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GHRANT PROGRESS REFORTS

Grantees zre required 0 submit Progress Repz:ts on project activitiss and accomp!ishmepts. It is.e;"sected

that reports will incluc! « data appromiate to this stuge of pooject development and in sutficient detail to provirle

a clear idea and sununary of work and accompliziunaits to date. The following should be observed in preparation
and submissic : of progress reports:

a. Due Date, Reports are du: 37} days after the close of each full calendar gquarter. The final report is duc 89

days foilowing the closs of the grant peiiod or eny exicnsion thereof.

b. Submission. Granteas shall enbmit to OJARS Office of the Comptraller an original and one copy of quarterly
proicss reports and an onigingl and three copies of final progress reports.

c. Form and Exscution. Granteszs should use OJARE Foom 452777 (Rev. 4-81) as a face sheet. If continuaticn
pages are needed, plain bond papar is to be ussd. It should 2 noted that the report is to be signed by the
person designated as project director on the grant epplication or any duly designated successor.

d. Reporting Reauirements. The reporting requirerents noted in this section are designad to provida the grantor
5-g'cncy witn sufficient inforraation 1o monitor grent implernentation: and goal achievernent. To supporteff. tive
monitoring prog 5 reports must be keyed to the grent implemsntation plan provided in Part IV of the grant
application. Specifically, the report should: -

1. Indicate the status of exch goal which wis du  {or compietion during a previous report
quarter but carried over .ue to implzementation or other problemns.

2. State the status of cach gozl which was schedulzd to be achieved during the report pericd.

3. State the corrective action planned to resolve implementation prob!ams and stste the
effect of these problems on the remaining schedule for achieving the project remaining
goals. A

4. If annropriate, identify chznges which are needed in thz implementation plan spesified
in Parts il and 1V of the g:.nt application to ovarco:e problams. Changes which alter
plans and/or goels set forth in Part 11l or IV of the application require prior graiitor
agency approval and the issuance of a Grant Adjustment Nolice.

5. State what technical assictarce the grantcr agency might provide during the coming
quarter to help res've implementation problema. If technical assistance has been provided
to resolve implemantation problams, state the problems (or tasis) addrossed and the
results {or impact} of the assistance providec.

6. Based on the performance measures set forth in the grant application (implementation
plan), indicate in quantitotive terms the results (of the project) achi. . ed both during
the reporting period and curulative-to-date. Explanatory and qualifying staternents will
be heipful here, especially if project ob;zctives have changed.

e. Special Requiremants. Special reporting requirements or instructions may be prescritzad for categorical
projects in certain program or experimental arcas to better assess impact and comparative effectivenicas
of the overall categorical grant program. These wiill be comniunicated to afiected grantees by the
grantor agency.

EVALUATION
The evaluation of the Circuit Court Personnel System Study conducted
by Ernest H. Short & Associates, Inc. will be conducted according to the stated

objectives of the project.

I. Executive Summary (copy attached)
The Executive Summary is a concise overview of the consultant's

recommendations. The objective was satisfactorily met.

ITI. Personnel Classification, Employment Qualifications, and Compensation
Study.
Objective
1. Development of a classification system for all circuit court personnel
(approximately 850 positions) including the clerks of the circuit
courts and office employees.

The consultant firm's expertise was in this area and their product was

9]

most worthwhile. The classification system developed is complex, however, it
recognizes the complexities of the circuit court clerk's office. To a very
. large extent, the classification process is objective, yet enough subjectivity is
retained to provide the flexibility needed. The most significant aspect is
that the classification development process relied heavily upon clerk's
evaluation of the relative degrees of responsibility within their offices.
The minimum requirements for this objective were the following:
a., ‘Quantitative and qualitative criteria for evaluating responsibility
levels.
b. Job specifications which are clearly distinquished from one another
and are specific in describing the areas of responsibility for

each recommended class.
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c. Finalized classification of the approximately§85® irdudt
t iti . ') . -
court positions t ACQUISITIONS

d. A plan to reconcile any inconsistencies%between the District

gt -

Court and Circuit Court Classification System.

Requirements "a" and "b" were met very well. All court positions were
classified, however, this was only a preliminary classification and not a

final one. Requirement "d" was not addressed.

Objective

2. 1Identification of employment qualifications and any specialized

knowledge, skills, or abilities required.

As a part of each classification specification, there were recommended
employment qualifications. These education and experience criteria were the

cansultant's judgement of appropriate backgrounds and were not validated for

EEO purposes.

Objective

3. Analysis of fringe benefits of comparable employers and establish-

ment of salary scales for the classifications developed through a

salary survey.

The consultants relied primarily on research conducted during 1979 by

- By Lo
the Office of the Executive Secretary staff, Virginia's E§¢cut1ve %ganch Depart-
o NCJRS

ment of Personnel, and isolated comparisons with other s éte and local court

¥
systems. Although salary comparisons and fringe benefitg analysiy w4 do®
1

detailed, a salary structure was developed which appeareé tQ@RﬁCﬁin%f}%%zgﬁgfw
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III. Comprehensive Personnel Policy Manual, Staffing Decision Criteria, Personnel

Management Standards.

Objective

1. Review and evaluation of a comprehensive personnel policy manual
developed by the staff of the Office of the Executive Secretary for
all levels of the court system within the Judicial Branch resulting
in recommended modifications or additions where needed. The purpose

of these actions is to insure compliance with all Federal and

State legislative requirements, sound management approaches and

uniformity in application to the various organizational units of

the Judicial Branch.

Ernest H. Short & Associates reviewed and critiqued the existing

Persoapel Manual. Although not detailed, useful recommendations were made

addressing both content and format.

Objective

2. Identification of criteria to be used in staffing decisions for

the approximately 122 administrative offices of the circuit courts.

The consultants concluded that this objective is in itself a major
study. They provided an evaluation of the benefits of using caseload, fees

received, and other criteria, but suggested a detailed study.
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has been distributed to all clerks.
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Objective

3. Development of standards which will identify proper activities
in managing clerical personnel as well as the procedures for
confidential analyses of individual administrator's use of

practices.

Ernest H. Short & Associates developed a very successful manual which

It would De of most value to new clerks or

supervisors in providing options for approaching personnel management problems.

IV.

Development of Standards for Circuit Administrators ané Office Staff.
All of the following minimum requirements were met. The criticism
again is that the product did not contain details and was fairly general
in its approach.
1. Classification specification for the Circuit Administrator
which is clearly distinguished from the Circuit Court Clerk
and which is specific in terms of areas of responsibility.
2., Identification of support staff needed and classification
specifications for those positions in the Circuit Administrator's
Office.
3. Employment qualifications which meet all equal employment
oppaftunity requirements.

4, Recruitment sources, techniques and evaluation criteria which

meet all equal employment opportunity requirements.

Drafting of legislation to assume state control of Circuit Court personnel

and eliminate Circuit Court Clerks as elected office.




A legislative package was presented, which described the concept
in general terms and addressed some of the operating procedures. The
major criticism is that it was not prepared according to traditional

Virginia language and was more general than detailed.

VI. Development of Records Management System Specificatiomns.
Following several days study of the Office of the Executive Secretary,
Personnel Office, the consultants drafted the requested specifications.
They met the requirements by developing a broad data base, recommended
output reports, and workflow diagrams. They are being used in revisions

to current personnel offices records management.

VII. Financial Analysis

The minimum requirement of this topic was the following:

Minimum Requirement

Cost—Benefit Analysis in both qualitative and quantitative terms of all
recommendations as well as alternatives requested by the Office of the
Executive Secretary.
fhe result was a projection of salary and fringe benefits cost as
well as an analysis of cost vs. income based on prior years fees for each office.
The analysis was not in sufficient detail to take to the General Assembly to

support making the requested legislative changes.

VIII. Implementation Plan

The requirement was for the consultants to develop a proposed plan
to implement all recommendations including the plan, timetables, resource
commitments, and implementation strategies.

The product was complete in

addressing all of these.
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General Comment

The most thorough portion of the study was the classification system.
It was well-developed and analyzed. Objectives raised during conferences
could be dealt with most satisfactorily. During the court visitation,
the staff members exhibited a high degree of semnsitivity to the clerks and
the political environment. They visited approximately 80 of the 122 offices.
The overall criticism of the majority of other chapters is the lack of detail
and thoroughness. The approach was general, and it was felt that the

product could not stand up the the analytical questions posed by members of

the General Assembly, particularly in the Financial Analysis portion.
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RECORDS MANAGEMENT SYSTEM SPECIFICATIONS

A.. Introduction

Should Virginia move toward more centralized personnel adminis-
tration in its Circuit Court éystem, there necessarily will be
an increase in the administrative responsibility and procedural
role of the personnel office of the Executive Secretary's Office.

Paperflow and records management associated with operational

procedures are a constant management challenge. Planning for

Circuit Court personnel system state office records management
will minimize the difficulty and cost of implementing and admin-

istering the personnel system. This report section presents

specifications for a state personnel office records system and

is a planning tool for the final design and implementation of the

Circuit Court personnel system.

The design herein set forth assumes some form of state funding
of personnel expenditures. Furthermore, data processing capability
for support of state level operations is also assumed. The system

presented is an automated one and accounts for data elements and

reports inherent in automated personnel records environment. To

this end, data elements for personnel records, payroll system,

and budgetary process interface are defined. Once the system
database is established, personnel office administrative capability

will encompass daily maintenance activities and position budgeting

functions.
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The following data elements are basic to personnel systems and
generally are collected on a personnel or employee action form.

They contain the data necessary to produce most basic personnel

reborts.
B. Personnel Data Elements

Social Security Number - 9 digits - this is the one data element

which will not changed during the history of the person's tenure

with the system. All other elements in the file are subject to
change, but this one element will maintain internal system con-
tinuity. In addition, it will form a permanent record for his-

torizing the employee's personnel file when he/she terminates.

Name - 30 digits (approximate) - usually recorded as last name,

first name, middle initial, plus suffix (i.e. Jr., Sr., III, etc.)

Street Address - 30 digits (approximate) - should be adequate to

enter employee's home address.
City - 20 digits - city of employee's residence.
" State -~ 2 digits - state of employee's residence.

" Zip Code - 5 or 9 digits ~ zip code of employee's residence.

Code may be changed by the postal service from five to nine digits.

" Date of Last Evaluation - 4 digits (month/year) - date upon which

—2-
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employee was most recently evaluated. This element is updated

m married

each time an evaluation is performed.

e exempt - to be used for tax purposes only.

An employee who is claiming a set amount of tax withholding

" Merit/Anniversary date - 4 digits (month/year) - date upon which

employee is eligible for his/her next merit increase. * The month " could have an E in the marital code unless the employee is

usually coincides with the month the employee entered the system claiming an additional amcunt over the amount deducted using

if the merit incrgases are to be on an annual basis. the S or M code. X

F.T.E. - 4 digits - the percentage of a 40 hour week which an Birthdate - 6 digits - indicates the date of the employee's birth

employee is scheduled to work or, full time equivalency. For and is used as a basis for calculating the date the employee will

instance, half time would be .50, three quarter time, .750, full retire and the amount the employee will receive upon retirement.

time 1.000 etc.
Service date - 6 digits - the first date an employee works for

Ethnic Code - 1 digit - Indicates the ethnicity of the employee ! o the system.

by a single digit Alpha indicator.

c = caucasion _ ‘ Location - 5 to 7 digits or whatever the needs are. Identifies

o = oriental the circuit, location or courthouse where the employee works

i = american indiancs through a numeric or Alpha-numeric identifier.

n = negro and blacks

s = spanish surnamgd americans Budget - 5 to 7 digits or whatever the needs are. Identifies

\('

the primary spending source (general, cash, or grant(s) funds)

- 1 digit - indicates employee's sex. i which finances the employee"s position.

n
o
»

f = female - , !
"Position Number - 5 to 7 digiis - can be used to identify the

m = male
) circuit, or county, and the number of the position (3 digits)

contained within the work unit.

- rax Code - 1 digit - indicates employee's marital status which is ‘

P

for tax purposes and should reflect the type of deduction the ;

employee requests. Grade - 2 digits or whatever the needs are. Indicates the pay-

s = single, includes divorced and separated. grade the position's classification has been assigned.

-3=- :‘“
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" payrate - 7 digits - should coincide with

Step - 1 digit - indicates the authorized step ingrade of the

employee.

the authorized grade

and step as multiplied by F.T.E. For instance, if grade/step

were 12/5 and a full time salary was 1,000.00, then a .500 FTE

i1l
would make .500 x $1,000.00 or, 500.00 per month. The rate wil

. . . i on
have to be in the unit of measure indicated in the Base secti

which follows.

Base - 1 digit - indicates how the employee's pay is calculated.
m = monthly
w = weekly

hourly

" Overtime ap@roval - 1 digit - indicates whether or not the employee

is permitted to be paid overtime.

Overtime rate - 5 digits - note per hour at which the employee

who has overtime approval will be paid.

‘ to
Class - 4 digits or whatever is necessary for the class number

be indicated. This is the classification of the person filling

e . , :tion
the position, not necessarily the classification of the positi

itself.

iti si-
pate of Class - 4 digits - month and year the position was clas

fied at the indicated level.

-

——

Health Insurance - 1 digit - indicates the type of Health insurance

' plan selected by the employee.

State Health Insurance Amount - 5 digits - the amount ber month

the state contributes to the employees health insurance plan.

Employee Health Insurance Amount - 5 digits - the amount per
month the employee contributes to his health insurance plan (note,
the source information can be repeated in separate boxes for life

insurance plans if they are available).

State Retirement $ - 4 digits - the percentage amount of gross

salary which is contributed by the state towards the employee's

retirement account.

" Employee Retirement % - 4 digits - the percentage amount of gross

salary which is contributed by the employee towards his retirement

account.

" State FICA % - 4 digits - The percentage amount of gross salary

which is contributed by the state towards the employee's social

security account.

" Employee FICA & - 4 digits - the percentage amount of gross salary

which is contributed by the employee towards his retirement account.

" Unemployment Insurance - 1 digit - indicates whether or not the

employee is eligible for unemployment insurance.

A
i
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Workman's Compensation Insurance - 1 digit - indicates whether

or not the employee is eligible for workman's compensation (acci- -

dent) insurance.

Status - 5 digits or whatever is needed to adeguately express

the status of the employee.

The following chart is an example

of some of the types of status which an employee may have. It

is neither completely inclusive or exclusive.

A . P 2 F
Active Probationary Permanent Full Time
Employee Employee Employee Employee

< T 2
Certified Temporary Part Time
Employee Enployee Employee

T P i E_
Termination 1=Resign Probationary Permanent Full Time
Employee 2=Discharge Employee Employee Employee

3=Retirement
4=Appointment
Expires < T P
5=Disability ; .
6=Death Certified Temporary Part Time
Employee Employee > Employee
0 o o
Unclassified Unclassified Unclassified
Enployee Employee Employee
L i P F_
On Leave - " 1=IWOP Probationary Permanent Fullﬂﬁmg ]
Enployee 2=FEducational Employee - Employee Employee
3=Military
4=Maternity C_ T P
5=Sick 7 )
6=Suspension Certified Temporary Part Time
Eployee Employee Employee
o o 9
Unclassified Unclassified Unclassified

)

g it

it nsnay,

Status date - 4 or 6 digits - indicates the date the aforementioned

status was granted.

The foregoing listing of data elements is basic to the functioning
of any automated personnel management information system. As

you would expect, all or most of the data elements contained have

a direct relationship with personnel matters. However, there are
two other systems which have a direct impact on, and in turn are
impacted by the personnel system. These systems are payroll and
budget. Consequently, if one is to develop data elements for a
personnel system, then one would be advised to determine what other
data elements would be necessary to "plug-in" the two remaining
systems so that one entire personnel-payroll-budget system can be

used efficiently.

The following listing of data elements are those which are necessary
for a payroll system. Where there is duplication with the aforemen-
tioned personnel data elements the reader will be notified and
referred to the personnel sectinn for the data element definition

and description. >
C. Payroll Data Elements

Certain data elements from the personnel section should be repeated
in the payroll section and on the payroll forms. This is necessa;y"
for the sake of efficiency in iﬁé.rapid iécationio% §a§roii infofﬁa—
tion and for tying the two systems togefher. Typically, the informa-
tion would only be updated by one form. In other words, if the
incumbent's name changes then the person with the responsibility

-8=
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for data entry would change the personnel form only. The com-

puter program would pick up and identify the change causing the

same clange to be made to the payroll file.

The data elements which can and should be repeated in the payroll
file are:

1. social security number

2. name

3. position number

4. budget

5. status

6. base

7. payrate

€. overtime approval

9. overtime rate

10. FTE

11. tax code

12. employee health insurance (or life insurance)

The following data elements are those which are unigue to a payroll

'
-~

system.

Number of Exemptions - 2 digits - used for income tax purposes.

This number should match the most recent W-4 on file.

" Fixed Federal Withholding Amount - 5 digits - this is used for

those employees who are claiming a fixed amount for federal tax

deduction. An E code should be used on the tax code for a fixed

amount. An additional amount beyond the standard tax deduction

may be withheld by using the 89 or M code.
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Hours Sick Balance - 5 digits or whatever is needed to reflect

- the number of hours of sick leave an employee has available.

" Hours Annual Leave Balance - 3 digits or whatever is needed to

" Annual hours1

reflect the number of hours of annual leave an employée has

available.

Scheduled Workdays - 4 digits - the number of days per month an

employee who is not full time is scheduled to work per month.

Units Worked - 5 digits - the number of units an hourly or daily

employee has worked during the preceeding pay period.

Overtime amount - 5 digits - this is the amount of overtime an

eligible employee has worked in the preceeding pay period.

This number should be multiplied times the overtime note authorized.

Sick hours1 - 5 digits - the number of hours an employee has been

on sick leave in the preceeding pay period.

~
I

- 5'digits - the number of hours an employee has

been on annual leave in the preceeding pay period.

LWOP hours1 ~ 5 digits - the number of hours an employee has been

on leave without pay in the preceeding pay period.

Hours Wdrked1 - 5 digits - the number of hours an employee has

been at work in the preceeding pay period.

IEhe total number of hours worked and "on-leave" should egual the
total amount available.
-10-




Other pay - 7 digits - used to add salary to a pay check when

other means available are not adequate. For example, an employee
who gets underpaid for two or three pay periods could have a
lump sum added to.this section to make up for back pay. This
could also be a signed (%) figure so that pay could ge subtracted

from the existing rate to compensate for overpayment.

Voluntary deductions - six digits- used to handle all voluntary

deductions, instead of listing on the Payroll all of the types
of deductions which can be made. Several blank six digit fields

can be add=d to handle those voluntary deductions regquested

by the employee.

Examples of this type of deduction are; Credit Union, other
insurance, union dues, association dues, etc. Any number of

these may be added to accomodate the needs of the payroll system.

There are, of course, other parts which are required of a payroll

system. However, they are not data elements.

Ny

. Budget Data Elements

As was true of the relationship between personnel and payroll,
the budget system also must have data elements which tie it
into the other systems. However, the data elements wh%ppAare. _
unique to the budget system are not "people" related, they are

position related. The one element which is common to all three

systems is the position number. Consequently, this number

-11-
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becomes the lowest common denominator or, tie in.

The following data elements are all of those which are unique

to a personnel budget system.

1
He

Position class - 4 digits or whatever is necessary for the class

number to be indicated. This is the classification of the
position rather than the class of the incumbent. Most frequently

they are the same, but can differ to allow administrators to

"underfill" positions.

Grade - 2 digits or whatever is necessary to indicate the authorized
grade of the position's classification.

Step - 1 digit- indicates the budgeted step of the position.

Location - 5 digits or whatever is necessary. This element may
differ from the one in the personnel section as it is the loca-
tion where the position is budgeted and to where the costs in-

curred by the position will be changed. '

2

FTE - 4 digits - indicates the amount of FTE the position is

budgeted for.

Expiration date - 6 digits - indicates the expiration date, if

any, of the position.

" Start Date - 6 digits - indicates the earliest date which a

position may have costs charged to it.

I
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Budget - 4 digits - a numerical or alpha indicator of the fund-
ing source of the position. This is necessary due to the variety

of funding sources used by the courts. Also, this adds flexibility

to the system.

1
i

" Activity - 4 digits - indicates the type of activity the

position has been assigned. For example, case processing, admin-
istration and accounting are some examples of activities which

occur in courts. This field is very valuable in modelling..

Percent - 4 digits - indicates the percentage of time a posi-
tion is responsible for activities at a location. This allows

a position to be distributed over a variety of activities and
locations. Do not confuse percentage with F.T.E.

NOTE: The budget, location, activity and percent can be repeated
as often as needed on forms describing positions so that a

position may be distributed as much. as is necessary.

The preceeding portions of this report have described the basic
data elements which. are necessary for an automated personnel/

payroll/budget system. Each grouping of data elements should be

arrayed on a form. The result will be the three basic forms to

run the system.

Of course, it will be necessary to establish the software
package necessary to turn the data elements into a system which

can be used efficiently. To help in this, the following flow

chart will be helpful.

-13~



:PERSONNEL/PAYROLL SYSTEM FLOW CHART
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¢ | : E. Reports (General Administrative)

Obviously, from the information reviewed in the preceeding
section concerning the data elements, there is more than

enough information available to produce a payroll. The only

purpose of the remaining data elements is to produce reports

? and to provide the basis for modelling.

The following are report descriptions (narrative) with an

accompanying proposed format. It is important to note at this
- juncture that the reports listed are basic. There is no reason
why the data cannot be manipulated to give basic information

N , ‘ _ on any aspect of the system which is desired.

Filled Positions by Location

" . . - ’ : This report is produced once a month. It shows location number,
, ) ' . | class, class name, position number, FTE, grade step, salary

' ) g : | - ; i range, social security number, incumbent, base of pay, rate,
status, and status date of all filled positionsf, It shows all
of the positions within a circuit which are filled during the

’ L" ’ o payroll period. Its main value is that it shows personnel
position/payroll information without resorting to the personnel

Lo files. (See format "A").
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E FORMAT "A" "}
q ) .
3 = ' FILLED POSITION REPORT BY LOCATION | ]
e IOCATION  X0OXK  X%-NAME-XX ' 3
Yo BUDGET  SALARY INCUMBENT :
‘ IOCN CIASS CLS/NAME  POSN# FIE

EXIST : |
EXPIRE GR S RANGE SOC.SEC.NO. NAME GR S ANW B RATE STATUS STAT DATE |

XXX 00X X30000000KK. 0K XXX XXXXXX  XX-X XX~-XX XXA-XH-XXXX XX - XX XX-X XXX X X000 XXXXX — XX-XX-XX

TOTAL XXXX ‘
‘.‘  FORMAT "B"
o A
VACANT POSITION REPORT BY LOCATION
IOCATION  XXXX XX-NAME-XX |
: : BUDGET SALARY TNCUMBENT EXIST 5
IOCN CIASS CILS/NAME POSN# FTE. EXPIRE GR S RANGE SOC.SEC.NO. . NAME GRS ANNV B RATE . STATUS VACT DATE
XK XKKX KKK-XKK 00K 00K XH-XK-XK XX-X XX-XX 00-X%-X000 XX XX X-X XIOX X 000X 000X X000
- \‘ \I
6 ) j
. |
|
4
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Vacant Positions by Locations

This is a monthly report which shows the same basic information
as the filled positions by location, only it omits incumbent's
;nformation. Also, instead of status date, it shows the date
upon which the position became vacant. The value from this
report is in the fact that the location's vacant positions can

be referred to rapidly. (Se~ Format "B").

Sick and Annual Leave

A monthly report which shows the accumulated leave for eligible
employees. Information, in alphabetical order by employee include
class, position number, social security, service date, effective
service date, sick days, sick rate, annual pay, annual rate,
status, and status date. Circuits could maintain their own

leave records. The local records and sick and annual leave

report should be the same. This will aid in determining the
amount of "leave indebtedness" of each location and the system

as a whole (See Format "C").

Evaluations Due by Location ' -

This report shows which evqluations will be due and should be
used by the circuits to initiate performance evaluations. The
information produced by the Evaluations Due Report include:
class, position number, social security number, name, grade,
step, date of class, status, status date, anniversary date, last
evaluation, service date, néxt evaluation, and effective service

date. (See format "D").

-17-
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S r..‘ FORMAT "C" o t
SICK AND ANNUAL LEAVE BALANCES BY LOCATION E‘ |
. i —_—

IOCATION  XXXXX XX-NAME-XX

CIASS POSN SOC.SHC.NO. N A M E SVC DATE YID COMP  CURRN SICK SICK ANNUL ANNUL STATUS STATUS
' HOURS COMP HRS HOURS RATE HOURS RATE DATE

XX XXXXX  XXX-XX-XXXX XX 000X XX-XX-XX XX XX XX XXX XXX XXX XXX XXXXXX

TOTAL -XXX
|
= . , :
! -

FORMAT "D"
i
EVALUATTION DUE REPORT BY LOCATION

LOCATION XXXXX XX~-NAME-XX
IAST NEXT

o . ' ' CIASS POSN SOC.SEC.NO. N A ME GR S DTE CIS STATUS STAT DTE ANNIV EVAL EVAL SVS DTE b

XXXXX  KXXKX  XXX-XX-XKXK XXX XXXAKRKKKK XX-X XXX XXX XXX XX XX-XX XX-XX XH-XH XXXXXX

o
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!
TOTAT ~—XXXX . B
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Hiring, Terminations and Reclassification by Location

This monthly report shows the changes for each circuit. For

new employees it reports the location, position number, social
security number, name status, status date, source dotument num-
b2y, class, grade, step, leave rates, and effective date.
Terminating employees have the same information including annual
and sick leave payoffs, if any. Reclassifications include old
class, grade, and step and £he new class, grade, and step.

This report should be used by the circuits to check turnover,
maintain payoffs for vacancy savings, and to check reclassifi-

cations for accuracy. (See Format "E".)

Potential Retirements by Location

This monthly report shows which employees, based on their date
of birth, are due to retire at a pre-determined date, i.e. age 70.
The report shows location, class position number, social security

number, name, service date, grade, step, status, status date

and birthdate.

This programmed report can be used by administrators to forecast

manpower needs. (See Format "F")
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FORMAT "E"

HIRING, TERM., RECLASS REPORT BY LOCATION

LOCATION

‘TOCATION XXXXX  XX-NAME-XX

RE-CIASS' T"E R M I N A T I ON
IOCN POSN  SOC.SEC.NO. N A ME STATUS STAT DTE CLAS GR S.RCLS .GR S ANNUL ANNL AMT SICK SICK AMT SWC

XX X0 XX-XX-XXXK X0000KKRXKXK XXX XXXXX O XX-X XXX XX-X XXX X XX XXX—XX, XX XXX

TOTAL~-XXXX

FORMAT "F"

POTENTIAL RETIREMENTS REPORT BY ILOCATION

. LOCATION
LOCATION XXX XX-NAME-XX .

IOCN CIASS POSN SOC.SEC.NO. N A M E SVC DTE GR S STATS STAT DTE SICK ANNL BIRTHDAY .

XXX XXX XXX YOX-XX-XXXX 00000000 KKK XX-KX-XX XX-X XXXXX XX-XX-XX XX XXX XX-XX-XX

e
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Ethnic Code Report by Locaticn

j This report will give, on a monthly basis, a "ready" reference
to the ethnic/racial/sexual breakdown of employees in the Circuit
Courts. The report shows location number and name and a count

of employees by sex and ethnicity. (See format "G").

The foregoing seven reporis are location reports. As such, they
are of great use to both the state office and the circuit in

gquestion. They can, of course, be broken down from circuits

into smaller "sub-units" such as counties. They give local

F administration a chance to see at a glance the manpower available

and the areas where manpower is needed.

This is just a small, but necessary, sampling of the reports

which can be made available to circuits. Please beware, how-

'
' ’ ever, of producing too many esoteric reports which will never

| : " be used or read. It is far better to start with a minimal .level

‘ ’ ' ? A__pf :9port.genefation such as this rather than deluge the courts

with reports which are useless.

™
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oRMAT “G"

LOCN.

LOCATION NAME

ETHNIC CODE REPORT BY LOCATION

————e—e—M A I, E~————=
c o I N S

X

XX-NAME-XX

XX XX XX XX XX
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Name Index

This report indicateg, in alphabetical seqguence, all of the
personnel who work, or who have worked, in the judicial system.
The data elements used in the report show the name, ;ocial
security number, position number, location number, status,

and status date. The report can be used to ideﬁtify‘rapidly .
the status of any person who works, or has worked in the

system. (See format. "H").

Social Security Number Index

This report shows the same information used in the Name Index
except the responce is arrayed in social security number order.

(see format "I").

Classificaton Discrepencies

This report, while by jocation, is used to show any differences
petween what the position is budgeted for and any discrepancy
with the authorized, or budgeted, level. The r;port shows loca-
tion, position and social security numbers, anniversary and
grade dates, class, base rate, and authorized FTE, class grade/

step and range along with status and status date of the incumbent.

(see format "J").

-2 3



FORMAT "H" . |
. g
NAME INDEX LIST ) g \7

+ N A M E SOC.SEC.NO. POSN LOCN STATUS STATUS DATE . !

D.9:9.9,9.9.6.0.6.0.9.9,0.4 KXX-XX-XXXX D.0,0.0.0. QEEED $,0.9..¢ XXX XXXXXX

FORMAT "1"
SOCIAL SECURITY NUMBER INDEX |
i

- ‘ SOC SEC NO N A ME POSN IOCN = STATUS STATUS DATE

XA-XX-XXXX -+~ XX00OXXX XX XXX XXXXX XX-XX-XX I

il -

y
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1

i
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2 ' N CLASSTIFICATION DISCREPENCIES ,
| I

' I

- IOCN POSN SOCIAL SEC. ANNV DATE AUTHORIZED STATUS {{;

e NO. NO. NUMBER N A ME DATE GRADE CIASS B RATE FTE CIASS GR S B RANGE STATUS DATE 52
.. : : Ik
- ’ - ' g . ?
' ‘ ‘ ‘ XOKX XXXXX XXX-XX-XXXX  XOO00OKT XX-XX XX-XX XXXX X XOOXX XOX XXX XX-X X X-XXX XXX XX-XX-XX if
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Vacant Position by Class

This report is produced monthly. It @hows location, class,.

class name, position number, FTE, grade/step, rangq} last rate
the position was paid and the date the position was Qacated.

This report is useful in determining what positions are available

! across the system for applicants who may have an interest in

transferring or moving. (see format "K").

Filled Position by Class

This report contains the same type of information as the "vacant

position by class" report except that it shows the numbers and

locations of incumbent personnel. This report is useful in
budgeting personnel expenditures and in conjunction with other

reports, in determining turnover rate and manpower needs (See

format "L").

Ethnic Code by Class

P

This report displays the same information as the "ethnic code

report by location" except that the data is arrayed by class

number and name. This report is useful in determining the effects

e SR

of minority hirings through affirmative action efforts and how

i the classes break out through those efforts (see format "M").

% | . -25-



R FORMAT "K"
VACANT POSITION REPORT BY CLASS
CLASS XXXX XX-NAME-XX
IOCN CIASS CLS/NAME  POSN FTE EXPIRE GR S RANGE RATE VACT DATE

2

XXX XXX XXOOOOKXXXXX XXX XXXX XX-XX-XX XX-X XX-XX XXX XX-XX-XX

TOTAL -—-XXXX

FORMAT "L" ‘ '
| FILLFD POSITION REPORT BY CLASS/LOCATION :
K] i
N CIASS X0 XXNAMEXX ?
IOCN CIASS CIS/NAME . . POSN. FTE = EXPIRE . GRS, RANGE SOC.SPC.NO. .INCUMBENT GR S ANNV B RATE STATUS STAT DATE
XOKK  X0KKX XOO000MKKK XKKKKK XKKK KH-XX-XK XX-X  XX-KX I00(-XX-XOOK  XOOMKKOO0K XK-X XKKK X KOOKKK XK KX-KX-XX -
FORMAT "M"
it
@ ' /‘\‘ . J ‘
ETHNIC CODE REPORT BY CLASS .
. o —e——eme-M A L, Emrmm ~—FEMA L E-- ¥
S C1ASS CLASS NAME cC o I N s c o I N S |
X0 X000
TOTAL~-XXXX , , o \ .
. M |
L
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. ’ The preceeding six reports (Formats H-M) are designed primarily

for use by a central personnel office. None of the information

contained in these reports is exclusive or private. Rather, it~

is arrayed in a fashion which lends itself to use By a central

3

office personnel staff.

#.  EEO REPORTS

EEO and Affirmative Action are required of almost all governmental

employees in one form or another. The following reporting forms

are intended for use in the circuits and are designed for remote
manual data collection. They can be "Batched" and submitted for

automated data processing at the central office.

EEO requires that statistics of this nature be collected and

maintained. Also, the act of filling out these forms aids

@ . -
in séensitizing and training administrative personnel who are
) in the field.
The following forms and descriptions are suggested as a starting
place for collecting the-necessary data.
v
|
!
- - : E - -
i
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This chart is a breakdown, by sex, race and national origin of the number .of
applicants at each stage of the selection process for a given job. The number

of applicants tested is compared to the number of applicants pa551ng each stage.
of the selection process. Items to be included are,. for example, minimum entrance
requirements, educat10nal prerequisites, 1nterv1ews, tests, etc.

.

EXAMINATION FOR

(Name of Job Opening)
Analysis of the Effect of Selection Procedures

From to
(month/year)

Date submitted
(See back of form for ‘example)

Steps in the Selection MALES FEMALES © .. . : TOTAL

(/)]
0
G
L]
2
4]

Procecss c J]Oo JI |IN

Nurber of Applicants

Number Taking

Number Passing

Number Taking

Number Passing

Number Taking

Nurber Passing

Number Taking

Number Passing

No. Eligible for Job

No. Offered Employment

. Employed

‘kf28—

Tt e g gt

. Into Effect

This cl_art is a breakdown, by sex, race and national origin, of the number
of applicants, the number offered appointments and the number actually hired

for the last funded year.

Appointments to Position

Classification of = - e

(Name of Position)

Fram e
(month/year)

Date Submitted

MALES FEMALES
C |10 JI [N |s C |0 [I IN S

Number of
Applicants

Number Of-
fered Ap~
pointment

Number Actu-
ally Hired

This chart is a breakdown of the number of transfers requested and approved

out of the total workforce, by sex, race and national origin.

Agency Transfer Data

Fram o o :
(month/year)

Date Submitted

’

MALES -~ ' FEMALES

Cl1O I [N |S ~C {0 |I

S - 'TOTAIL

Basic Workforce
Data

No. of Transfers

Requested

No. of Requests
Approved and Put

-29~




ﬂﬁs'dmméjs .

the number makihbrzgkdcw?“Of the number of employees eligible to apply for promoti
pramticn. the ngﬁberaggigggiéogérth: nugger :;king and.passing each test fgr the on,
the number of employees actually Fﬂé;:;:;afon ter passing the tests listed, and

This Chart is a preakdown of the number of employees who are eligible
omotion, and who were promoted, out of .

for promotion, applied for pr
the total workforce, by sex, race and national origin.

PROMOTATIONAL EXAMTNATION DATA

Agency Promotion Data
Examination for Position of

: to '
(Month/year) : -

Form

| (month/year)
Date Submitted -

Date Submitted

FEMALES
°—s TOTAL .
L FEMALES
: Clo [T IN[S|[[C[olI[N] S

MALES
CITOJTI[NS cljo il

No. of Employees Eligible to Apply

In Agency Workforce

Eligible for Promo- 2 |
. No. of Eligible Employees Making
| . an Application C

tion

No. Taking Test '

Who Applied for
Pramotion . !
: No. Passing Test

Promoted

No. Taking Test

No. Passing Test

No. Taking Test

¥

No. Passing Test
o U IR IR I U I R K

No. Taking Test

2y

No. Taking Test

No. Passing Test

No. Eligible for Promotion

No. Pramoted to Date

~30- O S .




) This chart is a breakdown by sex, race and national origin of scores on '
promotional examinations with numerical ratings. . This could involve
performance ratings, seniority ratings, written test scores, oral inter-

view ratings or other test elements.

Promotional Examination Factor Analysis
Factor Being Analyzed °

From - to
(month/year)

Date Submitted
(See Back of Chart for Example)

MALES FEMALES
C {0 |[I IN IS C |0 I [N |s ] TOT.

SCORES

ISR

........................

-AVERAGE SCORE

e . Lt

~

<5
g

’

This chart is a breakdown by sex, race and national origin of the type
and number of disciplinary sanctions imposed for actions resulting in

formal charges and for minor infractions.

Number and Type of Disciplinary
Sanctions Imposed ‘

Formal Charges Involving Investigation

to

From
(month/year)

Date Submitted

MALES FEMALES

cTo TIN5 NE o T TN s | TOTALS

TYPE OF SANCTION

Written Reprimand

Suspension: 1-5 Days

6-15 days

16 days or more

Reduction in Job
and/or Pay

Termination

Other

Exonerated

Total Cases

1

SWWMEUIﬂﬁﬂsmmﬂﬂ?FdRDﬂNORZDﬂﬁmCTﬂmE

TYPE OF SANCTION

MALES

C

OII[N

S

ClO|I

Days Off w/o Pay: 1 day

2 days

Extra Work w/o Pay: 1 day

2 days

Other

RN -
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EG. Other Reports

There are three other reports which deserve mention and, which
will be of great help to the system as it matures. ‘It must

be noted that these reports are not “"necessary" to the system
as it emerges and forms itself into a viable admiﬁistrative
entity and that one of the reports will require the cCollection
of additional data elements. These reports are: The Position

History; The Personnel History; and The Employee Skills Bank.

The Position History

This is a report which is designed to porteay, for personnel and
budget specialists alike, what has happened to a position or, a
group of positions since creation of the position, or, since
data elements have been kept. It can be made to show the class-
ification history of the position(s) in question as well as the
changes in distributed activity which have occurred over time.

This information is valuable in structuring both staffing patterns

~
[

and models.

" The Personnel History .

This is a report which is designed to portray the history of
personnel (employees) who work for the system and, what their
progression has been. It is useful to the personnel and adminis-
trative specialists who want to check an employee's history and

promotability. It can also be made to show the histories of

,V—35*

et St i,

groups of employees and can consequently be used as a positive

defense in EEO complaint proceedings.

The Employee Skills Bank s

This report requires additional data elements concerning the
skills, educational level, and ad’itional training possessed

by system employees. It is extremely helpful in locating specific
persons within the system for possible promotion. It does,
Iowever, require a substantial amount of time investment in
development at the front end of the system, but the rewards, in

a large personnel system, are considerable.

The three foregoing reports should only be produced on an "as
needed" basis as their routine production will be costly both

in data processing time and in paper. Consegquently, it is rec-
ommended that they be used in conjunction with a remote data pro-

cessing C.R.T. terminal.

B. Conclusion

The foregoing information in this report defines a
payroll/personnel records kee§1n§ system which adequately
addresses the record keeping needs of the Virginia Circuit Court
System. It is a system designed with simplicity in mind as
evidenced by the fact that it uses only three turn-around data

processing forms. The system can be updated with each payroll

A e e S -3 67,..w..., —




period if it is used with a batch mode of data entry, or daily

it if is used in a "real-time" or continuous mode.

As the data processing system of the Virginia Circuit Courts can
not yet be updated by remote terminals in the courts, "real-time"

or continuous mode input is out of the question at present.

Batch mode input is made more difficult by the fact that per-
sonnel are paid twice monthly. This creates the need for precise

mail delivery and stringent time limits. To get around this

problem it is suggested that a monthly payroll system be estab-i=Tz7.

lished. Failing that, it will be necessary to curtail the input
activity during one of the twice monthly payroll periods to

those activities which are absolutely necessary such as "new
hires" and terminations. All of_the other changes would be pro-
cessed once a month. This change -in ﬁa&roll/personnel progeduies
is recommended regar@less of whether or not the aforementioned

system is developed and adapted..
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CONCEPTUAL DESIGN FOR A SYSTEM OF
CIRCUIT ADMINISTRATORS IN VIRGINIA

A. Introduction

During the past few decades, We‘have witnessed active efforts
to reform the administration of this nation's courts. One of
the cornerstones of this reform movement has been the emergence
of administrative positions at all levels of court. In many
instances,‘the_establishment of these positions has been a nec-
essary response to an overwhelming increase in workload, requir;
ing management support to relieve judges from ever expanding
administrative tasks. Normally these "court administrator"
positions were staffed by individuals possessing specialized
management capabilities because of the uniqueness associated
with many of the organizational characteristics and interactions

of courts and because of the need to establish a management

. structure to insure the reality as well as the appearance of

an independent, self-managed, third branch of government.

Court administrator positions or circuit administrators, as
they shall be referred to in Virginia, were first created in
large urban courts because the workload volume and large admin-
istrative systems of these courts easily justified executive
officers whose duties covered a number of management areas. In
most jurisdictions, court administrators have worked in concert
with court clerks, performing complementary management duties
usually associated with courtroom operations and the adminis-

trative needs of judges (e.g. scheduling, budgeting for these

operations, jury management, and liaison with other governmental

agencies). More recently, the court administrator concept has
spread to some states with court'systems operating in predomin-

antly rural environments. Court administrators in these rural

i s oo . o =
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states usually are organized on a "regional basis" with each
administrator responsible for all courts in a geographic region.
In at least one state (Maine,, division of responsibility is by
region and court level.l

Virginia's court system is organized in circuits containing
many rural, many medium size, and somz relatively large (urban)
environmental contexts. The number of judges in each of the
31 circuits ranges from two to nine, with the median number of
judges per circuit being three. Within each circuit there

are one or more locations with Circuit Courts, General District
Courts, Juvenile and Domestic District Courts, and magistrates.
Clearly, in this environment, a regional administrator concept
organized by circuit is the most logical structure for an admin-
istrator system in Virginia should the State decide to create
such a system. Numerous management functions for all levels

of court could be performed by the circuit administrators.
These positions could be a primary link to state court adminis-
trative personnel and would serve to unify the administration

of Virginia's court system.

In its 19792 Court Organization Study, the National Center for
State Courts recommended the creation of a circuit court adminm
istrator to be responsible to the chief circuit court judge.
The proposed position would coordinate court support services
in the c¢ircuit for all levels of courts. The Study's proposal,
made in the context of a system wide reorganizational examina-
tion, was general in its scope, addressing briefly potential
duties, selection procédures, and authoritative relationships
associated with the position. Offered nere is a greéter

level c¢7 specificity in a circuit administrator system; including
position duties, office staffing levels, salary ranges, and

recruitment procedures.

lIn Maine, three regional administrators are assigned to the
Superior Courts and two are assigned to the District Courts.

i s : 3
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The preferred method of creation of the circuit administrator
system in Virginia would be through legislative enactment,

although not specifically required. The authorization legis-
lation would set forth the basic specifications of the system.
As a means of introducing the conceptual design for a circuit

administrator system here, immediately following is draft

legislation statutorily establishing the system.
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DRAFT LEGISLATIVE PROPOSAL

ESTABLISHMENT OF OFFICE: APPOINTMENT AND
COMPENSATION OF COURT ADMINISTRATOR

(1) A majority of the members of any circuit judicial council

may, in their discretion, request authority from the Vir-

ginia Judicial Council to establish the office of circuit

administrator in such circuit. Such request shall be in

writing and transmitted to the Executive Secretary of the
Virginia Judicial Council.

(2) The establishment of the office of circuit administrator

a majority vote of the circuit

and the order of establishment

shall be accomplished by
judicial council members

must attest to such vote. In case of a tie, the Chief

Judge of the circuit shall cast two votes.

COMMENTARY

Subsections one and two provide the method by which
the circuit administrators' office may be established--
by the Virginia Judicial Council subsequent to a re-

quest by the local Judicial Council in the circuit to
be served. '

(3). The position of circuit administrator shall be a classified
position under the Virginia Circuit Court Personnel System,

with all salaries and benefits being set by the Virginia
Judicial Council, pursuant to Sections

(refer to Personnel System authorization legislation.)
The circuit administrator shall be provided office space

in the same manner as such is afforded judges; he shall

also be entitled to travel expenses as other state employees.
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COMMENTARY

The court administrator will be covered by the Virginia
Circuit Courts Personnel System. The localities will

be required to furnish office space while the State
will fund all travel.

(4) The appointment of the circuit administrator shall be made

by the executive committee of the circuit judicial council
and he shall serve at their pleasure.

COMMENTARY

It is anticipated that the Executive Committee will
~ handle interviews and hiring.

(5) Nothing herein shall be construed to require the Virginia
Judicial Council to fund the circuit administrators' office

immediately upon notice by a circuit judicial council.

Actual creation shall be depend nt upon the budgetary

limitations of the Virginia Circuit Court System as set
by the General Assembly.

COMMENTARY

The above section allonws the Virginia Judicial Council
to determine when the circuit administrator's office
would be established. Obviously, it must be viewed in
light of the budgetary status of the personnel system
~at the time of notice. It can be anticipated that
many, if not most, offices will begin implementation
at the beginning of the next fiscal year after such
notice by the circuit judicial council.

DUTIES OF CIRCUIT ADMINISTRATOR

It shall be the duty of the circuit administrator to:

(a) perform non-judicial tasks of the circuit, district,

and magistrate courts of said circuit as assigned by
the circuit judicial council.
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(b)

(c)

(d)
(e)

serve as liaison with the general public and members:

of the bar;

provide administrative support for all judges in the
circuit; '

serve as staff to the circuit judicial council;
perform such other duties as assigned by the chief

judge and circuit judicial council.
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B. Circuit Administrator Duties

1

O The proposed system envisions the creation of one circuit admin-
istrator in each circuit in the state of Virginia, which would
result in a total of 31 positions when totally implemented.

The duties to be performed by the administrator are numerous,

but the primary function of the office is to serve as "chief
of staff" for the circuit judicial ¢council, aiding in such
areas as staffing levels, budget reviews, and implementation
While the administrator
5 b will be in a position to assist the courf clerks in various

T — e

of the circuit council's decisions.

areas, all duties of the office will be completely distinct
from those exercised by the clerks.

14

‘ One of the most important roles within the circuit administra-
tor's responsibilities is that of providing expert budget
advice to the local court offices. Under the propnsed system,

d#; the local judicial council would review all budget requests

from the courts within the circuit, prior to their submission to

the Virginia Judicial Council. The circuit administrator,
as staff to the local judicial council, would assist the

clerks; etc. in the preparation of these budget requests.

0

Additionally, he would provide expert budget advise to the
circuit council during their review and assist in obtaining
the necessary data and provide a more accessible source of

% ‘ information concerning the courts' operations.

As staff to the judicial council, the administrator will
s undoubtedly be required to gather and analyze statistical

{‘§ data concerning the operations of the courts in the circuit.
Any administrative changes promulgated by the Circuit judicial
Q council can be closely monitored and evaluated by the circuit
administrator, allowing for a much more efficient operation

S | | of all the courts in the circuit. This statistical monitoring

function can also identify areas that need attention by the

circuit judicial council, such as slow case processing time
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and other problems that may be peculiar to the individual
circuit. The availability of meaningful statistics will

allow the court to operate more efficiently and provide invalu-
able timely information to the Virginia Judicial Council,
Supreme Court, and the General Assembly.

The circuit administrator will be in a unique position to
view the workings of the court on a daily basis with input
from different perspectives. As such, he will be able to
make recommendations for improvements and assist in any re-
visions that may result. The administrator will also provide
a useful function in areas of budget maintenance, reviewing

expenditure reports on a periodic basis and preventing budget
deficits. ’

The administrator will provide continual assistance in the
actual operation of the courts personnel system. He will con-
stantly review job descriptions and duties thereby insuring a

constant information flow to the state Judicial Council. This

- will maintain the accuracy of ‘job descriptions and accurately

reflect any changes that occur in relation to job functions,
etc. '

The circuit administrator will provide a source for communica-
tion and coordination within each circuit. For instance,
liaison between the courts and local bar associations can be an
invaluable administrative service. He can also serve a public
liaison function--representing the various courts in the circuit
at public functions such as speaking engagements, etc. Most
entities that work closely with the court system (media, social

workers, etc.) will find a new and accessible source of infor-
mation about the court system.
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Necessarily, the role of the circuit administrator will vary
in relation to the environmental context in which he is func-
tioning. In a completely "unified" system, the administrator
works with concise lines of authority. In such a system, the
administrator's duties are explicit and there is much less
confusion in delineation of responsibilities among the admin-
istrator and elected officials. In states that are not "unified",
the situation is far different. The administrator must work
with other court officers who, in many cases, view him as a
"new-comer" to the local management environment. This can
result in resistance, despite the fact that the administrator
is a trained professional, well versed in management principles,

able to serve an "in-house" expert role.

In Virginia, there exists a combination of centralized and

decentralized structures in court administration. The Circuit

Administrator will have to be sensitive to the appropriate

role dictated by this mixed environmental structure. Certain
duties and objectives may be pursued diligently in carrying

out the statutory mandates of the office, while other duties

" and activities, particularly those affecting court clerk oper-

ations, should be pursued with maximum sensitivity to existing
constraints and political realities.

The circuit administrator should serve as a catalyst fox court
improvements. Because the improvement process can be challeng-
ing, the persons employed for these positions should possess

the ability to interact harmoniously with diverse groups in a
variety of situations. The success or failure of administrative
offices depends upon the presence of this quality in the admin-
istrator. If the administrator is not successful in personal
interactions, the circuit administrator system will likely be
considered unsatisfactory to many.




The circuit administiator would be integrated into the state
personnel system and would belong to a discrete job class.
Proposed class specifications for the court administrator
positions are presented in Appendix A.

C. Salary Range ($26,436-$35,553)

The most recent comprehensive national survey of trial court
administrator salaries was done by the National Center for
State Courts in 1978.

the country in this salary survey.

There were 215 respondents from across
Approximately 50% of

the respondents indicated that their salaries were above
$25,000 per anum. These figures have increased 15%—20% since
the survey was completed in response to the cost of living
increases, élthough some states surveyed still had rather

low salavy scales (e.g. Alabama $15,000-$28,000 and $12,576-
$20,484 tor the two clerk levels in that state). The recommended
range for the Virginia circuit administrators ($26,436-$35,553)
falls within the adjusted average range for court. administrators
nationwide and is adequate for all but the very largest of

T . . 2
Virginia's circuits.

The salary range recommended for Virginia's circuit adminis-

trators ($26,436-$35,553) seems an appropriate range in compar-

- ison with other states given the broad range of duties to

be performed by these positions. This range is associated with
500 classification points on the proposed Circuit Court classi-
fication methodology.3 Steps within the range should be deter-

mined by qualifications, actual duties exercised, and to a

‘certain extent, circuit size.

2The largest circuit court, Fairfax, employs an administrator

already.
3Point total obtained by the following analysis: comprehensive
duties/substantial education and substantial experience; creative
task complexity/abstractly defined available solutions; substantial
supervisory responsibility/maximal impact on operations,
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Tt should be noted that many states £ cveyed by EHS&A employ
two or more classes of court administiators, i.e. a court
administrator class series. Within each class series, the
qualifications requirements were identical except for subtle
distinctions. The determining factor for choice of class
level in a given jurisdiction appears to be workload and the
population of the area. (Flbrida is in the process of elim-
inating the population criterion as being irrelevant and
Alabama is also reevaluating its use of this criterion.)

The proposed system contains one Circuit Administrator class
with one associated set of class specifications. The various
Circuit Administrator positions to be employed in Virginia
will have essentially similar duties and responsibilities and
should have associated gqualification standards which are
uniform throughout the state. The state should use the follow-
ing factors in determining the assignment of steps to positions

within the recommended salary range:

1) Population of circuit (this should not be over emphasized

as a guiding factor;

2) geographical size (some circuits may present unique

problems due to a smaller or larger than average area
served by the administrator;
3) actual duties performed (the total functions of the admin-

istrator will vary somewhat, depending upon the activi-
ties of the circuit judicial council.);

4) education;

5). experience (the quality of the experience should be -

considered, i.e., experience in general management vs.
experience in court management);

6) caseload of circuit (while the administrator will not be

involved in actual caseload management, the size of the
circuit caseload will, to a certain extent, indicate

the general activity of the circuit judicial council.

-11-




D. Staffing Levels

The staffing levels required by the office of Circuit Administra-
tor will vary from circuit to circuit within the State. A
survey of approximately ten states indicates that the staff
size of circuit administrator offices is more dependent upon
the duties actually exercised than on the size of the juris-
diction. Beyond the "core" staff for these offices (e.g. sec-
retary and administrative assistant) additional staffing
requests are handled by personnel offices on a case-by-case
basis; no state surveyed utilized any type of staffing formulas.
The presence of the administrator position itself is not ne-
cessararily a uniform certainty. In those states having court
administrator positions, the state of Florida, for example,

has 20 trial court districts with 18 court administrators

while Kentucky and Alabama employ court administrator offices
only in their urban courts. In these states, staff sizes are
small with the exception of those offices involved in special
projects. Staffing for Virginia circuit administrators, beyond
core staff of a legal secretary and a law clerk, should be
handled on an "as needed" basis.

1. Secretarial Support

Each circuit administrator's office within the court system
should be staffed with at least one secretary. The lack

of secretarial support for judges that now exists indicates
a need in this area. The secretary would perform work fdr
all the judges in the circuit under the direction of the
circuit administrator. Additionally this person will perform
duties for the administrator and assist in the preparation

of legal memoranda for the law clerk. The Chief Judge of

the circuit will be responsible for hiring the secretary.

-12-

&

[ S

"(5_9

' SALARY RANGE: ($10,344—$l3,9l2). The secretary for the

circuit administrator's office should be classified‘as é
legal secretary/executive secretary (see proposed Circuit

Court personnel system class specifications, reproduced

appendix B).

2. Law Clerks

i - i ided with
Each circuit administrator's office should be provide

at least one law clerk to assist the judges within the cir-
cuit. The data collection effort by EHS&A during the Vir-
ginia Circuit Court Personnel System study surfaced the

need for such a position to be available to all judges of

the various courts within the circuit. The administrator

S ]
would have the responsibility of managing the law clerk's
1 1
work and would coordinate the allocation of the law clerk's

time among the judges.

Tt is recommended that one clerk be allotted for every

four Circuit Court judges.4 The law clerk could also pro-

vide research services to the district judges and magis-—
trates but would be primarily responsible to the Circuit

Court. In those circuits containing less than four circuit

the law clerk could provide a greater amount of

judges .
it magistrates than in four

assistance to district judges and

judge circuits. The law clerk would be hired by the Chief

Judge of the circuit and would serve as "floating” staff,

being assigned projects for the various judges by the cir-

cuit administrator.

4The ratio of one clerk to four circuit judgis iieszg::?iZte
' i Courts have much mo
arbitrary, although Supreme ! ppetl
ili ach judge. The one
work and utilize one clerk for eac . : L
i t, with the actua
i hould be viewed as a starting point, . :
ii;;erdepending on the needs as percelved_by the circuit
judicial council subsequent to implementation.
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SALARY RANGE: ($14,617-519,650). Most law clerks will be
recent law school graduates possessing "substantial educa-

tion and minimal experience" (see classification methodology

in project final report) and having comprehensive duties.

Their work will'be "broadly defined" with consistently
"intricate" Jjob tasks, many of which are non-recurring.

All work
will be reviewed by the judges, thus allowing for a "substan-

They will have no supervisory responsibilities.
tial" impact on court operations. This assessment of the

law clerk position class yields a classification point total
of 340 points, which is associated with the recommended sal-
ary level. A proposed class specification is presented

below.

It is anticipated (though not required) that all law clerks

would serve for a period of one year. Their beginning
éalary generally should be at the bottom of the pay range;
pay step assignment may also be dependent on factors such
as bar membership, class standing, and work history.

Using the staffing formula mentioned above, (one law clerk
per four Circuit Court judges) the number of law clerks

required computes as follows:

Circuit
~( Number

Number of
Judges in
Circuit

Number of
Law Clerks

Circuit
Number

Number of
Judges in
Circuit

Number of
Law Clerks

€

W 4 U1 W =

11
13

N W W W W

N = e e

[+ o BN o) NN SN (N ]

10
12
14

LT O R R S R S e

i e e i i S

e (i coeesarem b S

-14-

B

..Mh -

el

\, o

i

Ny

3
A

g

\ >

R

&

CLASS SPECIFICATION

LAW_CLERK

Class Dimensions

Positions in this class provide professional legal support to
the Circuit Judges and judges of the lower courts in a particu-
lar circuit. The required legal research is of a highly respon-

sible nature, requiring precise, analytical skills.

Examples of Work Performed (Any one position may not include gll
of the duties listed, nor do the examples cover all of the duties
that may be performed.)

® prepares pre-hearing memoranda involving independent research,
analysis, and evaluation of arguments raised in pleadings,
or appeals;

@ analyzes cites authorities, laws and statutes for informa-
tion pertinent to a particular case;

® assists in preparation of court opinions.by drafting opinions
for review with editing and approval of judge;

® assists in training of new law clerks.

Qualification Standards

Graduation from an accredited (ABA) law school. Successful com-
pletion of the Virginia Bar examination is desirable but not re-
quired. The law clerk should possess highly developed legal re-
search and analytical skills and the ability to write clearly and

concisely.
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Number of Number of

Circuit Judges in Number of Circuit Judges in Number of
Number Circuit Law Clerks Number Circuit Law Clerks

15 4 1 16 4 1

17 4 1 18 3 1

19 9 2 20 2 1

21 2 1 22 3 1

23 5 1 24 4 1

25 3 1 26 3 1

27 3 1 28 2 1

29 3 1 30 2 1

31 2 1

TOTAL LAW CLERKS: 34

3. Summary

It should be emphasized that the above discussion presents

recommended staffing levels. Because of the inevitable

diversity in the duties actually exercised by the circuit
administrator's office in the various circuits, exceptions
necessarily will have to be made. Furthermore, it may not
be possible'to establish offices with circuit administrators,
law clerks, and secretaries in all circuits at once. Some
phasing-in of the system is likely to occur given constraints
on available resources for new positions in the public sector.
The Personnel Cffice should be prepared for diverse circum-
stances in administering the proposed system. Criteria for
decision~-making in this regard may have to be formulated
covering, for example, duties assumed by the administrators,

special projects for the state or locality, an extraordinary
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case volume or trial volume, unusually large ge0graphical}
areas, extremely long filing to disposition times,:and
other factors.

Recruitment

1. Procedure

Effective recruitment is a prerequisite to the acquisition
of competent, qualified personnel for the circuit court
administrator system. For purposes of the Virginia Cir-
cuit Court Personnel System, including circuit acministra-
tors, all public recruitment (job announcements, adver-
tisements, etc.). This insures uniformity in hiring prac-
tices and will insure conformance to all federal hiring

requirements.

As per the authorization legislation, all circuit adminis-
trators are to be hired by the Executive Committee of the
Circuit Judicial Council with the concurrence of the entire
Circuit Judicial Council. The state personnel office
should keep an open listing of all eligible applicants

for the position of circuit administrator. When a vacancy
occurs, the Circuit Judicial Council should be furnished

a list of such applicants.

The CGircuit Judicial Council should be responsible for all

interviews and correspondence with potential employees.
While the local entity may hire from outside the list, they
should be encouraged to utilize these services and hire
from within the ranks of eligible applicants. If the

local council decides on a local applicant not included

in the state directorv of potential appointees, the State
Personnel office should be required to approve the appli-

cant's qualifications prior to actual appointment. For



case volume or trial volume, unusually large geographical

areas, extremely long filing to disposition times, -and

other factors.
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cuit Court Personnel System, including circuit administra-
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tices and will insure conformance to all federal hiring

requirements.

As per the authorization legislation, all circuit adminis-
trators are to be hired by the Executive Committee of the

Circuit Judicial Council with the concurrence of the entire

Circuit Judicial Council. The state personnel office

should keep an open listing of all eligible applicants
for the position of circuit administrator. When a vacancy

occurs, the Circuit Judicial Council should be furnished

a list of such applicants.

The Qircuit Judicial Council should be responsible for all
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While the local entity may hire from outside the list, they
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case veclume or trial volume, unusually large geographicalf
areas, extremely long filing to disposition times, -and
other factors.

Recruitment

l. Procedure

Effective recruitment is a prerequisite to the acquisition
of competent, qualified personnel for the circuit court
administrator system. For purposes of the Virginia Cir-
cuit Court Personnel System, including circuit administra-
tors, all public recruitment (job announcements, adver-
tisements, etc.). This ~nsures uniformity in hiring prac-
tices and will insure conformance to all federal hiring
requirements.

As per the authorization legislation, all circuit adminis-
trators are to be hired by the Executive Committee of the
Circuit Judicial Council with the concurrence of the enti: e
Circuit Judicial Council. The state personnel office
should keep an open listing of all'eligible applicants

for the position of circuit administrator. When a vacancy
occurs, the Circuit Judicial Council should be furnished

a list of such applicants.

The Circuit Judicial Counci] should be responsible for all

interviews and correspondence with potential employees,
While the local entity may hire from outside the list, they
should be eéncouraged t¢ utilize these services and hire
from within the ranks of eligible applicants. If the

local council decides on a local applicant not included

in the state directory of potential appointees, the State
Personnel office should be required to approve the appli-
cant's qualifications prior to actual appointment. For
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this reason, all announcements, especiall? for circuit admin-
istrators, should state tha+- "certification by the state
personnel board of the Virc:.:ia Judicial Council is a pre-
requisite to actual appointment", thereby encouraging appli-
cants to seek certification at the same time ﬁhey apply.

This procedure is much like the one used by the Federal
Judiciary in filling vacancies for the ppsition of Circuit
Executive in the Courts of Appeals. It allows local autonomy
in hiring while insuring uniformity in hiring practices.
Again, care should be taken, to prevent any "friction™

from occurring between the local hiring authorities and the
staff of the Virginia Judicial Council. The employment of
court administrators has always been a guarded prerogative
of the judges who will work with and rely upon the adminis-
trator position. The various Chief Judges of the Circuits

should be given as much latitude as possible in hiring

decisions.
2. Recruitment Sources

There are numerous potential sources for recruitment of
circuit administrators available to the State of Virginia.
It is safe to assume, however, that most professionally
trained and experienced circuit administrators will come

from outside the state.

Advertisements for position vacancies should be placed in
several national publications frequently read by members
of this field. The National Center for State Courts pub-
lishes a monthly bulletin with wide circulation as does
the American Judiciature Society. Additionally, several
universities and management training centers forward job
announcements to their graduates. Prominent among these
are the University of Denver Law Schools' Judicial Admin-

istration Department and the Institute f Court Management
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(ICM), both located in Denver. The University of Denver
offers an excellent masters bProgram in judicial administra-
tion, as do the American University and the University of
Southern California, while ICM provides training services
to clerks and court administrators via a set of seminars.
Extreme care with regard to timing should be taken when
Placing ads in all of the above publications. Because of
the national distribution of these publications, the "lag
time" between placing an ad and actual publication is some-
times four to eight weeks. Frequently, job announcement
deadlines have already passed by the time distribution takes
pPlace. This problem does not exist as much with the train-

ing centers since they usually make announcements on a case+
by-case basis.

Within the state of Virginia several options are available.
Local newspapers provide a ready conduit for announcements.
Transmittal of job announcements also should be made to all
state universities offering degrees in public administration,
business administration, and related fields. All announce-
ments should also be sent to the Virginia Employment Commis-
sion and the applicable state civil service agency.

Caution should be taken to insure that minorities are repre-
sented fairly and reached in all recruitment efforts.
Announcements in newspapers should include those papers with
large minority subscribers. Universities contacted should
also include those with large minority enrollments. all ads
should clearly state that the Virginia Court System is an
"Equal Opportunity Employer", Additionally, local judges

and clerks should be"%ncouraged by the personnel office to
actively recruit minority persons. This encouragement should

be in written form issued by the Chairman of the Judicial
Council.
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When announcing a job opening, the ad should give a brief
job description. or descriptive title, summary of duties,
salary information, where the application is to be filed,
deadline for application f£iling, and any type of examina-
tion that will be required.

Budget Narrative
1. Personnel

The Persconnel costs for the proposed system have been esti-
mated to reflect probable hiring practices. The court
administrator salaries used are the mid-point salary within
the recommended range, wh%}e tba_law clerk and secretarial
A flat

rate of 14% has been used to compute fringe benefits, con-

salaries represent the end of these ranges.
sistent with the state executive branch computation for

estimating new position costs.
2. Travel

Circuit Administrators will be required to travel for their
jobs. Travel occurs on those occasions when the administra-
tor is reguired to visit localities within the circuit other
than the one in which he or she resides. Travel costs have
been estimated at 500 miles per year at 18%¢ pef mile, six
nights lodging costs, and 10 days meal costs. Obviously,

those circuits which encompass only one city/county will

have somewhat reduced costs and conversely, those circuits
that are large geographically will require increased costs
in this area. The amounts budgeted reflect an average of

these extremes.
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3. Contractuals

This category includes rent of basic office equipment, includ-
ing copies, typewriter, and postage machine. It may be possi-
ble for the administrator to utilize some equipment already

owned by the counties, which would diminish this cost item.
4. Equipment

The equipment category covers basic office furnishings: two
desks, two chairs, one file cabinet, and any unforeseen needs
up to $200.

after the first year of funding.

This category would be reduced substantially

5. Other

Postage and telephone costs have been estimated at $300 pear
month. These costs are necessary to allow the circuit

administrator to maintain close contact with the attorneys
and judges in the circuit. This category could increase
after the first year. Again, the smaller circuits would

require less funds for such purposes.

Budget
Personnel
(C. Adm.) 30,658 X 31 = § 950,398
(L. Clerk) 14,617 X 34 = 496,978
(Sec.) 10,344 X 31 = 320,664
$1,768,040 X .14%.
247,526

Total Personnel Costs - $2,012,291 $2,012,291

*
14% has been used to compute fringe benefits.
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Travel

Mileage - 500 miles a month X .18%¢ =111.00 X 12

Lodging .- 6 - 1 night stays @ 25.00 =
Meals - 10 days @ 24.00 =

Contractuals

Rent on copier, typewriter, postage
600 @ month X 12 = $7,200

Office Space

To be provided by localities vis-a-vis
enabling legislation

Equipment
2 Desks @ 500.00 = 1,000
‘2 Chairs @ 150.00 = :300
1l File Cabinet @ 150.00 = 150
Misc. Equipment@ 200.00 = 200
Total Equipment $1,650

Other
Postage - 150 @ month = 1,800
Phone - 150 @ month = 1,800
Total Postage & Phone $3,600

Misc. Supplies
(paper, etc.) 1,000

Total Other $4,600

TOTAL FIRST YEAR BUDGET

1,332.00
150.00
240.00

1,722.00
$ 7.200.00

-0~
$ 1,650.00
_$ 4,600.00

$2,027,463.00
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APPENDIX A

CLASS SPECIFICATION

Circuit Administrator

Class Dimensions

Positions in this class have responsibilities for administrative
work in assisting the Chief Judge and the Circuit Judicial Council
in conducting and supervising a variety of complex administrative
functions. The Circuit Administrator performs diverse tasks and
generally will be responsible for non-judicial administrative
work providing executive direction in one or more divisions on
behalf of the Chief Judge; performing special assignments and
coordinating programs relative to the court system; formulating
and making recommended changes for improvements in the judicial
systems; assisting the Chief Judge in the assignment of judges
and other court personnel for maximum utilization; preparing

the court budget and making recommendations to the Judicial

.Council for staffing levels in the various courts.

Examples of Work Performed. (Any one position may not include all
of the duties listed, nor do the examples cover all of the duties

that may be performed,)

® assists the circuit judicial council and the Virginia Judi-
cial Council in making decisions concerning staffing levels
in the various courts;

® formulates and submits recommendations for continued improve-
ments of the judicial system; :

@ provides assistance to all courts in the circuit in preparing
budget requests and has final responsibility for submission
of such budget requests to the Virginia Judicial Council;

® establishes and maintains a management information system
effecting liaison and coordination among the courts and

judges of the circuit;

® serves as staff to the circuit judicial councils;

-22-
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APPENDIX A

® collects, compiles, and analyzes statistical data pertain-
ing to the court and submits periodic reports to the Chief
judge; '

® supervises and assigns the circuit law clerk and secretary
to judges;

& assists court personnel in the collection of all statistical
data required by the state of Virginia;

® acts as liaison for the courts and magistrates and its rela-
tionship with all outside entities;

® prepares and submits to the Circuit Judicial Council an
annual report on the work of the courts within the circuit
and on the activities and the office of the administrator;

® maintains the state personnel system in the circuits and
reviews jobh descriptions as needed;

® provides assistance to the clerks of the circuit in improving
office techniques, jury management systems and other aspects
of clerk operations;

® performs related work as required.

"Qualification Standards*

Graduation from an accredited four-year college or university

with major course work in public administration, business adminis-
tration, or judicial administration and three (3) years experience
in administrative management at the executive level in court admin-
istration. A masters degree in one of the above areas may be
substituted for one year of the required experience and a law

degree may be substituted for three years of required experience.

*

The salary levels recommended are commensuratc with mid-level
government management employees, and should require professional
education with some experience. ,
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CLASS SPECIFICATIONS

LEGAL SECRETARY/EXECUTIVE SECRETARY

Class Dimensions

Positions in this class perform a broad scope of secretarial,

and technical activities of a legal nature for judges,
law clerks, and/or Circuit Administrators. P051tlons
secretarial duties of a variable

clerical,
magistrates,

in this class perform related

degree of complexity with standardized solutions available.

The Legal Secretary/Executive Secretary exercises minimal super-

visory responsibility; job task:s have a moderato consaaquance

of error.

(Any one position may not include

Performed. ‘
o do the examples cover all the duties

all of the duties listed, nor
which may be performed.)

1; retains and composes

® receives and reads incoming mail .
dence for supervisor's

answers to procedural correspon
approval;

ation pertaining to legal memo-

g transcribes dict : :
® takes and issues summaries,

randa, rulings, orders, petitions, briefs,
manuals, and policies;

takes telephone calls and

® read and routes incoming mail, : : :
i ffice files and records;

interviews callers; maintains o
® schedules appointments meetings and conferences;

e performs related work as directed by supervisor.

Qualification Standards

Graduation from high school and at least two years secretarial

experience or any eguivalent c
jence which provides the following knowledge,

ombination of education and exper-
abilities and skills:

—-24-
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knowledge of legal terms and phraseology; legal forms and docu-
ments and their processing, knowledge of office practices, methods
and appliances; knowledge of letter writing, correct punctuation,
spelling, and grammatical usage, knowledge of court procedures;
knowledge of sources for checking legal citations; ability to

understanrd and follow written and oral instructions; ability to

prepare legal reports and correspondence independently; ability
to perform complex clerical work and accept responsibility;
ability to analyze situations accurately and take effective
action; ability to deal tactfully with public.
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PREFACE

The Virginia Circuit Court Personnel System Study was initiated
by the Supreme Court and the'Offiqe of the Executive Secretary

to address a priority item on the agenda of Virginia court system

organizational development. Supported by funds from the Law

Enforcement Assistance Administration of the U.S. Department of
Justicé and conducted in conjunction with Ernest H. Short and
Associates, Inc., the study's primary objective was to research
numerous aspects of Circuit Court personnel administration and

generate detailed recommendations for system improvement.

This report.speaks to the major issues associated with the crea-
tion of a personnel system linking the Circuit Court Clerk's
Offices éirectly to statewide administration of the Virginia
judicial system. A . classification system and associated compen-
sation plan comprise the cornerstones of the personnel system
proposed here. The implementqtion of these plans would complete
the process of initiating a statewide administrative mechanism
for all levels of the Virginia court system, the ultimate pur-

pose of which iz to enhance the.delivery of judicial services

to the people of Virginia.

The products of the Virginia Circuit Court Personnel System Study
resulted from an intense field effort during which 80 Circuit
court Clerk's Offices were visited in person, with the remaining
officeé asked to participate by mail survey. of the 80 offices
visited, twelve were designated as "intensive site visits" in
which interviews were conducted with representatives of all
distinguishable position types in the office. The project oper-
ated under the guidance of a Circuit Court Clerk's Advisory Com-
mittee, which contributed directly to the criteria used in develop-
ing the proposed classification system. Project staff wish to
thank the members of the Advisoxy Committee for their expert
guidance; much credit goes also to the Office of the Executive Secre-

tary for their role in the plannihg and implementation of the Study.

v
T
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I. TOWARDS A PERSONNEL SYSTEM FOR VIRGINIA CIRCUIT COURTS

?
\ .
amn

A. The Momentum Toward Change

As Virginia's only general jurisdiction trial court, the Cir-
court Courts are a central component in the State's judicial
system. Despite nearly a decade of relatively rapid movement
toward a more unified court structure in Virginia, the primary
administrative support offices for the Circuit Courts, the Cir-
cuit Court Clerk's Offices, continue to be decentralized and
autonomous entities. Circuit Court Clerks are locally elected,
constitutionally authorized officers, whose offices are inte~
gral to both judicial and executive functions of local govern-
ment. Because a primary function of the office is Circuit
Court administrative support, it is becoming increasingly ap-
parent that there are benefits to be realized by establishing
closer administrative ties to the rest of the State's judicial
system. A major step toward this end would be the creation of
a statewide personnel system for Circuit Court Clerk's Office
employees. Better recognition by funding sources of the criti-
cal and intricate nature of court support work with commensurate
upgrading of resources to administer operations would result

from the creation of a statewide personnel system.

~When the Virginia Court'System Study Commission (the I'Anson

Commission) reported to the Governor and the General Assembly

of Virginia in 19711, its recommendations did not encompass
administrative change in Circuit Clerk's Offices. While focus-

. 2 .
ing on numerous other aspects of court reform™, it made recom-

l"Report of the Court System Study Commission to the Governor and

the General Assembly of Virginia'", House Document No. 6, (here-
inafter cited as I'Anson Report).

Thesg %ncluqe establishment of an intermediate appellate court,
a unlf%ed district court system, a magistrate system, revised
grand jury procedures, and full time prosecutors.



mendations only marginally, affecting the Clerk's Offices, such
as a proposal to enhance judicial manpower by reducing the total
number of circuits and requiring that workload be shared among
ﬁg?ges. The I'Anson Commission set in motion a number of signi-
ficant changes in the judicial system, but did not address in
detail personnel administration issues commonly the subject of
comprehensive reform studies--a fee system of compensation,
appointed vs. elected clerks, a statewide classification and
compensation plan, and the involvement of state staff (through
technical assistance) in training personnel and modernizing
office syétéms. The Commission's report did suggest that the
Office of the Executive Secretary assume dreater responsibility
in personnel administration, but did not outline the specifics

of increased involvement.

In 1979, the Virginia Judicial Council commissioned the National
Center for State Courts to conduct a Court Organization Study to
measure progress in the implementation of I'Anson Commission
recommendations and otherwise develop a blueprint for continued
change in judicial system structure and operationB. This report
scrutinized the Circuit Court system in some depth as well as
addressing the magistrate system, utilization of substitute
judges, the intermediate appellate court concept, and the overall
administration of the courts. 1In addition to espousing the vir-
tues of an appointed clerk system, the National Center recommended
the establishment of a statewide system for all Circuit Court
personnel, with compensation by salary from General Assembl?
appropriation and elimination of the fee system. The Court Organ-
ization Study recommended that the new persbnnel system be com-
bined with the District Court personnel system, which is centrally

administered by the State.

3"Virginia Court Organization Study", National Center for State
Courts, submitted to the Judicial Council of Virginia, March,

1979.
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The themes and reasoning of the Virginia Court Organization

Study echo those values commonly asserted in the court reférﬁ‘
movement of the past decade. Courts are viewed as a state entity;
EESY sh?uld be largely divorced from politics and administeredl v
pProfessionally. Uniformity of procedure and practice is desi

blg, and the independence of the judiciary is paramouﬂt Th -
connection of revenues to expenditures (fees to salarie;) ise
deplored and should give way to a system of appropriation based
upon ne?d alone. In the Study, the autonomy of the Circuita
Co?rts 15 seen as denying the benefits of a unified system in
which modern practices, Planning, coordinatiﬁn, and budgetar
advocacy (as well as other inter-governmental relations) m yb
implemented with solidarity of ‘Purpose. o

imprOYe operational efficiency just as the District Courts

hav? improved aj a result of their experience with uniform
administration. Interestingly, the study diverges from the
conventional line of reform by recognizing the impracticalit

of s?litting out the executive functions of the Clerk's Offi: S,
leaving a purely judicial operation for inclusion in a statewzzi
system. These Tecommendations are made in the context of th )
Study's observation that the Virginia Court system's princip:l
weakness js the lack of active, coordinated local administration

Taken together, the I'Anson Commission and Court Organizatio
Study present a comprehensive agenda for change following th:
course purported by reformers throughout this century and imple-
mented by many states to various degrees and in a multitude ife
forms. Centralized personnel administration is a charéer aspect
©f the unified model being promoted. However, just as the p:th of

tor system, and addres
e ses pro i ;
de novo. problems in court reporting and trials



change has been difficult for many states, so will it be for
Virginia unless the elements of the proposed personnel system
respond to need within the system.
Qi}ndly‘echo the strains of reform are doomed ﬁo failure. The
challenge of the Virginia Circuit Court Personnel System Study
is to design a system preserving what is good about the status
quo, changing-:what is dysfunctional, and creating additional
elements for the system which could be of benefit to all.

Proposals for change which

B. The Focus of Present Personnel System Proposals

This report presents a design for a classification and compensa-
tion plan for the Virginia Circuit Courts. Although ultimately
the system design should encompass positions outside Circuit
Cierk's Offices (such as court reporters) and positions now non-
existent or extremely rare (such as data processing positions),
the system herein presented focuses on Circuit Court Clerk's
Office staff, which constitutes virtually all non=-judicial
personnel in the system. The primary purpose of the system is

to offer the Circuit Courts a personnel administration tool to

promote equitable, uniform management of the system's most valua-

ble resource--people.

One premise ccmmon to reform efforts and endorsed here is that
court systems ought to be self administering and indapendent
from undue influence exercised by other branches of goVernmgnt.

For this reason,

it is recommended that a statewide classification

@

o

and compensation plan be adopted for the Circuit Courts to link

these courts with the rest of the system. This administrative
link will bring the entire court system together for the first
time in the State's history, creating an opportunity for unified
advancement of judicial system goals. Compensation worthy of
the complex and important tasks performed by clerk's office per-

sonnel may be realized by the proposed system.

system would allow state level staff to play a more constructive -

Once operational, the
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service role in personnel administration. Under the new sys-—
tem, localities would retain a high degree of decisionémaking
cqntrol while participating in the advantages of a more cohe-

sive statewide system.

Consistent wiph the premise of fostering an independent self-
administering judicial branch in Virginia, it is the position
of this report that significant personnel administration respon-
sibilities not be held by agencies outside the judicial system.
Therefore, it is recommended that state level personnel admin-
istration responsibilities for Virginia Circuit Court Clerk's
Offices be removed from the Virginia Compensation Board and
placed with the Judicial Council. The Board's authority is
statutorily derived; the Virginia Code should be amended to
transfer authority to the Judicial Council which ‘would have ‘-
the statutory authority toﬁadminiStér the system.

One of the major reccmmendations of the Virginia Court Organi-
zation Study pertaining to Circuit Courts is the elimination
of the fee system of personnel compensation. This system,
whereby Clerks and their staff are paid out of specified feeg
and commissions (with a statutofy maximum for Clerks and a
Virginia Compensation Board authorized maximum for staff--
plus local supplements) is entirely foreign to modern pre-
cepts of public personnel administration. An inherent’ danger
in this type of system is for funding sources--the VCB and

the counties--to tie expenditures decision making to revenue
levels, thereby simulating within the Circuit Courts a private
profit making model of personnel administration. Were it not
for the land records, traffic cases, and other fee~generating
workload (not commonly handled by courts of general jurisdic-
tion in other states) the Circuit Courts would generate only

a fraction of their operating cost by fee revenues.
the system in most counties "pays for itself",

As it is,
perpetuating
this unhealthy connection between revenues and expenditures.
A major attribute of the personnel system herein .proposed is
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the elimination of the fee system of compensation. Clerks and . % II. DOCUMENTATION AND ANALYSIS OF PRESENT CIRCUIT COURT
their staff should be paid by salary out of the State general E PERSONNEL SYSTEM
fund. Appropriations for personnel expenditures should be ~ E‘“
bé?ed solely on the staffing needs of each office. @ 1 € 2 .
' | 5 " A  Introduction -
The system envisioned by this study represents an upgrading ‘ k
in the State's commitment to Circuit Court administrative ' "1 = Other than contract court reporters, a limited number of sec-
support. When compared to the District Court compensation plan, ' € %u retaries, and other employees working directly for Circuit Court
to similar positions in other states, and to comparable posi- &i judges, the Circuit Court Clerk's Offices employ all adminis-
tions in state and local government in Virginia, it is clear : | ‘ trative support staff for the Circuit Courts. There are 3
that Clerk's employees are underpaid. Whatever the reason for ’ hd circuits in the system, each comprised of one or more counties
the all too common inadequacy of pay, the salaryvlevels recom- a i _ RS or independent cities. There are 95 counties and 26 independent
mended in this report represent a significant increase for many | cities, (the city of Richmond has two divisions). Thus, there
Circuit Court Clerk's Office positions. The increases are seen | . - - are 122 Circuit Court Clerks Offices serving the judges of the
as absolutely necessary to the successful recruitment and reten- - . A\ Circuit Court and the people of . their jurisdiction.
tion of qualified staff, as well as to the establishment of a - ¥ | L
salary plan conforming to the worth of duties perforhed by . Virginia's Circuit Courts have exclusive original jurisdiction
Circuit Court Clerk's Office personnel. . in all criminal cases involving a possible state penitentiary
| | - A o sentence and in civil matters exceeding $5,000. Concurrent
. Given the foci outlined in this section, the remainder of this ‘ < e jurisdiction is held with the District Courts when the claim is
report presents the elements of the proposed classification between $1000 and $5000, and all District Court traffic case
and compensation system design. In Section II the existing 7 judgments are filed with the Circuit Courts, as are unpaid traf
personnel system is documented, with analysis as to present . s f£fic cases. Circuit Court jurisdiction also extends to proceed-
size, staffing patterns, personnel expenditures, and administra- ¢ 10 ings by quo warranto; writs of mandamus, prohibition, and
tive practices. Key personnel administration issues are analyzed, % certiorari may be issued to all inferior tribunals. The
elaborating upon those introduced in this section. In Section ) Circuit Court handles appeals from any inferior court; appeals
III, the specifics of the proposed system are set forth in 5 &' from the Circuit Court go to the virginia Supreme Court.
detail--clasgs specifications and salary plan--with a descrip- ¢ ?@
tion of the results of applying'the new system to the current % while court related tasks consume a large portion of Clerk's
personnel inventory.' A key operating feature of the proposed 1 Office personnel time, there are several other areas unrelated
system--staffing decision critéria--is discussed in Section ™~ or only partially related to court matters for which these
IV; Section V is an analygis of financial implications of v @ ;%@ offices are responsible. A near complete listing follows:
system implementation'relétive to anticipated benefits. Con- v%
siderationg for the successful implementation.of thé system i
are presented-in Section VI including a schedule of immediate - ‘ %
"and long-range activities. Section VII contains legislative ° (%tﬁ AEE
proposals necessary to system implementatioh. ‘ | ?
-6~ Cl . i B =7
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® Circuit Court
-Criminal Case Processing

-Civil Case Processing

>~

Tan -In-Court Duties
~-Probate/Estates
-Adoptions
‘-Traffic Records
-District Court Records
-Jury'Management !
. =Appeals
Bookkeéping/Accounting
Elec*ions .~
Fiduciaries
Marriage Licenses
Oaths of Office and Bonds
Other Records and Reports
Real Estate
Miscelléneous Public Service

® 6 00 00 o

Clearly, Circuit Court Clerk's Office personnel attend to
numerous functions typically associated with the executive

branch of local government. In other states, .these functions

commonly are performed by a county recorder or county clerk.
To the Circuit Court Clerks, these areas are no less important
than the court work, particularly since fees in these other
areas play a critical role in the financial support of the
office. In fact, the time spent on court work is not propor-

tionately represented in the office's fee base.

B. Personnel Inventory

Including the Clerks, Circuit Court Clerk's Offices employ 848

full-time and part-time employees. On the average, the part-

time employees appear to be half-time employees, resulting in

the equivalent of 11.5 full time employees. Additionallyy the
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office functions in court and non-court related areas.

the patterns shown in Figures 2A-2D.

Virginia Compensation Board in 1980 authorized $357,980 for
This
dgllar figure may be translated to the equivalent of 51 full

"extra help", distributed among 92 of the 122 offices.

time employees, although the use of extra help money is at the
discretion of the Clerks and the number of persons employed in

" this category varies throughout any given year. Combining

full~-time, part-time, and extra help categories, the entire
personnel inventory may be stated as 888 full time equivalents

(FTE's).°>

Using FTE's as a measure of office size, it is obvious that
most offices are of small to medium size. As seen in Figure
1, 21 offices have two or less FTE's, 40 offices have three

to four FTE's, 47 offices have five to eleven, eight offices
have 18-23, three offices have 29-46, and one office (Fairfax
County) has 81 FTE's. Thus, 108 of the 122 offices (89%) have
eleven FTE's or less, with 76 of these in the two to five |
FTE range. Figure 1 displays the FTE distribution in compari-
son with the distribution of 1979 fees and commissions

received by each office.
cC. Staffing Patterns
The majority of offices, those of small to medium size, display

Although .
larger offices naturally have a greater degree of position

a commonality in the types of positions employed.

specialization, all offices rely upon deputy clerks who per-

form a multitude of substantive duties. Deputy clerks in the

preponderance of offices perform a diverse range of clerks
Position
organization in these relatively small offices usually follows

In larger offices, deputy

sData obtained by project survey and review of Virginia Com-
pensation Board 1980 authorization letters for office personnel
and operating cost expenditures.




FIGURE 1
gz :
‘ DISTRIBUTION OF CIRCUIT COURT CLERK'S OFFICES. BY STAFF SIZE.AND FEES/COMMISSIONS
(Measured by Full Time Equivalents)
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Figure 2-A

> W
1o
!
[
|
E‘
1
i
! H
i
it
e
.
H
~
C e -
i
£

: Figure 2-B
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Figure 2-C
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clerks tend to specialize in one area {court—-related, land,
fiduciaries) or part of an area (civil court work, criminal
court work, in-court work). Examples of this may be seen in
Eigures 2E-2H, which reproduce organization charts from medium
to large offices in the system.

There are some functions in the office that only deputized
clerks can perform. In most offices most deputy clerks are
deputized; however, there are many offices in which non-
deputized positions perform nearly all the duties of a depu-
tized clerk and are just as critical to office operation. '
Reserved use of deputizing in these offices is viewed as a
management control device in that cdertain functions are always
performed or reviewed by a small number of experienced,
deputized clerks.

In medium to large size offices, it is common to see one indi-

vidual assuming a chief deputy role. 1In very large courts,

there may be.one chief deputy and a number of supervisory
clerks, or assistant chief deputies. Examples of the role of

supervisory deputy clerks are found in Figures 2E-2H.

Because of the great amount of money funneled through Clerk's

Offices, there is a great need for bookkdeping and accounting

talent among staff. In smaller offices, an experienced clerk
or the Clerk himself (or herself) attend to these duties
along with numerous other functions. In mid-size offices, an
individual may spend half time as bookkeeper/accountant and
half time as a deputy clérk. Only in the larger offices are
full time accountants and bookkeepers found, although the
smaller offices may employ an accountant or bookkeeper on a
part-time basis.

-13-
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" POSITION ORGANIZATION IN MEDIUM SIZE
CIRCUIT COURT CLERK'S OFFICE* r.
Figure 2-EC
CLERK
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Figure 2-F
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POSITION ORGANIZATION IN LARGE CIRCUIT COURT CLERK'S OFFICE*
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Example from Newport News, VA
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POSITION ORGANIZATION IN LARGEST CIRCUIT COURT CLERK'S OFFICE* f
Figure 2-H
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In many offices, there are general clerical positions assisting
the deputy clerks. Usually denominated "clerk typists", these

positions are responsible for typing, filing, and other general

office functions, but commonly take on deputy clerk functions

as well. It appears that much general office work is accom-

plished by use of extra help funds to hire temporary positions.

Particularly in larger courts, there are positions in-the system

of a specialized nature which generally perform duties outside
the usual deputy clerk functions.

Microfilm technicians are:
one example, and in the category of management staff, there are

a few administrative assistants_and management>analysts in the

system. There is one court administrator position in Fairfax

County who coordinates scheduling, courtroom staff, and other

Circuit Courtfunctions. A few courts employ law clerks to assist

the judges, a practice uncommon at the trial court level.

With the exception of in-court clerks, jﬁdges'fimmédiate staff
generally are employed outside the immediate authority of the

Clerks' offices. (Fairfax is one exception--judge's secretaries

are part of the Clerk's Office.) Throughout the state,

court reporters are contract employees, and bailiffs are law
enforcement personnel.

D. Personnel Compensation

This subject may be divided into two distinct parts:
compensation and amount of costs.
nature while the latter

method of
The former is structural in

1. Method of Compensation

Although a few Clerks are legislatively authorized as

salaried positions, most Clerks are compensated by the fee

~18-

is an indicator of size and salary levels.
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method, which is charted in Figure 3. (See Section V,

Financial Analysis for elaboration on the fee method.)

Clerks receive a fee for performing numerous tasks or

for the collection of revenues
these fees and commissions come
as well as their own compensation.

+o retain from their

6
set by statute.

Thes!
tion that a clerk may receive (fee clerks only

confusing and are amended frequently by the General Assembly

e statutes governing the maximumn amount of compe

(commissions) . out of

‘;q

the salaries of employees
Cclerks are entitled

nclerk's Account” a maximum amount,

to allow for increases in income. The income maximums

are divided into two categorie
t+han 75,000 residents and those

Addltlonal funds are available

those counties having less
having more than 75,000.

for those clerks serving more than one judge.
1981 General Assembly, however, the statutes were altered
to provide a

sation as follows:

Number of Judges in Circuit

s based on county population--

nsg-

) are quite

During the

vgraduated income ceiling" for maximum compen-=

o < T R =) N O B PE I

6code of Virginia §14.1-155.4.

-1Q-~

$31,700
34,000
36,200
38,500
40,700
43,100
45,200
46,600

Maximum Compensation to Clerk
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FUND FLOWJ FOR EXISTING CIRCUIT COURT PERSONNEL EXPENDITURES:

FEE METHOD OF COMPENSATION

EXPENDITURES

Excess Fees
(By locality)

Distribution of individual locality
account showing excess fees

~

REVENUES leterk's Net
= Compensation
Clerk's
Fees Clerk's Fees &
(Indjivi Commissions
U flce?ual Account (By | 2Personnel
—— locali = i
Caommissions or Locality) Expenditures
Management of
State & Local
Monies
(Individual
Office) Limited
- Operating
Expenses
'ﬁ Facilities,
@ =1 Operating
¢ Expenses
Limited Per-
sonnel Expen-
diture Sup-
lement
Locality Fees Locality
and Fines General Fund
2/3
State Fees State
and Fines General
Fund 1/3
lMaximum set by legislation.
2Maximum set by Virginia Compensation Board
€ < € . @7’

Figure 3
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This bill also provided for a guaranteed minimum compen-
sation for those clerks on the fee system. They must re-~
ceive at least 90% of their FY 1979-19807 compensation
level. Those clerks not generating enough fees during 1981
to reach 90% of the '80 income will receive a supplement

from the State's portion of the excess fees collected from
all of the offices.

Additionally, some clerks are compensated by a salary system
rather than the traditional fee system. This shift from

fee to salaries can occur in two ways—-by a county that has
adopted a county manager form of government or by a city
through the passage of a "local and private" bill in the
General Assembly; To date, four counties (Albermarle,

Fairfax, Henricb, and Prince William) and six cities (Roanoake,
Newport News, Petersburg, Portsmith and two clerks in Rich-
mond) have adopted the salary system.

Employee salary maximums are authorized by the Virginia
Compensation Boarxd (VCB) which annually reviews requests
from clerks for salary increases and additional authorized
positions. Counties may supplement the VCB maximums for

employees and may supplement the Clerk's income from fees.

Excess fees (the amount of fees and commissions in excess
of Clerk's compensation, employees' authorized salary maxi-
mums and certain operating expenses) revert to the county
(2/3) and state (1/3). About one third of the Clerk's
Offices generated no excess fees in 1979; excess fees for
1979 statewide were $5.14 million.

7While the legislation refers to FY 79~80, the clerks are

in fact on a calendar fiscal year.

-21~-



2. Personnel Costs
Lo etc. In many offices, participation in the county or city
personnel system is evident with the extent of participation

Syst i 1 si isi i ‘ | | : '
ystem Study involved personal site visits, a mail survey, Q[ CE at the discretion of the Clerk.
§

Data collection for the Virginia Circuit Court Personnel

and review of Virginia Compensation Board data on Clerk's |
Office 3 o i % . Lni : .

personnel. Data from these sources pertinent to i The Virginia Clrcult Court Personnel System Study surveyed
|

the perso; i . -
personnel system formulate Appendix A--Personnel Inven- £he Clerk's Offices to research present personnel sdministra-

| [
tory,.Finance, and Caseload Data. In 1979, employees" @}} O tion practices. Responses were received from 60 offices. The
?alarlés and Clerks net compensation totaled $10.52 million, i ' survey instrument and tabulations of responses comprise Appendix
ineluding about $360,000 from county supplements. Of the : . B. Comments gathered by survey indicate that Circuit Clerks
state authorized expenditures, $3.65 million was retained L gensrally appreciate their autonomy and like managing their
by the Clerks, and $6.51 million was paid to emploVvees. @\3 ( offices with a degree of informality. l
The average Clerk's salary in 1979 was $29,916, indicating : T rartioularly in smaller offices, recrulinent and selection of
that most clerks attain or come fairly close to their net “ = new employees 1s informal With word of mouth and personal refer-
compensation maximums. About one-third of the Clerks showed @ } x kence Peing major mofes in Ehis process. Newspaper advertise-
$0.00 efcess fees in 1979. 1In these counties, the Clerks | ments and use of local government application LISts is not un-
often did n?t retain the maximum allowable fees. Support convion and many clerks make a practice of keeping applicants
staff salaries, the maximums of which are set by the veR, , » on file in their own office. Little formal testing is used in
are at considerably lower levels than the clerks income; o = the selection process, with typing FSES Fhe most common type

averaging $11,927 annually. The range in these salaries is
broad, from about $5,500~3$33,000.

of test used.
(See salary analysis, p. 65.
for elaboration.) Salaries in the Neorthern Virginia area
offices are generally higher than in other regions, reflect-
ing that region's cost of living differential. ‘ |

The program of employee benefits varies among- the counties and
@ N cities. Informality is the rule in the small to mid-size

: ’ offices, particular with respect to annual and sick leave,
‘Although only a few offices do not offer health insurance, the
amount of employee contribution required in those that do ranges

E. Personnel Administration Pr ey
actices _
O from 0-100%. Annual leave is commonly two weeks, with a few

offices using an ascending scale based on longevity of service.
Sick leave is offered by almost all offices with most handling
this question in a flexible fashion. Other types of leave--
maternity, jury, military, bereavement, etc.--are recognized
in a few offices, with most Clerks responding flexibly on an
individual case basis in these circumstances. Participation

' in the Virginia State Retirement System is mandatory except

Circuit Court Clerks, as locally elected officials,

- . are independent
and autonomous in the management of their offices,

a fact that

e ation. There -
€X1sts no formal personnel system, but rather a network of ¢ h e
independently run offices. w

size offices,

is reflected in the practice of personnel administr

15

In several of the medium and large
certailn elements of more structured personnel

administrati — . .
: on may be found--a classification plan, a salary 1 _ i o ' . )
plan, performance evaluation procedures, grievance procedures R R o in those localities having their own retirement plan.
14 M . ,
2
-2 2= ' . ) . .
(] . : 93 . |
N o ‘
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Only a few offices have formalized employee evaluation, and
many of these adopted the procedures directly from the county or

city. The same is true of grievance procedures and rules for

discipline and removal.

In deciﬁihg when additional staff are required, most Clerks rely

upon their pefsonal assessment of workload and the needs of the

office. Caseload figures, land recordings, marriage licenses

issued, and other workload measures are scrutinized by many clerks

in critiquing staffing needs, and in a few offices, ratios
between workload indicia and staff are computed as a manage-
ment information tool. The extensive use of "extra help" in
élérks Offices appears to be an effective safety valve in
handling seasonal perturbations in workload.

, Major Personnel Administration Issues

In the inﬁroductory section of this report, three major issues
were identified as associated with Circuit Court Clerk's Office
personnel administration: 1) the lack of an administrative
sYs£em linking clerks offices to each other and to the rest of
the judicial system; 2) the fee method of compensation; and 3)
the low salaries of subport perSohnei. These problems are ‘
structural in nature and are the focus of this analysis. Opera-
tional problems, such as the need for raining and performance

evaluation, may be addressed only after structural problems are
solved.

1. Need for an Administrative Link

Although a number of Circuit Clerks are content with the
status quo and do not wish to see a statewide personnel
system implemented, others perceive organizational pro-
blems which could be addressed by a state system. For

example, the control over personnel held by the Virginia

-24-
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Compensation Board is viewed with reservation by some,
caused by experience with the VCB in obtaining salary
increases and authorization for additional staff. Reser-
vations about VCB control stem not so much from the fact
that it is an executive board controlling judicial sup-
port operations, but from certain seemingly illogical
policies and an apparent distance in its sensitivity to
local needs. For example, salary increase requests are
not to pe justified by longevity, long hours, or merit
when, in fact, these are the very reasons salary increases
are requested. This policy forces clerks to disguise

request justification in language avoiding references to
these subjects.

The present method ©of compensating Clerks and their employ~
ees is in essence a state-controlled personnel system,

with internally generated revenues funding operations.
County supplements account for a small fraction of salaries,
and although most offices "pay for themselves", fund flows

and specified administrative responsibilities involve the
State. T

Although Circuit Clerk's Offices are an integral part of

the judicial system, the present State mechanism for person-
nel administration does not permit structured administrative
integration among Clerk's Ofifices or with the rest of the
judicial system. Circuit Clerk's maintain a high degree

of communication among themselves, but the present role of
State administration does not repfésent the service orienta-
tion which could engender numerous advantages--e.g. a

uniform classification system and equitability of compensa-
tion throughout the State.

-25-~
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Transfeiring state personnel administrative responsibility
to the Judicial Council would provide many advantages of
a state system: a uniform classification plan, equity in
pay for court employees throughout the state, and standards
for personnel system operating policies. The state office
would also have the ability to aid each clerk in maintain-

ing adequate staffing levels for his or her office needs.
2. Fee Method of Compensation

The fee clerk system is one which directly connects revenues

and personnel expenditures. Circuit Clerks are entitled

-to retain from fees and commissions an amount equal to the.

maximum authorized by the Virginia State Compensation Board
for office expenses. These expenses include employees' sal-
aries, clerk's income, and a usually modest amount for
operating expenses (postage, bond premiums, errors and
omissiohs insurance, etc.). Occasionally, capital outlay

expenses are authorized by the VCB.

Excess fees are distributed among the state and county;
two-thirds is rebated to the clerk's jurisdiction and one-

third is kept by the state. Obviously, those clerks'

offices generating a large amount of excess fees are a criti-

cal component in their county or city's revenue plan. In
1979, $3.4 million was returned to the counties and cities.
Even the state's one-third portion, $1.7 million in 1979,
is a significant contribution to the state's revenue plan.

The fee system for compensation of court clerks has been
in existence for over one hundred years and is still util-
ized extensively within the southeastern section of the
United States.
its deficiencies while its supporters point to cost effec-

It has come under increasing criticism for
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tiveness as a'reason for its retention. This argument is
particularly relevant today since thé United States is
undergoing a change in.public opinion toward tight budget
controls and generally "less government". This philosophy,
however, should be carefully applied to the variocus insti-
tutions of government, especially court systems, which
historically have operated under already tight budget
controls. Proponents of the fee system stress its "pay
as you go" characteristics, limiting each clerk's office
expenditures by the amount of revenues available. It
provides an incentive to hold down costs at the loc¢al

level and maximize efficiency.

This same characteristic illustrates the major problem with
the fee system--lack of uniformity across the state.

Because of the fact that the clerks are allowed to retain

a portion of all fees up to a maximum amount, pressure is
exerted on the clerk to produce his or her own income,
producing a definite element of risk for the clerk. Clerk's
offices are similar to private businesses in their finan-
cial administration and those which fail to generate

enough fees to cover expenses are forced to seek financial
assistance from the localities which they serve. This is
already occurring frequently in the State of Virginia.
Naturally, the worse the economic situation of the area,

the less fees are generated, causing a need for increased
local supplements. Again, the level of support granted

by localities varies widely and is dependent upon the
"business" of the court and the -financial condition of the
local government.

Aside from the supplements paid by the localities, the fee

system produces huge variations in actual clerk income.

Such things as staffing size, types of legal "business",

-27-




and local economy all combine to determine the income of
a clerk within a given area. For instance, the Circuit
Clerk in Augusta County {(population 53,600) generated
$l47,508'in fees and commissions during 1979 and the Clerk
in Albermale County (population 54,400) generated a total
of $172,894 in fees and commissions for the same year.
These are somewhat similar figures for two counties of
approximately the same population.
clerks'

When one examines the
salaries, however, the inequity is obvious--~the
Clerk in Augusta County received a gross income of $31,792
while the Clerk in Albermale received only $22,025, even
though the latter has a larger population and more.gener—
ated fees. A random comparison of other counties within
the same general size utilizing the chart in Appendix A

will reveal similar inconsistencies.

Employee salaries are also affected by the fee system. One

of the most common caiplaints heard by EHS&A data collectors

was from Circuit Court empléyees comparing their salaries
to employees with similar duties in other Circuit Courts.
Obviously, a large determining factor in the compensation
A court that
is receiving a small amount of fees and commissions does

levels is the availability of funds--fees.

not have the capacity to pay as generously as one with more
"business". In times of heavy inflation, both clerks and
employees suffer and the detrimental affect on morale for

both segments is undeniable.

Thus, it is not difficult to understand the disadvantages
inherent in the fee system of compensation. The ideal sys-
tem would eliminate these shortcomings while retaining

budgetary accountability at the state level.

This country is experiencing a change of attitude about
government spending and the need to balance expenditures

with revenues. As a matter of general public policy, this

-28-
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is certainly desirable, but it should not extend to indi-
vidual courts at the local level. The number of staﬁf

authorized shouid depend upon need, and the salary }evels
of staff should be uniform. Clerks salaries should be

dependent on factors other than simply fees generated

minus costs.

3. Salary Levels of Support Personnel

Employees of Circuit Clerk's Offices receive an average
salary of $11,927. By itself, this figure does little to
guage the appropriateness of present salary levels, but

if the ranges for various position types are examined and
compared to salary ranges outside the offices, it becomes
clear that clerk's employees are underpaid in most counties
and cities. The following examines existing salaries of
clerk's employees in relation to comparable positions:
1) District Court employees; 2) State executive branch,
3) local Virginia executive branch; 4) Virginia private
sector; and 5) court system positions in other states.
4-p through

in these areas using general categories of positions as

Figures 4-C display comparative salary data

the unit of comparison. Appendix C contains data specific

to other states and to Vii:ginia 's private sector.

Salary comparison between the Circuit and District
Court may be made using four distinct categories of per-

sonnel found in both court levels. These categories are

listed below with a brief description of duties:

T DT -

1) general clerical positions--filing, typing, assisting
public, general office work;

2) account clerks--bookkeeping and accounting responsi-
bilities; '
3) deputy clerks --duties in court and non-court areas,

some requiring deputization--more complex’than general
clerical level; ) :
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4) chief deputy clerks--responsibility for various aspects
of office supervision as well as substantive procedural
duties. .

Positions performing general clerical duties in the District
Courts are currently compensated at a minimm of $7,374 annually
to a maximum of $15,330. Th