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INTRODUCT ION

On August 18-20, i98l, a Technical Assistance team from the Criminal

Prosecution Technical Assistance Project visited the offices of Michaei
P. Barnes, Prosecuting Attorney for the 60th Judicial District, lndiapa.
The Technical Assistance team examined the Prosecuting Attorney's manage-
ment and operations functions in accordance with the terms of a contract
with the Law Enforcement Assistance Administration. Members of the team
included:*

Leonard R. Mellon, Director

Criminal Prosecution Technical Assistance Project

Washington,‘D. C.

Thomas Humphrey, Consultant

City Attorney

Minnetonka, Minnesota

The purpose of the visit was to analyze problems related to the

intake and screening of felony cases, the possibility of alignment with
the County computer systems and the IV-D portion of the office. An overall
assessment of the office was not attempted, not was it.desired. The purpose
of a technical assistance visit is to eValuate and analyze specific problem
areas. It is designed to address a wide range of problems stemming from
paperwork and organizational procedures, financial management and budgeting
systems, space and equipment requirements and specialized operational
programs, projects and'procedures unique to the delivery of prosecutorial
services.

During the visit, interviews are conducted with those members of the

office who are most directly involved in the problém area. Their functions

*Vitae are attached as Appendix A.
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and tasks are examined as well as their perceptions of the problem. The
flow of paperwork and statistical system may also be examined if they are
problem areas. Interviews may also be conducted with personnel involved
with other component areas of the criminal justice system; such as police,
courts and the public defender's office. The basic approach used by

the Technical Assistance team is to examine the office with reference to
its functional responsibilities. This means that the process steps of
intake, accusaf{on, trials, post-conviction activities, special programs
and projects, juveniles and other areas are e*amined, as requried, with
respect to their operations, administration and planning features; Taking
a functional analysis approach permits observation of the interconnecting
activities and.operations in a process step and .identification of points
of breakdown if they exist. |

Once the 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, where
applicable.

After the office has been fully examined, its dimensions discussed,
and the analysis of the critical component factors undertaken, recommenda-
tions which are practible and feasible are made.

The visit to the Prosecuting Attorney for the 60th Judicial Distriét,
Indiana, focused on the problems related to the intaké and screening of
felony cases, the possible alignment with the County's computer system

and the 1V-D portion of the office.
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strengths and weaknesses of the office wa

The Technical Assistance team would like to thank Mr. Barnes and

his staff for their cooperation and assistance during the visit. Reception

of the team was excellent, and the staff's willingness to discuss the

s of considerable assistance to

the Technical Assistance team in carrying out its tasks.
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SUMMARY OF RECOMMENDATIONS

Develop an overall case management system to exert a stronger policy
role in the office.

Designate assistants, on a rotating basis, to perform the screening
and review function. The Prosecuting Attorney's role in the intake
area should be limited to setting policy and determing compliance
with that policy.

Assign cases to felony attorneys on a rotating basis rather than by
case type. This will provide a more diverse experience for the
attorneys.

Replace the present alphabetical indexing system with a numerical system,
with cross-indices for defendant's name and victim's name.

Create a file clerk position to maintain felony files and the indexing
system. .

Redesign the case file jackets and have them preprinted to p(ov}de
uniform spaces to record case information.

Redesign all forms using the principles supplied in the body of this
report. :

Develop a differential pay scale for the clerical and support staff
based on periodic performance reviews.

Designate the Executive Secretary as an administrative assistant/manager‘
for the office and adjust the salary accordingly.

Assign secretaries to specific attorneys rather than to individual courts.

Collect statistics using the forms provided in Appendix E. Use these to
publish an annual report on the office's activities.

Consider developing a Criminal Justice Users Group which could meet
over time to discuss the possibility of a fully integrated system with
a complete jurisdictional data base.

For the present purposes, consider a mini-computer system which could
incorporate word processing features.

Develop a policy and procedures manual outlining the policies of the
Prosecuting Attorney with regard to the operations of the office.

Hold periodic staff meetings with the attorneys in the office to review
unusual cases, or new case law development.

Conduct periodic performance evaluations of the attorney staff.

Increase the level of staffing in the Child Support Enforcement Unit and
replace the old filing system with a numerical system.

e

.
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19'

20.

21.

Secure the capability for automatically computing child suppor? delin-
quencies. The county system should be available to perform this task.

Be aQare of the effects of 'burn out' by assigning one é§sistant te the
Night Prosecutor Program on a permanent basis. This assignment may be

‘better rotated among the other staff on a part-time basis.

Require that a}l attorneys handling felony cases to route thefr cases
to the Victim/Witness Unit to fully utilize the services provided there.

Switch to a numerical filing system for misdemeanor and'traffic 9ffenses
and secure the advance printout of trials scheduled to allow maximum

time for preparation.
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11. SYSTEM OVERVIEW

The‘populatibn of the 60th Judicial Circuit, }ndiana, is approximately
250,000. The Prosecuting Attorney for the circuit, who has held that
position for the last 30 months, oversees a staff of 29 employees. The
Prosecuting Attorney and his chief deputy are constitutional officers and
are staté-funded.' The assistants in the office are funded locally by the
county. Seventeen deputy prosec;tors serve at the Prosecuting Attorney's
pleasure; nine of the most experienced serve on a part-time basis, and eight
serve the office full-time. The part-time deputies are'governed by Indiana
statute as to the type of practice that phey are permitted to do.' The
Prosecuting Attorney's office alsc employs one investigator. The office
maintains one branch office, out of which misdemeanor and traffic offenses
are prosecuted.

‘ There are 10 police agencies that work in the 60th Judicial Circuit.
The largest is the South Bend Police Department, which brings approximately
50-70 percent of the total number of arrests thav the Prbsecuting Attorney's
office receives. The‘three most prevalent felonies prqsecutea by the
Prosecuting Attorney's office are residential and commercial burglary, theft
and armed robbery. The office participates in many different programs,
including diversion, child support enforcement, drug and alcohol abuse and
sexual abuse. |In addition, they receive federal funding for their career

criminal program and their victim/witness program. Three deputy prosecutors

are assigned to the career criminal section, one full-time and two part;time.

Priority docketing is giveh career criminal cases,.with‘the court's
cooperation.

Two Superior Court judges devote full-time to criminal matte%s. In
addition, one circuit judge hears criminal matters and has a civil case

calendar.
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The office maintains a Night Prosecutor Program which processes
citizen mediation matters (''barking dog'' cases, for example) and worth-

less check cases. The program operates four nights a week and on Saturday

mornings.
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“anything?'! The answer is that without greater attention to case manage-

V. ANALYSIS ' ' -
The analysis of the Prosecuting Attorney's office of the 60th Judicial
District, Indiana, focused on the overall management plan for the office
and also included an examination of the Child'SuPbort Enforcement program,
the Night Prosecutor progrém and the Traffic énd Misdéméaﬁor Prosecution
System.
A. Case Management
During the technical assistance visit, many of the people interviewed
commented on éhe high quality of the prosecutions undertaken by this office.

If this is so, the immediate question that comes to mind is 'why change

ment, the reputation for quality work will decline. As with any prosecution
system, the failure to emphasize case management in the office will lead to
more serious problems in the future. At the time.of the on~site visit by
the Technical Assistance team, there were‘already indications that problems
were beginning to develop.

In the body of this repoFt, suggestions and recommendations will be 1
made concerning such areas as file control, forms design, the use of sta-
tistics and the overall office structure. However, the primary recommenda-
tion of the Technical Assistance team is that the Prosecuting Attorney place

increased emphasis on case management. That is vital to provide information

necessary to evaluate staff performance, to maintain an effective operation

and to ensure a cohesive, efficient, structure to provide the highest

AT T

caliber prosecutorial and other services possible with minimun wasted time

S—

and effort on the part of both professional and support staff. ;
;
Many of the procedures in place at the present time have either been i

carried over from prior administrations or have been developed by staff to
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meet what.they anticipate are the management needs of the office. This is
not an acceptable situation. Procedures must be efficient and should serve
goals established in general terms by the Prosecuting Attorney. He has to
decide the ‘degree of efficiency for office systems, what management informa-
tion is important. and what programs will receive priority-attention.

The balance of this report will be concerned with suggestions to
stimulate new directions in the internal operations‘of the office.

1. Felony Case Processing

The presént procedures for felony case processing are unnecessarily

complicated and give rise to wasted time, the possibility of lost files,

"and, in general, inefficiency. There is no system for logging police reports,

keeping track of files sent to the Court for probable cause review, or keep-
ing current information on the status of each case. With few exceptions,
the procedures can be altered without impact on tﬁe other components of the
crfmina] justice system.

Under the current system, reports are delivered to the office by the
police and the office manager ensures that cases are referred to the Prose-
cuting Attorney or one of his chief deputies for screening and charging.
Other assistants in the office may screen and determine the charge if these
attorneys are unavailable. All cases are then returned to the office
manager. For the declinéd-cases, the reports are placed randomly in a
file folder. No notation is:geﬂéréliy maﬁe,55‘t9 the reason for declinétion.
If the case is accepted, it is given to the secretary for the Court division
where the case would be tried, who then: (1) types the charge according
to the Indiana Prosecutors' Association formbook; (2) types AOCket sheets
for the Court; (3) types information (computer) sheets for the sheriff if

defendant is not in custody; (4) contacts complainant to sign charge; and

.
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(5) placeé file aside until charge is signed by complainant. ‘bnce‘the com-
plainant signs the charge, the secretary then has the Prosecuting Attorney
or his chief deputy sign the charge, calls the Clerk for the cause number
and enters .this on the charge, the folder, the docket sheet and the informa-
tion sheet, makes five copies of each original report, including exhibits,
and sends the Clerk the entire file. The case is then reviewed by the

Court for probable cause, the bond is set and the case file is returned to
the secretary with all copies except one removed by the Court. At this
point, the seér;tary prepares a numerical card, an alphabetical card and

an alphabetical card on the victim, completes the form motions for dis-

“covery, makes one copy of the charging information for the victiﬁ/witness

unit, and makes two copies of the motion for discovery. The case is then
placed in the file drawer for the first time until the date of arraignmesnt.
These cases are then givén to the assistant in ch?rge of handling arraignments
for that day. The arraignment assistant will note the action taken on the |
file and return it to the secretary, who will make the note in her calendar
and give the file to the office manager, who assigns the file to the
attorney who handles that particular type of charge. The secretary then
prepares all responses to discovery requests, numbers all police reports,
lists all witnesses and copies the information and sends it to defense
counsel. The attorney assigned to the case then has the responsibility
for the case file.

The Technical Assistance team suggests a number of changes that could
be made to this system which would still preserve the continuation of a
manual system. ‘

The Police Department would continue to deliver reports to the office

but would deposit them in a basket for this purpose. A file élerk would
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repare index cords i 4 case lacket and deTiver the case to an sttorney E g . the Court, type an information sheet for the sheriff if the defendant is not
. ' : f 53 in custody, and refile the case in the fi : . ’
assigned to screening. The screening of felony cases should be handled on i ’ ile for cases pending signatures.
. [ A tickler filer should b i i
) . . . . P : e established to diary cases f :
a_rotat|onal basis among the full-time attorneys in the office. Each ;2; e comolainant Y or one week to see if
, ! plainant comes in. Once the complai i
attorney should carry the responsibility for review and screening for a 2 . cecretary should ré o d plainant signs the charge, the
: En move the diar it :
minimum of one week at a time. A backup attorney should be designated in ; ﬁ;,, . y card and placg it in the file, have the
. ‘ ' § Prosecuting Attorney or his chief deputy si h ‘
the event the attorney assigned this function is unavailable for a period. W puty sign the charge, call the Clerk
i for the cause number and it i :
] . & . nd enter it in the appropriate places, make si .
The Prosecuting Attorney should not participate in this process except in v ’ e Six coples
. superVisorv capacity e will be his responsibflity S ’ i @ of the police reports and exhibits (the complaints should have already been
Y . 2 S o
. | o copied), send the Court the original and f i ibi
standards and periodically review the cases charged to determine compliance o v g our copies of reports, exhibits
) , e and complaints, keeping the fi . . . .
Wwith his standards. He may also wish to review those cases that are : & ping the file with one set of copies of the office,diary
' i the file sent to the Clerk for one week i :
declined. This will place the Prosecuting Attorney in more of a managerial ? g; . . . ek, and enter log information on the case
. . : jacket. Once the cases are reviewed by the Court for probable cause, the

Additionally, it will promote career development among staff attorneys

role.
file is returned to the secretary, who pulls the diary card, makes the log

and share the burden of the charging task. ‘
- entry on the case jacket and refiles the case. Each day the secretary will

eview function should review

The attorney assigned the screening and r .
continue to call the Court and pull the appropriate files for the arraignment

If the case is declined, the reason

the file and decide whether to charge. ‘
attorney. After the arraignment, the secretary should diary the file back

3
¥

T

for the denial should be entered on the file jacket or in a separate memo
for the date of subsequent appearance and prepare the discerry documents.

. : . i ii,
to the file. An example of this is provided in Appendix B. If the case is :
: . At this point, the attorney assigned the i ifi T
. . cas ign-
accepted, the attorney should determine the type and level of the charge \ | g e e TenTet o e s
= ment by the secretary.
and return the file to the secretary. e
' G Cases should be assigned to criminal (fel i
If the case is denied, the secretary would make a copy of the file i 2 retony) axtoreys on a roration
_ basis instead of on the basis of case ! i
. . type. Th
entry or the memo showing the reason for the denial. The Prosecuting : i ' " e creates amore evenly
. b distributed caseload, provides a more divers i |
Attorney's present practice or orally discussing declinations with the . ’ ® experience for the stromer,
| - and allows cross-specialization. The last benefit is i i
various St. Joseph's County law enforcement officers is one approved by the o %ﬁ € T Inportant in the
- | N event an-attorney leaves so that there are othe i
officers with whom it was discussed during the technical assistance visit. : : - ' e capable of carrying on-
. . i "Obviously in certain instances th i { .
. ' " e Prosecuting Att i
The index cards should then be removed and placed in the file and the . « ’ oY TR R
case based on an attorney's greater experien i
. | | ‘ ce in an .
case should then be filed in a section for closed cases. |If the defendant i ' T eres. The rule
should be applied with flexibility.

is charged, the secretary should type the charge, prepare 2 docket sheet for

3
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2. fase Indexing

A case index card for a felony matter is not prepared unless a decision
is made to charge a defendant. When a police report is received it is given
to one of thé three screeners who decide whether or not to issue a complaint.
the reports are placed in a file folder with other
declinations in a random order.
two index cards are sepa-

If a decision is made to charge a defendant,

rately prepared; each card is a different size, and each card contains

slightly different information.. The larger card is filed numerically accord-
ing to the ''cause number'' assigned to the case by the Clerk of Cgurf. The.
smaller card is filed alphabetically by the defendant's last name.

One secretary maintains cards for Circﬁit Court matters; while another

maintains the index for Superior Court cases. The indexes are kept at each

secretary's desk. -

| For traffic and misdemeanor cases, ho.index cards are prepared. For
probate and juvenile and bad check cases, records are indexed alphabetically.
Another index is maintained for victims by.the victim/witness unit and the
child support enforéement program has its own system as well.

The Technical Assistance team recommendé that the present system of case
indexing be replaced by a numerical system with cross-indexes for a defen-
dant's name or a victim's name. Filing strictly by name creates problems
in file retrieval and planning for index expansion.

At the time a case is received  from a police department, a case index
card should be prepared and a case number (different than the cause number)
The index card should be pfépared at least in three copies by

assigned.

using NCR or carbon surfaced paper. The information currently used on the
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alphabetiéal cards can be printed 6n mult{ple copy cards, A blank for
witnesses' names or victims can be added.
Cards should be kept in a central location and not by individual
secretaries.
A file clerk. should be assigned the task of preparing the cards. At
the same time the cards are prepared, a file folder should be put together.
Distribution of the cards would be as follows:
1 - master alphabetical file

e | - tickler file (kept initially in file folder)
e 1 - victim/witness alphabetical file

A fourth card may be made to cross-index by cause number, although this

“appears to be unnecessary unless the Clerk of Court prefers to refer to cases

by this number.

The master control card would remain in the master index at all times
until the cases were closed, when it would be tra&sferred to a closed case
index. The tickler card»(preferably a different colér) would be kept in
the case file or a calendar file.

Such a system facilitates case tracking and eliminates preparation of
different cards. Juvenile records and bad check case files should be
handled in a similar manner. Consideration should be given to consolidating
all these cards in one master index. Different types of cases can be color-
coded for easier identification. Again, a file clerk should be placed in
charge of this responsibility.

3. File Control

The secretary handling Superior Court matters, and the one responsible
for Circuit Court cases, have separate filing cabinets. Case§ are filed in

the cabinets numericali.y. Generally, once a case has been assigned to an
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attorney, the case file is.turned over to him/her, and the secretary loses
track of it. Locating a file can be difficult since thefe is no check-out
system for filing. At times attorneys will return files to the file cabi-
nets without .informing the secretary. Secretaries complained to team
members of lost files and the difficulty of determining the status of a
case at any given time.

The Technical Assistance team recommends that the Prosecuting Attorney

‘create the position of file clerk to maintain the félony case files and
indexing system. This would not require a person with secretarial skills
and could possibly be a part-tiﬁe position. This person could also assist

in the child support enforcement unit, in which case a portion of the sala?y
would be eligible for federal financial participation.

Files for felonies should be consolidated into a single system in one
location. There should be only two sets: one for open, and one for closed
cases.

The files should be organized according to numbers assigned when a file
is opened. They should be sequential, coﬁtinuous and designed to provide
certain information without requiring a check of the folder itself. For
example, 81-1000-F would be a felony file opened in 1981 assigned the case
number 1000. If juvenile, bad Chegks and misdemeanor files were consolidated,
another letter code might be assigned for each, e.g., 81-1001-M for mis-
demeanor. Alternativély, different colored labels might be used -- a
different color for felony, misdemeanor or juven{le or a different color
for type of crime.

The old style file cabinets should be replaced with modern, open front

files, with locking slide-out doors. This will increase ease of locating,

removing and replacing files.
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File cabinets should be located 56 that access can be monitored.
Only designated personnel should be authorized direct access to files.
LargeAcolored cards should be available to be placed in a file
cabinet when a file i§ removed. The name of the person who will have
possession of the file should be written on the card and the card inserted
in the space for the file. When the file is returned, the card is
removed and the name crossed out.

A series of filing baskets .should be set up so that no one other

.than file clerk or specifically designated persons has to get involved

with filing. 1In a review of the current system,.one case was found
for which therg was no index card. One basket should be for-the desposit
of police reports on a daily basis. The file clerk should make up index

cards and files on each incident at the start of each day.

L. Ccase Jackets

Currently, case jackets consist of plain manila file folders.
While materials are supposed to be fastened inside, this was noé done
in the majority of cases reviewed. This can cause materials to easily
fall out of the file folders. ft was also reported that on several
occasions police officers and others have"inadvertant]y picked up the
wrong papers because they were not secured in the appropriate file. In
addition, there are no cover sheets’inside any of the files. A large
stamp containing the same information as the numerical file card is
placed on the inside of the file folder. In the majority of the cases
reviewed, however, the information on the inside of the file did not

correspond to the file card information.
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For traffic and misdemeanor cases, except reckless driving and
DWI, there are no file folders created. Police reports and any formal
complaints are stapled together and filed alphabetically by the defendant's
last name.

The Technical Assistance team recommends that the Prosecuting
Attorney redesiagn his case jackets and have them preprinted. In this
way they would contain information necessary to identify the status of
a case at a glance. Examples of case file jackets are attached as
Appendix C. |

The following is an example of how the case jacket is used in
conjunction with the index card:

The attorney handling the arraignments takes the case jacket
with him. |If a defendant pleads guilty, the attarney would make a note
in the appropriate blank on the pre-printed case jacket. Upon returning
to the office, the file would be placed in a filing basket. The file
clerk would enter on the master index card the disposition and refile
the card and the case file. With this method, the file card and case
file are accurate, accounted for and the cast status is available on the
index card without having to pufl the file.

All material must be securely fastened inside the file. Metal
clips, as opposed to pockets, are the preferred method. While this
is supposed to be done presently, more often than not papers are kept
loosely in files giving rise to lost documents and misfiling. [Inside

the file, it is useful to keep legal documents on one side and correspondence

fasteted on the other.
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Forms Design

A variety of forms are used in the office, most of which are

inefficient in their design. There is unnecessary duplication of

informatioﬁ as well as a lack of careful placement of blanks to be

completed. The use of forms is supposed to reduce preparation time.

Yet, often the design of forms is so poor as to not accomplish this

objective efficiently.

Forms currently in use should be carefully reexamined keeping

these principles in mind:

A.

O LA T AT

"Write it once.'" Rather than saying '"'this matter came
on before the Honorable . " say

"This matter came on before the undersigned Judge of
Superior Court.'" This eliminates having to type in
the name more than once.

Flush left" Forms should not day dated this 21st day
of August, 1981 but: '

August 21, 1981

8-21-81

8/21/81.

""Combine forms when possible.'" For example the Motion
for Discovery and State's Response to Defendant's Motion
for Discovery currently used could be prepared as a

NCR set. Thus, certain information which is the same
on both forms, e.g. heading and certificate of service,
would only have to be typed once..

""Minimize the number of blanks.!!

"Wertical Space." Insure that forms are printed so that
it is not necessary to move the typewriter roller up and
down to hit a line.

""Color code.'" This is quite useful in locating and
identifying different documents. A prominent color should
be used for documents that are most frequently needed.
This system should not be arbitrary, but logical.



nwtﬁ‘

-y

;mm-“ M SN

3

H

§

H

[ IR

B
-,

"

19

The Technical Assistance team recommends that a procedures
manual for the use of forms also be developed. |t should contain
instructions on what forms to use when, how they are completed and
form distribution. It should also include samples of completed
forms. In this way, when new staff are added they will have a complete

reference book on what to do with forms being used in the office.

6. Clerical and Support Staff
A review of the clerical ;nd support sfaff needs showed that.
‘the felony prosecution area appeared to be adequately staffed. This
was not found to be true in the child support enforcement unit, however
this problem will be addressed later in this report. In addition, the
preparation of misdemeanor complaints was an area fhat was found to be
backlogged thus indicating a need for at least an additional part-time person;
0f greater concern is the morale of the support staff. At the
present time secretaries are paid at a uniform rate without regard to
experience, training or performance. It is the recommendation of the
~Technical Assistance team that a differential pay scale be developed
based on periodic, meaningful pe;formance review. A good personnel
management program is an essential component of an effective, working
prosecutor's office. Performance reviews for the clerical and support
staff should be structured and employees rated against an average
performance concept for their job classification, not against some overall
ideal standard. A structured appraisal-form is attached as Aﬁpendix D.
The specific rating criteria may be varied according to the needs of
the office, however, this type of evaluation form has been fouhﬁ to be
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useful in other prosecutor's offices. .Not only should a form be completed,
but a personal interview held. For support staff, this interview should
be with thé officewmanager.

Any rating system is ohly as effective as the peop}e administéring
it. Good supervisors can make any system work well, The Technical
Assistance team recommends that the Prosecuting Attérney formally designate
one of the clerical and support staff members as administrative assistant/

office manager. The Prosecuting Attorney's Executive Secretary is already

recognized as performing some of the functions of an office manager,

and would be the likely candidate for the position. The administrative
assistant/office manager's duties should be clearly enumerated and should
include:

-supervision of all clerical staff .
-periodic evaluation in writing and orally of each
support staff member

-preparation of job descriptions for each office position
-responsibility for all files, ensuring each is
completed in timely fashion, orderly, complete and
accessible (developing a strict file control policy)
-evaluation of mechanics of internal paperflow to
simplify this system

-supervision of data collection

-file security :

-responsibility for physical facilities and equipment

-budget management

-development of policy and procedural management

-cross-training of secretarial staff

Some of these responsibilities may be delegated to other support staff
under the office manager's supervision. The Salaéy for any employee
promoted to this position should be adjusted. The Prosecuting Attorney's
Executive Secretary's duties and responsi?ilities currently are quite

extensive. She is woefully underpaid presently. .1t is recommended
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that her position be reclassified to administrative assistant.

The Technical Assistance team also recommends that secretaries
be assigned to specific attorneys rather than on the basis of which
court the cases are filed in. Again, this provides an element of cross-

training in the procedures of both courts.

7. The Use of Statistics
Statistics should be kept to meet only the identified needs of

the Prosecuting Attorney. Those needs may be for measuring efficiency,

the accountability of the staff, budget justifications, or public

information. The Prosecuting Attorney needs to determine what his
statistical needs are, and to use the data collected on a regular basis.
Otherwise, the time spent gathering the figures is wasted.

At the present time the office collects the following statistics:

~Number of walk-in clients to the office

~Number of felonies filed in Superior Court

-Number of felonies filed in Circuit Court

-Number of misdemeanors filed

-Number of juvenile cases filed

-Amount of child support support collected

-Number of felony cases disposed of each month

~Size of caseload for each attorney
These statistics are reviewed periodically by the Prosecuting Attorney,
although the staff is unaware of the use to which they are put. The
statistics are generally collected in a disoéganized fashion and their
accuracy was also questioned by a number of the staff.

It is the recommendation of the Technical Assistance team that

the Prosecuting Attorney keep statistical records by making a

determination to count cases and defendants as they enter the system.
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This can be accomplished manually by the use of a tally sﬁeet such

as Form ! found in Appendix E. This form is a weekly intake report to

be filled out eaéh day by the use of simple hash marks in the appropriate
boxes. The amount of detail which is to be used may be determined by the
needs of the prosecutor. On Form 1, both cases andidefendants are
counted, and the detail is sufficient to permit analysis of changes in
charges filed, as well as cases accepted, referred or rejected. The
clerk enters a hash mark in the appropriate box to indicate the res;lt

of the intake process.

At the end of the week, all cof the columns are totalled and the
monthly total from the previous week's report is entered in the next to
the last row. The new monthly total to date is obtained by adding the
weekly total to the monthly total from the last week.

Form 2 in Appendix E is a disposition report having basically
the same format as the intake report. The headings should include all
possible dispositions. While these may vary from one jurisdiction to
another, the most common cnes are listed on the form. Cases and defendants
reaching disposition and the bottom'half should be counted, as there
are too many variations in the dipsosition of .individual cases involving
multiple defendants to use cases as‘the basis of the count. Therefore,
the various categories, such as ple& to origina],.pled to reduced,

and so forth all refer to the number qf defendants.

~t
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There are several ways in which this information can be collected.
It has been found to be highly successful to either analyze the court
calendar for each day, which has been appropriately annotatgd with the

courtroom results, or to use a master list of all defendants reaching

" To use the latter approach, a formlguch as Form 3 in Appendix E
should be used. Each day, whether the calendar is prepared in the prose-
cutor's office or returned to the prosecutor at the conclusion of the
day's work, a clerk should review the calendar to obtain the information
and place it on this report. The date called for on the form is the
date that the case was heard. The case number, defendant's name, docket
number and charge should be listed indiQidually and the disposition
should be shown for each.charge. The name 6f the ass{stant prosecutor
who tried the case ér handled the plea ‘and of the trial judge, if
applicable, should also be listed. The disposition categories should B
correspond to the weekly disposition report. The clerk should determine
what occurred for each defendant at the trial or plea and mark only one

column. At the end of the day, this information should be transferred

to the weekly summary report.
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Form 4 in Appendix E is an example of a calendar report. This
report measures the amount of delay arising in the System and the reason
it is occu;ring. The first column indicates, for any given day, the
total number of éases_scheduled. The third column, ""Defendants
Rescheduled" is a measure of the number of continuances being granted
during a particular day. The next boxes enumerate the reasons why the
defendant was .rescheduled. This will show whether delays in the system

are due to court backlog Prosecutor-requested: continuances or defense-

requested continuances.

By using these four forms, the Proéecuting Aftorney will be
able to keep useful statistics for the office with a minimum of burden
to the clerical personnel who will be performing these tasks.

The Prosecutoring Attorney should chsider publishing an annual
report of his activities. This serves a very useful public information
purpose. It also removes the disadvantage of having the public
rely on statistics éenerated by other agencies which information may
not be accurate or complete or which may distort a true accounting of
work completed. It js also a nmin@gf of what has been accomplished
in the criminal Jjustice system. Thé report, if timed correctly, is
also useful in justifying budget increases taq coincide with increased
workloads.

Finally, those requiréd to kéep statistics.should understand
why and the use to which they are put. Proper motivation and discipline
will insure statistical accuracy. Also there should be alternates
designated to keep these records if the person normally assigned is

absent.
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8. Data and Word Processing

At the present time the office does not have word processing or
text editing equipment. Data processing is available through the
County's‘contractﬁal nelationghiP with the local school district. There
are two full-time software technicians available, although both are
fully occupied presently with a desegregation/transportétion plan for
the school district. Interviews with school district staff members
assigned specifically to criminal justice programming disclosed the
fact that the current information system for the Couirts and the South
Bend Police Department was not functioning‘p}operly. -The data base
Vsystem for the South Bend Police Department was obtained from the Tulsa,
Oklahoma Po]icé Department before if was totally completed and functioning

properly, This has resulted in data, especially the dispositions of

felonies, that is'un;eliable.

While the equipment is certainly capable of handling the entire

data proaramming needs of the prosecutor's office, the management system

is not geared to allow this to happen soon. Also, the lack of commitment

on the part of those agencies such as the Clerk of Court's office
required to inputlinformation, will make iF extremely difficult to ‘
develop an overall Criminal Justice Information System,

As a long term goal (5-10 years) the Technigal Assistance team

recommends that an effort should be made to form a Criminal Justice

Users Group. - This groﬁp should begin to discuss a fully integratéd

system with a complete jurisdictional data base.
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In summary, the present system is not untypical in that it
gives priority to accounting fype functions. While the possibility for
use by the prosecutor's office exists, as an immediate solution to case
management it is not readily available.

lncreasing caseload an& increasing concern about the expenditure
of public dollars Justify examining what available computer technology
can do for this office. While a criminal justice information system
bringing together all the law enforcement agencies in the county would
be an ultimate goal, the rosecuting ttorney should be moré concerned

with developing a computerized case management system to accomplish

the following:

1. An inventory of caseload

2. Indexes to the caseload

3. A summary of the status of each case

L. Assistance in the preparation of forms

5. Statistics useful to the District Attorney in

management of the office

6. Scheduling and calendaring information

7. Word Processing.

While the county has an adequate capability to assist the prose-
cutor in both the area providing hardware and software technology, the
system is complicated by the control which vests with various committees
in assigning authority to implement new Systems. At the present, the
cost of so called minij computers with new software technology is such
that for an initial investment of $8,000 to $15,000 the prosecutor can
obtain what is necessary toe develop an information'system "in house.
Such a system would not necessarily mean that additional programming
staff would have to be hired. Rather, the systems are such that

existing personnel can be retrained to develop simple programs that

will accomplish the objectives outlined above.
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Much of the system's design can actually become part of the
purchase contract with the vendor. With competition being as it is,

companies are willing to provide systems analysis and assist in

_developing simple software programs.

Any in-house data processing system can ajso incorporate word
processing through the acquisition of letter quality printers. Appendix
F outlines a system overview diagram and functional overview which shows
graphically how a case management system could function in this office.

The data elements which could be included in this system are:
prosecutor's case number, originating police department, police depart-
ment case number, police officer responsible, defendant's names, unique
identifiers, witnesses and addresses, dates of subpoenas sent or to be
sent, date served, victim names, date case received in the office, original
charge, charge type, final charge, case‘weight for prioritization,
division, deputy, public defender or defense attorney, 6ourt, cause
number, judge,,case.milestones, case status indicator, automatic reacti-

vation date, and disposition.

By manipulation of this data, virtually all of the statistical

information required can be gathered automatically. Additionally, the

system would minimize the chances for cases to '"fall between the cracks"

and get lost.

With respect to word processing, once the basic data is entered,

the computer can produce the necessary legal forms virtually automatically.

‘For example, once the data base for a file is entered into the computer,

by keying for a particular form, e.g. Motion for Discovery, the machine
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can rearrange the basic data and complete the form withogt a secretary
having to do anything more than insert paper in the machine and key the
appropriatg button.

The costs for an in-house system are modeét particularly if
the cost of acquiring .simple word processing equipment for three
secretaries is considered. The cost becomes eQen a lesser consideration
if the in-house system is used as part of the child.support collection
effort, which will be discussed later in this report. If handled in

this fashion, it is possible to recover up to 75% of the hardware and

. software costs.

The space requirements for such computer equipment are quite
modest as it would not occupy more room than a simple file cabinet.
Each secretary should be furnished with a CRT, and there should be at

least one letter quality printer along with a standard striker printer.

9. Miscellaneous Management Tools

An effort should be made by the Proéecuting Attorney to develop
and use a policy and‘procedures manual. A strong argument for the
development of a policy and procedures manual or of effective implemen-
tation of policy in a prosecutor's office is that the success of the
prosecutor often depends upon the conception that the local constituents
have of the prosecutor and the office. The ﬁanual should reflect the |
policies of the Prosecuting Attorney for staff conduct, hours of operation,
leave of absence and other matters affecting personnel within the office.
It should also incorporate an organizational chart, job descriptions,
and a salary schedule showing various levels and steps through which

staff may expect to progress in the office. The manual should also contain
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procedures to be followed in each program in-the office: felony prose-
cutions, misdemeanors, juvenile cases, child support enforcement, bad

checks and victim/witness matters. It should be written clearly enough

" so that new staff Eoming in to the office can use it as a thorough

reference for learing .their job. Responsibility for the development of
the manual can be shared by the staff in the office, though the policies
should be those of the Prosecuting Attorney alone. Most important, the

manual must be kept current. It should be.annually reviewed by the

staff.

w

Periodic staff meetings should be scheduled. For attorneys, the
time can be spent reviewing.unusual cases, new case law developments,
procedural problems and the like. Bi-weekly "brown bag' lunch meetings
are one way to handle this. An attorney could be assigned to lead a
discussion of new Supreme Court cases at each meeting.

The office manager, on a less frequent basis, should also meet
with support staff to review what is happening in the office and to
discuss any problems that are being encountered.

Performance evaluations should also be conducted with the
professional staff. Staff generally appreciates knowing how their
performance measures up. Performance evaluation is also a vital part

of salary determination. A sample form is attached as Appendix G for

attorney evaluation. Not only should a form be completed, but a personal

interview should be held with the Prosecuting Attorney or his chief deputy.

-B. Child Support Enforcement

From the brief time the Technical Assistance team spent examining

the Child Support Unit, it became apparent that this area of the office
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is in the greatest need of additional attention. .Becausé of the
availability of incentive money for inereased collections, ﬁore effort
and resources must be directed in this area. The deputy in charge is
aware of tHe potential for turning the current system into a top notch
collection unit. He has pinpointed the problem areas but.needs the
support of the Pfosecuting Attorney in getting more staff and better
equipment to do the job. The problem areas can be pinpointed as staffing,

filing, data processing and program structure.

1. Staffing

Experience in other jurisdictions has shown that a caseworker
is capable of effectively managing 300-500 active cases, i.e. cases
where a defendant owes child support. The Child Support Unit reports a
caseload in excess of 10,000 open cases. To manaée this caseload, there
is one full-time deputy, one part-time deputy, four clerical workers,
one intern and a receptionist. This works out to be approximately 2,000
cases per clerical worker. An attorney can generally handle the casework
generated by 3-4 case workers. Together, the unit should generate $3-5
dollars collected for every dollar expended.

The level of staffing in this office is almost hopelessly
inadequate. With federal finalcial participation, the out-of-pocket
expenses are minimal. Efforts to bring staff levels into line with

the figures indicated should be made immediately.
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2. Filing
The Technical Assistance team recommends that the old filing

system should be totally replaced with newer, open shelf filing where

" files are stored side by side in numerical sequence. For security

purposes, shelf filiné equipment should be protected with retracting
doors and locking mechanisms.

At the present time, files are filed alphabetically by the last
name of the ﬁ&ther. The files are then broken into four separate

groups: paternity; divorce and separations; reciprocal (in); reciprocals

“{out). The Technical Assistance team recommends ‘that the Child Support

Unit switch to a numerical filing system.' To properly index a numerical
system, a master index by defendant's name is used. A cross index by
custodial parent's name is used. A cross index b; custodial parent's
name is also helpful. At the time of intake or recefpt of a 1V-D
referral, a three by five inch index card can be prepared in triplicate.
On the card is the defendant's name, custodial parent's name and case
file number. The original card is placed in the defendant's index
alphabetically. The second card is cross filed in a separate index

by the custodial parent's name. The third is placed in the file folder
and can be used as a charge out or diary card. Both the defendant and
custodial parent indexes should contain activé and closed sections.
This acts as a control feature and provides a quick visual on active and

closed status cases.
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3. Data Pfocessing

At the present time, information on support delinquencies must
be manually computed by staff after pulling each file and comparing
what has been received, according to a court printout, with what should
have beén paid aééord[ng to the file. While a suspension note is
made to review each case once evéry three months to make the computation
of arrears, often this time period is not followed.

The single most vital need in the child support 6peration is
to secure the capability for automatically computing child supporf
delinquencies. The present system is grossly inefficient and. must be
replaced. The county system i's capable of héndling this automated
process. Since the county system already récords payments made, it
is readily capable of performing the delinquency calculations. and
preparing dunning notices.

After a pre-determined closing date each month, the computer
should calculate any deficiencies in support owed in each casé. This
will require an input capability in the Child Support Unit to keep
the amount of support ordered in each case current. For any case that
is delinquent, the computer should be able to generate a written

delinguency notice to the obligor. After the notice is sent, the

g ‘ obligor shou]d be given another 30 days to bring himself current. |If

he fails to do so, then the computer should produce a list of delinquenf

cases for the Prosecuting Attorney's office. Further collection efforts

can then be made.

This is a simple collections programs to which the present'

computer system can be well adapted. An '"off the shelf'' computer
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collections program might even be purchased for this purpose. A mini-
computer in the Prosecuting Attorney's office should be acquired to
further assist in the collection effort. It should be used foy the same
functions indicatea previously in this report for felony case management.
Up to 75% federal financial participation is available to pay for the
cost of hardware and software. |f the computer is used for other than
child support purposes, the cost would have to be apportioned. But

in any event, this offers the opportunity £o get state of the art techno-

logy at a bargain price in terms of out-of-pocket county dollars.

4. Program Structure

In exploring the orgénizational structure for the Child Support
Enforcemént Unit, it is important to examine the functions that will
be performed. Organizationally, the unit can be set up as follows:

A. Unit supervision by Deputy Assistant.

B. Two workers are assigned to intake function to receive
referrals, create files, gather preliminary information
from obligee. They also determine the nature of the support
obligation e.g. paternity, divorce decree, reciprocal, etc.

C. If the location of the obligor is unknown, the case is
transferred to a location clerk. That person utilizes
available resources to-locate a defendant.

D. When a defendant's whereabouts are known, a case is referred
to a caseworker, Each worker should carry a caseload of
300-500 open cases. That person's responsibilities are to
contact a defendant to secure voluntary compliance with a
court order or to secure a stipulation, etc. Also, each
worker gathers information about each obligor and his/her
ability to pay, potential defenses and other relevant
information. Once a defendant is ordered to .pay, the
worker monitors his/her payment record. When the computer
notice to bring a delinquent account current fails, the
worker contacts the obligor. |If that fails, the worker
can prepare the necessary affidavits and legal motions for
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court action. All that paperwork would be reviewed by

an attorney or legal intern prior to being sent out.

The payment counselor (caseworker) can also keep in contact
with the obligee regarding status of the case.

At the time of hearing, the worker can assist the Sttorney
in negotiating stipulations while waiting for the Court.

E. Cases where paternity must be established should'be
assigned to a single caseworker specialist. That person
should have tact and patience in dealing with the cases.
Once the order to support has been established, however,
the case can be assigned to a ﬁeguiar caseworker

A floQ chart for the operations performed is shown on page 35.

In refining the support effort, the Technical Assistance team
recommends that a number of additional tasks should be performed.
?irst, a detailed flow chart should be developed. In doing so ask:
s each step necessary? |s each step in proper sequence? Who has to
handle %he paperwork? Second, developia standard operating procedure
detailing the responsibilities of each staff person. Third, develop
and maintain a case log to reflect the current status of each case.
Fourth, maintain statistical data on cases opened, type of each case,
disposition of cases, number of stipulations, number of cases closed,
and dollars collected and expended. Fifth, utilize forms to the maximum.

In summary, the Child Support System currently in place is
operating with marginal effectiveness. w}th the fiscal incentives
available to the County and the availability of federal financial

participation, the program can become much more successful without

interferfng with the other programs in the office.
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C. Night Prosecutor Program

The Night Prosecutor Program is an excellent concept for the

non-judicial resolution of disputes. The program appears to be

functioning quité well., Durfng the day, the program is staffed with
volunteers to handle the intake %unction.' Hearings are conducted by

a part-time deputy in the evening. There are approximately 30 hearings
a month. | ‘

Indexing is by éomblainéntisvnameiﬁitﬁ a,cross—iﬁdex_bv the
defendant's name. Files are color coded by year and they are. kept at
the police station where the hearings are hejd. It takes about ten
days from the filing of a complaint to hearing.

The cost of the system is $8;00 per case compared to $150.00
for a case processed through the Court system. This program appears to be
not only cost effective but an excellent functioning alternative for
dispute resolution.

The only significant potential problem area is the impact of
this assignment on a permanent basis to one individual. Burn-out is a
natural consequence when handling this volume of generally repetitive
problems. The Prosecuting Attorney should consider whether he wishes
to continue to run that risk or rotate the'assignment among other part-

time staff.
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D. Victim/Witness Unit

The Technical Assistance team was particularly impressed with
the qualitf of the work done by the Victim/Witness Unit in the Prosecuting
Attorney's office. The unit has heretofore been funded tﬁrough a federal
grant which has terminated. It is the strong recommendation of the
Technical Assistance team that St. Joseph's County fund this vital
program on a continuing basis. |

In addition to support services being provided for victims and

witnesses the two persons assigned to the unit do a great deal of

pre-trial preparation of cases for those assistaﬁt prosecutors who wish
to utilize the services of the unit. It was indicated that approximately
95 percent of the attorneys in the office do in fact take advantage of
the services offered by the unit. However, there is no systematic
procedure in place by which cases are roQtéd through the unit. Many
times the unit will not get cases until three weeks before trial. In
other instances, théy receive them quite early in the process. It is
the recommendation of the Technical Assistance team that the Prosecuting
Attorney establish a policy requiring all of his assistants handling
felony matters to route their cases to the Victim/Witness unit after
arraignment or at the earliest possible time. This will allow for

full utilization of the services provided by the unit.

E. Misdemeanor Prosecution
Misdemeanor and traffic prosecution is handled by two full-time

deputies with one secretary. Roughly 80 traffic cases are heard by
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the Courts Monday through Thursday each week. Each month the depart- 4 _ CONCLUS IONS
. . 0 ,
ment prepares 200-225 supplemental Affidavits for misdemeanor charges. ; LL : The analysis and these recommendations are presented with the
When a police report is received, one of the attorneys reviews o knowledge that the Prosecuting Attorney for the 60th JudiciallDistrict,

it and completes a formal complaint. Cases which are brought up are 2 L Indiana, Michael‘P. Barnes, already has an effeétive, working system in
not logged in. When fyped, the complaint is put in an out basket for f E place. The areas highlighted in this report are those areas thgt should
pick-up by the police department to be signed. Sometimes the officer , § o next be addressed as the Prosecuting Attorney strives to constantly
may be called. . | A g improve the delivery of prosecution services to the citizens of the

. Files are made for reckless driving or DWI cases. They are T 3 community.
filed alphabetically. Other cases have no file folder. Every day L There is an urgent need for the Prosecuting Attorney to place
the secretary takes the court sheets with the dispositions entered f }% . increased emphasis on case management in his office. As with any

. n the office file the dispositions of each case. The case prosecutor's office, the failure to emphasize case management leads
and marks o .

e e e

is then placed in a closed file. Court sheets are kept 3-4 months. ] }f to the decline in the quality of prosecutions. Although the Prosecuting

This is a high volume system which is funtioning satisfactorily. ;: Attorney has an effective working staff, there was an indication at
The Technical Assistance team recommends that the Prosecuting Attorney E the time of the technical assistance visit that the need exists for
. - .
switch to a numerical filing system with numbers assigned as police o ";g a stronger case management system.
repdrts are received and to secure the advance computer print-out of - _ . In the area of felony case processing, the present procedures

immmms

trials scheduled to allow maximum time for preparation. ' g are unnecessary complicated and give rise to wasted time, the possibility

¢ of lost files and general inefficiency. The Prosecuting Attorney should

designate each one of his assistants to review and screen felony cases

A

for a minimum of one week at a time. A back-up attorney should also

I3 3
b e

be designated. The Prosecuting Attorney should not participate in this

T

process except in a supervisory capacity. He should set charging

i

- standards and periodically review cases to determine compliance with

A

‘T}L‘f:i";.

“those standards. He should also review cases that are declined. It

is important to rotate the reviewing authority to each of the assistants

o

as it proﬁotes career development and shares the charging duties among

.

=

the staff.
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The éttorﬁeyAassigned the reviewing authority should examine
the file, decide on an appropriate charge, and return the file to
the secretary. If the case is declined, the reasons should be noted
on the file jacket, and discussions held with'the appropriate St. Joseph's
County faw enfordemeng officer. The index cards would then be placed
in the file and the folder filed.in a section for closed cases.

For those cases charged, a tickler file should be established
to diary cases for one week pending the complainant's s}gnature. Once
the charge is signed by both the complainant and the Prosecuting
Attorney, the Clerk should be called for the cause number and. the office.
should make six copies of the file, sending the original and four copies
to the Clerk's office. l

Cases should be assigned to felony attorneys on a rotation
basis instead of on the basis of case type. This creates .a more evenly
distributed caseload, provides a more diverse experience for the attorney,
and allows cross-specialization. In certain instances the Prosecuting
Attorney may wish to assign a case based on an attorney's greater
experience in an area, but this practice should be watched closely
lest the old system return.

In the area of case indexing, the Technical Assistance team
recommends that the present system be repl;ced by a numerical system
with cross indexes for the defendant's name and the victim's name.
Filing strictly by name creates problems in file retrieval and planning
for index expansion. A‘Prosecuting Attorney's case number (different
from the cause number) should be assigned at the time the case is.

received from a police agency. A file clerk should be assigned to
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prepare an index card (in three copies, using NCR.paper); which should
be kept in a central location, and to ﬁut together a file folder. One
card would beﬁome the master alphabetical file, one card would be used
in a tickler file kept initially in the file folder, and one card
would become the Vict[m/witness alphabetical file. Such‘é system
facilitates case tracking and eliminates preparation of different cards.
Juvenile records and bad check records should be handled in a similar
manner. Consideration should be given to conso]idatiné all these cards
in one master index. Different types of cases can be color coded for
easier identification.

In the area of file control, the Tgchnicaf Assistance team
recommends that the Prosecuting Attorney create a file clerk.position
to maintain felony files and the indexing system. . This would not require
a person with secretarial skills and could possibly be a part-time position.

Files for felony cases should be aréanized in two sets: one
for open and one for closed cases. These files should be organized
numerically and designed to provide certain information without opening
the file itself. For example, the number 81-1000-F would be a felony
file opened in 1981 assigned the case number 1000. In addition, it is
suggested that the current filing cabinets be replaced with open front
cabinets with locking slide out doors. This will increase the ease of
locating, removing and replacing fiie.se A series of filing baskets
should be set up so that no one other than the file clerk needs to geé

involved with filing.
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With respect to case file folders, the Technical Assistance
team recommends that the Prosecuting Attorney redesign the case jackets
and have them preprinted. In this way, the status of a case could
be identified at a glance. |Inside the file, it is useful to keep legal
documents on one side‘and correspondence fastened on the other.

A variety of forms are used in the office, most of which are
designed inefficiently. The use of forms is supposed to reduce
preparation t{me. Some principles for use in redesigning the forms
can be found in Section A Part 5 of the body of this report. The

"Technical A sistance team also recommends that a ‘procedures manu%l
for the use of forms be developed. This Qill serve as a reference
book for trainfng of new staff.

The Technical Assistance team recommends some changes with regard
to‘the clerical and support staff. The Prosecuting Attorney should
consider developing a differential pay scale for the clerical staff
based on periodic performance reviews. These reviews should be structured
(a sample form is attached as Appendix D) and should include a personal
interview with the office administrative assistant/manager. The
Prosecuting Attorney should formally designate his Executive Secretary
as the administrative assistant/manager. She is already recognized
as performing some of the functions of an of%ice manager, and would be
a likely candidate for the position. With this appointment, the salary

for this position should be adjusted. The Technical Assistance team
also recommends that secretaries be assigned to specific attorneys rather
than on the basis of which court the cases are filed in. This'will provide

an element of cross-training in the procedures of both courts.

’
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Statistics are generally collected ina haphazard fashion at the
present time and their accuracy was questioned by a number of the staff

The Technical Assistance team has enclosed some data collection forms

. (Appendix E) to assist the Prosecuting Attorney in collecting statistics

in an orderly fashion. Their use is explained in Section A Part 7 of
this report. These statistics can be very useful in allocating resourées,
predicting the need for additional resources and managing the case flow
in anoffice. In addition, the Prosecutiné Attorney should consider
using the statistics collected and publishing an annual report of the
office's activities. This removes the disadvantage of having to rely
on information collected by other criminal justice agencies, which may
distort a true accounting of the work completed.

in the dafa and word processing area, while the equipment
available through the County is certainjy capable of handling the entire
data programming needs of the office, the management syétem is not
geared‘to allow this to happen soon. As a long term goal, the Prose-
cuting Attorney should work to develop a Criminal Justice Users Group
to discuss a fully integrated system with a complete jurisdiction data
base. In.the meantime, the Prosecuting Attorney might consider developing
an "in house' mini computer information system. Such systems can be
purchased‘for $8,000 to $15,000 and can include system design and the
training of existing personnel as part of the purchase contract. With

the acquisition of letter quality printers, the system can incorporate

word processing functions. The space requirements for such computer

equipment are quite modest; it should not occupy more room than a simple

file cabinet.
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A policy and procedures manual should be developed by the
Prosecuting Attorney which would reflect policies for staff conduct,

hours of operation, leave of absence and other matters affecting

personnel within the office. It should also incorporate an organizational

chart, job descriptions and a salary schedule showing various levels
and steps through which staff may expect to progress in the office. |t
can also be used as a reference tool for new staff learning the job.
Periodic staff meetings should be held with the attorneys in the
office. These can be spent reviewing unusual cases, new case law
developments, procedural broblems and the like. Performénce eQaluations
of attorneys should also be conducted. A sample form }s attached as
Appendix G for this purpose. In aﬁitioﬁ a personal interview should
be held concurrently with the Prosecuting Attorney or hi§ chief deputy.
The Child Support Enforcement Unit is in need of additional
attention. The ]evgl of staffing is almost hopelessly inadequate.
With federal financial participation the out of county bocket expenses
are minimal., Efforts should be made to bring staffing up to a level

where a caseworker is managing no more than 300-500 active cases. The

unit should be generating $3-5 dollars collected for every dollar expended.

The Technical Assistance team recommends that the old filing
system‘be replaced with newer, open shelf filing where files are stored
side by side in numerical sequence. To properly index a numerical
system, a master index by defendant's name is used. At the time of
intake, an index card can be prepared in tfiplicate: The original card

is placed in the defendant's index alphabetically. The second card is
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cross filed in a second index by custodial parent's name. The third

is placed in a file folder and can be used as a charge out or diary card.
Both the defendant and the custodial parent indexes should contain
active and closed sections. This acts as a control feature and provides
a quick reference on active and closed status cases. |

The single most vital need in the child support operation is to
secure the capability for automatically computing child support delinquencies.
At the present time these are computed manually, which is totally
inefficient. The county system is capable of handling this automated
process. Since the county already records payments madé, it }s readily
capable of performing the delinguency calculations ana preparing
dunning notices.

Additionally, the child support effort needs to be refined. The
Technical Assistance team recommends that a detailed flow chart of the
operations be developed; a manual detailing the responsibilities for
éach staff person be developed; a case log to reflect the current status
of each case be developed; statistics be maintained; and forms used to
the maximum. In summary, the unit was felt to be able to become much
more successful if these recommendations are incorporated.

The Night Prosecutor Program appears to be functioning quite well.
It is not only cost effective but an excellent functioning alternative
for dispute resolutions. The only potential problem ob;e?ved by the
Technical Assistance team is the impact of the assignment of this program
to one indivi&uaT on a permanent basis. Burn-out is a natural conse-

quense when handling this volume of genrally repetitive problems. The
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Prosecuting Attorney may want to rotate this assignment to other staff

on a part-time basis.

N

The ‘Technical Assistance team was particularly impressed with ¥

 the quality of work performed by the Victim/Witness Unit.. It is the L
strong recommendation of the team that St. Joseph's County fund this }%
vital program on a continuing basis. The individuals assigned to this }
unit perform a great deal of pre-trial preparation for the attorneys ?g

who take advantage of this service. The Technical Assistance team
recommends that the Prosecuting Attorney require all the assistants.
"in the office handling felony matters to route their cases to this

unit after arraignment to fully utilize the services provided by this

b e

unit.
Misdemeanor and traffic prosecutions are handled by two full-time APPENDIX A

pRy ety
cracict

assistants with one secretary. This is a high volume system which is
functioning satisfactorily. The suggestion made by the Technical

Assistance team in this area is that the filing system be switched to

ey ,r'u@n
e
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a numerical system and the unit secure the advance print-out of trials

scheduled to allow the maximum time for preparation.
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The implementation of these suggestions and recommendations

should result in a more. efficient and effective office for the Prosecuting

é-’ i

Attorney as well as a savings to the taxpaye?s of St. Joseph's County : !

as a result of a more productive office.
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RESUME
LEONARD R. MELLON
RESIDENCE: 3008 Federal Hill Drive
Falls Church, Virginia 22044
(703) 241-8982
“EDUCATION: BS (Political Science), Florida State University

BSFS (History, 'International Law) School of Foreign Service,
LLB, School of Law, Georgetown University

PROFESSIONAL EXPERIENCE:

Deputy Executive Director, Jefferson Institute For Justice Studies - Currently
Research Associate, Bureau of Social Science Research, 1978 - Present
Director, Project on Child Support Enforcement, National District
Attorneys Association, Washington, D. C., 1975-1978 - .

_ Special Counsel, National Center For Prosecution Management, Washington,
D.C., 1974-1975 '
Chief Deputy State Attorney, 12th Judicial Circuit of Florida,
Sarasota, 1974
Assistant State Attorney, 1lth Judicial Circuit of Florida, Miami, 1971-1974
Counsel, Transcommunications Corp., New York, Miami, 1969-1971
Sole.practitioner, Miami, Florida, 1965-1969
Assistant Attorney General, Florida, 1958-1965

CURRENT EMPLOYMENT ~ - o e

Project Director, Criminal Prosecution Technical Assistance Project--
Designed the format for and directed the operation of a technical assistance
project which provides short-term, on-site technical assistance to state attorneys
general, district and local prosecutors, and other relevant agencies in the areas
encompassing the operations, management and planning function of an office.
Coauthored a series of monographs in the field aimed at technology transfer of
proven management and operational techniques and processes; supported by the
Law Enforcement Assistance Administration.

Deputy Executive Director of Jefferson Institute For Justice Studies --
Assist in the qualitative development of methods designed to measure performance
of prosecutors and public defenders under a National Institute of Justice grant.
Participate in the design of tools to assist prosecutors, judges and others in
developing charging guidelines and sentence recommendation procedures in studies
commissioned by state and local authorities. :
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" As Chief Deputy State Attorney, 12th Judicial Circuit of Florida (Sarasota)
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PAST EXPERIENCE

1978-1980

As Deputy Project Director, participated at the Bureau of Social Science
Research in a three year nation-wide research project to develop techniques
and procedures for increasing uniformity and consistency in decisionmaking

In prosecutors offices. Among the 15 prosecutors cooperating in the research
were those in Brooklyn, New York, Detroit, Michigan, Seattle, Washington,

New Orleans, Louisiana, Minneapolis, Minnesota and Kansas City, Missouri.

Out of this research was developed a new policy and management evaluation
tool called the ''Standard Case Set' wHich allows a prosecutor to measure the
‘amount of agreement that exists in his office between himself and his attorney
staff (called consistency) and among his staff (called uniformity).

1975-1978

As Director of the National District Attorneys Association Project On Child
Support Enforcement, developed and directed a DHEW supported project which
assisted and encouraged prosecutors and others nationally to participate in
the Federal Child Support Enforcement Act (Title IV-D of the Social Security
Act). During the project, conducted regional orientation and training
conferences nation-wide; produced a monthly child support eénforcement news-
letter; developed a reference source and telephone hotline for prosecutors

and other persons involved in 1V-D activities, and a clearinghouse on current -
child support data; directed and participated in technical assistance visits
by child support enforcement consultants nationwide.

1974-1975

As special counsel to the National Center for Prosecution Management, prepared
under an LEAA grant, standards and goals for homogeneous groups of prosecutors
in the United States, organized the groups, supervised the meetings and assisted
in the preparation of documentation on standards and goals.

1974

had total responsibility, directly under State Attorney, for administration
and -operation of prosecutor's office. Acted as State Attorney in the absence
of State Attorney.

1971-1974

As assistant state attorney, 1lth Judicial Circuit of Florida, Dade County,
Miami, created special trial division for speedy processing 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 Attorney's Office. After undertaking a survey of case intake and
screéning, recommended the establishment of a new system and was appointed
head of the new Intake and Pre-Trial Division in the State Attorney's Office.
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1969-1971

Acted as house counsel for Transcommunications Corporation, a public corpo-
ration, in both Miami and New York City. Corporation was involved in tele-
vision videotape production and post-production, and motion picture film
processing. Job responsibility was primarily concerned with administration
and the monitoring and supervision of the collection of accounts receivable.

E
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1965-1969

Conducted general law practiEe including real estate and probate, commercial
and administrative law. Specialized in appellate work both in state and
federal courts. Practice also devoted in large measure to trial litigation,

———
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1958-1965

division handling general legal and administrative law matters for a variety
of state agencies. In April 1960, appointed as Director of Law Enforcement
under the Attorney General and acted at the same time as counsel for, among
athers, the Florida Hotel and Restaurant Commission, the State Beverage Depart-

. ment, the Florida Board of Pharmacy, the State Narcotics Bureau and the

o Florida Racing Commission. In this capacity drafted a variety of regulatory

E bills which were enacted into law affecting horse and dog racing in Florida,

the hotel, restaurant and liquor industries, and the profession of pharmacy.

}"_ As assistant attorney general of Florida was initially assigned to civil
AY

""The Prosecutor Constrained By His Environment--A New Look At Discretionary
Justice In The United States,'' (with Joan Jacoby and Marion Brewer), The

E' Selected Publications
1 Journal of Criminal Law and Criminology, Spring, 1981,

V'}“ : “The Standard Case Set: A Tool For Criminal Justice Decisionmakers' (with
_Joan E. Jacoby) (in press, G.P.0.), 1981. '

: {’ "Prosecutorial Decisionmaking: A National Study' (with Joan E. Jacoby) (in press,
G.PcO.), ‘98]-

""Policy and Prosecution'" (with Joan Jacoby and Walter Smith) (in press, G.P.0.), 1981.

prim—,
i ¢

Y'Measuring Evidentiary Strength of Criminal Cases', Criminal Justice

{' Research: New Models and Findings, Sage Publications, Beverly Hills,
: London, 1980.
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Transmitting Prosecutorial Policy: A Case Study iﬂvBrookiyn, New York
' (with Joan E. Jacoby, EE.EL')' Bureau of Social Science Research, 1979

A Quantitative Analysis of the Factors Affecting Prosecutorial Decisionmaking

(with Joan g. Jacoby, et al.). Bureau of Social Science Research, 1979

Policy Analysis for Prosecution (with Joan E. Jacoby) Bureau of Social Science
Research, April 1979. .

Policy Analysis for Prosecution: Executive Summary (with Joan E. Jacoby)
Bureau of Social Science Research, April 1979.

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

"The Child Support Enforcement Act." (with Sharon Biederman) Prosecutors'
Deskbook, Washington, D.C.: National District Attorneys Association, 1976.

Handbook on the Law of Search, Seizure and Arrest, Florida Aftornéy Gene}al‘s
Office, 1960; revised, 1962 .

"'Can Effective Restrictive Legislation Be Writfen“ The Journal of the American
Pharmaceutical Association, Spring, 1963 -__
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BIOGRAPHICAL INFORMATION
- Thomas B. Humphrey, Jr.

HOME ADDRESS: 3858 Independence Road

Maple Plain, Minnesota '55359
PHONE: (612) 479-1113 (Home)

(612) 421-4760 (Office)
AGE: 33 . HEALTH: Excellent

PROFESSIONAL EXPELRIENCE:

—

Exgcutive Di;ec?or, National District Attornevys Aésociation,
Chicago, Illinois - November 1675 - Narch 1980: .

While on leaye of absence, directed activities and planning
for non-profit organization representing 24,000 prosecutors.
Planned and conducted training conferences.(Rural/Suburban
and Metropolitan Prcsecutors Conferences: Juvenile Justice
Conferences; Civil Liability Crisis in County Government
Conferences; Family Violence Conference). Supervised staff
for central administration, Economic Crime Project, Child
Suppor? Enforcement Project, Victim/Witness Project and Al-
ternatives to Incarceration Project. Maintained liaison with
Congress_on ceriminal justice legislation. Assisted in budget
preparation. Reported to Executive Commit'tee and Board of

Directore
T et w W as W ®

Assistant County Attornev, Anoka, Minnesota
June 1971 - present:

b

Presently responsible for labor and employment law problems
of County, civil litigation with emphasis on federal prac-
tice (EEOC and discrimination suits), and land acquisition..

-. Also represented and advised Comprehensive Health Board

(Public Health Nurses, Environmental Services, and Daytime
Activity Centers); County Welfare Board (Social Services
and Financial Assistance); Sheriff; Auditor; Highway En-
gineer; and Recorder.

Training Cogrdinator, Minnesota County Attorneys Council,
St. Paul, Mlgnesota, January 1978 - September 1878§:

While on leave of absence, administered Law Enforcement As-
sistance Act (LEAA) training grant for Minnesota Prosecutors.
Identified training objectives; organized programs (civil and
cri@ipal); selected faculty; developed comprehensive, written,
training materials; and implemented programs.
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Management Consultant, National District Attorneys Association,
Chicago, Illinois: ‘

Assisted in analysis of internal opera*ions of Prosecutors'
offices in Contra Costa, County, California; Sauk County, Wis-
consin; Opelika, Alabama; and Selma, Alabama.

Conference Planner, National District Attorneys Association,
Chicago, Illinois:

Planned and organized 1978, 1979, and 1980 Civil Liability
Crisis Conferences for NDAA and National Association of
Counties (NACo). ’

Commander,. Headquarters Company, 47th Infantry Division,
Minnesota Army National Guard, St. Paul, Minnesota:

Managed and directed personnel, food services, supply and
training in support of Division staff for four years. Current-
ly assigned as Assistant G-2 (Intelligence Officer).

' MISCELLANEOUS: _

Former Commissioner for Hennepin County - Park Reserve District.
Elected to a four year term. o ~ |

Recipient of Distinguished Faculty Award from National College
of District Attorneys, Houston, Texas, and National District
Attorneys Association, Chicago, Illinois, June 1976. .

Faculty member  for NDAA, Minnesota County Attorneys Council,
and HEW Child Support Enforcement Project.

Author of articles for NDAA, and Minﬁesota County Attorneys
Council including Administration of a Child Support Program 1in

~a Prosecutor's O0ffice (NDAA, 1978); Competitive Bidding Ior

Countias (MCAC, 1978); Procedural Guide to Condemnation Prc-
ceedings (MCAC, 1870); and Liability of Public Ofiicials (NDAA,
1979). ) : ' ]

Former Consultant for Office of Child Support Enforcement, De-
partment of Health, Education and Welfare, Washington, D. C.,
1977. ) . ' *

LAW SCHOOL:

University of Minnesota
J. D. 1971
(Legal Aid Clinic, 1969 - 1971)
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UNDERGRADUATE SCHOOL:

Claremont Men's College

Claremont, California

B. A. Political Science w1th emphasis in Internatlonal
Relations, 1978

(Dean's List, 19683 Distinguished Military Graduate; President
Newman Club; Member Pi Sigma Alphaj; Member Student Court.)

BAR ADMISSIONS:

Supreme Court, State of Minnesota
United States Court of Appeals (8th Cir. )
United States District Court (D.C., Minn.)

MEMBERSHIPS:

Committee on Civil Affairs, National District
Attorneys Association :
Minnesota State Bar Association
Hennepin County Bar Association
~ Committee on Local Government '
Anoka County Bar Assoclailon :
American Bar Association
- Woodhill Country Club

AVOCATIONS:.

Tennis, Skiing; Polo, French, Hobby Farming’
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Suspect's Name

Police Agency Event Number

Officer's Name

District Attorney's Intake Number

Deputy District Attorney's Name

Requested Charge
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The above-refererced case is: .

I. / / Rejected for the following reasons:

Civil controversy
Victim refuses to cooperate
Crime occurred in another jurisdiction

)
)
)
) Expense of extradition not justified
) Will be filed as violation of probation or parole
) Statute of limitations has run

)} Insufficient evidence due to:

PN NN TN

Bad search

Bad arrest
Confession not admissible ~ insufficient advice of rights

Other: Specify

PN N N N
N N Nt N

( )} Others:

II. / / Returned for.police action. We will be unable to consider filing

charges until the case is resubmitted with the following item(s):

( ) Witness statements from the following persons:

( ) Results of line-up ( ) photo ( ) in person

( ) Lab analysis of the following:

() Chain of evidence report

() Photographs and/or ( ) diagrams of the following:
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Minimum guidelines and standards for the design of a case file folder have recently baen
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MODEL CASE JACKET
) Front Cover
DEFENDANTS NAME: CASE NO, TITLE AND ADORESS OF OFFICE
E Z [
(713 FIREY MO0 P.0.0. 0.08. 3 DAV ~ VA,
CHARGES
g DATE OF ARREST:
é DATE CHARGED:
5 ‘ .
w
&
$ SPEEDY TRIAL DATES
g AUTHORIZING ASSISTANT: DEMAND . NO DEMAND )
g 00 - DEFENDANT anoror RELATED CASES :
- T DATE DATE
N - RELEASE DECISION
g 03 oA’
g ] PERSONAL RECOGNIZANCE .
DEFENSE COUNSEL, [ cAasH BOND
(NAME, ADDAESS, PHONE) D THIRD PARTY CUSTODY
ol
é . 0O psYCHIATRIC OBSERVATION MODEL CASE JACKET
H ] NAME OF SURETY ) .
L Nastional Canter for Prosecution Management
1900 L St., N.W., Suite 701, Washington, 0.C. 20036
s INAME, DEPTUNIT, Ilbglohzflc 9(':";‘::1%35 {R) COMPLAINING ICI REQUISITE NOTICE TO MFENM PO AVAILABILITY Auw“; '073
2 em CMECKIFTO DATE
H BE USED NOTICED PRELIM
g CONFESSION MOTIONS
* COMPLAINING WITNESS —
(1] - INAME, ADDAESS, HOME PHONE, BUSINESS PHONE) IDENTIFICATION .. " PRETRIAL M
§ 3 v OISCOVERY —n—— TRIAL . .
b PR Work Performed under LEAA Grant N, 72-DF-99-0038
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[ ) (1 (1 Autopsy
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. i1 (@] Contraband
I k il [1 Damages Listed
- () (1 Evidence
o t} [) Indictment
{ } a1 11 Investigative Reports T
" [} (1 Motions ¢
- {1 (1 Newspaper Articles
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MODEL CASE JACKET INSERT

National Center for Prosecution Manxqorent
1900 L Streect, N.W., Suite 701, Washungton, D.C. 20036

MODEL WITNESS LIS Aagust, 1973
. DAYE
NAME D.0.8. T.0. NO.: APPEARED
RES. ADDRESS : . PHONE:
BUS. ADDRESS: OCCUPATION: PHONE:
SUBPOENAS
ALTERNATE CONTACT: DATE RETURN
— : ACTION ISSUED DATE |
. VILL TESTIFY TO: —
. TESTDMNY
. DESCRIPTION OF WITNESS: TAKEN: £7
TRANSCRIBED: Janj
DATE
NAME D.0.8. I.D. NO.: APPEARED
RES. ADDRESS : . PHONE:
BUS. ADDRESS: OCCUPATION: PHONE: -
SUBPOLGAS
ALTERNATE CONTACT: DATE RETURN
; ACTION ISSUED DATE
VILL TESTIFY TO: —
b
TESTIMONY
DESCRIPTION OF WITNESS: TAKEN: Ju)
TRANSCRIBED: i
: DATE
NAME - D.0.B. I.D. NO.: APPEARED
RES. ADDRESS : PHONE:
BUS. ADDRESS: OCCUPATION: PHONE : )
SUBPOENAS
ALTERNATE CONTACT: DATE TURN
" ACTION 1SSUED DATE |__ .
WILL TESTIFY TO:
. TESTIMONY
- DESCRIPTION OF WITNESS: TAKEN: M
TRANSCRIBED: i
. Wexk pecformed under LEAA Grant No. 72-DF-99-0038
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DEF. NAME: WARRANT APA:
.
oo #1 CHARGES: WARRANT DATE:
‘ * .
) PERSONNEL PROCEEDING DATES ACTIONS
s EXAMINATION SET FOR O Adioumed .
O Adjoumnaed for Founuc .
‘ O e
Examination AP
. xamination APA EXAMINATION ADJOURNED TO (O Waired, Bound Over . .
Hald, Bound Over : a
i Dismissed - No Testimony ’
Examination Judge Dismissed After Testi "
EXAMINATION COMPLETED ON amisee Alter Tettimony
C > O Guilty Plex
O Diversion
. PRE-TRIAL CONFERENCE O PLEA - NRP - AUTHORILED .
Fre-trial APA ( ) C - '
R PLEA TAKEN ON GUILTY PLEATO
‘L {7 Pre-trial Judge C > ( )
\ : MOTION/HEARING ON
g i Gnnhd and Al
Chugu Dismissed
Motion Judge ..
| COURT CERTIFIED FOR T
1 ) h .
S Certifying APA .
: TRIAL SCHEDULED FOR T ‘
y ; . O Jury Trial Held
I PR ! O Waiver Trial Held
R TRIAL ADJOURNED TO ._O Dismissed During Trial
. 1 I ( ) . O Plea to Original Charge
) : s ' Q) cuitty as Charged
TRIAL ADJOURNED TO QO cuiyor:
2 ,\. .‘ 3 ( )
- Trial APA ‘
VERDICT ON Not Guilty
~ . ( Tt oTTmr o TmTmmm T T Hunqg Jury/Mistrial
- Trial Judge o e e e
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( : { )
. I *

i
i

[ -

,,g
[

S L
.

v

ey

TR TR BT o
Lesamnzy 3

rrse ey
et

v
.

Lt

gt
[ ST S e
[

4

2

T —

.
jp— — — — ~r—
STATE of MICHIGAN
COUNTY of WAYNE

N AT A S BT I A
RPNy s ST e At
R , Foo b s Ty,

e Y J A IR S T S ,
\/ v YN
. &
DEF. NAME: WARRANT APA:
CHARGES: WARRANT DATE: )

I=~%

PERSONNEL

PROCEEDING DATES

EXAMINATION SET FOR

C D

Examination APA

EXAMINATION ADJOURNED TO

i )

Examination Judge

EXAMINATION COMPLETED CN
C )
PRE-TRIAL CONFERENCE ON

C )

Pre-trial APA

PLEA TAKEN ON

Pre-trial Judge

C D

ACTIONS
O Adjourned

O Adjourned for Farensic
O Capias

O Waived, Bound Over
Hald, Bound Over
Dismissed - No Testimony
Dismissed After Tasti Y

O Guilty Ples
O Diversion

PLEA - NRP - AUTHORIZED
GUILTYPLEATO

MOTION/HEARING ON

C )

Motion Judge

COURT CERTIFIED FOR TRIAL ON

Certifying APA

TRIAL SCHEDU LED FOR

.

TRIAL ADJOURNED TO

k ( e = e ———

TRIAL ADJOURNED TO

. )

C DE
)

Trial APA VERDICT ON ) Not Guilty
st m T mmmIT e e Hung Jury /Mistrial |
{ Y, '
Trial Judge SENTENCING SCHEDULED FOR SENTENCE: -
/ . - ;" ‘
! J : ) i
! ) 7

“

O Granted and All
Charges Dismissed

O sury Trial Held
(O waiver Trial Held

O Dismissed During Trial
O Plea to Original Chargs
(O Guitty As Charged
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( ' CLERICAL PERSONNEL EVALUATION
g .

{71 NAME (LAST, FIRST, INITIAL)

SOCIAL SECURITY NUMBER

JOB CLASS o

SALARY ,

DEPARTMENT

RATING PERIOD

COMMENT :

Does not apply
Outstanding
Exceeds requirmts
Meets requiremts
Improvemt needed
Unacceptable

1 Attendance and punctuality
2. Compliance with rules

3 Personal Neatness
A
5

Ability to work with others

Self Expression
6 Operation and care of equipment
} 7 Accuracy and neatness '
8 Quantity of work
19 Completion on schedule
l0 Willingness to accept extra duty
11 Performance under pressure
12 Adaptability
13 Performance with little superv.
14 Professional attitude

APPENDIX D.

X ' EMPLOYEES WHO SUPERVISE
J Training and leading staff
-ft g5__ 'Planning and assigning work

ME Fairness and impartiality
GENERAL EVALUATION: IN MY OPINION, THIS INDIVIDUAL IS:

Yf . 1. Performing in an outstanding, manner.

jg 2. Performing in excess of the re quirements of the position.

3. Performing adequately. . '

n 4. Not performing satisfactorily. Should be retained

' only if significant improvement 'in the next ________ months.

5. Unacceptable. Should not be continued in this position.

R

EFIGNATURE OF EMPLOYEE SIGNATURE OF EVALUATOR

DATE

&l ‘ S - : : T r— e T T IS NI IS TN LT
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WEEK OF

FORM 1
INTAKE REPORT

TO

y 1980

DFNDT

CASES | DFXNDT

| CASES DFNDT
DAY PRSNTD | PRSNTD

CASES
ACCPTD
NO.
MODIF

DFNDT
ACCPTD
NO.
MODIF

CASES
ACCPTD
WITH
MODIF

DFNDT CASES
ACCPTID | REFD TO
WITH ANOTHER
MODIF COURT

DFNDT
REFD TO
ANOTHER
COURT

CASES
REFD TO
ANOTHER

| AGENCY

REFD TO
ANOTHER
AGENCY

REJD REJD

MONDAY

* TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY |

WEEKLY
TOTAL

MONTHLY
TOTAL
LASTWEEK

NEW MONTHLY
TOTAL

Pt v




WEEK OF:

FORM 2

DISPOSITION REPORT

T0

»1980

DAY

FINAL
DISPOSITION
CASES/DEF.

PLED

PLED
REDUCED

FOUND
ORIGINAL

FOUND
REDUCED

ACQUITTAL

DIRECTED
VERDICT

DISMISSALS

CONDITIONAL| |

FINDING

MONDAY

ORIGINAL

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

WEEKLY
TOTAL

HONTILY
TOTAL
LAST WEEK

NEW
HONTHLY
" TOTAL

it
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FORM 3

MONTHLY REPORT OF DISPOSITIONS

DATE

CASE
NUMBER

DEFENDANT'S NAME

DOCKET

NUMBER

CHARGE

CHARGE |

DISPOSITION

| DEPUTY/

JUDGE

PLED
ORIG

PLED| FOUND
RED [ORIG

ACQ

l?




" FORM 4 -
CALENDAR REPORT

WEEK OF: - TO , 1980

€
1

£

| DAY OF

WEEK

TOTAL
CASES
SCHDLED

TOTAL

" DFNDTS

SCHDLED

DEFENSE | STATES COURTS
REQUEST

DFDNTS | BENCH
RE- WARRANT| REQUEST | REQUEST
SCHDLED

MUTUAL

UNKNOWN]

DFDNT
DISMISSED

IMONDAY

TUESDAY

"WEDNESDAY

THURSDAY

FRIDAY -

SATURDAY

SUNDAY-

WEEKLY
TOTAL

IMONTHLY
TOTAL
LAST WEEK

NEW
IMONTHLY
{TOTAL
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APPENDIX F
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FUNCTIONAL OVERVIEYW
Police Rpts
\
Intake Function Computer Reports Used
Master Name Index
Case initiated to check if prior history on .
Case no. assigned and logged defendant
into control log Numerical Log of Cases
Case file created ) . added prior day for control purposes-
Initial entry into computer
to start record Computer Entrv
etc. Basic Case Data
Case #
Defendant MName and ID .
PD & PD#
Date Receiwved
ete.
\ W
Case Initial
File Computer
J Record
Review & Screening Function Computer Reports Used
Weekly Statistical Report
Reviews case and decides to detérmine casaload and evenly
charge distribuce cases
Indicates which witnesses
should be called
Determines deputy
té handle case
ate. .
S Charging Decision
Witness List
Case + Assignment or Request
Flle for more information Ifrom
: ?D or no charze decision
|
N
226
- - i —

o VAR o -
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) Complaint Preparation Function : Comouter Entrv J
3. . : Charge e ‘ S
' - Complaint preparad or req. Deputy 4ssizned ' 3 Management Function Computer Reports Used
for more info sent to PD Witness names and address T Case Summary bv Deputy or Team
o - Complaint signed by police Court # ] o - Administrative Duties =To review individual deputy
o officer and filed in courc Date Filed = - Review Closed:Cases caseload .
: ‘ - Copy of complaint filed in ' . - - Deputy DA Performance Weexly St. tistical Report )
£il ’ i Evaluation -To review statistics to ideatily
case file i | 1
- ~ Additional data entered in _ Wi - etc. - potential problam aresas or
- - computer . o . successes. To compare quanti-
- atc. HH tative performance between
) i'§ . deputies and office as a whole
- . ; § . ' Annual Report
- E% - =To publish or send to state
i i -
” .1
B 4 ~ Complaint Case ‘File , |
‘ . . _— : E Case Filed .
S 1Ll (or micro~
— e filmed)
il
Trial Function v |
- £ e Record d i :
‘ Support Staff - Attornevs f ) e R e Used L ord destroyed after appropriate time period.
pmputer Reports Used . Computer Reports Use A .
1 . * < »».1\.
| .ce Court Calendar =General Typing ~Review Cases . =Case Summary by ) j .
tgull cases going ~Prepare Subpoena -Arraignment - Deputy . . B Recention and Miscellaneous Function Computer Reports Used
) court appearance for mailing -Plea Negotiations -Used by attorneys to | . .
-3 -Pull Case Files for -File Motions ] review casaload, .y - Answer and Route Telephonme Calls #5 & #7°
t cer Name Index Court Appearances -Witness Interrogation  check on status i Mastor Name Index
Y . H ) -~ & A
d Inquiry -Records Checks on -Case Preparation, . =Court Appearances % - Answer Questions about Cases . Master Case # Index
7ind current case Jury Lists -Court Appearances Schedule by Deputy L , . , . . b
{ :us or other info -Request RAP Sheets -Report Case Status to g - Meet Public and Assist them with -To route telephone call to proper deput?
#11 -Log in Witnesses, Support Staff -Used by Deputy to | & their problems TT route mail te oreoes to prox put?
‘rer Case # Index prepare cost bills ~-Sentencing : determine sched. . . . 10 snewer iessiions gbouc PULY  ase
. o e ) . N - , ' ‘ -
Inquiry -Computer Entry -atc. . conflicts and C?“Tt o . =Route mail to proper persons status
) find current case ~-Answer Questions to appearances each day ;|
~tus or other inio Status of Cases -Weekly Statistical -
2 Excepcion Report -etc. . Report
—Deputy . -Used to check case- X
i-check for exceptions . A load and review
sed by lack of inmput ) p?rformagce in terms ) i
~20mpucer : of quantity of cases
iubpoena/%Warrant Print . processed and to a
aave computer drint : certain extent
poena,/warrant [or case qualicy of disvo. ‘
"" - T m ammr \ . “ o .
| ‘maputa2r Enczo ; , » t o
_2nse Actorney /\ Closed / : | :
.se Starcus Iaformation Computar »
~rt Dates Case ‘
. posizion Information . %3 ,
[ . . ;
E’Yk ; LY
{ . I
8 . 5
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| Name
\ Index
! Ingquiry

S—

~ Isubpoena
Warrant

Discovery
Print

i F
Ol
o P
n 0
r
[

0

1.

11.

3.
4.
5.
6.
7.

3.
9.

T e L O N SRV

SYSTEM OVERVIEW

Case 1
summary by
Deputy / 11 Weekly
statistical
} Online [ (¥Report ‘
Case \
Management Court ﬁj : )
e\ 7N Schedule byg
LEeputy }l Case /
' Summons
\\\ by P.D.
' |
Office _
Calendar

\\\ Annual.

| Master Report

9i Index
(name)

Number

Master (

|

10 Index
]
f

Transaiction Description:

Maintains case file records.

Lists all available transactions.

Search of case files by Defendant's name--provides case numbe
Prepares legal documents.

Shows all information on file cover sheet.

Case summary for each case bv Deputy=--allows review by Denuty
Shows court apocearances by Deputy-~-serves as indiv.dual
calendar ‘ -

Office calendar bv court, division, week.

Status iniormation on each case by Defendant's name.

Status information on'e=ach case v case number.

Basic statistics about caseload of each deputy and oiiice--
cases orened, cases closed, etc. .
Provide each 2.D. with weeklv list of cases sent and cover

closed.
Annual report recaping all activity Ior prior rrear

vstam mav te axpanded

to iac Tictim/Witness incex
né cther orograms as <Zesirscd. :
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. NAME (LAST, FIRST, INITIAL)

SOCIAL SECURITY NUMBER

JOB CLASS

DEPARTMENT

STRENGTHS:

" WEAKNESSES:

GENERAL EVALUATION : IN MY OPINION, THIS INDIVIDUAL IS:
. 1. PERFORMING IN AN QUTSTANDING MANNER. (EXPLAIN ON REVERSE.)

2. PERFORMING IN EXCESS OF THE REQUIREMENTS OF THE POSITION.
3. PERFORMING ADEQUATELY. ' '

4. NOT PERFORMING SATISFACTORILY. SHOULD BE RETAINED IN THIS

POSITION ONLY IF SIGNIFICANT IMPROVEMENT IN NEXT . MONTHS.

5. UNACCEPTABLE. SHOULD NOT BE CONTINUED IN THIS POSITION.
(EXPLAIN ON REVERSE.) | o ) oo

-

FUTURE PERFORMANCE OBJECTIVES:

SIGNATURE OF-EMPLOYEE

DATE

SIGNATURE OF EVALUATOR

TITLE . , .

DATE
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