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INTRODUCTION

On November 3 - 5, 1980, a Technical_AssisténCe team from the Criminal
Prosecution Technical Assistance Project visited the offices of Michael D.
Bradbury, District Attorney for Ventura County, California. The Technical
Assistance team examined the District Attorney's management andoperations
functions in accordance with the terms of a contract with the Law Enforcement
Assistance Administration. Members of the team included:*

Leonard R. Mellon, Project Director

Criminal Prosecution Technical Assistance Project
Washington, D.C. '

Walter F. Smith, Project Manager/Research Analyst
Criminal Prosecution Technical Assistance Project
Washington, D. C,

William R. Hyde, Consultant

Chief Deputy, Recovery Division

Salt Lake County Attorney's Office

Salt Lake City, Utah

R. Paul Van Dam, ConsultantA

Tesch, Hufnagel & Strong

Salt Lake City, Utah

The purpose of the visit was to analyze problems related to resource
allocation in the office as it pertains to the need for additional clerical
and secretarial support. In addition, the office PROMIS system was examined
for its ability, when implemeénted, to alleviate the strain on the support
staff. The recommaéridations from the April, 1975 National District Attorneys

Association Technical Assistance report were also reviewed and the extent of

their implementation evaluated. An overall assessment of the entire office

was not attempted, nor was. it desired. The purpose of a technical assistance .

visit is to evaluate and analyze specific problem areas and provide recom-

#Vitae are attached as Appendix A.
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mendations and suggestions for dealing with those areas. It is designede
to address a wide range of pr;blemg‘stemmihg;fFaﬁdﬁéééwark and organiza-
tional procedures, financial management and budgeting sy;tems, space and
equipment requirements and specialized operational programs, projects and
procedures unique to tha delivery'of prosecutorial services., = -

During the‘visit, interviews are conducted with those members of the
office who are most directly involved fn the p;;blem area,  Their functions
and tasks are examined, as well as their perceptions of the problem., The
flow of paperwork and the statistical system may also be examined if they
are problem areas. Interviews ma9 also be conducted with pérsénnel involved
in other éomponeﬁt areas of the criminal justice system, such as police,
courts, and the public defender's office.

The basic approach used by th& Technical Assistance team is to examine
the office with referepce to its functiohal responsibilities. This means
that the process steps of intake, accusation, trials, post-conviction
activities; special programs and projects, juveniles and othermareas are
examined, as required, with respect to their'operatioﬁs, administraticn and
plahning features. Taking a functional analysis approach permiﬁs observation
of the interconnecting activities and operations in a process step and”
identification of pofnts of breakdown if they exist.

Once tﬁe problem and its dimensions have been sbecified, an in-depth
analysis is made which results in an identification of the major elements
and components of the problem, and an exposition of needed change,hwhere

appiicable.

After the problem has been fully examined, its dimensions discussed,

and the analysis of the critical component factors tndertaken, recommendations

that are practical and feasible are made.
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The visit to the Ventura County District Attorney's office focused on

the problem of resource allocation Esﬁft pertains to the support staff, and

the use of the new PROMIS system to gileviate the seVere strain on these
resources. In addition, the recommg;dations from the April, l975”NatEonal
District Attorneys A;sociation Techﬁical Assistance report were: reviewed
and the extent of their implementation evaluated. |

The Technical Assistance team would like to thank Mr. Bradbury and his
staff for their cooperation and assistance during the visit. Reception of
thé team was excellent, and tﬁe staff's willingness to discuss the strengths

and weaknesses ‘of the office waé of considerable assistance»to the

Technical Assistance team in carrying out its tasks.
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Il. SUMMARY OF RECOMMENDATIONS - : :

1. Obtain permanent positions in pface of the temporary extra”hefp
positions presently staffed within the office.

2. Secure at least two additional secretaries as soon as possible.

3. The District Attorney should advise his deputies in staff meetings
of the importance of carefully recording all information necessary
in order to reduce the amount of time which must be spent by the
clerical staff in iracking down missing information for the files.

L, Transfer’the part time @ssigned cierical employee to the Administrative
section on a fuii time basis. *

5. Reclassify the temporary secretary in the felony work-up section
as.-a fﬁl] time empleyee.

6. Add an additicnal secretary to the Career Criminal Unit, preferably
the secretary from the felony complaint section.

7. Designate one person as support staff supervisor to deal exclusively
with personnel issues and also serve as permanent ltiaison to the County
Personnel] office.

8. Assign.as a priofity task for the support staff/supervisor, the creation
of an office manual which would describe‘each position gnd detai{ steps
té advancement within the office. H

9, Reallocate all legal secretary positions at the legal secrgtary 1
level in order tgfcreaté the potential for advancement within these
p9§itions; o

10. . Create a paralegal or péraprofessional position beyond that of legal

secretary I1LI,

S -
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12.

13.
14,

17.

18.

19.

20.

21

Reevaluate the policy of emphasizing attorney personnel and deemphasing

support personnel when hiring staff.

Obtain a printer for the computer which is used to run prior records

checks.

Redesign the case jackét to show more information on the front cover.

Fill the vacant position in the Word Processing Center as soon as
possible.
Make sure that the complaint formbooks in use are uniform throughout

the office.

, -

‘Inltlate the use of a recorded message to inform witnesses as to the

/,

status of cases for which they have been subpoenaed to -appear and testlfy

Type each subpoena only once, then if a case is contlnued, merely

inform the witness that his subpoena is still in effect, however the

date has been chenged.

I f the workload becomes too heavy in the Juvenile Unit, consider

transferring the call-off fpncﬁion,to thé Yictim/Mitness Unit, or

1
I
it

usnng a recorded message. !

Replace from one~quarter to one~third of the exustlng typewriters

each year. -

i
i
i

Move the closed flles to a basement storage location and utilize the

S A T :

space across the hall from the office as further offlce space.
jv

‘ﬁO*not hire eight CETA employees to enter‘data into the new PROMIS

svstem.

Dedicate at least fhree full time, permanent employees to the task

1
of data entry into the PROMIS system.

a
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23.

24,

s
L7

0

Assign a clerical assistant to courtrooms where high-volume activities
occur to assure that the files are correctly and totally completed.
Generate an early product from the PROMIS system, such as a calenﬂar

or pending case file, in order to involve all employees in the gystem.

o
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_..approved by the Ventura County Board of SUperV}sofs. Durihg the last two

bli, EYSTEM OVERVIEW

The Ventura County, California District Attorney, Michael D. Bradbury,

was elected to office in November, 1978. He oversees a staff of over two

hundred employees, of whom approximately 50 ére,attorneys, apprpximately
15 aré investigators, approximately 70 are clerical personnéf, and.

25 are administrative personnel. The Family Support,Divisioﬁ consists of
abouf LO employees.

In addition to thé Felony Trials Division and the Misdemeanor DiVision,
the office tontains a Career Criminal Prosecution Unit, a Juvenile Unit,

a Complaint Review/P;eliminary Examination Unit, an Economic Crime/Consumer
Fraud Unit, the Family Support Division, Victim/itness Unit, Major Fraud Unit,
Writs and Appeals/Psychiatric Unit, and Speciai Operations Unit. The Bureau:
of Investigation supports the entire office trial staff in investigating all
crimes except charges of corruption and misconduct by public officials,

which are handled by the Special Investigations Unit. The office is
supported by the Clerical Unit and the Aﬁministrative Unit, which hand les

the details of office management. Figures 1 - hldisplay the structure of

the office.

Ventura County has a populat}on of-approximately 500,000, with an area
of 2,864 square miles. Within the county, there are nine law enforcement
agencies which bring cases to the District Attorney. During 1979, approx-
imately 2,000 felonies entered the criminal justice system through the office .
of the District Attorney, wigh the most prevelant being burglary, felonious ‘
assalult and grand theft. . h

The support staff of the Ventura County District Attornef's office are

employed under a civil service personnel system. New positions must be

]
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budget years,'this board has increased thg,numbe; of assistant district .
attorneys by ten, while‘tﬁéy have not adde@-any,additional support personngl
in;the same périod. Replacements for apbroved positions are recruited on
a c0untyéwide basis, with lisis of thé top candidates being prepared'ﬁy'th§ 
‘Couhty Persﬁnnelwoffide. ~The District Attorney must theh make his selection

| ‘
on the basis of lthe prepared list.

P

%h%sc]erical personnel are divided betweeh thefJuvenile Section, the
Word Processing Center, the Administra;ive Sectioﬁ, the Felony Work-qp'Section,
 the Career Criminal and Sex Crimes Section, the Felony Complaint Section,
the Consumer Fraud Séction, and the Victim/Wi;ness Section. . The remainder
of theic]erica] personnel are either assigned ‘to specific deputy district
attorneys or to processing felonies orﬁmisdemeanors”general]y.

On the average, most of the secre;é?ies handle tpe work of from eight to

/4
ten attorneys in the office.

All cases enterfngithe office are firSt checked by computer for other
. pending charges or prior records. In the case of misdemeanors, a file

packet is thén‘assémb]ed and a list made o%ﬁéil cases. The file is arranged
by date of hearing. The necessary documénts are typed for violation of
probation charges, if applicable,and the nécessary réporis are obtained,

‘TLé fite 'is photocopied and provided to the defense attorney and theﬁpolicg%_
C;p?es)pf the police repoft are also madé and distributed to the court and .
the defense attorney. A clerk then checkgvthe.court's file and‘makes copies

of all documents therein for the-District Attorney and the defense attorney.

A permanent file folder is created after a not guiTty plea is entered and
‘ Ll S : =

:‘the case Is assigned toan assistant district attorney. A file card is typed

rapd the file is checked for missing information. A number is assigned to

i . i} =
the file and the case is entered on the trial calendar sheet.

‘579 2

it a2

1

vt (it
[ riaiomns B
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appearances are coordinated in thjis unit.

- 13-

The“f}Je then is sent to the Vjctim/Witﬁe;s'Unit for subpoenas. The
subpoenas are filed accbfding to date and alphabetically within each date.
After return of service, the subpoena is placedrpn the frent of the file and
delivered éb the attorney. A calendar is typed ghowing misdemeanor “jury and:
court trialg one week {nladvanCe and distributed to the aftorneys. The jury
trial shcedule is also distributed to the reception“area to those who must
know where the attorneys are at all times. COur% éalendars are obtained
daily and compared to the office calendar. All police and lay witness.

When céséé aré éontinﬁed, the fflecard is 5ulled and a notation made
of the event and date, with the new dafé@;nd couft‘noted. In this way, the
file card is continﬁﬁley updated. Afte# é ﬁése reachés final qiéaﬁsi;ion,
the file card is again updated, and tﬁe results are posted to a?log;.

Evidence is disposed of and probation reports posted, where applicable. |If

~ ,a case is appealed,‘the file is pulied and assigned to an attorney.

After a file is closed, a clerk makes copies of the tapes in the file,.
takes the file to the closed file room and pulls the file card. The file
.card is posted and refiled intoc the system.

Felony cases are processed in much the same way as misdemeanors, with

a computer check for a prior record or outstanding charges being the initial

. step. A file folder is then preparé& and the case is sent to the Victim/

Witness Unit for subpoenas. A'master calendar is typed for each
week showing all arraignments, preliminary hearings and special assignments.

R complaint is typed and as preliminary hearings or arréignments are

scheduled, the case is pulled and placed on the desk of thevgitorney who is

i

to hand]e the case.
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After a case is bound over for_ﬁrial, if is revfewed by an assistant
district attorney and a memo is prepared to accompany the casgtwhenxit is
assigned to the attorney who will try it. The information is typed and the
Superior Court number put on the file, at which time the file is checked for
COmpjeteness. After the final disposition, the results are notéd on the file
and the case is closed.

Flow charts depicting the process for misdemeancrs and feloniesare

set out on the following two pages.
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MISDEMEANOR CASE FLOW CHART

1. Computer check for pending
charges or past record.

L

3

1Vgerson .
{extra help)

4, After arraignment, permanent
file jackets are types for

"not Guilty" cases. File card
'is typed - requests for addit-
ional info (ie~breathalyzer
test results, police reparts)-
a case file number and attorney
is assigned. Date of trial is
calendared. T ¥ e

6 persons

- 5 permanent‘— 1 extra help

for subpoena. All subpoenas are
and after service are placed in file.
Wintesses are contacted if case date

2. Assembles file packet - arranges file 3. Clerk check court file - copies
by date of hearing - types necessary it for DA's file - makes copies
documents for violation of probation of complete "not guilty" case
charges and gets necessary reports - files and provides defense atty.
makes photocopies of the file and with same. :
prowvides defense attorney & police N
with same (Violation of probation >
matters).

3 persons ) 1 person
2 permanent - 1 CETA ! (extra help)
5. File goes to victim witness unit 6., ¥File card is continually updated

as case progresses. Calendar &
attorney assignment changes are
noted on trial calendar - as files

- S-

7. Closed files are transported
filed in secure room. ‘Copiles
tapes in file. o

] person
o
temporary

.~ + 1s changed or called off. Police & are closed, file cards are pulled,
! lay witnesses are coordinated here. posted & residual evidence is dis-
‘ posed of. 1If case is appealed ;;
> the appeal is processed, file is
pulled and assigned to attorney.
* 7 persons : 1 person
5 permanent - 1 CETA - 1 extra help permanent °
!
- / :
. , ‘
H
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FELONY CASE_PROCESSING FI.;OW’CHART
1. Computer review of case for 2. PFile folder prepared along 3. File goes to victim witness
prior record. with tab and face sheet - ,unit for subpoena.
calendar of events is kept.: >
1 person ‘1 person 1 _person
{extra help) : . temporary
o &
> - ') a.
4. Complaint is typed. 5. A8 prelims or arraignments 6. After case is bound over to o 1
are scheduled, case is pulled + Superior Court, Judy Farley ¢ )
. . and placed on Deputy's desk. Case is calendared and file ! o
o o ' : * card updated - further sub- . ‘
1 _person Ny ____> poena work is done by victim
” witness unit.
- . ;»,
2_pecple .
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IV, ANALYSIS

.

The analysis of the Ventura County District At;orney's office focused
on the problems relafed to reseuree allocation in the office as it pertains
to the need for additional clerical and secretarial support. Management areas
such as the use of PROMIS were also examined and the recommendations from the
April, 1975 National District Attorneys Association Technical Assistance
report were reviewed and the extent of their implementation evaluated.
The examination focused on: (A) the allocation and morale of the support
staff; (B) career opportunities for the support staff; (C) local funding
priorities; (D) misdemeanor case processing; (E) the Victim/Witness Unit;
(F) the word processing center; (G) the Juvenile Unit; (H} utilization of
space; (1) equipment; (J) use of PROMIS in the office; and (K) miscellaneous

concerns; such as the Child Support Unit and the Consumer Fraud Unit.

A. ‘Allocafion and Morale of‘Sépport Staff

At the present time, a large percentage of the support personnei are
characterized as ''extra help' or temporary positions, These temporary
positiqns‘do not enjoy the benefits ae;ociated with permanent positions
such as insurance, sick Teave and vacation.

Misdemeanor case pirocessing begins with computer checks of new cases
for prior records and probation status, and is staffed by one person whose
status is that of extra help. This person indicated that the caseload was

steady and that she could keep up as long as the equipment didn't malfunction.

A permanent employee currently handles the duties of the second step
in the process. She sets up the file packet and types the violation of
probation document. A list is made deily of cases,.to be referred to in the

event of inquiries from police witnesses or attorneys regarding the case.
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Copies are made of the police report for the court and the defense attorney.

.

This person indicate&géﬁat the workload was manageable at the presenf time.
However, a CETA employee Has recently been obtained to assist in this‘position.
This employee types a summary sheet for each case, lpgé cases after re;}ew,'
and files cases in prepafation for arraignment. Without the help ef this

CETA ehployee, the person in this position would: be overworked and urable to
keep up with this job. A third employee shares the duties of 'this step by
answering the telephoné and assembling statistics showing cases accepted,
rejected or dismissed. 3 |

The next process™step involves a person who is extra help at the present
time. Thi;“position is considered to be essential in the operation. She
Qoee to tHe Traffic Court each morning, obtains case f{iee from the ceurt,
and photocopies the contents of the coure's files for the District
Attorney's office. The copies are then eistributed and the files returned
to the court. This job also involves making copies for the defense attorney
of files which are opened in the second process step, and handling requests
from the public defender for reports. The workload at this position is
thought to be manageable at this time. ‘

The next process step is performed by three permenent members of the
staff. After a misdemeanor case has been assigned and a nof guilty plea
entered, a permanent file folder is created. The'fi}e is checked for
completeness and any missing information is requesteqf A fi]e‘card is made
up for each case. A# that time a number is assigned‘to the file end the_w;
name of the attorney a§signed is attached. The case ié then entered on the
trialrce]endar sheeti Recently a fourth person has been hired as extra help

to assist in this function. She relieves these three employees of part of
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their workload by filing failures to appear so that warrants can issug. ) o : gﬁ ... busy each day. If this job had to be assdmed by a perﬁgnent member’ of
She also integrates ce-settjngs and trials into the system and does filing. 7 : ' the sfaff it would overlosd that person.,

In addition, she generally fills in wherever she is needed. The four : A 'j gg ! Felony cases proceed ich the same a5 misdemearion cases, with-a few
|nd|V|duals who perform these- tasks are steadlly busy : ! .é ga except|ons. A felony case begins processnng in the samet;;;;:;:;?nnsdemeanor .
The misdemeanor fi]e next goes to the Vlctlm/WItness Unit for subpoenas to be 4"_xﬂx$ J case, in that it goes first:of all to the canputer check desk where a—check

typed. There are five people in this unit, four of whom are permanenc § , is hade of police records and court files to see if the charged person has

employees. The fifth person is a CETA employee who typesLsubPoenas. Another any outstanding charges, prior record, or is on orobation. The police

CETA'emP‘°Y€§,”Nh0 works on a part time basis five hours per day, also types department then makes out a felony complaint 1ist. At this time, an assistant

subpoenas. The Victim/Witness Unit will be discussed more fully in. Section E _ N

district attorney reviews the facts of the case and fills out a form indicating

oy

of thls‘report- elthhr reJectlon or acceptance of the case.

)\ o B . i RN

When misdemeanor files are elther continued or closed, they move on to the next ‘A file is then prepared, and sent to the Victim/Witness Unit for the

process step in the system. At this step, the file card is pulled and a typing of subpoenas. The complaint is then typed and inserted into the file.

: b

—_ o L ign- j o S . -
notation made of the event and date, as well as the new date and new assign " The next step’involves pulling the files as necessary for arraignment and

_preliminary hearings. After a case has been bound over for trial in Superior

o

Court, it is again reviewed byan assistant district attorney. A memo is pre-

ment to a particuiar‘divisfon within the office or a particular attorney.

e
H I
s nerd

A note is also made of which court will have the new assignment. When a

- file is closed, _the card is again pulled and updated. The results are posted , : >E§ ' pared to accompan" the case and it is then assngned to another deputy
in a green book for genera] dlsp051t|onal reFerence. A separate log -s kept : L l . District Attorney for trial.
for cases |n which proba*ion is granted. Evidence is disposed of at thlsK? F ) i : The information is typed and the file is then returned to one of the
step. Probation reports are posted and checked against the court's calendar ’ | - permdnent employees to have the Superlor Court number affnxed and the\flle
to ascertain whether any have been overlooked. Appeals are ?150 processed u b L checked for completeness. A calendar also is malntalned at this step for
as part of this function. The caseload at this step was felt to be very 'm : f arrahgnments, motions and trials in Superior Court. At this point the file
busy but manageable. A - ‘ ‘ i is transmitted to the attorney who has been assigned to prosecute the case,

The final tep in the processnng of ‘misdemearior cases is handled by a temporary ,E R _,a“d it remains with that attorney until after’rhe rriaf:or plee. The

employee. This person is des:gnated as the closed flle clerk he makes ) d“'fii, , ’ remployee performing theseifqnctions also spends much time on the telephone

%)

d pulls the
coplies of tapes, transports files to the c]osed file room and pu talklhg to the press, attorneys, wutnesses and anyone making inquiries

file cards. After the cards are posted, she reflles them into the system.

concernlng the case. She is assusted by one person, but lndlcated that

=

Because of the volume of closed fl]es in the misdemeanor area, ,he is kept o

.
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although her caseload is ménageablé with the addifion of the extra person,
had she not receivéd this additiona} help, her job would be unduly burden-
some and impossible to accomplish alone.

A problem has been created by the
which are extra or temporary help positions. Work is not being accomplished
as rapidly or as efficiently as it could be, and the turnover rate is higher
than is necessary. This high turnover raté‘ha5>prevented the support personnel from
attaining a level of proficiency thét is desirable for th}s office. What-
ever advantages are gained by this system of temporary employees is Rore
than lost by the tendency for teméorary employees to move on to permanent
positions in oéhé} agen;}es and outside’ of goyernmenf; ‘Témporary personnel
are less committed to a career and development within the District Attorney's
office, which is paftly a function of the unpredictability of assignments
and frequent moves to different job functions within the office.

There is little room for absence dr'errqr iﬁ the present system. . If
any one persoﬁ }s absent, it disrupts the flow of cases and if several people
should simultaneougky be absent, it could precipitate a major crisis. The

fact that one-third of the present clerical and secretarial support staff is

extra help or CETA employees is a major factor in contributing to this

problem. The office could not function without all of'thesé employees

working their positions.

It is the recommendation of the Technical Assistance team that all of

TN

. these extra, CETA, and temporary employees be made permanent employees.

They should be transferred to permanent allecations and those'pgrmanent

positions should be increased to offset any loss in temporary§he|p positions.

i

e

O

sk

- 2] -

Immediate .steps should be taken'as a first priority to obtain permanent
positions in place of the temporary extra help positions presently stéffed
within the office. Continued use of extra help asd“short term.response to

support problems will create further turnover problems, training difficulties

and poor staff morale. It is crucial that all present support staff be m;de
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permanent.

In addition, with most of the_sgcrstéries being respensible for the

work of from six to eight atterneys, it-is imperative that additional

secretaries be secured as soon as possible. 1In the Trial Division, the

"division in which most of the investigators work, it was found that the

investigators spend a great dealﬁof time looking for a secretary to type
reports for them. The secretaries assigned to that division simply do not
have enough time to compiete the work given to them by the attorneys, let

alone any work from the investigators. Three part time investigative aideg

who have recently been empioyed ‘have relieved the problem somewhat since

one of them is extremely competent and does some of the secretéria]”work.
Howéver, this is not thevgolution to the pfob]em and the team recqmmends
that more secretarial help be provided these investigators.

There are presently three individuals specifically assigned to individual

felony and misdemeanor assistant district attorneys. Two of the secretaries

are on full time assignments and are processing all of the work that is
, e

not being performed by the Word Processing Centerﬂ They are each assigned
|

b : A
from ten to 14 assistant district attorneys. The third person works part

time for these assistant district atfofneys and part of the time for: the

Administrative secretarial staff and assisting other sections with their work-

e T




I -22 - Z : - =23 -

% [E . . v i, District Afiorney's chief assistants, who is also the legal secretary.

I X loads in times of crises situations, She is assigned a workload of six G j ; .

) | ) S (e These two empioyees are assisted by the part time secretary from the assigned
E 1 ° assistant district attorneys. g leri s . . .

. ’ o . . h clerical section. This Person also assists other sections when Crisis work-
g ) ‘ The attorney/clerical ratio is very high in this section. These

ER o ) - N 4 g load situations develop.

| E; secretaries are responsible for typing jury instructions, f|rstvgwende ‘ |

While these three employees are able to handle the workload of the

misdemeanor complaints, appeals work, tracking down out of town prior records, :

| g: ] ing the- telephone i administrative staff at thls time, it is the recommendation of the Technical
I i ' he sheriff's office, answering the tele s
I processing CLEWS letters to t | | - |
H B : e Assistance team that the part time secretary be assigned full time to the
%5 H copying and mailing police reports and processing violations of probatipn, ' g | g “
%i i' | h ‘ o . ; ']0 cos administrative staff. She should assist the other two employees, as well
i > among other things. The workload is very high for these employees, - oo tok biTies . . .
e X ) g S taka on more responsibilities in that section. Her workload in the
i B t time basis. R ~ \ ..
I rspecually since one is assngned en a par ) / . . . . |
N k - p duti ¢ the assigned assygned clerical section should be removed from her responsibility and
0 One of the most time consuming aspects of the duties o .
,% v? ’ {ations i assigned to an additional employee who should be obtained for that section.
Lo clerical staff is copying police reports and typing and processing violation o N ‘ :
QL by th fed Fraignment section - . If necessary, she could still be assigned tasks in the assigned clerical
'y of probation which were missed by the misdemeanor a . o o
i § | ‘ , - section during peak work loads.
; - These violations of probation are sometimes missed by the misdemeanor |
a4 , , . , The felony work-up section is a new unit which is j : i

i . arraignment section because that is the section where the newest employees :g P { in the process of being

; arraig : = : o organized. This section is supported by one secretary who is classifi

o hired are generally placed. The misdemeansr arraignment séction shouid be _ " PP y y s aSSIerd as
{ }. { | N i extra help. This person works for one assistant district attorney and one
s made more aware of this problem. - ‘
- . - inestigator, who are assigned to this section on a rotation basis.  Her
‘ . i acki down case F S0 .
! employees spend more time than is necessary tracking i
These employ P o : &

’ i duties include loggi iha fi el : S
" pumbers and ether pieces of information that the assistant district attorneys s ude logging cases, opening files, typing cards and subpoenas, .

and-other éeﬁefa?'. erical respons:bllltles She also is responsible for

answernng the telephone for the felony complaint typists, the Chlef knvesti-

; B DIStrICt Atto: rney” should emphasize the need for the attorneys to record this
i Lt

fail to record at arraignment. The District Attorney and his Chief Assistant : i s:

ator and the investigator assigned to this felony work- ction.
nnformatlon carefully in order to decrease the amount of time spent by the ‘ ’ ’ ! e

At the present time, these secretarial dutjes are being prefgrmgd
cler;cal emplqyees flndlng thus missing lnformatlon, !

|
AT A

v It is the recommendation of the Technlcal Assistance team that another

. ‘ 7 . o S recommends that this position be made permanent and that the individual be
7 “ position be allocated full time to this division and that the part time secretary

S

;:adequately by this individual. However, the Technical Assistance team

F
g

o AR NN
i

; . ) ] permanently assigned to this section to provnde needed contlnulty, as the
£ e be moved into the Administrative section on a full time basis. .
i g ] citfed & Srsor who is ) E attorneys- and |nvest|gators rotate into the sectlon peruodlcally. If possible,
: The Administrative sectlonls currently staffed by T IR '
i | s ind the Sétretary to ‘the , N O . this person could also provide back-up assistance to the complaint section
| . - Distric toirne . S .
the pers onal secretary to-the D;agrie orney, | . ¥ o
‘ e : : as it is needed, - ‘
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:
"The Qareer Criminal and Sex Crimes Unit receives specific cases at the
intake sté%e and processes them to final disposition. With the exception
pf the filé opening process and the work of the Victim/Witness Unit, this
section works independently of the rest of the office.
At the time of the technical assistance visit, one secretary and one
CETA employee who had been with the office for a little over one week,

were processing the entire felony caseload for this section, which consists

of six assistant district attorneys and three investigators for career criminal

cases and two assistant district attorneys and two investigators for sex criines

cases, The clerical workload involves typing from the compfaigt stage
fhrough the final disposition stage, answering the telephone for everyone
in this section, keeping a number of different statistics for the office,
and others as part of the contract with the State of California, who funds
part of the work of this se;tion. In addition, the duties include knowing
where the attorneys in the section can be reached at all times an&tffhally,
working up a pending caseload every two weeks.

The Technical Assistance team feels that this workload is too great for
one secretary and a CETA trainee to accomplish. It recommends that an
additional secretary be added to this section as soon as possible. In
additién to the current workioag, this section will be the first .to. implement
the new PROMIS system, which will result in more work and require additional
time in which to learn the system. For this reason, the team feels that the
best candidate for this new secretarial position is the secretary from the
felony complaint section who has been typing most of. the felony complaints
since the other clerk in that section left the office on extended sick leave.
This person is partially familiar With the responsibilities of -the Career

Criminal and Sex Crimes Unit and would need the least amount of training.
"“"”@x .

It would be more efficient_to train a new secretary in the‘felony complaint
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section than to try to train someone without a general knowledge of the

‘steps in the processing of criminal cases in this section.

The felony complaint section is usually staffed by two secretaries.
However, at the time of the technical assistance visit one of these
secretaries was on ancextended sick leaVe, but was expected to rejoin the
office shortly. The felony complaint typing was being performed by
the one remaining secretary and one person in the Word: Processing Center,

who had previously worked in the felony complaint section.

In addition to typing all of the felony complaints, this secretary is
also assigned to the assistant distriéi attorney who is in charge of the
Complaint Review Unit. It is the recommendation of the Téchnical Assistance
team that this secretary be transferred to the Career Criminal and Sex
Crimes Unit when the secretary who is on.sick leave returns. Also, there
should be an additional secretary obtained for this section. In this way,
all of the felony complaints will be typed in one location and the Word
Processing Center will not have to be involved. The felony work-up secretary
could also perform backup complaint typfng during peak periods. The secre=
tarial function for the screening assistant could be left with the felony
complaint secretaries or be transferred with the secretary recommended to
assist in the Career Criminal and Sex Crimes Unit, depending on the pre-
ference of the District Attorney.

Turndvqr of élerical staff is not an unusual problem in a prosecutor's
office. Although zero turnover may be the ideal, it is an unreasonable
objective. Many problems causing turnover are unrelated to the work |
environment or beyond the éontrol of the District Aftorney. The objective

should be to try to keep the turnover confined to the .Jower, more routine
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levels of job functions that can be replaced with a minimum of trqining and

¥

3
disruption of case flow. At the present time, exit interviews are conducted

by the County personnel department with individuals terminating their
employment. This practice is highly encouraged by the team.and it is also

recommended that these iﬁtervieWS be routinely feviewéd by the Support staff
“ supervisor for problem identification. ,
While there appeared to be no serious morale problems in the office,
a percejved lack of concern by top level management personnel about

support staff problems was observed by the team. This concern_was manifested

by an absence of Ieadershlp and direction over the support staff. The

organizatlonal supervcsory structures are well de5|gned for attorney

personnel but are not so f:nely conceived for support staff positions.

It is the recommendation of the team that one.person be designated
as support staff supervisor. This person should deal exclusively with
personnel issues including hiring,“recruitment,'career development, training
aﬁd other aspects of office morale. This person should also become a

permanent liaison to the County Personnel office as well. The person in

this position should be qualified to deal with the personnel department
the office

and the céunty administrator on personnel needs. . In the past,

of the Distriet Attorney has indicated that there have been long delays in
obtalnnng llsts of quallfﬁed candidates for personnel openings after these
were requested. Per5|stent monltorlng of requests for personnel actions
- with the county admlnlstratlon and other agencies should be a vital part
of this support staff supervisor's function.»
It is essentlal that this superv:sor shave open lines of communlcataon

with the county administration, the attorneys and the clerical staff. All

staff should be periodically informed of office developments and policies.
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Another priority task for this supervisor should be the development

of an office manual. This manual should clearl? describe the role of the

support peﬁgonnel in the office, methods ofuadvancement, job descriptions,

pay and benefits, and office policies and procedures. A table of contents

of one such manual which has been effectijve is attached as Appendix B.
The team also recommends the pernod:c publ:catnon of an office news-
letter, reporting on developments, transfers and new programs within the

District Attorney's offlce. This is a very effective communications tool,

and profiles of indiyidual employees or office functions could be made a

part of this newsietter.

B. Career Opportunities for Support Staff

A signifiant issue. to be resolved by the District Attorney is the
absence of any clear path for career development and advancement of support
staff.
and With the exception offa few supervisory personnel, there seemed to be
little understanding of,

\\/i1 ,‘)
position within the offjce.

Je requirements for each type of support staff

The person who is designated to prepare an office manual should also
prepare a report detailing each job description within the clerfcal area.
This report should include the minimum qualifications for each job and the

necessary steps to advance from one position to another. In addition to

Job description requirements, standards of performance should be prepared

poe

internally within each unit‘in the office to apply to each clerical position
, 7 :

for monitoring necessary performance ‘levels for advancement. -

The Technical Assistance team found no plan to encourage advancement,
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" This office manual would also’be valuable in cross-training personnel,
which the team suggests strongly, In this way, staff can substitute for
one another in times of need; and a means of training for other positions
in the office will be obtained.

A furiher recomméndation is the reallocation of legal secretary positions
within the office. All present legal secretary positions should be |
allocated at the legal secretary 111 level. This reallocation would not-
necessitate fi]ifngﬂall of those positions at that level, byt jt would
create the potential- to advaﬁce ;ppropriate legal secretariesign a schedule
set by the office to the higher level upon improved performance and ability

to handle increased responsibilities. This would provide the added benefit

of -encouraging ‘better performance on exiéting jobs and providing support
staff with a clear path to advancement with increased future benefits. This
should directly aid in recruiting qua]iFied people and maiﬁtaining those
pres;ntly on the staff. At the present time, all of the‘legaﬁpsecretaries
for the county council are allocated at the Secretary [Il”level, and‘a
similar system is in‘use for attorney positions. This should be extended

to the legal secretaries in the office. Included as Appendix C is an example
of policies and procedures for career ladders which haVe been implemented

elsewhere.

+

The Technical Assistance team would éiso like,to recommend that an
additional employée category beycnd legal sec;;tary il be created. This
categgry shouild be a paralegal or paraprofessional position. The creation
of this position would extend the career ladder bgyond the ievel of legal
“’secféféF7:IlI without requiring individuals to aqyance to supérvisory legal

secretary or administrative assistant positions for further advancement.
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.within the District Attorneys office. An example of paraprofessional job
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Y

Paraprofessionals are currently being used in the Family Support Unit, where
Family Support Officers are performing judgmenfal functions. The same

concept could be transferred to the Felony Trial and Misdeméanor Units

i
o

~ where paraprofessionals could be used in case workups, screening, and hearing

and trial preparation. These paraprofessional positions also offer the
additional incentive to the support staff of more direct involvement in
cases, with a resultant increase in interest and motivation to remain employed
descriptions is included as Appendix D.

In order to make a paraprofessional or paralegal system successful,

attorneys must be willing to use these individuals and rely on their

services where appropriate. The Technical Assistance team found that the
attorneys iﬁ'the office would Qelcome such an addition to the support
personnel as an added resource tovbe used in case preparation. This system
would be a natural progression in-the career ladder concept. It may be'f
advisable to initial]yvapproach this new position on an experimental basis
by designating two of threé of the Iega] secretary positions as parapro-~
fesslional positions.

C. Local_ Funding Prjorifies\

Many of the personnél problems in the Ventura County District Attorney's -
office are related to the local funding prioriiies established after the
passage of Proposition 13 in the State-of-California. -Related to this
problem is California's present diffjgg]gy'ngbvjogaj funding of the
criminal justice system. An analysis ﬁy the Rand Corporation in an articie "’

i

entitled, The Impact of nggg§ition l3§bn Local Criminal Justice Agenéies:

i

. [ " &
Emerging Patterns, prepared for the Nat#onal Institute of Justice and

I
ff
i
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released in June, 1980, summarizes many of the results of decreased local
funding for criminal justice agencies. pne of the major patterns seen in
this Rand Report is the deemphasis of "'support-type functions' in the
criminal justice agency as short-term solutions to the funding problems.

The elimination of special service programs and the reduction of prosecutions
in certain categories of crime are other short-term solutions seen by the
Rand Corporation.

In Ventura, the emphasis has been placed on the importance of acquiring

and maintaining attorney staff, with a reduction in importance of the supportv

staff. Although addressing possible solutions to the Proposition 13 problems

in local funding may be beyond the scope of this report, a portion of the
problem within the clerical staff is seen by the team as being based upon
reactions and short-term solutions to the funding problem. It is the

recommendation of the team that this pelicy be reevaluated.

D. Mnsdemeanor Case Processing

A1l cases which enter the District Attorney's offlce are flrst run
through a computer check for prior records or pending charges. This
information is displayed on a video screen and then is handnritten on the

fifQ folder. This is time consuming and cumbersome for the support employee

the Technical Assistance

assigned this task. It is the recommendation of

d,
team that a printer shouid be obtained so that when lnformatlon is foun

it would no longer be necessary to hand copy that Lnformation from the

o .
screen onto the file. The clerk would merely push'the print buttocn, obtarn

: . . X b R d
a print out, and then place the information in the case file. This woul

(G

save a great deal of time at this step in the process. 'y .

4 )
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The 1975 Technical Assistance Report recommended that the District

Attorney should "redesign the case file folder to display more information

on the outside front cover." As of the time of thi; visit, this has not.been

accomplished and the case file folders stil] in use contain little infor-

mation on the 0utside front cover. A pre- Printed case file Jacket would

save a great deal of time for the support personnel. Much of the informa-

tion is Presently handwritten on the inside cover of the file jacket. This

handwriting of information is siow and very time consuming The file

jacket shouid be redesigned to eliminate the necessity for this function.

Also, a gaod file Jacket could save attorneys time Wecause lnFormat|on'

would be readlky vusnble on the outside of the file, eliminating the

necessity to search through the contents of the file for needed information.

An example of a model case Jacket is’ found in Appendix E.

A firal recommendation in the area of case processing céhcerns the

complaint formbook in use in the office. Not all attorneys and secretaries

have the same‘copy of the formbook. Because of this, there is much retyping

being done. It is recommended that someone be designated to check all form-

books in use in the offjce and insure that everyone has the most current :

E. VictimMitness Unit

After a permanent flie folder is created; in both feionies and mlsdc-

meanors, the case goes to the Victim/Mitness Unit in order for subpoenas

to be typed There are cu/rently five peopie employed in thls unit.

/b i W

Approxnmateiy two weeks in advance, the face sheets in the fiie which list

wztne§ses and/or jtems to be subpoenaed are sorted according to date and

the subpoenas dre typed. One copy goes in the file, one copy remains in

the Victim/Witness Unit, and four oopies are delivered to the Sheriff for

& ' a

2opy.

TS
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It service in each case. After service and return of the subpeonas, they‘are w'?‘ be saved, and witnesses will not have to make repeated calls to the

SN 1 ) put in the front of the filéhfolder and delivered to the deputy District unit seeking information. The cost of a recofd&ﬁb machine should be offset

o el it
-

s Attorney who has been assigned each cass. The subpoenas are generally by the increasedproductivity.in the unit realized as a resuit of not having

[

returned to the office one week to one day before trial. to spend such a high percentage of time on the telephone.

\;:7
;ii%”ﬁ“:fﬁx
e

J

When a case is continued and the date must be changed on a subpoena,

Answering telephone calls takes a significant portion of the time in

o

this unit. These telephone iﬁquiries come primarily from witnesses, and it is either retyped by the person responsible for coordinating police

appearances, or reprocessed and retyped by someone else in the unit. This

=1
B

involve questions of scheduling. Witnesses call in to see if the case for

i which they were subpoenaed will actually be tried on the date on the subpoena ; actfvity constitutes & large segment of ‘the workload of the unit. The Team

T

[

~and if they will be required to appear ir court on that day: The unit also recommends that only one subpoena be served per witness and’ that each witness

used the witness ''call-off'" to inform witnesses, both police and civilian, be instructed, by form letter, that although it is possible that the case

of changes in the date of court appearances. InLi979, this unit's witness

e I
=3

will not commence on its scheduled date, the subpoena will remain in effect

v

E coordinators telephoné& 24,900 }aw enforéement officers and 11,699 civilian w} and the witness will be notified when t0»épPearujf the date is changed. If A?
s witnesses and informed them that they need not:appear in court. While these ) » the Califoernia Rulesvof Civil Procedure do not allow for this, it is
B -é Ncall-offs' saved an estimated $763,43% in police officer time and salary, _} recommended that the District Attorney strongly advocate a change which
2‘ o they represent a‘significgnt investment in the time’of the Victim/Witness Unjt. E would allow each witness to 53 subpoenaed only once in each case. This
% For this reason, the Technical Ass?stance,team'woulﬁ like to recomménd would result in a considerable savings in-time spent retYPi”QVSUbPOE"aS-
E that a recorded message be instituted to take the place of individual ( g} A copy of a modg} form letter is enclosed as Appendix F.
i telephone calls ;; witnesses. To implement this sy§tem, a form letter o ‘ i A mail-subpoena project is beginning to be imp]emejted for preliminary
T' -ﬁ would be included with each subpoena; instructing the witness to call a [ ?earings.‘ This is an excellent idea which the team encourages. 1t has
“rg given telephone number betweenvS:OO p;m. the day before the schéduled date i Successfully been implemented elsewhere and shoﬁld work Very efficiently
% - on the subpoena, and 8:00 a.m. the daté of the scheduled appearance. This ' in this office. An example of a letter used ito generate»mail 5”bP°e”35,
E number will reach a recorded'message‘giving the namejof each éase scheduled gg is also included in Appiﬂdi%,F' A final sugg?stion for this unit concerns )
- for the next day, and informing the éailer whether or not the witness will 1 an increased awareness by supervisory personnel of the work done.and the
i be required; Each afternoon, aﬁ employee of the Victim/Witness Unit should gﬁ services provided. All supervisors should be made more aware ,
E’ reC§rd the needed ianrmAtidh onto the ﬁachine. In this way, ;ountlé%s ] !g of this unit and the work that it does. W?tn85595 should be referred to
— Kours of time spent o;/{ie télephoﬁe calling:éaEh witness individually . ’ this unit from allvoﬁﬁéf\units in the officeiféf:éssistance,@hd'help with e
zz | . x ﬂ [E problems which tH;y might encounter as a result”bf béﬁggﬁg‘Wifnéss to a crime.
| gi | | | [%; . | : ) ‘
| I
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- F. Word Processing Center . - oo { T One of the time consuming tasks performed by the clerical employees:

The Word Processing Center presently is staffed by three secretaries,

=

in this unit is witness call-offs. Although tﬁéLV7ctim/Witness Unityperforms

=

o e B S A
SRS 3 S -

with a fourth position‘available, but vacant. The major function of the ' this function for the rest of the office, the Juvenile Unit has this

s

Word Processing Center is to process and type court documents and memos,

b

responsibility for all juvenile cases. They are re%ponsible for handling . .

|
i

‘*“‘f ﬁ““""" ‘letters and general correspondencé. However, although the(e are three E incoming calls from defense attorneys, the public, thé media and others4
‘ G ; 7 the
i - positions filled in this unit, at the time of the technical assistance visit, { concerning the status of juvenile cases. In many cases, the‘primar;vtask
i only two secretaries were performing the functions of the Word Processing J5N { of infofmation gathering/zg interrupted by the necessity for’méging N
. Center. The third employee was typing complaints as a back-up in the felony \fA/ i {answering these telephone calls. - | . e
h; complaint section, because one of ‘the secretaries in that section was out [ _ . The two emp]oyées are performing this task withggfeat ébiﬁity and are
é ~3 of the office on extended sick leave. This situation has created problems o - able to keep up with their current caseload, whi}e aecreasing the -backlog o1
- for the remaining two employees in the Word Processing Center. The ‘ Ty that has accumuiatgd.y However, the District Attorney and his staff should T
o i i% Technical Assistance team recommends that first of all, the District Attorney 1 he. aware of this wérkload and if it becomes too heavy, should coﬁsider'
" should fill the vacant fourth position immediately, Also, upon the return o ‘transferring the juvenile call-off function to the Victim/Wiéness Unit.
i . -
mg of the i1l employee, the complaint typing function should be transferred B An alternativevsuggestion would be to initiate a recorded message, such
é back to the felony complaint section. i as the one recommended in the section covering the Victim/Witness‘Unit,
| 7 Because of several problems in the past wjth Fhe output of the Word ‘ ‘  } . to ease the burden,of_notificatjon of witﬁesses in this unit.
| E Processing Center, some deputy District Attorneys are creating ''peak'' work _ -
j periods for the staff by assigning all or most of their work a “rushﬁ ’ 2 ) - H. Space Utilization ’ N
| j priority,A The attorneys should be instructed not to use the "rush'" priority ] ’ ﬁt the time of the technical fssistance visit to the Ventura District
b uﬁ]ess ‘¢ is absolutely ecessary. , ' ‘ | , | : _ Attorn?ylg officeuiﬁ 1975, a new building was being designed for occupation
B . " i | | by the District Attorney, among thers. One of the recommendations made in
f & Juvenile Ut o : . thaf’report was that the'éffice should '"Provide for a consolidated filing
= The Juvenflefﬂnit«clerical section handles the WOrk for three deputy ‘. o L3 area when designatihg»new office facflfties to improve control and establish
i i Dist;ict Attorneys. It consists presently of two employees who have worked @”7 ; ] E policies for‘r0utine closing and storage of files." At the time of this
;$?;J ~ A{nfthe ;;;;;; for four and seven yearsrespective]&. This unit is very & B visit, this recommendétion had not been fully implemented. The Technical
1 » . B - o .
‘Bg " well run and since the addition of the second clerical employee, the backlog | o i Assistance teamkrgcommends that this be done since the present filing area
“x >§ thch had begun to develop is Being reaucéd:ﬂj , L ' , 0,& “, : is almost filled to capacity. Files should:-be routinely closed after a
— - ‘ ’ ; ) - [i prescribed period of time has passed.
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It was also observed that there are seyeral areas of congestion in the ;

R

The telephone dictating system should also be carefully reexamined by

A
=

office as it is presently structured. One of thess areas 6 the new

8 ‘the District Attorney ThiS system enabies attorneys to dictate into the
victim/witness area. There is a large existing space across the hatl from

office, uSing a touch tone telephond anywhere.

However, this feature is not
the present facilities which is now being used to store the closed files.

' being used at the present time by the attorneys. it was. suggested by the
It is recommended that these closed files be moved to a basement storage ‘ i

Ventura County Chief Administrative Offlce that the DlStrlCt Attorney take
area and that the space vacated be used for further office expansion. ;

advantage of the consolidated word process:ng system operated by that office

] This system also uses a touch tone telephone as the dictating instrument
l. Equipment ’

1\.

and can be activated from anywhere in the country.

e B N o N s

.

A major factor contributing to the problems of the office with respect

Priorities-could be

o
|

3 processxng center currently in use in the offlce with no cost being assessed -
)\ k‘ L 3
extent, the overall morale of the support staff personnel. In addition

v assigned to certain work, and they employ two operators who handie confij-
A o B . o, _ . N ,

% gz to support personnel is the’poor quality of the equipment available, g gg dential matters. The District Attorney's offlce, as with other county

% | particularly the typewriters and the dictating system. Both of these i i agencies, could use thlS system immediately, as an adjunct to the word

% g: equipment systems tend to frustrate increased productivity, and to a lesser

i -

|
.i

ey
o

against the individual agency.

The District Attorney may wish to considér
to -

foti

emphasis by the District Attorney to improve clerical personnel positions,

’ this suggestion by the Chief Administrative Office as a way to alleviate
emphasis also needs to be directed tevard the improvement of equipment. ¢

| Jetrevuront |

the problems currently encountered with the use of dictating equipment.

It is recommended that beginning wuth the current budget period the /

e At
sl Lxr*:i vy

{«» 2L }

DlStrlCt Attorney should systematically replace from one-quarter to one- J. Use of PROMIS

E]

‘third of the existing tYpewriters each“Yeart‘ This would greatly alleviate ‘ 0 The District Attorney has béen actively pursuing the implementation of

the perceived problem which currentiy ex:stsconcerning the speed of document ' - the Prosecutor Management Information System, PROMIS, for the past two years,

duction It is also suggested that : study be made of the types of One of the purposes of the technical assistance visit was to anaiyze‘the
production. - :

documents which-are most frequently typed and that those that are routine . imoact of this system on the clerical support staff in the office. It was
i: and frequently produced be recorded in the méd card system on form formats ) i felt by many in the Office of the District Attorney that PROMIS was going
- to reduce the amount of original typing time. - = . to solve many of the support staff problems. and reduce the case »load and
.. | " ' Bl : case prouessung burdens. It is the observation of the Technical Assnstenge
(- t , _ e ;\“; ‘} »  team that PROMIS will not address most, or even a‘few of. those'probiems to

the pount of soivung them, and may, in fact create some addutional clerical

!

problems, particularly in data entry.

3
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[;*E . - : ~ is entered on the same day. |t Ys’suggested that at “least three full time
3 The systems manager has designed a multiphased, gradual implementation 4
- x R . , : . data entry employees be retained to accomodate the entry of data under
. . process, initially involving the Career Cgiminal Unit, and then progressing :
P , ; PROMIS for the present caseload. This would not include the personnel
to felonies, juvenile cases, misdemeanors and consumer fraud. The office o v l
1 ? . ) oo - needed for the retroactive data entry of old cases,
YR seems to have good support from the data processing community within V
7 ' r 1 : Entry errors are most common with employees who are first beginning
e Ventura County and the resources appear to be adequate for installation and E% : )
T |5 ' data entry and the correction of those errors is an important process in
il implementation of PROMIS in the buffered version and installation of a X ‘ ,
- o . : {g maintaining the intergrity of the system. Having fewer people involved in
N B ‘ Honeywell HP3000 series 3 computer. The problems associated with its
L ' ) data’entry leads to fewer human errors and easier solutions to data entry
! implementation will be in the area of data entry. {E L.
0og , : ' - - problems. ' ‘
i i Data collection and data entry into PROMIS place:more demands upon the
i , ; T The plan which calls for the acquisition of eight CETA employees to
e prosecutor's office to collect accurate, current and thorough data than {j ,
' . ' either assist the present clerical staff or perform the data entry themselves
= do existing manual sor case management systems. 'As a result, more time is . _
4 e ) : may not assure the quality and permanence in this important aspect of PROMIS
I i necessarily required in collecting and inputing data into this system. . | ; .
? L o oo . , : , ’ that is necessary for its success. For this reason, the team recommends
i The advantages of most automated data mahagement systems are the ability a ) - ’ : “
. [ ' that this plan not be implemented. : o
| Lﬁ to generate different formats for that data collected and to analyze that
I o information. Data entry requires a commitment from top level management i The fncremental approach of lmplemgntlng one unit at a time and
i i; ' ' broadening the coverage of PROMIS is a wise approach and will allow the
positions through the systems manager down to the individual data collector, . .
o . : Ej system to improve thraqugh experience with its use. Maintaining a qualified
i‘ ﬁ and particularly places an obligation on attorneys to clarify reasons for ‘
% 2

i 2 : - and experienced systems manager is also essential. Those who perform the
actions and other specific data problems. . A } ~ e ,

role of systems managers should haV¢ the clear support of the administration
.- , :

“-and should have the authority to control data entry with the ability to

A consistent method for collecting and entering data that can be

-~
;3
i

k B . %

counted on routinely in each case and installed as a permanent system

|
|
j
|
j
M

handle, through’the administration,. individual data entry problems, which
within the office is an essential quality for a system such as PROMIS. »

e
!

. A , usually involve the attorney's willingness to carefully collect and record
FI Dedication of certain individuals as data collectors, detailed formal

: ) therdata. The routine monitoring of recorded data is very important to
{ - training, and clear lines of responsibility for which data elements to be .

PROMIS. The -systems manager should have the ability tc-di?é&t, thﬁbugﬁ}

2
o

'collegted are also very important. ‘It is recommended that enough employees

| : ) A . . attorney supervisors and individual attorneys, the improvement of the
{0 be assigned to this task within the office to allow for the entry of data ’ lut o ’
iy : o : , data collection process.
on & daily basis and to ensure that all of the data generated for a day {n
o = ] .
gé . !
L

L -l
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It is recommended that in high-volume court activities, such as arraign-
ment, there should be a clerical assistant or data entry clerk in the court-
room to assure tha% the files are correctly and'totally completed. The
Technical Assistange team would also like to suggest examinétionwof an inté-
grated system to involve the clerks of the court in data collection on
approved forﬁ; to be forwarded to the office of the District Attorney.

s b

The impfovements ;uggested in the case file jacket in Section D of
this report should also improve-the entry of data into PROMIS. Use of the
jacket as data entry source in many phases of criminal prosécugion has been
successful in several jurisdictions. An improved case jacket would provide
necessary backup information and quality-control check information which
is important to the integrity of PROMIS,

One objective of a good quality data entry system is the elimination

of data research requirements on data clerks. Productivity in data entry

is significantly diminished if the data entry clerk has to reconstruct

missing data. In order to combat this problem, it is recommended that in

\\\

the initiél phases of the operation of PROMIS an early product_be groduced
that is of benefit to the users. This might gake the form of an active or
pending case report for the attorneys or some form of disposition report
for various members of the staff. Many jurisdictions have initially
started to produce calendars, or the generation of subpoenas. Involving
employees in the system in an operational basis is important to sell the
system and also importanf to demonstrate the necessity for quality data

being recorded to the system.
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Training of all persorinel, and particularly the users and administrators

of PROMIS is a vital factor in the overall success of this automated system.
A1l personnel should clear]y.understand their role in col]eéting Jata and
the importance of their function in the ;verall result. The staff sh0uld
be encouraged to monitor the system for data correction aéd data improve-
ment and there sﬁouid be an easy method avafléble €0'511~personnel to maﬁe
data corrections. There should be a‘separate‘tra{hfﬁg session for attorney
personnel on PROMIS which should ‘be mandatory and should be repeated and
updated at least eve}y s§x m§nths. A byproduct of this training and -use

of PROMIS will be that attorneys'will begin to see different values to

PROMIS and be able to suggest improved use and management of the data.

K. Miscellaneous
1. Child Support ‘Unit

The Child Support Unit is very cost effective, however there is a

‘problem with turnover at the lowest-cierical level. This is in some

measure attributable to the fact that the work is very tedious. This

causes many employees to seek more interesting employment elsewhere.
This proBlem will be socmewhat alleviated when the work is taken over

by a new computer which is to be pUt in place when the Chi]d-Support.Enforce-
. P
ment Unit moves from its present location, which is some miles fromdthe
2 + ‘\
main office of the District Attorney to a location within a few blocks of

that office. With the more tedious aspects of the job eliminated, the

employees should be more motivated to continue on the job and advance.

o
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g: - V., CONCLUSIONS T
. 2, Consumer Fraud Unit . - i
] L This analysis and these recomjiendations are presented with the
r S This unit is staffed by one secretary and one CETA employee. |t ﬁ | ﬁ "h
1 ; f ;ﬁ reaiization that the District Att%kney already has a working, effective

is currently being reorganized in such a way ‘ i = !
y that will enable the unit . '
' " organization. The District Attorney and his staff have already implemented
: ;

Ej to more effectively process cases. The majority of the workioad is being : EQY j i
handled by th . . o many of the recommendations contdined in the 1975 Technical Assistancé report.
ndled by the secretary, with the CETA employee servind ' : : : ” |
: g as a back-up. ] L : ‘
g“ Th .. ) N P { g Tremendous strides have been made by this.office in many areas and those
- ey collect statistics, type reports and correspondence and keep disposi-

. ; which are. highlighted here are merely those that are next to be addressed.
tions for the attorneys and law clerks who work in this séction. " ' i

Because many of the clerical employees in the office are cla$sifié3

The only recommendation by the Technical Assistance team for this

section as either temporary positions or CETA employees, there is a problem with

B F -
A £

is that the assistant district attorney who supervises this section %

=

the efficiency, as well as the morale of the support staff. Work is not

stay current with the reorganization attempt, |t should be designed for

being accomplished as rapidly or as efficiently as it could be and the

the most effective use of the clerical staffls time, . :
turnover rate is'higher than is necessary. This high turnover has prevented

=

the support personnel from attaining a level of proficiency that is

F " desirable for this office. There is also little room for absence or error

in the present system. If any one person is absent, it disrupts the flow

of cases and if several peoplé should be absent at the same time, it could

i R

create a major crisis.

Immediate steps should be -taken as a first priority to obtain permanent

{

,A positions in place of the temporary extra hefb positions”presently staffed “ .ﬁ
1/,:' N : .

e

-~ -
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within the office. In addition, with most of the secretaries being
/
responsible for the work of from six to eight attorneys, it is imperative

Y

e,

Dr—
Yiceoery
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that additional secretaries be secured as soon as possible.

S

One of the most time consuming aspects of the duties of the assigned

clerical staff is copying police reports and typing and processing

e —
e N S

violations of probation which were missed by the misdemeanor arraignment

section. The misdemeanor arraignment section should be made more aware

i

.

-
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of this problem. Also, the attorneys should be reminded of the importance
of recording information accuratel;, in order to reduce the amount of[;ime
which must be spent by the clerical staff in éracking down missing infor-
mation for the files. It is also the recommendatiop of the team that a )
new full time~position be created in the Assigned Clerical Section to reduce
the workload there,

The Administrative Section is currently staffed by two full time
secretaries and one part ‘time employee. While these three employees are
able to handle the workload of the administrative staff at the present

time, ff is the recommendation of the team that the part time secretary be
assigned full time to the adminiétrative staff. If necessary, she could still
be assigned tasks in the assigned clerical section during peak workloads.

The felony work-up section is in the process of being organized.
It is supported by one secretafy who is classified as temporary help, who
works for one assistant district attorney and one investigator, who are both
assigned on a rotation basis. It is recbmmended that this position be
made permanenf and that this secretary be permanently agsigned to this section
for continuity, since the attorneys anq investigators Qiil be rotating in
and out of the section.

The Career Criminal and Sex Crimes Unit receives cases at the intake
D ) o
stage and processes ‘them to final disposition. With the exception of ths
file opening process, this unit works independently of the rest of the

office. One secretary and one CETA employee process ihe entire felony

caseload for this unit. The Technical Assistance team feels that this

_workload is too great for one secretary and one CETA employee to acgﬁmpiish.

It recommends that an additional secretary be added to this section as soon

as possible. The best candidate for this position is the secretary from the

-
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felony éoﬁplaint section. Thisﬂsecretary,shsufd be trénsferred to the
Career Criminal Unit and an additioéaffsecretary obtained for the felony
complainé section.’

While there appeared to be no serious aorale prpblems in the office,

a perceived lack of concern by top.level management personnel about support
staff problems was observed by the team. For this reason, it is recommended
by the team that one peréon be designated as support staff supervisor, to
deal exclusively with persognel issues, such as hiring, recruitment, careey
development, training and other aspects of office morale. This person

should be the permanént liaison betwéen the District Attorney and the county
personnel office. Another priority task for the new support staff Supervisor
should be the development of an office manual, describing the roles of
various posjtions within the office, methods of advancement, .and office
policies and procedures, as they impact on personnel issues;

A significant issue to“be resolved by thé District Attorney is the
absence of ény clear path for career devélopment and advancement for support
staff, ,The\person who is designated to prepare the office manual should
also prepare a report detailing each jqb description within the clerical
area. This report should include the minimum qualifications for each
job and the necessary steps to adyance from one position té another.

A further fecoﬁmendationﬁis the reallocation of legal secretary

~

Mpositions within the office. All present legal secretary positions should

be allocated at the legal secretary 1Il level. |In this way, the potential

is created for advancement to that level and better performance is encouraged.
In addition, a new category should be created beyond that of legal secretary

11}, This position should be a paralegal or paraprofessional position.
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Although the emphasis on attorneys and the deemphasis on support The Victim/Mitness Unit performs several functions, including typing

personnel in this time of reduced fundingseemed sound when implemented, subpoenas and witness ''call-offs'', in which witnesses are called and told

I
==

it is the recommendation of the Techmical Assistance team that this pcl:cy that the case in which they were to appear has been continued and they need

be reevaluated. The reductuon of support staff as a short term solution

ot

not come. to court on the assigned day. These .telephone calls take a

£y

to funding problems may be creating‘m@re problems in the long run than
it is solving. ‘*W o ‘ o It is the recommendatioq of the team that a recorded message be used in place
i

All cases which enter the systum Lhrough the office of the District

consijderable portion of the time of the witness coordinators in this unit.

(ry

of these calls to inform witnesses whether or not they will be needed in

imans!

Atﬁorney are flrst run through a computer check for prior records and : court the next day. In this way, the time of the coordinators will be put

violations of parole. This information is hand copied from. the video p

¥ “{‘
=

to more constructive use, but each witness can still be informed as to

/

dereen onto the file, which is cumbersare and.time consuming for the clerk: ' the status of his case.
///

/assigned to this task. It is the recommendation of the team that a printer

=

Another source of time wasted for this unit is the retyping of new

be obtained for the computer, so that when information is found, it can E subpoenas when a case is continued for any reason. The team would like to

R

be printed out and-placed in the file, without having to be hand copied reccmmend that each subpoena be typed once and only once, then if the date

by a clerk |n each case.

is changed, the witness needs merely to beé :informed that his subfoena is

Also, the 1975.Technical Assistance Reporgwprepared by the National E: still in effect and to call the recorded méssage to obtain the new date on

District Attorneys Association recommended that the case flle jacket be which he must appear to testify.

redesigned to display more information on the outside front cover. This

[
ﬁ:
‘

}“ Although there are four positions allocated for the Word Processing

suggestion has yet to be implemented, and the Technical Assistance team Center, currently only three of these are filled. This is creating a problem

recommends that it be done as soon as possible, thereby effecting a savings for the three employees of that section, and the fourth position should

[JT—

of time and effort for both clerical and attorney personnsl. be filled.as soon as possible. The complaint typing function should also

b }

A final recommendation in the area of case processing concerns the be transferred back to the felony complaint section upon the return of one

complaint formbook in‘uéq in the office. Al formbooks in use by attorneys employee in the section who has been out of the of fice on extended sick Jeave.

=3

and secretaries should be checked immediately for consistency, and it - A The Juvenile Unit should be carefully monitored for signs of overwork

should be assured that everyohe has a copy of ;he most current formbook.

M

by the two clerical employees of that wnit. |If the workload becomes too

R IR

. " heavy for these two employees, the District Attorney should consider

P
—

transferring the witness call-off functlon for Juvenlle cases from thls 1

| _ | 3 e {i unit to the Vlctlm/WItness Unit. ' ‘ p '

.

.’ - : 5
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In the area of space utilization,'Zhé’Téchnical”Assistaﬁce team
recommends that in order to relieve congestion in the office, especially
around the new victim/witness area, the.;losed files currently being stored
across the hall be moved to a basement area, and that the office utilize
that space.

A major factor contributing to the problems of the of%ice with respect
to support personnel is the poor quality of the equipment available,
particularly the typewriters and the dictating system. |t is recommended
that, beginning with the current budget period, the District Attorney should
systematically replace from one-quarter to one-third of the existing type-
writers each year.

The use of PROMIS in the office will créate some new needs and new
demands on the support personnel, which should be handled carefully by the
District Attorney in order to insure the greatest value of the system. The
plan to implement the ;ystem in stages, beginning with the Career Criminal
Unit is a good one and is encouraged. The entry of data into the system

is the area which will have to be closely monitored. It is recommeaded
that the plan for aeqUisition of eight CETA employees to collect and enter
data be abandoned. These empioyees will not have the’training or ability

to perform this critical work. It is recommended that at least three full

S s
~. ¢

time employees be dedicated to this function.
It is also recommended that in high-volume court activities, such as
arraignment, there should he a clerical assistanf or data entry clerk
in the courtroon to assqf%jﬁhat the files are corregtly and totally
completed. It must also be stressed to the éttorpeys that the data that

they are being asked to record is important and they‘muét,not fail to

detail the information called for. o .

.
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I £ possib!é, it i's recommended that an early pboduct,be gefierated
to be used in the office, such as C;Iendars or pending case reports. In_
this way, all emplofees will feel that they héve a stake in generating
quality data.
. : !

The implementation of theseksuggestions and recommendations should

result in a more efficient and effective office for the District Attorney

as well as a savings in time and money through a more productfve office.

¢
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Vita S
Wa 1 ter F Smlth .
Work Address: Bureau of Soc1a1 Science Research, Inc.

1990 M, Street. N,W, Suite 700
Washington, D.C. 20036

Home Address: 2616 Redcoat Drive, Apt. 1B
Alexandrla Virginia 22303

Date of Birth: December 17, 1952, Bethesda, Maryland

Education: Miami-pade North Communlty Collegeu‘
University of Florida, Gainesville
University of Florida, Gainesville

Research and Work Positions:

-

Phone:(202)223-4300 -

Phone:(703)960-1052

1972 A A,
1975 B.A. Soc1010gy
19?7 M,A, Sociology

Research Analyst. Criminal Prouecutlon Technical ASSLStance Project,
Bureau of Social Science Research, Inc. LEAA-funded grant to provide
.technical assistance to prosecutor offices and organizations nation-
wide. Principle duties include: principle management of the project;
assessing the need and type of technical assistance to be 9rov1ded
conducting on-site evaluations and assessments of prosecutor's
offices; writing or assisting with the writing of all technical
assistarnce reports and the major portion of the writing for three
substantive monographs on criminal prosecution; developing and
assistance with theé final report. April, 1980 to present.

"~ Assistant Director. Wisconsin Parole Project, Wisconsin Center for
Public Policy. LEAA-funded grant to evaluate Wisconsin's Parole 4
Decision-Making Guidelines. Principle duties  included: assisting with
the overall design, analysis and administration of the project; :
designing data collection instruments and codebooks; working with
the representative agency on structuring parole guidelines; and

Y responsibility for the final report and articles forthcoming.

May, 1979 to December, 1979,

Consultant. Police and Social Services Agency Project, Wisconsin
Center for Public Policy, Project funded under a grant from LEAA

to examine community interaction between the policé and the various
social service agencies in the areas of criminal justice and mental
health. - Consultant areas: research design and final _report review,

April, 1979 and February-March, 1980.
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Wisconsin Sentencing Project, Wisconsin Center
for Public Policy. Project funded by LEAA grant to examine felony
sentencing patterns in Wisconsin's trial courts. Principle duties
included: assistance in project administration, design and all
methodological matters; making presentations at state advisory
committee meetings; advising the Wisconsin Legislature on sentencing
areas; designing data collection instruments and codebooks; and
responsibility for final report and articles forthcoming. January,
1978 to March, 1979.

Aggigtant Director,

Research Analyst. First Appearance Court Study, Gainesville, Florida.
Dr, Charles Frazier, principle investigator. Principle duties
included: coding, writing and documenting the relevant computer
programs, 1976-1977, ’

Instructor, University of Florida, Introductory Sociology. Principle
duties included: instruction of 50 undergraduates for three quarters;
design and gradlng of all exams. 1977.

Publications:

Shane—ﬁuBow, Sandra and Walter F, Smith, An Evaluation of Wisconsin's

Parole Decision-Making Guidelines. ‘Madison, Wisconsin: Public Policy
Press, 1980. o

Shane-DuBow, Sandra, Walter F, Smith and Kim Burns Haralson. Felony

.Sentencing in Wisconsin. Madison, Wisconsin: Public Policy Press, 1979,

Smith, Walter F. Public intoxication and public policy: The
effectiveness of the Florida Myer's Ac¢t (in progress).

Smith, Walter F. Official crime rates and social control: A test of
Erikson's hypothesis, unpublished M,A, thesis, University of Florida,
Gainesville, Florida, 1977. ’

Academic Awards:

Teaching and Research Assistantship, University of Florida, 1977,
Research Assistantship, University of Florida, 1976.

Research Interests:

Criminology: Courts research and evaluation, Methodology, Post-
sentencing variability, Organization theory.

Applied Research: Sentencing and post-sentencing variability,
Criminal adjudication process with emphasis on-arrest, prosecution,
courts and correctional superVLSlon Sociology of Law Social
program evaluation.

.Social Psychology: Labelling theory, Self-concept theory.
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LEONARD R. MELLON

Y

Research Assoclate, Bureau of Soclal Sclence Research, slince

January 1978. Formerly, Project Director, National Dlstrict Attorneys

Assocliation, 1975-1977; .special counsel, National Center for Prosecution
Management, 1974-1975; chief assistant state attorney, 12th Judiclal
Circuit of Florida, Sarasota, 1974; assistant state attorney, 11th
Judicial Circuit of Florida, Dade County, Miami, 1971-1974; Counsel,
Transcommunications Corporation, 1959-1971; sole practitioner, Miami,
1965-1969; assistant attorney general, Florida, 1958-1965.

Instructor, Florida State University, 1958-1960; Florida Sheriff's
Bureau of Law Enforcement Academy, 1560-1964; Florida Bar Association's.
Continuing Legal Educetion Program, 1966; Cr.iminal Justice Institute,
Miami Dade Community College, 1972-1973; University of Oklahoma, 1974;
Northwestern University School of Law, Summers of 1976 and 1977.

Education: B.S. (political' science), Florlda State University;
B.S.F.S. and LIb. Georgetown University. :

Current Research:

Project Director, Criminal Prosecution Technical Assistance
Project--a facil ity to provide national level technical assistance
In the prosecution area and participate in the development and
Improvement of criminal prosecution projects and programs
supported by LEAA (Law Enforcement Assistance Admlnisfraflon)

Depufy Project Director, Phase I, Research on Prosecutorial
Decisionmaking--a continuation of +he Phase | program to conduct
research on prosecution netionwide and to test techniques and
procedures fto measure. uniformity and consistency in decisionmaking
(Law Enforcement Assistance Administration).

Recently Completed Research:

Research Associate, White Collar Crime Sfudy—-a systematic review
and analysis of major data sources relevant fo white collar crime,
supported by a grant from the Law Enforcement Assistance

Administration.

Deputy Projec+ Director, Phase |, Research on Prosecutorial
Decislionmaking~-a nationwide research program to develop
techniques and procedures for increasing uniformity and

conslstency in decisionmaking, supported by the Law. Enforcemenf»

Asslstance Admlnusfraflon.

Past Experlénce-

As ProJect Director, National Djstrict Attorneys Associaflon,
directed a large-scale DHEW-supported study which assisted and
encouraged prosecutors and others nationally to participate In the

L ' 1
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Federal Child Support Enforcement Act (Title IV-D of the Soclal
Securlity Act). In connection with the study, conducted reglonal
orlentation and tralining conferences nationwide, developed a
reference source for prosecutors on chlld support enforcement, and
a clearinghouse on current child support data; directed and
participated In technical visits by child support enforcement
consultants to prosecutors offices nationwide.

As speclal counsel to the National Center for Prosecution
Management, prepared under an LEAA grant, standards and goals for
. homogeneous groups of prosecutors In the U.S., organized the
‘groups, supervised the meetings and assisted in preparation of

docunentation on stendards and goals. -

As assistant state attorney, 11th Judicial Clrcuit of Florida,
Dade County, Miami, created special trial division for speedy
processihg and trial of defendants, assisted in the development of
pretrial intervention (diversion) program (under an LEAA grant)
. and established 'a Magistrate's Division in the State Afttorney's
Of flce. After undertaking a survey of case intake and screening,
recommended the establishment of a new system and was appointed
head of the new Intake and Pre-Trial Division in the State

Ajforney's Office.

Selected Publications:

Transmitting Prosecutorial Policy: A Case Study in

Brooklyn, New York
N

(with Joan E. Jacoby, ef al.). Research Report No. 2, Project 556,

November 1979.

A Quantitative Analysis Q_f_ the Factors Affecting Prosecutorial
Decisionmeking (with Joan E. Jacoby, et al.). Research Report
No. 1, Project 556. October 1979. : <ot

"The Prosecutor Constrained by His Environment--A New Look at
Discretionary Justice in the United States," Project 450, July

1979,

"Pollcy Analysis for Prosecution (with Joan E. Jacoby) Final report for

Phase | of Project 550, Bureau of Social Scighce Research, April
1979, ' '

Policy Analysis” for Prosecution: Executive Summary. (with Joan E. Jacoby)
Final report for Phase | of Project 550, Buredu of Social Science
Research, April 1979,

"Probable Cause Determination,"™ (Commentary} .National Prosecution
Standards, National District Attorneys Association, Chicago, 1977.

- "The Chlld Support Enforcement Act." Prosecutors! Déﬁkbook, Washlhgfoh.
D.C.: National District Attorneys Association, 1976.

Handbook on the Law of Search, Seizure and Arrest, distributed by the
Florlda Attorney General's Office, 1960; revised, 1962. .
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"Can Effectlve Restrictive Le
‘ ’ glslation Be Written" Paper dell
the Southeastern Association of Boards of Phargacy In :gggda:g

publ Ished
Assoclation.

(Aprit 25, 1980)

In The Journal of the American Pharmaceutical
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RESUME

WILLIAM R. HYDE
1743 East Thirteenth South
Salt Lake City, Utah

EDUCATIONAL BACKGROUND

1?62 Craduate of Olympus High School, Salt Lake County

1966 Graduate, B.S. Degree, University of Utah, Policital Science, Certi-
ficate in International Relations

1969 - J.D. Degree, University of Utah 6ollege of Law

EXPERIENCE AND EMPLOYMENT

‘present

l96§-70 Utah Supreme Court, Law Clerk to Chief Justice J. Allen Crockett
1971-75  -Deputy County Attorney, Salt Lake County Attorney's Office
1975-1979 Chief Deputy, Criminal Division, Salt Lake County Attormey's Office
879 to Chief Deputy, Recovery Division, Salt Lake County Attorney's Office

Director, Statewide Association of Prosecutors

. Lecturer, Instructor, and Consultant for the foliowiqg organizations:

Statewide Association of Prosecutors of Utah
National District Attorneys Association
Utah Association of Counties L
National Association of County Officials
Legislative Intern, Washington, D.C.

Utah State Court Administrators Office - .
Licensed Lobbyist -~ Utah State lLegislature

Institute for Law and Social Research, Washington, D.C.
Department of Law and Public Safety, New Jersey

e

ASSOCIATIONS

Member of the following associations:

Utah State Bar Association.

Ame;ican Bar Association

Statewide Associatidn of Prosecutors

National. District Attorney Association

National Association of Prosecutor Coordinators

Prosecution Management Committee, National District Attorney Association
.Utah Supreme Court Committee —- Revision of Utah Criminal Procedural Code

PERSONAL

Born: April 24, 1944
Married to Karen Page Hyde
Two Children: Justin and Jennifer

——
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RESUME
OF

R. PAUL VAN DAM -~

" PERSGNAL HISTORY:

42 vyears old, married, wife Lynne,
twoychildren, Michael 15, Julie 12.

Lifelong resident of Sa;t Lake .
Ccity, 'Utah, born and raised on
salt Lake's East side.
Homeowner, 1183 Herbert Avenue,
Salt Lake City, Utah, Home Phone,
801-583-0946.

%
g

© EDICATTONAT, HISTORY : _ .

Gréduated East High School( Sal@
: - Lake City, and attended University

of Utah.

Received Juris Doctor degree
May, 1967, University of Utah
Law School.

N

PROFESSIONAL CAREER 10/67 to 7/80: , 0 )
; * - hAdmitted to the Utah Bar, May 1967.

z i

Joined the Salt Lake County .
Attorney's Office in January 1968.

Maintained part-time private
practice 1968-1972. Repre;ented
clients in all state and rederal

Courts.

Prosecuted misdemeanors in 10 J.P.
courts for 1% years. L

Represented State in proceedings
at Juvenile Court for 1 year.
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on felonvy matters 1969-70.

promoted to Chief Deputy of the
Criminal Division 1970-71.

Accepted employment in Salt Lake

County District Attorney's Office

1971.

Prosecuted approximately 75 felonies
during next three years, incluéing
7 homocide cases.

Briefed and argued criminal appeals
to Utah Supreme Court. :

Lectured numerous police and law
enforcement classes and groups.

Attended several seminars and
courses for prosecutors.

Elected County Attorney for Salt
Lake Countvy 1974..78.

e

Obtained‘LEAA grants for career,
criminal, administrative program-

ing, PROMIS during tenure.

Acted as Technical Assistance
consultant for the NDAA from 1974

to present. In said capacity, have
visited the following jurisdictions:

gverett, Prosser, South Bend and
Grays Harbor, Washington;

Hartford, New London, Connecticut;
Rock Island, Cairo aad Lincoln
Illinois; )
Columbus,'Ohio;ﬁ

stockton and San Diego, éalif;

Louisiana;

Supervised 45 attorneys in areas of
felony prosecution, Iv-D, Juvenile
Court, misdemeanor and civil.

. Office budget 2.7 mililion.

o~
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“ Las Vegas, Nevada;
' Phoenix, Arizona;
. Cheyenne, Wyoming;
Lt : ] ‘
{ﬂ Little Rock, Ark: (2 visits)
St. Josephs, Michigan

zﬁgzgcpr;vately_as a Consultant for
brosecution offices in the followi
Jurisdictions:. oliowing

=

Concord,  New Hampshire;

Portland, Bangor
Agusta, Maine?‘ ¢ Ellsworth and

Burlington, Hyde Park
Johnsbury, Vermont. ’

&=

and St.

=3

Chairman of Stat . ,
e Wide ..
of Prosecutors for Utah?sSOClathni

Member of'LEAA Co- .
: . uncil for st =
Utah and 'salt Lake Count;fusuate/or

j ‘ e .
Guest lecturer 197
6 at the Nati
College of District Attorhey:Flonal

v Subject "2admini e
i ’ lnistrative Or . .
ga cf the Prosecutor's Office"ganlzatlon
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Presently in private p;actidé.
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* INTRODUCTION = MAMUAL USE AND DESTGN

MUMERICAL SYSTEM: The policy numerical system is based upon the department’'s
Program Code of Accounts. In this system;, each division is assigned a series
of 100 numbers. These numbers are then broken into 10 or 20 pumber series '
which are assigned to the individual units or programs within/each division..
A11 program operational costs are accounted for through the assigned code.
These same code numbers have been utilized for the major policies applicable
to each unit. The decimal system will be used for all sub-categories.

MANUAL CONTENTS: A summary of the manual contents may be found on the follow-
ing page. It will provide an overview of the manual structure. Each section -
and appendix has an independent index for fast reference. An alphabetical
subject index is being prepared for distribution in the pear future.

The manual is far from complete. The initial distribution includes most of
the General Policies. a good percentage of the Orientation Data,.and only

the appendix that relate to the policies prepared to date. _Administration

and three division .sections contain only a proposed index (intended to reflect
the policy numerical system process) and an introduction policy which identi-
fies the purpose and goals for each division. Each;policy section is also

_color coded -for--further clarity as the manual develops. ~

MANUAL DEVELOPMENT: It is very difficult to complete a comprehensive policy
and procedure manual without it becoming outdated before distribution.
Therefore, ‘administration considered it more important to distribute the
manual in part, with a plan designed to provide employees with the balance
on a semi-monthly basis. Division chiefs and their unit supervisors will be
responsible for drafting specific policies for their respective areas. The
Management Support Team (MST) will establish a timetable for policy draft
completion. The policies will be reviewed and approved by MST and edited
(for uniformity and consistency), produced and distributed by the Planning
and Budget Un#t-(PBU). As the division sections are developed, employees -
will receive only the sections and policies beneficial- to their area. This

will consist of policies in the Orientation Data, General Policies, the section .

for the division in which the employee is assigned and the introduction
policies for the other divisions and units in the-office. Policies will be

- modified, to reflect any major changes, approximately every six months.

MANUAL USE: This manual is‘designed to provide each employee with the necessary

information to function efficiently and to become aware of the various personnel
benefits and services available. There is a right way and a wrong way to go ‘
about getting a job done. While following set procedures is :sometimes :thought
long run, it is guaranteed to get the job done faster
and more effectively. In an organization the size of Salt Lake County Govern- -
ment, cooperation and consistency are vital for an efficient operation. The
strict use and adherence to uniform policies and procedures is a means by

which this can occur.

MANUAL PREPARATION FOR THE INITIAL DISTRIBUTION: ' This manual has been designed,

- Tesearched and prepared for the initial distribution by Bette L. Stanton and
"Phy1lis Birrell of PBU and approved for publication by MST., The policies were

printed by Irené Yeates, Civil Division, on the Office System 6 Information
Processor. Carol Jones,:-a Kelly Girl working with PBU, was responsible for

~‘assembling and distributing the manuals. :Any questions may be directed to.
Phyl}jsﬁa%%§35F5580 or Bette at 535-5568 e . ) : i
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MANUAL CONTENTS

PRESENTATION LETTER
INTRODUCTION - MANUAL USE AND DESIGN

POLICIES AND PROCEDURES

‘ ORIENTATION INDEX

ORIENTATION DATA
GENERAL POLICY INDEX

© " GENERAL POLICIES
ADMINISTRATION INDEX

ADMINISTRATION POLICIES
JUSTICE DIVISION INDEX

JUSTICE DIVISION POLICIES
RECOVERY DIVISION INDEX

' RECOVERY DIVISION POLICIES
CIVIL.DIVISION INDEX

CIVIL DIVISION POLICIES
APPENDIX

AP?ENDIX "g" INDEX
REFERENCE SOURCES AMD INDICES
APPENDIX "B" INDEX

OFFICE FORMS
APPENDIX "C" INDEX

FORM LETTERS

. APPENDIX "p" INDEX

POLICY LEGAL BASE REFERENCES
APPENDIX "E'" INDEX

MISCELLANEOUS‘REFERENCE MATERIAL
APPENDIX "F" INDEX (OPEN)

(OPEN FOR DIVISION USE)

L T i e R A e

PAGES i - xi
POLICIES #001 - #099

POLICIES #1100 - #199

poLICIES #200 - #299

~ poLicies #300 - #399

#499

POLICIES #400

PAGES
PAGES 1 - 28

PAGES 1 - 8

PAGES 1 - 3

. PAGES 1 - 10
PAGES T
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ORIENTATION DATA
' INDEX

ITEM

- OFF1cE ORGANIZATIONAL STRUCTURE CHART
--MAP ofF OFfrice LocaTions IN THE CounTy

OrF1cE PERSONNEL SERVICE CONTACTS
Off1cE PHoNE EXTENSION LIST

OFFICE STAFF BY Division aND UNIT
FREQUENTLY UseD TELEPHONE NUMBERS

SALT LAKE COUNTY ORGANIZATIONAL CHART

DATE ISSUED

INTRODUCT&QN FOR ManuaL DesicN AND Use

04/01/80
04/01/80

04/01/08
04716/80
04708780

04/01/80

PAGE

ii

iii

iv’

v

vi

04/18/80 vii-xi

. MARUAL POCKET CONTEMTS

CounTY FRINGE BENEFIT REPORT "
CENTRIX SYSTEM CPERATING INSTRUCTIONS
Tips FoRr Gogn TELEPHONE BANSWERING

- Your PersonaL Mini Prone Book

- EMpLOYEE INSURANCE BooKLET -

- STATE RETIREMENT BOOKLET

- UtaH StaTte CrepiT UN1ON PACKET

©

- U.S. Savines Bonp BrocHURE

AND CARD

= WiTnEss INFORMATION BROCHURE-

Y o
- Macic Kinepom CLuB BOOKLET
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| DATE ISSUED

(PERSONNEL SERVICES AND FACILITIES CONTINUED)

081 MILEAGE REIMBURSEMENT AND MOTOR 04/01/80
. POOL USE '
~082 TRAVEL 0UT-OF~COUNTY/STATE 0u4/01/80

083 PARKING
084  FILING SYSTEMS

085 SIGNING OF PLEADINGS AND : 04/01/80
—_— CORRESPONDENCE .
086 MAIL SYSTEM AND AIR FREIGHT
087 FACILITIES MAINTENANCE AND L
'MODIFICATIONS -

088 EQUIPMENT REPAIRS

089  LIBRARIES |

.090 CONFERENCE FACILITIES

091  EMPLOYMENT OF EXPERT WITNESSES
. 092  EMPLOYMENT OF COURT REPORTERS
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'DATE ISSUED

GENEPAL OPERATIONAL POLICIES (050 074)

050
* 051
052
053
054
055
056
057
058
059
060

062
063

- os4
b0 065

POME STATEMENT 04/01/80
MANAGING BY OBJECTIVES . © 04/01/80
ACTION PLANNING AND IMPLEMENfATbe 04/01/80

MANAGEMENT CHECKLIST FOR "IMMEDIATE 04/01/80
SUPERVISORS” |

- REQUEST.FOR COUNTY COMMISSION : 04/01/80
APPROVAL
PUBLIC STATEMENTS AND MEDIA RELEASES

OFFICE SECURITY _
CONFIDENTIALITY AND PROFESSIONALISM

POLITICAL ACTIVITY 04/01/80

DRESS CODE FOR OFFICE AND COURT
ACTION FOR EMERGENCIES

 EMERGENCY IMPREST FUND = - 04/01/80

COMPUTER . PROGRAMS AND STATISTICAL
. INFORMATION

REPORTING REQUIREMENTS AND DATA

GATHERING

hY

‘ ) o ! '; 3 | | .

PERSONNEL SERVICES AND FACILITIES (G75-099)

075  EQUIPMENT AND SUPPLY DISTRIBUTION 04/01/80

' SYSTEM

076 TELEPHONE SYSTEM

_077 "DUPLICATING PROCESS

.078  PRINTING .

079 DICTATION CAPABILITIES

080 TYPEWRIIER CAPABILITIES :

e
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GENERAL POLICIES- (001-099) R | |
’ | . ' REFERENCE SOURCES AND INDICES

u'

S ‘ | ' | DATE ISSUED hj , | |
. EMPLOYEE WORK POLICIES (001-024) ' ' § - o INDEX/REFERENCE | PAGE
| J SALT LAKE COUNTY MERIT SYSTEM RULES "AND 1- 5

o 001  CHECKLIST FOR NEW EMPLOYEES - 04/01/89
. . REGULATIONS
002  WORK HOURS AND REST PERIODS - 04/01/80 |
MANUAL LOCATION: #22 COUNTY ATTORNEY

i - - I | ORTING 1/8 I '
y o 003  TIME, ATTENDANCE AND REPORTIN 04/01/80 . #23 JUSTICE DIV, ADMIN,
#24  cIviL piv. ADMIN,

M
i‘,&'\:——. Y
)

[S—

- 004  IN-OUT OFFICE CONTACT SYSTEM
005  OVERTIME AND COMPENSATORY - TIME , 04/01/80 . e #25 PsMU
006  OUTSIDE EMPLOYMENT AND PROFESSIONAL  04/01/80 “ | " #26 Tgﬁ | -
SERVICES ~ . { | SALT LAKE COUNTY POLICIES AND PROCEDURES ~  6- 7
[

[V b W
O

007 CONFLICT OF INTEREST 04/01/80 : - MANUAL LOCATION: SAME AS ABOVE
v 008  EMPLOYEE CONDUCT - I

‘ 009 . . ' ' . Eé‘ﬁ
g ~ 010 |

v

S .- - SALARY AND BENEFIT ADMINISTRATION AND - ~
© .CAREER DEVELOPHENT (025-049- .- . N
i '::fni 1 025 EMPLOYEE BENEFITS .- 04/01/80 -

FAEFTT 006 PAYDAYS AND TIME CHECKS PRI ’
027 PERFORMANCE EVALUATION

028 EMPLOYEE ADVANCEMENT AND CAREER : 04/701/80
DEVELOPMENT o

029 TRAINING AND EDUCATION 04/01/80 o [ | =~
030 COURTROOM ATTENDANCE BY NON- ATTORNEY 04/01/80 | .

E

‘Z{*f’ T
BRI SY

b

¢ mave. - - . PERSONNEL e ]
© . 031  GRIEVANCE PROCEDURE . EL\, - -

B v . o ) N ' '/J.[ * = . ) [ ' ‘
..f.: o -’.‘; * o, .‘ 032 P : ‘ Wt . N \; ' - . * ‘\: «] J* ‘ ! h - 1
.. 033 S ‘ S ) :
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FORM # _ FORM | PAGE
151 OBJECTIVE RECORD SHEET 25
152 MINI ACTION PLAN WORKSHEET - 26

SALT LAKE COUNTY PROGRAM PERFORMANCE 27
AND ANALYSIS FORM =
SALT LAKE COUNTY PROGRAM PERFORMANCE 28

MEASUREMENT FORM FOR BUDGET

] ::: “?”'i- PR e |

| THE SOURCE,

SPECIAL NOTE: THE FORM NUMEER IS CODED TO THE UNIT
ORIGINATING THE FORM AN BY FUNCTION WITHIN THE UNIT.

PLANNING % BUDGET_UNIT & PRIOR ADMINISTRATIVE SER~
VICES

100-124  STATISTICAL GATHERING FORMS
- 125-143  PERSONNEL SERVICES FORMS

PERSONNEL SYSTEMS MANAGEMENT UNIT
150- MANAGEMENT & PLANNING FORMS

SOME FORMS ARE SALT LAKE COUNTY'FORMS. THIS IS INDI-
CATED UNDER THE NUMBER ON EACH FORM. THE YEAR SHOWN .
NEXT TO THE SOURCE WILL BE ‘79 or '80; '79 INDICATES

ALL FORMS DESIGNED PRIOR TO 1880,

AS WE EXPAND APPENDIX “B” TO INCLUDE FROMS FROM ALL
UNITS AND DIVISIONS, THEY WILL BE CODED ACCORDING TO
THI'S PROCESS SHOULD MAKE THE FORM SUPPLY
PROCESS MORE EFFECTIVE,

K B T AT

= cg, e = e oo

FORM #
150
125
126
127
128
129
130
131
132
133
134
135
136
137
138
145
146
139
140
141
142
143

- 144

147

- 68 -

OFFICE FORMS
FORM o
POME STATEMENT |
REQUEST FOR TIME OFF
TIME SHEET FOR PART-TIME PERSONNEL
SUPERVISOR TIME SHEETS |

PAYROLL CLERK TIME CARDS

REQUEST FOR COURT ATTENDANCE (NON-ATTORNEY)

EMPi.OYEE INFORMATION SHEET .-

* EMPLOYEE PERFORMANCE EVALUATION FORM CP14

SUPPLY REQUEST FORM

EQUIPMENT & UNUSUAL ITEMS REQUEST FORM
LONG DISTANCE CALL LOG -
MILEAGE REIMBURSEMENT REQUEST FORM ’
TRAVEL EXPENDITURE REPORT |
TRAVELING REQUISITION

REGULAR PURCHASE REQUISITION

TUITITION REIMBURSEMENT APPLICATION FORM

TRAVEL/TRAINING REQUEST

NOTICE OF PERSONNEL ACTION CP-4
INVENTORY SHEET

REPORT ON STOLEN,LOST,DAMAGED EQUIPMENT
IMPREST FUND REQUEST FORM

IMPREST FUND SUPPLEMENT EXPENSE REPORT
IMPREST FUND TRAVEL EXPENDITURE REPORT
TRAVEL REQUISITION FORM

$

PAGE
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10

11

12
13
14

15

16
17
18
19
20
21

Pt



S DRI - S - . ; ‘ 4
N : | - 70 - ’ B
i | ' _ X . s

H b - 69 - o , G _— \

| PERSONNEL DIVISION & MERIT SYSTEM COUNCIL -

. E DOUGLASE. THOMSEN - COMMISSIONER

3 ) DIBECTOR T WILLIAM E. DUNN )
R o ’ ! e S Tt MNP ORI .

a4 e s LT "2 L2NT OF ADMIN. SERVICES

LT TR e —OINS, DIRECTOR

L LI g 1 ;

J 8 - / X TEM-.COUNCIL

. £ : : | | VIRGINIA P. KELSON, CHAIRPERSON

e e 1o DANIEL L. BERMAN

r { COUNTY ATTORNEY © WILLIAM M. TIMMINS

CoL “ ‘

L ‘ MEMORANDUM

1. B { C U |

%ﬁ / T0: ALL ELECTED OFFICIALS, DEPARTMENT HEADS, DIVISION HEADS

| { o (Please circulate to secretaries and their supervisors)

| ft { - FROM: Douglas E. Thomsen, Personnel Division

o SUBJECT: Important Information on Career, Ladder for Secretaries,|

I APPENDIX C N o - Office Supervisors and Administrative Assistants.

b v, ?g BATE: October, 3, 1979 ' ’

L :

%5“(2 Y ______ e e e e e e m S e

L k

. The Salt Lake County Commission recently approved the promotion
[} o ] ; ' of and/or providing of, step increases for employees in clerical
i , i ) positions. Along with this action tne Personnel Division nas
develeped a career ladder for secretary classifications. This®
is intended to provide some upward mobility for the incumbents
F as they develop.proficiency and take over additional adminis-
trative responsibilities.  To effect this procedure you have

been asked to submit performance standards.to be met and
g > ’ ' competencies to be developed for movement to the higher grade
! . ‘level. It is intended that this memorandum and the attached
% B A example provide you with some guidelines on the development
i . of these standards. ) ~

RN | AP

Incumbents in secretarial, office supervisor and administrative
assistant classifications should write complete task statements
. for all of the tasks he/she performs. The statement shouid

= include 1) what is decne specifically, 2) to whom or what it 0

Preizapeny ey
BN i

o

is done, 3) the resulting product. or output and 4) the
materials, tools or equipment used. Below are a few examples
! : from the attachment: . -
& . [ Yo e | : BRI " Co s B
A ’ N ) o X [ P '
\ : : ‘ ; . \\\~ =R _
‘ i . “ ﬂ T 135EAST 2100 SO[UTH SALT LAKE CITY, UTAH 84115

PHONE (801) 535-7351
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USING WHAT TOOLS,

PERFORMS WHAT TO WHOM OR WHAT . TO PRODUCE WHAT EQUIPMENT,
ACTION (VERE) (OBJECT OF VERB) (EXPECTED OUTPUT) PROCESSES
Types letters, reports, for supervisor using knowledge
charts review and of grammar, spelling,
signature punctuation and
standard letter style
Establishes correspondence for immediate using knowledge of
and and project files retrieval for standard cross filing
maintains project staff techniques by name
and project number
Keeps of projects in order to using basic book~
records ' prepare monthly keeping and

™

report on project
costs

-reconciliation
. procedures

After the task statements are completed, the incumbent should

determine what a reasonable level of proficiency is, using
quantifiable descriptions - as much as possible. Using the

example of operatlng a typewriter the standards mlght be:

l. ©Uses modified block format on all (100%) of letters
' sent out of office.

2. Has no

for signature.
3. No more than three (3) corrected errors on flnal copy
(using white-out or similar substance).
4. No (0%) tape or strike over correctlon on flnal COpY.

(0%) spelling errors on letter when presented

A complete set of performance standards is attached for your
review.

The immediate supervisor and each incumbent should meet to
discuss the standards and agree that they are reasonable. If
there are several people who have the same responsibilities
they can collaborate on the tasks and standards and meet with
the supervisor as a group. At this point, specific require-
ments which must be met in addition to.the performance standards
such as in-~service training, specialized training or classes
should be defined. Such requirements must be directly related -
to improving proficiency on the job or developing new skills.
These standards and requirements should be submitted in writing
to the Personnel Division for approval in keeping with ‘the
Promotional Pollcy .

=,
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[ H

== F*ﬂ: e
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(Article VIII, Merit Rules ahd Regulations). A copy of
individual standardb will go into employee folders. As new
employees are hired the standards of the former incumbent
must be submitted and updated at the end of the first six
months, .

At the end of one year in the positions (minimum of six months
after submittal of standards for incumbents who have already been
on the job for a year or more), the supervisor-can evaluate per=
formance according to the standards to determine whether the in-
cumbent should move to the higher grade level. - The standards, if
periodically revised as responsibilities change, can be used to
effectively aid in the completing of yearly performance evaluations
and discussing performance with the incumbent several times per
yeal.

.
.

Because this ladder depends on the development of prof1c1ency
in a given setting, incumbents who reach the upper grade level
must be demoted to the lower grade of the secretarial career
ladder in another division or department if they choose to
transfer.

Although this memo is intended specifically to assist in effecting

the secretary career ladder, please be advised that performance
standards should be developed for all employees as the first step
toward establishing a career development plan far each dlvrslon
in accordance with the Promotional Procedure recently approved by
the Salt Lake County Merit System Council.

Please review this material carefully and contact;this;office
should: you have any questions,

Li
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WORK PERFORMANCE STANDARD

i

POSITION Secretary 10-12

MAJOR DUTIES

I. Types correspondence, reports, charts
IXI. Maintains division files
III. Answers telephone
IV. Posts project Cost data
V. Supervises Receptionist
VI. Receives and circulates mail

*

I. YPES CORRESPONDENCE, REPORTS, CHARTS
A. Responsibilities

1. Recelves dictaphone fape ox handwritten notes
from supervisor and types letters, reports or
charts.

B. Performance Standards

1. Typz all correspondence within two days after
receiving tape or handwritten notes.

2. Correct all errors prior to submittal with no
more than two corrected errors per page of
typewritten material. :

3. No document shall have errors in spelling,
grammar and punceuatlon prior to submittal for

"signature.

4. Type all letters in modified block format unless

otherwise requested. - .

/

II. MAINTAINS DIVISION FILES
A. Responsibilities

1. Establishes and maintains correspondence and
project files;

2. Files all documents,

- 3. Maintains project file control sheet,

. o

B, ferfprménce Standards

Files a copy of every incoming and outgoing
: letter in chronological correspondence file,
2, Files all documents by Friday of each week.
3. Always has control of Project files (maintains
.-'100% accurate control shecet).

N

IXI.

b

V.

ANSWERS TELEPHONE ) 74 )

A. ReSponsibilities
1. Answers referred teleohone calls for Superv1sor
and Project Coordinators. :
2. Screens calls.
3. Takes messages.
4., Provides information.

B. Performance Standards

l. Answers telephone calls prlor to fourth ring.

2. Always answers phone by saying "Projects Office,
Lynn Cope speaking"”.

3. Always notifies receptiorist when out of office.

4. Always includes date, time, full name and telephane
number on message.

5. Always provides accurate information. by checking
with Supervisor or checking manuals, files or
with others before dlspenSLng 1nformat10n.

POSTS PROJECT COST DATA o

A. ResponSLbLTLtles

1. Keeps a record of.all Projects to 1nclLde date of -

o - initiation and each cost of the project,

2. Prepares a montHly report on pro;ect costs,
B. Performance Standards

l. Posts all project dates and line item costs to
the progect control book within two days of
receiving information from Project Coordinators,
2, Totals project line item costs and prepares monthly
statistical report within twc (2) weeks after the
. end of the month.

SUPERVISES RECEPTIONIST .
A. Responsibilities

l. Assigns and reviews work.
2. Provides training and assistance.
3. Assists in preparing annual performance evaluatlon.

B, Performance ‘Standards

1. Always explains procedure to be followed on hnew
aqs1gnments and follows up by memo.

2, .Reviews all type assignments to ascertain accuracy.

3. Develops and monitors performance standards on a
monthly basis (provides written monthly report
to recdptionist on how well standard, are being nef).
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VI. RECEIVES AND CIRCULATES MAIL

A. Responsibilities

Receives and stamps all incoming mail.

1.

2., Reads mail and determines action.

3. Makes copies of incoming letters for file.

4. Forwards documents to appropriate individuals for

action.

B, Performance Standards

l. Stamps every document on the same date it is
received or by noon on the following day.
b 2. Makes copies of all incoming letters within one
- " working day after recieved.
3. Forwards documents to appropriate staff member
within one woprking day after received.

I certify that the above performance standards are appropriate
performance requirements for this position and that these
standards have been discussed in detail with the present job

incumbent.

Immediate Supervisor Signature

Date

Division/Department Head Signature

“ X - Date

I certify that these performance standards have been discussed

with me in detail and agree that these standards are appropriate
for this position to the best of my knowledge. I further under-
stand that the performance standards are required and considered

for career ladder promotion.

Incumbent Signature

4

..............
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{f CPS [REV, 10 1-74) " POSITION DESCRIPTION FORM . - [ T S e . N
N 3 - TS S AL T I T - S - . .-.,.- - .."/_'. R T L M ] - - ]
= 1. POSITION LOCATION . S SO Tt i oS UL N . -*Gh(he names and the position Utles af employees being supemsed.Sugermoa]r%spunsubmnes..muues e ontror of the work of other em. oyees. Thig
. DEPT.__. _Salt Lake Countv Attornev T et e s L L T At ] cc'é;rol may be exercised in assigning work, reviewing work, taking disciplinary action against thase supervused:-.(raininq them or recommending them for
‘ ) DIVISION Recovery - ) pra?nolion. Show the extent and nature of supervision exercised. 1f no employees are supervised, write “none” in this space.
4. SECTION Fines & Forfoeitures I'mic : - | NAME ' TITLE NATUBE OF SUPERVISION
ADDRESS , M? : ‘
2. POSITION (DENTIFICATION .
PRESENT JOB CLASSIFICATION %
- PROPOSED JOB CLASSIFICATION Legal Assistant 14 g
o CHECK ONE: XX FULL-TIME CJ PART-TIME HRSAYEEK ‘ £ -
A CHECK ONE: XX PERMANENT O TEMPORARY MONTHS -z(f SUPERVISION RECEIVED
" , : . Y . ;
[l 3. ACTION REQUESTED Nama of immediate supervisor ;hiut S:pirvzs?z —
. ) - N ; nes orfeitures Unit -
CHECK ONE: b vy INITIAL ALLOCATION {New position to describe & classify) . 5 szle of immediate supervisor : ;
03 REALLOCATION (Change in duties and responsibilities) : 7. CERTIFICATE OF EMPLOYEE (Job incumpent, if any)
O ADOITIONAL ALLOCATION {Already existing classification) ' ' - ... leertify that the foregaing information describes this pesition completely and. accurately.
O3 REVIEW (Redescribe — no major change in job responsibilities) } g Employee’s Signature - Date
2 DUTIES OF POSITION : — ‘ 8. IMMEDIATE SUPERVISOR'S STATEMENT

.

' . -

List separately each duty and responsibility 'assigned to the position. Arrange these duties in logical order beginning with those performed mast fre-

@ 8. Listany exceptions or deletions to the duties and responsibilities listed.
quently and followed by those performed occasionally. Be clear, concise and complete. Stick to statement of fact. Avoid the use of vague or general

terms. Give an estimate of the average percentage of time spentin parforming each major duty ‘ ) ) . ..
‘ ’ - i ision which you exercise over this position,
DUTIES / RESPONSIBILITIES < : Y% OF TIME ﬁ b. Describe the nature and extent of supervision which you exerci p
: .i . . ’ . .
{ . I ‘s . . N ) ¢. “Indicate the entry level minimum qualifications desired for this position. Keep in mind the position itself and the qualifications 8 new person
. 1. Assists attorney in preparation of litigation for fines enforce- - -~i ; must bring to the sosition and not the qualifications of the person who is currently in the position. «
ment including: o : _ R 7 R

" . I . o {EDUCATION LEVEL

1_‘-, ‘ a. Reviews court,‘:(crlmlna]) judgments, sertencings, (drafts High School Graduate
> where appropr;:‘;.ate) for appropriate action to be taken 107 JEDUCATION FIELD

‘ % . i < E Standard

(" ‘ b. Prepares pleadings (Probation revocations » ¢ivil complaints WORK EXPERAIENCE — NUMBER OF YEARS AND FIELD

. executions) : , 10% 3 years in related fields
‘ ‘ : g REQUIRED KNOWLEDGES AND SKILLS

- . _Assists in locat‘ing,&,c}efendants assets and prepares enforce- Criminal procedure rules / courts system
; - .~ ment documents. ' : S 5% g b SPECIAL ABILITIES NEEDED '

v . : | 1 60 WPM typing = 40 WPM Transcribing Use_of computer systen

d.. Regularly meets with court personnel and probation depart- MCERNF'C”ES AND LICENSES REQUIRED ' ’ j
ment ‘ : : : . : '15% ‘ - )
) ‘ ) . .. [SPECIAL FHYSICAL REQUIREMENTS
e. Maintains court calendar, administrative hearing calendar, | ’ H '
£ assists in attorney assignments, monitors individual case- : o
lg . time needs 5% .9. CERTIFICATE OF IMMEDIATE SUPERVISOR
3 ' L t certify that the above statements are accurate and complete.
. f. Coordinates attorney, court, corrections records on ” ity ‘
[ defendants and fines ! . 5% Immediate Supervisor’s Signature New position also. Date _
- g. Maintains current balance sheets on fines imposed collect- E“‘O. STATEMENT OF DIVISION HEAD
B ed.; and. outstanding on a periodic basis as directed 3% ; »T Lg 8. List any exceptions o7 deletions to (hg duties and responsibilities listed.
l h. Attends court hearings, takes notes and prepares appropriate} . . : 7
orders 10% ﬁ _ i
- ) ' : . bent been performing these duties? ‘

L ‘ 2. Performs some legal research . _ S _ 10% - b. How long has tha encumbent been » ! tionshin of this positi B f the posi
. . ’ . ) . attached a copy of our current department/section organizational chart showing the relationship of this pesition to-the rest of the posi- .
d ; 3. Assists in the support needs of the other ‘units within the Recovery L. ' ¢ :i:::esn thz’;;de;;anmir\:t. '

- Division 20% : l | &5 ves _

3 : - - | . : £ NO, but will ba available by

L: 4, Operates input automated infoyl;q?\lti?.p system PROMIS or JDRRISS‘:‘. . 5% ) ‘ L 3 NO, same as previously submitted organizational chart.

‘,//'“‘\“i - 4 . 4 &i‘l -CERTIFICATE OF DEPARTMENT HEAD i o
‘& ' ' L certify that the above statements are accurate and complete. . ;
R . Department Head's Signature Date
S y i ‘ ‘

“\"I\.z;'w.\ﬁ.; s
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' PAYROLL TITLE: LEGAL ASSISTANT 14

i {fozpr: ATTORNEY '
A DIV: _CRIMINAL

w fo .
L tesEC:

i

WORKING TITLE:
14

GRADE CODE 2802

; fgnder the general supervision of the ADMINISTRATIVE ASSISTANT, who coordinates
~ with the Felony/Traffic/Appeal -Unit Supervisor, who review both the work

i\ {in process and .the-complieted work, this job includes some or all of the
Lfollowing duties: - - B -

Assists with legal research and case file preparatijon for trials-
assemblies reports and legal documents, interviews witnesses and
reviews update of case files to check for completeness; commun-
jcates special circumstances to assigned attorney and prepares
request for further investigation and special forms required
in case; in addition, may take witness statements and interview

- appropriate witnesses in regard to trial preparation; .arrange
and coordinate the appearance-of any expert witness. .

M

i

s S one
o K 8o

Aid prosecutor in courtroom upon special request, -

Establish ggpea]'ff]és-and review same for court required records
2nd completeness, inciuding appeal bonds, ~

Operates the Prosecutor's Management Information System Data Terminal
= - . as _needed - to assist or back-up the PROMIS data personnel on case
b information input and retrieval; logs and tabulates criminal case
statistics for PROMIS testing and other special reports.

the Peace courts, within Salt Lake County; prepares a daily
calendar providing information on cases such as nature of case,.

e attorney assigned, court assigned, etc.; notes arraignments and
j" final settings for cases; prepares cards- and disposition sheets

” on each case, prepares weekly calendar delineating actions to take
- place and prepares weekly recap reports. . . :

5 .Transcribes dictation from attorneys assigned to Traffic/Appeal

I Unit - takes shorthand or utilizes dictating equipment, i.e., a -
transcriber,- as needed to type correspondence, resolutions, opinions,
supplementary orders, orders to show cause, search warrants, ex-
traditions, special reports, etc. ' :

Provides information and answers questions - for other criminal
. justice agencies and the public, either by phone or in person

- concerning legal actions and methods used for preparation and

[; disposition of cases; prepares and maintains files as necessary.

%, .~ Performs other related duties as assigned.

JINIMUM QUALIFICATIONS:
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1. Education and Experience
v 2
a field closely related

be as legal secretary in
Office. Y

to this titl

2. Knowledge Requirements

ABILITY TO: apply effectivel
gonditions;_fo]]o% written gnﬁ aral o
interact with people of varjous social,
backgrgunds; work under pressure of cale
cope with sti‘essful conditions that may
v]ctlms,_witnesses and/or police officer
with a_hlgh*degree of confidentiality, r
case histories and other information as
Privacy Act of 1974; type accurately fro
of 60 words per minute., -

oral proc

ESSENTIAL KNOWLEDGE .OF: .
tuation; filing;
Tega! terminology; some computer data te
Criminal justice system in general.

Graduation from a standard senjior high
and at least three (3) years fuil-tigo

the Salt Lake

principles to specific

_ Business English; spelling; punc-
vocabulary; office methods and prgcegures;

(04-10-78 sM)

v | -

school or cquivaTent
paid employment jn '
one of which mus{
County Attorneys

3

c;

ji

PR

edures -and instructions:
ethnic, and cultural ’
ndar deadlines and
occur on occasion among
s, initiate dutieg )
egarding criminal

it may relate to the

m copy at the rate

rminology;. the
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. ¢-POSITION LOCATION s o |
§ - DEPT Attorney ,
NI ’ DIVISION Recovery
b SECTION Statewide Association of Prosegm;gzs[(:ixil Collection —
f ADDRESS 243 East 400 South . -
2. POSITION IDENTIFICATION
None
PRESENT JOB CLASSIFICATION
} PROPOSED JOB CLASSIFICATION —Legal Assistant 14 } -
R CHECK ONE: [0 FULL-TIME “T) PART-TIME HRSWEEK .
l CHECK ONE: m PERMANENT - [ TEMPORARY. .MO.HTHSA
3. ACTION REQUESTED ) ) . ' - . e
{ CHECK ONE: - ~ .[3J INITIAL ALLOCATION (New pasiticn to describa & classify) S e TR
' v [ REALLOCATION {Change in duties and responsibilities) ot S
; . .. - .% .[X ADDITIONAL ALLOCATION (Already existing classification)” = . e
{ Lo T %" 3 REVIEW (Redescriba —no major change in job rasponsihilitias)' S ~_ L
] 4 DUTIES OF POSITION . R

der begmmng with those performed most fre-
‘ h duty and responslblhty sssigned to the pesition. Arrange thesa duties in logical or:
o (lil’:nsttisa;::lﬂfmsfved btvythosa performed occasionally. Be clear, concise and complete Stick to statement of fact. Avoid tha use of vague or general

terms. Give an estimate of the everage percentage of tims spentin performing each major duty.

! {“ : i DUTIES/RESPONSIBIL!TIES , : S : % OF TIME
il n . Assist attorneys 1n_litigation and case management in high volume collec~

i tion cases including wage claims, bankruptcy, prooate oad-check col%ectiogs

| [l and other civil collection activities. Includes éstablishing case rlle an 402,
4 . -case log,.maintaining case activity and time requirements,.preparaelon.of . -
{ - .pleadings, builds icase ¥ile, prepares cases for court hearings, malntalnsmh- -

3.{‘ :."records of payments.: and disbursement,:zprepares monthly-caselreports. aEe
v ) ; et e e ewien, e

| - .'.,..._.‘.I._..-..."...‘...-“.....'. R R TR RN RO L Rt K N e A L _.:f:__ e
! Lf | 'Serves as legal .assistant for Statewide Association of Prosecutors. - L
I T i ° ) N

] " . Assists in preparation of newsletter, research publications, letters, memo 30%

! - - randums training seéeminars. ‘' Answers,inquiries from prosecutors throughoot e

Maintain Pros cutor s and Recovery Division l:.brary.

to ke et e s 0he ten mmes eeat TSt tmiaee et et ommte et m s oAb vy e o cmmare e 44 em _.. .._7..._. R . 2

[ the state..
C T
V.',‘:.“..‘,'.Serves‘ as general 'receptionist and performs general clerical duties for )
the Recovery Division including transcribing from.dictation equipment and R
“ type letters and other documents. . . e dn e e
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ﬂ tanirol may be exercised in assigning work, reviswing work, taking disciplinary action sgainst those supervised, tredniing them or racommending them for

| prﬁmhan Show the extent and nature of supervision oxemsed It no smplayees are supervisad, ‘write “nons” m this space,

NAME TITLE NATURE OF SUPERVISION
ﬂ NONE . e e g2et . e .

"6 SUPERVISION RECEIVED
Merrill K. Davis/William R. Hyde

T'ﬂa of immediate supervisor_ Civil Collections Unit Chief / Chief Deputy, Recovery i’)ivision :

J'T{ CERTIFICATE OF EMPLOYEE {Job incumbent, if any) .
5 1 cartify that the foregoing mformatmn describes this position completely and accurataly. .

;n

Name of immediate supemsor :

(W
R

TR

EmployeesSIgnaturn N.A. - — T ‘Date _
Eé IMMEDIATE SUPERVISOR’S STATEMENT ;
h . List any exceptions or deletions to the duties and msponslblimes listed. T ."""'"'4.?"“"" B .. R

None .
[ b. Describe the nature and extent of supemsmn which you exertise over this position.
s * Indirect supervisioniovercCivil Collections / Direct over l’rosecutor Program

g; ¢ lndlcate the entry level minimum qualifications desired for this position. Keep in mind the pesition ltself and the qualifications a new person
5 must bring to the position and not the qualifications of the person who is currently in the pasition. .

LEDUCATION LEVEL

?i‘ High School Graduate -~ "= =~ ' .. Rt R
‘=D UCATION FIELD . TN - T x5
T T o T g VLN LLTte e v de AL T
.General .o i M T S S EL

[}IORK EXPERIENCE —~ NUMBER OF YEARS AND FIELD . B T R

3 years related legal secretary or assistant
REQUIRED KNOWLEDGES AND SKILLS

i% __ English, math, spelling, grammat', fillng, off1 ce procedures
'ECIAL ABILITIES NEEDED -

’ understandlng of court rocedures egal res earch methods
RTIFICATES AND LICENSES REQUIRED ,

,‘g None

legal terminolody

..,...' LT ¥ O P

[y

ECIAL PHYSICAL REQUIREMENTS
None

?{JCERTIFICATE OF IMMEDIATE SUPERVISOR '4 e e e v L.
1 certify that the above statements are accurats and compiste. S T TR

] 7 Immediate Supemsor s Signature o . : Date

$

10: STATEMENT OF DIVISION HEAD -

' g}’, & (st a}iy exceptions or deletions to the duties and responsibilities listed.

,} b. How long has the encumbent been performing these duﬁes? . : o ‘

o | - H

@i e, 1have attached a copy of our current departmant/section orgamzatmnal chart shomng the relatlonshlp of thls position to the rest of the posa-
tons in this department. & VES ,

| ~ T3 NO, but will ba available by :
; : I 13 No, sama as previously submitted organizational chart.

11..CERTIFICATE OF DEPARTMENT HEAD
gj:) | certify that the above statements are accurate and cnmplm

Denartment Hoad's Signature . . I ' — Dats
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. Front Cover . ~
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. DEFENDANT'S NAVE: . CASE NO, TITLE AND ADDRESS OF OFFICE :
L ,; o - — . | POLD. oos e/ L
. CHARGES . . »
- g - . DATEOF ARREST: o . ’
Lo “ 3 . i DATE CHARGED: :
;~ . a i » -
. g ,
. q 8 - SPEEDY TRIAL DATES . .
: o . 13 .
: ' % AUTHORIZING ASSISTANT: DEMAND - NO DEMAND / . '
; O 00 - DEFENDANT awprom RELATED CASES i . .
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3 . DATE DATE . =
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: : = : [ PSYCHIATRIC OBSERVATION d '
. a : N = - MODEL CASE JACKEY S
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- The victims and witnesses of crime have long been neglected by

“you have

PETER D. HOUK -

‘ -8 © 'D.DANIEL McLELLAN
INGHAM COUNTY PROSECUTING ATTORNEY = Chist Assistant Prosecutor

303 West Kalamazoo
Lansing, Michigan 48933
Phone: (517) 487-3841

LEE WM. ATKINSON
Chief, Critnisial Divigion
MICHAEL G. WOODWORTH
Chief Appellate Attorney
STEVEN A. TRANSETH
Administratcr

KIM WARREN EDDIE
Chief Trial Attorney

N . ; * JOHN R. EDWARDS

5 . Chief. Career Criminal Unit

MARTIN F. PALUS
Chtef. Screening Unit

MARVIN E. ROBERTEON
Chief, Family Support Unit
RUTHANNE GARTLAND.
Chief Frobsie Attorney

WM. OENE MATTHEWS
Diversicn Director

Dear Witness:

the criminal justice system. However, we, in the Ingham County
Prosecuting Attorney's Office, believe that victims and witnes-
ses are very important people. The successful prosecution of -
crime would be 1mp0551b1e without the support, assistance and
cooperation of crlme victims and witnesses.

The Ingham County Prosecuting Attorney's’bffice, in cooperation
with the Ingham County Board of Commissioners, has created a
special unit to serve the needs of victims and witnesses.

Through our telephone-alert system, we will save you unnecessary
trips, long waiting periods and time away from your work or
other duties. We will also assist you by answerlng any que:tlons

It is possible that this case wiil not commence on its schedugndw
date as a result of prior cases. on, the schédule being at trial.

" The case will commence as soon after the date 1nd1cated on the
subpoena as p0551b1e.

-

You are 1nstructed that the subpoenarls still 1n¢effect ‘and you

will be not1f1ed when to-appear if the date is ﬂhanged % DO-NOT
disregard the subpoena without prior approval from our office. o
If vacations are planned, sickness occurs or you have a change =
of address or phone number,qplease notlfy this office. :

and help you with any problem. . L y -

When you come to- testify, be sure to bring your

subpoena.

directly to the courtroom of the judge named on
As a witness, you are entitled to witness fees.

Asponsibility to obtain these fees while you are

AGo

the subpoena.
It is your re-
at court.

If you have any questlons or problems please call the Vlctlm/

W1tne§s Program at 487-3641, ext. 543.
i . S1ncere1y,
;PETER D. HOUK
INGHAM COUNTY

Carrie Hurley

PROSECUTOR .

- Victim/Witness Coordinator

S
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PETER D. HOUK ' ’ D. DANIEL McLELLAN

INGHAM COUNTY PROSECUTING ATTORNEY Chief Assistant Prosecutor

303 West Kalamazoo LEE WM ATKINSON
Lansing Michigan 48933 Chiel, Criminal Division
e MICHAEL G. WOODWORTH
Phone: (517) 487-3641 : Chiaf Appeliate Attorney
STEVEN A. TRANSETH
Administrator

KIM WARREN EDDIE
Chiel Trial Attormey

A0HN R. EDWARDS
Chief, Career Criminal Unit

* MARTIN F. PALUS
Chiel. Screening Unit

J. BRUCE KILMER
Chief, Family Support Unit

PAULA M. ZERA
Chiefl Probate Attorney

WM. GENE MATTHEWS
Diversion Director

Dear Witness:

In 1978, this office instituted a subpoena-by-mail system-to reduce
the rising cost of the traditional method of personal service by
police officers. Since its inception, it has saved the taxpayers
of this community thousands of dollars and resulted in a better
utilization of police services. However, the continued success

of this program will depend upon your cooperation.

Enclosed with your subpoena will be a stamped, self-addressed
postcard. Please sign on the appropriate line and return to
th1s office as soon as poss1b1e. , :

‘When you come to court to test1fy, be sure to bring your subpoena.

To receive your witness fee, please see the Assistant Prosecutor
assigned to your case.

If you have any questions or concerns, please call the Victim/Witness
Program at 487-3b641, ext. 543.

Peter D. Houk
Ingham County Prosecutor
Encl.
Y
- - £ - Dugats .
val ‘:, " i ; o .

gt S St ol

Mi”mﬁﬂ g gsw“‘tﬂw o, !

S

¢ ) -
A e
e Sl o






