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PREFACE

"The general neglect of [municipal] courts is in-
conprehensible, because it must be apparent to all
who consider the matter that the local courts of
first instance are the very foundation of the en-
forcement .of the criminal law. On them rests the
primary responsibility for the maintenance of peace
in the various communities of the state, for safety
on our streets and highways, and most important of
all, for the development of respect for law on the
part of our citizenry, on which, in the last analy-
sis, all of our democratic institutions depend.
This is the underlying reason why I have repeatedly
called the municipal courts the most important in
our state."

- Arthur T. Vanderbilt, 1956*

For many Americans, municipal courts afe the only courts with which they
ever come in contact. Their impressions about the administration of justice
generally and, more specifically, about the city or town in which such ex-
periences take place, are likelg to be shaped by these contacts; Thus, it
is of considerable impqrtance that justice be adminis£ered fairly and effi;
ciently in a municipal court. Yet, és Vanderbilt observed 25 years ago,
municipal courts have often been neglected--allocated negligible resources,
housed in inadequate facilities, and provided with insufficient staff.

In contrast to many municipalities, the city of Englewood, Colorado,
has demonstrated a strong concerﬁ about the operation of its municipal
court. In the summer of 1980, the City initiated the management audit which
is the subject of thié report, inviting propbsals to evaluate the current
operation and futﬁre needs of the Englewood Municipal Court. Following a

competitive selection process, the Institute for Court Management was se-

lected to conduct the study. Three principal objectives of the study were

*Vanderbilt, Chief Justice Arthur T., "The Municipal Court" 10 Rutgers Law

Review 650 (1956).
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specified:

1. To thoroughly review the current procedures, organization, and
staffing of the Englewood Municipal Court.

2. To evaluate the current requirements and needs of the court and
evaluate the requirements and needs from one to ten years in the
future, covering all aspects of the court's operation and giving
particular attention to personnel and data processing require-
ments.

3. To formulate and present recommendations concerning appropriate
‘methods of meeting the needs that are identified in the evalua-
tion.

The scope of the study has been comprehensive, covering the following

operational areas:

° Caseflow management
° Jurors and witnesses
® Court personnel and personnel management
° Financial management
) Forms, records, and records management
) Facilities
(] Data processihg

In assessing these aspects of the court's operations, the stpdy team has
looked not'only at the current situation, but also at historiéal trends re-
garding the court's workload and staffing problems. Additionally, contacts
have been made with a number of other municipal courts in Colorado, in an
effort to develop some comparative data on court operations.  Methods used
in the course of the study have included ;eview of relévant érovisions of
law (e.g., Englewood City Charter, City ordinances, Colorado Revised Sta-

tutes), collection and analysis of data from case records, review of volum-

inous documentary material including budgeting and statistical data,
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observation of court proceedings and of work procedures in the clerk's of-
fice, and extensive intérviews with court personnel and with other City of-
ficials.

Throughout the duration of the project, the study team had the benefit
of guidance from a Steering Committee composed of the Court Administrator,
Carolyne Boettger; the City's Director §f Finance, Gary Higbee; Judge Louis
Parkinson; and Assistant City Manager Richard Wanush. The members of the
Steering Committee have been very helpful in establishing the parameters of
the study, providing suggestions concerning specific topic areas, and fe-
viewing earlier drafts of the report.

While the scope of the study report is comprehensive and goes into con-
siderable detail in a number of areés, two limitations on its coverage
should be noted. The first constraint is inherent in any study of this
type: the limited availability of resources imposes limits on the depth of
exploration of any topice. Ip the data processing érea, for example, we have
been quite specific in identifying problems, needs, and recommended ap-
proaches, but have not attempted to do a detailed systems design study.

Such an effort, in addition to being preqature (since the specific configu-
rations of the City's basic computer systéﬁ have not yet been determined),
requires a level of detailed analysis that is well beyond the scope of this
management audit. Second, it should be emphasized that pursuant to the
directions of the Steering Committee, the study team has deliberately not
sought to address guestions conce:ning thé structural relationships of the
Municipal Court to the rest of the City government. The issues in this
aréa--e.g., whether the Municipal Court Judge should be elected or appointed;

whether the court should be treated as an independent entity, a department
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of city government, or a part of the Department of Finance; what type of re-
porting relationships shoﬁld exist between the Judge, Court Administrator,
City Council, and other City officials--ére ciearly of great importance, and
the ways in which they are resolﬁed may have significant implications for
the operation of the court. Our focus, however, has been upon operational
and management issues which must be addressed regardless of how the broader
structural problems are handled.

The organization of this report reflects the basic organization of the
project. Senior members of the team, each of whom has had extensive exper-
ience in particular areas, had primary responsibility for particular aspects
of the study: Maureen Solomon for caseflow and jury management; Donald
Skupsky for records management, information systems} and data processing;
Roger Aymami for accounting and financial manaéement; Gerald Kuban for per-
sonnel and pefsohnel management; aﬁd Harry Lawson for budgeting, workload
projections, and facilities. Valuable help in the collection of data has
been provided by several students in the ﬁniversity of Denver's Master of
Science in Judicial Administration program: Leesa McNeil (who functionsd as
chief research assistant), Judith Zientek, Lance Wilson, Becky Groft, Don
Grochosinski, and Matt Giacomini. Anﬁe Dey Kittredge did virtually all fhe'
typing of the report, from the rough draft stage through this final product.

As project director, I have been responsible for the overall conduct of
the study, and for integrating the drafts prepared by members of the study
team into this final report. The prbcess has been a very stimulating one,
and I have greatly enjoyed working with the other members of the study ;eam
and with the many Englewood City officials and employees who gave so gener-—

ously of their time and knowledge in helping us conduct the study.

iv
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We found the Englewood Municipal Court to be a well-managed, efficient-
ly operating court. As is true of virtually any institution, public or pri;.
vate, it faces a nﬁmber of problems, and there'appear to be some ways in
which its operation could be improved. Wé hope that this study report, and
the recommendations contained in it, provide a useful starting point for

making a good court even better and more efficient.

Barry Mahoney

Director of Research
Institute for Court Management

Denver, Colorado
March 1981
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" SUMMARY OF PRINCIPAL FINDINGS AND CONCLUSIONS

Eindings

In recent years, there has been a very sharp increase in the caseload

“handled by the Englewdod Municipal Court. The volume of parking violation

cases has increased from zero in 1977 (when parking cases were handled
by centrél cashiering) to 17,840 in 1980, while non-parking cases have
increased ffom 4,878 to 8,008 over the same period, Staff size has in-
creased from the eqﬁipment'of 4 fullrtime employees in 1977 to 8.25 at the
end of 1980. Parking cases are not expected to increase be&ond the 1980
level in the near futuré, but the volume of non-parking cases is likely to
continue to rise. | |

Overall, the court ié functioning well., Despite the sharp increases
in the volume of cases filed, cases are handled efficiently. Disposition.
times are speedy, the courtfs caseload is monitored on an on;gqing basié;
and remedialbaction is takén wﬁén.problem areas becomeAaéparent; Ong area
which warrants attention in the futuré is'plealbafgaining'pragtices. In
1980, 862 cases were set for trial followingvpretrial conferences, but
only 108 of these'éasés actually resulted in a'trial. Most of the others
were resolved by ﬁleg bargains agreed upon on the date Iof trial of very
shortly before. .Tﬁe high rate of agreed—upoﬁ dispositions on the date

of trial means that police officers and witnesses are required to appear

in court but leave without ever testifying. Court time is lost on these

days because it is too late to schedule other matters when a scheduled

-trial collapses. We believe that pressures for last-minute plea bargaining

could be éignifiéantly‘reduced through minor inc;eases‘in staffing for
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the prosecutor's office, firmer policies on cut-off" of plea negotiations,

and better use of existing trial capacity.

The court's staff functions efficiently and competently. Employees

are helpful and courteous in responding to questions and complaints from

members of the public, and internal operations are performed rapidly and

reliably. While the size of the court's staff has increased considerably

in the past several years, as caseload has shot up, the total staff size

seems reasonable in light of case volume and by comparison to staffing

levels in other non-automated munlcipal courts,

-size will probably be necessary if (as expected) the caseload continues to
rise, unless labor-saving automation is introduced into the court. If a
sound automated system is introduced, however, it should be possible to

avoid further staff increases and perhaps to reduce the size of the staff

from the present 8.25 persons to no more than 6 employees. The allocation

of functions and responsibilities within the court is an area where some

changes mlght usefully be made in the future. - In particular, we question

whether it is necessary for the Court to have both a Court Administrator

and a Clerk of Court, especially if automation makes it p0531ble to reduce

overall staff size. to 5 or 6 persoms.

Over the past ten years, the amount of revenue generated by the court

has increased more than five-fold, from $62,981 in- 1971 to.$335, ll3 in 1980.

The court s procedures for collectlng, proces51ng, and accounting for these

funds appear to be sound ‘and the ' audit trail" is adequate. It is possi-

ble to make some 1mprovements in aspects of the cash management system, and

the report 1nc1udes several recommendations -in this area.. Other aspects of

the court s f1nanc1al management appear to be handled well.

ix
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tures are consistently below ﬁhe authorized budget 1eve1,4and prodUctivity——

- in terms of expenditures per case and revenue in relation to expenditure--has

increased. -

The coﬁrt's current records management system, like its financial man-
agement system, is éntirely manual. The system operates satisfactorily, but
requires a fairly large staff to handle and does not enable rapid production
of some types of management information that would be useful for planning and
operational purposés.

The court's facilities, although not spacious, should be adéquate for at
leaét the neﬁtAseveral years. In our judgment, tﬁe single courtroom now gvail—
able should be adequate to meet the needs of the court through 1985,.provided

that (a) available courtroom time is used effectively; and (b) the number of

'cases that go to trial does not increase too drastically. In 1980, 108 trials

were heid._ We believe that the court could probably hold several times that

number of trials without requiring a second courtroom or using night or

weekend sessions.

. The principal issues for”the futuré reléte to,étaff size and aukoma;ion.
If automation is:nbt introducéa into the.céurf, it is difficult to see hbw}
further increases inlstaff‘sjze can be évoided, unless there is an unexpected
drop in éaseload; Howgver, the fact that the City has-made a firm commitment
to proceed with the purchase of a new computer sYsteﬁ, whiéh ié flexible in
ﬁature and can be adapted to the needslbf differént uhits of,government; pro-

vides an excellent opportunity to déalhcohstructivély'with this problem. We

, believe'it makes sense to plan fof automation in the-court at the earliest
pbssiﬁlg time. Installation of good éutbmated data processing equipment, well :
programmed, will enable the court to operate more efficiently in every respect.

" It should result in generating more revenue, reducing staff size (or, at the




very least, avoiding furtherfiﬁé}eagéé:iﬁfétgffs,'and)providiﬁg management

information that will facilitate operational improvements. From a cost-

benefit standpoint, there are clear advantages to proceeding with full auto-

mation in the court as rapidly as possible, using the city's new computer

system as the base.

Recommendations

The following recommendations are made in the body of the report:

Caseflow Management

1. Place greater emphasis on trial-date certainty and allow no plea
bargaining later than 7 days after the pretrial conference date.

2. .Add a second prosecutor to the City Attorney's staff, on a part-
time basis.

3.  Resume the practice of making 'courtesy'" telephone calls to defen-
dants prior to issuance of warrants for non-appearance or non-payment, and
do a careful evaluation of the effectiveness of this practice.

i
4. Develop data on continuance rates in the court and consider imple-
menting a more restrictive continuance policy.

5. Develop mechanisms for regularly collecting and using additional.
types of'management information. )

6. Begin planning, immediately, for development and implementation of
an automated case management system.

Jurors and Witnesses

7. “Implement a one-day, one-trial juror utilization system as rapidly
as possible. : - T :

Court Personnel and Personnel Management

8. . Merge the Clerk of Court position with the Court Administrator posi-

tion.

9. Reduce the pay differential between Deputy Clerks and Violations
Bureau Clerks. ’ : : :
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: 10. Develop a "Court Procedures Manual'’, to be used for training of new
employees and as a reference guide for all members of the court's staff.

11. Establish an overall staffing level of approximately 8.75 FTE for
1981, including a total of no more than 7 permanent employees.

12. Begin planning for staffing patterns following automation and during
the transition from a manual to an automated system.

13. Develop plans for providing training for all court employees, stress-
ing training for the transition to an automated system.

Financial Management

14. Strengthen internal controls over the handling of cash, by (a) segre-
gating the duties of persons involved in handling monies received through the
mail; (b) establishing fixed accountability over the petty cash fund; and (c)
revising the parking fines receipt form to enable the legible recording of
information on it.

15. Begin planning for installation of an automated financial management

system in the court as an integral part of the City's new computer system and
(in particular) its central accounting component.

Forms, Recordsirand,Records Management

~ 16. Design all court forms with a common format, using modern forms de-
sign techniques.

17. Develop a records retention schedule to permit destruction of court
records within a reasonable time.

18. Use smaller (one cubic foot) storage boxes for closed records, and

~improve ex1st1ng storage facilities. .

19. Develop a new case numbering system, and redesigh citation forms to
allow space for recording the court case number of the citation when it is
filed in the court. : : :

Facilities

20. . Develop contingency ‘plans for holdlng additional court sessions, in
a second courtroom during weekdays or in the present courtroom at night or on
weekends, if necessary. (NOTE: The one courtroom presently used should be .

-adequate to meet forseeable needs, at least through 1985, provided that the

existing courtroom capacity is used well., Contingency plans should be made, -
however, to meet "emergency"‘situations.) '

21, Make plans. for reorganization of clerk s office space as part of
planning for automatlon. . :

xii
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Automated Data Processiqg'

22. The court should become closely involved in the City's data process-
ing system development insofar as it affects the court, including detailed
systems design and timetable for installation ‘of system components affecting
court operations. : .

23. The court should develop its data processing capability in conjunc-
tion with the City's computer system, rather than through a separate system.

24, The court should develop a complete computerized information system,
utilizing the full range of potential applications of automation (e.g., finan-
cial accounting, case management. information, preparation and mailing of no-
tices and warrants, preparation of court dockets, cross-indexing of cases in- .
volving same defendant, direct communication with Motor Vehicle Division con-
cerning information on defendants' prior driving records, etc.).

25. 1In developing an automated system for the court, reduction of staff
size to a maximum of sixX persons %hould be an important design consideration.

26. The City Council should revise the priority previously given to court
application of the City's computer, and raise it to Priority II.

27. An alternative plan should be developed to provide the court with
some labor-saving automation, using leased miro-computers or word processing
systems, if implementation of court applications on the City's computer is
going to be delayed until 1983 or later,

28. The court should streamline its manual information management sys-
tem as part of the process of developing an automated system.

The body of the report discusses these fihdingé and recommendations
Ain greéte? detail,'énd,alsd provides descriptions .of the principal -
aspects -of thé‘court's opéfations(‘ Thé‘genérél picfﬁre is a positive one.: .
As this brief summary indicates, decisions‘regardiag staff size ana éutoﬁ,

mation will be of great importance to the court's effectiveness in the . -

future. In particular, it is important that decisions concerning the =

priority to be accorded to court applications of the city's new'coﬁputer .
system be made at an early date. If the decision is to give the court

applications a higher priority (as we recommended), then detailed systems

xiii



design should begin very soon, with a'target date for full implementation

in 1982. If the decision is to give the court applications a relatively low

priority, then some interim steps tdward~fu}l autpmation——e.g.;'use of (a)
leased micro—computer or word processing éystem capable of handliﬁg notices,
warrants, docketing, and other routine repetitiye work—-should be taken,
in order to avoid furthgr increases between now and the time the City's
computer system is extended to the court,

Régardless of which approéch toward automation is adopted, policy-

makers should be aware that ihstalling,an effective automated system in a

~ court is not an easy task. Existing procedures must be substantially

revised, new tasks and employee requireménts ideﬁtified and new job .
'assignmenté made for embloyees. Some disruption is inevitable, and it
will be necessary to run parallel manual énd automated systems until
problems in ﬁhe new automated systeﬁ are ifoned out. Good communications

and close cooperation between court personnel and other city officials

~will be essential if automation is to prove successful.

xiv
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I. INTRODUCTION: AN OVERVIEW OF THE COURT AND ITS WORK

.-

A. Jurisdiction and Organiiation

The Englewood Municipal-Court is a court of rgcord; with jurisdiction
over offenses arising under the Charter and ordinances of the City of Engle-
ﬁood,_Colorado. The business of the court can be aivided into two broad
categories of cases: parking violations and all other cases. Of the latter
category, more than 75 éercent involve moving vioiations by operators of mo-
tor véhicles. Table I-1 shows the distribﬁtion of business in the court

during 1980.

Table I-1

VOLUME OF CASES BY CATEGORY, 1980

Category of Case Number Percentage
Parking violations 17,840 ‘ 69.0%
Non-parking cases '
Moving traffic violations 6,660 25.8%
Shoplifting violations 295 1.1%
Animal ordinance violations 340 1.3%
Other ordinance violations . 637 1.5%
“Non-police complaints (Citizens, ‘
Sales Tax, Buildg, Zoning) . 76 ‘ 0.3%

TOTAL : 25,848_ : 1007%

Not-ail case;.that go to the Municiﬁél Court requife some type of for-
mal in-court proceeding. Most are resolved by the persoﬁ charged with»the
violafion admitting the charge aﬁd paying a ére-established fine, either by -
mail or in person at the Clerk's Office. The court has establisheé a "Vio- -

lations Bureau" to handle these cases. Virtually all of the parking viola-
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lation cases are handled by the direct péyment of a fine to the Violations

‘Bureau, as are about 40 percent of the non-parking cases. In some types qf

cases, however (e.g., reckless driving, speed bontest, shoplifting), it is
mandatory for the defendant to appear in court. And, of course, if the de-
fendant wishes to plead not guilty and contest the charge, further proceed-

ings will be necessary. During 1980, a total of 2,391 defendants elected to

~ enter an initial plea of not guilty, an increase of 44 percent over the num-

ber  of not guilty pleas in 1979. Relatively few of these cases ﬁltimately
result in a trial, however--a total of only 108 trials were held in 1980.

Although the court has auﬁhority to sentence a convicted defendant to

jail for up to 90 days, this power is seldom exercised. The most common

sanction, by far, is the fine. As authorized by the Colorado Rules of Mgni-
cipal Court Procedure, the court use§ a Fine Schedule which establishes the
amount that is ordinarily imposed as a fine for an offense that can be
handled by the Violations Bureau. Approximately 95 ﬁercent of the.caseé in
which a defendant is found guilty (either on a plea-of>guilty or on a ver-
Qict after trial) resﬁlt in the imposition of a fine, which is sometimes -
combined with other sanctions such as a suspended jail séntehce or proba-
tion. Thg'tofél amount of fines imposed and collected by the coﬁrt in 1980
was $280,é49.47. Together with an additional $54,864.05 collected from
othervs§u;ces te.g., c§urt costs, witness fees, driver improvement séhool
fees), totall:evenﬁe generated»throﬁgh the court in 1980 was $335,113.52.
Located ih £he Eﬁglerod Cit&rHall at 3460 Soutﬁ Elati'stfeét, the

Courﬁ has a full-time Judge, a Court Administrator, a Clerk of Court, four

full-time employees (two Deputy Clerks and two Violations Bureau Clerks),

BTSN S T
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two full-time temporary employees, aﬂd a part-time Cour£ Marshal. ﬁﬁen ne=-
cessafy (e.g., because of vacations or illness), a part-time "Associate
Judge" may be called upon to preside over court'seséions. The full—gipe
Judge is an elected official, chosen every four years (most recently in
1977) by £hé'citizens of Englewooé.‘ All of the members of the Court's ad--
ministrative staff are City employees, classified in accordance Qith the
provisions of the City's peréonnel plaﬁ. The Judge exercises general poliéy
direction over the overall operation of the court, working closely with the
Court Administrator. The Court Administrator is the principal admihistra—
tive officer of the court, aﬁa is‘responsiﬁlg for supervising the non-
judiciai administrative activities‘of the court étaff.

| The court faciiities are in a éround fioor section of the Cify_Hall
building. The cqurtroom itself ié fairly large, with sufficient sp;cé to
seat approximately 100'peo§ie on days when arraignments are held. On other

days, the rear portion of the room is often partitioned off and used as a

separate "community room", leaving seating space for about 20-30 persons in

"the courtroom. A small jury deliberation room is immediately adjacent to

the courtroom. Other facilities include the Clerk's Office, which has work-
ing space for six employees,‘shelving and storage space for case records,
and a counter for transactions with the public; the court administrator‘s

office; and the judge's chambers. The .court is in session Monday through

‘Friday (except holidays), beginning at 8:30 a.m. and continuing until the

day's business is concluded--usually in the 1até afternoon. Working hours
for the court staff are 8:00 a.m. to 5:00 p.m., and the Clerk's Office is

open to the public from 8:30 a.m. to 4:30‘p.m.(




B. Workload and Workloaé Trends

With a total of 25,848 filings in 1980, the Englewood Municipal Court
currently has a substantially heavier caseload than other Denver area cities
of comparable size. Table I-2 presents data on filings in Englewood and
five other municipalities, taking into account population sizé and number of

police patrolmen:

Table I-2

MUNICIPAL COURT TOTAL CASELOADS IN SELECTED COLORADO CITIES, 1980

.~ Caseload per Size of Police Cases per

City . Populétiona Caseload 1,000 Pop. Patrgl Force Patrolman
Englewood 29,851 25,848 . 865 o : 36'4
Littleton = 28,474 12,040 423 31 ' 388
Northglenn 28,735 . 11,046 384 28 394
Wheatridge 30,268 4,487 i4s | 34 324
Westminster '49,256 10,801 1219 ' 73 | 148
Arvada = 77,749 12,903 166 56 230

a. Preliminary 1980 census figures

Such comparisons, although they can be useful for purposes of getting a
rough sense of the leve; of‘municipal court activity in different cities,
are necessarily imp;ecise. The nature of ﬁhe caseloads may differ markedly
from one cipy to another depending on the level_of commercial activity in

_the city, the size of the éolice force, the pfioritiés that the police and

other city officials place upon different types of law enforcement work,



and a host of other factors.> For ekémple, if parking violations‘aré_ex-
cluded from consideration, the caseload picture appears somewhat'differenﬁ)

as indicated in Table I-3.

Table I-3

MUNICIPAL COURT NON-PARKING CASELOADS IN SELECTED COLORADO CITIES, 1980

Non-Parking an-Parking
Non-Parking Caseload per Size of Police Cases per
City Population Caseload 1,000 Pop. Police Force Patrolman -
Englewood 29,851 - | 8,008 - 268 71 112 i
Littleton 28,474 4,843 .' 170 31 156
Northglenn 28,735 7,339 : 255 _ 28 ‘ 262 - E
ﬁheatridge  '30,268 4,408 | 146 ' 34 | 130
Westminster 49,226 8,371 o 170 13 115
Arvada 77,749 . 11;509 148 56 205

The caseload in Englewood appears to be relatively high in relation to popu-
lation. One reason is, of course, the fact thét Eﬂglewood has a high level
of commefcial'actiQity. A major shopping center (Cinderella City) is lo-
ca;ed ih Englewood, and there are also many other retail businesses in the
citf. 'Threé major qrterial roadways (Broadway, U.S. 85, and U.S. 285) run - -
throﬁgh-the heart of Engiewood.» Traffic thfough the city is heavy, and |
available parking is séméwhat limitéd.  Not su#priéiﬁgly} Qne'resulﬁ is a
large number of_muniéipai.courﬁ qaées invélviﬁgAPArking violations_and mov= -
ing traffic vio}ations. Over the é;st tenlyears, thé-volume ih both types
of cases (and other kinds of cases as well) has increased markedly, ag shown

in Table I-4;

As Table I-4 indicates, the Municipal Court has not.handled parking

-5 -
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througﬁout the entire ten-ye$¥'period. Fréﬁ'déh;;;§ 1974 thréugh June 1978,
parkiné violation matters were handled by Central Cashiering,'although the
revenue collected was attributea tp the cour£; Indeed, transfer of author-
ity over parking violations cases from Central Cashiering back to the court
in mid-1978 also mafks the point at which the court's staff began to in-
crease in size, as workload shot up rapidly. The result.of that mid-ye;r
transfer was to increase_the court's parking violations workload from zero
in 1977 to 4,688 for a half-year in 1978. It then continued to rise, going
to 10,361 in 1979 and 17,840 in 1980. During the same period, non-parking

offenses have nearly doubled, going from 4,216 in 1978 to 8,008 in 1980.

Staff size has grown from the equivalent of four full-time employees prior

to the transfef to 8.25 at the end of 1980.

As "indicated above, the percentage of cases that involve any type of
formal in-court proceeding is relatively small in relation to the number of
case filings.  In terms of absolute numbers, however( the volume of sﬁch
cases is relatively large,~ana as total caseload (especially the total of
non-parking‘cases)vrises, this number increases. In 1980, a tptal of 4,056
in-court arraignments weré ﬁeld, compared to 2,979 iﬁ 1979. An additional
1;097 persons entered pléas of>not guilty at the Violatiohs Bureau in 1980,
compared to 691 in 1979.. | |

Althbugh the caseload has risen considerably over the past decade--and

' very dramatically over the past three years--it is exceedingly difficult to

project future caseload trends. There are a gréat many factors that can in-
fluence caseload levels in future years, including the nature and extent of
police activity, commercial activity in the city, population growth in the

city and the surrounding area, motor vehicle nsage, and the rate of criminal




activity in the city. Addiﬁionally, even ié'the hﬁmber of case filings werg‘
to remain.constant, other factors--e.g., practices of the City Attornéy's
office with respect to plea bargaining, new ofdinanceé passed by the City
Council=-~-could affect éhe number'éf trials and other aspects of thé court's
overall workload.

Perhaps the most important factor affecting the court's caéeload is the
level of activity of the City's police force. In an April 1980 memorandum,
the‘cityfs Police Chief noted that he expected 1980 to be a year 6f high en~
forcement activity and low turnover qf police persanel. He projected no
significant increases for 1981 or future years unless there were to be a
significant increase in police pérsonnel. Discussioﬁsiﬁith senior poiice
personnél tha£ were cpnducted during the course of this study indicate that
the Chief;s April 1980 aésessment qf future enforcement activity remains-
valid. Police officials indicated that they expected no qnnual'increase in.
parking violation filings beyond approximately 17,000. Non-parking viola-
tiéns;‘which have shbwn a fairly steady inqrease since 1971, may be mo;e

likely to increase somewhat, but it is highly doubtful that future increases

will be as dramatic as the 52 percent increase in filings from 1979 to 1980.

Thus, simply. on the basis~of'an_ana1ysié of expected levels of police ac-

tivity, it would appear'that——ét least for the near future--it is unlikely -

that there will be dramatic increases in the court's caseload.
In attempting to project future caseloads, one technique used bylfore-
casters is to identifyjothér factors that, historically, appéar to be as-

sociated with case filing trends, and then to’undertake_a regression analy-

sis which will prodﬁdé a projeétion of future filings. Following this ap-

. proach with respect to case filings in Englewood over the past six years,
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using Arapahoe County population~as'thg;regresso;,iphe‘case filing projec-

tions shown in Table I-4 were made.

Table I-4

PROJECTED CASE FILINGS, ENGLEWOOD MUNICIPAL COURT

Year Total Filings Parking Non-Parking
1975 12,179 8,367 , 3,812
1976 . 12,568 8,600 3,968
1977 17,188 12,310 4,873
1978 14,084 9,868 4,216
1979 17,188 - 10,361 6,827
1980 25,848 - . 17,840 - 8,159
1981 25,275 17,000 8,275
1982 26,122 : 17,000 9,122
1983 26,969 17,000 9,969
1984 27,817 17,000 . 10,817
1985 28,667 17,000 : 11,664

The caseload projection that results from this approach is relatively
conservative, and is consistent with the projections made by poiice offi-
cials.. It may be noted.that the total projection for 1981 is very similar
to thévactual 1980 figufe...The réasoh for this is that the 1981 figure fits
the projection liné producéd ﬁy the regression analysis, while 1980 is con-

siderably above it. If the correlation between Arapahoe County population

- and Enélewood Municipal Court filings is a true fit, and if 1980 is a typi-

cal yeér, then it is possible that future case filings could be considerably

greater than indicated:here.

C. Assessing Future Needs: Issues Related to Workload Management and the
Prospect of Automation ' '

Although it is vefy difficult to predict the extent of future increases

in caseload, it is reasonable to expect that the long-term trend will be up-
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ward. The population of the area around Engléwood is expected to continue

to grow at a rapid rate, and the city's role aé a center of commercial acti-‘

vity is expected to continue. Unless there is an unexpected decrease in the

size of the police force or a change in the pattern of enforcement activity,

court activity will probably be at or above the 1980 level in future years.

The critical igsues, in assessing the future needs of the court, re-
volve around the extent to which (and the rate at which) the court is able

to make effective use of automation. Because a great deal of the court's

work involves a high volume of basically simple repetitive tasks, there is a

significant potential for productivity'increases—?and a long-term savings

in manpowerQ-through effeétive'use;of éutomation for purposes such .as re-~-
cording fine payments, printing notices'of non-appearance or non-payment -of
fines, issuing warrants, énd dockéting-cases. Additionally, éutomation
holds a potentiél for.rapidly produciﬁg statistical data, case status re-
ports, infofmation about defendants' prior offenses;.and other types of man-
agement informatién notzroﬁtinely';vailable through the court's current man-
uval systems. | |

»In'view of the faét fhét the City ﬂas'méde a firm commitment to proceed
withlthe purchasing of a computer system-which is~f1exible in naturé and

will be adaptable to the needs of different units of government, it makes

_ sense to plan for automation in the court at the earliest feasible time. On

the basis of discussions with the City officials involved in the development

)

of the'City's computer system, it seems reasonable to believe that extensive

automation could be achieved in the court within a period of 18 to 36 months

" from now. At the outside--assuming that automation of court operations was

- 10 -
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given the lowest possible p?iority¥-aut6mati§n Vsﬁld probably ﬂot,take
longer than five years. | |

It is our judgment that the.automation of court functi§ns should be
given a high priority in the City's overall plan for computerization. There
are a variety of reasons for this conclusion, not the least of which is the
fact that the court--which already produces a significant aﬁount of revenue
for the City's general fund--could, with automation; be substantially more
effective in collecting.revenue from fines imposed. And, importantly, auto;
mation can be a valuable asset in case managemént, thus aiding the court to
perform its mosf bésic funcﬁion of resolving cases in a fair and efficient
ménner.

! In assessing the court's futpre'neéds, thérefore( we make a basic as-
sumption that the court will become automated to the maximum extent pdssible
within the reasonably near future. This assumption has significant implica-
tions for the recommendations that we make in.several of the areas covered
in this study, including caseflow managéﬁent, peréonnel, financial manage-

ment, and records management. Xey issues that must be addressed, if the

"court is to become automated reasonably soon, .include the following:

e  What is the full range of computer applications that the court
needs? What applications should be given highest priority?

) What types of case management information are most important?
What changes should be made in the court's case management system

as the court moves toward automation?

) what staffing level and pattern will'be necessary, once the court

becomes fully automated? Wwhat staffing patterns will be necessary

i between now and the time the court becomes fully automated?

_ ‘What types of changes will be necessary in the court's financial
management system as the court becomes automated?

- 11 -
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® What types of changes in filing systems and records management
will be necessary?

e  What sort of processes of communication and consultetion, involv-
ing court personnel and officials in other parts of the City gov-
ernment, should be developed in order to make the automation of
the court (as well as other aspects of its work) as effective as
possible?

It is not possible to answer all of these questions definitively at
this time, pafticularly since final decisions have not yet been made with
respect to the equipment to be pﬁrchased and the schedule for automation of
the many different functions of city government. However, we have sought to .
address these issues to the maximum extent possible, and to make specific '

‘ 4 , . s _ | T
recommendations. These are set forth in the chapters that follow, to-

gether with>our assessments of the operation of different facets of the

current system.

- 12 -
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Footnotes -(Chaptef I

1. Appeals from decisions of the Englewood Municipal Court may be taken
to the District Court for the Eighteenth Judicial District. Because it is a
court of record, the court must keep a transcript of all trials and other
proceedings that are subject to appeal. This is done by audio tape record-
ing.- : '

2. Additionally, it should be noted that it is very difficult to obtain
truly comparable data. Many municipal courts in Colorado have little or no
data on caseloads. They categorize cases differently, count differently, and
handle caseloads that differ significantly in terms of subject matter and
complexity. '

~ 3. All forecasting methods require that some pattern for a relationship
exists that can be identified and used as a basis for preparing a forecast.
There is a trend pattern over time in annual filings of non-parking viola-
tions, so that time can be used as one variable in a regression (correlation)
analysis to project case filings. When one or more socio-economic variables
in addition to time are used in making a regression analysis, the assumption
is that the curve of the regression line is curvilinear, meaning that it in-
creases or decreases over time, rather than a steady or constant increase
over time. The latter is the assumption when time is used as a regressor.
The variables considered were Englewood sales tax receipts, Englewood build-
ing permits and business license fees, Englewood population projections made

b'by.the Colorado Executive Budget and Planning Agency, and Arapahoe County

population projections made by the same agency.

Three were chosen as possible regressors for annual non-parking filings:
Englewood sales tax receipts, Englewood population projections, and Arapahoe
County population projections. The next step in the analysis was to compute
the correlation matrix, followed by regressing non-parking violations with
one or more of the independent socio-economic variables.  In this case, the
computer selected just one independent variable--Arapahoe County population--
as being the best indicator of the trend in non-parking wviolations filings.
The significance level for the whole regression is .0284 percent, which is
very good. This means that past data show that the percent of variance in
non-parking violation filings explained by the increase in Arapahoe County
population is 86 percent. This result seems logical, because Englewood is
apparently not growing as a city, but draws business and traffic from the
surrounding area. i ‘

As shown in Table I-4, parking violation filings were held at 17,000
for each year, 1981-1985, and these were added to the projections for non-
parking violations. ‘The result is a fairly conservative estimate, but it is
believed to be accurate, given the assumptions stated above.

4. For extensive discussions of data processing needs and recommenda=-

tions related to these needs, see Chapter VIII, infra.
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II.. CASEFLOW MANAGEMENT _

In order to describe and assess the>casefiow process in the Municipal
Court, it makes sense to segregate parking éna_non;parking cases. Although
procedures are;idenfical in bofh types of cases if a defendant elects to
plead not guilty and go to trial, the procedureshin the two types of cases

are significantly different at other stages.

A. Management of Parking Violation Cases

A parking violafion case is initiated by a police officér, who fills
out a multi-copy citation.form'and affixes the defendant's copy 6f the
citation tq,the Qindshield of the motor vehicle. On the face of £he
citation, the officer records the type of‘violation, the time and place of
oécurrence, and the model aﬁd license number of the motof vehicle. The
vcitation informs the owner of the motor vehicle that wifhin 14 days he must
either appear at the Parking ﬁiolationé»Bureau of the Englewood Mupicipal
Court to answer the‘pérking violatioh.charge(s) gglremit ﬁhe aﬁoﬁnt of the
fine shown on the back of the citation.  The back of thé citatiop (wﬁich

also serves as a mail-in envelope) shows the fine schedule, as follows:

If paYment received

by Parking Bureau If payment received.
within 14 days of by Parking Bureau '
date of issue of after 14 days of date
~citation of issue of citation
Overtime Parking $3 ‘ $13
Parking in a Fire Lane $10 _ $20
- All Other Parking Violations $ S o $15
- 14 -
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The owner of a motor vehicle who receives a citation may follow one of - .-
several courses of action:

e He may remit the fine, either by mail or in persoﬂ_at the court's
Violation Bureau, thus terminating the case.

® He may fail to respond, in which case the court will seek to ob-
tain the name of the owner of the vehicle from the County Clerk’s
office in the county of registration, or from the State Department
of Motor Vehicles. When (and if) the name of the owner is ob-
tained, the Court will send a notice to the owner, informing him
that he is subject to arrest if he does not either pay the fine
amount (including penalties assessed for late payment) or contact
the court to plead Not Guilty and arrange for a trial.

. He may file a written appeal of the charge(s). The appeal will be
considered by the Court Administrator, who serves as the court's
Parking Referee. If the Parking Referee upholds the citation, the
defendant then has 7 days in which to either pay the fine or come
in to the court and set a date for trial.

) He may elect to enter a plea of Not Guilty, in which case a date
for trial will be set. :

Data on what actually happens to parking violation cases are not rou-
tinely available. Recéhtly, however, the Court Administrator has done.an
analysis of the dispositiﬁn of parking cases over a 12-month period: That
analysis indiéates that the disposition of the 17,480 éarkingvviolation

filings of 1980 is roughly as follows:

Of the total of 17,840 citations filed:

3% (535) dismissed because they lack some material allega-
tion (e.g., no date of violation shown on citation)
or were voided by commanding officers. -

6% (1,070) considered uncollectible, because they were issued
: to vehicles with out of state license plates. Only
~about 2% of these vehicle owners will pay voluntar-
"ily, and it is considered impractical to try to
send notices to them. '

'91% (16,235) considered collectible.

- 15 -~
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Of the 235 citations that are considered collectibla:

10% (1,624) file a written appeai with the Parking Referee,
disposition of which is roughly as follows:

40% (650)

29% (471)

31% (503)

citation dismissed for reasons set
forth in written appeal.

citation treated as a "warning”.

citation approved as valid, and no-
tice to pay or appear to set trial
dates valid to vehicle owner. of
these, 9% (45) would request a trial

and 91% (458) would be considered as
collectible.

90% (14,611) considered collectible.

Of the total of 15,069 considered collectible after the appeal process

is concluded:

86% (12,959) will be paid.

71% (9,201)
~19% (2,462)

10% (1,296)

14% (2,100) will not be paid.

42% (886)

before receiving a notice from the
court. '

after a first notice has been sent
by the court. '

after a second notice has been sent
by the court.

dismissed as defective/uncollectible
because court is unable to get a
correct listing or deemed uncollec-
tible because first or second notice
was returned (i.e., moved, left no

'~ forwarding address) and Court is un-

58% (1,224)

able to get a new address.

are not paid even though it appears
that the vehicle owner received the
two notices sent.

- 16 ~
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Of the 1,224 cases in which the citation and follow-up notices are ig-
nored by the owner of a Colorado vehicle:

108 (122) - will be habitual offenders (3 or more violations in
"a 6-month period) and the citations will be sent to
the City Attorney for further action.

20% (1,102) will be single offenders and no further attempts
" will be made by the court to collect.

During the course of a year, the court will send requests for the listing of

motor vehicle owners (matching license plates to names of vehicle: owners) for

about 39 percent of the citations filed--a total of about 6,983 such requesté
in 1980. 1In 1980, 5,134-first notices and 2,743 second ndtices were sgnt.

At ﬁhe present time, all of fhese fequesté and notices are prepared mAnually,
with Violations Bureau Clerks filling/ih the relevant ﬁateriai on pre-printed

forms.

B. Non-Parking Cases: Two-Track System

Municipal cases other than those involving parking violations are ini-
tiated by serving a copy of the summons and complaint on the defendant, and
filing the summons and complaipt;with the éourt. Most commonly--as in the.

case of a moving traffic'Violation-?this is done by a police officer, using a

' standard form citation that serves as a summons and complaint. The face of

‘the traffic citation indicates the defendant's name, address, license, other

identifying information, and the location, time, and type of violation. It

summons the defendant to appear either (a) at the Municipal Court's Viola-

‘tions Bureau, no sooner then 14 and no later than 30 days after the issuance

of the summons and complaint; or (b) at the Court for arraignment on a date

- 17 ~
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(always a Wednesday morning) specified by the poli;e'dispatch 6fficer. Whe-
ther or not the offense is treated as oné thag can be dealt with by the Vio-
lations Bureau or as one requiring a court appearance aepends_upon the nature
of the offense. If the defendant is charged with one of the‘following of-
fenses, a personal appearance at arraignment is mandatory:

® ' Careless driving

) Reckless driving

. "Speeding 20 or more‘milés per hour over the limit.

. Speed contest

‘® Eluding or attempting.to elude a police foiéer

e Any offense resulting in ah accident and/or personal injury.

- A total of 3 or more offenses in a sihgle complaint.

e  Any offense where the defendant is 17 years of age or under.

° A fourth or subsequent offense within a 24-month périod.

e A thira of subsequent offense of the same non-traffic ordinance.
° Failure to respopd to a summons.

) All offenses involving non-traffic ordinances, except dog at large

or possession and consumption of alcoholic beverage.
For all.othé: offénses, a schedule of fines has been gstablished ’ And the
fine_may be pgi& directly_af.the Violaﬁions Bureau.
if.the:offense is one that simply requires.an appearancebat the Viola-

tions Bureau, then it can be handled in a fashion similar to'a parking viola-

tion. The defendant can enter a plea of guilty and pay.the fine either by

mail (after first ascertaining the amount of the fine and the number of -

points involved by telephoniﬁg the Clerk's office) or in person, and the case

- 18 -
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is then terminated. Alternatively{ he can3e1th§fﬁ1§) ignore the citation
(thus precipitating the mailing of a warning notice and, if that fails to

produce a response, a second warning notice and subsequently the issuance of

a warrant for his arrest); or (b) elect to plead not guilty and contest the

charge{s), in which event the case will be set for trial.

If the offense is one for which a court appearance is mandatory, thé
defendant will be notified--on the face of the summons and complaint1--to
appear in court for arraignment on a Wednesday morning, either at 8:30 a.m.
or 10:30 a.m. The arraignment date will'be set at least two weeks later '
than the date of the summons, in order to give the court time to obtain re-

ports about the incident and information about the defendant's prior driving

or criminal history record. The date is set by the police dispatch officer,

following guidelines established by the court.

C. Court Cases: The Caseflow Process*

There are three key points in the caseflow process in the Englewood

Municipal Court: the arraignment, the pretrial conference, and the trial

. date. Each is described briefly in this section.

1. Arraignment proceedings. On the average, about 60 defendants are
arraigned every Wednesday morning, most of them at 8:30 a.m. and a somewhat
smaller group at 10:30 a.m. The judge begins by advising everyone in the

courtroom that the primary'purposeiof the arraignment prdcedure is to deter-

" mine whether thé defendant wishes to plead guilty'or not guilty to the ordi-

nance violation with which he or she has been charged. He explains the de-

fendant'sbrights to representatibn by an attorney, the choice between a

® For flow charts that graphically dépict the caseflow process, see
Appendix A.
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court trial and a jury trial; the burdéh of prooffat a triai; the meaning of
a guilty plea, and the extent of the penalties the court may impose. .He al-
so notes that if a defendant decides to plead."Not Guilty", he Will be given
two dates: a date for the trial and a déte for a pretrial confereﬁce. The
pretrial conference is ;ptional if the defendant elects a.coﬁrt trial, but
mandatory if he eleéts a jury trial.

The formal advisement of proéedures and rights* takes abput 15 to 20
minutes. The judge then calls the calendar, asking those who intend to
pleéd "Guilty" to raiseltheir hands. Those who intend to plead "Not Guilty"
are asked to enter their plea of NotIGuilty for the. record ana then go to
the rear of £he courtroom to speak with a deputy clerk about the dates for

the trial and for the pretrial conference. The defendants who plead Not

Guilty are given two pamphlets--one advising them of their rights and obli-

gations with respect to the charges, the other.telling them about the op-

tional pretrial conference. They are also given.a written notice of the

trial date and fhe date on which the pretrial coﬁference is scheduled.
During 1980, a total of 4,056 arraignments were scheduled, and 3,200

were actuélly held. The results of these arraignments are shown in Table

II-1 .

Table II-1

OUTCOMES OF SCHEDﬁLED ARRAIGNMENTS, 1980

Outcome ' Number Percent
Plea of Guilty to Original Charge 1,845 45.5%
Plea of Guilty to Reduced Charge 42 1.0%
Plea of Not Guilty 1,294 31.9%
Continued to Later Date : 423 10.4%
Defendant Failed to Appear ' 433 10.7%
Dismissal _ 19 0.5%

' 4,056 100.0%

* See Appendix B.
- 20 -




Aé Table II-1 indicates,”approxiﬁatéiy 45%'of”thé scheduled arraignmenté
(and about 60% 6f the arraignments actuallyvheld).result in the enﬁiy of a
guilty plea by the defendant. Each of.the caées in which a guilty plea is e54
tered is dealt with individually by the court. The judge reads the charges and
the written statement of therfficer who issued the citation aloud, and offers
the defendanﬁ an opportunity to ask questions or make statements on his own
behalf. He seeks to ensure that the defendant understands the charges and the
possible penalties before imposing sentence. After annbuncing the sentence, he
may question the defendant further to make sure that the defendant understands
the sentence. |

In most cases the sentence is.a fine, and the judge.advises.each defendant
who has been fined that before he can leave the court building he must stop at
the Clerk's office and pay the fine. If the defendént indicates that he cannot
>pay the fine.immediaﬁely, tﬁe Judge méy grant a‘stay (or pértial stay)vof exe-
cution, in which case the defendant muét éign the stay agreement in the Clerk's
office.

. ‘ * .
In addition to imposing a fine, the Judge may also sentence the defendant

 to jail (for up to 90 days), may suspend a jail'sentence, and/or may place the

defendant on probation. Depending>on the circumstances of the case, conditions
may be attached to the sgspension of a jail sentence, the probationvorder, or
the order to pay.a fine. For example, a jail sentence may be suspénded on.con-
dition that the défendant make resﬁitpfion‘for damage inflicted on the com-
plainant. _Similarl?, atténdance'at a defensive d?iQing school operated

under the court's éﬁspices may be made a condition of probation.

2. Pretrial Conferences. In June 1979, the Court implemented a pretrial

conference procedure under which every defendant who pleads not guilty, whether

at the Violations Bureau or at arraignment, is given both a trial date

-* See Appehdix C for Fines Schedule.
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and a date for a pretrial conferenée with the prosecutor. IfAthe deféhdaﬁt
demands a jury trial, the pretrial conference is maﬂdatory;2 if not, parti-
cipation in the conferehce is optional. Everf Tuesday is se£ aside fbr hold-
ing the optional pretrial conferences, and the’court's genefal practice is to
schedule a deféndant's pretrial conference within a one or two yeek period
following the entry of the not gﬁilty plea. Mandatory pretrials, of which
thére were 253 in 1980, may be scheduled for any day of the week, and are
fitted in around other business.

The primary purpose of.the pretrial'conference is to determine whether
the parfies c;n agree upon a disposition satisfactory to the prosecutor, the-
defendant, and the céurt, without\neceésiﬁy'for a trial. The conference.is
held at.the prosecutor's offiﬁe in City Hall, a few steps from the courgroom.

If the defendant appears at the pretrial conference and agreement is reached

on a disposition, the parties go into open court and enter the plea on the

record. As in the case 6f éuilty pleas at arraignment, the judge may question
the defendant ﬁo be certéin that he knows what he isidoing prior to accepting
the plea and imposing sentence. After sentence is iﬁposed, the previously
scheduled trial in the case is stricken froﬁ the court's doéket. If the de-
fendant appears for.ﬁhe optiqnal pretrial‘conference and a disposition is not
reached, the cohference can be continued (oﬁe time only) for one week.
According to statistics kept by the Court Administrator, about 77 percent
of fhe aefendants in cases éet for optional pretrial conferences appear for
the conferencés. Of these cases, about 78-percent are termina£ed.on the aate
of the conference, by plea bargain, dismissal, or change of plea £o guilty or

nolo contendere. Once it is clear that the case is going to trial, the poiice

officers and other witnesses are notified to appear on the trial date.
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At the mandatory pretrial c@nferénce,Afhe pros?cufor, the défendant, and
the witpesses for the city are required t§ be presenﬁ. when a case ié set for
a mandat&ry pretrial, the defendant almost al&ays appears, probably because
failure to appéafjwill result in forfeiture of the $25 jury demand deposit.
Asvin the case of optional pretrials, the parties must report the outcome of
the mandatory pretrial conferencelto the judge in open court. .If no disposi-
tion is réached at the conference, the Judge advises that the parties have
seven additional days in which to try to do so, after which a jury will be
called. After the seven day period, the only way in which.a case can be tef-
minated is (except in very unusual circumstances) by a guilty plea to the
original charge(s) or dismissal of the entire case by the City Attorney. In
1980, of 161 jury trial demands, only 16 (10 percent) were set for jury
trial. |

3. Trials. The trial date set at arraignment is about four to five
weeks #fter the pretrial conference, to allow time to subpoena witnesses.
Police officers are notified to appear §n thé'scheduled date and other wit-
nesses are subpoenaed by the City Attorney's offide.

_During 198d, a total of 862 cases proéeeded past the pretrial conference
stage (either becausé the defendant failéd to appear at the pretfial confer-
ence or Because.a dispésition could not be reached at the conference) and were
set for trial on the dockgt sheéts prepared by the Deputy Clerks five days in
advance of the sqheduled hearing. As Table II-2 indicates, most of the cases
that were set for a jury tri;l at this point went forward-to trial, but onlyv

about 12 percent of the cases set for court (non-jury) trials-actually re-

sulted in trials. Of the remainder, about three-quarteré resulted in dispo-

sitions on the date of trial or very shortly before, and most of the others
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were cases where the defendaht“failed to:appear and a warrant issued for his

arrest.
Table II-2
TRIAL SETTINGS AND TRIALS, 1980
Number of Number of Trials
Trials Initially _ Set When No. of
Scheduled (before Docket Prepared Trials
Type of Trial ‘Pretrial Conference) (5 days before hearing) Held
Court (Non-Jury) Trial . 2,411 - 846 98
Jury Trial- ' 161 16 10

The high rate of dispositions on the day set for trial means that a large

‘number of police officers and witnesses are reqﬁired to appear at court but

‘end up leaving without having to testify. Court time is lost on these days,

because it is too late to schedule other matters when a scheduled trial "col~
lapses". Thé'prosecutor,-faced with the prospect of having to try all of the
cases on the day's docket if an agreed-upon disposition cannot be reached, is

under_pfessure:to enter into plea'bargains.

D. Calendar Practice

The activities of the court are organized to allow time for‘eaéh of the
three major categories of work--arraignments, pretrial éoferences, and trials-
to be scheduled. Table II-2 illustrates thevbasic schedule followed by the

court in making up calendars for future cases:
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Table I1I-3

MUNICIPAL COURT WEEKLY WORK SCHEDULE-GUIDELINES FOR TRIAL SETTINGS .

Time and Activity

Day 8:30 a.m. 10;30 a.m. 1:30 a.m. 3:00 p.m.
Monday Approximately 5 Jury Trials 5 Court trials 5 Court trials
Tuesday . 15 Optional 15 Optional 10-15 Optional 10 Optional

Pretrials Pretrials Pretrials Pretrials
Wednesday Arraignments Arraignments 5 Court Trials 5 Codrt Trials
: or or
5 Jury Trials
Thursday 5 Court Trials 5 Court Trials 5 Court Trials 5 Court Trials
or
5 Jury Trials
Friday 5 Court Trials 5 Court Trials 5 Court Trials 5 Court Trials

or
5 Jury Trials

Other types of hearings are scheduled as needed

within the above scheddle

As Table II-3 indicates, the trial setting guidelines followed by the

Deputy Clerks at arraignment is about five trials for a single morning or

afternoon time slot. By the time the pretrial conferences have‘been held,

this number will have been pared down sharply. Docket sheets prepared five

days in advance of a court date should show an average of two to three cases

set for trial on a mornihg or afternoon where court trials are scheduled, al-

though--because of the court's concern about accommodating police officers'

. schedules--some mornings or afternoons may have as many. as six or eight

trials actually on the docket. On many days, none of these settings actualiy

results in a trial.

‘Actual capacity for trials, assuming continuation of present sched-

uling practices (which call for arraignments to be held on Wednesday mornings
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and pretrial conferences all day oh°Tuesday3}‘and“the current staffing
level of one judge and one prosecutor, is probably a maximum of fifteen per

.yeek, fiqured as follows:

Table II-4

MUNICIPAL COURT JUDGE'S TRIAL CAPACITY

Morning Afternoon
Monday | 1 Jury Trial 2 Court Trials
Tuesday » ‘ 0 : 0] N
‘Wednesdaﬁ 0 A 2 Court Trials
Thursday 3'Court Trials 2 Court Trials

Friday 3 Court Trials 2 Court Trials

This estimate may be some&hag high, because it allows relatively little
time to both hold the triais>and condﬁét other miscellaneous types of busi-
ness. These miscellaneous maﬁters include, for example, hearings on mo-'
tions apd on orders to show cause why the bond on a defendant who has
failed to appear should not be revoked; holding in-court proceedings on a
diséosition previously agreed upon at a pretrial conference or via tele-

: : \

phone; and (for the prosecutor) holding pretrial conferences that could not

be held on a Tuesday. A much more conservative estimate of capacity would
. t

be a total of nine trials per week, assuming one jury trial on Monday morn-

ing, two instead of threebcourt trials on Thursday and Friday mornings, and
one court trial instead of two on Monday, Wednesday, Thﬁrsday, and Friday

afternoons.
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Of course, the fagt that.the court's capacity to cbnduét trials may be
between 9 and 15 péf week does not necessarily meaﬁ that there can (br
should) be a significant increase in the number of trials actually heid.
There wiil always be a high percentage of cases in which it is in-the in-
terests of justice--and fair to both the City and the defen&ant~—to reéolve
the matter by negotiation rather than trial. Further, there is ample evi-
dence from research in other courts that defendants' perception that the
court has a genuine cpacity to hold trials (and is prepared to do so if
necessary) is a very important factor in encouraging settlements. A close
look at trial capacity suggests that it would be possible to hold a larger
number of trials than are being held at present. Indeed, it would appear

the court actually has the capacity to try virtually all of the cases that

are docketed for trial. In 1980, with a total of 846 cases set for court trials

on the docket sheets typed five days in advance of the court date, there was an

average of about 17 cases per week for which trials were presumably ready to

proceed on the date scheduled, This is only slightly more than the court's

actual 15-trial capacity. Under these cifcumstances, it should be poésible for

the prosecutor to adopt a much firmer policy with respect to plea bargaining.

E. Case Processing Times -

The court's current recordkeeping and management information ssytem does

not provide for regular reports indicating how long cases are taking from in-

ception to disposition. In order to obtain information on case processing
times, the study team examined court records to obtain data of two types:

(a) the age of cases at disposition; and (b) the age of pending cases..
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1. Age of Closed Cases. A sample was taken of the 587 non-parking
dispositions recorded during the month of Septembér 1980, One hupdred
eighty-two cases; or 31 percent of the total,.were included in ;he sample.
Of the 182 cases, 16% were disposed of either at arraignment or at the pre-
trial conference. The median interval from arraignment to pretrial (in
cases where a pretrial conference was held) was 7.5 daYs. Three-quarters
of the conferences were held within 15 days of arraignment, and 90 percent
took place within 30 days of arraigﬁment.

For the 20 cases that proceeded beyond the pretrial conference stage,

the median time from arraignment to disposition was 44 days and 90 percent

" were disposed of in 93 days or less. Two cases (the remaining ten percent)

were 136 and 191 days old at disposition, and the data indicated that the
defendants had failed to appear at either the arraignment stage or at the
pretrial conference.

2. Age of Pending Cases. During the study, a 20 percent sample was

taken of pending cases (excluding open warrants), resulting in a sample
size of 194 cases. The median age of the cases sampled, inciuding 30 cases
in which édjudication had been made but imposition of sentence deferred,
was 39;6 days. When these 30 cases are removed from the sample;.the median
age is 33 déys, with no case pending for.moré than 105 days.

Basgd upén the examination of data from both pending and recently
closed éases, it is clear that the court is well in control of its case-
load. Abou£ 59 percent of the cases that go to court are resolved af ar-
raignment. Pretrial conferences are held shortly after arraignment, re—
sulting in the disposition of a large portion of the remaining cases, and

the remainder are generally disposed of on-or before a trial-date within

- 28 -



five or six weeks thereafter. Median times to disposition are speedy,
even for cases not completed at arraignment, and very few cases take as long
as three months to complete. |

The court operates under Rule 248B of the Colorado Municipal Cqurt
Rules of frocedure, which.prescribes the diéposition of misdemeanor cases
within 90 days of the dateiéf arraignment unless a delay beyond that limit

is caused by the defendant or required by other unusual circumstances.

Rule 248B. Dismissal.

(B) By the Court. If there is unnecessary delay in the trial

of a defendant, the court may dismiss the case. If the trial

of a defendant is delayed more than ninety days after the ar-
raignment of the defendant, unless the delay is occasioned by
the action or request of the defendant, the court may dismiss
the case and the defendant shall not thereafter by tried for

the same offense; except that if on the day of a trial set with-
in the last ten days of the above time limit a necessity for a
continuance arises which the court in the exercise of sound ju-
dicial discretion determines would warrant an additional delay,
then one continuance, not exceeding thirty days, may be allowed,
after which the dismissal shall be entered as above provided if.
trial is not held within the additional time allowed. (Amended
May 25, 1978, effective July 1, 1978.)

As shown by the data summarized above, the Englewood Municipal Court

operates well within this standard. Excluding cases in which the defendant

fails to appear and a warrant is issued, the cases that take more than 90
days are very few in number and in these cases the deléys are invariably the

result of requests by the defendant for a continuance.

F. Notices and Warrants

Like virtually every municipal court, the Englewood Municipal Court
faces problems of motor vehicle owners who fail to respond to parking viola-
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tion c;tations and of defendants in non-parking cases who fail to appéaf or
who, after conviction, fail to pay a fine imposed by the court. .The court's
appraoch to dealing with non-responsive defendants varies, depending upon
whether the case ipvolves a parking'violation or some other type of offense.
In the case of a parking violation; the court éimply sends notices to the>

person registered as the owner. If there is no response after the second no-

tice, the court considers the citation uncollectible, and either turns it

over to the City Attorney's foice (if the listgd owner has three or more
violations within a six-month period) or files it in an "uncollectible"lfile?

In nqn—parking cases that can be handled at the Violétions Bureau, if
the defendant fails ;é_appear within the preséribed 30 day period; the court
sends a warning notice. If that does not produce a resbonse, the court sends
a second nbtice warning that failure to réspond will result in the issuance
of a warrant for his arrest. Where the defendant has failed to appear for

an arraignment or other scheduled court date, a single notice is sent, by

certified mail.

If the defendant responds to a notice, the case goes back on its usuél
track, handled either és a Violations Bureau case.or'a court case, but with
the defendant assessed a penalty for tﬁe;cost to the court of sending the
notices. If there is.no reéponSe_to the last notice, the céurt will issue
a bench warrant for the defendant's arrest.

After the warrant has been issued, it is sent to the Englewpod Police
Department for execution. - The Police Department transmits the information
concerning the case info the Cdlor;do Crime Information Center (CCIC),ithus
enabling pplice from other Colorado jurisdictions to learn about the out-

standing warrant (and to make an arrest on it) if they should pick up the
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defendant for other reasons and fun ; chéck bn ﬁiﬁ;"Englewood officérs canr
make arrests on the warrant only within the boundaries of the City, and tend
to try to fit in the "working" of warrants around other duties.

During 1980, the number of warrants issued for non-appearance or non-
payﬁent more than doubled, going from 426 in 1979 to 913 in 1980. At the
end of 1980, approximately 700 warrants were outstanding. Warrants that
are still outstanding after two years are purged‘from the court's file, and
sent to the City Attorney's office for dismissal.

During the period from October 1979 to February 1980, the court adopted
a practice of having a Deputy Clerk make "courfesy phone calls" to defendants
who failed to respond to notices, prior to the actuél issuance of the war-
rant. The program was dropped at the end of February because of the pres—v
sure of the court's other work, but statistics compiled by the Court Adminis-
trator indicate that the program produced useful results. Based on the previ-
ous percentages of warrants issued in such casés, she estimates that 346

warrants would have been issued if the calls had not been made and that in

185 of these cases (53 percent) the phone call produced a response and made

it unnecessary to issue the warrant.

G. Overall Assessment

A 1973 monograph published by the American Bar Aséociation, entitled

Caseflow Management in the Trial Court, identifies and discusses a number of '

elements of effective caseflow management.6' Subsequent research in a number

of different courts has provided further validation of the basié principles '

of caseflow management set forth in that 1973 monograph.7 The chart on

- 31 -



*£T3u9T01330 *§s3001d JuswaBeuew MOTJOSED 3Y] UT JOJBAOUUT pUE I03EBU

£13A suoy3loUNy 953yl swiojiad oym J03EBIISTUTWPE 31INOCD B SBY 3IN0D poomaTSug ayl 'pood Kisp ~Fpi00d & Se JOB 03 I03BAISFUTWPE 3IN0d B JO ID[AIDS 01

T *398 ST ajep uaym 1In0d Lq ) *§10FTJu0d’

. . peITNSU0d ST YOdFym ‘aTnpayds S,13013j0 yoea sayrddns juaswizedaq @dFjog *£aeSS3D3U UBYM apew aynpayos 129f3jo ad2fTod pue Lauioiie jo KLITTrqrssod ay3
. 21@ SUOTIEpOWMODDE puk ‘TETI] 103 Sajep JulIIaE UT PaITnsuod LTaulInox aie s£au1031Y * pPooY Supzjuputuw 10 Buyproae 103 senbruyday paysErqeIsy -6

*a3e ased jo Sujiojruouw aj\y
~T1I%8) pInos walsds Bujdaasypicoda BuyISTX2 JO SUOFIEDI]JTPOW JOUTK °*EISED TENPIATPUF UF IFUIY
. Kep—06 Buipaadxa 3sujuBe spiaend A[aA[ID933J3 ‘o3ep UOTIOE Ixdu ® Sujulisse sfemie jo =2df3owad

snyd ‘(3173 ased uy) ased jo Lep IS8T 103ad Uo UOFIEWIOIUT Jo AITTFqeITeay ‘sTeo8 juswsSeusuw ‘wa3sAs 3yl jJo uofjedrjypow o2jpojaad
30¥7dx3 03 paie[a1 jou aie s83a10dal 3yl Yl SUwdW--TEFI] 10) ITwl] Aep-0g 303 3deoxe--syeol pue oeqpasy pue Buriojfuom Buypnouf ‘syecd Juowaeueuw
pue spaepuels jo }OoB[ 3Inq ‘jaodax [edy3Isyiels [njasn saonpoad LTieyndaa jano) °pood Liap jsure8e aduvwiojiad waysds jo juswainseaw Jupnupiuo) °g

. ‘peoTased jo T0ijlu0d Supnufjucd SuTTqeUS Uf TNJIsn aq pInoM
. Suturedaeq ea1d 103 sajep Jjo-3Ind pue {[0IJUOD AIOJUDAUT ‘SIDUBNUFIUOD JO 438usT pue 1aqunu : o
o Buyuiaduod sagdrTed 133yYp3 ‘381 03 SaNUTIUOD peoLESED T ATABTNOFIIeg *(STeTa3 pue S20ua1aj *sTe0d juawefeuew 3FOTTdxa se saojealsjujupe

] -uod Teralaad Bupiles 1oy sporiad awpy (Aep 1ad anpayds 03 syefaiead pue *sTefay ‘sjuswulyel - pue sa8pn{ £q pajdepe pue pado[asdp spiepuels IdUBWIO)
., =~ae jo 12qunu ‘-3-3) suorieiado JeuILBIUT YITA BUF[EAp SPIBPULIS BWOS sey 3janod ay]l ‘ajenbapy . =12d we3sis Mmo[3esed pue spiepuels Suyssadoad aseny <y

S c "popaadxa Jjou aae SJITWET SwWfl IBYJ puB 2IEp UOFIDE XU
. e poudysse siea[e ST 3sed eyl aansud sd[3y (3aoqe ¢ 235) waisks Buy[}j 958> ‘ATTRUOTITPPV ) i :
*depuaTed UO ST ISEBD UIYM UOTIBWIOJUT TEFIUISSd STYI Yifa adpn{ ay3 Suppracad snyy *(s8uy *ss2180ad 88D jo [oajuod @3BIF[FOE] 03

- 32 -

-paadoad 3an0d 107ad jo sajep ‘asuajjo jo Ijep ‘°8°2) sojep Loy 23wOTpUl SITIJ asm) ‘ajenbapy paudysap ATed¥JFoods waysds SJuydeaypiodsa ardurs °9
*uay .

-qo1d 1ofew v jou ST STY3 ‘SUOTIFPUOD Judsaad iapun Inq ‘sased , pro, T[e LITIUIPT SnYy3 pue Sa58D
Suppuad jo 28e urejasdse APydfnb 03 L3ydeded jo yoel s| walsks ayj uy ssauywem ATup *paugys

-se aq sdemTe A 23ep UOTIOE IXBU IBY] SuTINSse snyjl ‘ajep UOTIDE Palnpayds 3xeu 03 SUFpiod
-28 13pio TedJ3oTouocayd UF pafTj dae sased Jujpuad jo SITFJ 88E) °a3Ep ,UOFIDE Ix3u,, e paulysse
sAenfe 218 s2yed ‘ATTvUOTITPPY °Papaoddxa aq jou TTIA IFWF] LBp-0f 3yl IEY] DINSSE 03 IBPUSTED

3yl uo dn sd2wod 258D € dwWy) Youd 3Fe pue SNIEBIS ISBD SMATA3X 3pnp *T0aJUOD pue JujlojFuow poos *ssa180ad ased jo Toajuod pue 2duezTuSod BDUBNUTIUCYH ,.m

: ) : *103813ISTUTUPE 31n0D ‘wa3sds jJuswafruew Mot jesed
Yiia £7aso72 Bupyiom ‘a8pnf uy pazyyrajuad ATyaessodau s} LIFTFqIsuodsaz *3anod agpnf-auo yam a3y jo uorjeaado 103 LITIFqrsuodsas pazyTeiqua) °y
‘89871 peoTased S8 papasu aq Lew saJoylod 13ydy3 213ys moae uv ST 8YY3 Inqg ‘Mol ATSAFIBTIA 8q 03 *822UeNUFIU0D Jo TOI3uod IYSI3
saeadde a3ma dduenujjuo) ‘arqrssod uaym Tenuew sainpadoad [ewioy B uj pajwiodioduy aq prnoys 03 JuduyTuwod TeYdfpn{ Burpnyoul ‘sased jo Surssad
asay] ‘juswadeuew 3sed 203 sainpacoid pue saTdfyod ayqeyiom Supdoyassp 3@ pood £iasa ST 3ano) -oad pue morj 343 Buuiaaold sainpadoid paysyiqesy ¢
*8Teya] pue syerajaad BupInpayods Ul JUNOOOE OIUF UIB] DB , . *Judwasoaduy

81257330 22170d jJO S3aTnpayds aoq -weiBoad ad>uaxajuod Tefazaad jo juawdol3aaap ur paijedyoyjaed , Jo sueauw pue uofjeiaado waisds Jnoqe Je I3 ‘iond
307330 8,4au1033y L3719 ‘ordwexa 10y ‘pood saeadde s20F3081d 3an0od SUFuUIaOUOD UOTIBITNSUOY © -2so0ad ‘aeq. ‘31n0d Buowe UOTIEITNSUOD BuThURIuO) 7
*(wei3oad yerairaad yeuoyido ‘-8°3) swayqoad yipm Teap o3 83anpadoid ayqedjaom Q0a0>mv, . *8o1)2eq Jo uofiysodsyp Lpaads pue Moy jased

‘uoyiesddo waisds zojjuow ATIUBISUOD 10ILIISTUTWPE 3ANCD pue Sa3pnL  -JudWITuwod Suoils Laap 30 Toijuod o) sa¥pnf £q JuswIFwwod TaAd| L5110 °T
SADILOVEd INAWAOVNVH MOT4dSVD I¥N0D IVAIDINAW QOOMATONT 4O NOILVI'IVAZ RALSAS INAWIAOVNVH MOTJASVD AAILIOAAAd NV J0 SINTWIT AaN

- . £



Page II-20 summarizes our assessment of the caseflow management practices of
the Englewood Municipal Court in light of these principles. As the chart
indicates, the study team's overall evaluation of the court’s current case-
flow management system is higﬁly poéitive. Despite a very sharp inérease in
the volume of éases filed (both parking and non-parking cases) the cases are
handled efficiently. Disposition times are speedy, and are well within the
90-day time standard established by the Colorado Rules of Municipal Court
Procedure. The judge and the court administrator are clearly éoncerned about
effective caseflow management, and monitor the caseload on an ongoing basis.
Remedial action is taken when problem areas become apparent. The court’'s

internal scheduling practices are sound and well manéged.

H. Recommendations

In view of the fact that the court's existing case management system
operates effectively, the principal recommendations outlined in this section
relate to plaﬁniﬁg for case management when the court becomes automated to a
significant extent. There are, however, two areas in which we believe that
steps could be taken now to improve the court's operation. The first area--
utilization of trial capacity--is largely out of the court's control, and
mainly involves questions of policy and staffing in tﬁe City>Attorney's of-
fice. The second ;rea——issuance and service of warrants--would probably in-
volve some increment in'staffing in the coﬁtf above the 1980 level. The réc—
ommendations are as follows: | |

1. Place greater emphasis on trial-date certainty and allow no plea

bargaining later than seven days after the pretrial conference date. 1In 1980,
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the court held only 98 court frials aﬁd 10 jury trials. Tﬁe rate oflhcollapse"v
of court cases docketed for trial following ﬁretrial‘conferences was very high
(over 88 percent),'largely because of last minute agreements on plegs. Since
defendants know that they can get a favorable plea ba:gain on the date set

for trial, they have little incentive to settle earlier, and the court's trial
docket gets clogged with cases that will never be tried. The court has the
capacity to try virtually all of the caseé that are docketed for trial. An
expectation shpuld be established that cases which are on the ‘trial docket
when it is prépared (five days in advance of the hearing date) will be tried.
In order to aphievé this objective, there would have to be a general policy
o; the part of the pfosecutor of not ;greeing'to last-minute reductions in
charges. A date seven days after the pretrial conference could be the effec-
tive cut-off date for plea negotiations in all cases, Such a plea cutfoff
policy is now in effect in cases for which a jury triai has been demanded,

and the results appear to be good. Seftlements are encouraged, and cases not
séttled earlier in the process have a high degree of certainty of going to
trial. If a case is not settlédvby the cut-off date, it should--except iﬁ'
extraordiﬁary cases—-result in a trial, a plea to the original charges; or
a'dismissal. If implemented, it is highly ﬁrobable that such a policy would
result in féwer cases being docketed for trial, thus further increasing the
likelihood that those scheduled for trial could be tried.

2. Add a second prosecutor to the City Attorney's staff, on a part-

time basis. One reason for the current. heavy reliance upon plea bargaining

is that the prosecutor must deal with a very high volume of cases. A single

prosecutor cannot both try cases and hold pretrial conferences at the same
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time. Time when the prosecutor is holding pretrial éonferences or doing

other out-of-court work is '"down time" for the court. If the City Attorney

had a part-timé prosecutor who could handle some of the workload, the
Court's existing capacity could be utilized much more effectively. At the
present time, for example, no trials are scheduled on Tuesdays because op-

tional pretrial conferences are held on that day. If a second prosecutor

" were available, several trials could be held on Tuesdays. The court's

capacity would be better utilized and pressures to resolve a case by plea

bargaining would be appreciably lessened. '

3. Resume'thegpractice of making "courtesy telephone calls" prior to

issuance of warrants for non-appearance or non-payment and do a careful eval-

uvation of the effectiveness of this practice. The growth in the number of

warrants issued and oufstanding is posing an inéreasingly serious problem.
The warranf process.is relatively expensive (estimated at a‘minimum of $25
per case; cquld be closer to té $75 per case when all the court and police
time is computed), and ineffectual handling of warrants means both lbss of
respéct for the administration of jusfice and loss of revenue for the city.
The court's fivefmonth experiment (October 1979-February 1980) with making
courtesy telephone calls to defendants, followiﬁg failure to reéﬁond to
notices but prior to issuance of»é‘wérrant5>Appears to have been effective
in reduciﬁg the number of warrants issued and increasing the re&enue col-~
lected by the court. Additionélly, it évoids ﬁnnecessary arrests of citi-
zens. If the court's workload remains at or ébove the 1980 level (as we

expect it will), some increment in staffing will be necessary to enable per-

" formance qf this function. We estimate the time involved as approximately

one-half the time of one experienced full-time employee, and discuss re-
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lated staffing questions in the chapterron'Personnel Management. If addi- :
tional staffing is made available to enable the performance of this func-
tion, it should be tfeated as an experimental pilot program. The program

should last a minimum of six months, and should be carefully monitored and

"evaluated.

In recommending this approach to handling the problem of’outsténding
warrants, we have also considered an alternative approach under ﬁhich the
court would eﬁploy a marshal who would have specific responsibility for |
serving the warrants., Although both approaches have merit, we believe that
the phone call notification appfoach is sounder, for several reasons. First,
it is not clear that the mar_shal .couid validiy serve warrants outside the
City of Englewood, and many Aefendants with outstanding warrants against
them are not Englewood residents. Second, the notification systeﬁ~is prob-
ably chéaper. It does not require use of a car, can be organized easily,

and will have a broader geographic reach since teléphone calls can be made

to persons located outside Englewood. Third, the process of "tracing'" de-

fendants who ignofe citations and notices, even if it does not produce an
appearance or paymént by the defendant, éhould produce information about
the defendant's whereabouts that“will-bg valuable in enabling the service
of £he warrant if one is iésued. Foufth; it is widely believed that ser-
vicg of wérrants shquld be treated as a law enforcement (police) responsi;‘
bility, especiélly since there may be elements of physical.risk involved.
In this connection, it should be noted that warrants-currenfly go on CCIC,
and that routine police checks made during therissuance of a traffic ticket
soﬁetimés Tesult in discovery that there are outstanding warrants against

an individual.
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4, Develop data on continuance rates and consider implementing a

more restrictive continuance policy. On the basis oonbserVation in court

and analysis of case record data,Aexcessive continuances do not appear to

be a significant problem in the court at the present time. The court's
general pblicy has been to be fairly lenient in graﬁting continuance re-
quests when both sides agree, except in jury-demand cases. However, par-
ticularly if caseload continues to increase, the continuance policy may have
to be tightened in order to enable the court to operate on a reliable sched-
ule. We recommend that the court develop a simple system for keeping track
of (a) the number ané percentage of schéduled events (both trials and pre-

trial conferences) which are continued to a future date; (b) the source of

the request (City Attorney, defendant, or both); and (c) the reasons for the

requests. - On the basis of analysis of such data over a three to six month
period, judgments can be made about possible policies that could be imple-

mented in this area. For example, consideration might be given to a policy

- of allowing no more than one continuance for a maximum of four weeks, re-

gardless of who requests it, and of refusing (or sharply limiting)'further

requests even if both sides wish one.

5. . Develop mechanisms for regularly collecting and using additional

types of mahagementlinformation. The c0urt;does an excellent job of pro-
duciﬁg‘statistics on court activities. Much of the regularly produced sté—--
tistical infofmatién is useful for maﬁagemént'purposes and, in addition; the
court administrator periodically collects and analyzes data from court dockets
and other sources tq help assess spécific aspects of court operations. The
fact that the éourt's oéerations are entirély manual necessarily imposes

some constraints on the extent to which (and the speed with which) some
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types of useful management information can be produced. It is our recom-

mendation that--particularly as the court begins to move toward automation,

which will enable very rapid production and analysis of such data-chg court

develop mechanisms for accumulating the following data and regularly pro-

ducing simple reports utilizing these data eléments:

l.

2.

7.

- 8.

6.

The number of filings, by type of case.
The number of dispositions, by.type of case.
The number of court cases pending, by type of case.

The number of pending court cases 0-30 days old (measured from ar-
raigmment); the number 31-60 days old; the number 61-90 days old;
and the number over 90 days old, with an explanation for any cases
which are over 90 days old. ‘ ' :

A breakdown of court case terminations by type of termimation. For
example, number terminated by plea at arraignment, number terminated
by -court trial, number terminated by jury trial, number terminated
at optional pretrial conference, number terminated by mandatory
pretrial conference; or any similar breakdown which shows how cases
are being disposed of in the court. The court administrator pre-
sently accumulates much of this information by going through the
docket.

" The number and percentage of court cases continued and reasons for

continuances. This is a measure of the extent to which the court
(and not the attorneys or defendants) is controlling case progress.
Presently, only those continuances which occur after the docket

has been typed are recorded in the statistical tabulation. As dis-
cussed above, all continuances should be identified and accounted
for, so that the percent of scheduled cases continued can be cal-
culated. ' :

The number and age of outstanding warrants.

Age of cases at disposition, by type of case and type of dispositionm.

Begin planning, immediately, for'deﬁelopment and implementation of

an automated case management system. This is perhaps the most important re-

.commendation of all. It is clear that, in the reasonably near future, many

of the functions that are now perfdfmed manually by the court staff will be
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automated. Automation ﬁas gngg{ngpgntialﬁﬁg;%igggpving the managemeﬁt of
the caseflow process (as well as other aséects oéjlhe court's work), but

will also require substantial chahges in the way specific tasks are performed.
Since tasks currently performed will nolonger be necess#r&, new ones will
have to be‘added, and a wide range of changes made. It is essential that
court staff-—especially the judges and court administrator--be involved in
development of case management applications of the city's new computer systém,

on an ongoing basis.
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. o 'Footnotes ~ Chapter II .

1. However, if the reason for the arraignment being mandatory is
that it is the defendant's fourth or subsequent offense within a 24-month
period, this may not be known at the time the citation is issued by the
police officer. In this event, the summons to appear in court will be
issued by the court, after a Deputy Clerk has obtained and examined the
defendant's driving record.

2, The'mandatory pretrial conference procedure, for cases in which a
jury trial is demanded, has been in effect since 1974.

3. Ninety-eight trials is about 4 percent of the number of trials
initially scheduled and--more significantly--only about 12 percent of the
"five-day" docket.

4. Trial capacity refers to the number of actual trials the judge -
could hear, considering trial length and the amount of judge time available
to be devoted to trials. For example, if court trials average an hour and
the judge has three hours available every morning, his trial capacity is

"~ three court trials per morning.

5. A warrant cannot be issued for the arrest of the vehicle owmer
because, technically, the court does not have jurisdiction over that indi-
vidual. 1In order for the court to acquire jurisdiction, the City Attorney
must personally serve the vehicle owner with a summons and complaint (as is
done by the police department in non—parklng cases), and file proof of such
service with the court.

- 6. Maureen Solomon, Caseflow Management in the Trial Court, (American

Bar Association, 1973), pp. 1-3, 30- 47.

7. See, e.g., Thomas W. Church, Jr. et al, Justice Delayed: The
Pace of Litigation in Urban Trial Courts (Williamsburg, Va.: National Center

for State Courts, 1978); Ernest C. Friesen, "Justice in Felony Courts:
Report on a Study of Delay in Metropolitan Courts During 1978-79", 2 Whittier

Law Review 7 (1979); Larry L. Sipes et al., Managing to Reduce Delay (Wil-

liamsburg, Va.: National Center for State Courts, 1980).
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III. JURORS AND WITNESSES

A. Jury Utilization Practices

During 1980, 161 defenéants pleaded not guilﬁy and demanded a jury
trial and, as required, posted the $25 jury deposit wi;h.the court within
ten days of the demand. When such a demand is made, the defendant is given

‘both a date for the trial aﬁd‘a date foi a mandatory pretrial conference.
Typically, the date for the pretrial conference is set about three weeks
from the déte of the plea and five weeks in advance of the trial date in
order to allow time for thg service of notices and subpoenas to wiﬁneéses.

As indicated invChapter I1I, most of the cases in which a jury trial
is demanded are resolved at the pretrial conference or shortly theréafter.
After a seven day period following the conference, the only way a case can
be terminated ﬁithout a jury trial is through a guilty plea to the original

- charge(s) or dismissal of the entire casé by the City Attorney. In 1980,
of therl61 jury trial demands, 6nly 16 (10 percent) were actually set fo;
jury trial.

Ten days prior to the scheduled date of a'jury trial, the prosecutor
is required to file a certificate of readiness, which includes a list of
witnesses for the trial. Ai that poinf, the case is considered a "firm"

- jufy trial, aﬂd the Cierk of Courtf-who also éerves és Jury Commissioner--

..draws up a list of ju?ors.'

In the past, the basic source list for selection of jurors has been
the Cole Metropolitaﬁ Streéf Diréctorf. The court picks.an arbitraf& num-

ber of addresses per street and sends two jury questionnaires to each of
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these addresses. In 1980, approximately 794 questiénnaireé were'mailed, re~
sulting'iﬁ a yield of approximately 396 prospective jurors'who were qualified
and available to serve. Recently, the Court has made arrangements with the
Colorado Judicial Department to use the Judicial Department's source list |
of jurors, which is é combination of the voter registration iist, driye£
registration'list, and certain city directories. The Court will screen out
non-Englewood residents of the 81110 zip code area, and a rapdoﬁ selection
process will be used to identify names of prospective jurors from the inte-
grated list. These individuals will be sent questionnaires to determine their
qualifiéation for jury service.

When it appears clear that a jury trial is "fi}m" and the list of.pro-
spective jurors ﬁasibeen drawn up; sommonses for jury duty ére prepared by
the Clerk and served personally by the court's‘marshal. If the defendant
has requested a six-member jﬁry, 15 prospective jurofs will be summoned, thus
allowing for a total of nine challenges. If the requestAis for a‘three-memﬁer
jury, 12 will be brought in.

Oncevjurors are summoned, é jury trial is almost always held; during

1980, ohly two jury panels were dismissed after the jurors had come to court,

and both of these occurrences were regarded as unusual. The attitude in the

court is that "if we call aijury, there had better be a jury trial". 1In the

- past, jurors were summoned to be available for up to three days or until they

served on a trial. Under a "one-day, one-trial’ system now in the planning

stage, citizens will be called to Jury duty for one day pnly'and will not be

“summoned again until the source list is re-created. Jury trials typically
i . .

last about half a day, and may go 1oﬁgef in unusual circumstances. They are
ordinafily:scheduled forva-Monday morning, and no other court business is

\
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scheduled for a Monday morning on which a jury trial has béen docketed and

the jury summoned.
B. Witnesses

In most cases, the principal witnesses (assuming the case goes to
trial) will be the police officer who issued the citation and the deféndant.
In some cases, additional witnesses may be necessary.

If a jury‘tfial has been demanded, the prosecutor is supposed to have
all of the City's ﬁitnessesApresent at the mandatory pretrial conference.
At the concluéion of the‘conference, if a settlement is not rea@hed, these
witnesses are subpoenaed to returﬁ to.éourt to testify on the trial‘date.

By and large, the parties are responsible for getting their witnesses
to the’court. If the éourt's authority is necessary to get‘a witness to come
to court, the primary method for doing thié is by mailing the subpoena to
the witness, together with a létter explaining the system and a pre-stamped

postcard which the witness is asked to sign and return to the court, acknow-

ledging receipt of the subpoena'and waiving the right to personal service.

If the pbstcard has not been received béck at the court within 14 days of

the date it was seht, the subpoena is given to the Court Marshal for persOnél'
service on the witness.

Witnesses Who testify at a trial (except for City employees) are paid a
fee of $5. If the verdict is guilty, the defendant-must'pay the witness -
fees; if'the defendant is found innoéent, the fees are paid by the court.

If a trial is not held, no witness fees are paid.
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C. Overall Assessment

'

i
1

..

The systems for handling jurors and witnesses appear to be adequate.

Although jury system management is not a major management concern of the

. _ |
court, the court administrator and the judge have taken steps to improve

i

its operation. The use of the integratéd source list provided by the Colo-
rado Judicial Department will significantly improve‘the juror selection

process,Aproviding a more complete pool of prospective jurors. Adoption

and implementation of. a "one-day,one-trial’ juror utilization system—-under

1

which citizens are called to jury duty for one day only and ﬁill not be sum-

moned again until the source list isfre%created--will be a further improve-

A .

ment, minimizing the inconvenience to citizens.
|

|
i

D. 'Recommendation

1
h
{
1
1
i

1. Implement a one-day, one-trial;juror utilization system as rapidly

as possible. Plans for full implementa@ion of this system have been made,

|

but have not yet been implemented. Undér the system currently in effect,

jurors are summoned to be available for jup to three days, or until they

serve on a trial. A one-day system makés jury duty less of a burden on
: |

citizens, is clearly feasible in light éf thefaVailability of the Judicial

Department's integrated juror SOurcebliét,.and,should be implemented as

|

l
quickly as possible. |
|
|
1
B
|
|
|
-

1
|

1
1
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A, Staffing Structure
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Table IV-1

IV. COURT PERSONNEL AND PERSONNEL MANAGEMENT

i
tions is total caseload or number of paﬁking and non-parking cases.
. 1

i
Il

CASELOADS PER FTE IN SELECTED COLORADO MUNICIPAL COURTS

Muniéipal_court organizational structures and staffing patters differ
considerably from court to court, depen@ing on factofs such as size and
nature of court caseload, allocation of functions related to court oper-
ations (e.g., payment of parking ticketé, service of process, execution of
warrants), and qity budgetary coﬁstrainés. Because of these_differences, to-
gether with differénées in the way courés count cases and organize statis-
ﬁics, it is difficult to obtainvreliablé comparisons of stéffing levels
and staff workloads in different céurtsj As Table IV-1 indicates, it is
possible to get widely varying measures;of workload per staff member in

different courts, depending upon whether the base used for such computa-

Size of  Total "~ 1980. Non-
Court = 1980 Total ! Non- Parking 1980 Parking
’ Staff Case - Cases Parking Cases "Parking Cases
City (FTE)  Filings per FTE - Filings per FTE Filings per FTE
Englewood 8.25 - 25,848 © 3,133.1 } 8,008 970.7 17,840 2,162.4
Littleton 6.5 12,040 - 2,189.1 " 4,843 880.5 7,197 1,308.5
Northglenn. 3.5 11,046 3,156.0 | 7,339 2,096.9 3,707 1,059.1
Wheatridge = 2.4 - 5,826 2,427.5 . 4,408 1,836.7 1,418 ~ 590.8
Westminster = 6.2 11,571 - 1,866.3 -8,371 1,350.2 3,200 516.1
Arvada 6.0 12,903 2,150.5 ‘;11,509 -1,918.2 1,394 232.3
Boulder 8.0 95,356 11,919.5 111,528 1,441.0. 83,828 10,478.5
|
{ — - —
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In terms of number of cases per full-time staff member, the Boulder

court—-which is the'only court with extensive computer capability--appears
{

to be by far the most efficient. bf thg dther courts, Ehglewood and North-

. : .
glenn handle the greatest number of totél cases per full-time staff member,
but it is virtually impossible to assesg relative efficienéy because of the
diversity in the makeup of the.caseload%.

Within the city of Englewood itsel%, a number of aspects of court oper-
ation héve changed markedly over the pagt decade. Ten years ago, the court
ﬁas essentially a low-volume, part-timeioperation, staffed by two full-time
employées and one part-time persoh; Du%ing the past decade, as the caseload

has increased, the size of the staff ha% also grown. The most significant

changes occurred in 1978, when parking violation matters--which had been
|

" handled by Central Cashiering froﬁ Janu%ry 1974 to June 1978--were added
i

] .
back to the court's caseload. At that time the court staff was enlarged

and reofganized to enable it to handle ihe increased workload created by
_ : . | |
the transfer of parking violation cases|to the court plus an expected growth
o -
in non-parking filings. From a staff sﬁze of 4.0 FTE in 1977, the size of

the court's staff increased to 7.0 FTE Py 1979. The court administrator po-
. ! ' .
sition was created in mid-1978, and thel court administrator was assigned re-
' ) ,
sponsibility for supervising the non—ju@icial staff (subject to the overall

direction of the judge), for analyzing fourt operations and suggesting re-

commended changes, and for performing aiwide range of other senior-level
. | _ .

| . .
administrative functions. With the increase in workload during 1980, addi-
. P
. i :
tional part-time and temporary employees have been utilized, but the basic
| .

organization of the court staff has rem%ined essentially the same for the
past 2-1/2 years. The chart on page IV}B depicts the existing organizational

|
arrangement.

1

|
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B. Personnel Policies and Allocation of Functioné

All of the court's employees, except for the temporary clerks and the

part-time Court Marshal, are part of the Career Service of the City of Engle-

~wood., The court hires the employees, but must have the approval of'the City

Manager before filling any vacancy in a '"permanent" position or hiring any
temporary employees. In filling vacancies for perﬁanent positions, usual
career service practices must be followed. Applicants take a written test,
a typing test, and an oral exam, and final selection is made from among the
three‘highest scoring applicaﬁts. The Englewood Employees Association is
the exclusive represenfative of thg full-time permanent classified employees,
and the basic document governing conditions of empléymént in the court (as
in other units of city government). is a negotiated agreemeﬁt between the
City and the Employees Association., On a day-to-day operating basis, poli-
‘cies and working procedures governing the activities of the court employees
are established By the Judge and the Court Administrator,

-The Judge's functions with respect to the day-to-day work of court
. . ) Ve

'employees.areytwq—fold: First he exercises general policy direction over the

qverall»opefation of the court, working cldse1§ with the Court Administrato;
and delegating principal resﬁonsibility for supervising the non-judicial ad-
miﬁistrative activities to the court administrator. Second,'within the céuft-'
room, he’exercises direct supervision over the court employees (principally
the two deputy clefks) who are involved in courtroom activities wheﬁ:the"
court is in session. .In addition, of course, he handles all of the judicial’»
functions.v He presides over all courtroom sessions, conducts arraignments and
trials, accepts pleas of guilty (including questioning defendants to make sqre'.i
they understand what they are.doing), and imposes sentenqes;
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The court administrator's principél respongibility is to dirécf tﬁe
administrative operations of the court, within pélicy guidelines estah-
lished by the judge. This work inclu&es assigping functions and tasks to
the other members of the court's staff; instructing the staff members in the
performance of specific fasks; conductiﬁg spot checks and other periodic
reviews to ensure that goals and standards afe being met; acting as liaison
between the court and other agencies; and generally dealing with adminis-
trative problems as they arise, within established policy. The Court Ad-
ministrator handles key stages of most personnei actions (e.g., interview-
ing of jbb.applicanté, handling day-to-day employee relations problems,
evaluating employees) and confer; with the judge cdnce;ning actual hiring
of new empioyees and discipiinary action with respect to existing staff
membefs. fhe.Court Administrator also haﬁdles a range of quasi-~judicial

functions, again pursuant to guidelines established by the Judge. These func-

tions include acting as Parking Referee to hear appeals of parking violation

citations; acting on reqdests for personal recognizance bonds for arrested de-
fendants{ and héndling réquests for extensions of time for trials or for satis-
faction of sentences previouslyvimposed by the judge. Other functions of the
Court Administrator include acting as the court's liaison with other agencies,
supervising the management of the court's budget and the handling of revenue,
conducting research on‘caseflow maﬂagement and other asﬁeqfs of the court's op-

eration, and developing short-range and long-range plans for court operations.
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The Clerk of Court is a somewhat aﬂomalous pqsition in the Epglewood Muni-
cipél Court, as it is in many courts where a court administrator has been added
to the court's staff in the past ten years. The Court Administrator position
was established in recognition of the féct that, as caseload increases, the
court's operations Become more complex and tﬁe chief administrative supervisor
needs a broad range of management skills. Particularly where the Coﬁrt Adminis-
tfator proves to be an effective manager-—-as is clearly the case in Englewood--
it is questionable whether there is a need‘for a separate clerk of court.

In fhe Englewood Municipal Court, the Court Clerk reports di;ectly to the
Court'Administrator, and is fesponsible for”assisting-the court administrator
in éupervising the clerical personnel of the court. She is also responsible
for balancing the daily cash receipts, preparing the cash report that is
transmitted to the Finance Department, ordering énd maintaining the court's
inventory of supplies and forms, and handling non-routine questions and com-’
plaints from members of the public. In practice, she also spends,a substan—
tial portion of her time handling typing énd other secretarial duties for the
judge and the court administrator. When one of the Deputy Clerks or Violations

Bureau Clerks is absent, she may also perform some of their dutues. Given the

relatively small size of the court and the fact that it has a court administra-
tor whose competence and general managerial'skills are well regarded, it séems
questionable whether the court needs a separate clerk of court position.

The court has two Deﬁuty Court Cierks, whose principal responsibilities in-
volve the handling of all cases that require a court appearance. This includés
handling.the office paperwork for these cases (e.g., doéketing cases, preparing

court calendars, ensuring that information on defendants' prior records is avail-
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able in court when the case is on the calendar; checking to see that fines
and costs are paid when due, preparing bench warrants and execution warrants
when necessary, etc.).énd acting as the "in-court' bailiff, court clerk,

and court reporter during court sessions. The Deputy Clerks call the

court to order, swear in witneéses, mark exhibits, and prepare memos fbr
defendants and ﬁitnesses concerning their next court appearance dates.

There are two Violations Bureau Clerks at the court. Their principal
responsibilities involve the handling of parking violation citations and
non-parking cases that do not require a court appearance. They log in new
citations that come over from the Police Departmeﬁt, fake payments 6f fihes,
log the payments when they have been made, answer questions from members of
the public, prepare notices to be sent for non-payment of fines, and handle
a wide range of other clerical functions. They also assist the Deputy Clerks
with some of their fﬁnctions, including handiing some of the in-court work.

During 1980, the court has had two full#time temporary employees, both
of whom functioned principally as assistant Violations Bureau clerks. Each
was assigned to work closely with one of the two Violatioms ﬁureau-Clérks,
performing duties such as logging cases aﬁd payments, sending notices con-
cerning failure to respond to a citétion or failure to pay a fine, prepéring
warrants, and responding to inquiries from members of the public. Turnover
has been relatively high iﬁ these temporary positioms.

In addition to its full-time employees, the court also employs an indi-
vidual with the titie of Court Marshal, whose principal duties involve ser-
vice of process. " The Marshél, who:works.lo to 12 hours per weék,>delivers
summonses and complaints to defendants charged with some types of ordinance
violations (e.g., building code, sales tax), subpoenas to witnesses, and

jury service summonses to citizens.
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C. Employee Classification ahd'ﬁéy' -

Employees of the City of Englewood, including employees of the Municipal

Court, have been divided into four occupational groups for purposes of estab-

lishing pay schedules under the new "Benchmark" plan recently adopted. Three

of the four occupational groups are represented on the Municipal Court staff,

as follows:

Occupational Group

Supervisory and Managerial

Professional, Administrative, Techno-
logical

Labor, Trades and Craft

Clerical, Office Machine Operators,
Technical I

Court Position(s)

Court Administrator

Clerk of Court

(None)

Deputy Court Clerk (2)
Violations Bureau Clerk (2)

Within each of the occupational groups, various skill levels have been es-
tablished. Table IV-3 shows the pay schedules for the employee positions in
the Municipal Court, together with an indicétion of the other city employees
presently included in ﬁhe same skill level of the relevant occupational group.

As that table indicates, implementation of the Benchmark plan as currently

structured would have the effect of widening the existing pay pifferehtial

between Deputy Court Clerks and Violations Bureau Clerks; althouéh the néturéi
of the functions pgrformed by employegs in the two positionslis similar in
many respects. Bbth positions involve a suBstantial»amount of‘Fontact with
tﬁe public, and require individuals capable of exercising forbearanée when
dealing with éitizens who may be ﬁpset or even irate because they have been

fined or had some other type of sentence imposed. From a review of job de-
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CLASSIFICATION AND PAY SCALE OF MUNICIPAL COURT STAFF

S

Court Position

1980
Pay Range

1981
1981 Benchmark
Pay Range Pay Schedule

Other Positions
Classified in -
Same Range

f

Clerk of Court

(2)

Clerk (2)

| ll![> B BN BN G N MM N e BN AR B E s - s .

Court Administrator

Deputy Court Clerk

_Violations Bureau

$1299-1578

$1071-1302

$971-1181

$881-1071

$1390-1688 $1679-1943

$1146-1393 $1223-1416

$1039-1264 $1019-1180

$943-1146 $830-962
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Revenue Chief
Purchasing Agent

Engineering Aide II
Buyer/Supervisor
Librarian I

Code Enforcement Off,
Recreation Leader

Chief Storekeeper
Employee Benefits
Coordinator
Animal Warden -
Support Service
Technicians

Bookmobile Driver

Engineering Aide I

PBX Operator/Recep-
tionist

Clerk Typist II

Purchasing Clerk

Library Aide



. A
I E - A BN - B S -

e

scriptions and analysis of work actualiy*performed, it would seem that the

Violations Bureau Clerks might more appropriately be placed in the $953f

$1104 skill range rather than in the $830-962.range. The other positions

in the higher range share clerical accounting and public contact character-

istics similar to those required of the Violations Bureau Clerks. A reading

of the basic job descriptions indicates significant commonalities:

Classification

Violations Bureau Clerk

Customer Service
Representative

-Accounts Technician

(Central Cashiering)

Accounts Technician
{Customer Service)

Job Tasks

Compute fines; process and receipt ticket
payments received through mail and over
counter; prepare cash vouchers for
disbursement of fees, return of
appearance bonds and jury deposits;

. process appearance bond money and jury

fees and prepare receipts; log in paid
tickets; count and balance money; court
file and record on tally sheet; prepare
overdue payment listings; prepare and
send notices on citations; prepare cash
report; prepare letters on uncollectable
checks; answer inquiries on fines;
prepare stay of execution and warrants
for nonpayment. : '

Collects delinquent accounts; authorizes
deferred payments and turnoffs for
nonpayment; issues receipt for money
collected; maintains records;
investigates and recovers bad checks;
corrects billing data. -

Accepts payments by mail or ‘in person,
issues receipts, computes cash amounts,

"redeems cash vouchers, counts.and

balances money; makes bank deposit,
reconciles receipt paper work. Compiles
cash report; documents delinquencies.

Utility billing bookkeeping; receive and
process requests for licenses; prepare
billing data for accounts; special
charges and credits; answer billing
inguiries; calculate account exceptions.
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Classification o o Job Tasks

Utilities Service Clerk - Receives and processes applicétiohs and

permits; types and files billing
information; calculates assessments;:
answers inquiries on consumer billing;
computes charges of water/sewer materials
for applicants; issues receipts for
payment of fees; calculates billing

information.
Cle{icql Technician Accepts and processes departmental'fées;
(Building Inspections) handles petty cash; transfers data or

figures; performs a variety of
bookkeeping and clerical procedures.

D. Employee Performance

On the basis 6f observationé and interviews conducted dufing the course of this
sfudy it appears that, by and iarge, the employees of the Englewood Muni;ipal Court
perform their functions efficiently and competently.. Much of their work involves con-
~ tact with the'public,‘often under circumstances where there is at least the po-

tential for hostility on the part of citizens who face court action of who have
just been sentenced to a fine or other penalty. Despite this strain, plus the
added pressure of a sharply increased.céseload in 1980, employee performance in
reiation to the pubiic is very good. Employees are helpful in responding'to'
questions and éomplaints from mémbers of the public, and are courteous in their
contacts with citizens in court and at the counter at the Clerk's office. In-
ternally, the operationé of the court are also_performed efficiently. Incoming
caées are logged quickly, information Qn_defendants' records in court cases is
gathered speedily, case.files are readily retrievable, nofices are sent out
promptly to defendants wﬁo fail té appear or pay fines, and bther,aspects of the
court operation are handled expeditiously.
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The generaily efficient performance of court functions is aided by sev—.
eral fgctors. First, the court administrator does a considerable amoung of
spot-checking of various aspects of coprt operation, in order to.identify
problems and devise appropriate solutions. Second, the court has followed
the pfactice of rather extensively "cross-training" its employees, in order to
provide flexibility in handling problem situations as they arise and provide
coverage when particulaf employees are absent, Third, the court administrator
is readily available to answer questions and deal with problems as they arise.

To a certain extent, the fact that the court administrator is competent
and knowledgable about all'aépects of the court's operation means that she is
the person tb whom all mémbers of the staffnfurn for guidance when a new
problem or question of policy arises; Aithough the Clerk of Court is éuppésed
to be providing an iﬁtermediateilevel of.supervision and guidance, a substan-
tial number of day-to-day problems and relatively routine questions are di-
rected to the Coﬁrt‘Administrator by the Deputy Clerks and Violations.Bureau
Clerks. The need for the intermediate level of supervision that the‘Clerk is

supposed to provide appears to be problematic.
E. - Training .

Most‘of the training provided to members of the court staff beioﬁ ;hé level
of éourt clerk is "on-the-job" training, supervised by the Court Administrator
and By other court employeesf Because the court staff is small and a great many
different functions are performed, this training is ver& important; The entry
level position is Violations Bureau Clerk. Training in the duties of that -posi-

tion is provided by others on the court staff who have held or are currently

- 56 -




™

HE I N B E B B EE .

|

holding that positioﬁ. After approximately six months to a yéaf in ﬁhe Viola-
tions Bureau Clerk position, an individual should have a good knowledge of the
duties of the position and of the overall operatidn of the court. At some point
during this period, a Violations Bureau Clerk will begin to be trained to do some
of the work of a Deputy Court Clerk, such as prepéring dockets and acting as
bailiff and clerk durihg courtroom sessions. Instruction tends to be of an in-
formal nature, provided on an ongoing basis as problems arise. Additionally,
at any time a new policy or procedure is established in the court, the Cburt
Administrator will lead a discussion of it at a meeting of the full court staff;

At the present.time,vthere is no " Court Procedures Manual" or similar guide
covering fhe prinéipal activities of the court and the auties of court~employees.-
Work has been started on such a manual at various times over the past several
years, but has never beén completed due to the press éf the court's regular busi-
ness. One result of the lack of such a manual has been that a considerable amount
of staff time.has been expended in training of temporary employees. The amount
of time devoted to such training is highest during the first few days and weeks
that a new employee is oﬁ the. job, but the temporary employees ﬁurn'over at a
fairly rapid rate.

Training of the Court Clerk, Court Administrator; and the Judge has also
been mainly on the job (largely self-leafning), but has also included par;icipa—
tion in seminars and conferences conducted by organizatiéns such ég the American

Judges Association, the National Association for Court Administration, the Colo-

. rado Municipal.League, and the Institute for Court Management. Experience

in these programs is believed to have helped make the participants aware of re-
cent developments in the field of court administration and to increase their

ability to deal with specific problems and tasks.
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F. Future Staffing Levels

Although the size of the court's staff at the end of 1980 was 8.25 em-
ployees, in addifion to the judge, it was lower during the early part of
the year. The staffing level for the entire year--~computed by taking into
account the number of hours by temporar& employees, number of overtime hours
worked, etc.--was the equivalent of 7.57 full-~time employeesA(FTE;). of
this number, approximately 3.16 FTE is devoted to Violations Bureau work--
mainly parking violations-matters. As noted in Chapter I, police officials
believe that parking citations reached a peak in 1980, and are not likely
to go much over 17,000 in future vears. Assuming that this projection is
accurate, the curréﬂt 3.16 FTE allocafed to pafking violations matters is
probébly adequate for these functions in the future, as long as the court
continues to operate a manﬁal system. ”However, since the volume of non-

parking cases is expected to increase in future years, the court's overall

staffing level would probably have to increase to handle it unless labor-

éaving automation is introduced into the court. The following are projec-
tions of staffing needsvfér the next five‘years, aésuming (a) that the non-
pafking caseload rises as projected in Chapter I; (b) that the court con-
tinues with the existing manual sygtem; and (c) that needs which are cur-
rently unmet (e.g., making courtesy phong calls to defendants who have
failed to appear, prior‘to issuance,ofya warrant) continue to go unﬁet.

Two sets of projections are made, .one assuming that the overall 7.57 FTE of
1980 is adequate to handle the 1980—1e§e1 workload, the other assumingﬂthat

fhe current 8.25 FIE is necessary for that base level of work.
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-TABLE IV-4

Projected Staffing Needs in FTE, 1981~ 1985

FTE Needed to maintain current level of operations,
‘ with manual system
Projected

Non - Parking ‘
Filings | (a) Base of 7.57 FTED (b) Base of 8.25 FTE?
1980 8,159 7.57 8.25 |
1981 8,275 7.63 | 8.32
1982 912 8.09 s
1983 9,969 8.54  9.38
1984 10,817 9,00 9.91
1985 11,664 . 9.46 10. 44

Notes:

1. Does not include any additional judicial time or employee time required
for additional Jud1c1al time.

2. Figures in this column derived by subtracting the 3.16 FTE allocated to
‘parking violations from 1980 FTE of 7.57; then dividing the result (4.41 FTE)
into 1980 non-parking violations. The resulting ratio (1602.9) is the 1980
non-parking caseload per FTE, and is divided into projected future non-
parking filings.
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As with any projections of this nature, the projection shown in Table
IV~4 are based on a number of assumptions. ‘The assumptions are believed to
be reasonable, but they are not necessarily accurate. It does aépear clear,
however, that--unless automation is introduced--a continual increase in non-
parking filings will require an increase in staffing levels. If the court
is to be able to deal with the growing problem of outstanding warrants and
to perform other tasks not néw being undertaken (e.g., preparation and_up-
dating of a procedures manual), the future staffing would probably have to
be even greater thaﬁ projeéted in Table IV-4. - If automation-is introduced
into the cburt, as outlined in Chapter VIII, it‘should be possible to pre-
vent staff size from continuing to increase and perhaps to enable some re-
duction. In this connection, it is noteworthy that the Boulder Municipal
Court--which is the only municipal court in the area that has a substantial
degree of automation--handles a caselpad of over 95,000 filings (including
approximately 84,000 parking filings) with a staff of only 8 persons. The
extént to which reduction in staff size can actually be achieved depends to
a significant extent on the configurations and quality of the automated sys-
tem that is installed. Conceivably, it might be possible to reduce staff

size to as few as 5 persons.¥*

G. Overall Assessment

Overall, the Court's personnel are wofking well as a group, and the

general level of performance is good. The principél problems in the court

* For further discussion of staffing under an automated system, and for a cost
analysis of alternative approaches to court staffing and automation, see
Chapter VIII, infra. '
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relate to (1) the position of Clerk of Court (particularly with respect to
supervision of employees); and (2) the establishment of appropriate staffing
patterns for the future as the court moves toward automation. Recommenda-

tions dealing with these and related issues are set forth below.

H. Recommendations

1. Merge the Clerk of Court position with the position of Court Admin-

istrator. The Clerk of Court position appears to be of questionable value
as a separate position independent of the Court Administrator position, par-
ticularly if the introduction of automation enables a reduction of court

staff size to 5 or 6 persons. The general administrative and supervisory

functions, as well as policy planning and some Quasi-judicial functions can

be (and are) handled effectively by the Court Administrator. The existing
Clerk of Court position adds an extra level of supervisory authority that

appears to be unnecessary and possibly confusing to both employees and out-

siders. The presént size of the court's staff is not large enough to clearly

require the intermediate éupervisory position between the Court Administrator

and the staff and, in fact, the Deputy Clerks and Violations Bureau Clerks

*

tend to look directly to the Court Administrator for supervision and guidance.

* As a practical matter, the present Clerk of Court spends a large portion

of her time performing duties that are essentially secretarial in nature,
including typing correspondence, memoranda, reports, notices, court orders,
and other court papers; responding to inquiries about court procedures; com-
piling statistical reports; and arranging meetings. All of this work is es-
sential to the operation of the court, and is performed satisfactorily by
the present Clerk of Court. She is particularly good at dealing with members

-of the public. The Clerk's strengths appear to lie in these areas, and she

also functions well in other capacities not requiring her to exercise super-
vision over other employees (e.g., when filling in for an absent Violations
Bureau Clerk). It appears, however, that supervision and management of per-
sonnel are not areas of strength for her. Assuming that the Court Administra-
tor and Clerk of ‘Court positions are consolidated into a single position in.
the near future, we believe it would be appropriate to create a position of
Court Secretary, with a salary rarge which would enable the present Clerk of
Court to take that position with no loss in pay.
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Some ongoing supervision.of "routine" main office work is necessary, and
there is also a need for "backup" supervision in the event of the illness

or other absence of the Court Administrator. -However, these functions can
be-performed by a lower level employee acting as an informal 'team leader”.
Thé key Clerk of Court functions could be combined with the Court Adminis-
trator functions, thus strengthening and streamlihing'the management ca-
pacity oflthe court, There is ample precedent for merging the two positions.
In the Denver District Court, for example, the Court Administrator is also‘

the Clerk of Court.

2. Reduce the pay differential between Deputy Clerks and Violations

Bureau Clerks. Although there is some degree of specialization in the work
of the Deputy Clerks and Violations Bureau Clerks, there is also a substan-

tial overlap between the two positions in the functions that are actually

N
. performed. Court employees are cross-trained so that Violations Bureau

Clerks can perform many of the functions of Deputy Clerks (and vice yersa),
and there ié a considerable amount of "heiping out" by alllemployees, to

déal with.problem situations (e.g., the presence of a large number of citi-
zens at the.couhter, waiting to pay fines) when necessary. Over the past two
years, the work involved in the two positions has become more similar than -
iﬁ the past in terms. of commonality of tasks. The current Benchmark plan?
however, would widen the pay differential between the two positiops‘from
abOutblO percent to approximately 20 percent. In our view, the classifica-
tién of the Deputy Court Clerk position (at the same level as Chief Store-

keeper, Empioyee Benefits‘Coordinator, Animal Warden, and Support Service

‘Technician,bwith avSalary range of $1019-$1180) is appropriate. Given the

nature of the work of the Violations Bureau Clerks, the placement of this
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éositién in the $830-$962 pay range seémé undesirable. Classification at
the $953-$1104 skill level seems much more sensible; fhis would place the
Violations Bureau.Clerks in a skill level grouping with others who perform’
similar clerical accounting functions, and would leave a pay differential
of about seven percent between the Deputy Clerks and the Violations Bureau
Clerks.

3. Consider a complete re-classification of the court employee posi-

tion below that of Court Administrator, to create a progression of Court

Clerk positions. One alternative to the previous recommendations would be

a re-classification of positions within the court. For example, instead of
separate positioh of Violations Bureau Clerk, Deputy Court Clerk, and Court
Clerk, there could be three or four levels of Court Clerk positions--e.g.,
Court Clerk I, Court Clerk II, Court Clerk III, Such a re-titling (and ap-
propriate revision of fhe descriptions) would more accurately reflect the
substantial émount of cross-training apd shared duties that now exists in
thé court. It might also allow somewhat greater flexibility in assigning
job responsibilities and filling positions in light of current and future
needs. This will be of particular‘importance during the transifion from a

manual to an automated system.

4, Develop a procedures manual. ‘A "Court Procedures Manual" would
ideally déscribe the court's operations and activities in a,éystematic faéhf
ion, would detail éll procedures, and would provide instructions for completing
forms and conducting court business., 'Sucﬁ a manual would be a very.effective
training tool to speed the integration of new staff intp the clerk's office, and
would also be a valuable reference to answer staff questions~-thus making it un-

necessary to interrupt the work of other court personnel. Finally, the manual .
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losses involved in long-term reliance on temporary personnel. During-1981, we ex- |
pect the court's workload to‘be at approximately the same level as 1980, or slight-
ly above. At the currentAétaffing level of '8.25, the court is able to handle that
workload, but with little br nothing to spare. If one half-time employee were
added to the staff, that should provide enough staff capacity to (a) handig the
"courtesy telephone calls" that we recommend be made prior to issuance of a war-
rant; (b) provide some flexibility in the event that court caseloads were to rise
precipitously; and (c) free staff time to enable a completion of major portions

of the recommended procedures manual. Because of the.uncertainty concerning the
staffing level that will be required once automation is fully installed in the
courf, we recommend that the court havé-nb‘more than seven "permanent' employees

during 1981. Staffing during 1981 would be as follows:

Position Permanent Temporary Total
Court Administrator 1 o 1
Clerk/Court Secretary i' | 1
Depufy Clerk o 3 | 3
Violations Bureau Clerk 2 1.5 3.5
Marshal (Process Server) _ : _.25 .25
TOTAL 7_4 1.75 8.75

6. Begih;planning for staffing patterns following automation and during

transition from manual to automated system. It is appropriate to begin planning

at once for (a) the type of stéffing pattern that would be used once an automated
system is fully installed; and (b) the interim "transition" period. Once the
automated system is fully installed, it should be possible to avoid increases in

staff beyond the present level, and quite possibly to reduce the size of the
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would serve as a vehicle for information exchange, documenting the knowledge of
experienced court clerks so that the information will be accessible by other in;
dividuals in the clerk's office in case senior staff are not available or leave
the court. It is essential that the procedures :manual be prepared by seﬁior, ex-
perienced staff in ﬁhe clerk's office. They are the ones most familiar with pro-
cedures and would be in the best position to‘documenf these procedures correctly
and rapidly. This might mean that the court would have to hire some temporary
students or part-time help to free up some time for senior staff to complete this
task. Since court procedufés may be changed as laws change or as improved prbce-
dures are developed, it would be desirable to use word processing to develop this
manual.* This would insure that the changes in the manual are rapidly produced

and will be availabie to court staff in an orderly and useful manner.

5. Establish an overall staffing level of approximately 8.75 FTE for

1981, including a ‘total of no more than 7 permanent employees. Establishing ap-"

propriate staffing levels for the court involves predicting both the level of fu-
ture workioads and the speed and effectiveness with which automation is likel&lto
be introduced into the court. ‘It makes iittle sense to create new pérmanent posi—’
tions at this time if the introduction of automation will soon enable a reduction

in the size of the court staff. On the other hand, there are severe productivity

* For discussion of appropriate equipment configurations for word processing, see
Chapter VII, infra. Our recommendation is that the court utilize the word pro-
cessing capabilities of the City's computer.

- 64 ~



court's staff. However, automation does not necessarily mean the elimination of

-employees. A very tentative post-automation staffing pattern might look some-

"~ thing like this:

Number of
Emplovyees Position Key Duties
1 Court Administrator General supervision and management
2-3 Deputy Clerks In-court bailiff and clerical work;
(Court Clerks II, III) preparation of dockets, supervision
and assistance with data entry and
retrieval
2-4 Violations Bureau Clerks Counter transactions; data entry and

. (Court Clerk I, II) retrieval

During the transition from the manual to the automated system, it is pro-
bable that the court will have to have a temporary increase in staffing, because
of fhe necessity for running parallel manual and automated systems until the
automated system is fully in place. Staffing during this transition period is
one of the issues to be resolved during the planning period.

7. Develop plans for providing training for all court employees, stressing

training for the transition to an automated system. Training is important for

all persons workihg in the court, never more so than during a period of planning

and implementing a transition from a manual to an automated system. It is es-

\’ .
sential, first of all, that the key court managers--the Judges and the Court
Administrator--have a sound and complete understanding of (a) the workings of

the computer system to be purchased by the City, and its potential applications

in the court; and (b) the best possible approaches, from the standpoint of court

management, to the management of an automated court and effective utilization of

the equipment. There are a number of different ways in which such training can

be obtained, such as through training séssions_conducted By the vendor of the

-equipment and the'city officials involved in its developmentj seminars and work-
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shops conducted by‘natipnal organizations; and site visits to courts where effec-
tive automated systéms are presently in operagion} All of these approaches
should be utilized in connection with implementation of the automated system.
Once thevBasic éutliﬁes of fhe automated system have been estéblished, careful
training.of other members of the court staff?-beginning well in advance of the
instaliationvof the equipment, to acquaint them with the basic concepts and ap-

proaches—-~should be conducted.
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V. FINANCIAL MANAGEMENT.

A. The Court Budget

As the caseload and staffing level of the céuft have increased, 80 too
has the size of the court's budget. Over the past six years, the budget
amount authorized by the City Council has gone up from $77,44f in 1975 to
$199,707--an increase of 158 percent. When analyzed in terms of costs per
case, however, it appears that costs have decreased significantly-—from

$18,75 per case in 1975 to $7.32 pér case in 1980. Table V-1 summarizes

these changes.

Table v-1

BUDGET AMOUNTS AND COST PER CASE, 1975-1980

Actual Cost Per
Year Budoet - Expense Case Filings* __Case
1975 v $ 77,447 $ 71,504 3,812 $18.75
1976 92,500 83,799 3,968 C21.12
1977 . 83,368 92,709 : 4,878 19.00
1978 - 143,162 131,202 : 8,904 14.73
1979 174,491 165,010 15,644 : 10.54

1980 199,707 ' - 187,325 ' . 25,848 7.32

*Case filings include parking violation matters only for the period that the
court has handled parklng cases (i.e., mid-1978 to present).

It should be remembered, of course, that during the period from
January 1974vthrough June 1978 the court did mnot handle any parking viola-
tions, and that the per case cost of handling parking cases (which very

seldom result in a court appearance) is appreciably lower than the cost of
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handling cases where a-court appearancé is necessary, ﬁevertheléss, it
appears that substantial productivity gains have been made. Over the 1975-
1980 éeriod, the court's parking‘ticket caseload went from zero to 17,840
and its non-parking caseload ihcreasedAfrom 3,812 in'1975 fo 8,008 in 1980
(about 110 percent). | |

Because the court staff did not handle‘parking violation cases for a
4-1/2 year period, and since there is a substantial sharing of functiéns on
the part of court staff at the present time (e.g., Violations Bureau Clerks
handle some non-barking cases), it is extremely difficult to compare per
case céstsAfor non-parking cases over time{ However, assuming that parking
cases required the timé éf'théheQuivalent of 3.16 full-time empléyees in
1980 (see Chapter IV), some calculations can be made. In round figures,
the salar& of a Violations Bureau Clerk in 1980 was approximately $11,500.

Subtracting the salaries of three persons at this level from total 1980 ex-

., penses, and disregarding all other costs allocable to parking violation

cases, leaves a total of approximately $152,825 allocable to the 8,008 non-

‘parking cases filed in 1980. This is $19.08 per case—-only 33 cents per

case more than in 1975, and éﬁpreciably less . if adjustmenté are made for
inflatioﬁ.

For reasons noted in preceding chapters of this report, comparisons
witﬁ other cities are even more difficult than éompafisoﬁé err time in'
Englewoqd alone. However, some sense_of budget/caseload relationghips in
various Colorado cities of comparable size can be obtained from the datav
in TaEle V-2. As that table indicates, court expenditures as a percentége
of the total city budget tend to be higher in Englewood than in the other

cities, but expenditures per case are lower. Over the five year period;
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Table V-2

Comparison of Funding and Court Caseload for

Selected Colorado Cities, 1976-~1980
, Percent of
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Increase
) (Decrease)
City 1976 - 1977 1978 . 1979 1980 1976-1980
nglewood
9,851 Pop.2 :
ity Exp. .$7,233,676  $8,142,948  $9,029,622  $9,990,764 $11,315,238 A 56.4%

Court Exp. - 83,799 92,709 131,202 165,010 187,325 123.5
ourt/City Ratio 1.16 % 1.14% 1.45% 1.65% 1.67%
er Capita Court

Exp. v $2.81 . $3.11 $4.40 $5.53 v $6.34 '
ases Filed 3,968 - 4,878 8,904 15,644 25,848 551.4
lxp, Per Case $21.12 $19.00 $14.73 $10.54 . .87.24 (65.7)
'ittleton'
8,474 Pop.2 : S :

City Exp. 5,366,696 5,638,949 6,648,441 9,082,293 10,934,185 103.7%
ourt Exp. 66,770 76,616 94,200 99,590 127,980 91.7
ourt/City Ratio 1.247% 1.35% - 1.42% 1.1% 1.17%2

Per Capita : , '

Court Exp. $2.34 $2.69 $3.31 $3.50 $4.49
Q ;se Filed 9,054 9,078 , 9,927 10,810 12,090 33.5

«Xp. Per Case 7.37 $8.44 $9.49 9.21 $10.59 43.7

'heatridge a

30,268 Pop.
ity Exp. 2,592,716 3,247,323 3,173,693 3,723,422 6,374,243 144,6%

urt Exp. 52,242 53,837 54,464 35,902 - 80,073 53.2

Court/City Ratio  2.01% 1.66% o L1.72% 1.5% . 1.25%

r Capita Court
Exp. $1.73 $1.78 © $1.80 $1.85 $2.65
- Cases Filed 2,812 4,371 ‘ 3,596 4,124 5,826 106.8
, i@- Per Case $18.58 - 12.32 .. $815.15 $14.50 $13.74 (26.1)

Westminster

9,226 Pop.2 : _ . L

ty Exp. - 7,622,295 10,392,865 16,590,557 17,475,242 -- 16,073,528 110.9%
Court Exp. 38,567 63,399 - - 78,973 111,201 105,292 173.0
Eurt/City Ratio .05% .061% : .048% .064% .063%

r Capita Court - _ : _ '

Exp. $.78 $1.29 $1.60 . $2.26 $2.14 :

ses Filed 6,123 7,266 7,734 8,080 11,371 85.7

i:p. Per Case $6.30 $8.72 .$§10.21 $13.76 $9.26 47.0

i) 11980 preliminary census figures.

- 70 -

e

e i U



N’ .

[

1:)-

expenditures per case have decreased markedly in Englewood (taking.inté ac-
count parking filings) at the same time that they have either inéreased or
declined'slightly iﬁ other places.

The budget process and the basic syétem for budget management is essen-
tiaily the same for the Municipal Court as it is for other units of cityA

government. The fiscal year is the same as the calendar year, and the

budget cycle for each year begins in May with the submission of a budget

request for the year beginning the next January. The court administrator
does the detailea budgét preparation work and submits a proﬁosed budget to
the Judge. After review by the‘Judge, the propoéed budggt is submitted by
the court directly to the City Council. A copy of this prbposed budget is
sent to the City Manager for‘his information. The judge and the court ad-
ministrator subsequently appear before the City Council (usually inAOCtober)
to defend the court's budget. - | |

Once the Court's budget has been established for the year, the
Court is respénsible for keeping its expenditures witﬁin the authorized
amount . Th; principal budget management tool is a monthly financial report,
prepared by the Finance Department, which shows expenditures for the month
and for the year to date, for each budget category. This report is ususally'
available about two weeks after the end of the preceding month. A detailed

breakdown of expehditures in each budget category is provided together with"

" the summary'repo:t, thus facilitating the monitoring of expenditures from

month to month.,
_ In making expenditueé, the principal constraints on the court are the
budget ceiling and the policy of obtaining the approval of the city manager

before filling any vacancies or hiring temporary persomnel. If it appears
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during the course of the year that additionai funds may be necessarf,-ther
court will prepare a request for a supplemental'budget appropriatjon. The
supplemental request is handled in essentially the same fashion as the
regular annual budget, with review by the city manager and action by the
City Council.l |

As Table Vf3 indicates, the Court has ordinarily been able to operate
within its budget. Over the paét six years, ther¢ has been only one year

(1977) in which there was a budget overrun.

Table V-3

COURT BUDGET AUTHORIZATIONS AND ACTUAL EXPENSES, 1975-1980

Percentage of

O O N S N M NN EE e

Actual Budget Actually
Year Budget . Expenses Expended
1975 $ 77,447 -, 8 71,504 : 92.3%
l“ 1976 92,500 ' 83,799 90.6%
(m & 1977 83,368 92,709 111.2%
‘ 1978 143,162 . 131,202 91.6%
1979 174,491 165,010 N 94.6%

1980 199,707 189,220 94.7%

B. Revenues

All.revenues collected by the court from fines, fees, court costs, and -
other sources ;o into the City's General Fund. Over the past ten years,
the tofal émount of revenue generatea by the court has grown draﬁaticéllyF—
from $62,891.50 in 1971 to $334,760.52 in .1980.: Most of that increase has

I taken place in the past five years; indeed, revenue has doubled from 1978
to 1980. Table V-4 shows the amounts collected in each of the past ten

years, by source.
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The increase in court revenue is attributable to a variety of factors,

'including the increase in cases filed; inflation (reflected in higher fines,

fees, and costs imposed by the court), and the capacity of the court staff

to process cases and to the follow-up and payment of fines. Table V-5

compares court reveneus and expenditures over the past ten years.

Table V-5

_MUNICIPAL COURT REVENUES AND EXPENSES, 1971—1980

' Excess of Revenues as
Court Total Actual Revenue Over a Percentage
Year Revenues* Revenues* Expenses . Expenses -of Expenses
1971 $ 62,981 $ 62,981 $ 47,939 $ 15,042 "131.47%
1972 79,467 .- 79,467 52,563 26,904 . 151.2%
1973 81,631 81,631 64,826 16,805 125.9%
1974 63,141 81,603 75,588 6,015 107.9%
1975 81,157 99,997 . 71,504 28,493 139.8%
1976 78,586 97,886 83,799 14,087 116.8%
1977 99,339 129,600 92,709 36,891 139.8%
1978 158,197 171,082 131,202 39,880 130.4%
1979 191,992 191,992 165,010 26,982 116.4%
1980 335,113 335,113 187,325 147,789 178.9%
* NOTE: Total Revenue figures include parking violation fines collected by

Central Cashiering from January 1974 through June 1978.
Revenue figures exclude these amounts

Court

By comparison with the municipal courts in other Colorado cities of -

comparable size, the revenue generated by the Englewood Municipal Court is .

relatively high. Table V-6 indicates that Englewood's total revenues are

higher than any of the municipai_éourts in other Colorado cities of compar-

able size for which 1980 data are available, and also shows a rglatively»high

ratio of revenues to expenses for the Englewood court.
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Table V-6

MUNICIPAL COURT REVENUES AND EXPENSES FOR
SELECTED COLORADO CITIES, 1980

Court Revenues

- Court Court as a Percentage
City Revenue Expenses of Expenses
Englewood $335,113 $187,325 178.97%
Littleton 177,682 127,980 138.8%
Wheatridge - 81,446 80,073 101.7%
Westminster : 261,883 105,292 ? 243.77%

When municipal court revenues in different Colorado cities are analyzed in

relation to caseload, it appears from Table V-7 that the per case revenue

Table V-7

MUNICIPAL COURT REVENUE IN RELATION TO CASELOAD AND
STAFF SIZE FOR SELECTED COLORADO CITIES, 1980

Court : Court Revenue Staff Size Revenue

City Revenue . Caseload per Case (FTE) per FTE
Englewood $335,114 25,848 $12.96 8.25 $40,576
Littleton 177,682 12,138 14.64 5.0 35,536
Wheatridge 81,446 4,487 ~18.15 2.4 - 33,935
Westminster 261,333 10,801 24.24 6.2 42,239

in Englewood is relativély low, reflecting the large number of parking viola-
tions (for which fines are low) in the caseload. Howevér, the same t;ble

indicates that court revenues in relation to staff size are relatively high.

C. Accounting and Cash Management Practices

The Englewood Municipal Court collects revenue from the following sources:

e Parking Violation Fines
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® Violations Bureau Fines (in non-parking cases not regquiring a court
appearance) :

® Court Case Fines

@ Court. Costs

@ Witness Fees

® Jury Fees

® Bond Posting

® Bond Foffeitures

® iDriver Improvement School Fees

® Appeél Bond Fees

® Arapahoe County bUI Fines
Monies are recei&ed in three ways: (1) via the mail; (2) over the counter,
at the court; and, (3) from the Police Departﬁent, when a defendant has
posted a bond with the police. The court does not maintain Accounts

Receivable. Revenue is received and recorded only on a cash basis.

1. Monies Received by Mail. Each day that the court is open for busi-

.-ness, the Court Clerk (or, updn occasion, one of the Violations Bureau-

Clerks) picks up the mail from Central Cashiering. At the court office,
the clerk sorts the mail into three main categories: parking violation
receipts; moving violation receipts; and all other. The Clerk opens the

unidentified mail, and distributes it to the appropriate Violations Bureau

~ Clerk (or other staff member),for appropriate processihg.

All receipts of monies sent to the court in connection with parking and
non-parking cases are handled by the Violations Clerks, using the following

procedures:
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The clerk opens the mail (if it has not alréady been opened) and

.identifies the type of case and reaons for payment.

The court matches the court's copy Qf‘the citation with the copy
sent by the payor.

If payment is by check, the citation number is written on the
check.

The original (court copy) of the citation is stamped "PAID".

At this point, the parking and non-parking violations are handled somewhat

differently.

Non-Parking Violations

5.

‘R R S NI S == EE e . [

e IlH!) I-ll M N s lll- illlj s

The Clerk checks the citation form received in the mail, to see
whether the violator haé'signed the ticket in the appropriate space
to indicate that he is pleading guilty. If the space has been
left blank, the Clerk stamps the ticket "Payment Accepted as Plea
of Guilty".

The Clerk writes out a receipt, using a pre-numberea three-part
NCR receipt'fofm, for.each violatioﬁ for which payment has been
receivea. The receipt form sho&s:

- Date receipt written

- Payor's name

- Bank name and check number (if payment is by check)

- Amount receivéd

- Citation number

- Allocation of monies réceived among more than one account,-if

necessary (e.g., Fine $35, Costs $5, Total $40)
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If cash is received rather than a check, this is noted on the receipt. Upon
completing the receipt form, the Clerk initials {it.

Parking Violations

S5a.

5b.

s

i
(I
i
i
i
i
i
i
i
i
i
i
i
i
i
i
|
4
i

There is no space for a guilty plea on a parking citation, and no

need to check for such a plea; |

Using the same type of pre—numbefed 3-1/2" x 8" three—part NCR

receipt forms as are used for non-parking cases, the Clerk writes

a receipt for the monies received. (A separate receipt book is

used for Parking tickefs, but the receipt form itself is identical

to the receipts used for non-pgrking costs.) _Ins;ead'of preparing

a separate receipt for each citation for which péyment is received,

however, the Clerk ordinarily.uses a single receipt for payments

from several different individuals. As many as i5 different pay-

ments may be'recorded on a single form. The receipt shows:

- Date receipt written

- Namesvof.paYOr(s)v_

- Amount(s) paid

- Payment byrcheck or éash

- Parking'citafion number (s)

- Initials of the Clerk who made out the receipt (Note: During
observation, it was poted that not all receipts were being

initialed by the temporary employee who processed the monies.)

Once the receipt has been completed, the yellow copy is attached
to the monies received. The white and pink copies remain in the

receipt book as court records.
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2, Monies Received Over the Counter. Monies may be received over

the counter after a fine (and perhaps costs and fees) have been imposed by
the Judge in the courtroom or, in cases where no court appearance is neces-

sary, when a citizen simply chooses to pay in person rather than by mail.

When the case is one that has gone to court and the defendant has pleaded

guilty or been found guilty after trial, the judge announces the sentence
in the courtroom. Whenever a fine or other monetary sanction is imposed,
the judge also tells the defendant to pick up a memo slip from the Deputy

Clerk (who is sitting at the desk below the bench) and to take it into the

Clerk's office and pay>the fine, after which he will be free to leave the

court. The Deputy Clerk prepares a sméll memo form, using two-part NCR

paper, which shows the case number, the defendant's name, and the amount

. of the fine. The defendant takes the memo slip into the Clerk's office,

where the payment transaction is handled by a Violations Bureau Clerk.
The procedures are as follows:

1. Thé Clerk matches the violator;s citation to the Courtfs_copy of
the citation (in‘gases not reduiring a court)appearance) or to
the memo slip prepared by.the Deputy Clerk (in cases that have -
gone to court), |

2, TheA01erk takes the money, puts it in the appropriate cash
drawer, and prepares a receipt in the proper receipt book. The
white copy of_the receipt is given to the payor, and the yellow
and pink copies remain in‘the receipt book.

3. If necessary to make changé fbr a cash.transactioh,»ﬁhe Clerk goes

to the petty cash fund, which is arbitrarily split into two parts--

$30 for non-parking cases, and $20 for parking cases.
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3. Monies Received via Bopd Posfigg with Police Department. When é
defendant is arrestedvby the Englewood Police Departmeﬁt on a warrant for
failure to appear on a scheduled court date, he may obtain release from
police custody by posting a ﬁond. The police (and the court) will acéept
either a cash bond or a surefy bond ﬁosted by a licensed bail bondsman when
the warrant is for failure to appear. The police are responsible for filling
out the appearance bond, collecting the money from the defendant, and pre-

paring a receipt in the bond receipt book. The defendant is given one

- copy of the receipt. The following'morning, the police bring the bond, the

bond receipt book, and the cash over to the court. A member of the Clerk's

office staff counts the_mohey, and verifies the amount and receipt by sign-

ing her name on both the yellow and the goldenrod copy of the bond receipt.
'The receipt nﬁmber, name of defendant, and amount of the bond are included
in the daily cash report prepared by the Court, and the cash is included
with thé court's own cash receipts t& be turned over to Cenfral Cashiering.
Essentially the same prdcedures are followed with respec; to defen- |
dants arreste& on an execution warrant (for failure to pay a fine) except
that the police will only accept cashAand no appearance bond is necessary.
The défendant mﬁst ordinafily post cash in an amouﬁt'sufficient to cover
the fine and éosts, and it is explained that thié amount will not be re-
turned to him, Surety bond will not be acdepted. The police record the
amount received in the bond rgceiptvbook, give the defendaﬁt one copy bf
the receipt, and bring ;ﬁe césh and the bond receipt book to the court the

following morning.

1. Cash Report Process. At 5 p.m. each day, all of the day's receipts

are taken in two locked drawers (one for parking cases, one for non-parking
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cases) to Cenfral Cashiering for overﬁight storage in the vault. At‘8‘a.m.‘the
next morning, the cash drawers are picked up from Central Cashiering, ahd the
process of preparing the cash report for the p;eceding day is begun. At this
‘time, the day's receipts are summarized on a thrée-part NCR Daily Cash Receipts
Report. The report shows revenue by type received and account number, parking or
non-parking receipt numbers for that day's business, and bond receipt money
listed by individual receipt number. The Report must balance to receipts written
and monies received. At this tiﬁe the yellow copies of all of the receipts are
put together with the monies received, and the calculating machine control tapes
used to add up the payments, and then taken to Central Cashiering, where théy are
due to be delivered by noon. Central Cashieriﬁg valiéates the Cash Report and
returns the yellow copies of the receiéts to the court.

5. Disbursements. The court does not disburse funds directly. All dis-
bursements over $25 are initiated by the Court Administrator or Court Clerk, using
an official Cash Voucher or a Request for Cash Disbursement (both standard City
fofms). Deputy Cierks‘are'authérized to initiate disbursements up to $25 (e.g.,
return of jury deposit) ahd Violation Bureau Clerks can authorize amounts up‘to
$15.‘ The Official Cash Vouéher is given to the bayee, who can obtain the cash
only from Cent;al Cashiering. The Request for Cash Disbursement isvsent by

- the Court to the City's Finance Department, for issuance of a City‘Warrant.

D. Overall Assessment

-Particularly in view of the relatively large amount of cash revenue col-
lected by the Court, it is of critical importance that the Court's procedures
for.céllecting, processing, and accounting for monies by sound, and that the

"audit trail" be adequate. In our judgment, the existing manual system is a
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good one, and is well-~administered. There is,'however, room for improvement
in three aspects of the cash management system, as outlined in the recom-
mendations set forth below. Other aspects of the court's finanCiél manage-
ment appear to be handled well. Annual expenditures are consistently below
the authorized budget level, and productivity--in terms of expenditures»per
case and revenue in relation to expenditure~--has increased, especiallylin

1980.

- E. Recommendations

1. Strengthen internal controls over the handling of cash.

(a) Segregate the duties of persons involved in handling monies

received through the mail. At the present time, the Clerk of Court is re-

sponsible for direct supervision of two Violations Bureau Clerks who handle
fhe monies received by the court. The Clerk of Courtvalso has the following
additional duties: (a) daily pick-up of mail from Centravaashiéfing;

(b) sorting mail, opening unidentified mail, and distributing mail; (c) pre-
paring Municipal Court Daily Cash Report; and (d) hand carryiﬁg the Cash
Report and money'to Central Cashiering. The concentration of all of these

duties in a'singie individual, which is a carryover from the days when the

clerk's office was a two-person operation, means that internal controls

over cash handling are relatively weak. The problem is compouqded by the
fact that some persons send cash to the court by mail in payment of fines.
Although the small size of the court's staff makes it difficult to segregate
duties and achieve fully satisfactory internal contrels, fhé followiﬁg pro-

cedures would strengthen these controls:
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;1) Have someone other th#n’the Clerk of Court or a Violations Bureau
Clerk pick up the mail. One of the Deputy Clerks could perform
this function.

2) Have the two Deputy Clerks open the mail, in an open area of the
~ office. The Deputies would run control totals of all checks and
cash received at the times they open the mail, and distribute the
mail to the Violations Bureau Clerks. They would give the control
tapes to the Clerk of Court, and would give the totals shown on the
tapes to the Court Adminisfrator for purposes of subsequent veri-
fication.
3) Have the CourtAClerk continue to prepare the Daily Cash Report.

(b) Accountability over Petty Cash Fund. During the period that

observations were made at the court, as many as five different court employees

were involved in receiving and disbursing cash in over-the-counter transac-

"tions, utilizing the petty cash fund to make change when necessary. With so

.many persons involved, there is little or no direct accountability over the

fund. 1In view of the fact that the principal division of cases (and of
ménies recéived) is between parking and non-parking cases, it seems logical
to establish two petty cash funds--one for each type of case. One Violations
Bureau.Clerk,could bé made responsible for one of the petty cash funds, and
accountable for all receipts and disbursements of cash through thaf fund.

(c) Revise the Parking Fine Receipt Form. With as many as fifteen

parking citation numbers.being recorded on a single 3-1/2" x 8" receipt form,
the information is not always clearly legible and there may be little room
for other important information such as the initials of the employee who

handled the transaction. This is a simple matter of'form revision--probably
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the use of a larger receipt form to allow inclusion of all relevant infor-

mation.

2. Begin planning for installation and operation of an automated finan-

cial management system in the court that is an integral part of the City's

new computer system and, in particular, its central accounting component.

The top priority for the Englewood city government, as it develops software

applications for the new computer system, is the financial-budgetary manage-
ment system. The court's financial management system--especially its system
for collection of revenue from fines, costs, and other,sources——is an impor-

tant component of this system, and is closely intertwined with its overall

1

‘case management system. It appears to us that it is essential for key court

- personnel to have a good working knowledge of the basic functioning of the

city's central accounting system as it becomes fully automated, and to be
closely involved in the development of accounting and other financial man-

agement applications in the court,
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VI. FORMS, RECORDS, AND RECORDS MANAGEMENT

A. The Current Records Management System

Although fhé installation of automation is contemplated for the near fu-
ture, the Englewood Municipal Court curféntly uses a recqrds management system
that is entirely manual. This chapter deals only with the current manual
systemf beginning with a briéf description of the principal records manage-
ment components now used by the court fpr‘cﬁrrent operations.

1. Citations. The court has developed énd designed citation forms

("tickets") for traffic, parking, and miscellaneous violations. The traffic

-and miscellaneous.violations ticket has legal effect of a summons and complaint

while the parking ticket only serves as notice to the defendant of the viola-
tion. The following design characteristics were evident in the tickets exam-
ined:

Size: All tickets are 5"x 8" in size when detached from the ticket
book. : »

Ticket Numbers: Each ticket is assigned a sequential number for
identification and accountability purposes. The identification
number for each ticket series includes an alphabetic prefix as fol-
lows: TR (traffic), PKG (parking), and MI (miscellaneous).

Inscription: Each ticket contains a great deal of pre-printed infor-
mation (e.g.,.list of types of offenses) which can simply be checked
by the officer. Variable information was printed by hand by the of-
ficer. Even though '"tick marks' were not provided on the ticket to
force police officers to print, most information was readily legible.

Design: New tickets are designed in multi-part format so that parts
can be distributed to the defendant, police officer (city attorney)

and the court (Violations Bureau). The parking ticket is designed
with a self-addressed mailer envelope to facilitate return of the fine.

* For discussion of specific applications of automation in the court, see Chap-
ter VIII, infra.
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2. Summons and Complaint Register. The Summons and Complaint Register is

=

a book maintained by the court for each type of ticket igssued, to identify and
account for the receipt and progress of each matter. The court is responsible
for ordering, storing, and distributing the tickets to the police department.
In addition, the courf also hés.accountability responsibilities for recording
each ticket as received. The iog consists of ticket number, name of defendant
(when kﬁown),‘date ticket was issued, amount of fine, date paid, and receipt
number. As such, this register serves as the "docket'" required by Rule 255(a)

of the Municipal Court Rules of Procedure. This is the only docket for matters

for which no court proceeding is required. (In addition, a separate looseleaf

docket is maintained for court matters.)

3. Court Dockef. The court‘maintains a looseleaf "docket" which consists
of a rebréductioﬁ of the court worksheet prepared for each case, This docket
is maintained in order of disposition and is referenced by a code recorded on
the index card. The court docket enables the court staff to quickly retrieve
information on court cases;‘precluding the need to retrieve this information
from remote storage.

| 4, Indexes. Index cafds are maintained for all traffic and miscellaneous
violations, and for parking Violétions cases in which the defendant appeals the
ticket. ‘An individual index card is prepared for each pending matter. Multi-
ple index cards for the same defendant are stapled.together ﬁo enable court
staff to determine preyious cases, as well aéAother pending cases against an
individual. The index card aléo serves fo identify the lovationb(book and pagé

number) for ﬁhe court docket book.

5. Active Filings. The court maintains two principal filing systems-—-
one for court cases and one for all "non-court" (Violations Bureau) matters.
Court case documents are stapled together and filed by date of next event.
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When the court case closes, the.case papers ére filed in the rear filing room
by date of disposition and the related citation is filed by defendant name in
the closed citation file (with thé appropriate cross reference to the case file
described).. The court worksheet is used by the judge and the Deputy Clérks to
maintain relevant information c0néerning court activity; a copy of the court work-
sheet is retained in the court docket book by date of last activity or disposition
(and appropriately crdss referenced).

Active citations (for which no court hearing has been scheduied) are main-
tained by daté of next event in appropriate tickler files. This clearly indi-
cates to staff when the next activity will take place or when subséquent notice

is required. These citations remain stored by date of next event until there

-is a final disposition, dismissal, or warrant issued.

When a citétion is disposed of or dismissed, the citation is then stored
in a ten-drawer lateral roll-out in trays (four trays per shelf). Parking ci-
tations are stored in citation number order, traffic citations are stored by

defendant name, and miscellaneous citations are also stored by defendant name

by type of violation. With this system, the court staff can readily determine,

for example, whether an individual had previously been convicted of a viola-
tion of the City‘s‘dog barking ordinance, so that this previous history can
be taken into account for a court case.

6. Forms. The céurt‘has developed a number of pre-printed forms to assist
in daily operation. In parking, for examﬁle; the Eourt ﬁas devélopéd forms for
first notice, secpéd notice,.and partiél payment. The first notice is issued
fourteen days after the defendant fails to_pﬁy parking violations; second no-
tice is issued fourteen days later;'the tickler file sysﬁem indicates to the
court when the notices should'be'senf. Although the management and handling of

notices requires substantial personnel time, the court receives payment for-
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approximately 50 percent of the outstanding cases each time a notice is 1ssued.
When only a partial payment is received (as is often the case when the fine is

increased due to late payment), the partial payment form notice is sent. The court

has experienced receipt of approximately 85 percent of the remaining fine when-
ever a partial payment notice has been sent. Other forms and notices are issued

by the court as matters dictate.

7. Receig; Book. As noted in Chapter V, the court maintains a three-part
receipt book for recording payments and fees. The same type of receipt form is
used to record payments received in the mail, but receipts are nbt sent to the
payors. The court copy of the receipt is maintained in the receipt book for
auditing purposes. The various components of the fine are broken éut on the re-

ceipt for use later in determining the amount of money attributed to each account.

8. Closed Record Storage. The court maintains closed citations in a
storage area in the east side of the City Hall. These records are stored in
large ﬁwo cubic foot boxes (15" wide, 24" long, and 10" high) which are either
stacked on thé floor or on a wooden shelf constructed by the city. These boxes
are often difficult’to.handle due to their size énd weight. Retrieval from this

storage area is also time-consuming and cumbersome.

B. Records Retention

The Division of State Archives and Public Records has published a booklet

" entitled "Guidelines for the Preservation and Destruction of Records, Municipal

Courts, Courts of Record" (1975). These guidelines provide information on the

procedures for handling inactive records, conducting the records survey, and

' determining record retention, as well as a listing of suggested records reten-

tion periods and dispositions for the various types of municipal court records..- -

As stated in the preface to this publication, the records retention and disposal
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guidelines presented in it are only recommendations; they aré not difecfives
to retain or dispose of any records. The Englewood Municipal Court, therefore,
is not obligated to follow this schedule unless the periods designated are
acceptéd by the court. No municipal court records have yet been destroyed

under this or any other retention schedule.
C. Procedures

The court has designed the records management system and procedures to cor-
respond to the major ways records are needed and used by the court staff, For
example, closed records of dog barking cases are kept together by individual, so
that this information is'readily available in éase there are subsequeﬁt cases.

Although the court has started to develop a procedures manual to document the

“existing system,. the task has not been completed due to lack of personnel

and the volume of court work reguired.

D. Overall Assessment

The Court's records management system functions adequately for the current
case volﬁme. >A great deal of time and thought has gone into.development of the
forms and the records used by the court and into the development of streamliﬁed‘
procedures. The.records management syétem design takes into account the major

J o .
func;ions performed by‘the court staff and minimizes_fhe aﬁount of manpoWef»needed .
to perform a speéific task. The major yardstick by whichAany court records mén—
agement system must be évaluated is whether the system functions well in achiév—
ing the intended pﬁrbose. The Englewood Municipal Court records management sys-

tem does indeed enable staff to perform the work required by the court in a rea-

sonably efficient manner.
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In almost‘every system, there is room for improvemeﬁt. In most cases, the
improvements which should be considered By the Engleﬁbod Municipal Court are
ones which afe really only feasible in connection with the development of a com-
prehensive data processing system as described in Chapter VIII. At this time,
however, the court can begin reviewing existing manual operatioﬁs to identify
components which will need restructgring when the data processing system ié im~
plemented. Some of the areas for future consideration are discussed below.

1. Case Management Information. The caseflow management section of this

report discusses in some detail the.type of information which the court should
maintain in order to effectively manage tﬁe.flow of cases through the system.
Much of this information is cumbersome to maintain in manual form and to re-
trieve a useful format. In many caées,‘when this information is maintained for
one type of application, it must be duplicated to perform another.

2. Location of Physical Record Use to Provide Information. The court cur-

rently maint;insAactiVe citations by date of next event. This enables the court
to readily defermine the action which must be taken for each group from tickets
until disposition and ensures that no matter will go "off calendar". This type
of filing system seems to be necessary due to thé éase volume handled by the

existing-staff, and it wprks satisfactorily; A filing system organized by date

of next event has its drawbacks, however. First, the staff must physically move

records from one location to the next. Second, there is a great chance for mis-

filing due to gaps in the filing system and the constant handling of records.

Finally; records can only be organized for one type of use. Access to the re-
cords for another purpose is often cumbersome, if not impossible. Ideally,

. therefore, the records should be maintained in one physical location, but the

information concerning the status of a case, next event, type of case, etc.

should be organized by some external index or other source of information, such
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as a data processing file. This type of arrangement is, for all practical pur-
poses, impossible in a manual records system which experiences such rapid acti-

vity.

3. Cross Referencing. Currently, parking, treffic,vand the various types
of miscellaneous case records are all segregated. The court maintains traf-
fic tiekers together by name of defendant, and each type of miscellaneous viola-
tion is also maintained together by name of defen&ant. Unpaid parking tickets
are mainrained by name of defendant for six months. This type of system facil-
itates the retrieval of case history or pending case infqrmation for a particular
type of case or defendant.

" There rs-nb mechanism, however, for iinking together all open cases or
outstanding fines.for a particular defendant, regardless of case type. This is
particularly important'beeause the court often enceuntersian individual for ome
type of matter (e.g., payment df‘one parking ticket) when that ticket is being
paid in person. However,rthe court has little ability to determine, at that
time, whether‘there are outstanding warrants or unpaid fines in other types of
cases involving that particular indiﬁidual. A cross index, enabling rapid checking
.of‘names and addresses, would enable tﬁe court to increase revenﬁes collected as
well as facilitate the ehforeement_of eourt‘orders and state and local laws.

Due to the complexiry of such a system, however, data processing represents the

only practical means for consolidating this information.*

* Some concern was expressed during the course of the study that the court can-
not enforce the payment of a parking ticket because it does not constitute a sum-
mons and complaint. As such, the court would have no jurisdiction to require an .
individual to pay an outstanding parking fine whenever the individual might be
before the court on another matter. As a practical matter, however, defendants =
are told that they are required to pay parking fines both on the ticket and through
subsequent warnings and notices sent to the individual. Thus, effective use of

the cross referencing .system would just be another method of telling the

defendant to pay the fine. Of course, if the defendant refuses to pay, a summons
and complaint would have to be issued before more coercive action could be
taken by the court.
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E. Recommendations

Sincé the court's current manual system operates satisfactorily, the prin-
cipal recommendations in this section rélate to steps that should be taken in
preparation for installation of a comprehensive data processing system., How-
ever, the first three recommendations set forth below concern effective operation
of the manual system. The recommendations are as follows:

1. Design all court forms with common format using modern forms design

techniques. The court currently maintains two major files, one for court cases
and one for non-court cases (generally, only the citatién and record of payment).
All forms for court cases éhould be letter size, which would be consistent with
the new letter sized standard being advocated by the Supreme Court of Colorado,
Oﬁher notices and other forms sent to the public should also be letter size, to
reduce cost and increase uniférmity. It appears that no forms (except for
driving records) are maintainéd in the citation file, so sizes are therefore

not critical in that case. These design approaches should be qsed when re-de-
signing the tickets as well as othef associated forms. Some points of particular

relevance to court forms design include the following:

- Information on the form should be organized to facilitate>computer data
_entry, if appropriate. ‘

- Tick marks should be used on tickets for variable information to be
"filled in by the police officer by hand. Even though the police of-
ficers appear to print information on the tickets, tick marks will
provide a little more space between letters and speed the data entry
process. : '

- The court case number should appear on each document in the same loca-
~ tionm. : ' '

- The form number and date of issue should appear on each form in one
common location. ' -

~ The form should be labeled in plain English in the same location on
each form.

- 92 -



- The contents of the form instructions should be written in plain English.

- Lengthy instructions for the form should be placed on the back.

~ Information to be typed or written on the form should be organized in
a box format.

- Distribution of forms should be clearly indicated in one unique loca-
tion.

2. The court should develop a record retention schedule to permit destruc-

tion of all records within a reasonable time after filing. As noted above, the
State's Division. of Aréhivés and Records has published "Guidelines for the Pre-
servation and Dispositibn of Records, Municipal Courts, Courts of Record". This
publlcatlon prov1des guidelines for the retention of mun1c1pa1 court records

and additional information appropriate for storage andidlsp051tlon of these re—t
cords. These guidelines, however, are not mandatory upon the municipal court
and shoﬁld only be used as a starting point for the court td develdp its own
record retention sChedule, The major problem with the Guidelines is an assump-
tion that fﬁere are some permanent municipal court records. - However, it is i
doubtful that any of the reéords maintained by the municipal court are of suf-

ficient value to be viewed as necessarily permanent. Some of them may, however,

"have administrative, legal, or fiscal value for some period of time.

The court should review,these.recdfds in order to determine possible rea-
sons for later ﬁse and the maximum time they should be retained. Issues such
as habituai criminal statutes,.inéreased penalties for multiple violations, and
requirements for crimihai information in civil suiﬁs shquld be given serious

consideration. In no case, however, does it appear that it is reasonable to

maintain any record in the municipal court longer than seven years. - It is pro- °

bable that most records could be destroyed within three years after filing.
The period of retention for these records should be as.short as possible,

considering the value attributed by the court. Since the court is audited each
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year, the records retention period should be at least one yearband after audit.
(TE The following periods may be considered:

- Parking: Retain one year after payment or two years from filing in

' case of non-payment. (If the court cannot collect parking violations
within two years, costs for collecting after that time would be pro-
hibitive.)

- Traffic Violations: Retain three to seven years., Traffic violations
should be retained at least three years to determine whether sufficient
points have been accumulated to warrant revocation of license or an in-
crease of fines. A seven year period may be necessary since the Colo-
rado Habitual Criminal statute may be effective in traffic matters for
seven years and civil suits may be dependent on the outcome of criminal
cases.

- Miscellaneous: A period of three to five years should be sufficient in
tracking multiple offenses against an individual. 1In case no statutory
limitation exists on particular types of cases (e.g., violation of dog con-
‘trol ordinances), the court should determine a reasonable period for consi- E
dering previous offenses which weighs the needs of society versus ‘what is fair T

for the defendant.
In no case, should the retention schedule designate different retention periods

for different documents in a single case file, as implicitly advocated by the

" Division of Archives and Public Records. It is generally better to have a longer

period for all records in the case file than different periods for selective ones.

The Division -of Archives and Publiec Records should, however, be consulted in de-

records retention guidellnes, the recommendations. made in this report, and other
factors deemed necessary. The court should then prepare an effective records
retention schedule which best meets its needs. This retention schedule should

be reviewed by the State Division of Archives for comment prior to its adoption.

The Division will probably request a procedure under which it is contacted prior
to destruction of'records and giveo an opportunity to store these records in the )
Archives. After the retention schedule has been accepted, the court should under-

take a systematic program to destroy records on an annual basis. Determination

should be made which of ;the existing records can be destroyed and the appropriate

procedures developed for destruction on an ongoing basis.

W

- 94 -

T

]

l~ veloping the retention schedule. The court should first examine the existing




&3

e TEREE R o
D Ak S A B LTI R e,
LA PR AE A e

3. The court should use smaller (one cubic foot) storage boxes for closed

records and should improvg the existing storage facilities. The court currently
stores closed records in large boxes (two cubic' feet in size) which are stacked
on the floor or on wooden shelving in a warehouse storage.area in the municipal
building. Smaller one cubic foot boxes (12" by 15" by 10" high) should be used
by the court, since they weigh much less when filled and are much easier to han-
dle. These boxes should be readily available at discount prices through the
State Archives or other state sources. Assuming that a new records retention
schedule is developed and many existing closed records are destroyed, the court
will be able to eliminate many boxes now being stored in the warehouse storage
area. The court recently has inventoried the warehouse storage area and has doc-~
umented the location and contents of each box; this should facilitate the rapid
destruction of the boxes undervthe new retention schedulé. Howevef, it is im-
portant that the storage area be képt orderly so that the court staff can re-
trieve records rapidly. 1In a&dition, the city should expand the warehouse
storage area if the growth of "permanent" inactive records, which cannbt be de-

stroyed, exceeds the space available.

4, The court should develop a new case numbering system, and redesign

citation forms to allow space for recording the court case number. At the present
time, citation forms are prepared with preprinted sequential numbers invthé upper
right-hand corner, a practice which facilitates éccountability for blank tickets
assigned to police officers. Undér this recommendation, which is an inteéral

part of an automated system, the pre-printed sequential number would still appear

“on the face of the citation, but there would also be a blank space left for the

recording of a cdurtvcase number. This court case number would be fiiled in by
the court staff on each traffic and miscellaneous citation received. A court
case number wouldlbe assigned for parking citations only when the ticket had not
been paid promptly and the court had obtained the name and address of the vehicle

owner.
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The coﬁrt case numbering system should reflect the year of filing, the type
of case, and a‘sequential number. Probably tﬁe best.typé of numbering system
now in use in other courts around the country is one which coﬁsists of the last
two digits of the year of filing, the case type, and a sequential number begin-
ning with 1 each year. TFor example, the 27th traffic ticket filed in 1980 would
be written as '"80TR27".Since the case number is written in a numeric-alphabetic-
numeric, no spaces or hyphens are required when writing or typing this number.
This t&pe of court case numbering system will enable the court to readily iden-
tify and track cases filed each year, for management informatoﬁ aﬁd statis-
tical reporting purposes. The.alphabetic case tyﬁe indicator will also enable
the court to divide the three major case types in the filing room. Since the
actual sequential number is the most significant part of the number sequencé,
it is desirable to begin the sequence with 1 each year to reduce the number

of significant digits in the total case number.

5. All citations should be filed in court case number order. If a sequen-
tial ﬁumbering system is adopted, as recommended above, then citations should be
maintained in case number order. The computer system will pfovide court staff
with information necessary for retrieving records-prior to court hearingé and
will automatically perform such activities as preparing notices. In addition,
the computer generated cross-index will cross reféfeﬁcé preﬁious cases which may
have an impact on the penaity for a current violation.

Frdm the standpoint of file integrity, it is moét desirable that all cita-
tions be kept in straight sequential number order and thatAthe computer system
manipulate the informétion as necessary to perform court operations. In some.
instances, howéver, the court may determine that it would be best to keep cer-
tain groups of citations initially by order of next event. For example, the’

traffic citation will indicate the date of arraignment. The court may decide
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_+ to maintain all traffic tickets having the same arraignment date together until

arraignment, and then file them in court case number order for all subsequent

activitieé.
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VII. COURT FACILITIES

A, Facilities Curréntly in Use

The space occupiéd by the Englewood Municipal Court 1is located in a
separate wing in the southwest corner of the Englewood City Hall. The
room in which court is held is shared with the Englewood City Council; in
fact, this space was deéigned purposely for this multiple use.

The jury room is located adjacent to the court room. It is triangular
in sﬁape'and is southwest of the court rooﬁ. Tﬁe jury room opens into a
corridbr along which are locatedvthe jﬁdge's chambers, the court adminis-
trator's office, and a room which Qas originally intended to be a holding
room, but is now used for the court's copying machine. The arrangement of

the court room and adjacént space is shown in the diagram in Appendix D.

~which also shows the space occupied by the clerk's office (including the.

violations bureau) which is in the most southern portion of this wing.

1. The Courtroom. The courtroom/council chamber appears very adequate

for court purposes. On Wednesday mornings, when arraignments are held, the
entire room is uéea, providing seating for 165 people. This capacity is
more than sufficient for the usual number of arraiénments. Indeed, it is
lgrge enough to enable Deputy Clé;ks ﬁo use the back of the roombto set
pretrial conference dates for defendants who plead not guiity, without
undue'interférence with procegdings'at the froﬁt'of the courtroom where

defendants are pleading guilty. On other days the room is partitioned, with

the' rear portion being used as a "community room" in which other activities

are held. This arrangement reduces the seating capacity in the courtroom
to 57,.which is still quite . adequate to accommodate the parties, wit-
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nesses, friends, and réiatives of those involved in cases on the day's

docket.

2, The Jury Room. The jury room is sufficiently large to accommodate
jgries pf six persons, and there is easy and direct access to this room
from the jury box in the court room. - There is also easy and direct access'

to the lavatories which are located immediately to the south of the jury

" room. Thevdimensions of the triangulaf jury room are approximately 26 feet

x 16 feet x 24 feet.

3. Judge's Chambers. The judge's chambers encompass 208 square feet

(13 feet x 16 feet) and provide room for a credenza bookcase behind the
judge's desk and a small conference table in front of the desk. It is
adeqﬁate in size and furnishings, and compares favorably with judges' cham-

bers in other municipalities.

4. Court Administrator's Office. The court administrator's office

is relatively small ~ 117 square feet (9 feet x 13 feet), but does provide
Qorképace and privacy, including room for meetings with one or two people.
In some municipal courts (e.g.,.Arvada) the court administratqr-does not
have a separate office, One disadvantage of its location.is that it does
not éﬁable tﬁe Court Administrator to observe activities in the Clerk's

office.”

5. Clerk's Office. The major spacé problems are centered in the

clerk’s office, which has 624 square feet and contains working space for
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seven clerical employees and the marshal. The space is barely adequate

for the number of people in the office even if minimum standards of 75 to

100 square feet are applied, These standards -include desk, chair, equip-

ment, files and circulation space.1

When desk and adjacent space for all eight emplpyees is taken into
consideration (seven clerks plus the marshal), footage per employee is 79
square feet. While this is minimally adequate, the shape of the space de;
tfacfs from its utility. Also detracting from the useability of the space
is the entrance way on the west side of the clerk's office, whiéh is pri-
marily used by police officers for quiék éccess’to the court and other
parts of.the building. Although this entrance is not in continual use,
even occasional use of it adds to confusion and crowding in the.clerk's
office when ﬁeople take this roﬁte into the building.

If additional clerical help is added to cope with increasing caseloads,
the office will be overly crowded, As a practical matter, there does
not éppear to be any immediately adjacent space suitable to acéommodate a

larger clerical staff. Some overcrowding of staff in this area seems

unavoidable, unless labor-saving automation is introduced.

6. Public Areas. There are two public areas of the court which have

space problems. One such area is the "lobby" of the clerk's office,
immediately in front of the counter. This area is relatively small (approx-
imately 60 square fegt) and on some occasions cannot acqommodate the number

of’people waiting to pay parking tickets. The other area is the space

' just outside the courtroom, running from the entrance to the courtroom

north to the corridor leading to the prosecutor's office and the front
door of the City Hall building. This area is heavily used on Tuesdays,
where pretrial conferences are held, and may also be used by parties
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waiting for their cases to be called on other days, There is no seating
space in this area, and on busy days there can be considerable milling a-

round in this part of the building.

B.. Possible Future Needs

The space problems noted above are rélatively minor, and.should not
adversely affect the work of the court, In our judgment, the existing
facilities should be adequate to meet the needs of the court for at least
the next two or three years and probably for several years beyond. This
is especially true if the recommendations concerning caseflow management
(to make better use of existing trial capacity) and automation (to avoid
hiring additional staff, and probably cut down on current staff size) are
followed.

In the event that, contrary to our expectations, additional court
sessions éppear to be the only way to handle increasing case volume, there
appear to be two possible options with respect to space, One option is to
schedule additional sessions for weekday evenings or for Saturday mornings.
A number of municipal-éourts in the Denver metropolitan area preseﬁtly
schedule evening sessions, and the éractice appears to work satisfactorily.
However, this would require alteration in working hours for the court
staff (probably including évertime pay) and may also pose problems of
building security. A_second altefnative woqld_be to open a seéond court
room, perhaps using the gommunity room for this purpose on certain
morﬁings or afternoons. While this room receivés fairly heavy usage,<it

should be possible to reserve it for court use two or three half-days a

.- week if necessary.
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It is possible that if a plea cut-off policy were established and

the prosecutor's staff were augmented, as recommended in Chapter II, there

could be an upsurge (at least initially, probably not over an extended

period) in the number of cases going to trial. Although we believe that
the existihg capacity is sufficient to handle such demands, it would be
strained, and the court should be in a position -= if nécessary -- to pro-

vide trials if defendants wish them.

C. Recommendations

1, Develop contingency plans for Holding additional court sessions

necessary. In the event that the existing courtroom does not provide
enough space to meet the demand'for trials during normal business hours
(i.e., 8:00 a.m. - 5:00 p.m.; Mondays through Fridays), it is important for
the court to be able to use other space, We believe that either of the
two options suggested in the text -- night and weekend sessions in the
present court or weekday use of the community'room -~ would be acceptable,
However, both involve costs in terms of staff time, and the night/weekend
court option also raises questioms of building éecurity and possible
overtime pay for non-court staff. In our estimation, sucﬁ extra sessions
should rarely (if ever) be needed in the foreseeable future if existing
court room capaéity_is used well, However, the court should devéloﬁ con-
tingency plan in cooperation with the City Attorney's OffiéeAand the

city officials,'for.use of additional space if it should prove necessary.

2. Make plans for reorganization of.clerk's office space as part of

planning for automation, The introduction of automation -- whether it in-

volves the City's new computer system or stand-alone equipment «- will
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inevitably require some reorganization of space inthe clerk's office. Plans
for utilization of space'-- including pfecise location of terminals and

CRTs -- should be part of the detailed systems design work preceding the

installation of automation.,

FOOTNOTES - CHAPTER VII

1. Standards are based on F. Michael Wong, Space Management in the Courts,
Design Handbook (Washington, D.C.: U.S. Department of Justice, Law Enforcement
Assistance Administration, 1973); F. Michael Wong, A Program of Facility Needs
for the Colorado Judicial Building, (New York, N.Y.: Space Management Consul-

tants, 1973).
S
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VIII. AUTOMATED DATA PROCESSING

The City of Englewood is cur:ently devélqping a centralized data processing
system for use by all agencieé withiﬁ the city government. The new system will
replace the existing batch systeﬁ which has been pfimarily used for vital ac-
counting functions. Approximately one year ago, the city government's Data
Processing Steering Committee prepared a questionnaire for all city agencies to
help in planning for development of the automated system. After reviewing the
questionnaire, a preiiminary systems design was developed indicating the appli-
cations and ﬁriorities for each agency. A request for proposal was later pre-
pared and distributed to several computer veﬁdors to enable them to bid on the
data processing system. System selection is scheduled for Febfuary or ﬁarch of
1981, with programming and implementation to begin shortly thereafter.

At the time the questionnaire Qas distributed, the ﬁunicipal court indicated
that parking violations was its only area of interest. Since that time, however,

the court has become increasingly concerned about increasing case volume and

. the limitations of the existing manual system. There has since been substantial

discussion regarding vérious céurt applications and the courf's inﬁolﬁement in
the city data processing system. Recentiy, tﬁe court has considered the possi-
bility of operating an information éyétem using a stand-alone word processing |
system.

In examining the data processing and other management needs of the municipal

court, the study team has considered possible appliéations of a word processor

as well as possible applications of the much larger computer system. The remain-

der of this chapter discusses the data processing system design considerations

~which are important to the court operation and presents recommendations regarding

the development and implementation of the data processing system in the court

environment.
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A. Potential Data Processing Applications in the Court

N

A variety of applications would be appropriate in a court environment. For
the most part, the data processing system should maintain information which is
frequentiy required ("high access information") regarding each citation handled
by ‘the Violations Bureau and each court case handled by the court. In the
data base management systems being considered by the city, the court would

have a great deal of flexibility in retrieving information and designing re-

ports to meet its needs. Key data processing applications are outlined in
this section.

1. Financial accounting. As discussed in Chapter V, the City's highést‘

priority, as it develops software application for the new computer system, is
the financial-accounting-budgeting management system. The city is justifiably

concerned about accurately accounting for all monies received by units of city
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government, including the court. Development of an automated accounting sys-
tem in the court is clearly an essential applicatioh for the court, and should
be closely coordinated with development of other aspects of the city's auto-

mated accounting system.

2. Case ménagement information. As discussed in Chapter II, automation
. will make it possible to provide instantaneous information on the court's case-
load (e.g., number ahd.age of pending cases; identification of "old" cases),
thus enabling the court to monitor caseflow and idenfify potential problems be-
fore they become serious. The saﬁe type of information cah, of éourse, by used
“'to rapidly pPrepare periodiévstatistical reports. | 7

3. Notices and Warrants. If an individual fails to respond to a citation,

‘the court staff currently prepares a notice to be mailed to him. Similarly,
when a defendant fails to appear before the court or fails to pay a fine, and

ignores the notice, a warrant is prepared. A computerized system can automatically
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generate notices and warrants at the appropriate time, using information pre-
viously keyed into the computer.

4. Calendar. The cases to be heard eacn day could be printed on a regular
basis with ihe disposition noted for later data entry into the system. |

5. Accountability. The pre—printed sequential ticket numbers could be in-

cluded in’the system, so that the court and sgnior police officials could readily
identify tickets not submitted to the court.
6. Docket. _Through the case monitoring process, the system would maintain
a list of all activities related to the case as required by the Rules of Court.
7. Cross Index. Currently, the court maintains citations together by name

of defendant whenever it is necessary to maintain a criminal case history.

Through use of a centralized data processing system, the computer could maintain

a cross index of all cases pending against an individual as well as criminal his-
tories of all cases disposed of against an individual. With this system, the
computer could then generate the requisite case numbers, case histories required

by the court in the case of habitual offenders, increased fines, and other case

- related information. More importantly, the court can readily check for all out-

standing fines and warrants and require the defendant to deal with the situation

immediately.

8. Telecommunications. Once the computer system is installed, it might be

possible for the court to communicate through the city computer directly to the

state computer to determine vehicle ownefship for parking citations and to re-

ceive information on previous traffic violations from the Motor Vehicle Divi-

sion of the Colorado Department of Revenue (once its computer system is fully

.operational). If these systems can bé accessed directly by telecommunicationms,

it might also be possible to transmit computer tapes.. In addition, the court
would be able to report various warrants and case dispositions to state agencies

in computer-readable form.
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B. Backup Capability

The court has great éoncern regarding the availability and response timé
QfAthe computer system during regular court business hours. Although modern
daté processing systems have exhibited improved reliability, there_will always
be periods when malfunctions occur. This is particularly a problem during start-
up periods, when the various application packagés are being déveloped. The court

needs immediate access to information when individuals come to the counter, when

phone calls are received, when cases must be processed, and for a variety of
other purposes. Some backup system must therefore be available in case
of computer malfuncfion.

- Although other alternatives would be available, computer output micro-
film (""COM") would probably represent the least expensive method. With computer
output microfilm, a copy of court's entire active file could be reproduced peri-
odically (e.g., every week or every month) on microfiche. A single mic;ofiche
card could-hold up to 288 computer pages of information at 48X reduction. COM is
relatively inexpensive in large volumes, and would enable the court to maintain
a complete duplicate-seﬁ of records (és of the date thevCOM was produced) in a
small amount of space. A microfiche reader costing about $200 would be re-
quired to read the COM microfiche. 1In case of computer mélfunction,'with COM
the ééurt would have a great deal of information which would enable them to con-
tinue fﬁnctiohing for most matters. .

Probably the only feasible alternative to COM wduld'be some duplication of

the dgta proéeséing Eapabilities, either'thfougﬁ the uée of a Sackup computer or
distributed>dataﬂprocessing. _Béth these approaches, obviously, would Be extreme1y

expensive and should only be considered if absolutely necessary.
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C. Priority

The court currently processes a great'deélfdf information using its manual
system. An automated data processing system could substantially improve the court
operation and would very probably produce a significant increase in city revenues.
The introduction of the computer system would also enable the court to reorganize
staff assignments so that important tasks, previously set aside, could be accom-
plished. To date, the court has not been very involved in the development of
the computer system specifications design, and has been relegated a low priority
for systems development. It appears, however, that the court's priority could
be changed; and that the various apblicetions needed ﬁy the court could be im-

plemented relatively quickly.

D. Configuration

The city will be developing a centralized, on-line data processing system
which also has batch processing capabilities.» The court will obviously need
terminals for data eﬁtry as well as retrieval of information. The court will
also need a reasonably good quality line printer for preparatiop of forms,.po—'
tices, warrants,‘and other purposes.' Whenever a particular form must be dis-
tributed, the court can then siﬁpiy mount the proper form (in continuous form
format) and instruct the computer to prepare the necessary forms and informationm.

The courﬁ will probably need three computer terminals; one at the front
counter (for inquiry and data entry when persons come to that counter to pay fines)
and two in the staff area behind the counter (a secdnd terminal for data entry and:
inquiry and one primarily for data ehtry alone). Since the court has a great |
deal of information to be keyed info_the system, it would probably be wise to
provide it with at least one terminal equipped with floppy disk storage. This

would enable the court to record information on the floppy disk during periods
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of/peak usage (therefore slow response time) and malfunction. Although
this type of system would increase the terminal cost, it would enable the

court to continue entering data so that court activities can remain on schedule.

" E. Cost Analysis

Tables VIII-1, VIII-2, and ViII—3 provide rough cost estimates concerning
alternative approaches to issues of staffing and automation. Table VIII-1 bfojects
1981-1985 césts for anticipated inéreases in staff size, assuming that no
automation is introduced. . As diséussed in Chapters I and IV, it appears rea-
sonable to assume:thatvp;fking violation filings will not go much above 17,000
per year, but that the volume of non-parking cases will continue to increase.
Additional staff, at the Deputy Clerk level, will be needed to handle this
increased volume. With starting Deputy Clerk salary levels adjusted annually
for inflation, the costs of the additional staff--independent of other cost

increases. in the court--is projected at $84,752, through the end of 1985.

.In 1981 dollars, this would be $69,332.

Table VIII-2 presents extremely rough cost estimates for automating the

court. The principal cost (and the amount most difficult to estimate) is

software costs, including programming expenses. Since the City is contem-

_plating a data base management system, a relatively modest amount of pro-

. gramming costs are covered by the estimate. With a software estimate of

$25,000, the rough cost estimate for introduction of a relatively complete

automation system into the court would be about $44,500. As Table VIII-3

‘indicates, introduction of such a system in 1981 can be estimated to produce

savings of about $23,976 by the end of 1985, through avoidance of costs for

additional staff.
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Two types of alternative projections should be noted. On onebhand, it is

possible that the estimate for software is too low. Conceivably, it could be

- as high as $50,000, which would mean that--unless the introduction of auto-

mation produces n reduction of -staff size--the system would not really begin
to produce Coét savinés until 1986..

A second alternative nrojection‘assumes that the system can be designed
in a fashion which enables a significant reduction in staff size. Because a
well-designed manual system can save enormous amounts of personnel time now
used to.record data, retrieve information, prepare dockets, send notices, check
priqr records, and perform other tasks, some staff cutbacks should be possible.
A possible staffing pattern after the court is automated might look something
like this: |

One Court Administrator - General supervision of staff; duties essentially

‘the same as at present.

Two Deputy Court Clerks (or Court Clerk II or III) - Both would handle

in-court proceedings, preparation of'dockets,‘ notifications and
warrants for non-appearance, jury summonses, -etc. Most of the time,
one would probably be in court, and the other would be handling

data entry at a CRT.

Two Violations Bureau Clerks (or Court Clerks I or II,— Both nould handle
parking violations (including in—person paymenns at the counter and
payments by mail), non—parking cases not requifing a court appearance,
telephone inquiries,'etc.,'Atvany one time, one would be primarily
responsible for handling business at the.countér.(using a CRT located

at the counter), while the other would work at a desk with a CRT.
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This staffing pattern calls.- for only 5 persons, and is probably the minimum

necessary after automation, given the &iversity and volume of the court's
business. A sixth person (or the equivalent oflbne full-time employee) would
‘frobably be necessary, to provide some flexibility and back-up capability, to
serve process when necessary, etc.

Since minimizing staff size is one of the primary objectives of intro-
ducing automation, this objective should be built into the detailed systems
design work that must precede introduction of an automated system.* That is,
in designing the system, criteria should include the capacity to handle a

volume of work well in excess of what can now be projected for 1985 and doing

"this with a staff size of no more than six.

Assuming'that'it is-possible to introduce an effective automated system
reﬁuiring a staff of no more than six persons, which we believe should be
possible, substantial cost savings would be produced. Table VIII-4 presents
an estimafe showing savings of 5116,404 through 1985 as a reéult of such auto-
mation, provided that the installation were accomplished in 1981 with a soft-

ware cost of approximately $25,000.

- E e a e e o e e

* The detailed systems design work for the court should take no more than two
man-months (est. cost: maximum of $5,000), and should be done after the City
has made final decisions regarding the basic computer system to be purchased.

*% While automation should result in a reduction of staff size, relatively

few courts have been successful in reducing staff size by automating, although
they have been able to avoid or minimize further increases. While we believe
the Englewood court should be able to reduce staff size through automation,
policymakers should be aware of the disappointing results elsewhere., Sound
planning can make a great difference in ultimate system effectiveness.
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Table VIII-1

- PROJECTED COURT STAFF'COST'INCREASES'IF’AUTOMATION'IS‘NOT'INTRODUCEDl

Projected
Projected Non-Parking Projected
Non-Parking Staff _ FTE Increase
Year _ Filings2 Size (FTE)3' " "From 1980 Salarz4 Increase?
1981 8,275 5.16 .07 $12,228 $ 856
1982 9,122 5.71 .62 , 13,083 8,111
1983 9,969 6.22 : 1.13 14,000 15,820
1984 -10,817 6.75 1.66 14,979 24,865 i
1985 11,664 7.28 2.19 16,028 35,101 !
TOTAL, 1981-85 $84,753°

1. Costs for staff increases are for non-parking personnel, as discussed in
Chapter IV. No increases are anticipated in amount of staff time devoted to
parking violations, above the level (3,16 FTE) devoted to these cases in 1980.

2. See Tables I-4, IV-4,

3. See Table IV-4, Figures assume that 1981 staffing will be at level of
8.32 FTE (3.16 for parking cases, 5.16 for all other matters).

4. New staff added for increase in non-parking caseload would require Deputy

Court Clerk skills. Salaries assume 1981 base of $12,228 per year ($1019 per

month) as per lowest pay in Deputy Clerk range under Benchmark plan. Salaries
are adjusted for annual inflation of 7 percent.

5. Anticipated personnel cost increases reflect salaries only, and do not

“include associated fringe benefits and overhead costs.

6. If not adjusted for inflation (i.e., if expressed .in 1981 dollars), total
projected 1981-85 costs for additonal staff would be $69,332.
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Table VIIIfZ.

COST ESTIMATES FOR INTRODUCTION OF AUTOMATION

Personnel - Court Staff

Part—time'help during conversion to auto-
mation, while parallel manual and auto-
mated systems are in operation.

Equipment

3 CRT Terminals 4,500
1 Line Printer (good quality) 7,000
1 Floppy Disk Drive 1,500

4 Equipment Sounds - 1,500
o 14,500

Note: Does not include possible costs
for disk storage, CPU, interfaces,
main computer

Software

Cost estimate assumes selection of a good
quality Data Base Management System by the
City, to include powerful report generating
and utility programs. Software cost es-

" timate includes time required to design

and program user interfaces (masks)
and to coordinate data communications.
Cost could be higher ($50,000 or more)
if extensive programming is required,
especially if major programs must be
custom designed.
TOTAL
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TABLE VIII-3

ESTIMATED COST SAVINGS THROUGH 1985, FROM
INTRODUCTION OF AUTOMATION, ASSUMING NO REDUCTION

IN STAFF SIZE FOLLOWING INSTALLATION OF SYSTEM IN 1981

A. Projected increases in personnel
costs, 1982-1985, if automation is
not introduced, expressed in 1981

dollars (Table VIII-1)

Estimated 1981-85 costs $ 69,332
Less Est. 1981 costs 856
68,476 68,476

B. Estimated costs for introduction

of automation (Table VIII-2) ; _ 44,500
C. Cost savings, 1982-85 $ 23,976%
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Table VIII-4

ESTIMATED COST SAVINGS THROUGH 1985, FROM
INTRODUCTION OF AUTOMATION, ASSUMING MAXIMUM

STAFF SIZE OF SIX FOLLOWING INSTALLATION OF SYSTEM IN 1981

A. Amount saved by not adding additional

personnel above 8.32 projection for 1981

Projected savings, 1982-1985

(from Table VIII-1) ‘$ 68,476

B. Amount saved by cutting back from 8.32

to 6.0 FTE

Assume elimination of 2.32 persons
- at salary level of starting Viola-

" tions Bureau Clerk ($9960 per year)

1982-1985
89,960 x 2.32 x 4 years _ 92,428
| | $ 160,904
Less:
C. Cost of instéllation of automated -
vsystemv(from Table VIIi—Z) v | S . 44,500
$ 116,404
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F. Recommendations

1. The court should become closely involved in the development of the city

and court data processing system. To date, the court has had minimal involvement

in the dévelopment of the city's data processing system. From this point on, the
court adminiétrator should be actively involved in all aspects of data proces-
sing development as it affects the court. The court should begin by reviewing
all documenta;ion that the city has developed as parf of the proposal process and
by consulting with city officials and employees involved in the implementation of
the system. At an early poiht, the court will need to develop a list of aéplica—
tions which it would like to see in the court, and a timetable for that devélop-

ment. The court must then work very closely with the systems analyst to insure

that the automated system is designed to meet the court's needs. Many court

computer systems have failed because the courts have relied on others to devise
and develop the system for them. The municipal court must be involved in all
stages to make sure that the system is developed to ﬁeet its needs in the shortest
possible time.:

2. The court should develop the data processing capability in conjunction

with the city's computer system. The court has considered the possibility of

developing a stand-alone:word processing systém to manage its own information.

While modern word processing systems:offer tremendous capabilities which‘emulate
data processing, a stand-alone word processing s&stem does not have the storage
or technical éapébility to handle the large volume bf data encouptered in court
work. These word préceésing systems have small records processing or list pro-
cessing packages which would enable a-smali office or a small business to main-

tain certain types of records and prepare necessary reports. This capability,
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especially in the area of sorting and data manipulation, falls far short of
what thg court needs in terms of an overall information system. Most of the
court applicgtions for which automation is appropriate for "data processing"
applications and not word processing applicatiOns; Data processing princi-
pally involvéé the manipulation of information and the calculafion of numbers.
Word prodessing involves the t&piﬁg and revision of text. A computer properly
ﬁrogrammed can perform data processing functions substantially better than any
word processing system on the market. It would be highly desirable, however,
for the data processing system to have a line printer and to be equipped with
a word processing package to facilitate the preparation of procedures manuals,
custom letters, notices, warrants, and qfher types of text used;by‘the court,

3. The court should develop a complete computerized information system.

Section A of this chapter describes the various applications for which data
processing might be applicable in the court enviromment. It is recommended

that all these applications be developed. A sound case management system ac-

.tually requires the design of a complete information system package. This

means that all relevant data elements must be defined and entered into the

‘system. From that point, the court could retrieve the information as needed

to perform the necessary functions. This approach would be far superior to
any attempt to develop individual applications, such as notices, which only

require a limited subset of the data base required for case monitoring.

4. In developing an automated system for the court, reduction of staff

size to a maximum of 6 persons should be an important design consideration.
At the present time, the court'é high volume of business requires a large
staff, with much of the staff time spent on relatively simple and essenz-

tially repetitive tasks. With an automated system, it should be possible _
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to eliminate much of the staff time that now goes into manually retrieving
information from case files, preparing court dockets, prepéring and mailing
notices of.non—appearance and non—ﬁayment, compiling statistics and management
information reports, and the 1ike.. In ofder to achieve optimum savings with
automation, however, rédrganizatioh of the phyéical filing system, realloca-
tion of staff members' duties, and development of a new set of procedures
will be necessary. We suggest thaﬁ, in designing the automated system,.the
court and other city officials involved in the development of the system take
it és a "given" that once the automated system is fully operational, court
staff size should not exceed six persons unless there is a very drastic in-
crease in caseléad above the projected 1985 level. This sort of a personnel
ceiling or target, which we believe is realistic for an automated~c6urt‘with
the volume the Englewood‘Municipal Court seems likely to face in the future,
will provide a structured incentive for the design of caseflow and records
management procedures that will work efficiently.

5. City council should review the pfiority given to the court applica-
tion, and raise it to Priority II. Due at least in part to the lack of in-
volvement by the court, the steering committee has preliminarily assigned a.
rather low priority for court applications. It is apparént that this pri-
ority can be changed, and we strongly recommend that implementation of coﬁrt

applications of the city's new automated system be given a high priority. It

~is important to note that applications such as notices and the cross index

could potentially increase city revenue.. Other applicétions such as case

‘management information, warrants, and docketing, could enable the court to

handle greater case.volumes without substantial staff increases or to perform

other court-related functions which could not be performed today. Finally,
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by carefully monitoring court operations and the flow of cases through the
system, the court and the city govermment can improve the quality of justice
administered in Englewood.

6. An alternative plan should be developed to provide the court with

some automation in case development of couft applications on the City's

computer is delayed until 1983 or later. Although Recommendations 1-4 em-

phasize court participation in the City's overall computerization program,

we recognize that delays may be encountered.in completing court applications.
As discussed above, some increase in personnel costs will bé virtually in-
evitable if automation is not introduced. Our rough estimates are that such
costs would be approximately $8,111 in 1982 and $15,820 in 1983. (See Table
VIII-1.) It ﬁo#ld probably.be less-expensive to provide the court with some
stand-alone éutomation that could avoid‘the necessity for adding staff. While
sophisticéted word processing and microcomputer systems cannot manage and
manipulate data like a larger computer system can,Aa stand-alone system with
records processing'capability could help with the following applications:
notices, correspondence, docketAprebaration, mailing lists, reports and
ménuals,‘and case status monitoring. No special programming would be needed,
although operators would have to be.trained.' In order to be cost justified,
the systém would have to perform the work of thé additional .62 FTE projected
for_1982 and ‘the 1.24 projected for 1983. It ﬁould probably be édvisable

to rent such a system (approximate rental: $500 per month) instead of buying
it (approximate purchase cost: $15,000 - 20,000), so that the financiai com-
mitment can be terminated once the courf applications of_the City's céntral

computer system are operational. Installation of such a system would be most
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useful in connection with the non-parking cases‘that result in court
proceedings. The system is not likely to enable redﬁction of existing
court staff size, but it should enable avoidance of staff increases in the
next two to three years.

. The court should streamline the manual system when developing the data

processing system. Chapter VI included recommendations concerning changes in the

manual system which would be appropriate regardless of whether automation is
introduced or not; these recommendations could be implementéd immediately.

Also in that chapter some recommendations were provided for changes in the manual
records management system only if data processing was implemented. The second
group of recomﬁendations w0u1d be vitally important to streamline the filing
system, in partiéular when used in conjunctién with the new data processing sys-
tem. Dufing the course of this project, several possible changes iﬁ the present
manual sysfem were informally discussed with court personnel. Such changes would
begin transforming the court procedures to ones that would parallel the procedures
finally adopted with the data processing system. Iﬁ many céses, changes in the
manual system which emulate the data processing system couid be extremely complex
and cumberéome and therefore were not recommended in this final report. The
court should, however, constantly.review its operations in conjunction with the
development of the data érocessing system design, to seé;where components can

be streamlined and reorganized so th;t the transition fo an automated data pro-
cessing system will be smoother éﬁd feﬁer errors will result. Courts that have
attempted to make a.transition'from a manual system to a totally different data

processing system without an appropriate evolution in the manual system have,

. often experienced delays and cost overruns in deVeloping the data processing

system itself. The closer the manual system comes to the ultimate data pro-
cessing system, the faster the computer system can be developed, with fewer

errors, and at lower cost.
)
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APPENDIX A

Flow Charts - Englewood Municipal Court

1. Parking Citations Filed with the Court

2. Non-Parking Cases Set for Appearance at
Violations Bureau

3, Cases Filed with the Court--Set for Mandatory
Arraignment -

4. Cases to Court: Arraignment to Termination
5. Sentencing

6. Warrants: Failure to Appear

7. Warrants: Failure to Pay

Prepared by Carolyne Boettger, Court Administrator
: ‘April, 1980




PARKING CITATIONS FILED WITH THE COURT

—3 Paid within time limit
See chart on Cases to Court:
Enters Plea of Not Guilty 4 Set for Trial p=——> Arraignment to termination
. Page 4

mmﬂrwsm Fails to respond Tietine Reauested Wwwwww Mwmmwmm IllWﬁvmmawmwou“

Citation 1 vithin tine 1imit [———>{Listing Req _

Filed h\ Listing obtained | %
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license plate -~ | 1st notice sent llllllllL&HMMMWHWMMMH
. _ to reg. owner
rowwma_ _cwmawmmoa Tllv~nmmm Terminated sl

Does not respond

Notice returned

/—\

[Dismissed]
N,
2nd notice sent

to registered > Pays fine [—>]  CASE TERMINATED

owner , . 7
A

Does not respond

N .
Referred to _w Dismissed
Prosecutor -
Files written Summons & Complaint
> appeal Issued _ .&
\ _ Enters Plea of . see chart on ¢
i ‘ [ —zon Guilty , e ases
wmwmww_m@m@mama -y Citation Defendant _.llnw_mmH for ,E.wmp_lv to Court: Arraign-
Approved Notified : ment to Termination
. P 4
hllllllllL Pays fine age
uF& Dismissed Defendant
Warning “Inotified . |
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NON-PARKING CASES SET FOR APPEARANCE AT VIOLATIONS BUREAU

Summons & Complaint : N -
filed with Court . : u .
AP ‘ , |
Logged , Pays fine/ . |(State notified/ -
M_m M ~3 Defendant calls fails to sign payment accepted
. . L . s «
Driver History . for information .— waiver/plea | as conviction)
requested/Misc L\ N . Tace
Bosin i i : " .
iy Shecked mmwwwmmo >mwmwmmumw\%wwm\ Pays fine/signs Terminated
& : charges m oints) waiver/plea of | (State notified/
Case sent to - . : g _ poin guilty conviction)
Prosecutor for b\ ,
amendments : _ Signs waiver of Iw—30<om to tria
< Defendant appears Contests formal arraignment settin
| Amendment hearing wquwmwwnwosm charges h
set/Defendant Arraignment set |3 See chart on
notified Arraignment to
b . _ Termination
Driver History S : — Page 4
Hmﬁcﬁ:oa\_.:mnn:ma o . (State notified/| Case
to case file : . . Pays fine payment accepted Terminated
. . . as conviction) *
Defendant does Advised of rights/ v
not respond to fine/ (points) by : :
summons §&§ complaint mail comm not respond/ v?mﬁ.msn issued
‘ mail returned : T
, See chart on
Warrants--Failure
to appear
Page 6
Unable to serve
, .Summons issued/ Defendant
« notify of mandatory
arraignment : Moves to arraignment
1gn |w—comm:aw=ﬂ served setting gnme! [—> See chart on Arraignment
’ to Termination

Page 4

*Case could be reopened at a later date since no plea was entered
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CASES FILED WITH THE COURT - SET FOR MANDATORY ARRAIGNMENT

Citizen/City Dept.
wants to file a
complaint

L

N

Sees Prosecutor to

determine charges

Request made to
—Judge fovr arrest

Police Officer issues a
summons & complaint

Officer serves defendant
with summons § complaint/
arraignment date set

A

Defendant is arrested at
the time of summons §

See chart on Warrants:
Failure to Appear (from
point that defendant is
arrested) Page 6

Case sent to Prosecutor
to review for amendments

R

warrant
'] Bond .
' zwﬂnmwmn\ ,& complaint
issued Summons § Complaint Case filed with
issued/arraignment the Court _———
Request date set A
Denied L
Logged/case file established/
offense § accident reports
secured/Driver or misc. history
secured
_ N _
\2 ¥ N

with summons §
complaint

Defendant not served

Defendant served with
summons § complaint §

L

One year later/
case referred
to Prosecutor

Dismissed

arrested
v

See chart on Warrants:
failure to appear (from
point that defendant is
arrested) Page 6

Defendant served with
summons & complaint

p—= - |@ \

No amendments

Written motion to

Arraignmen
]
E - Date

;m|

ﬂmwmm Terminated

Defense Atty/Defendant appears prior to
arraignment date/signs waiver of formal
mﬂﬂmwwsaozn\mznoﬂm plea of not guilty

See chart on
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T

‘Moves to trial setting

\]

to Court: Arraign-
ment to Termina-
Y ion Page 4

Cases

necessary

amend/hearing date
set/defendant
notified by mail
N
v N4
Def. appears|| Def. does
to contest not appear
motion to contest
motion
Ruling 4
made by Motion
Judge granted

S

See chart on Cases to Court:
Arraignment no.%mNSE:mnHo:
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CASES TO COURT:

ARRAIGNMENT TO TERMINATION

Defendant Arraigned

N
N J N
Plea of —cmmmsawsn moamnswsmm Hsauma:Hg Plea of Dismissed
not guilty k—|Atty appointed by Court]———>{ guilty [
N
e o)) E
Request trial Request trial *Def. Sentenced Case Terminated
to Court to Jury I “
; . — ]
i *
Motions Reset to Court Fails to . See chart on
T ltrial-Def. Tll pay jury Pays Jury Defendant Sentenced
. notified deposit deposit Page -5
A
Subpoenas
Plea Bargain < 1ssued
Disposition , :
A — ) £ -
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,.nPlIanl.w Optional n ¥ . Pre-trial ulE
. Def. Sentenced .
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FORMAL ADVISEMENT AT ARRAIGNMENT

e Judge Louis Parkinson

Good Morning. Before we begin the nine o'clock docket the Court has a

- few explanatory remarks to make.

Most, 1f not all of you, are here because you received a summons and
complaint which alleges that you violated some ordinance of the City of
Englewood. You are here today for a arraignment. An arraignment is a
procedure which has one primary purpose --that is to determine if you wish’

~ to plead guilty to the charge or not guilty to the charge. You have an

absolute right to plead not guilty to the charge and you should plead not
guilty to the charge i{f there is any doubt in your mind as to whether you
violated the ordinance or not. If you should plead not guilty, you
wouldn't be found guilty of anything unless the City proved at a trial,
beyond a reasonable doubt, all of the elements necessary to show that you
violated the ordinance. The way the City would do that, upon your entry
of a plea of not guilty, would be at a trial date in the future. Today,
we17ou1d set the date of that future trial on your entry of a p]ea of not
guilty

Now at that trial you would have the right to represent'yourself, be
represented by an attorney you choose, or if you wish to be represented

" and can show the Court through a financial affidavit that you cannot

afford an attorney, representation would be appointed for you free of
charge. The representation that the Court uses under those circumstances
are law students from the University of Denver. That is a procedure which
is specifically permitted by a rule of the Colorado Supreme Court. Also,
you have the right to have the Court order the appearance of anyone you
wish to testify in your behalf.

At that trial you would have the right to have a trial to the Court or to

a Jury. If you wish to try to a Jury, you would be required to post a
Jury deposit of $25.00. A1l of that would be refunded to you unless the
City did prove to that Jury.beyond a reasonable doubt that you violated
the ordinance. In that event, the $25.00 jury deposit would be taxed as
costs to the case. '

Now. upon. your entry plea of not guilty, the Office of the City Attorney
has instigated a policy whereby they are willing to discuss prior to trial
your case with you. You will receive, upon your plea of not guilty, two

(2) dates - a date for your trial and a date at which time you may appear
- to discuss the matter with the City Attorney. You are not required to discuss

the matter with the City Attorney; whether you do so is entirely your own
decision. It 1s your option to do it or not to do it. If you elect not to
appear at the optional pre-trial conference, you will have to appear on the
trial date ready for trial.

Now, on the othér hand you have the right to plead guilty to the charge.
A plea of guilty does constitute admission on your part that you violated
the ordinance. If the Court accepts your plea of guilty, it would look at

~all the circumstances surrounding the issuance of the summons and complaint.



~ an Englewood ordinance is 90 days in jail, $300 fine, or both.

* FORMAL ADVISEMENT AT ARRAIGNMENT

Judge Louis Parkinson
Page 2

That would include, in the case of traffic offenses, your previous driving
record, if any, and in the case of other offenses it would include an
inquiry as to whether or not there had been previous similar offenses by
the same defendant. The Court would also look at all police officer's
notes and the accident reports before pronouncing any penalty. It will
allow you equal opportunity to make any explanation you wish to make in

your own hehalf.

Now, you sﬁould be informed that the maximum penalty for any violation of
This Court

has never imposed any penalty nearly approaching that severity, but you
should be informed that that is the maximum penalty which could be imposed.

You may have noticed from that explanation that if your intention today is

to plead not guilty, all that happens is that we set down the two (2) dates -
the date of your trial, your pre-trial date and determine if you wish to

have it tried before the Court or to a Jury. Therefore, as I call the roll
call of the nine o'clock docket, 1f your intention is to plead not guilty
when your name is called, say the words "not guilty"; otherwise, when your
name {s called you may wish to hold up your hand.

(The roll is called.)
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:Schedule of Fines and Designation of

Offenses Requiring Mandatory Appearance
and of Offenses for which Fines may be
Paid at Violations Bureau
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IN THE MUNICIPAL COURT EFFECTIVE DATE:
CITY OF ENGLEWOOD o '
STATE OF COLORADO - o . MARCH 1, 1980 '

PURSUANT TO THE AUTHORITY VESTED IN THE JUDGE OF THE MUNICIPAL COURT,

BY THE CITY OF ENGLEWOOD MUNICIPAL CODE, “TITLE I, SeEcTION 6, CHAPTER 6,”
1 DO HEREBY SET OUT THE SCHEDULE OF FINES AND THE DESIGNATION OF

OFFENSES UNDER THIS ORDINANCE WITH RESPECT TO WHICH PAYMENT MAY BE
ACCEPTED AT THE VIOLATIONS' BUREAU IN SATISFACTION THEREOF AND THE TYPE

. OF SUCH OFFENSES WHICH SHALL REQUIRE APPEARANCES BEFORE THE COURT,

CARELESS DRIVING

RECKLESS DRIVING

SPEEDING 20 OR MILES PER HOUR OVER THE SPEED LIMIT
SPEED CONTEST '

ELUDING OR ATTEMPTING TO YELUDE A POLICE OFFICER
ANY OFFENSE RESULTING IN AN ACCIDENT AND/OR PERSONAL INJURY

A TOTAL OF THREE OR MORE OFFENSES IN A SINGLE COMPLAINT
ANY OFFENSE WHERE THE DEFENDANT IS 1/ YEARS OF AGE OR YOUNGER

A-QFOURTH OR’SUBSEQUENT MOVING TRAFFIC OFFENSE WITHIN A 244 MONTH PERIOD
A THIRD OR SUBSEQUENT OFFENSE OF THE SAME NON-TRAFFIC ORDINANCE
FAILURE TO RESPOND TO A SUMMONS

ALL OFFENSES INVOLVING NON-TRAFFIC ORDINANCES EXCEPT:
A) 1-11-2 DoG AT LARGE
B) 11-2-8 POSSESS AND CONSUME

R ) / 2 _ :
 PAGE ONE OF FIVE PacEs 2L~ ’/QL‘/AEZ
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1-2
2-2

31

3-2
35

3-6
37
41

Iy
5
6-1
6-2
6-3
6-6
6-7
7-1.
7-2
73
73

-l

PAGE TWO OF FIVE PAGES LF %‘/fd

APPROACHING OR ENTERING
UNCONTROLLED INTERSECTION

~ VEH. TURNING LEFT

STOP SIGN:
RAN STOP SIGN

ROW/STOP OR YEILD
STOP SIGN AT RR CROSSING

OBED, TO RR SIGNAL OR
BARRICADE

- EMERGING FROM OR ENTERING

ALLEY, DRIVEWAY, OR BLDG,
STOP/SCHOOL BUS
STOP CLEAR OF CROSSWALK

SPEEDING:
170 9 MPH OVER LIMIT
10 70 19 mPH OVER LIMIT

SPECIAL HAZARDS

~ IMPEDING TRAFFIC

MOVE PARKED VEHICLE
WHEN SIGNAL REQUIRED

POSITION/METHOD OF TURN
- U-TURN

TURN PROHIBITION SIGN

" DRIVE ON RIGHT-EXCEPTIONS

PASS RT OF ONCOMING VEH,

" OVERTAKE VEH, ON LEFT
~ FAILURE TO GIVE WAY WHEN

VEHICLE OVERTAKEN
OVERTAKE VEH, ON RIGHT

W Iz

L

S W W W N W W W W

14,00
21,00
21,00
21.00

- 28,00
28.00
28,00

21.%0
28.00

$ 32,00
32,00

2.0
32,00

142,00
42,00

.00
12,00

21.00

32.00
42,00

32,00
32,00

32,00

21.00
32.00
3200
.0
12,00
12,00
12,00

32,00
.00

56,00

42,00
56,00
28.00

142,00
56.00

12,00
12,00
12,00
28.00
12,00
12,00
12,00

56,00 -

56,00
56.00

42.00
56.00
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/-5 LIMITATIONS OVERTAKE VEH.

ON LEFT 4

7-6 FOLLOWING TOO CLOSELY 4

&1 " WRONG WAY/ONE WAY 3

82 LANE CHANGE _3

9-1 DRIVE ON DIVIDED STREETS 3

15-2 OFFICIAL TRAFFIC DEVICE 3

15-5 SIGNAL LIGHTS:"

A2 GREEN TURN ARROW 3
(-1 STOP FOR STEADY RED 4
C-1-1 RT. TURN RED/PROHIBITED 4
C-1-1 RT. TURN RED/YIELD ROW 3
(-3 RED WITH GREEN ARROW 4y

15-6 FLASHING SIGNALS 4

15-8 YIELD/PEDESTRIAN ROW 4

15-9A INOPERATIVE SIGNALS 3

15-10 TRAFFIC LANES 3

1511 BARRICADES 3

1513 INTERFERE/DEFACE CONTROLS 0
- 169 DRIVE ON SIDEWALK U
' 16-11 ©  DUE CARE/PEDESTRIANS 4

18-2 SIZE/WEIGHT RESTRICTIONS 0

18-3 HEIGHT/LENGTH/WIDTH OF VEH, 0

18-4 'PROJECTING LOAD 0

18-5 SPILL LOAD ON' ST/HWY 0

19-1 'UNSAFE VEHICLES PROHIB 2

19-2 REQUIRED EQUIPMENT:

LIGHTS, TIRES, SIGNALS,
HORN, WIPERS, ETC. 0
BRAKES 2

19-3 LIGHTED LAMPS. 2

19-4 OBSTRUCTED WINDSHIELD 0

PAGE THREE OF FIVE PAGES ¢147 4/fa

CROINTS mlﬁ_mmumlﬂ_mumm&m

$ 28,00
28,00

21,00
21,00

21,00
21.00

21,00
28,00
28,00
2L
- 28,00

28.0
28.00
21,00
21,00
21.00
14,00
14,00
28.00
14,00

- 14,00

14.00
lqlm
14,00

14,00
14,00

14,00
14,00

$ 12,00 -
42.([) ; 

32,00
32.00
32,00
32,00

32,00

12,00
42,00
32.00
12,00
42,00
12,00
32.00
22,00
32.00
21,00
21,00
12,00
21,00

- 23,00

21,00

21.00
21.00

21,
21.00

21.00
21.00

$ 56.00
56.00
42,00
12.00
42,00
42,00

42,00
56.00
56,00
42,00
56,00

56,00
56,00
12,00
12,00

12,00
28,00
28,00
56,00
28.00
28,00

28,00
28,00
28,00

28.00
28.00

28,00
128,00
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PAGE FOUR OF FIVE PAGES A/
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19-7 INSPECTION OF VEHICLES 0 $ ‘114.-(_1)_ $ 14,00 $ 14.00
20-1 " OBSTRUCTION OF DRIVER VIEW 0 14,00 - 21,00 ' 28,00
20-2 UNLAWFUL RIDING 0 14,00 0 ~ 21.00 - 28,00
20-5 OPEN/CLOSE VEH, DOORS- 0 14,00  21.00 28,00
20-6 LIMITS ON BACKING 2 14,00 21.00 28.00
20-8 FOLLOW FIRE APPARATUS 3 21.00 32,00 12,00
- 20-9 CROSS FIRE HOSE 0 14,00 21,00 . 2800
20-13 MOTORCYCLE SAFETY EQUIP, O - 14,00 21,00 28,00
20-17 TEMPORARY CONTROLS 3 21.00 32,00 42,00
21-8  YIELD RoW EMERGENCY VEH. 4 - 28,00 12,00 56.00
PEDESTRIANS |
16-1 THRU '
16-7 ILDES HITGHIKING 0 1400 2100 28.00
BICYCLES & MOTORIZED
BICYALES
- -1 |
17_21THRU ALL ORDINANCES 0 14,00 21,00 28.00
Bc 14-2-3, 14-2-4, |
14-2-5 MOTOR VEHICLE NOISE 0 0 - 2.0 28.00
- PARKING
SEE PAGE 5
11-11-2  DOG AT LARGE 15.00 25.00 COURT
11-2-8 POSSESS & CONSUME 7.00 14,00 COURT



o : ' ' .'" |t51 OFFENSE " OFFENSE 3RD OFFENSE ;
$ CODE o ORDINANCE - POINTS “ yn 24 monTs i monTH IN 2U MONTH -

6,00

PARKING 0 A, PAID WITHIN 7 DAYSCF xssus “$ 3, CO
B, PAID AFTER /-DAYS/BEFORE FINALg CU #

NOTICE '
AFTER FINAL NOTICE $5.00

PAID WITHIN 7 DAYS OF ISSUE $ 4, 03

PAID AFTER / DAYS/BEFORE- FINAL$ 5, m ,
NOTICE Es

PAID AFTER FINAL NOTICE -.  $ 6.(1)_,;;

ATTENDED MOTOR VEH. 0 $ B0 ¢ 6.00
12-2 7 OvERTY

THIS ORDER SUPERCEDES ANY PREVIOUS SCHEDULE OF MANDATORY AP EARANCE AND FINES

FOR WHICH PAYMENT MAY? ACCEPTED AT VIOLATIONS' BUREAU AND THIS“ORDER WILL BECOME -
EFFECTIVE ON MARCH .1, ~

toorre> miis 26 _oav oF Pl , 1952, | ‘j"}'f-;-"f'

r%img/

[OUTS PARKINSON . b
MUNICIPAL JUDGE |

1ST OFFENSE 2ND OFFENSE 3RD OFFENSE

l 10-4  °  UNATTENDED MOTOR VEHICLE = 0 $ 7.00 $ 7.00 $ 7.00

g - - IF emm REC'D mmm 1F_PAYMENT REC'D AFTER

l 22 OVERTIME PARKING | $ 3.0 $ 13.00
I-l-c-2  PARKING INFIRE LANE ~  $10700 % 20,00

l ALL OTHER PARKING VIOLATIONS $ 5,00 | $ 15,00

' THIS ORDER SUPERCEDES ,ANY PREVIOUS SCHEDULE OF PARKING FINES FOR WHICH PAYMENT MAY BE
<l) ACCEPT. ED A VIOLATIONS BUREAU AND WILL BECOME EFFECTIVE oN May 1, 1980,

//ﬂﬁ/fhvw ‘2. D[A%M(/ /_J; /ﬂ?

Touts PARKINSON, I"UNICIPALTIUDGE

oK
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APPENDIX D -

Diagram of Court Facility
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