Academy Tor teaching such
courses at Lwo= to three-day in-residence sessions. Since standard semester
class requirements for credit usually require 14 to 16 weeks at three hours per
week, 42 to 48 class hours are required for credit. These academic requirements

.

could casily be met by including these courses in the overall training program
of the courts. CSWs not wishing credit could still participate "and complete

such scssions as a training requirement., Later in this report, three to four

_[‘3-
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three~day training sessions per year are recommended for instituting an on-going
in=service training program. Two of these sessions, properily separated by throe
or six months, could result in college course credit for the C8Ws, Graduate
credit could be awarded by more advanced homework acsignments between the ses-
sions.  Underyraduate credit might be awarded with or without minfwum reading
assignmentys between the sessions.  Training requirements of the civouit courts
would only vequire full attendance and participation,

PRATHING

e s e

Entry fevel traiving is geared to provide a sound foundation in substantive
material retating to the CSW job., ldeally this training should be provided
in a centralized location for standardized orientation and provided previous

T ansianiet.

Recomendation 3

The Divecter of Court Services should inmediately scel support to establish an
Entry Leval Training Program for orientation of all newly hired CSWs., This
training experience should be administered by the State Adninistrator's Office
ef the Courts to provide the first phase to introducing the new candidate to
coury service work., The training should be conducted periodically when more
than ope aew employce has been hired. This entry level training should include
at least 40 hnurs* of exposure to South Dakota law, Supreme Court policies,
CSW proceduis, followed by instruction in the four major roles and major tasks
expacted of CSWs.  If possible, a portion of this time snould be spent in a

classroon/instruction/discussion environment, with the bulk of the remaining

% As recommended by Standards and Geals, Corrections velume, p. 494, Std. 1411.
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time experientially-oriented, observing and visiting other componeints of the
criminal justize systcw in operation, The Director of Court Services should
select one operating circuit court as the entry level training agency and this
b0~ﬁour expericnce snould include exposure to the community setting, scrvices,
and pressures that the CSW will be confronting once he is assigned to his

permanent jch location.

There is probably some advantage to exposing the new employee to g CSW environ-
ment In an urbeén setting even though he may be hired to serve a rurally=-
oriented court, because in 40 hours more opportunities for a variety of

probation officer experiences may be offered. If two weeks can be set aside

foir this entry level training, one week at an urban court and one week at a

rural court would be ideal. 1In either event, it is recommended that the entry
level training remain under the direct administration of the Director of Court
Services with supervision and implementation occurring at the court sites
selected for this purpose. During this period, the Chief CSVW should report to
the Director his full assessment of the new employee's adaptability, prompt-
ness, dependability, willingness to learn, ability to get along with peers,
ability to meet and serve the public and clients, completion of tasks on
échedule, and other work characteristics that may be determined indicative of

satisfactory performance.

IN-SERVICE TRAINING

Once the newly employed CSW has completed the entry level training, there is
a need for "agency-based orientation' training under the direct tutelage of

his Chief Court Serv.ce Worker,

W
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Reconmendation &b

Fach Chief Court Service Worker Should accept a new CSW from the entry level
training cxperience and immediately provide him direct "on-the-job' training
under daily supervision for the first 30 days of his assignment. This is.
already ccourring in sore circults, but in no case should the new CSW bhe
totally responsible for assigned cases during the first 30 days. Initial

°

experiences should be deliberately plarnned by the Cnief CSW and be oriented
v observing performance of peers v court, with families, ciients, service
agencies, police, states' attorneys, the judge and other placement or resi-
dential agencics.  The new employee should be allowed to participate and be

irvoived, without raesponsibitity for final outcomes of his efforts. Grad-

ualiy, uncomplicated presentence investigations should be assigned, followed
Ly assignment of minor cases for caseload supervision. During this period,
tihe Chiei Court Service Worker should conduct a “"feedback'' session with the
at least once a weel where strengths and weaknesses in performance
are openly discussed.  The judge of the circuit court should be present at
such sessions whenever this is possible,

Recommandation 5§

The Lirector of Court Services should appoint a Task Force of Chief CSWs and

tine persomel to develop a ''check list of initial job-related experiences'
which, when ratified, may be used by each Chief CSW to insure that every new
employee has boen involved with every routine task, problem, type of case,

and so on that is likely to confront the CSW his first year on the job. This

chezklist should be maintained by the Chief CSW and forwarded to the personnel

fil2s only when the new employee has been exposed to the required tasks or

experiences. It is envisioned that in some circuits this may occur in two or

- L6 -




three mosths, while other circuits may need six to nine months to provide the

CSW some experience with the variety of tasks identified.

The success of using such an instrument to insure some staendardized exposure
early in the CSW's carcer is dependent upon how much thought is given to
developing the checklist., Law enforcement agencies across the United States
arce using this method for guarantecing a comprehensive orientation at the out-
set and atso for reviewing satisfactory pevioraance of new personnel. It is
suggested that a similar inplementation o sast appropriate in probation work

whatw on=the-job training is a prerequisite to journeyman status,

Bocommendation 8

The Director of Court Services should immediately seek support for implementing

a continuous In-service training program available to every CSW in the state.

o

A mininum of three three~day cessions, and preferably four (quarterly), are
reconnended.  Such training sessions chould be at a central location and should
require mandatory attendance.

ithere is an immediate need to direct in-service training efforts toward pro-

cedures, practices, legal issues, and court philosophy and policy. The pur-

puse of this training must be aimed ot standardizing procedures and practices
to the extent that justice is served to clients and to remove ambiguity about
proper methods of intervening in the lives of clients. For this reason, this
training content and the administration of its implementation should be the
respunsibility of the Director of Court Services, advised by the Presiding

Judges Council,

* See Standards and Goals Corrections volume, p. 49k, Std, 1411,

w% Survey reported nearly 75 percent of CSWs would be interested in participating
in this type of training.
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Once sufficient procedural orientation has been completed, these three-day
sessions may turn attenticn to new or more effective strategies for treating
clivits, serving the decision=making needs ot judges, advanced techniques of
vuntvacting Tor modify (ng behavior, comnunity resource identification and use,
aivd fegal Tesues, Gwong ofthiers, At this point, bplesentation of Recomnendat ion

dree b Gqppropeiaie,

co i veconmerded that the Chiel Lourt Service Worliers, en bane, assess their

s s

b pecds Tor special or unigue shills with respect to supervising

cpenial types of oftenders: e, controlling druy and alcohol abuse, potentially

vielent, retarded, or learning disabled clients, diagnostic and test interpre=

Vi, and group dynamics,

Srion (o special shi e are narrow and @ single staff momber with expertise
b s :

wxey

Gren ean assuine  spectalty caseloead responsibility.  Lven in rural
courte, vectain problem-type offenders vay be assigned to one officer, even
vhowgh he may alea carry cases of & gencral nature. [If this is consistent with
ot opolicy, periadic (raining sessions of a specialty nature are desirable,
Poois recunmended that the fdentified skills be developed through centrally
tecated periodie training sessions for the CSWs selected by the Chiel CSWs.

Faculey fur this type of training could be recruited from higher education,

cobwr criminal Juctice agencies, and/or consultant oxperts.,

L T S |
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AlT court service personnel are dependent on the leadership of the Chief CSWs,

cuc whe judges are equally dependent upon their management and administrative
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skills. It is recommended that at least once cach year a special management
training session be provided the Chief GSWs. There are several public and pri-
vate wanadgetoent training rescurces that could assist the Court in providing
these training opportunitics; o.q., UG, Civil Servi#u Commission, Law Enforec-
ment Assistance Administration, or Schools of Public Administration or Business
oty campuscs of bigher oducation. Frequently these short-term management

remtinars con be tailor-pade Lo the vecds of the trainees,  Although Jast in

ooder, this recommendation deservos ene?! artention,

DI TRALEING
& G5W training program will reguirve more logistical support and coordination
that (e current training officer for the courts can provide, since he must
serve the frainine needs of all court personnel., It apnears that there is
sutvicient justi{ication to request one full-time employee to be assigned to

tiee Divector of Court Services for the specific responsibility of designing,
aoiving, arranging, coordinating, and record keeping related to CSW personnel
trobuing,  To denonstrate the utility of this specialty resource to the legis~
Bacure in Tuture years, It may be appropriate to seek a federal LEAA grant in
P00 1o fund such a person for the initial year or two to determine the effec-
tivenese o such a program.  Discussions with the State Law Enfcrcement Planning
Focney would determine the feasibility of this concept.. In the Tirst year of
such a grant, it may be possible to solicit fTaculty or tuition cxpenses and
wainee travel Yor sone of the training suggested in the recommendations above.
The Divestor of Court Scervices may also wish to consider a line item request
fron the Tegislature in 14977 that would allow for contracting for a certain
feuber ot USY man-days of training. Training programs so contracted will cost
Botween 55 and $70 per day per trainee: Independent contracting with local
university faculty members for short-term training will average between $75 and

Y125 per faculty day of instruction, plus travel expenses.
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On=Site Interviewees

James Villone 9,
Criminel Juctice Studies Proaram
University of South Dakota
Vermillion, 5B

10.
tary MeDerrott
Soart Service Worke

Huron, S0

Yovne Jolmson
Court Service Vorker
Yaridon, Sh

Wittiom Doucherty
Cilef Court Servicee Worker
Stoun Falls 5D

Jit Banbuary
Court Service VWorker
Stouxr Falle, SD

Jobn Dohinsen
"

[l » 2. N - gty pa
Couort Sorvice Wortoe

sluews Faila, Sb

Sichard Stanford
Chiel Court Service Worker
Aberdeen, WD

Cheryl Grand
Court Service Worker
Abvrdern, S

Connie Foss
Court Service VWorker
Abeideen, Sb

Ryland Sorenson
Court Service Worker
serltby, SD

Tom Saffel
Chiefl Court Serviee Worker
Pierre, SD

Payl Bennet
Cowrt Service Worker
Winner, SD

Sylvia McTighe
Court Service Worker
Pierre, SD

Judge Hall
Fifth Circuit Court
Aberdeen, SD

Jay Newberger

Director of Court Services
Supreme Court

Pierre, SD
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SOUTH DAKOTA COURT SERVICE WORKER
PERSONNEL SURVEY

Instructions: Please provide the requested information as completely as possible,

—

1o,

13.

This survey data is to be used by the court for determining the most
appropriate type of training opportunities that may be developed or
made available to Court Service Workers.

2. Male[ Female C

Last name First Initial Sex
Address of office o . City ‘ County
1.2 3 4L 5 6 7 8 9 5. Your age in years today

Judicial Circuit (Lirole #)

Lhie

Job

Hocsw, T cosaw, OO0 Deputy C.S.W. [ 1
title {caccn a,g’(£1.~‘, titie)

Circle highest number school year completed: 9 10 11 12 13 14 15 16

. High School College
718 19 Yes 1 no [ ves| | No L]
“Graduate Undargraduate Master's Degree
School Degree Larned Earned

1 you attended tour or more vears of college, write in the space provided below
the two areas of course work in which you concentrated most: (Exarple: :

‘Seciology, Psyeroloygy, History, ete.)

8a 8b

o

Have you enrolled in training seminars or course work sponsored by the University
of South Dakota O0ff-Campus Canters within the last two years?

Yes [] No [] | .
How many months or years of occupational experience within a criminal justice
agency did you have prior to becoming employed with the courts in South Dakota?

/
Years Months

Name of Agency

What is your current gross annual salary from services rendered under the job
title indicated in #6 above: §

What is the average number of hours you spend each week on official court busi-
ness including public speaking and other extra-office activities wherein you
represent the court's interests?

No. Hours Each Week

Estimate the number of hours each week that you actually spend in the presence
of a Judge, in the courtroom, chambets, etc.!

No., Hours Per Week
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16.

[
Tak
.

23.

How many months have you been working as a Court Service Worker since July 1, 19757

Estirate the percentage of time each week that you spend on the following functions:
a., Adult Pre-sentence Investigation and Report Preparation

b. Adult Probation Caseload Supervision/Counseling

¢. Juvenile Pre-seatence Investigation and Report Preparation

|

{é\“

d. Juveniie Probation Caseload Lupervision/Counseling %
e. Juvenile Parole Caseload Supervision/Counseling %

. U S SR SO PRy A e Ll ey AP J Fpe SR
Cerpected that eonbined toraie wosve should add to 100%. It 4s

+
4
.o b o £ 7y ey ok . . . o - . J St -
roalived thut you aloo periorm oy ¢ieor tasks.)

Vhat single task, excluding travel time, do you expend the most time on each
week?  Briefly describe the activity:

What is the second nmost time consuming task you perform each week? (Exclude
travel time) Briefly describe:

——

o

Hew pany hours do you spend each week traveling {(not including prisoner escort
or transpoerting probationers): ‘

How many hours do you spend each week attending Juvenile or Adult court hearings
and/or - legal proceedings in the courtroom?

On the average, how many offenders are assigned to you for personal supervision
and counseling?

(No. Juvenile Cases No. Adult Cases No. Juvenile Parole Cases

On the average, how many hours do you expend each month in face-to-face contact

with each of the persons assigned to you for supervision and counseling? (Do
not include time spent with clients while preparing pre-sentence investigations
or reports for other pre-adjudicatory hearings):

Or the average, how many hours do you expend ecach week dictatine, writing, and
editing reports to your superior, the court, or other agencies with whom you have
routine communicaticn? (Do not include time spent on field investigations or
contacts you make tc gather information to be included in the reports):

On the average, bow many hours do you spend each week conducting field investiga-
tions, contacting parents, wives, familijes, school, police, etc., directly related
to gathering information for the purpose of preparing a written report to your
superior, the court, or other agencies? (Do not include the actual time spent
on dictating, writing, and editing the reports): :

-
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From the following lict of tasks and their general deseription of
activitics, rank the tacks in terms of thetir impﬂrtarce te you. Rank
the tacke based upon thely importanze, not neeessarily upon how mueh

time you must cpend to eomplete tiem,

1

INVESTIGATION (Rank each of the following four tusks with #1 Leing the most
ir

’ - s £ . o
impentant, 28 tre nest moot trporiant, ete.)

i.r&\.‘&uv) ot

i+ Pre-sentence lnvestigation - those activities connected with the inter=
viewing of the defendant and the preparation of the reports describing
that intervicw. ’

2. Case Writing = the compilation of records, interviews, and statements
necessary for preparing the report known as the Pre-sentence/Probation
Report.,

3. Initial Interview - this subtask concerns the interview by a probation
officer that takes place after a defendant is granted probation,

i, Custody 'nvestigation - those activities concerned with the compilation
of interviews, statements, and records for a report that will assist
the court in awarding custody of children in dependency, neglect, child
abuse, or domestic relations cases.

COUNSELING (Rank caeh of the follewing five tasks with #1 being the most
tmportant, 5& the next mos * important, ete.)

. Family Counseling - this subtask is a result of individual supervision
and concerns those activities that a probation officer may undertake
when the probationer is involved in various marital and family problems.

2. Employment Counseling - & subtask that a probation officer may perform
to insure that a probationer has adequate and suitable employment,

3. Personal Counseling - the subtask that a probation officer may perform
when he observes deviant behavior on the part of the probationer; i.e.,
alcoholism, mental illness, etc. :

4, Financial Counseling - a subtask concerning those activities performed
by the probation officer to assist a probationer who has problems with
debt, budgeting, restitution, etc.

5. Alternative Residential Care Counseling - this subtask includes all
activities related to identifying, securing, and actually preparing
a family and cne of their children for a residential placement outside
the natural home. :

.ENFORCEHEEI_ (Rank each of the following five tasks with #1 being the most

i ik e

imporant, #C the mext most irporiant, ete.)

1. Probation Violation - this subtask comprises those activities which are
performed when a probationer is suspected of violating the terms and
conditions of his probaticn,

OMREE LD e jai
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2. Probation Revocation - a subtask which relates to those activities per=
formed in order to petition the court for revocation of probation.

3. Individual Enforcement = a subtask which involves a myriad of activities
related to the investigation of possible probation viclators, arrest of
suspected violators, extradition, transportation, and jailing of violators,

L, Juvenile Parole Revocation - this subtask includes those activities
reyuired to substantiate unacceptable behavior, new offense investi-
gations, or viclation of terms and conditions which lead to a petition
to revoke the parcile status of youth under supervision, leading to the
possible reinstitutionalization of the youth,

b5 Individual Supervision - a subtask that includes all activities connected
with the routine contacts that the srobation officer has with the
probaticner, ’

Viiat knowledge do you feel best prepares one tu function effectively as a Court
Service Worker?

.« o in terms of background and experience

. » + in terme of academic preparation

Would you be willing to participate in an in-service training program for Court
Service Workers according to the following alternatives? (Check only those
opportunities you would like to participate in.)

10 to 12 Court Service Workers from around the State convened at a centrai
location for a S-day in-residence training program.

___Continuing serics of 1-day seminars for all Court Service Workers in the
state.

A series of 3-day training programs at a central location where content
material focuses on rules, procedures, policy, and law related to Court
Service Workers' jobs.

PPN

__ Other: Briefly describe the content, length, and type of training you
believe would be more beneficial than those mentioned above.

Whot kind of training do you feel is most needed by your associates to make them
mare effective?
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Ad Hoc Task Force

Witliam Daugherty
Chief Court Service Worker
Sioux Fallas, SD

Hary McDerrnott
Court Service Worker
Huron, SD

Vayne Johnson
Court Service VYorker
Yankton, SD

Tom Saffel
Chief Court Service Worker
Pierre, SD

Richard Stanford
Chief Court Service Worker
Aberdeen, 5D
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RESOUKZES

In State

o Univercity of South Dakota

o Criminal Justice Academy, Pierre

o Sopth Dakota Correctional Association

ol State

R A S

ST

o Hational lestitute of Corrections, Law Enforcement Assistance Administration

a.  Fxecutive Development for Corrections Administrators, University of
Southern California,

b. Middle Management Training, Western Interstate Commission for Higher
Education, Beoulder, Colurado.

¢. Organization Development in Corrections, University of Colorado, Boulder,
Colorado.

ERR. koo .

Ay Strategic Managewent Training, The Wharton School, University of
Permsylvania,

¢ Ancricon Correctional Association
d. Accreditation Program
b. Mutual Agreement Planning (contracting)

t. Executive Development Certification
o National Council on Crime and Delinquency Training Center
o Hidwest Probation and Parole Association
0 Center for Training and Development, University of Southern Calilernia

o Southeastern Correctional Council, University of Georgia, Athens, Georgia

o Teleometiics International, Houston, Texas (management)
o National Training Labs, Washington, D.C. (interpersonal relations)

¢ Amnerican Management Asscciation, Chicago, Il1lincis
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O 1dwnt1fy available resourcas and alterna-
tives for ﬁChLv”lng these goals and objoce
tives that mininize the constraints.

e rencurees inoa of foct 1voﬂ and
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oraaniczation of assigned cases

attention to wypeys of caues

iivm for oach case
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v

o assens Low effectivel 3' and eftficiently ro-
sourcoes were alloecated to achiove mglgxlni?i‘-
cant goals and objectives.

Criminal juctice coals--or roles--should apply
throughout the country and the criminal sustice
system.  However, the identification of objec-
tives, pX1CY‘tlUb, and resources naust be done aw
closely as possible to the source of the problem
and to thﬁwt urisdictions or organizations di-
rectly charaed with the resolution of the prob-
Tem, In addition, the assessment of how orffee-
tively or w*f1KAan]y resources woere allocated
to achiewve desired goals and objectives must
rest with the responsiple jurisdictions.

4
"i
W

It might appear that only socicty and correo-
tional agencies should be involved in setting
goals, ohjectives, and pricrities; identifying:
constraints; allocating resources; and assessing
eftectivencas,  However, individual operational
corvrectionsl voereonnel must also bear a major
lwnpﬂﬁﬂx;uflk"wLQI thls since their daily inter-
action with the public and the criminal justice
systen are the heart or correctional work. Cor-
rectional personnel activities are typically
undertaken in o setting where wide discretion

can be exercised and where supervision is dirfi-
cult.  Thus, sgeiety and thu agency should get
brosd goals, identify specific objectives, and
allocate appropriate resources; the agency should
Obtain the best personnel possible, establish
policy and procedure guidelines, and provide the
bast possible support to operational correctional
personnel in carrying out their responsibilities
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Fles such ag:
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e an inspoction (e.q., to check
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o & crime {e.qg., a specific offense)
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or types of cases. To them, their involveme;25\
in the criminal justice system is what they

are concerned about--and most would like this
involvemant to cecase as quickly as possible.
Therefore, for the purposes of this training,

a "case" is defined as:

those individuals, incidents, aﬁd situ~
ations involving conditicns, objects, and
inforwation on which formal action is
based.
EXANPIDG
A missing person
Vielation of parole conditinng
An 1L01 pe?eon |
A diseiplinary hearing
An individual on probation
A riot
Stolen property
Malicioue mischief
A presentence investigation
Assault
A work stbpbage
4 family disturbance

An unfit home.

What Is a Manager?

The meaning of the term "manage" varies
widely. TFor example, it can mean:

@ *+o handle
& to control

@ to make and keep submissive

\.

"What are other
examples of
"cases' in
accordance with
the above
definition?"

"Are there any
other meanings
of the term
'manage'?"




“"What other
types of
'wanagers' can
be identified
in the manu=-
facturing
worid? in
business?  In
government?

in a coryee-
tional ageuncy?"

"What are
other
categories of

o mermm o
FRL
H

managenent

oy,

@ to treat with care

e to alter by manipulation

® to succeed in accomplishing

o to dircat

o to achicve one's objective

© to use resources judiciously.
Furither, thooe different interpretations
possible of o oare "managers." In looking
at the above Lict and in thinking about our
own experience with the torm "manager," we
could readily identify some familiar typos
of munagers in the manufacturing world such
as:

@ the "production" manager

® the "division" manager

o ' .« "zone" manager

e the "shift" managor.
These individuals carry the title manager in

relation to ono or more of these categories
within the organization:

¢ function (e.g., production)

@ level in an organization (e.q., divisién)
e location (e.g., zone)

e time (c.g., shift).

The ways in which these "managers" function
may differ considerably depoending on the
nature of the activity in which they are en-
gaged, sitve of the organization, tradition
and style of management. Yet, ecach of them
must deal with the following elements of
management:

e goals and objectives

e priorities Ag}

bt
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® resources
@ schedule.

o authority.

In addition, each of them should be involved

in all of the following responsibilities of
managoant:

@ planning

@ organizing

e staffing

o directing

@ budgeting

© controlling
e cocrdinating
& reporiting

© evaluating.

further, each of them is involved in one way

or ancther in the use of various management
techniques such as providing nceded:

o leadership

o assignment of tasks

o delegation of authority
® allocation of resources
© communications

5} 1Qtiva£ion

® morale

® status and recognition

@ discipline.

6-7

"What do these
terms mean?
What other
eglements of
management are
there?"

“"What do these
terms mean?
What other
respensibili-

ties of manage~

mnentg are
there?"

"What do these
terms mean?
What other
techniques of
management are
there?"

e
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Having looked at management concepts as

related to the manufacturing world, let us

now comparc the following positions (in order)
with the previously listed dofinitions, cate-
gories, clements, responsibilities, and tech-

niques of management to see how each ig
involved:

o the general manager of a coal mine

o the regional manager of o trucking firm

o the ol otea Chief Executive of a
pelivicad Jvrisdiction

® a state director of corrections

o a city manager

o the sales manager for a computer firm

© a warden

@ the service manager in an automolile
dealership

o the manager of a baseball tean
© a chief probaﬁicn officer

® the manager of a political campaign
© a correctional captain

© an orchestra conductor

& a railroad switchman

@ the manager of a trust fund

® a parole unit supervisor

o the principal of a school

® a parcent

e a probation officer

¢ an architect

h
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{ o a farmer

"Can you think
of any posi-
o a4 housewife : tions in llfe
: i that are not
I O a4 group supervisor involved in
some type of
o a correcticnal officer, . management? I{
0, which?
A; can oo seen frorm the abows conparisons, Why?"
proaltion is involved in one way or
wiith wvarious Gefinit “;A:.):‘x:', f"*ﬁ“ﬁ*f'ﬁ‘t"‘,,'z 23,
?zle?n‘yrxt‘a;, responcibilitics, and voshindgues
of manaaenont. Therefore, it glywzu b §
pocegni zed that "managenent® oo and chould
have: @ broader interpretation i, i dg
, mfi;n given.  Thus, for the purposcs ol (hiy
t adning, "managouent” is defined as:
!
tho act of handlins res (~‘*~'(~:;;;, in accord-
ance with given o ;Lo achieve
S?atpé mOal‘ and ijvctl"“" as ellfectively
as po 'l‘;ltl.
% In this definition, key words are defined "What authority
? as followa: does a case-
0 worker have
| Hundl ing=-«<those nanagenent reoponsibilitiesd compared Lo
\ and technigues identdiicd carlier. that of the
! » gencral public?
| Regources--money, raw materials, facilities, A correctional
é personnel. ‘ worker?"
? Authorite--that authority granted (or delo- "What is an
§ gatoed) LV law, social custom, agency policy example of an
Or puultlon. objective for
a correctiounal
Goid =g ﬂuivrdl purpose or status that is agency? A
i sought, correctaional
worker? A
Objective~-a specific purpose or status that caseworker?"
is sought in a specific amount and in a spe- '
cific Jocation by a speciiic time.
kth\tx"w~~prmducinm a desired rpful% at
the  Tovduat cost posnible (with Lo ohphasis
on xusu?ts rather than low cost).
|
|
\
Y
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Of course, all of the
manager have the oo

P

}){31:..’0.1.1 1!“

Cwn‘v*i B bl entioe
3 e

the ald
fuu‘t K

author : wyer dnensabde
4 ‘L‘.h‘“ act,  Tn \;er.";.'ri P, Plroere are thoos who
got 6o caneht o dn the yooc s of the decie
eion, thel oo torael Lhe poneoe ofb fnn
deeinion. o or eloments o Whiici @ doeclslon
should T o cre gl it

o uncerstoanding oo the purpous of U

deeinion
o authourity
o information

o btime for carciv

o means of dmplens

Ougnndy
Whon canos ars assidn
nel wust fivast ;u‘li
can he eoifective with
general, this invelv
and organising i
making conmithnnte,

plans {or o aduw*ﬁnu
organisativnel activ
formal docuw =x1&.xt LT
angd agencey commitmont

e

aososaaent s and commitments of @ single:

worker.

Regardless ¢

activitios take oo

marineanent of gases
3 13

decisions.

.

Assessmenl of Basic Case Problems and Noeds

Suffici nt inform:
and necas of each

coabove :‘(“'1‘1j res t'}x61t i;}\g¥
’§'3 ity ol the commi
mant to vurceed e 1O ’

1 con

11,
ne th
n the

e
(RSN 4 01

inferietion, planning, and

T‘Elif;
TN
3 'L'i 3821
? £ ‘,;fi

Loto

f ¢he involvenent, the following

vooand

at "U"’

Cang

PRTIREY 1l BUCCL L im

4o mananehvent iy

ST,

A

IA(*..» nxl'f
aney with the

siderction

corroct ionadl porsons
1y work before thoy
ir elients, 1In .
theoring, analyrina,

activity ends when
irpiemented,  Such
may range frou
fTing, agency review,
thﬁ informal porsoenal

inpact on the
hense, on case

hout the problemsg
]

a
pust be obtained to

‘ )
e
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™
provide a foundation for case activities. | "What are the

Pressures of othier cases and other obli- fastest ways of
gations impose requirements for obtaining getting essen-
the essential information as quickly and tial information
ceonomnically as possihle. about a client
. who is a first-
EXANPLE time burglar?
, T A third-time
i . - . ‘ SR
i At the suggeation of a nelghbor, Moo, hard-narcotics
I MeMerny beought her gight-yoear-old cor cffender?"
E to the Probaiicr office. Ehe ewplained
to the inteke worker wici hey boy
wouldn't obey her and v Jnvrooeingly
: Tnsolent. After furthor “avegiigatiion,
! the intake worker civon;i ot !
i that Mrs. Malarny wae cohibi{s UL e
g toms of mental <linces
? son was reccting.
| Establishment of Desired Case Results ’
’ or Goals
] Prescure is on correctional pevsonnel to “"What procedures
| identity practical goals that will result have you experi-
in constructive changes in hohavior and enced as most
: nitinately in law-abiding life for the efficient in
! elicnt. But several alternatives are identifving
usually reviewed before the best goalg ‘ goals for
can be identified. Good mandgement im- clients? Least
plies that the precedures followed in costly?"
identifying these goals be reasonably
| economical and consume relatively ilittle
! tine.

i’ When Oren Masseri vas assioned to senve

2 as Nork Release Coordinator, he prompt-
. by revised rne applicaiion Form wsed

ﬁ by inmates of the jail to request work
§ release privileges. The revised form

! tneluded secveral guestions whieh re-

é quired the applicant to deseribe his

| morivation, state s lowg-range acals,

and Tndieate how boing granted worke-
release status would serve those goals.

.
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Name sore
effective ways
Lo maintain
comprehensive
and quickly
obtainable
Yesource
information.

"What resources
are of most,
intermediate,
snd least
expense?”

e

RER

..

e ™~

Determination of Available Resources
to Support Each Case

Information on available agency and com-
munity rescurces way be insufficient or
obtdlnlnj access to it may he time con-
suning. Consequently, the oood casc
manager finds ways to obtain and maintain
comprehensive irformation on a broad
array of resources.

EXAH
A jv?f 2
thal o newl :
Norteosw, wonld
upon velease from

im Lund leavred
parclee, Benny
Joster-home zare
the State Boys'

- - + , .
Sehool, Lund scontacted the local wel-
fare a»:@utm: 't oae well as scveral
private agenceics. He explained to thenm

that he would be needing a foster hene
with parents who were ﬂx;”rtenccd in
dealing with cehildren subject Lo epi-
leptic attacke and who were not likely

F ¥
to be intimidated by a child's aleo-
holic parvents.

Review of the Relative Cost of Each
Resourco

The management problem here is to have
knowledge of the relative monetary costs
of each xind of resource and_ to use this
information to keep expenses within rea-
sonable limits.

EXAMPLE
When the dJuvenile Court judge ordered.
that Sally Peters, a court wvard, have
corrective surgery, Janiee Bell, her
newly acusigned supervisory parole of-
Jieer, caplored two possibilities. One
involved trar*;#r“‘rg Sal’y te 1 heepi-
tal &0 miles away where the opcration
could be p*rﬁfﬂilz patd fonr bd her
father's medical insuraner. The othenr
alternative vas to have the surgery at
a local hospital where the mediecal

Iy

insurance didn't apply. After

Y,
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congtidering all the direct and indireczk%\
ecosts invelved in both alternatives,
Jantce Bell establiched to the satis-
faction of her supervisor and the County
Auditor that the curgery could be per-
Jormed locally at less net expense to

the county.

Assoscment of the Benofits Received from
Each Resource

The benefits of resourcos st be assessed
to determine which is moal oficeitive and
st economical.  In this soutext, manage-
ment involves considering cus =ize of a

.

workoer's caseload and his other commit-
ments . and finding the Lest course of
action for each case and for the caseload
as a whole.

* One month after taking over the case-
load of a probation officer who had
suddenly resigned, Fred Scverin feli he
knew encugh about the needs of cach
elient to allocaie his time properly.
First, he cormputed how nuch time he
would have cach month, on the average,
for servicing hiec entire caseload.
Then, he clascified all of his casecs
according to their need for minimal,
average, or maxtimum attention. By di-
viding the total number of cascs inte
the number of work hours per month,
Severin knew how mueh time he had on
the average to be gtven to one case.

He allocated the average amount of time
to each case requiring an average leovel
of supervision and one half tie average
ease time to tnose classified as "in
need of minimal sypervision.”" The
belanee of tirme not required for ser-

P N Hog 4o o' 4 n -y L ¥ "
vrewng nia "mivimgi! and "average

-

s

1a e .« .
vy m Ty g e T s A ol v
CICE8 R L LEca a MONG KLY nQILWNKMm

supervision cases.

N

TN
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"What kiunds of
problems are
you {(and vour
clivnts) likely
to face if you
fail to
organize your
cases
properiy?"

pras e K v

Planning Implementation

An implementation plan must be developed

to commit reosources in relation to time to
achieve desired case goals.

BXANELE

Phil Mandrool

225 2 probatton officer
with a cocologd comprised primariliy of
young riow on probation fer fllegaily
ueing, poceccsing, or solling druse.

He conclndrd that he was not making ithe
G é wee of Bis time and talenito bu
meeting with his elienic individually.
He then conceived of a plan whicn called
for spending } hic time meeting

with elients in groups and the other
half <n itndividual ccecicons.

Mandreek's plan alse cailed for ascess-
ing the advantagzes and disadvantagzos of
the change at the end of six monihns,

r o half of
.

Organization of your case assignments is
imperative if your hest interests as well ag
those of your client and society are Lo be
served. A disorgenized, unsystematic
approach will result in an unbalancea treat-
ment of your cases. While some cascs recelve
proper and timely attention, others may
suffer from unintentional neglect.

Development of Casea

4

After plans have been made, the managing of
your cases continues during the development
phase when your activities in relation to
assisting, supervising, or processing clients
or inmates are under way. During this phase,
ongoing and periodic reassessments of benefits
obtained in practice for ecach casce and for the
entire caseload assignment should be compared
to the time and effort spent.

EXAMPLE

Khen Probation Officer Adam Denton met
with his superviscr this morning to review
his cascload, he was ahle to repert that
the cxtra time he was applying te Dave

Dewey's case seemcd to be bringing Pesu?ts;f)

6-14
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Dewey, who had been on the verge of W\

pxpulsfon from the 9th grad@ for truancy
Just two months ago, had missed only one

day ¢f school last month and may even be
able to enter high school next month on

tne basis of improved work.

Correctional Workcr Clement Conrad was
pleased to diceover, when he prepared his
rzn.LA?y work-reloace report, that onily one
of nis 18§ work releaszas had Jﬂt‘ ed and
four had dene well enough to be granted
rly termination. This onabiod the work-
PFZPGSP program to aeeepl 10v waore eli-
gible aprplicants than had ». o« previoucly
vattmated for the neat mos i,

Cace nunagement is concerned with maintaining
a balanced pe“vvugtivm 50 that needed pr0~
gress is made with all cases and emphiasis is
not given to one person at the expense ox
others.

it .'1;;:.! o

DeWitt Daniele was an articulate and eon-

gaging fnuate with g wide range of inter-

esta,  Correcticnal Worker Hoger Jackman

Jowd it u‘f‘J mu?:’; not to spend more timn
z&lnzr( with him than with the other in-

rates he was ﬂnnhuzsi: ¢ for counseling.

Plans for clients and resource commitments
need continued updating to achieve objec-
tives.

BEAMPLE
Wien Jaek Smith made the varsity football
feam and the assistant coash agreed to
Reep an eye on him, Vineant ﬂ.’ormzr:, dack's
probation of ficer, veduced Jack's report-
ing daye from once a week to twice a
ronth,

Mras Wypard, SUIL's morher, was pleasantly
uupy’zSUJ when the dutcn.p&n nome notified
her she could now visit Bi7’ three times a
wack insfvad af twtee. This echasge re-
sulled from the home's deciston to allo-
eate more staff to visiting activities

S
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"How can a
caseworker find
time to maintain
a balanced
perspective and
also take care
of all of the

case details?
Can he afford
aot tol?"
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“What is the
inpact on the
clicnt i you
take more time

than vyou should

on his vase?
What dis the
impact on vour
ether clivats?’

Biscusg the
merits of
narvative re=-
ports for
guick and
vificivat
Tefervence.,

1

AT, =

when the population dropped and they wﬁrnﬁ%x

not all needed in the living units.

Through attention to management, an effective
and balaneod approach may be naintained in
making gvod use of avariable resources and in
rechaping and extending the resouvces to

hotder moet client neodn.

Crganized cases are relatively cany to moanage,

Without oroanication, it is likely that come
of your cases will receive propoer attention
and thed» ol vnents will bhe met eftectives
ly and ethonr: «itl suifer from lack of
attention.,
Pregentation of Cagens

5

Hana¢oment also anplies Yo pros ting case
information to others in writton or oraol
reports, giving testimony, or informally
passing information in conversations. Effors
in these areas should centeor around asscossing
and irproving communications effectivencss,

cfficiency, and econcmy.
Bifectivoeness

Pregsenting case informatcion effectively
invelves providing the people who make
decisione on a case with the essential
information they need, in a format that
enables gquick and efficient 10ference.
Uniiccenssary information only takes up
space and obscures relevant cata. TFor
most of ug, constant attention is nceded
to reassess the strengths and weaknessoes
of the data we process and to find cco-
nomical ways to develop more effective
procedures,

"XAMPLE

rege
QD

1 » . % . N ,J 1.0
Wovrrker Havvey Clay had Leen arowund his
hoso loxg onowsrn o wnow cveol™togllu

-~ - * L -

what date the hoss used from the ifong
and curibercome reports submitied by
corrections personnel. A° first, Clay
sumnarised thie information at the top
of' his own narrative reports, ther

A
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he deviced a way to put 1t in eheeklict \“

|
| ! Format.
¥y % ' '
g ; Bfficioncy
o |
I Bificaonoy do vorelated Lo cimplicity, "Tu whaet ways
| Geanerally, oo more sinsly an 3dea ig could proeater
;{ gtat »d nnd thoo gsivpler the 7t efticiency be
f micoion, the corder atr ig svhivved in
! Thua, wvonr Doansement o Tonta A providing
i P O S T S N AU DU . o g Fl e
i SIS ) ST AR A TS B A A LA A s ~ easent il cave
I P Cpeeet Gt e entian o information 1o
; prose it o Judpen, parcle
,: L‘i»‘il?'\,l.‘{, DY sy e
i RYANDD vectional re-
i view committopen"
; oA Chelallcaon e e ook
oS pitech mowe o S S T
! il e lerior on the sane owloon and
‘ i cancd tine.
] Canctreinug Inhildtin polios Cae
f
k fnovterectional porsomnele-0r Qgeneiosecoarey
) nE iy pesponsititicien, a variety of con
| ! : VoL 0
| sitrvtie o o tahiibits cffoctive and o Cose
i ISR nt. W0 miniadrte hee noean st
! €3t conntrainty, one noeodn te
G odvient iy those conciraints {or Blooks)
g thael stand Uoachileving de=
b Gired o '
LY
. o adentif or technigues that may
B e conctraints ’
! O Goevelop and wee appropriste tochnioues
! for vpplying the available resources to
| mininice the constraints 2o that objec-
§ Pives may beoattadned dnoan acceptable
i Hanne,
;
' Teiennta ’:1,’ i 1y Constiraints
:
| core constraints ecan b Sl atified on a
! ataenal basiog others nust Le dene local-
i iy, o tellowing eategories and types of
| contrraints that can have an irpact on the
cohlevenont of Jdesirved eripinal justice
goals and objectives are suggested as a

e T

- ot
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+

o {f% point of departure for this analvtical ‘%\
Cd u .
| ] effort.

A good learning o Economnic
‘7' acrivity cau be
L vndertaken Ly ¢ Physical (including Geographical)

Lhaving the

T students do e Legal
R thedir best roe
complete this e Time

: analytical
! effort on thelr © Oraaniz vl
. i s . [ESRETRN
i

owno oapencies

- duviuy their ¢ worustare
“- Praining.
o o Reporting relationships
o Written policics and procedurcys
@ Delegation of authority
@ Political
@ Separation of powers among
branches; levels, and units
of govoernment
Conflict over priorities or

- interest among various groups
| and individuals

{“ © The budget process and the .
sources of funds
J
© The civil service system
strength (or weakness) .

e The delay in getting laws to
match reguirements of society

2

® Displacement of goals when means
become ends and c¢fficioncy be-
comes more important than
effectiveness.

=

Conflict over the need for
privacy.

® Behavioral -

5 : ¢ Values
. ",
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o Percepti ns
@ Resistance to change

@ Resistance to performance
evaluation

o Persenality characteristics.

@ Social Trends

@ Social charactevistice {(e.g.,
chang-s in

3 w3y
(RO T §1‘l.c‘..£’,
.

composition, dist orbution)

@ Social institutiens {(a.qg.,
S

changes in the family, schools,
churches, governmoents)

o Social practices (e.qg., re-
duction in the number of
single family residences)

TR ST T IR SR T I S SN RS £ e S RS L I

I
1 0 SBocial customs (c.g., increase
! “in acceptance of common-law
! marriages).
\ Identifying Resources and Technigues to
‘ gvercome Constraints
Once these constraints have been identi-
: fied, it is necessary to identify those
‘ resources and technlgues that could be
‘ used Lo overcons those constraints—--or at
least to minimize then., In some circunm-

stances, the constraints cannot he over-
come unlees massive fand often undesir-
able) changes arce made in social custom
or institutions.

e A S

DUMMARY

i Correctional personnel arce invelved in a wide

o varicty and nunder of cases on a regular basis.
L Mach includes individuals, incidents, and situ-
ﬁ dtionslinvolving conditions, objects, and in-

ﬂ formation on which formal actions are bascd.

L In dealing with these cascs, correctional per-
b soanel must vnderstand and apply many of the
%Kkﬁrlncxplus and techniques of management. This

%

6-19

"Are there any
other relevant
categories of
constraints?
Any other types
within a cate-
gory?"

Discuss the
meaning of
these con-
straints to a
casewvorkoer., A
correctional
worker.



e

AERERERRENRNNREE

T e s

f“

TR T

involves the handling of resources in accordance
with given authority to achicve stated goals and
objectives as effectively as possible. It also
requires the capability and commitment to sue-
ceed, the identificaticn and proposed resolution
of many constraints, and a capacity for making
goad daecisions even with limited information and
time. .

Y

The module seeXso o demonstrate rot only the neod

to recognice the vature of cases and the nature
of managonens 8 ‘neyv rolate to correctional

<

perscnnel,; bt Lo indicate that the good manago-
nent of carcs Lo absolutoely necessary in order

for the criminal juscice system to work.
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INTRODUCTION
|
g In the following pades, ton learning achivities
Eoonpe Yiotenl. Five of theso have boen design-d fox
.oouse with aroups and £ive tory students involved in
Poan dndividusl ef “fort. A description of a Meroup!
yooactivity and an "individual” aetivity is provided
Lo the INTRODUCTION,  Tnstructors aro enosarage
& to medity these aoitivitices=-or add thﬁ”“ww*w
ff et lecal conditlons or necds,  Bost resuelts can
Db expected when the activiticon Lo Vtun “\11
ioplanned and are carried out with foe csoistance
ool o gualiried instructor.
i .
Lotheoe astivities vary in cemplexity, auount of
Fotame copnsoned, and amoant of lead time reguiraed
¢oowhoen arvanging to have vv.rf‘l‘ 1 ovents ooour on
W BT Ix1s't,r11f‘4~r~r i will nend to “'11*€~‘f»:}.3 v ;:rw:<=c\»
voolect thoso activities most appropriate in light
§} of the pliﬁ”lulc" established during the trAinlng
boorganization phase c liscusted in the [NTRODUCTION,
pooWhenever possible, Iearning will be enhanced by
©osindent participation in this selection procoess.,
orach dearning activity hoe a designatoed meirhod

ol precsontation (describoed in the INTEODUCTTION)
ooand consiohs of three major gsections-—purpose,
sodnstruactions, and conclusions.
ﬁ @ The purposce must be made obvious in order
: to provide the ﬂOuvﬁS&Ty divectien for the

ingtructor and student. Instructional time
spont hore will pay dividends.

f o Instructions about how to accomplish the
: _ '(‘tl"lty miast be uvftc] clear to ensure
i the proper results from which conclusions
) may be drawn.
: ¢ Finally, tine must be made available at tae
g end of. zach activity to summarize the re-
! sultea, draw ggnp}‘°10ﬂs ron them, and apply
| the learning t%nnow porrorance.  All too
i often this very critical part of the leara-

ing process is neqlected,

Hach of these sections is of pdrtlcular imper-

tance to the learning process. This is eospecial-
1y true where students are studying individual y.

6-21

The learning ace
tivities in this
module are de-
signed to enable
students to put
role concepts
into practice,.
Participants
should rencabeoer
that the learn-
ing strateny ..
involved in thisy
prograin reguires
active learning
expericnges
whenever posg-
sible,

Tastructors and
students are en-
couraged to re-
view the metheod
for each type of
learning activ-
ity each time
that activity is
used.

Wherever pos-
sible, visual
aids and supple-
mental materials
can be used, but
they are not re-
quired.

It is of criti-
cal iaportance
that learning
activities used
in any module--
or any associ-
ated e\dmplua,
assignwents, or
dLSCUQQLOHS—“
must focus on
the role concept
involved.
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1. Conferencn: The Probation Officer and the

o

c:d e

A R . 1. B e g A
ol the Juvenale Srsoniot

T
T1s

nigues which enable oorreoticnal personncl
to make orderly and eificient use of their

- Lo take.

activity is intended to suggest tech-

Reaow orongh 01D the instructions
belove oo aning the exercioa,

Divide the elass into small groups. !

tect a spokesnan who

Have each group «of
wport the group's »

T £
will record and x
actions.,
Have ecach student read the cagse of
“Phe Probation Cfficer and the Juvenile
Arsonici" in Appendix A,

fnve students analvyze the situation o h
detormine significant problens pro-
sented by the casa. »

Have cach student decide, without dis-
cussion with other nembers of his group,
how he wounld respornd to Mra. Roberts!
call and how he would manace the case.

Students then discuss their individual
decisions within their group and decide
as a group hew the case should be
managed and the boest course of action

Each group spokesman will present his
group's plan of action to the class.
This may be read or recorded on a chualk-
board, flipchart, cr transparency. .

Have the class discuss each plan as it
is presented.

After all plans have been read and dis-
cussed, ask the class to determine which “

— ’
. P
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plan best promises to meot the probhation
officer's caseload problem. v

The instructor should lead the olass in a
discussion of conclusions drawn Srom this |
cxercloe ana thelr dvplications for managing

cases in the fField.

T T T I T R R T T

i

Lo et e A Y !
4 3y [EE TS w

I A Sl \
i ‘4
X . o . . e . . , J
i Phe puarpose of thils goticlts do vo alori stue |
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= © Ask the speakers o Timit thedr renqohs
) 0 mi each and to direct their
2}

L
ctitoention tw the iollowine gucetions:

it
Q What information or assistance
| 1]

} the police reguire of probation/

S purol&!murrvctlmndl workens bt hely :
in carrying out case organization ’
! ' and managenoent?

atance Jdo
: corrections porsonte] (. }ousually
i provide or (2) sometines fail to "Do police
i . provide which would help the polio.e: officers

: in the wanagement of thoelr cases? usually have
training and/or
Vnu% probhlems ars encountered, and expericnce in
what, rocomrendation s can e made to the area of

" fé?&(>l ver them Lo the bonerfit of [ managing casoes
efficient use of tine for hoth in additicen to
rolics and LOrTGCt*Onul workers? regular dutiea?"

.

0 What information or aaoi
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After the presontation, the instructor chould
lead the students in a discussion to develon

coneclusions related to their pusition in the

light of this exporicnce,

Oporat in

Thig activi g
ingight Into the pevioiio oocelond review
condvoded Goins Ty Lo caneworkers and thedy
SUPOLVISO G

.
Tnatyvesd 1o

© Onge e fn sJdvoanee of thoe aeobivity,
enoor parols
ageney adwiniatrator for students to
ohoerve oy
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ducting nonthly oy guarcerly revioews
e C e e . b . a ity yale -
of cusuvs with casevorkers,

e On the diy of the actilvity, divect osmall

qrouapy oL fudenta o the ceolooted aogone
ay and to thio supcrreieor with whow ars
1

.
¥
Iy
rangeneents have boon ade,

© Haeva Sho aiw
revicw and
the supervaeser after the session.
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6 Upon reiturning to the olass, have cach
group revicw the caso manacodaent proace
ticoes obhoerved and swnuarivze the groun's
obgorvations and reactions.

A predesiornated student o the instractor

should load o discussion of concliusionn

reached by the students concorning good cane
;

Panel:  The Uoe of Yolunteers in Casoe andd

s AR | P WD

Caseload o
The purpose of this activity 1o to provide

students oy uanderatanding or how
they may dnprove the quality o service they
can provide thelr cases by using volunteoers.

s

o
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’ Instructions:

o In advance of the date set for this
activity, arrange for a two or three
menber panel to discuss "The Use of
Volunteors as a Cace Management
Strategy." Panel moembers should be
perseons who bhave experlence in a coxr-
rectional agency as a volunteer or staff
person who has had responsibility for
the recruitment, training, screening,
assignment, and certification of
velunteers.

o On the day of the activity, have each
panel member discuss the pros and cons
of the use of volunteers in casework in
a five-minute presentation. Focus
should be on the assistance they provide
to casoworkers that allows the caseg-
worker's time to be used more effective-
ly and efficiently in managing his
cases.  Questions from the class should
be encouraged.

A student should be assigned to lead a dis-
cussion summarizing the major points made by
the panelists and drewing conclusions on the
use of volunteers as a case management pro-
cedurea.,

Seminar: Resource Developmont

wn
Q@

The purpose of this exercise is to make stu-
dents aware of agency and community resources
avallable for the efficient implementation of
case management plans.

Instructions:

- < Ask gach class member to name the two
major types of resources which he feels
would be mest useful to him for casework
purposes. List these resources on a

} chalkboard or flipchart.

e Divide the class into small groups and
assign onc of the following topics to
cach group:

k Describe a resource and its specific

ST

A
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| applicaticns to management, ﬂwﬁ

How can such information, once
developed, be kept up to date?

~In what way can such information be
organized for efficient and rapid
accessibility?

Arrange the resource list in rask
ordny ascording to (1) availlability,
(z) coot, and (3) history of

LAy LVOTIe DS
QT Doy AV, PRI Y

® After o lo-ninute discuscion periced, ask
a speakcer for cach group to report the
conclusions of the group's discussions,

The instructor should conduct a general dis-
cussion of cach group's conclusions and rao-
late them to the practical daily work of
corrections personnel.

INDIVIDUAL ACTIVITIES

1. Interview: Oraganiring Casos

The objective of this activity is to enable .
the student to observe how an experienced and
well organized caseworker manages his case-
load.

Instructions:

© Allowing adequate time beforzs the acti-
vity, arrange for a student to spend
three hours with an experienced and well
organized casewo.ker.

| ¢ During the three-hour period, have the
! : student:

Discuss agency requircments related
wo size of casecload, procedures, and
problems related to time and budget
Jlimitations.

Explore the nature of other collateral
4 assignments the caseworker may have,

1 in addition to his casecload, that

6~-26
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impact on his ability to handle his
caseload.

Explore the cacseworker's techniques
for organizing his time and cases,
giving appropriate attention to in-
dividual cases in spite of the size
of his caseload and other assignments.

The student should orcanize the results ¢f the
interview and discuss conclusions that he can
relate to his own job performance with his
instructor.

Operational Obscorvation: Foeviow o COne Case

from Peferral to Closeout

“he purpose of this excrcise is to provide
the student with an overview of case manage-—
nent considerations arising in a single case
from the time it is received until it is
conciuded.

.

Instructicns:

o bBefore the date set for this activity,
arrange for the student to spend several,
hours in the company of a probation
officer whouse responsibilities include
responding to "out-of~-town" inquiries.

@ Accompany the probation officer while he
accumulates all of the information re-
quired to answer a letter from an out-
of-town agency, judge, administrator, or
client requesting specific information,

¢ Note the steps taken, hcw the informa-
tion was obtained, verified, the means
by which it was communicated, and the
amount of time consumed in the process.

o Discuss olther work in his cascload that
may have buven delaved or eliminated in
order to permit him to deal with these
ciases.

The Ltudent should summarize his observations,
draw conclusions and implications for his own
job performance, and discuss his findings
with his instructor.

6-27
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Case Study: Case Folder Review

This exercise provides the student with an
opportunity to exanine how cases are managed
by reviewing rccords which illustrate the
process.

Instructions:

© Before the date set for the study of the
module, arrange with a correctional
agency acduinistrator for a student to
roview vhe file on an institutional or
ficld cane, now cloved, that had in-
volved extensive agency work.

o Have the student read the contents of
the case folder and note ways in which
the case has been organized to promcte
efficient and economic processing.

The student should summarize his observations
and develop conclusions related to efficiency
and economy of time that can be applied to
his own case managenent activities.

Operational Observation: Testimony in Ceourt

This activity can gerve to demonstrate to the
student how a well organized and managed case
benefits the client and society. .

Instructions:

e Prior to the date set for the activity,
determine where and when cases that re-
qguire testimony by corrections personnel
are calendared in court and notify the |
student to that effect. '

© Put the student in contact with the gtor-
rections person who is scheduled to/
testify sufficiently in advance of the
scheduled court hearing to permit them
to discuss: : "

"the amount of time he spends in pre-

paring for his testimony

the actual time usually required

™

for testimony in court j%)

¥
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t1e impact that giving time to testi-
mdo>ny has on his case management
requirements. :

how he makes up the tiwme.

o Have the student attend the court
scasion and observe the procecedings.

o After the court hearing, have the student
discuss with the person testifying the

value of his testimony from the stande
point of his client and of soclety.

The student should sumbharizoe his obsoervations,
draw conclusions, and discuss his findindgs
with his instructor as they relate to his own
job performance when giving testimony in the
future.

Inquiry: Allocation of Worker's Time to
Casog

PR

This exercise is designed to give the student
A more realistic perspoective of the amount of
time he has available fer his workloaa and

the need for planning and organizing to
achieve an ecfficient use of time.,

Instructions:

¢ Have “he student assume he is a correc-
tional caseworker assigned a cascload of
100 p-obationcrs or parolees to super-
vise.

¢ Using the method and form contained in
Appendix B, ask him to estimate how much
of his time will be required cach month
for purpeses such as the following:

,answaering and making telephonc calls
coordinating resources

handling administrative office
details '

talking with and listening to
fellow workers

. ] ) 1 i ', N . E . ) 3 2 3 A N A 4‘-
L4 ; ] ] - 3 o
-‘ i 1 1 ' Rk

This same leavan~
ing activity
could be
modificed slipght-
ly to relate to
4 parole board
hearing or a
disciplinary
hearing.

Students might
discuss other
time-consuming
activities
likely to
occur.,
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walting in court or hearing roons
to make presentations

traveling to see clients or other
persons

writing reporis,
o Using these ostimaten, caleulate:

he muber of hours caoh montl ho
wilt Lo able to apply to the
IR S DA T R SR BT &

the gize of the caseloead he should
have if he were to allot one hour
a week of direct contact with an
average caso.

The student should report the results of his
calculations in writing to the instructor
and discusg his assesewent of theilr implica-
tions for hig own case management in the
future.
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provade oo re on the medule Dy encouragingyg
Lhought and discucslon of kKey issues and their
irplocations for our on-the-job performance.
sdditional learni. g activitiaes may be organized
1 avound discussion: of the review guestions.

i 1. What beoaring does the efficiency with which
you manage cascos have on the rrevention of

; crime?

i 7. what common pr nciples of management should

i all people in «riminal justice positions
practice?

2, What practical actions can you take to improve

IS v + .

B the guality of your case management in spite

i of budget and czime limitations?

i .

] - . .

I 4. Name a few of :he attitudes corrections per-

; sonnel should Lave regarding clients, agencies,

: and legal proc. durce that will contribute to

h their abllity to muanage cases effectively.

v 5. In accumulating information and evicence re-

; garding a specific case, what effects could

i your organization of the case materials have

‘ on the life of the person (suspcct, offender,

i citizen) involved?

i

I

it

! .

1

i
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APPENDIY B. INDIVIDUAL ACTIVITY 5

i : METHOD FOR APPROXIMATING
CORRECTIONAL PURECUNEL WORK MOUTH (IN HOURS)

Number of Days in a Calendar Year 365
womber of Non-Work Davs/Calendar Year
f Saturdays and Sundays 104
; Vacation (averay.:) ‘ 15
I Sick Leave (averoge) 6
: Helidays (average) 10 135
i
g Number of Work Days/Calendar Yeor 230
©orunmber of Hours/Work Day . 8
Potal) Number of Work/Hours Year (230 days x 8 hours/day) 1840

|
. Average Number of Work Hours/Month (1840 hours - 12 months) 153.
it

b i Not Available for Avplicaticon to Specific Cases
i " . . .

Ie g not unusual for correctional personnel to spend time on the
Lodollowing activities: '
Ik' . . . 3 ) i "

{ a) 4 hours conferring with their supervisors
i b) 2 hours attending department or unit staff
E meetings
L c) 2 hours maintaining and reporting required
i statistical information
!y
I &) B hours attending meetings of professional
i - organizations, representing an em-
; ‘ ployees' group, serving on a panel,
i representing the agency at a meeting
i ) 2 hours attending in-service training sessions
! £) 10 hours at two daily 1lS-minute coffee breaks
) ‘ et JIITL .
i 28 hours Total work time not available for
' application to caseload.
| {ttadent should substitute aectivitics which absorb his own time.)
it
é veternination of Actual Work Hours Available for Cases
l
1 153.3 Total Work Hours/Month
| = 28.0 Work Hours Not Available to Cases
i 125.3 Total Work Hours Available for Case
&&h Activities/Average Month
\\ .

B
5,

5

&
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