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Upon final disposition of a case where the Judge orders Community 
work service as part of the condition of a continuance without a 
finding, probation, suspended sentence or split sentence the Com­
munity service inta.ke procedure is as follows: 

.1. 

The court liason will fill out the information on the Restitution/ 
Community Service Order ( Form 1 ) and the Judge will sign same. 

.2. 

The defendant is escorted by the court liason to the Probation 
Intake Office. Once the Probation Intake Office has the informa­
tion they need the defendant is brought to the Community Service 
Office along with the \-lhite copy of the order. ( All restitution 
orders' will be handled by the Victim Services Office, see Victim 
Services Manuel for p~ocedure) 

.3. 
Once the Restitution / Community Service Order and the defendant 
are brought to the Community Service Office, check to see that all 
information on the order is filled in completely and correctly 
especially the Complaint number and disposition. 

.4. 
Ask the defendant if he/she is in school or working and ascertain 
what hours eac wee • ~ h k Record this ;nformation in the IOvler right 
hand corner of the form above the date. 

Explain 
copy of 

.5. 
Community work service to the defendant and give them a 
the Community Service Information Sheet (Form 2) to read. 
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.6. 
If the defendant is working Commu.n.i ty Service in lieu of' Court 
costs, fines or O.U.I. program fees explain to him/her that they 
have the option of paying the balance at any time before the fee, 
court costs or fine is due. Further explain however, that if 
they co~~t themselves to working Community Service this obliga­
tion must be complied \-;1 th until such time as it is completed or 
the balance is paid on their court costs, fine or O.U.I. fee, e.g. 
if the defendant is assessed $150.00 in court costs he/She may 
complete this obligation in one of three ways. 

a) Pay the $150.00 in court costs 

b) Work 48 hours of Community Service and the $150.00 
in court costs will be remitted (Since every eight 
(8) hours of CO~ity Se~vice is equal to $25.00 
in court costs, fines or O.U.I. fees.) 

c) \vork part of the Communi ty Service in lieu of some 
of the court costs and pay the balance e.ge the 
defendant may have completed 32 hours of Community 
Service which would equal $100.00 in court costs and 
pay $50eOO toward the balance. 

.7. 
If the Judge has checked one of the three categories of Community 
Service without specifying the number of hours to be completed then 
it is up to the Community Service Office to determine the exact 
number of hours by using our Community Work Service I.latrix (Form 
3A for juveniles and Form 3B for adults) e.g. if the Judge continues 
a juvenile case \'1i thout a finding and checks the category for a 
moderate amount of Community Service on the order (Form 1) it will 
indicate the juvenile must complete between 25 and 50 hours of Com­
muni t,y \'lOrk. The Community Service Office will refer to the Commun­
ity Service Matrix (Form 3A). At this point additional information 
as to \'lhether the juvenile is \'lOrking~ in school, has any extra-

curricular activities or a prior record will be necessary. 
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.7. 
(continued) 

If the juvenile in this case has a prior record, is in school,is 
working and participates in no extra curricular activities then 
the Community Service Office would refer to the matrix and take 
five (5) hours off for being in school and five (5) more hours off 
for ,\,lOrking. This juvenile will have 40 hours of COl1111l1lr.ity Service 
to complete. 

The reason for such a matrix is twofold. 
a) To assure equitable dispositions. 
b) To penalize the defendant with too much leisure time 

and conversely to re,'lard the individual involved in 
constructive activities. e.g. school, work etc. The 
premise being that the individual 'I.'Tho is not working, 
not in school, has a prior record and doesn't parti­
cipate in extra curricular activities is more likely 
to be a recidivist and therefore should do more hours 
of Community Service to fill his/her idle timec-

.8. 
If the Community Service Office determines the defendant is suitable 
for an individual placement with a nonprofit organization or muni­
cipa.l department in their community then refer to the Community Work 
Service Placement Book, turn to the appropriate community and refer 
to the Community Service agency profiles (Form 4) until a placement 
is agreed upon. 

.9. 
The Community Service Office will call the agency and set up an in­
terview with the defendant and the contact person for that agency. 
Once this is set up the intake worker will log the defendants name, 
due date·in court, Community Service hours and date placed in the 
appropriate Community Service agency profile (Form 4) 
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.10. 
The defendant will be given the introduction letter (Form 5) with 
the agencies, name, address and the number of hours he/she has to 
complete. They will also be given a copy of the Community Service 
client evaluation form (Form 6) which gives the probation depart­
ment an indicator of the defendants overall performance while dOing 
Community Service. If the evaluation form is return,9d '\'lith a 
favorable recommendation then the defendant gets a copy. The pos­
itive feedback is almost as important as the actual work. 

.11. 
The defendant will bring these forms to the placement during their 
interview. If for some reason a placement was not secured on the 
day of disposition then these forms will be mailed to the placement. 

.12. 

If the defendant ~s not suitable for an individual placement orelects 
to work on the work crew then the Community Service Office will refer 
to the work crew book. His/her name will be recorded on the wo~k 
crew time sheet (Form 7) for the days he/she will work. The defen­
dant will be given a slip of paper with those dates and times on it. 

.13. 
The defendant is asked to sign the Community Service terms of 
agreement (Form 8) and the Community Service Office will witness 
This is done irregardless of an individual or worksite Community 
\'lork Service placement. 

.14. 

same. 

The defendant is then informed that there is a 50¢ Community Work 
Service placement fee to defray the cost of the Community Work 
Service insurance. If the defendant does not have the money then it 
should be brought on the next appointment or mailed. 

~.-
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.15. 
The Community Work Service Office will start a folder (independant 
of the probation folder) on each cowmunity work service defendant. 
Juvenile folders \1ill be marked with green tags and adult folders 
will be marked ~th orange tags. The COmMunity Service Office will 
keep a supervision sheet (FornI 9) on each defendant. The super­
vision sheet will record placement and monitor same until Community 
work service is completed. 

..16. 
The Community Work Service Office will log the client in the Day 
Sheet (Form 10) on the day of referral, this form is used for statis­
tical purposes. 

.17. 
Finally, if the defendant is uncooperative or '\Alhen the defendant 
completes his/her Community Service a copy of the Community Service 
Client update form (Form 11) will be sent to the probation officer or 
case manager responsible for the case in order that they may take 
appropriate action. 

.18. 
The Community \iork Service Office will be responsible for notifying 
the probation department on completion of Community \'lork Service and 
those defendants who are working comnrunity work service in lieu of 
Court Costs, fines and O.U.l. fees. This information will be 
available the week before the case is due in court and marked on the 
appropriate court sheet. 

***************** 
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RESTITUTION/COMMUNITY WORK SERVICE ORDER J 

DEFENDANT: ------- VICTIM: __________________________________ _ 

fJ)DRESS: ADDRESS: _____________________________ _ 
--------------------

TELEPHONE: (HOME) (WORK) --------- ---------CpMPLAINT NO.(s): TELEPHONE: -----------------------------
TYPE OF OFFENSE: ____________________________________________________________________ __ 

DISPOSITION: ________________________________________________________________________ _ 

*********************************************************************************************** 

I hereby order restitution 

I. to be paid by the defendant in such amount and rate as determined by Earn-It/ 
Probation. 

II. in the amount of $ at such rate as determined by Earn-It/Probation. --------

III. in the amount of $ ________ by (date) ________________________ ___ 

(rate of payment, if any) _____________________________________ __ 

*********************************************************************************************** 

* I hereby order community service, to be determined by Earn-It Probation within the 
following range: 
1 

Adult Straight Community Service: Minimum Moderate Maximum 
8-40 ho-u-r-s---- 40-80 ho-u-r-s----- 80-160 -h~o-u-r-s----

Juvenile Straight Community Service: Minimum Moderate Maximum 
4-24 ho-u-rs------ 25 - 50 ho-u-r-s----- 51-100 7"h-o-u-r-s----

* I hereby order hours of Community Service work to be completed --------
in lieu of: 

Court Costs, _______________________ _ 

Fines, _______________________________ ___ 

Other _______________________________ ___ 

Justice Date 
*********************************************************************************************** 

I agree to work ________ hours as per this order. 

Defendant Date 

* A 50¢ Community Service Placement Fee for insurance will be charged to each defendant 
ordered to complete Community Service hours. 
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COMj\IUNITY WORK SERVICE INFORI'~TION SHEET 

Community Work Service is volunteer 1-lork for a non-profit 
organization or municipality. The hours to be worked are 
determined by the Judge and/or probation department. 

Community Work Service is given as an alternative dispo­
sition based on the fact that the defendant has committed 
an unlawful act against the Community. Unlike other 
dispositions, -Community Work Service holds the defendant 
accountable for his/her crime and gives the defendant an 
opportunity to repay the Community. It benefits the 
Community by providing thousands of hours of free labor 
to said Community. 

Community Work Service takes the follm'ling forms: 

-1-

VlORK CRE\'lS: 

The defendant is assigned to a work crew alol~ with other 
defendants from the Community and reports to a supervised 
work site. The work site may be of historic signifigance 
e.g. the historic granite railway in Quincy was restored, 
it may be a beach e.g. many of the beaches in the South 
Shore have been cleaned at one time or another by work 
crews from the court, or it may be a municipal park or 
recreation center e.g. the Wollaston Recreational Facility 
was operating in the red for the past few years, we pro­
vided them with over 600 man hours of work this year alone 
for a saving of over $3,000.00 in labor. 

~.--
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INDIVIDUAL PLACEr-1ENTS: -The defendant is assigned to one of over 100 non-profit 
organizations or municipal departments in the South Shore 
Area and Netropol.itan Boston e.g. the Red Cross, Y.M.C.A., 

Thomas Crane Public Library, Holbrook Youth Commission, 
Quincy City Hospital, Weymouth Police Dept., Faxxon House, 
D~I o. V. E., etc. Individual placements have benefited from 
thousands of hours of free labor provided by the Courts 

Comnnmity Work Service dispositions. 

Failure to complete Community Work Service results in the 
defendant being brought back to court for further dispo-

sition. 
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Name: File No. 

Address: Phone No. 

JUVENILE MINIMUM MODERATE MAXIMUM 
GUIDELINE FOR THE COMMUNITY COMMUNITY COMMUNITY 

ASSIGNMENT OF SERVICE SERVICE SERVICE 
COMMUNITY SERVICE 

HOURS 4 - 2~ HB~1:. 25 - 50 Hours 5~ - lOO'Hours 

MAXIMUM ASS.IGNED 24 -Hours 50-Hours 10O-Hours 

IN SCHOOL FULL TIME - 4 hrs. - 5 hrs. - 10 hrs. 

WORKING - 4 hrs. '- 5 hrs. '-10 hrs. 

EXTRA CURRICULAR 
ACTIVITIES INcnUDES ... 4 hrs. _ 5 hrs. 10 hrs. 

HOME RESPONSIBILITIES 
. 

AND COUNSELING 

NO PRIOR RECORD - 4 hrs. - 5 hrs. -10 hrs. 

ALL 
OF THE ABOVE - 4 hrs. - 5 hrs. ..10 hrs. 

TOTAL COMMUNITY 
SERVICE HOURS 

COMMENTS: 

SUBMITTED BY: ________________________ __ 

APPROVED BY: ---------------------------
DATE: ________________________________ _ 

COUNSELOR: __________________________ ___ 
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1V;J.1E: FILE NO. 
( 

lillDRESS: PHONE NO. 

-. 
~illULT MINll'1UM MJDERATE H7l.Xll1UM 
lRESTlTUI'ION ca·r-1UNITY SERVICE CO:·j!·WITY SERVICE CCN"rnITY SERVICE 
:::n:·r·1lJNITY SERVICE GUIDELTIlE 8 - 40 BOURS 40 - 80 BOURS 80 - 160 HOURS 

"lINll1UM RElJUIRED 8 40 80 

~ '\ORKING + 16 Hours + 20 I lours + 40 Hours 

[PRI OR RffDRD + 16 Hours + 20 Hours + 40 Hours 

I~ CO!'!'IDNITY SEJNTCE HOURS 

ca'::'1EN"TS : -------------------.--------------------------------------------------

.:;F?RO\ SO BY: SLT.!: ... ·j1 'I'Till BY: --------------------- _._--------------
Dll,'I'E: ___________________ _ 
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City or Town(s) served 
if 

·hgency:~ ______ MK~~_~~~ __ ~ ____________________ ___ 

Telephone: ___ ~ ________ ~--------~--------f 

~ddress: __ L_, ____ .. _____ k~------~----------------------------__________________________ ----,.--------
Contact Person 

{ -
Directions from Quincy Center ____________________________ ~ ___ ~~------------------~-----------

= 

Job Description + hours, days, supervisor, etc. 

.. 

, . . ' . 
Comment~ about Contacts with Agency are' on back page. ______________ ~ __________ ~~~----~--
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JUSTICE 

ALBERT L. KRAMER 

LEWIS L. WHITMAN 

PROBATION OFFICERS 

• ~HIEF 

AN [),,'::W R. KLEIN 

FIRST ASS'T CHIEF 

RICH.t.AD A. VENNA 

ASSIS)'ANT CHIEFS 

DAVID F. SCOTT 
GEORGE V. WARD 

ARTHA MONELl, ESQ. 

EARN-IT-PROGRA" 
::HRISTINE C. DEANE 

• DIRECTOR 

... ~-

(UriaI QIourt of iqc QIomlnon1ucaItIl 
<t>uil1ry iltuiIlWl1 illtIltrtrt Olnurt Drvnrtmrltt 

50 a!ltt~tnut cStrtd 

<l>uinrv • .ma .. ncqu8tti8 02169 

471-1650 

PROBATION OfFICERS 

ROBERT L. CAMPBELL 
KEVIN J. CONLON 

JOSEPH P. CONWAY 
LINTON Z. ELSMORE 
WILLIAM P. ENDRES 

ROBERT E. FLAHERTY 
EUGENE B. KOYLION 
OONALD B. MAC LEA 

DIANA O'DELL 
LESLIE O. RYAN 

ROBERT J. SADOWSKI 
CAROL A. TEMPLETON 
WILLIAM F. WOLDMAN 

GEORGE P. ZOULALIAN 
ELDEN D. J. ZUERN 

DATE: ______________________ ___ 

TO: __________________________________ ---------------------

ATTN: _____________________________________________ __ 

PHONE: ____________________________________________ ___ 

FROM: BOB DURAND; Program Manager 
Earn-It Program 
Quincy District Court 
50 Chestnut Street 
Quincy, MA 02169 

This will introduce , 

a participant of the Earn-It Program, who has been assigned to your 

agency to complete his/her court obligation of 

Please keep a record of the hours that this participant has 

worked and feel free to contact me at any time at the above number. 

Thank you fori making the opportunity possible for our parti-

cipant. ,. 
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ALBERT L KAAMEH 

lEWIS L WHITMAN 

• ;IIAfiOH OHICfll& 

CHIfF 

ANOREW R KLEIN 

FIRsr ASS'Y CHIlO ... 

Rlc'HARD A ..... ENN ... 

ASSl5VANr CHIEFS 

DAVID F. SCOTT 

GEORGE V. WARD 

MARl HA MONELL. ESQ. 

I ' '~N·IT.PROQRA .. 
CW -TINE C. DEANE 

l;;~ECTO" 

\
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~ 

<Quinry Diuintun Dtntrtrt all1urt Drpartml'ut 

50 QrlltBtnut ~trrrt 

<l)uinCl,!. .ffiaBel1r1/usdili 021li9 

471-1650 

DATE: 

Pk(JUA TlON v. t IlllIIS 

ROBERT L CAMPEH.Ll 

KEVIN J. CONLO" 
JOSEPH P CONWAY 
LINTON Z ELSMORE 
WILLIAM P l NDRE~ 
~OBERT E. FLAHERT' 
EUGENE .. KOYLIOh 
OONALD B. MACL£A 

DIANA ODELL 

LESLIE 0 "YAN 
ROBERT J. SADOWSP 
CAROL A. TEMPLETO 

WILLIAM F. WOLD"'''' 
GEORGE P. ZOULALU 

ELDEN D. J ZUEP~ 

---------------------------
COMMUNI'l'Y SERVICE CONFIDENTIAL CLIENT EVALUATION 

OF 

Was the client dependable' th f ln e per ormance of his/her duties? 

yes no 

How was the client's attitude? 

good fair poor 
How was the client's attendance and punctuality? 

good fair poor 
How many hours did the client complete? 

Conunents: 
-------------------------------------------~---------------------

'.' 

SIGNATURE: 
--------------------------------------

AGENCY: 

Pl~ase return to: BOB DURAND 
Program Manager 
Earn-It Program 
Quincy District Court 
50 Chestnut Street 
Quincy, MA 02169 

DATE: __________________ __ 
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JUSTICE 

I.LBERT L. KRAMER 

LEWIS L. WHITMAN 

""08~TION O"FICEII. 

~ CHIE' . 

ANL. .. cW R. KLEIN 

FIIIST ASS'T CHIEF 

RICHARD A. YEN'~~ 
~ 

"'I.T~NT CHIEF. 

DAVID F. SCOTT 
GEORGE Y. WARD 

'RTHA MONELL, ESa. 

O ..... IT·JOftOQRA .. 
HRISTINE C. DEANE 

. tDiRECTOR 

.... ~--

tITrinl QIourt of t~c OIOmmolliuenliq 

~utllry Dtubll.an 
Dtnlrtrt Q1..aurl il\rpnrlmrllt 

50 Q!ltr>'tnut ~trrd 

(l}uinrv. JRaulldtUBrtt• 02169 

471-1650 

COMMUNITY SERVICE TERMS OF AGREEMENT 

Pleas~ be properly dressed. 

PROD~TlON OFFICE II. 

ROBERT L. CAMPBELL 
KEVIN J. CONLON 

JOSEPH P. CONWAY 
LINTON Z. ELSMORE 
WILLIAM P. ENDRES 

ROBERT E. FLA'-.,,'""-Y 
EUGENE B. KOYLlOIII 
OONALD B. MACLEA 

DIANA O'DELL 
LESLIE O. RYAN 

ROBERT J. SADOWSKI 
CAROL A. TEMPLETON 
WILLIAM F. WOLDMAN 
GEORGE P. ZOULALIAN 

ELDEN D. J. ZUERN 

Anyone suspected of drinking or using drugs will be sent home 

for the day. 

Anyone not complying with the orders of the supervisor will 

be sent home for the day. 

Anyone sent home will be given no hours of credit, and further 

court action will follOW. 

In order to receive credit you must work the full time agreed 
upon and be on time for your work. 

° I have read and understand the above terms: 

DATE 
SIGNATURE 

WITNESS 

SUPERVlSION SH~~l 
~ ; 

Department ___________ _ 

Division 

), I) Docket No. 

1 .le Offens-e----"------------------ Office File 

t 

Disposition 

Date 

• 

I 

Type 
of 

Contact 

Summary of Results of Contact 

se 0 owmg code for type of contact: R M report b iJ' ';V":".TP1_'CTl~)NS: U f II .' 
o V office visit; H V home visit; N no one at horn/ rna • 
T °dephone; L letter. • 

Date of DispositioD __ _ 

Judge 
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* *CUMMlJNITY WOR)(. SERVICE OilY SHEE'!'* * 
DATE ________________________ __ 

D,\TE NAMe OF OFFENDER TOWN D.o:B." TYPE OF PROR. DATE DATE DUE CC/I'INES CWS PReB. DATE COM.'1J::NTS 
REF. OFFENSE SUPV. PLACED IN FEES HOURS SITE OFFICER FEE 

COURT C.W.S. COLL. 
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JUSTICE 

ALBERT L. KRAMER 

LEWIS L. WHI1MAN 

G 'IiATlO., OFFICERS 

CHIEF 

ANDREW R. KLEIN 

fiRST ASS'T CHIEF 

RIC:-iARD A. VENNA 

_.SSISTANT CHIEFS 

DAVID F. SCOTT 
GEORGE V. WARO 

MARTHA MONELL, ESQ. 

EARN·IT·PROGRI.U 
CHRISTINE C. DEANE 

DIRECTOR 

Date I 
TOI 

Frana 
Rea 

.... _-

WriaI QIaurt of tqc (1Jonunon1ucaHh 
~ 

(Quincy Diuiliioll Dt.utrirt aIourt Drttartmrnt 

50 O1qt5tnut fotrrrt 

~uinq!, 1itasslIcqu5rtta 02169 

471-1650 

Community Service Office 

ReccomendationI 

tJ 

PFlOIiATION OFFIC£RS 

ROBERT L. CAMPBELL 
KEVIN J. CONLON 

JOSEPH P. CONWAY 
LINTON Z. ELSMORE 
WILLIAM P. ENDRES 

ROBERT E. FLAHERTY 
EUGENE B. KOYLION 
DONALD B. MAC LEA 

OIANA O'DELL 
LESLIE O. RYAN 

ROBERT J. SADOWSKI 
CAROL A. TEMPLETON 
WILLIAM F. WOLDMAN 
GEORGE P. ZOULALIAN 

ELDEN D. J. ZUERN 
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