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1. I ntroduct i  on 

This study o f  the Wichita Municipal Court, the Clerk 's  Office, and 

Of f i ce  o f  Probation, was conducted a t  the request o f  the Administrat ive 

Judge. The pro jec t  was designed t o  cover the fo l lowing subjects: 

1. An analysis o f  the in te rna l  operating procedures and pract ices 
inc lud ing casef l  ow management and case processing; 

2. A review o f  the organization and administrat ion; and 

3. An analysis o f  s t a f f i n g  and non- judic ia l  personnel management. 

This repor t  i s  intended t o  be Phase I o f  a two-phase project. The second 

phase w i l l  be an analysis o f  the need and the requirements f o r  automation 

and i s  projected t o  begin i n  l a t e  1984 o r  ear ly  1985. 

I n  ear ly  August a team o f  four  National Center s t a f f  and consultants 

v i s i t e d  the cour t  t o  observe and in terv iew key personnel. Among those 

interviewed were: Judge Robert A. Thiessen, Administrat ive Judge; Judge 

Harold E. Flaigle;  Judge Thomas A. Bush; Maurice Mowrey, Clerk o f  Court; 

Rose Kurz, Accountant Clerk; Gene Mof f i t t ;  John Eisenbart, Chief 

Probation Off icer;  Margie Studemine, Administrat ive Assistant; Jean 

Maxwell, Of f i ce  Manager; I rene Dargel, Administrat ive Aide; Beverly Batt, 

Supervisor o f  T r a f f i c  Bureau; and Kathy Erskin, Programmer. 

The National Center p ro jec t  team consisted o f  James R. James, Don 

Hardenbergh, Martha Parrish, David Steelman, and Gerald Kuban. Mr .  James 

i s  the d i rec to r  o f  the National Center's Southeastern Regional O f f i ce  and 

i s  the former j u d i c i a l  administrator o f  Kansas. 

senior s t a f f  associate w i th  the National Center's Southeastern Regional 

Office and has par t i c ipa ted  i n  a wide range o f  cour t  management 

Don Hardenbergh i s  a 

have been the New Jersey State Jud ic ia l  

Court 

sh 

projects. Among h i s  projects 

Information System Study, the 

System, the New Orleans T r a f f  

Management Revi ew o f  West V i r g i  n i  a ' s 

c Court project, and the Orleans Par 

1 



C i v i l  D i s t r i c t  Court project. 

Southeastern Regional Off ice.  While wi th  the National Center, she has 

staf fed the Jud ic ia l  Administrat ion Working Group on Asbestos L i t i g a t i o n ,  

the COSCA Committee t o  Examine Court Reporting Services, and the CCJ 

Committee on Arb i t ra t ion.  

Martha Parr ish i s  a s t a f f  attorney f o r  the 

David Steelman, a senior s t a f f  attorney w i t h  

the National Center's Northeastern Regional Off ice, i s  a member o f  the 

ABA 'Traf f ic  Court Committee and has co-authored the second e d i t i o n  o f  

T r a f f i c  Court Procedure and Administration. 

the New Orleans T r a f f i c  Court study and has done extensive work i n  the 

area!; o f  cour t  r e p o r t i  ng, casef 1 ow management, and t r a f f i c  courts. 

Gera'l d Kuban i s  a senior s t a f f  consul t an t  who special izes i n  personnel 

and organizational studies. He has conducted personnel studies o f  many 

s ta te  and loca l  governmental agencies f o r  both the National Center and 

Public Administrat ive Services o f  Washington, D.C. 

work was a personnel pos i t i on  c l a s s i f i c a t i o n  and pay plan study o f  the 

Th i rd  Jud ic ia l  D i s t r i c t  i n  Kansas. Other personnel projects were 

condiicted f o r  the Del aware State Court System; the Eighteenth Jud ic ia l  

D i s t r i c t  i n  Kansas; and the c i t i e s  of Chapel W i l l ,  North Carolina; 

Morgantown, West V i rg in ia ;  Gary and Hammond, Indiana. 

He i s  cu r ren t l y  working on 

Among h i s  p ro jec t  
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2. Overview 

Establishment and J u r i s d i c t i o n  o f  the Court 

As a commission-manager c i t y  o f  the f i r s t  class, Wichita has the 

power o f  "home rule," as provided f o r  i n  A r t i c l e  12, Section 5 o f  the 

Const i tut ion o f  Kansas. The City has enacted.charter ordinances t h a t  

exempt i t  from some o r  a l l  o f  the provisions o f  the s tate code o f  

procedure f o r  municipal courts, as have approximately 42 other c i t i e s  i n  

the state. 1 

Charter Ordinance No. 90 o f  the Code o f  the City o f  Wichita 

establishes t h a t  the j u d i c i a l  power o f  the City i s  vested i n  the 

Municipal Court.' This ordinance s p e c i f i c a l l y  exempts the City from 

the provisions o f  the selected s tate statutes on municipal cour t  judges 

and the municipal cou r t  c lerk,  K.S.A. 13-628a, 13-6284, and 12-4108, and 

provides subst i tu te  and addi t ional  provisions on the same subjects. 

Note, however, t h a t  t h i s  ordinance i s  not i n  c o n f l i c t  w i th  K.S.A. 

12-4104, which provides t h a t  the municipal cour t  o f  each c i t y  "shal l  have 

j u r i s d i c t i o n  t o  hear and determi ne cases i nvol v i  ng v i  ol a t i  ons o f  the 

ordinances of the City. 

municipal court." The Ordinance fu r the r  speci f ies i n  section 10: "the 

judges o f  the three d i v i s ions  o f  the cour t  have concurrent j u r i s d i c t i o n  

over a l l  cr iminal  and t r a f f i c  v io la t i ons  i nvo l v ing  the ordinances o f  the 

City and a r i s i n g  w i t h i n  the corporate l i m i t s  o f  the City." Rule 1, 1.1, 

of the Rules o f  the Wichita Municipal Court provides t h a t  the Court "has 

Search warrants shal l  not  issue out o f  a 

lKansas Municipal Court Manual, Judic ia l  Council Advisory Committee f o r  
a Municipal Court Manual (1YR , revised June 1981) 

2Charter Ordinance 90 was approved on August 2, 1983, and repealed the 
p r i o r  Charter Ordinance on the subject, Charter Ordinance No. 75. 
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excl i is i  ve o r i  g i  nal j u r i  s d i c t i  on t o  hear and determi ne a1 1 cases a r i  sing 

withiin the legal  geographical l i m i t s  o f  Wichita, Kansas, and shal l  hear 

and ;letermine a l l  cases thereunder f i l e d  i n  t h i s  cou r t  a r i s i n g  f r o m  

v io la t i ons  o f  the Code o f  the City o f  Wichita,, Kansas." The Code 

includes several categories o f  non- t ra f f ic  v io la t i ons  such as pub1 i c  

safety and morals ( T i t l e  5), animals ( T i t l e  6 ) ,  publ ic  heal th ( T i t l e  71, 

and parks, a i r p o r t s  and publ ic  property ( T i t l e  9). 

Judges o f  the Court 

Charter Ordinance No. 90 also does not  replace K.S.A. 12-4105, 

12-4106 and 12-4107, which provide generally f o r  the qua l i f i ca t i ons ,  

appointment, and dut ies o f  municipal cour t  judges. However, the 

ordinance sets out i n  greater d e t a i l  the composition o f  the cour t  and the 

select ion process and requirements o f  the j u d i c i a l  o f f ice.  

Section 2 o f  the Ordinance provides t h a t  there shal l  be no less than 

three judges, w i t h  an equal number o f  d iv is ions.  The presiding judge, 

who i s  i n  charge o f  the administrat ion o f  the court, i s  designated as 

d i v i s i o n  one. 

f o r  overseeing the preparation o f  the da i l y  dockets and the even 

Rule 5 provides t h a t  the Presiding Judge i s  responsible 

d i s t r i b u t i o n  of the cases among the judges. 

I n  addi t ion t o  the s tatutory  requirements o f  U.S. c i t izenship,  a 

minimum age o f  eighteen years, and Kansas bar admittance,' judges o f  

the cour t  must be Wichita residents a t  the time o f  select ion and a t  the 

time for  taking and holding off ice.* Charter Ordinance No. 90 a lso 

requires t h a t  a judge have experience i n  the act ive pract ice o f  law (as a 

K. S .,A. 12-4105 

*Charter Ordinance No. 90, §3(a) 

4 
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lawyer, judge, o r  f u l l - t ime  teacher o f  

f o r  a combined per iod o f  not  less  than 

fu l l - t ime,  f o r  four-year terms and are 

1 aw a t  any accredited 1 aw school ) 

three years.’ Judges serve 

not allowed t o  pract ice law. 2 

Compensation ( i  ncl  uding c i t y  benef i ts  and ret i rement system) i s  se t  by 

the Board o f  City Commissioners. 

a l l  judges and may not  be diminished during a term o f  o f f i c e  unless 

Salaries are i n  the same pay grade fo r  

economic condit ions cause reductions f o r  a1 1 c i t y  employees. 

The sel e c t i  on and appoi ntment process o f  K. S.A. 13-628a (appoi ntment 

by the judges o f  the d i s t r i c t  cour t )  has been subst i tu ted by the 

provisions o f  Charter Ordinance 90, which requires the City Attorney t o  

n o t i f y  the judges o f  the Eighteenth Jud ic ia l  D i s t r i c t  o f  Kansas when a 

vacancy f o r  the o f f i c e  o f  municipal cour t  judge ar ises and request t h a t  

they nominate no more than three candidates t o  f i l l  the vacancy. These 

nominees are submitted t o  the Board o f  City Commissioners, which appoints 

one o f  the candidates (unless they r e j e c t  a l l  o f  the candidates and 

request another l i s t  o f  nominees). The Board may make the appointment 

from among in terested persons i f  the D i s t r i c t  Court declines t o  nominate 

candidates w i th in  30 days a f t e r  not ice o f  the vacancy. 4 

Municipal cour t  judges i n  Wichita are subject t o  r e c a l l  o r  removal as 

provided i n  the- Rules o f  the Kansas Supreme Court Relat ing t o  Jud ic ia l  

Conduct. They can be suspended by a comnittee made up o f  the 

1Charter Ordinance No. 90, §3(c) 

2Charter Ordinance No. 80, §5, 4(a), 6 

3K.S.A. 12-4105; Charter Ordinance No. 90, §5 

4Charter Ordinance No. 90, 58 
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administrative judge and two senior d i s t r i c t  court judges of the 

Eighteenth Judicial District. 1 

Judges pro tempore are selected according t o  K.S.A. 12-4107, which 

authorizes municipal judges t o  appoint an attorney o r  other qualified 

person t o  serve i n  the event of absence, i l lness ,  or disqualification. 

Rule 6.2 states  that  judges pro tempore have the same powers and duties 

except for the granting of parole ( for  cases not  on the normal docket), 

the altering of previous court orders, and t h e  disposi t ion o f  cases i n  

any manner except by plea of gui l ty  unless the case is  on the normal 

docket. 

E:ach judge sitting a t  a regular session of the d i v i s i o n  has a l l  the 

powers and functions which he o r  she migh t  have and exercise as the sole 

judge of the court.‘ These powers and duties include administering 

oaths and enforci ng obedience t o  orders , rul es and judgments , i ncl udi ng 

the power t o  fine and imprison for contempt o r  failure t o  obey process-- 

i n  the same manner and t o  the same extent as d i s t r i c t  court judges. 

addition, municipal court judges have the power t o  hear and determine 

cases, grant continuances, impose fines, o r  sentence the gui l ty  t o  

confinement ( o r  bo th ) ,  to  commit those i n  default of bond t o  j a i l ,  t o  

determine applications for  parole and probation, t o  grant time f o r  fine 

payments, and t o  correct or  suspend sentences. The power t o  set aside 

judgments, hear post-trial motions, and discharge accused persons, also 

is  included. 

In 

The duty of maintaining a docket: includes the entry of 

k h a r t e r  Ordinance No. 90, 19 

‘Charter Ordinance, No. 90, §lO(e) 
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every cause commenced w i t h  accompanying facts  o f  the f u l l  proceedings, 

including the name of the accused person and complainant, the nature o r  

character o f  the offense, date o f  t r i a l ,  witnesses, f inding, judgment, 

sentencing, date o f  payment, and date o f  issuing commitment. 
1 

Rule 24 notes the Court's preference f o r  an ind iv idual  calendar by 

s t a t i n g  t h a t  once a judge has acted i n  a case, t h a t  judge shal l  determine 

a l l  other matters, t o  the exclusion o f  the other judges. 

The Court i s  required t o  be i n  session a t  l e a s t  once each day w i th  

the exception of Saturdays, Sundays, and holidays. The judges o f  the 

Court may specify the hours. Addit ional sessions o f  the Court may be 

c a l l e d  by order o f  any o f  the divisions.2 Rule 3 speci f ies t h a t  Court 

shal l  convene a t  8:15 a.m. and t h a t  each d i v i s i o n  shal l  have two d a i l y  

dockets (8:15 a.m. and 12:15 p.m.). 

Clerk of the Court and Other Personnel 

The Clerk of the Wichita Municipal Court, whose o f f i c e  i s  establ ished 

by Charter Ordinance No. 90, i s  appointed by the City Manager and i s  an 

employee o f  the City. 

provisions o f  K.S.A. 12-4108, which provides t h a t  the municipal judge 

3 The ordinance exempts the City f rom the 

appoints a c le rk  f o r  the court. 

Clerk 's salary i s  set  by the Board o f  City Commissioners. 

L i ke  the judges' compensation, the 
4 

The responsi b i  1 i t i e s  o f  the Clerk i ncl ude i ssui ng process, 

administering oaths, f i l i n g  and preserving of papers, and the docketing 

IK.S.A. 12-4106 

2Code Ordinance 1.04.140 

3Charter Ordinance No. 90, §12(a) 

41d. 
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of cases for trial. The Clerk a1 so i s  required t o  keep an accounting of 

a l l  fines, costs, and forfeited bonds paid i n t o  the court fo r  monthly 

payment t o  the City Treasurer. 

f a i t h f u l  performance of duties i n  general, the Clerk's performance i s  

guaranteed by a bond executed on the City's behalf and paid for by the 

City. Reports t o  the judicial administrator o r  department of just ice  
1 also may be required of the Clerk. 

I n  this specific regard and for  the 

'The pos i t ion  of the Chief Probation Officer of the Municipal Court  

also is  established by Charter Ordinance No. 90. The Chief Probation 

Officer is appointed by the City Manager and is  a City employee. The  

Board of City Commissioners also sets the compensation fo r  this 

pos i t ion .  

probation officers, and the Clerk's office, the Chief Probation Officer 

In addition t o  coordinating the ac t iv i t ies  between judges, 

supervises probation officers,  who act  as ba i l i f f s  t o  each of the 

d i v i s i o n s  of the court. The Chief Probation Officer provides presentence 

investi gati ons , diversion eval uati ons , sentenci ng recommendati ons ( as 

requfred by the Court or the ci ty  attorney) , ;and supervises persons 

convicted i n  municipal court who are placed on probation or parole. 2 

Procedure -- 
The Kansas Code of Procedure for Municipal Courts governs the 

pract:ice and procedure i n  a l l  cases i n  the s t a t e ' s  municipal courts. The 

Wichita Municipal Court generally follows this uniform code, b u t  has 

elected exemption i n  the areas of warrant issuance, powers of arrest ,  the 

fine schedule, witness fees, and court costs. Sentencing opt ions  also 

are established by charter ordinance, which are not  included i n  the Code. 

ICharter Ordinance 

2Char.ter Ordinance 

No. 90, §12 

No. 90, §12(b)  
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In order t o  commence the prosecution of a violation of a municipal 

ordinance, a complaint is f i led  w i t h  the municipal court.' The form of 

complaint is  s e t  o u t  by statute. 

complaint t o  be i n  w r i t i n g  and i n  substantial compliance w i t h  specified 

K.S.A. 12-4202 and 12-4205 require the 

formats. Charter Ordinance No. 61, section 1 (amends Charter Ordinance 

No. 35, section 3) specifies that  i n  the event a citation (uniform 

complaint and notice t o  appear as required under K.S.A. 12-4205) includes 

a written statement of the essential facts constituting a violation of a 

Wichita c i ty  ordinance and i s  signed by the law enforcement officer 

preparing i t ,  i t  is t o  be deemed lawful, when f i led  w i t h  the Clerk, T h i s  

charter ordinance further provides: 

A copy of the complaint shall be served together w i t h  
a notice t o  appear or a warrant, by a law enforcement 
officer upon the accused person, and the complaint 
shall for thwi th  be f i led w i t h  the municipal court, 
except that  a complaint may be f i led  in i t i a l ly  with 
the municipal court and, i f  so f i led,  a copy of the 
complaint shal l  f o r t h w i t h  be delivered t o  t h e  c i ty  
attorney. The c i ty  attorney shall cause a notice t o  
appear t o  be issued unless he has good reason t o  
believe tha t  the accused person will not  appear i n  
response t o  a notice t o  appear, i n  which case he may 
request that  a warrant be issued.2 

Charter Ordinance No. 61 substitutes for K.S.A. 12-4203 by 

providing that  the Clerk, i n  addition t o  the municipal court judge(s1, 

may issue warrants: 

Such warrant will be issued i f  the complaint is 
positively sworn t o  and the municipal judge, o r  i n  the 
absence of the judge b u t  pursuant t o  his written 
authorization, the municipal court clerk or  assistant 
clerk has probable cause t o  believe that  ( a )  there has 
been the commission of a violation of a municipal 
ordinance, ( b )  the accused person comnitted such 
violation, and ( c )  the accused per on will not appear i n  response t o  a notice t o  appear. 5 

'K.S.A. 72-4201 

2Charter Ordinance No. 61, 91 (amends Charter Ordinance No. 35, §3) 

31d, 
9 



As also  provided for i n  K.S.A. 12-4203, Charter Ordinance 61, section 1 

(amends Charter Ordinance No. 35, section 3) allows the municipal judge, 

upon the ci ty  attorney's failure t o  issue a warrant or  a notice t o  

appear, t o  order the c i ty  attorney t o  ins t i tu te  proceedings against any 

person. Any judge who so orders, however, is disqualified from sitting 

i n  that  case and prohibited from communicating about the case t o  the 

pres-idi ng judge. 

The notice t o  appear is used i n  a l l  cases involv ing  municipal 

ordinance violations, except when a warrant is issued.' 

by personal service, substituted service, or  by mail. If mailed (by 

either a law enforcement officer or the clerk 's  office i n  the 

municipality of issuance), a verification of mailing must be completed, 

noting the date of mailing, t o  whom mailed, w i t h  signature of officer o r  

cl erk.. 

I t  is  served 

2 

The form of warrants is s e t  o u t  i n  K.S.A. 12-4208, which requires the 

name of defendant ( o r  a description t o  allow iidentification w i t h  

reasonabl e certainty 1, the nature o f  the ordi  nance v i  01 a t i  on, and the 

j u d g e ' s  signature. 

be ~ t a t e d . ~  I t  is issued when an accused f a i l s  t o  appear (as  required 

by a notice t o  appear) o r  when a judge so  determine^.^ A1 so see Rul e 

In addition, the amount o f  the appearance bond is  t o  

14.2. Any law enforcement officer w i t h i n  the s ta te  may execute a warrant 

IK.S.A. 12-4206 

2K.S.A, 12-4207 

3K.S.A, 12-4208 

4K.S.,A. 12-4209 

70 
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by the ar res t  o f  the accused and need not  have the warrant i n  his/her 

possession. 1 

Discovery pract ice i n  the municipal cour t  i s  qu i te  l imi ted.  Although 

every person charged i s  required t o  receive a copy o f  the complaint p r i o r  

t o  enter ing a plea,2 depositions cannot be taken o r  used except by 

w r i t t e n  agreement o f  both pa r t i es  f i l e d  w i t h  the Court o r  by order of the 

Court.3 Rule 7, Defendants Rights, gives each defendant the r i g h t  t o  

examine a l l  matters relevant t o  the case by request t o  the City 

Prosecutor. Leave o f  Court i s  not  required i f  t h i s  r i g h t  i s  exercised 

three days p r i o r  t o  t r i a l .  

The Court 's continuance po l i cy  i s  out l ined i n  Rule 12. Requests f o r  

a continuance t h a t  are made w i th in  f i v e  days o f  t r i a l  are granted only 

w i t h i n  exceptional circumstances and a f t e r  a hearing has been held. This 

does not  apply t o  t ransfers o f  cases between cour t  d iv is ions,  which are 

lK.S.A. 12-4210. 
(amends Charter Ordinance No. 61, section 2) exempts the City from 
substi tues f o r  K.S.A. 12-4212 and 12-4213 by providing t h a t  not  only may 
an o f f i c e r  a r res t  a person without a warrant when he o r  she has probable 
cause t o  bel ieve t h a t  the person i s  committing o r  has committed a 
v i o l a t i o n  o f  an ordinance, o r  t h a t  an ordinance i s  being committed i n  
view (K.S.A. 12-4211), bu t  t h a t  o f f i c e r s  also may ar res t  when: (1 )  such 
person refuses t o  give h i s  w r i t t e n  promise t o  appear i n  cour t  when served 
w i t h  a not ice o f  appear, o r  (2) such person i s  unable t o  i d e n t i f y  himself 
t o  the reasonable sa t is fac t ion  o f  the law enforcement o f f i ce r ,  o r  ( 3 )  
such person i s  no t  a resident o f  the State o f  Kansas, o r  (4)  the law 
enforcement o f f i c e r  has probable cause t o  bel ieve tha t  such person may 
cause i n j u r y  t o  himself o f  others o r  may damage property unless 
immediately arrested, o r  (5) such person i s  al leged t o  have v io la ted  an 
ordinance which has been designated spec i f i ca l l y  by the Chief o f  Police, 
w i th  the approval o f  the Municipal Judge, as an offense f o r  which an 
a r res t  shal l  be made bu t  f o r  which such person may be detained no t  more 
than twelve (12) hours wi thout the issuance o f  a warrant." 

Note also t h a t  Charter Ordinance No. 84, section 1 

~K.s.A. 12-4401 

3Charter Ordinance No. 35, 17, exempting the City from and subs t i tu t ing  
f o r  K.S.A. 12-4410. 
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governed by Rule 10.5. Costs may be assessed against the absent 

defendant, when no request for  continuance has been made. 

I n  regard t o  a schedule o f  fines, Charter Ordinance No. 89 (amends 

Charter Ordinance No. 35, section 6)  exempts the City from and 

subst i tutes f o r  K.S.A. 12-4305. I n  e lec t i ng  exemption, the City 

increased the types o f  v io la t i ons  t h a t  may be paid upon a voluntary entry 

of appearance and upon a plea o f  g u i l t y  o r  no contest and excludes f r o m  

the schedule o f  f i nes  only (a) Reckless Driving, (b)  Dr iv ing While Under 

the Influence of I n tox i ca t i ng  Liquor o r  Drugs; and (e)  D r i v ing  on a 

Cancel led, Suspended, o r  Revoked License.' The municipal judge may 

authorize the c le rk  o r  some other person t o  accept voluntary appearances, 

g u i l  t:y pleas, and the payment of f ines. 

perscms authorized t o  accept pleas i s  t o  be conspicuously displayed i n  

the alffice. 

The schedule of f i nes  and 

2 

The City has elected exemption from K.S.A., 12-4112, which disal lows 

the assessment o f  costs f o r  the administrat ion o f  j u s t i c e  i n  municipal 

court. cases.' Charter Ordinance No. 52, section 1 (amends Charter 

Ordinance No. 35, section 2) provides tha t  costs f o r  the administrat ion 

of j u s t i c e  may be assessed against accused persons who are found g u i l t y  

o r  plead g u i l t y .  These costs are t o  be assessed i n  accordance w i t h  

Section 1.04.070 o f  the Code o f  the City. Thalt schedule requires costs 

of: $5.00 f o r  pleas o f  g u i l t y  o r  nolo contendere without the cause being 

placed on the docket (except f o r  parking v io la t ions) ;  $10.00 f o r  each 

INote t h a t  K.S.A. 12-4305 also excludes offenses a r i s i n g  f rom a motor 
vehic le c o l l i s i o n  o r  accident, speed v io la t i ons  f i f t e e n  (15) mi les over 
the l i m i t ,  and a second moving v i o l a t i o n  w i t h i n  the previous twelve-month 
period. 

k h a r t e r  Ordinance No. 89, 91 (amends Charter Ordinance No. 35, 96) 

12 
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t r i a l  date, a t t r i bu tab le  t o  the accused person, f o r  which subpoenas have 

been issued, who i s  subsequently found gu i l t y ;  and an addi t ional  cost  of 

$5.00 f o r  each accused person who f i l e s  a not ice o f  appeal i n  d i s t r i c t  

cour t  ( t o  be added t o  pre-exist ing cour t  costs upon rece ip t  by the 

c le rk ' s  of f ice of the not ice o f  appeal from the d i s t r i c t  court) .  Also 

see Rule 17, 17.1-17.3. 

The cour t  i s  t o  assess costs a t  the conclusion o f  each case and 
1 de l i ver  t o  the responsible par ty  a complete statement o f  the costs. 

Charter Ordinance No. 52 fu r the r  provides t h a t  the judge may assess costs 

against the compl a i n i  ng witness or other person i n i t i a t i n g  the 

prosecution i f  i t  appears t h a t  the case was i n i t i a t e d  without probable 

cause and f o r  malicious motives. 

Witness fees, a1 though no t  d i  sal 1 owed by K. S.A. 12-41 12 , are prov i  ded 

fo r  i n  the subst i tu te  provisions o f  Charter Ordinance No. 58 (amends 

Charter Ordinance No. 35, section 81, which exempts the City from K.S.A. 

12-4411. 

attendance o f  witnesses w i t h i n  the state. 

witnesses ($2.50 per day o r  any p a r t  thereof f o r  an appearance and 106 

per m i le  ac tua l l y  driven, over ten mi les) may be charged against the 

Par t ies are e n t i t l e d  t o  the use o f  subpoenas t o  compel 

The fees and mileage f o r  

accused person as costs, i f  the judge f inds there has been an abuse o f  

the use o f  subpoenas by the accused person. Charter Ordinance No. 58 

also provides tha t  the costs f o r  f i l i n g  a post-convict ion remedy i s  

$25.00, unless the movant i s  found t o  be indigent. 

Code Ordinance 1.04.080 provides f o r  the d isposi t ion o f  those who 

f a i l  t o  pay f ines, penalt ies, or costs fo l lowing convic t ion o f  code 

1Charter Ordinance No. 52, $1 (amends Charter Ordinance No. 1, 42)  
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provisions or ci ty  ordinances as including confinement i n  the Sedwick 

County Jai l  u n t i l  paid o r  sentence served. 

is  assessed against each person committed t o  confinement. 

An additional cost of $10.00 

!jentenci ng procedures are specified i n  Charter Ordinance No. 85 , 

which exempts the City from K.S.A. 1981 Supp. 12-4509 and K.S.A. 

12-451 1. 

judge  is authorized t o  release the accused w i t h o u t  imposition of 

sentence, t o  release on probation a f te r  the imposition of sentence, 

without imprisonment or  fine, o r  impose such fine or  imprisonment as may 

be authorized. If the violation involves the use of alcoholic beverages, 

the judge may ( i n  addition t o  the previous disposi t ions)  order the person 

t o  attend an educational o r  training program. T h i s  charter ordinance 

a1 so provides for the j u d g e ' s  parole o f  a person confined t o  j a i l ,  unless 

he i s  serving a mandatory, minimum sentence. 

Unless required t o  impose a mandatory, min imum sentence, the 

K.S.A. 22-3609(2)(Supp. 1983) out1 ines the procedures for appealing a 

case t o  the d i s t r i c t  court. The appellant is required, w i t h i n  10 days 

a f t e r  judgment, t o  f i l e  a Notice of Appeal and any appearance bond 

(required by the municipal court) i n  the d i s t r i c t  court of the county i n  

which the municipal court is  located. The municipal court clerk's  

office, however, is authorized by t h i s  statute t o  accept notices of 

appeal and appearance bonds and is further required t o  forward them t o  

the d i s t r i c t  court. 

14 
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There are a number o f  organization, management, and personnel issues 

t h a t  need t o  be addressed t o  assure the continued smooth funct ioning and 

operation o f  the Wichita Municipal Court. These include: 

1. The need f o r  increased administrat ive assistance t o  the 
Administrat ive Judge o f  the Court i n  order t o  provide research, 
analysis, and coordination o f  various day-to-day administrat ive 
a c t i v i t i e s .  

2. The need t o  be t te r  match cour t  employees' knowledge and a b i l i t i e s  
t o  t h e i r  duties. 

3 The need t o  create career paths opportuni t ies f o r  employees so 
t h a t  they might become aware o f  and take advantage o f  a natural 
career progression i n  cou r t  c l  erica1 and supervi sory posit ions. 

The adequacy o f  ex i  s t i  ng supervisory ro les and re1 a t i  onshi ps. 4. 

5. The need for  greater delegation o f  r e s p o n s i b i l i t i e s  where 
appropriate. 

6. The need t o  expand the attendance o f  appropriate employees a t  
s t a f f  meetings i n  order t o  convey po l i cy  and information needs, 
p a r t i c u l  a r l y  i n  the area of computerization. 

7. The need f o r  increased at tent ion t o  secur i ty i n  publ ic  bu i ld ings 
and a t  gatherings. 

Organi z a t i  on 

The Court has three judges, one o f  which serves as the administrat ive 

judge and supervises the cou r t ' s  administrat ive operations. Off ices 

w i t h i n  the Court include the probation o f f i ce ,  supervised by the ch ie f  

probation o f f i c e r ,  and the c l e r k ' s  office, supervised by the c le rk  of 

cou r t  (see Charts 1 through 5). 

Increased Admi n i  s t r a t i  ve Suwor t  

Courts a t  a l l  l eve l s  have generally lagged behind other government 

agencies i n  provi d i  ng admi n i  s t r a t i  ve s t a f f  support t o  carry out research , 

analysis , budgeting, and personnel management, as we1 1 as examination o f  

15 



Chart 1 

Wichita Municipal Court 

I I 

Admi ni strati ve Judge 
Robert Thiessen 

C hi e f Pro bla t i on 
Officer 

J .  Eisenbart 

Clerk of Court 
M .  Plowrey 

Courtsi de Traffic Data 
Bureau Processing 

See Chart 1 See Chart 2 See Chart 3 

16 



4 
I 
i 
I 
1 
I 
I 
I 
1 
II 

Accountant Clk I1 
Rose Kurz 

Chart 2 

I 
Admin. Aide I1 Probat. Off. Secretary 

1. Dargel a F. Ell is  K .  Gales 

Wichita Municipal Court  
Court  Section 

I 

Clerk of Court' 

I Mowrey I 

Clerk I1 I Jerry Otter 
Typist C l k  Tell er Cashier I1 Cashier I Docket Clk 
J.  White G. Robison J.  Jordan L. Brown J.  Jones 

( N i g h t  Court)  
-. i z  c 1 ,  

I 
1 
I 
I 
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Chart 3 

a 

1 

L 

Traffic Bureau 
Supervisor 

( Office Manager 1 
J.  Maxwell 

Wichita Municipal Court 
Traffic Bureau 

E] Cashier I ';:'derson J.  Tell ReIgate er , Tell B.  An;ersand er -1-1 T. Adams B .  Brungardt 

Traffic Bureau 
Admin. Aide I 

B .  Batt 

Tell er 
( Leadworker) 
N .  Robinson 

1 

1. 
I 

I 

r 
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Chart 4 

t 

Traffic Bureau 
Supervisor 

(Office Manager) 
J. Maxwell 

A 

I 
I 
I 
1 
1 
I 
I 

Wichita Municipal Court 
Data Processing 

Programmer I I 
K .  Erskin 

I .  
1 
I 
I 
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Chart 5 

Wichita Municipal Court 
Probation 

Chief Probation 
Officer 

Admin. Assistant 
M. Studemine 

I r- I 1 

M. Cunni ngham R. Collins 

Probat. Off. 
M. Sherer 

L 

L l  

K.  Cox 

I 
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a1 ternat ives t o  solve operational problems. During the l a s t  decade, as 

case1 oads have grown, automati on has i ncreased, and f i nanci a1 resources 

have become rest r ic ted;  courts have become increasingly aware o f  the need 

f o r  such administrat ive support. 

I n  an e f f o r t  t o  increase the Court's administrat ive support, an 

account c l e r k  (R. Kurz) i n  the c l e r k ' s  o f f i c e  has recent ly been given the 

added responsi b i  1 i ty o f  performing begi nni ng-1 eve1 tasks i n  

administrat ion under the supervision of the administrat ive judge. These 

dut ies have been assumed i n  addi t ion t o  serving as the ch ie f  account 

c l e r k  and performing the bookkeeping associated w i th  the c o l l e c t i o n  and 

accounting o f  cour t  revenues. This employee has been assigned the 

fo l lowing addi t ional  responsib i l i t ies :  

o Assist ing i n  the preparation o f  the year ly  budget; 

o Attendi ng budget hearings; 

o Monitoring expenditure reports; 

o Assist ing the administrat ive judge i n  administrat ive duties; 

o Serving as l i a i s o n  f o r  the management review o f  the municipal 
cour t  by the National Center f o r  State Courts; 

o Assist ing the department and d i v i s ion  heads i n  administrat ive 
matters; and 

o Evaluation f o r  Employee Suggestion Award Program (ESAP). 

The invaluable assistance given t o  the NCSC consult ing team by the 

employee i n  providing organizational information, gathering necessary 

study materials, and act ing as l i a i s o n  w i t h  other c i t y  o f f i c i a l s  i s  

demonstrative o f  her knowledge o f  cour t  procedures and her effect iveness 

i n  the new role. 

Recomnendation: The administrat ive judge should formalize the 
pos i t i on  of administrat ive assistant i n  h i s  o f f i c e  wi th  the  
appointment of the current account clerk. 
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'This posi t ion should  receive the same level of pay as  that  received 

by the administrative assistant i n  the probation office. As the j o b  

duties of the administrative assistant are increased and as additional 

training and certif ication i n  court administration i s  obtained, the 

position could be advanced t o  an even higher administrative 

cl assi f icat i  on. The additional duties which mi g h t  be assigned i ncl ude: 

o 

o Records and space management; 

Analysis of workflow, operating practices, and procedures; 

o Equipment analysis; and 

o Preparation of manuals. 

Span of Control of Intermediate Supervisors 

Chtarts 2 and 3 indicate the organizational arrangements of the court 

section and t ra f f ic  bureau respectively. 

On the courtsi de, one i ntermedi a te  supervi si or (Dargel ) supervi ses 12 

subordinates while i n  the t ra f f ic  bureau, another intermediate supervisor 

supervises another 12 subordinates w i t h  the assistance of a 1 eadworker. 

The concept of span o f  control i n  organizations i s  a c r i t i ca l  one and 

refers t o  the situation whereby individuals or organizational units 

reporting directly t o  a supervisor should not exceed the number which can 

be feasibly and effectively coordinated and di  rected. 

accepted that seven employees is the maximum number of subordinates that  

I t  is  general ly  

can be effectively supervised by a supervisor. 

Recommendation: Additional intermediate supervisory posi t ions shoul d 
be created b o t h  i n  the court 's section and the t r a f f i c  bureau. 

Delegation of Responsibilities by Supervisor oin Courtside 

The on-site interviews conducted by the N C X  project team indicated 

tha t  the intermediate supervi sor o f  court personnel (Dargel ) was 

overburdened w i t h  clerical work and that  t h i s  hampered her abi l i ty  t o  
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supervi se subord ina tes  and monitor work1 oad. 

de lega t ion  of expungements and appeals  was explored a s  a poss ib l e  area 

t h a t  could be assigned t o  subordinates .  T h i s  de lega t ion ,  along w i t h  the 

c rea t ion  of another  in te rmedia te  superv isor ,  shoul d a1 1 evi a t e  the 

shortcomings of the present organizat ional  arrangement. 

I n p a r t i  cul a r  , the 

Creat ion of Career Paths 

The c r e a t i o n  of addi t i  onal intermediate  supervi sory pos i t i ons  a1 so 

will help t o  a l l e v i a t e  the percept ion of "dead-end" j o b s  f o r  c o u r t  

employees. While most c o u r t  c l e r k ' s  o f f i c e s  have a limited measure of 

j o b  mobi l i ty  i n  comparison w i t h  o the r  governmental opera t ions ,  i t  is  

des i r ab le  t o  b u i l d  i n  a s  much mobil i ty  a s  i s  f e a s i b l e .  T h i s  can be done 

through j o b  r e s t r u c t u r i n g  and reassignment of duties a s  is ind ica t ed  i n  

the previous sec t ion  of t h i  s repor t .  

S t a f f  Assignments and Adequacy of Supervisory Rol es and Re1 a t ionsh i  p s  

O f  a1 1 the organiza t ion  , management, and personnel a r e a s  expl ored 

d u r i n g  the on- s i t e  visit, assignments and superv is ion  proved t o  be the 

one requiring the most immediate a t t e n t i o n .  

problems i n  the o f f i c e  of c l e r k  of c o u r t  t h a t  require rev i s ion  i f  the 

court is  t o  achieve an efficient operat ion.  

The p r o j e c t  team found 

One of the most d i f f i c u l t  a r e a s  of personnel management is t h a t  of 

ass igning  personnel t o  proper jobs  based on their t r a i n i n g ,  experience,  

and motivation. Assignments should achieve three ob jec t ives :  1 )  maximum 

product iv i ty  from an employee; 2 )  optimum use of employee t a l e n t ;  and 3) 

h i g h  morale. 

credit t o  the organiza t ion  rise through the ranks. The assignment of 

such employees t o  supervisory pos i t i ons  may b r i  ng the required technica l  

e x p e r t i s e  t o  t h a t  level, b u t  the at ta inment  and e x e r c i s e  of supervisory 

Many times, hard working and capable  employees who a r e  a 
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s k i l l s  i s  not  automatic as few ind iv iduals  ever receive t r a i n i n g  i n  

supervision s k i l l s .  

t o  hone the sk i  11 s necessary f o r  deci s i  on-mak i ng, 1 eadershi p, and 

recogni t ion o f  management problems. 

Even ext ra t r a i n i n g  i n  supervision may not be enough 

It was pointed out  during our interviews w i t h  the administrat ive 

judge, supervisors, and employees t h a t  there are a number o f  supervisory 

problems t h a t  must be addressed. These were v e r i f i e d  by on-site 

observations and include: 

(3 

o 

Are  supervisors being used e f f e c t i v e l y  and do they understand 
t h e i r  r o l  es? 

Woul d a rearrangement o f  supervi sory pos i t ions i n  the cl erk I s 
o f f i c e  prove bene f i c ia l?  

Woul d addi t ional  supervi sory t r a i n i n g  be he1 p f  u l  ? 

Do e x i s t i n g  supervisory assignments enhance o r  hinder the 
decision-making and work-monitoring process? 

o Would employee morale be improved through an o f f i c e  
reorganization and reassi  gnment o f  personnel ? 

The c l e r k ' s  o f f i c e  has the employee t a l e n t  t o  operate more 

o 

o 

e f f i c i e n t l y  and reassignments should be made. Some o f  the spec i f i c  

probl ems are detai 1 ed bel ow. 

- Clerk o f  Court. The c l e r k  o f  cour t  i s  a key management pos i t i on  i n  

the overa l l  operation o f  the court. The c l e r k ?  must not  only possess 

technical expert ise i n  c l e r i c a l  case processing operations but  a1 so must 

have the management and supervisory apti tude t o  manage and administer a 

large of f ice.  

background i n  data processing. His background i n  t h i s  area i s  an asset 

t o  the Clerk 's  o f f  ce and the Court i n  l i g h t  o f  the need f o r  continuing 

automation o f  o f f i  e operations. 

experienced i n  cou r t  management and general administrat ive sk i  11 s. 

The Clerk (Mr.  Mawery) came t o  the pos i t i on  w i t h  a 

Mr. Mowery appears, however, t o  be l e s  

c 
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Recommendation : The C1 erk shoul d be requi red t o  seek additional 
training and education i n  court administration and be reevaluated i n  
six months. 

Traffic Bureau Supervi sor ( O f f  i ce Manager 1. The Traf f i c Bureau 

Supervisor (Maxwell ) a1 so came up th rough  the ranks i n  the t ra f f ic  bureau 

and the data processing u n i t .  

employee must exercise supervision ( through subordinate supervisors) over 

a l l  office u n i t s  including court section employees, t ra f f ic  bureau, and 

In the posi t ion o f  office manager, this 

data processing. 

An area of weakness i n  this posi t ion is the supervision o f  court 

The off ice manager acknowl edged dur i  ng the s i t e  section operations. 

*v i s i t  that  because of her lack of knowledge of court operations, she is 

uncomfortable w i t h  making decisions that affect  the functioning of that  

u n i t .  T h i s  leads t o  two important related questions. If this individual 

i s  not knowledgeable about court operations, then her abil i ty t o  properly 

evaluate employee performance and solve management problems, such a s  

problems i n  paperflow, work processes and procedures, and the attendant 

interrelationship w i t h  the bench must be questioned. 

Recommendation: The current Traffic Bureau supervisor (office 
manager) shourd be relieved o f  the direct supervision of line 
employees. 

Intermediate Supervisor - Courtside ( I .  Dargel ). The problems 

associated w i t h  this posi t ion,  relative t o  delegation of some of the 

clerical responsibility and resulting lack of time for  effective 

supervision, have already been covered. 

t o  indicate that  these problems may be a direct result  of the inabili ty 

of the incumbent office manager t o  recognize the time frame and workflow 

I t  i s  mentioned again here only 

problems of the court operations. 

Intermediate Supervisor - Traffic Bureau (B. Batt) .  A1 t hough  t h i s  

employee i s  designated as the supervisor of the t ra f f ic  bureau, she also 
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i s  knowledgeable about cour t  operations. 

during twenty years o f  employment wi th  the court. 

This i s  experience gained 

On-site interviews 

indicated t h a t  t h i s  employee also assis ts  i n  cou r t  operations and the 

administrat ive judge on special projects. 

'The interviews a lso ind icated t h a t  t h i s  employee i s  underut i l ized 

based on her l e v e l  o f  experience. The administrat ive judge also i s  of 

the opinion t h a t  t h i s  employee's job  could be enriched through eventual 

reassignment and added respons ib i l i t i es .  

Recomnendati on : Thi s employee ' s pos i t ion  shoul d be reassessed and 
given addi t ional  dut ies and respons ib i l i t i es ,  w i th  commensurate pay. 

- I: ntermediate Supervi sor - Data Processing (K. Erski  n)  . The only 

problem ind icated i n  t h i s  area o f  o f f i c e  operations i s  t ha t  the 

intermediate supervisor f o r  data processing, who a1 so funct ions as the 

programmer o f  the computer system, does no t  at tend the per iod ic  s t a f f  

meetings held by the administrat ive judge. 

o f  thie c l e r k  o f  cour t  i n  matters o f  data processing was bel ieved t o  

I t  may be t h a t  the expert ise 

preclude the necessity o f  inc lud ing t h i s  person as a member o f  the 

 court;'^ management team. 

- R:ecommendation: The intermediate supervisor f o r  data processing 
shoul d be i ncl uded a1 ong w i  t h  other intermediate supervi sors i n  a1 1 
management meetings. 

The development o f  new computerized appl icat ions o r  modif icat ions t o  the 

ex i s t i ng  system requi re c lose cooperation and informat ion sharing among 

top-1 eve1 management, which can be obtained through attendance and 

pa r t i c i pa t i on  a t  s t a f f  meetings. 

Organizational A1 te rna t ive  t o  Ex is t ing  Organization 

Chart 6 indicates a possible organizational realignment t h a t  might be 

considered t o  enhance the management o f  the c l e r k ' s  o f f i ce .  

26 

I 
I 
I 
I 
1 
I 
I 
I 
c 
c 
hl 
I 
II 
f 
L 
1 
I 
B 
1 



T h i s  structure is designed t o  achieve the fol lowing objectives: 

o Strengthen the administrative' support function of the court; 

o Strengthen the control of the administrative judge over the 

o 

internal operations of the clerk I s  office; 

Utilize t o  the greatest extent possible the existing levels of 
supervisory employee training and experience; 

o 

o 

o 

Improve supervi sory re1 ationshi ps and roles; 

Improve employee morale and create additional career paths; and 

Stengthen the supervisory decision-making process, monitoring of 
work flow, and delegation of work tasks. 

Under this p l a n  of reorganization, Rose Kurz (account clerk) would be 

made an assistant t o  the administrative judge. The current office 

manager i n  the clerk's  office would be removed from direct line 

supervision and reassigned. Her posit ion should be re t i t l ed  as chief 

deputy clerk and f i l l e d  by Beverly Batt. The accountant posi t ion would 

likewise be elevated t o  a posi t ion reporting directly t o  the new chief 

deputy clerk. Under the chief deputy would be three line supervisors 

( t r a f f i c  bureau, court section, and data processing). 

W i t h i n  b o t h  the court section and t ra f f ic  bureau, one additional 

leadworker posi t ion would be created i n  each section i n  order t o  reduce 

the span of control. These two posit ions should be f i l l ed  by promotion 

from w i t h i n  the office. These changes do not contemplate the addition of 

s ta f f ,  other than a replacement for Rose Kurz i n  the accountant pos i t ion .  

General Sal ary Considerations 

City salaries for the classifications of docket clerk, complaint and 

warrant clerk, t r a f f i c  bureau supervisor, municipal court clerk, 

probation officer, and chief probation officer were compared t o  similar 

classifications i n  the State of Kansas judicial system. The salaries 

compared favorably for a l l  classifications except probation officer and 
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Chart 6 

Recommended Administrative Structure 

Clerk's Office 

. - 
Admini strati ve Staff Asst. 

Judge R .  Kurz 

Clerk o f  Court 
M .  Mowery 1 

C h i e f Deputy Accountant 
Opal Anderson 1 B!'f":t 1-1 

Traffic Bureau Court Section 

Supervi sor 5 Supervisor 
I. Dargel 

r-7 ?I 

Data Processing 

Supervisor 

Harris Oswal cl 

Supv. Data 
Entry & Oper. r- B.  Johnson 
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chief probation officer. 

lower than the Kansas judicial personnel system. 

In these two instances, salaries were somewhat 

Recommendation: 
probation officer should be adjusted t o  be comparable t o  those i n  the 
State of Kansas judicial system. 

The salaries of probation officer and chief 

Cour t  Security Issues 

Probation officers of the court also function as ba i l i f f s  dur ing  

court sessions. Concern was expressed by the chief probation officer 

over the security training received by these personnel. They have 

recently attended a short training session provided by the Michita Police 

Department; however, there i s  s t i l l  concern over the abi l i ty  of the 

ba i l i f f s  t o  provide security when they are unarmed. They are on occasion 

required t o  remove dangerous weapons from defendants ( i . e. knives 1 and 

the physical stature of the ba i l i f f s  is  not  that  required of other law 

enforcement officers, A l l  probation officers, including female officers,  

rotate through the ba i l i f f  assignment. 

Recent attempts a t  install ing a "hot line" t o  the Wichita Police 

Department i n  the b u i l d i n g  have failed, t h u s  the ba i l i f f s  would, i n  an 

emergency, be forced t o  rely on the normal "911" emergency number. 

A further probl em exi sts where prisoners awai ti ng court appearances 

are detained i n  holding ce l l s  on the same floor of the courtroom. These 

prisoners are, a t  times, l e f t  i n  these ce l l s  fo r  two or three hours and 

are largely unobserved by the ba i l i f f s  because of limited staffing and 

other work responsibilities, 

Because of these concerns, the fol lowing actions are recommended w i t h  

regard t o  court security: 

Recommendation: The court should have an outside evaluation of its 
security needs conducted by a firm that is experienced i n  security 
matters. 
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Recommendation: A contingency plan should be developed t o  deal w i t h  
the common types o f  publ ic  o r  prisoner disrupt ions i n  the courtroom 
o r  publ ic  areas. 

Recommendation: The d e s i r a b i l i t y  o f  a "hot l i n e "  t o  the Wichita 
'Police Department o r  the presence o f  armed law enforcement o f f i c e r s  
shoul d be reexamined. 

Recommendation: Further t r a i n i n g  i n  secur i ty  measures should be 
-provided t o  probation o f f i c e r s / b a i l i f f s  t o  assure t h e i r  a b i l i t y  t o  
handle a va r ie t y  o f  s i tuat ions.  

(Staff ing o f  the Court. The Court and the Clerk 's O f f i ce  have a 

comb-ined nonjudic ia l  staf f  of 41 fu l l - t ime personnel, excluding probation 

o f f i ce rs .  

The number o f  cases (cr iminal ,  DWI, moving v io la t ions,  and parking 

v io la t i ons )  disposed o f  by the Court i n  1983 was 278,595. Using 

f ul1 --time posit ions, the Court hand1 es approximately 6,795 cases per 

employee. While there are no standards against which t o  judge 

case-*per-empl oyee ra t i os ,  comparisons o f  one c o u r t  t o  another can be 

i n s t r u c t i v e  by o f f e r i n g  a rough ind i ca to r  o f  ii p a r t i c u l a r  cou r t ' s  

p roduc t i v i t y  and s t a f f i n g  l eve l .  Such comparisons, however, should be 

used w i t h  extreme caution, because no two courts are ident ica l .  The 

problems of comparison are even greater when niade among courts from 

d i f f e r e n t  states and somewhat d i f f e r e n t  subject-matter j u r i s d i c t i o n .  

Differences i n  j u r i s d i c t i o n ,  procedures, ru les  and statutes, the 

u t i l i z a t i o n  o f  technology and automation, and the organization and 

management o f  the cou r t  a l l  work t o  create wide var ia t ions i n  s t a f f  

produ'ct ivi ty. 

Nonetheless, the National Center f o r  State Courts, based upon 

experiences i n  a wide number o f  courts, has made use o f  f i l i ngs -pe r -  
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employee r a t i o s  i n  the past i n  order t o  assess s t a f f i n g  l eve l s  and 

employee product1 v i  ty  . 1 

A b r i e f  survey of several l im i ted - ju r i sd i c t i on  courts w i t h  t r a f f i c  

j u r i s d i c t i o n  was made f o r  another study,2 and pro jec t  s t a f f  members 

found the f i l i n g s - t o - s t a f f  r a t i o s  shown i n  Table 1. 

suggests, i n  the absence o f  explanation t o  the contrary, t ha t  the cour t  

w i t h  the lowest f i l  ings- to-s taf f  r a t i o  may be overstaf fed i n  comparison 

t o  the other courts i n  the table. The comparison o f  Wichita Municipal 

Court w i th  the others i s  s l i g h t l y  skewed because o f  the inc lus ion o f  

parking v io la t ions  and the ex t ra  s t a f f  needed t o  process such 

v io la t ions.  

sect ion i s  required t o  process the 131,481 parking disposit ions, then 

t o t a l  d isposi t ions and t o t a l  s t a f f  can be adjusted t o  make them more 

comparable t o  the other courts. 

c le rks  i n  the t r a f f i c  section are needed t o  handle the non-contested 

parking. The remaining s t a f f  o f  34 are needed t o  process the remaining 

147,114 disposit ions. 

r a t i o  i s  then 4,327, which i s  much more i n  l i n e  w i t h  those from Akron 

(OH), DuPage ( I L ) ,  and Riverside (CA), and indicates t h a t  the current  

l eve l  o f  s t a f f i n g  i n  the of f ice i s  adequate t o  handle the current  

case1 oad. 

Such a tab le 

I f  it i s  assumed t h a t  approximately one-half o f  the t r a f f i c  

It i s  estimated tha t  seven o f  the 13 

Based upon these f igures,  the s ta f f -d ispos i t ion  

b e e  National Center f o r  State Courts, A Management Analysis o f  the 
Broward County Clerk 's  O f f i ce  ( W i l l  iamsburg, VA: Southeastern Regional 
Off ice,  19821, p. 15; and National Center f o r  State Courts, A Mana ement 
Study o f  the Lafayette City Court (Williamsburg, VA: Southeas + ern egional 
Off ice,  19821 Y P. 54. 

2National Center for  State Courts, Operation and Management o f  the 
T r a f f i c  Court, City o f  New Orleans, Prel iminary D r a f t  (Williamsburg, VA: 
Southeastern Regional O f f  i ce) .  - 
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Table 1 

Comparison of F i l i n g s  and Staff Among Selected Traffic Courtsa 

Fi  1 i ngs- to- 
- Court Annual Fi  1 i ngsb S taf f c  Staff Rati od 

New Orleans ( L A )  
Traffic Court 140,000 91 1,538 

Riverside (CA) 
Municipal Court 50,000e 13f 3,846 

DuPage County ( IL 19 

Akrori (OH) 

Mi 1 waiukee ( WS 

C i r u i  t Court 141,000 31 4,548 

Murii c i pal Court 42,300 10.25 4,127 

Municipal Court  69,200 32 2,163 

Wichita Municipal 
Court 278,600 41 i 6,795 

aSource: National Center for State Courts, telephone survey, May 1984. 

bFilings are generally rounded and are usually for  the l a t e s t  calendar 
year. The t o t a l  shown here for  each court includes b o t h  t r a f f i c  (moving 
v io la t ions)  and DWI cases and excludes parking v io la t ions ,  except where 
otherwise noted. 

cThe figure shown for each court under "Staff" i o  an estimate of 
full-time employees, and i t  includes in-court s taff  and calendaring 
clerks, except where otherwise noted; b u t  i t  excludes process servers and 
probation officers. 

dThe "f i 1 i ngs-to-staf f ratio'' i s determi ned by di  v i  di ng the number of 
s taff  members shown into the number of filings' shown. 

eThis to ta l  i s  for  routine t r a f f i c  violat ions only, and i t  does not 
include DWI cases. 

fTh i  s total  excl udes i n-court personnel. 

SCircuit Courts i n  I l l i no i s  are unified t r i a l  courts of general 
jur isdict ion,  whose associate judges hear t r a f f i c  matters. These figures 
are only for  associate judges,  their caseloads, and the non-judicial 
personnel who work w i t h  them. 

hStat is t ics  are for dispositions instead o f  fi l ings.  
incluide DUI, contested moving violations,  contested park ing  violat ions,  
crimi :nal mi sdemeanors , and uncontested parki ng and movi ng v i  01 a t i  ons . 
iExcliudes ba i l i f f s  and probation officers. 

Dispositions 
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4. Case Processing 

The Wichita Municipal Court  processes over 278,600 parking 

violations, moving v i  01 ations , D U I  , and criminal (misdemeanors) cases 

annually. See Table 2 for a summary of caseload. T h i s  section detai ls  

the clerical procedures followed by the clerk 's  .office t o  process 

different cases from ar res t  or issuance of the t icket  through d i spos i t i on  

and compl e t i  on of sentence. 

Traffic Cases 

Ticket Issuance and Control. Traffic t ickets are ordered by the 

court and then issued t o  the police department. The police department 

signs for  the boxes of t icket  books as they are issued by the court t o  

the department and then maintains a signout 1 i s t  of the books assigned t o  

each individual officer. 

periodic audits of the issued, destroyed, and voided tickets, b u t  the 

In the past, the court has reportedly performed 

pol ice department has resisted these efforts t o  establ ish accountabil i ty. 

The establishment of a master t icket control system is essential t o  

maintaining accountability for each t icket,  from issuance i n  books t o  the 

police officer,  through issuance t o  motorists, and final disposi t ion by 

the court, The lack of such accountability i n  the issuance and 

processi ng of t ickets can create an appearance of fraud and ti cket-f i x i  ng 

opportunities and t h u s ,  are a potential source of scandal. 

Recommendation: The administrative judge and the police chief should 
work cooperatively t o  develop a t icket control system. 

1 The basic elements of such a t icket  control system should include: 

1. Regular storeroom records should be kept t o  monitor the receipt 
and d i s t r i b u t i o n  of a l l  t icket  books; 

'James P. Economos and David C. Steelman, Traffic Court Procedure and 
Administration, American Bar Association Press, pp. 92-95. 
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Table 2 Summary o f  Dispositions - 1983 

Casetype Disposit ions 

Court 

Criminal 8,516 
Traffic (moving v io lat ions  and D U I )  27,072 

Total 35,288 

Traffic 

Moving Violat ions 
Parking Violat ions 

Total 

11  1,827 
131 -481 

243.307 

Total All Cases 278,595 

Source: "Summary o f  Disposit ions of  Cases i n  Po l i ce  Court" and "Traffic 
Bureau Monthly Summary." 
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2. The use o f  new books should be required a t  the beginning o f  each 
new year, and books from the previous year recal led; 

3. A1 1 unaccounted complaint numbers shoul d be audited; 

4. No d isposi t ion o f  a t i c k e t  by po l i ce  department should be 
permitted; and 

5. The po l i ce  department should establ ish i t s  own in te rna l  controls.  

I n i t i a t i o n .  Newly issued t i cke ts / c i t a t i ons  are picked up each 

morning from the pol i c e  department's records section. Moving v i o l a t i o n  

t i c k e t s  consis t  o f  the o r ig ina l  t i cke t ,  an abstract, and a warrant copy; 

parking t i cke ts  consis t  o f  the o r ig ina l  and a warrant copy. A l l  t i c k e t s  

are checked t o  see t h a t  they are leg ib le .  Moving v io la t ions  are already 

i n  day order, having a l l  been issued on the previous day. They are then 

given t o  data processing f o r  data entry. Parking v io la t ions  are 

s i m i l a r l y  already i n  day order bu t  are then hand-sorted according t o  who 

wrote the t i c k e t  and type o f  v io la t ion,  before being-given t o  data 

processing f o r  computer entry. 

Recommendation: Parking t i cke ts  should not  be sorted by o f f i c e r  o r  
type o f  v io la t i on  a t  t h i s  point. 

Because most t i c k e t s  are pa id a t  t h i s  point, f i l i n g  by other than 

v i o l  a t i on  o r  appearance date a t  t h i s  time i s  wasted e f f o r t .  This shoul d 

wa i t  u n t i l  the t i c k e t  i s  t o  be placed on warrant. 

Both moving and t r a f f i c  v io la t ions  are keyed i n t o  the computer and 

v e r i f i e d  by re-keying the data. Once data en t ry  i s  completed, a l l  

t i c k e t s  are f i l e d  a t  the t ra f f i c  bureau counter: 

defendant's name and appearance date; and parking t i c k e t s  by tag number 

and appearance date. 

parking t i cke ts  a t  t h i s  po in t  because defendant name i s  not  known. 

moving v io la t ions  by 

(The tag number serves as the defendant's name f o r  
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Defendant's name i s  checked only i f  t i c k e t  i s  placed on warrant.) Moving 

v io la to rs  have ten days i n  which t o  appear, and parking v io la to rs  have 

f ive.  

Payment - Uncontested. When the defendant appears w i t h i n  the time 

allowed t o  make an appearance, the cashier goes t o  the moving o r  parking 

v i o l a t i o n  f i l e  and re t r i eves  the o r ig ina l  copy o f  the t i cke t .  

defendant pays the f ine,  payment i s  accepted and rung on the cash 

reg is ter ,  and the defendant i s  given a receipt. The t i c k e t  i s  then sent 

t o  Dlata Processing f o r  entry i n t o  the computer and f i l e d  w i t h  the closed 

I f  the 

cases. 

Defendants may, however, request an extension o f  up t o  one month f o r  

payment o f  the f ine.  A new appearance date i s  set  by the cashier which 

i s  entered i n t o  the computer, and the o r i g i n a l  t i c k e t  i s  r e f i l e d  i n  a 

separate extension f i l e  by the new appearance date and t i c k e t  number. 

Extensions are granted i n  both parking and moving v io la t ions.  

Fa i l u re  t o  Appear. Parking defendants have f i v e  days t o  appear, b u t  

defendants who have f a i l e d  t o  appear f o r  the i n i t i a l  appearance by the 

fou r th  day, have t h e i r  t i c k e t s  pulled, and the vehic le 's  owner's name and 

address are obtained v i a  te le type from Topeka. The c l e r k  enters the 

l icense p l a t e  number and receives the owner's name and address. This 

i n f o i m t i o n  i s  then entered i n t o  the computer, and a parking not ice i s  

generated by the computer and mail ed. 

No notice, however, i s  sent f o r  moving v io la t ions;  they are instead 

placed on warrant. 

- Recomnendation: 
notice, s im i l a r  t o  the parking notice, should be sent t o  the 
tief endant. 

Before moving v io la t i ons  are placed on warrant, a 
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Because o f  reported delays i n  placing delinquent motor ists on warrant 

(see section on Warrants), a not ice that  the motor is t  w i l l  be placed on 

warrant a t  t h i s  po in t  might encourage more motor ists t o  appear t o  pay the 

f i ne  wi thout having t o  place them on warrant. The not ice should explain 

t h e i r  r i g h t s  and what w i l l  happen i f  they do not  appear. It also should 

explain how much the f i n e  i s  and how i t  can be paid. I f  the not ice can 

encourage addi t ional  defendants t o  pay t h e i r  f ine,  it w i l l  decrease the 

amount o f  e f f o r t  l a t e r  required t o  place the t i c k e t s  on warrant. 

c lerk,  however, should monitor t h i s  procedure f o r  several months t o  see 

how many addi t ional  motor ists respond as a r e s u l t  o f  the not ice and, if 

the number i s  s l i g h t ,  the e f f o r t  could be discontinued. 

The 

Warrants. While moving v io la t i ons  are considered delinquent a f t e r  10 

days and parking a f t e r  f ive,  i t  may take up t o  one month o r  more t o  place 

the t i c k e t  on warrant. 

the f i n e  without penalty. 

however, a penalty must be paid. 

During t h a t  t ime, motor ists are allowed t o  pay 

Once the t i c k e t  has been placed on warrant, 

As time i s  available, the warrant c le rk  p u l l  s del inquent t i c k e t s  

(these are already f i l e d  by suspense date, inc lud ing extentions) and 

hand-sorts the t i c k e t s  by po l i ce  o f f i c e r  (metermaid i n  the case o f  

parking t i cke ts ) .  

The o f f i c e r s  and metermaids must come t o  the c l e r k ' s  o f f i c e  t o  swear 

t h a t  the t i c k e t s  were w r i t t e n  by them before the warrant may be issued. 

This procedure has created delays i n  placing t i c k e t s  on warrant because 

some o f f i c e r s  apparently delay appearing t o  v e r i f y  t h e i r  t ickets .  

many o f f i ce rs  apparently stop by when they appear i n  cou r t  t o  check on 

t h e i r  t ickets ,  some off icers are d i f f i c u l t  t o  contact, and some t i c k e t s  

w a i t  addi t ional  months before being placed on warrant. 

While 
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.Recornendation: An improved system for  prompt o f f i c e r  signatures i n  
detaul t  cases i s  needed t o  ensure t h a t  delinquent t i c k e t s  are placed 
on warrant as quickly as possible. 

Among the procedures t h a t  might be attempted i s  the del ivery  of 

delinquent t i c k e t s  t o  the pol i c e  department f o r  the o f f i c e r ' s  signature. 

This would a l l i e v i a t e  the delay involved wi th  wai t ing f o r  o f f i c e r s  t o  

stop i n  the c l e r k ' s  o f f i ce .  Another p o s s i b i l i t y  i s  t o  redesign the 

t r a f f i c  t i c k e t  by adding another copy t o  serve as the "warrant copy.'' 

This copy o f  the t i c k e t  would remain w i t h  the cou r t ' s  copy u n t i l  the case 

i s  t o  be placed on warrant. A t  t h a t  point, instead o f  having the o f f i c e r  

come t o  cou r t  t o  s ign the t i c k e t ,  the warrant copy could be sent t o  the 

p o l i c e  o f f i c e r  f o r  h i s  o r  her signature while the o r i g i n a l  stayed i n  the 

c l e r k ' s  o f f ice.  

Recommendation: The c l e r k  should prepare a monthly repo r t  o f  
outstanding f i n e  payments f o r  the administrat ive judge. 

The preparation and presentation o f  a monthly r e p o r t  w i l l  serve t o  

elevate concern f o r  unpaid f i nes  and permit the monitoring o f  progress i n  

col lect ions.  The cou r t  a lso should set  a ta rge t  o f  having f u l l  f i n e  

payment w i t h i n  90 days o f  case d isposi t ion i n  90% o f  i t s  cases. 

Recommendation: Consideration should be given t o  seeking the 
enactment o f  l e g i s l a t i o n  t h a t  would D e m i t  the cour t  t o  revoke 
delinquent motor is ts '  d r i v i n g  p r i v i l eges  w i t h i n  the City o f  Wichita 
iind charging them w i t h  "d r i v ing  under suspension" i f  caught. 

Recommendation: The court, through the Kansas Municipal Judges' 
h s o c i a t i o n ,  a1 so should urge enactment o f  l e g i s l a t i o n  author iz ing 
statewide l icense suspension upon de fau l t  o f  f i n e  payment i n  t r a f f i c ,  
parking, and D U I  cases. 

Once the t i c k e t s  are sworn to, they are then hand-sorted again i n t o  

alphabetical order by defendant name and keyed i n t o  the computer. The 

Moving Warrant L i s t  and Parking Warrant L i s t  iwe prepared l i s t i n g  a l l  

cases; on warrant. These are sent t o  the warrant o f f i c e  i n  the p o l i c e  

department whi le the o r i g i n a l  t i c k e t  i s  placed i n  alphabetical order i n  

the nrovi ng warrant o r  parking warrant f i  1 e. 
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Defendants who appear on t h e i r  own may pay the f i n e  and addi t ional  

warrant charges without going t o  court, bu t  i f  the motor is t  i s  

apprehended by the police, the motor is t  i s  l i k e l y  t o  be booked. I f  

booked, the defendant's name i s  crossed o f f  the warrant l i s t ,  and the 

date o f  booking i s  noted. The motor is t  then appears i n  court, and the 

case proceeds as a cour t  case w i th  the warrant copy and d isposi t ion sheet 

received f r o m  the po l i ce  department (see discussion o f  cou r t  cases). 

Court Cases 

I n i t i a t i o n .  A l l  DUI, cr iminal, and ce r ta in  moving v io la t i ons  where 

the motor is t  i s  arrested, are scheduled f o r  mandatory cour t  appearances 

fo r  arraignment. Addit ional cou r t  cases r e s u l t  from contested moving and 

parking violat ions.  A l l  cour t  cases are processed by the cour t  section 

o f  the c le rk ' s  o f f i ce .  I n i t i a t i o n  o f  cour t  cases, however, i s  very 

s im i la r  t o  t r a f f i c  cases w i th  the exception t h a t  the po l i ce  department's 

booking section opens the case by f i l l i n g  out  a d ispos i t ion sheet, 

re ta in ing  the l a s t  sheet o f  the form, which i s  the a r r e s t  sheet, f o r  

t h e i r  f i l e s .  Where no a r res t  i s  made, as i n  contested t r a f f i c  cases, the 

d isposi t ion sheet i s  prepared by the c l e r k ' s  office, and the a r r e s t  sheet 

i s discarded. 

Once the defendant i s  booked, the d isposi t ion sheet and the warrant 

copy o f  the t i c k e t / c i t a t i o n  are sent t o  the c l e r k ' s  o f f ice.  The o r i g i n a l  

of the t i c k e t  i s  sent t o  the po l i ce  records room and then t o  the c l e r k ' s  

o f f i c e  along w i t h  t r a f f i c  t i c k e t s  t o  be keyed i n t o  the computer. Once 

entered i n  the computer, the o r ig ina l  t i c k e t  i s  matched by cou r t  s t a f f  

w i th  the warrant copy, a case fo lde r  i s  prepared by one o f  the c le rks  

w i t h  the defendant's name, and the d isposi t ion sheet and t i c k e t  are f i l e d  

i n  the folder.  A cou r t  date i s  then scheduled, and the fo lders are f i l e d  

i n  alphabetic order i n  the pending f i l e .  
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Twenty-five cases per day are scheduled and div ided between the two 

div is ions.  Contested t r a f f i c  cases are scheduled f o r  about s i x  weeks i n  

the fu ture whi le D U I  defendants are given a cou r t  date w i t h i n  three weeks 

i f  they are released on bond. Defendants remaining i n  j a i l  appear i n  

cou r t  f o r  arraignment a t  8:15 a.m. the fo l lowing day. Mhen scheduling 

cour t  dates, the c le rks  check the t i c k e t s  t o  f i n d  the o f f i c e r s '  days 

o f f .  Cases are t o  be scheduled f o r  a time when o f f i c e r s  are on duty i n  

order- t o  avoid paying overtime. O f f i ce rs  are t o  w r i t e  t h e i r  days o f f  on 

each t i c k e t ,  bu t  many f a i l  t o  do so, reportedly t o  increase the 

l ikel l ihood o f  being scheduled f o r  t h e i r  day o f f .  

- Kecomnendation: Clerks should maintain an alphabetical l i s t  o f  each 
o f f i c e r ' s  work schedule. 

Based upon interviews w i t h  c l e r i c a l  personnel , a "rolodex" was used 

a t  one time by minute c le rks  i n  the courtroom t o  keep track o f  o f f i c e r s '  

work schedules f o r  the purpose o f  scheduling cases. This pract ice was 

discantinued because o f  the inconvenience i n  having t o  go t o  the centra l  

roloclex t o  look up each o f f i c e r .  

Court, the C le rk ' s  o f f i c e  has begun t o  receive rosters  o f  a l l  o f f i ce rs  

Since the p ro jec t  team's v i s i t  t o  the 

l i s t e d  i n  alphabetical order and by o f f i c e r  I D  number which shows 

o f f i c e r s '  days o f f .  

Indexing. The c o u r t  section maintains a defendant card index system 

t h a t  i s  stored i n  a r o t a t i n g  drawer f i l e .  A 3x5 index card i s  prepared 

on a l l  new defendants showing: 

Name 
Address 
Date o f  B i r t h  
Case Number 
Docket Number 
Vio l  ation/Charge 
V io la t i on  Date 

I 
I 
D 
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checked w 

payments. 

While 

estimated 

T h i s  index card is used primarily t o  look up the docket number of a 

case and t o  coordinate scheduling of court dates. 

been arrested several times, this will be noted on the card and a le r t s  

the clerks t o  the fac t  that the defendant may have another appearance 

already scheduled. If so, the cases may be combined and heard on the 

same day. 

If a defendant has 

Docketing. The docket (daily court calendar) is prepared by the 

docket clerks. The court cases are assigned a docket number which is  

stamped onto the docket sheet and entered on the case index card. 

docket sheet is  a consecutive 1 i s t i n g  of a l l  new court cases. ) Case 

fol  ders are stored a1 phabetical ly i n  a pending court f i  1 e ( t r a f f i c  and 

criminal cases are f i 1 ed separately). The docket cl erks regularly p u l l  

a l l  cases i n  the pending f i l e  t o  check the cases scheduled for court on a 

given day, or days. Clerks usually p u l l  cases three days i n  advance and 

may p u l l  cases fo r  several days a t  one time. Court  cases are then 

separated i n t o  three categories: ( 1 )  t r i a l s ,  ( 2 )  general cases, and ( 3 )  

pre-sentence investigations (PSI'S). The docket clerks then prepare the 

daily court docket. Next, the defendant's prior violations history i s  

(The 

olations and record of delinquent t h  Topeka for prior v 

the number o f  pending 

3,300 pending t ra f f ic  

criminal cases is not  large, there are an 

cases. I t  takes a considerable amount of 

( I t  time t o  sort through a l l  the cases each time the docket is prepared. 

was estimated by the docket clerks that i t  takes one-half hour t o  sort 

through the criminal cases and about two hours t o  do the t ra f f ic  cases.) 

Recommendation: A case tracking system, us ing  a 3x5 index card or 
dai ly calendar, shoul d be instituted. 
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The case tracking card could be identical t o  the index card now used 

t o  index a l l  court cases. I f  part of a multi-part card, preparation of 

the case tracking card woul d take no additional time and woul d be 

prepared as a by-product of the index card. 

The case tracking cards can be used t o  monitor the progress of cases 

instead of moving the case f i l e .  The scheduled appearance date woul d be 

entered on the card and the card f i led by i ts  date of appearance. After 

the in i t ia l  appearance and the case i s  scheduled for hearing or t r i a l  , 
the card is re-filed by the next date. Cases placed on probation, given 

deferred sentencing, o r  deferred payment would be re-filed by a suspense 

date; and cases i n  which warrants have been issued should be f i led  i n  a 

warrant f i l e  by some future date (perhaps one year) so that  they can be 

checked periodically. While maintenance of a case tracking system may 

take additional time and effor t ,  the time saved i n  trying t o  locate f i l e s  

under the present system should more than compensate. 

- Recommendation: A l l  active case f i l e s ,  including those waiting 
t r i a l  , on warrant, on probation, or on deferred payment, shoul d be 
f i led numerically by case number (docket number) using open-she1 f 
f i l i n g  and color-coded side tab folders. 

Use of the case tracking system should ensure that  cases are not  

neglected, lost ,  o r  misplaced. A t  the conclusion of an event, the case 

tracking card should be re-filed according t o  some future event o r  

suspense date u n t i l  the case i s  finally closed. 

continued w i t h o u t  a new date being assigned. 

No case should ever be 

A l l  cases should  be checked 

on their suspense date i n  order t o  evaluate their  status. 

By f i l i n g  a l l  active cases together by docket number, inquiries i n t o  

i 
IL 

t 

a particular case can be quickly handled. 

the docket number, i t  can be quickly found i n  the index and the case 

I f  the inquirer does not know 
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quickly located i n  the active case f i l e .  

t h e  active case f i l e  an out-card should be inserted w i t h  a note of who 

took the case, when, and where. 

I f  cases have been removed from 

A si de-tab col or-coded numbering system reduces the 1 i kel i hood of 

misfiled cases. The color side tabs permit quick visual scanning of 

cases and out-of-order f i l e s  are easily spotted. 

greatly reduce the number of misfiled cases. 

Such a system should  

Court. Both  the Docket and disposition sheets are taken t o  the 

The courtroom and are used t o  record the disposition of each case. 

coutrt's case jackets remain i n  the clerk's  office; instead the police 

f i l e  is brought  t o  court. The docket clerks prepare the court l i s t  that  

lists cases by police case number. Court l i s ts  are sent t o  the police 

records room and used t o  p u l l  the police record on the case for court. 

T h e  bai l i f f  and probation officer also receive the court l i s ts  t o  inform 

t h e m  o f  which cases are t o  appear. The bai l i f f  uses the copy of the 

docket t o  call  the cases. 

d i  sposi ti  on, while the d i  sposi tion sheets are completed by the docket 

clerks and used t o  update the computer f i l e  a f te r  court. The docket 

sheets then are stored by hearing date once the hearing is  completed. 

The judge uses the docket sheet t o  record the 

Once the case is  returned from the hearing, the case folder i n  the 

pending f i le  i s  moved depending upon what action was taken. Cases 

returning from court are divided i n t o  disposed and pending, and the 

d i spos i t i on  i s  entered onto the monthly report. 

scheduled, the case folder remains i n  the pending f i l e .  

concluded and the motorist ja i led,  fined, o r  placed on probation, the 

folder is  f i led alphabetically i n  the open f i l e  u n t i l  sentence is 

satisfied. When the case is  completely closed (e.g. sentence i s  

If  a new court date was 

I f  the case was 
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sa t i s f i ed ) ,  the case i s  f i l e d  by docket number i n  the closed f i l e .  

Again, t r a f f i c  and cr iminal  cases are f i l e d  separately. 

Subpoenas. Docket c lerks prepare the subpoenas f o r  the po l i ce  

off i icers. 

l i s t  o f  subpoenas, who sees t h a t  the po l i ce  o f f i c e r  i s  served. 

docket c lerks also check the witness sheet f o r  cases scheduled t o  see if 

these are c i v i l i a n  witnesses t h a t  need t o  be subpoenaed. These subpoenas 

are sent t o  the warrant o f f i c e  along wi th  a l i s t  o f  c i v i l i a n  witnesses 

and inailed t o  the witnesses. 

These are sent t o  the po l i ce  l i a i s o n  o f f i c e r ,  along w i th  a 

The 

Appeals. Defendants convicted o f  a v i o l a t i o n  may appeal t h e i r  

convlct ion t o  the D i s t r i c t  Court o f  the Eighteenth Jud ic ia l  D i s t r i c t .  

The appeal i s  f o r  a new t r i a l  and the appellant may request a j u r y  

t r i a l .  

copy o f  the Docket Sheet (defendant's copy) marked w i t h  the f i n a l  

judgment and the amount o f  the appeal bond, and f i l e  a not ice o f  appeal, 

an appearance bond, and pay a docket fee a t  the D i s t r i c t  Court w i t h i n  10 

days. 

conviiction o f  t h e i r  i n t e n t  t o  appeal (usual ly done i n  open cou r t )  so t h a t  

the ;judge may stay execution o f  the fine, sentence, and costs during the 

appeal period. 

To appeal the f i n a l  judgment the defendant i s  t o  take the blue 

Defendants are t o  advise the Municipal Court immediately upon 

Once the not ice o f  appeal has been f i l e d ,  the not ice i s  sent t o  the 

municipal court, and the c l e r k ' s  o f f i c e  prepares a t r a n s c r i p t  o f  the 

case,, which i s  typed from the d isposi t ion sheet. This i s  then sent t o  

the D i s t r i c t  Court along w i th  the t icket .  

- Inqui r ies.  Each day docket c lerks check ithe status o f  20-25 cases a t  

the request o f  attorneys, defendants , and compl ainant witnesses. The 

c1erk:s usual ly f i r s t  check the pending case f i l e ,  searching 

alphaLbetically i f  the person inqu i r i ng  has the defendant's name. If t h i s  
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f a i l s ,  the clerks go t o  the monthly report which l i s t s  a l l  cases received 

that  month by docket number; and i f  they s t i l l  cannot f i n d  the case, they 

check the computer by using one of the terminal screens. 

If the case has already been disposed, the docket clerks must check 

the index for the docket number and then check the closed cases f i le .  

The docket clerks appear t o  use the computer as a l a s t  resort when 

searchi ng cases, even though the computer f i 1 e contains more infomati on 

on the case than does the Monthly Report. The problem reportedly w i t h  

using the computer i s  that  the case disposition may not yet  be entered i n  

the case. 

Removal of Cases From Office 

Occasional ly cases ( t ickets  and/or d i  sposi ti  on sheets and citations) 

must be removed from the clerk 's  office. Attorneys and defendants may 

request t o  take the t icket t o  the judge's office or prosecutor's 

office. When t ra f f ic  cases are removed from the violations section, an 

entry i s  t o  be made on a l o g  sheet showing date, case/ticket number, and 

who removed it.  

and used t o  indicate that  a case f i l e  i s  out. 

For court cases, an out-card is placed i n  the case f i l e  

I A problem arises when tickets and/or disposition sheets are returned 

and are not checked off the log. A brief check of "missing'' t ickets over 

a three months '  period revealed that  although shown as s t i l l  out ,  the 

t ickets were i n  fac t  returned and had been refiled. 

t o  be that  when returned, the clerks may be busy, and the t ickets are 

The problem appears 

placed on the counter and le f t .  Several solutions were discussed w i t h  

clerical staff .  Among the ideas suggested were: 

1. Require that instead of returning t ickets,  they be l e f t  w i t h  the 
judges, police, or  prosecutor's office where they could be 
collected a t  the end o r  beginning of each day by clerk 's  s taff .  
Someone should be assigned the specific duty of checking each 
office t o  collect  t ickets and then t o  check off t ickets as 
returned. 
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2. Tickets or case f i l e s  could be placed i n  a br ight ly  colored 
jacket (orange) when they are t o  leave the clerk 's  office. T h i s  
would make them more visible and identify them as  important 
documents t o  be returned as quickly as possible. 
color of the folder also would lessen the possibi l i ty  of t ickets 
being lost  o r  misplaced. 

The size and 

Assessment of Case Processing Procedures 

Attached t o  this report (see Appendix A )  is a description of model 

case processing procedures fo r  Wisconsin's t ra f f ic  courts prepared by the 

National Center. While there are undoubtedly differences necessitated by 

different s ta te  laws and local ordinances, as well as local custom and 

practice, the more general practices and principles offer a valuable 

mean!; of assessing Wichita's Municipal Court. The fo l lowing  sections 

give a brief description of the model procedures and a short assessment 

of how well Wichita compares. T h i s  is  done s t r i c t ly  for i t s  

insti*uctional value and does not  imply that the Wichita Municipal Court  

is  deficient i n  these areas. 

Streamline Recordkeeping. Most t ra f f ic  court cases are disposed of 

by the defendant pleading gui l ty  and paying the fine i n  the clerk I s  

office. Creation of formal case f i l e s  i n  such cases i s  unnecessary and 

wasteful of staff  time and resources; only when cases mus t  appear i n  

court should more formal records be kept. 

Current practice i n  the Wichita Municipal Court conforms t o  this 

princ:iple and makes eff ic ient  use of s taff  and resources. 

prepaired only for  cases scheduled for a court appearance, and a min imum 

of case processing is done on the majority of the cases where the 

defendant pays the fine. 

Case f i l e s  are 

- Abbreviated Court Record Card. Even i n  contested and other cases 

requiring a court appearance, the information required on the case is  

generally minimal and usually can be recorded on a card-sized record. 

I 
I 
I 

I 
r 

I 
1. 
t 

I 
I 

I 
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The Wichita Munilcipal Court currently makes use of an 8 1 /2  x 11 

multi-part Docket Shleet. The current form, although larger than may be 

required, appears well-designed and functional, and use of the mu1 t i -par t  

copies i s  an importaint development and makes use of principles of modern 

forms design. The clourt m i g h t ,  however, wish t o  consider redesign of the 

Docket Sheet t o  f i t  Ion a 8 1/2 x 4 1/2 multi-part card (see attached 

example as part of Appendix A ) .  

Use of Descripti've Files for Quick Retrieval. The primary objective 

of any case processing system i s  the efficient and quick retrieval of a l l  

case-related materials w i t h  the minumum amount of paperwork. T h i s  can be 

accompl i shed w i t h o u t  the recording of extensive case information by 

making use of descri ptive case f i  1 es. 

The Wichita Munilcipal Court already makes excellent use of such case 

f i l e s  that  make the tracking of retrieval of non-contested cases more 

efficient.  

in i t ia l  appearance. 

date, which allows clerks t o  monitor when cases become delinquent. 

c lerk 's  office, however, uses th i s  f i l e  only for  uncontested t ra f f ic  

cases. 

are instead f i led i n  alphabetic order awaiting a hearing date (see 

section on Court  Cases). T h i s  is inefficient and results i n  the docket 

clerks having t o  spend considerable time i n  checking every pending case 

i n  order t o  prepare the daily docket. 

t h i  s section prescri be case tracki ng and open-she1 f , col or-coded f i 1 i ng 

systems fo r  court cases. The court already makes excellent use of 

descriptive case f i l e s  for uncontested cases and l i t t l e  change i s  

suggested . 

The appelarance date f i l e  contains t ickets awaiting the 

Tickets are f i  1 ed by the next  schedul ed appearance 

The 

Contested t ra f f ic ,  DUI, criminal, and other mandatory court cases 

Recommendations made elsewhere i n  
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'The extension f i l e  ( the open f i l e )  for  uncontested cases consists of 

cases i n  which the defendant has been adjudicated, b u t  granted an 

extension i n  which t o  pay the fine. 

from the pending (appearance date) f i l e  and f i led  by alphabetical order 

( t r a f f i c  cases) or tag number (parking) i n  a separate extension f i l e .  

Consideration should be given t o  f i l i n g  extension cases by the new 

appearance date i n  order t o  permit easy identification of del inquent 

cases. 

well as those cases that  are delinquent. 

include defendants on parole o r  probation, who have not yet  completed 

paying the fine, as well as defendants who have failed t o  appear o r  pay 

the fine and have been placed on warrant. A l l  of these cases are f i led  

i n  alphabetic order which makes i t  d i f f icu l t  'to check the current status 

of the cases. A quick check of 23 of these cases revealed that  nine 

(39%:) were on warrant fo r  unpaid fines--some dating back t o  1980. 

Currentl*y, these t ickets are pulled 

T h i s  will permit the easy identification of extension cases as 

Extensions i n  court cases may 

The use of a case tracking system will permit the periodic assessment 

of a1 1 cases placed on warrant. 

four years o ld  can be easily checked as t o  their  status and a decision as  

t o  f i  nal d i s p o s i t i o n  can be made. 

In  this way, cases that  are three t o  

The disposed f i l e s  consist o f  cases that  are completely disposed of. 

These include t r a f f i c  and parking t ickets i n  which the fine has been 

paid, and court  cases that  have either been d-ismissed or  where t h e  fine 

has Been paid, o r  the individual is off parole o r  has otherwise sat isf ied 

the jiudgment. Parking t ickets are f i led by date of payment, t r a f f i c  by 

t icket number, and court cases by docket number. 

d i spos i t i on  sheet and original copy of the t icket,  while t r a f f i c  and 

parking consist of only the court 's copy o f  the ticket. 

Cour t  cases contain the 
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Use of these f i l e s  f o r  uncontested cases permits the c le rk  t o  t rack 

cases without the necessity of recording extensive information on each 

case o r  the preparation o f  a large volume of management reports. 

Generally, f i l e s  appear t o  be wel l  maintained. 

require addi t ional  a t ten t i on  and w i t h  the implementation o f  the few 

Court cases, however, 

recommendations made here, the t racking and processing o f  these cases can 

be improved. 

F i l i n g  S t a t i s t i c s  Worksheet. Information o f  the annual number o f  

cases f i l e d  by casetype i s  an important management too l  t h a t  the cour t  

should have avai lab le i n  order t o  monitor case f i l i n g  trends. Analysis 

o f  such data can be helpfu l  i n  project ing fu tu re  trends i n  workload. The 

court, unfortunately, does not have avai 1 ab1 e adequate s t a t i s t i c a l  

information on which t o  base management decisions (see section on 

S t a t i s t i c a l  and Management Information f o r  recommendations). 

Always Schedule Cases f o r  Next Date. One o f  the basic pr inc ip les of 

a model case processing system i s  t h a t  no case should be granted a 

continuance without s e t t i n g  a next appearance o r  review date. 

assures constant cour t  control  o f  a l l  cases and provides necessary 

This 

monitoring f o r  good records management. One method t h a t  has been 

recommended f o r  t racking cases i s  t o  maintain a case tracking card f i l e  

of calendar cards by next scheduled event date. 

t racking f i l e  w i l l  prevent cases from becoming " l o s t "  o r  m i s f i l e d  i n  the 

system. 

The use o f  a case 
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5. Schedul i ng and Conti nuances 

In cases where the defendant is released from j a i l  on bond, the 

police department schedules the defendant fo r  an in i t ia l  court appearance 

three weeks from the date of arrest .  The court date appears on the 

defendant's receipt for the bond. Defendants who are arrested and do not  

raise bond remain i n  j a i l  overnight and appear i n  court for arraignment 

the next morning. Motorists who are not arrested and w i s h  t o  contest a 

parking o r  moving violation t icket  are scheduled for  a court appearance 

by the clerk 's  office and are given a blue slip w i t h  the court date. 

Cases are then assigned t o  divisions: odd-numbered cases t o  

Division One, even-numbered cases t o  Divis ion TWO, and al l  DUI cases are 

assigned t o  Division Three. Case folders are prepared and f i led 

alphabetically i n  the pending f i le .  Several days prior t o  the court date 

the docket clerks prepare a court 1 i s t  ( 1  is t  of cases scheduled f o r  court 

by day) that  is sent t o  the Police Records Division and used by them t o  

p u l l  case f i l e s  for  court. 

Attorneys are permitted one continuance w i t h o u t  seeing the judge. 

Defendants w i t h o u t  an attorney, however, must come and talk w i t h  the 

judge. When continuances are granted i n  court, the defendant is  t o  

receive a white slip from the docket clerk showing the new court date. 

Continuances was one of the problems specifically mentioned by the 

court as a concern that should be examined. 

t o  be a certain number of continuances for  sicknesses or other 

unavoi dab1 e reasons, most continuances are reportedly the resul t of 

attorney conflicts, defense emergencies, c l ient  i l lness,  o r  defendant's 

failure t o  appear. 

indirectly t o  increased costs and t o  lowered efficiency, and every e f for t  

should be made t o  keep continuances t o  a minimum. 

While there are always going 

Whatever the reason, continuances contribute 
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Court control of i ts  caseflow i s  the cornerstone upon which 

An essential ingredient i n  the exercise of 1 improvements can be b u i l t .  

such control is the development and implementation of a continuance 

policy. Continuances are more than a mere inconvenience; they contribute 

t o  a poor public image and the appearance that  n o t h i n g  i s  accomplished. 

They resul t  i n  unnecessary costs for police witnesses and other personnel 

who need t o  be present a t  hearings, and extra clerical  s taff  time and 

effor t  i s  required t o  r e l i s t  cases for hearings, t o  record entries i n  

case f i l e s ,  and t o  f i l e ,  re f i le ,  and locate case f i l e s  fo r  each 

rescheduled hearing. All t h i s  represents time that  could be spent on 

other matters. 

Continuances a1 so cause inconveniences and hardship for  civi 1 ian 

witnesses and complainants who have t o  return t o  court time af te r  time 

only t o  have the case rescheduled. Continuances also contribute t o  a 

sense! of injustice. 

resul t that  the case is eventual l y  no1 1 e prosequi because prosecution 

witnesses fa i l  t o  appear, i t  appears as i f  the defendant escapes 

justice. 

case and delays caused by unnecessary continuances only contribute t o  the 

pub1 i c ' s  disrespect fo r  the 1 aw and the courts. 

When cases are continued several times w i t h  the 

Conversely, defendants deserve a speedy conclusion t o  their  

A court 's  continuance ra te  is one indicator, o r  measure, of 

perfolrmance and of its caseflow management program, and one of the most 

effective management too ls  for controlling caseloads is the establishment 

o f  case processing times and performance standards. Maureen Sol omon, i n  

her monograph on casefl ow management, recommends a maximum continuance 

rate  of 15% t o  20%. 

lSoloman, American Bar Association Commission on Standards of Judicial 
Administration, Caseflow Management i n  the Tr ia l  Court, p. 30 (1973). 
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"Experience i n  both large and small courts o f  general 
j u r i s d i c t i o n  indicates t h a t  when the continuance r a t e  
r i s e s  above 20% o f  scheduled cases, the cour t  i s  
f a i l i n g  t o  be vigorous i n  evaluating continuance 
requests. 1'1 

Recommendation: Greater a t ten t ion  needs t o  be paid t o  more s t r i c t  
management o f  continuances. The cour t  should establ ish a continuance 
po l i cy  t h a t  i d e n t i f i e s  when and f o r  what reasons continuances w i l l  be 
granted. Adherence t o  the po l i cy  should be monitored by the 
presiding and other judges o f  the court. 

The s ing le most important step a cour t  can take t o  control  

unnecessary continuances i s  t o  make a commitment t o  t h a t  e f fect .  It i s  

evident t h a t  the cour t  has a1 ready taken substantial steps t o  deal w i th  

continuances, a1 though there are some addi t ional  act ions t h a t  might be 

t r ied .  

It i s  suggested t h a t  the administrat ive judge and h i s  colleagues on 

the bench should review t h e i r  continuance decisions on a regular basis 

(perhaps monthly). The purpose o f  such a co l l ec t i ve  review i s  t o  

maintain consistency among the judges regarding the reasons f o r  granting 

continuances, t h e i r  r e l a t i v e  frequency, and t o  reduce case delay 

occasioned by continuances. 

The cour t  shoul d a1 so consider the col 1 ect ion o f  continuance data 

such as: 

and ( 2 )  the reasons f o r  continuances. 

(1) the number o f  continuances granted by each judge per month 

Unavai 1 ab1 e pol  i c e  w i  tnesses seems t o  be a re1 a t i  vely m i  nor reason 

for  continuances. 

needed because they have not  made p r i o r  contact w i th  the po l i ce  l i a i s o n  

of f icer .  While t h i s  problem seems t o  be one f o r  po l i ce  management, the 

cour t  shoul d monitor o f f i c e r  appearances t o  see i f  there are undesirable 

s ide e f fec ts  f o r  the court. 

I f  anything, o f f i c e r s  may appear when they are not  

1Soloman, p. 39. 

52 



Officer scheduling appears t o  be a problem because of s h i f t i n g  

off-days for ind iv idua l  officers and because officers are u n w i l l i n g  t o  

note their  days of f  on their  tickets. There must  be regular 

commiunication by the police department w i t h  the court of a l l  changes i n  

officers '  schedules. The administrative judge and pol ice chief should 

reach an agreement on this matter, and specific responsibility fo r  

maintaining contact w i t h  the police should be assigned t o  one person 

w i t h i n  the court. 

position of assistant t o  the administrative judge which is  recommended 

elsewhere i n  this report. 1 

( T h i s  responsibility migh t  best be assigned t o  the 

As mentioned previously, the Court shou ld  also maintain an 

alphabetical "rolodex" f i l e  i n  each courtroom and c lerk 's  office of a l l  

police officers and the i r  days off. T h i s  should be regularly updated by 

information from the police department. A t  a l a t e r  date, when the court 

is more fu l ly  automated, this information could be maintained on the 

c omp 11 t e  r . 
Attorney scheduling conflicts appear t o  he another source o f  

continuance problems because the court must defer t o  scheduled court 

appearances i n  the d i s t r i c t  court. While i t  would be d i f f icu l t  for  

cl eri cal personnel t o  pressure attorneys, judges are n o t  so constrained. 

Recomendation: Continuance requests, other than the f i rs t ,  shoul d 
be decided by a judge and even the first request should be decided 
by a judge if  made l a t e r  than three days prior t o  the court hearing. 

When scheduling dates i n  the courtroom, the judge  s h o u l d  ask counsel 

whether he or  she has any scheduling problems w i t h  the date assigned and 

should  request the attorney t o  mark the date i n  his o r  her calendar. 

When attorneys ask for a continuance a t  the l a s t  minute, the court s h o u l d  

furthier ask when the attorney first learned o f  the conflict  and why the 

request was made a t  the l a s t  minute. 
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The most common reason fo r  continuance appears t o  be non-appearance 

by the defendant. 

uniformly unsuccessful , the following suggestions may be helpful. 

While approaches t o  dealing w i t h  this problem may be 

The 

court should make sure that defendants always receive a notice of the 

next hearing date before 1 eavi ng the courtroom. 

is practiced now, some question exists as t o  whether i t  i s  uniformly 

A1 though t h i  s procedure 

followed. In  addition t o  the notice, the court should explain that  the 

defendant should notify the court immediately of any problems in being 

able t o  make the scheduled court date and that  the court looks w i t h  

disfavor on failure t o  appear. 

To the extent that  defendants' appearance problems are a result  of 

noticing, the court should make an effor t  t o  reduce those diff icul t ies  

through more effecive communications w i t h  the s ta te ' s  1 icensing agency 

and addi tional methods of g i v i n g  notice, such as by mail. 
I 

There is  one practice that  courts can easily a l t e r  t o  reduce the 

number of continuances. I t  i s  common for courts t o  schedule more cases 

for hearing than can possibly be reached on a given day, because 

experience teaches that some cases will not be available -for hearing when 

called. The task for each judge i s  t o  find the optimum number by which 

t o  "overset" the court I s  daily calendar. 

Some courts schedule a l o t  of cases for  hearing knowing that  most 

will "fold" and not be ready for hearing. 

cases for hearing, these courts may be creating conti nuances. Attorneys 

w i t h  cases a t  the bottom of the t r i a l  l i s t  assume that their  cases will 

n o t  be reached and so they do not bother t o  prepare. 

them on the t r i a l  l i s t  fold, these attorneys must then request a 

continuance. An example of this was observed i n  a general jurisdiction 

B u t  by scheduling too many 

Yet, i f  cases above 
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court i n  Warren, 0nio.l For a three-judge d i v i s i o n  hearing b o t h  civil  

and criminal cases, the settlement/continuance rates were as follows: 

Tri a1 s Settled or  Trials % Settled or 
Scheduled Continued He1 d Continued 

Judge A 19 

Judge B 35 

Judge C 47 

4 15 21 % 

11 24 31 % 

28 19 60% 

The authors drew two conclusions from the data. First, having a 

heavy "overset" factor, as i n  the case of judge C ,  d i d  n o t  resul t  i n  

having more cases ready fo r  t r i a l .  Second, there may be an optimal 

"overset" ra t io  a t  which more t r i a l s  can be held while s t i l l  recognizing 

many cases may' s e t t l e  o r  not be ready when called. 

Recommendation: The court should  collect  s ta t i s t ica l  information on 
cases se t  for t r i a l :  the number that  actually go t o  t r i a l ;  number 
disposed before t r i a l  date, and the number that  must be rescheduled. 

Wi th  this information, the judges can then experiment w i t h  different 

''overset" ratios i n  an e f for t  t o  f i n d  the optimum number of cases t o  

schetful e daily. 

lSteslman and Adams, C i v i l  Case Scheduling i n  the Trumbull  County 
( Ohi c ) )  Cour t  of Common P1 eas F i n d i n g s  and Recommendations, National 
C e n t e r  for  State Courts, 1982. 
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6. Fine Payment 

All payments are rung  on the NCR cash register. Uncontested parking 

and moving violations are p a i d  a t  the t ra f f ic  counter while fines 

resul ti  ng from contested v i  ol a t i  ons ( parki ng or  movi ng v i  ol a t i  ons ) , DUI , 
mandatory appearances cases, and criminal violations are paid a t  the 

court 's  counter i n  the clerk's  office. 

There are four registers a t  the t ra f f ic  counter, one a t  the court 

counter, and one register for  mail payments. 

the t ra f f ic  counter t o  pay uncontested parking and moving violations, the 

clerks compare their  copy of the citation against the court's copy and 

the amount of the fine i s  determined. The cashier rings the payment on 

the cash register and issues the defendant a receipt.' The defendant 

i s  t o  s i g n  the back of the t icket t o  waive t r i a l .  The original t icket  i s  

placed i n  the register and the transaction is printed onto the front of 

ticket. The entry shows the citation number, amount of fine, court 

costs, s ta te  of transaction, receipt number, and register number. The 

register entry is  rung on to  the t icket so that  i f  there i s  a question as 

t o  the proper amount, the actual amount paid is quickly available from 

examining the ticket. 

When defendants appear a t  

Mail payments are opened each morning, and the check or  money i s  

clipped t o  the defendant's ticket. These are then placed behind the 

t r a f f i c  counter on top of the f i l e s  holding the pending t ickets until one 

of the cashiers has time t o  pull the original ticket. These are then 

taken t o  the register used for mail payments and the transaction i s  

entered. (No receipt is  issued i n  mail payments, otherwise the procedure 

If defendant appears before court 's copy has arrived from pol ice, 
cashiers will s t i l l  accept payments. 
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is  the same as above. 

I f  they have mailed too much, the proper amount is  refunded immediately 

before the register is rung. 

Occasionally defendants mail the wrong amount. 

A t  the end of each day, a l l  cash from the registers is placed i n  the 

safe overnight; the next morning a l l  registers are rung out  and a 

register report printed. T h i s  register report is  balanced against the 

cash i n  the drawers. Once the cash and the register report balance, t h e  

three register reports for t r a f f i c  cases are sent t o  data processing and 

used t o  check the revenue to ta l s  from the computer. (After the fine is 

paid, t ickets are released and sent t o  data processing for  entry of the 

transaction i n t o  the computer.) The register report is  used t o  check 

that  a l l  t ickets have been entered. 

An end-of-month money report is prepared from the computer; the 

accounting offices also maintains a manual ta l ly  of fines paid daily, 

which is used t o  prepare the monthly report sent t o  the commissioners. 

Once the registers are balanced each morning, the cash is taken t o  

the City Treasurer's office along w i t h  the daily cash report. 

the report also are sent t o  the controller, and one is  kept by the 

clerk 's  office. 

Copies of 

Cluring 1983, the clerk collected $597,658 i n  fines and costs for  

court: cases (see fol1 owing tab1 e) .  An additional $2,789,657 was 

col 1 ected for parki ng and moving citations which represented 81 % o f  a1 1 

revenues collected by the court. 

1983 Revenues 

1. Criminal Fines and Costs 

21. 

3. Parking Violations 

4.. Moving Violations 

Traffic Cour t  Fines and Costs 

Total 57 

$ 210,009 

387,649 

567,357 

2,222,300 

$3,387,315 
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The court clerks estimate that  as many as 20-25% of gui l ty  defendants 

f a i l  t o  make ful l  payment of their fines.' In an effor t  t o  

verify these observations, the National Center project team selected a 

mini-sample of 24 court t ra f f ic  cases (DUI, moving, and parking 

violations). There are approximately 7,800 open court cases i n  which a 

sentence is  being served or  a fine i s  being paid. Of the 24 cases i n  the 

sample, nine (38%) had unpaid fines i n  which a bench warrant was issued. 

I t  is estimated that total fines among a l l  7,800 open court cases 

amounted t o  $1,076,000 (the average fine among sampled cases was $138). 

O f  this, an estimated 40% are  unpaid. If we allow for  an error ra te  of 

plus or  minus lo%, then the amount o f  unpaid fines among court cases 

ranges from $407,000 t o  $497,000. T h i s  includes only court cases and 

does not include uncontested parking and moving violations on warrant. 

The amount of unpaid fines i n  the Wichita Municipal Court ,  therefore, i s  

substantial. 

The existence of large unpaid fines has serious consequences: i t  

seriously undermines the public's respect for  the judicial process and 

the court because just ice  is  n o t  served, and the City loses hundreds of 

thousands of dollars. Recommendations made elsewhere f o r  a case tracking 

system s h o u l d  help alleviate the problem of unpaid fines and costs by 

permitting the periodic review of delinquent cases. 

Recornendation: The clerk should conduct a thorough review of a l l  
warrant cases, b o t h  court and uncontested, t o  ascertain the extent 
of del i nquent  f i ne payments. 

Recommendation: I f  delinquent fine payments are as sizable as 
indicated by the National Center sample, the court should consider 
contracting w i t h  a private collections bureau t o  handle cases on 
warrant. 

Interview w i t h  Maurice Mowrey , August 7-8, 1984. 
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Presently, mail payments are l e f t  l y i n g  on top o f  the cabinet behind 

the t r a f f i c  bureau counter u n t i l  the cashier has time t o  p u l l  the c l e r k ' s  

copy o f  the t i cke t .  There i s  open access t o  t h i s  area and even v i s i t o r s  

t o  the o f f i c e  have access t o  t h i s  area. To strengthen controls over 

these months, i t  i s  suggested t h a t  one c le rk  be given respons ib i l i t y  f o r  

opening the mail and immediately p u l l i n g  t i c k e t s  f o r  payments so t h a t  

these payments are not  l e f t  l y i n g  i n  the open. 

Recommendation: D i rec t  mail payments should be processed 
immediately and should no t  be l e f t  l y i n g  i n  the open wai t ing f o r  the 
t i c k e t  t o  be pul led. 

The current procedure o f  r i n g i n g  the transact ion on the cash 

r e g i s t e r  and subsequently enter ing the same data i n t o  the computer 

requ res a dupl icat ion o f  work t h a t  can be eliminated. 

Recommendation: The f i r s t  step i n  f u r t h e r  automating the c l e r k ' s  
o f f i c e  should be the i n s t a l l a t i o n  o f  on- l ine cash reg is ters  t h a t  are 
l i nked  d i r e c t l y  t o  the computer so .that transactions are 
automatical ly entered i n t o  the computer a t  the p o i n t  o f  transaction. 

It i s  estimated t h a t  the use o f  on-l ine cash reg is ters  should save 

about: one t o  two hours o f  data entry time dai ly .  An addi t ional  saving 

w i l l  be rea l ized by the e l iminat ion o f  one step i n  balancing the books 

each day. Once the cash i s  balanced against the r e g i s t e r  reports, there 

woulcl be no need t o  re-balance against the computer f i l e .  

Financial  Audits - 
Reconmendation: The cou r t  and c l e r k ' s  o f f i c e  should be subjected t o  
an annual f i nanc ia l  audit. 

The aud i t  should be conducted by an independent and reputable 

accoutnti ng firm, and shoul d contain recommendations not  only fo r  

improvement o f  cash accounting, but  also f o r  general management and 

c o l l e c t i o n  o f  f ines. There should be quar ter ly  audi ts conducted o f  

t r a f f i c  t i c k e t  issuance and disposit ion. 
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7. Probation 

Pre-Sentence Investigations 

When the judge s ta tes  that  a PSI should be undertaken prior t o  

sentencing, the bail i f f  (probation officer) br ings  the disposit ion sheet 

w i t h  the order for the PSI t o  probation, and the case is continued for 30 

days while the PSI is completed. 

After a PSI referral form is completed, the secretary pul ls  the 

police report and arrest  record and prepares the f i l e  folder. 

complete the PSI report and the bai l i f f  returns the PSI t o  court f o r  

Officers 

sentencing. The PSI referral form is a multi-part form w i t h  copies fo r  

the probation f i l e ,  the defendant, the clerk, and the secretary who keeps 

a copy t o  serve as a t ickler for  the sentencing date. 

sentencing, the secretary prepares the PSI l i s t  which contains defendant 

name, probation officer, judge, casetype, and due date. 

Prior t o  

During June the department conducted 24 written PSI'S and 81 

non-wri tten investigations. The total number of investigations performed 

this year is  up 81% from 832 t o  1,511. 

Once the PSI is  complete, the bai l i f f  checks the PSI l ists  and court 

docket daily fo r  cases se t  for sentencing and takes the reports due that  

day t o  court. 

DUI Programs/Treatment 

Persons charged w i t h  DUI, and who have not been convicted w i t h i n  the 

past five years of a DUI violation i n  Kansas o r  any other s ta te ,  are 

eligible for diversion. Under the court 's diversion program, the City 

will postpone for one year any criminal proceedings relating t o  DUI. In 

return, the defendant agrees t o  pay a fee of $365 t o  cover both the fine 

of $200 and other costs. The $200 fine may be reduced l a t e r  i f  the 
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defendant performs approved community service a t  the r a t e  o f  $5.00 for  

each hour worked. The defendant also must at tend an alcohol and drug 

safety act ion program o r  alcohol and drug treatment program; agree t o  

waive r i g h t s  t o  a speedy t r i a l  and j u r y  t r i a l  o r  charges; agree t o  abide 

by whatever condit ions the City Attorney fee l s  appropriate, inc lud ing 

res t i t u tu ion ,  attending counseling sessions, maintaining employment, and 

not  v i o l a t i n g  the law. The defendant who completes the diversion program 

without v i o l a t i o n  o f  the condit ions w i l l  have the D U I  charge dismissed. 

F a i l u r e  t o  abide by the condit ions f o r  diversion w i l l  r e s u l t  i n  the 

resumption o f  cr iminal  proceedings. 

A t  the time o f  arraignment, defendants are informed o f  the diversion 

program and provided an information sheet t h a t  t e l l s  them who i s  e l i g i b l e  

and how t o  apply. During June 1984, the probation department performed 

72 D U I  evaluations and had performed 388 D U I  evaluations as o f  June 30, 

an increase o f  86 over the same time l a s t  year. 

conducted 69 diversion evaluations i n  June f o r  a t o t a l  o f  526 diversion 

evaluations conducted during the f i r s t  s i x  months o f  the year. 

The o f f i c e  also 

The cour t  i s  t o  be commended f o r  i t s  enlightened a t t i t u d e  toward D U I  

v io lators.  Diversion does no t  mean t h a t  D U I  v i o l a t o r s  escape jus t i ce ,  

bu t  t h a t  persons who need treatment, counseling, o r  education have an 

opportunity t o  obtain the help they need and t o  r e h a b i l i t a t e  themselves. 

Another program t h a t  has been used w i t h  great effect iveness by the 

cou r t  i s  i t s  weekend in tervent ion program f o r  f i r s t - t i m e  D U I  offenders. 

The program i s  designed t o  educate social drinkers i n  the use o f  alcohol 

and other drugs, the law, the seriousness o f  t h e i r  offense, and t o  change 

a t t iWdes  about alcohol and drug use. Par t ic ipants  are t o  repo r t  on 

Saturday mornings and classes l a s t  a l l  day Saturday and Sunday. Instead 
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of being locked up i n  j a i l  , violators are presented w i t h  an intensive 

educational experience aimed a t  a1 t e r i  ng thei r behavior. 

Both programs appear t o  be h igh ly  successful and the court should  

attempt t o  document their  effectiveness through devel opment of recidivism 

rates. 

Supervision 

The department a1 so supervises defendants placed on probation. The 

judge sets  the conditions of probation and the bail i f f  returns t o  the 

probation office w i t h  the d i spos i t i on  sheet. The probation office 

secretary types o u t  the conditions and the disposition sheet i s  returned 

t o  the clerk 's  office. 

has been on probation before. 

The secretary t h e n  checks t o  see i f  the defendant 

If no t ,  she prepares a case jacket, p u l l s  

the police report and arrest  record, and the defendant is scheduled fo r  

probation interview. A reporting card i s  prepared on each probationer t o  

keep track of his/her attendance. If  the probationer has no pr ior  

record, the secretary types a 3x5 index card which is f i led i n  the 

probation index. T h i s  f i l e  i s  used t o  keep track of a l l  p r io r  contacts 

and currently contains over 10,000 entries. 

Each time the probationer comes for an interview, the contact is  

recorded on the reporting card. 

Bond Recomnendations 

The department also makes bond recommendations, i n  cases where 

defendants are i n  j a i l  , t o  the judge. Each morning, the office 

interviews 10-25 prisoners f o r  whom the judge needs a recommendation on 

whether t o  grant release on the defendant's own recognizance or on the 

amount of bond that  should be set. 
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- Space U t i l i z a t i o n  

A problem ex i s t s  i n  the probation o f f i c e  i n  t h a t  there i s  a lack o f  

o f f i c e  space. There are presently ten probation o f f i c e r s  and only e igh t  

of f ices.  O f f i ce rs  conduct approximately twelve interviews each week as 

well as prepare probation reports, which require privacy. It i s  not 

convenient f o r  o f f i c e r s  t o  share an of f ice.  Addit ional space does e x i s t  

i n  the form o f  a storage room t h a t  contains unissued t r a f f i c  t i c k e t s  and 

probirt i  on suppl i es. 

Recommendation: The probation supplies should be moved t o  another 
storage area. The t i c k e t s  and other items belonging t o  the c l e r k ' s  
o f f ice should be removed and stored i n  the c l e r k ' s  o f f ice.  This 
space i n  the probation o f f i c e  should be converted i n t o  addi t ional  
off ice space. 
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8. Automation 

The Court's automated management and information system will be 

examined i n  the next phase of this study. 

t o  focus on automation a t  this time, some issues came t o  l i g h t  dur ing  our 

visit, and some brief observations and comments are included where we 

feel they will be h e l p f u l .  T h i s  i n  no way lessens the need for a 

complete needs assessments and requirements analysis of the court 's  

automation system before revising the present automated information 

system, 

While no e f fo r t  has been made 

During our work, i t  became evident tha t  considerable improvement can 

be made i n  the Court's use of automation. Presently the Court runs two 

separate systems--a manual operating system and an automated management 

information system w i t h  limited points of contact between the two. An 

example of this is i n  accounting where the balancing of the cash 

registers is basically a manual operation. The same transaction data 

must ,  however, also be rekeyed into the computer i n  order t o  update the 

record. Another example i s  i n  the preparation of t r i a l  calendars 

(dockets). A1 though future court dates are entered into the computer, 

the court docket and court l ists  are a l l  prepared manually. 

nearly a1 1 documents, dockets, indexes , 1 i sts , and reports are manual ly  

prepared. Nearly a l l  of the court 's  daily operations continue t o  be 

performed manually. 

In fact ,  

The  court should proceed w i t h  ful l  automation of the operating 

systems i n  the clerk 's  and other offices w i t h  particular attention t o  

on-line data entry and updating of the automated data base by operational 

personnel a t  the t r a f f i c  and court counters, as well by as docket clerks 

i n  t h e  courtrooms. Additionally, i n  order t o  take fu l l  advantage of 
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automation technology, the cour t  should i n s i s t  t h a t  as many o f  the manual 

operating systems as possible be automated w i th  the eventual e l iminat ion 

of such manual operations as indexing, accounting, scheduling, and t r i a l  

calendar preparation. Under such a system, the production o f  automated 

management reports would be a by-product o f  the cou r t ' s  case processing 

a c t i v i t i e s .  
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9. Stat is t ical  and Management Information 

The importance of s t a t i s t i c s  as a management tool is  often 

underestimated, b u t  the col1 ection of appropriate s t a t i s t i c s  can be an 

i nval uabl e aid i n  perf ormi ng many management functions from resource 

allocation t o  public relations. One of the main purposes t o  which 

s ta t i s t ica l  data can be p u t  i s  the preparation and just i f icat ion of the 

court 's  budget. The availabil i ty of workload and caseload s t a t i s t i c s  

would greatly aid the court and the clerk i n  this annual exercise. 

are also many other uses tha t  can be made of court s t a t i s t i c s  by courts 

that  need t o  be considered when evaluating the need for s ta t i s t ics .  

These i ncl ude (1 ) resource a1 1 ocation , ( 2 )  case1 oad forecasti ng , ( 3 1 

There 

caseflow management, (4 )  performance measurement, and (5) pub1 i c  

i nformati on. Presently the court compi 1 es the reports shown i n  

Table 3. 

While these reports provide much of the s ta t i s t ica l  data required 

fo r  management decisions, there appear t o  be some gaps i n  the data, and 

i t  was d i f f icu l t  t o  gain a complete picture of the flow of cases through 

the court using the available data. 

Recomnendation: The  Court  shoul d collect  and report the fol 1 owing 
tor a l l  casetypes: 

1. Caseload inventory, 
2. Manner o f  disposition, 
3. Age of pending and disposed cases, and 
4. Case status reports. 

1Mary Louise Clifford and Lynn Jensen, Court  Case Management 
Information Svstems Manual. Williamsbura. VA: National Center for  State  

,-p. 52; and National CenteF-for State Courts, Mana ement Courts, 1984 
Review of the West Virginia Court  System, Williamsburg, VA: 
Regional Office, January 1984. 

+-E- out eastern 
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3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

Table 3 

Automated Management Reports 

Report 

D U I  Arrest  

D U I  Disposi t ion 

Court A c t i v i t y  

T r a f f i c  Bureau Report 

Disposit ions i n  Pol ice Court 

Monthly T r a f f i c  Court Report 

Monthly Criminal Court Report 

Supplemental Report f o r  Time 
Pending - DUI  

Parking S t a t i s t i c s  

Parking Paid 

Discharged Parking 

Parking Warrant 

Motorcycle Grant Report 

Moving Warrant 

Monthly Moving Paid Discharge 
Report 

Descript ion 

Total number o f  D U I  ar rests  by 
month 

Total number o f  D U I  d isposi t ions 
by type o f  d ispos i t ion 

Monthly t o t a l  o f  cases on the 
docket, i n i t i a t e d  and pending 

Number o f  parking and moving 
t i c k e t s  issued by month and 
amount o f  f ine paid 

Type o f  d ispos i t ion o f  cr iminal  
and t r a f f i c  cases by month 

Type of t r a f f i c  d ispos i t ion by 
v i  01 a t i  on 

Type o f  cr iminal  d ispos i t ion by 
v i  01 a t i  on 

Number of D U I  cases by length o f  
time pending 

Number o f  parking t i c k e t s  by 
v i  01 a t i  on 

Number o f  t i c k e t s  and amount 
pa id by v i o l a t i o n  

Number of parking t i c k e t s  
discharged 

Number o f  parking t i c k e t s  on 
warrant by v i  01 a t i  on 

Number o f  c i t a t i o n s  issued and 
amount pa id 

Number o f  moving t i c k e t s  on 
warrant by v i  01 a t i o n  

Number o f  moving t i c k e t s  
discharged by reason 
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With the exception o f  age o f  cases and status reports, much o f  t h i s  

information i s  already reported on a monthly basis. The fol lowing, 

however, presents a comprehensive inventory o f  management reports along 

w i th  a recommended format based upon the work o f  the National Center's 

Court S t a t i s t i c s  and Information Management Project. 

Caseload Inventory. Much o f  the data required f o r  caseload 

inventory repor ts  are already col lected, bu t  the p ro jec t  team proposes 

d i f f e r e n t  repor t  format, as follows. 1 

Case type 
Begi nni  ng Ending 
Pending F i  1 ed Disposed Pending 

a 

Reckl ess d r i  v i  ng 

D U I  

Fleeing from po l i ce  

Other moving v io la t ions  

Parking Vio la t ions 

Crimes against persons 

Crimes against property 

Other 

Total  

Data f o r  t h i s  repo r t  i s  already co l lec ted  and should not  requi re  

addi t ional  work. 

c ompu t e  r . 
Monthly cases i n i t i a t e d  can be obtained from the 

Based upon recommendations found i n  Court Case Management I nformati on 
S stems Manual -;. Col lect ion o f  case f i l i n g  s t a t i s t i c s  began September 
30, 1984, and i s  t o  be reported quarterly. 

Casetypes conform t o  tha t  being reported t o  the Kansas 
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Manner of Disposition. Data on the type of d i spos i t i on  i s  already 

collected and reported, b u t  current reports only show court cases; they 

do n o t  present a complete picture of disposi t ions.  Court cases require 

greater resources than those set t led by a gu i l ty  plea and paying the fine 

a t  tlhe t r a f f i c  counter. 

cases are disposed of a t  court and the manner o f  disposi t ion.  

following format is recommended. 

I t  i s  important, therefore, t o  know how many 

The 
1 

Manner of Disposit ion 

Court 

Bond G u i l  t y  D i  s- Total 
C a se ty  pe Forfeiture Plea Tri a1 missal s Diversion Total A1 1 Cases 
- 
DUI 

Crimii nal 

Contested moving v i  01 a t i  ons 

Other. moving violations 

Contested parking v i  01 ations 

Other parking violations 

Other 

Total 

Age o f  Cases. One of the only ways the Cour t  has t o  monitor i t s  

backlog and control delay is  t o  collect  s t a t i s t i c s  on the age of pending 

and disposed cases. T h i s  data is much more d i f f icu l t  t o  collect  and 

report than caseload data, b u t  should be greatly eased by an automated 

system. Data are already reported on DUI cases; however, time data 

should be collected on a l l  casetypes. 

lManrier of disposition categories conform t o  those being used i n  the 
reporting o f  dispos i t ion  data t o  the Kansas Judicial Center. 

c 
I- 
P 

a 
I- 
F 
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Age o f  Pending Cases 

Case types Pending 30 days 60 days 90 days 180 days days 
Total  31 - 61 - 91 - 181 

Reckless d r i v i n g  

DU I 

F1 eeing from pol i c e  

Other moving v i  ol at ions  

Parking V io l  a t ions  

Crimes against  persons 

Crimes against property 

Other 

Tota l  

Age o f  Disposed Cases 

Case types Disposed 30 days 60 days 90 days 180 days days 
To ta l .  31 - 61 - 91 - 181 

Reckl ess d r i  v i  ng 

DU I 

Flee ing  from po l i ce  

Other moving v io la t i ons  

Parking V io l  a t ions 

Crimes against  persons 

Crimes against  property 

Other 

Tota l  
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Status o f  Pending Cases 

Cas e type Awaiting 
Total Awaiting F i r s t  T r i a l  Awaiting Awaiting Awaiting 
Pending F i r s t  App. Set t ing T r i  a1 Sentence Ternii nat. 

Reckless d r i v i n g  

DU I 

Fleeing from po l i ce  

Other moving v i o l  a t ions 

Parklng Vio la t ions 

Crimes against persons 

Crimes against property 

Other 

Total 

Status of Pending Cases. Status reports give a quick view o f  how 

wel l  the Court i s  processing cases and assess where bottlenecks may be 

occuring. 

wi th  p r i o r  months, i t  i s  possible t o  t e l l  i f  cases are moving smoothly o r  

being s t a l l e d  a t  some spot. 

By comparing the number o f  cases pending a t  d i f f e r e n t  stages 
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i .  

TRAFFIC PROCEDURE 

A .  INT2ODUCTION 

' The t r a f f i c  case p r o c e s s i n g  p r o c e d u r e ,  a s  d e s c r i b e d  i n  t h i s  

model sys t em,  i n c l u d e s  o n l y  t h o s e  a c t i o n s . w h i c h  a r e  c o n s i d e r e d  

n o n - c r i m i n a l  o f f e n s e s .  T h e r e  a r e  a number o f  s i g n i f i c a n t  

changes  from t h e  t r a d i t i o n a l  r e c o r d k e e p i n g  p r a c t i c e s  which a r e  

e n v i s i o n e d  i n  t h e  model system. T h e  key elements a r e  o u t l i n e d  

i n  t h e  f o l l o w i n g :  

1. A-streamlined.recordkeeping.procedure.for r o u t i n e  

t r a f f i c  . cases. 

E x p e r i e n c e  h a s  shown t h a t  t h e  m a j o r i t y  o f '  t r a f f i c  

o f f e n s e s  a r e  s a t i s f i ed  by t h e  d e f e n d a n t  s t i p u l a t i n g  t o  

a p l e a  of g u i l t y  and pay ing  t n e  f o r f e i t u r e .  A c c u r a t e  

and r e t r e i v a b l e  r e c o r d s  m u s t  be k e p t  o f  such  cases, b u t  

t h e  c r e a t i o n  of f o r m a l  case d o c k e t s ,  i n d i c e s  and other 

case r e c o r d s  f o r  t h e s e  r o u t i n e  o c c u r r e n c e s  i s  n o t  

n e c e s s a r y  i n  t h e  model system. Only when a case i s  

c o n t e s t e d  by a p l e a  o f  n o t  g u i l t y  w i l l  t h e  f o r m a l  

p r o c e d u r e s  of a s s i g n i n g  a c a s e  number, c r e a t i n g  a c o u r t  

r e c o r d  card and a c a l e n d a r  c a r d  be required.  I n  t h e  

r o u t i n e  cases which a r e  s a t i s f i e d  by a s t i p u l a t i o n  o f  a 

p l e a  o f  g u i l t y  o r  payment of t h e  f i n e  p r i o r  t o  t h e  

r e t u r n  d a t e  o r  by a plea of g u i l t y  on t h e  r e t u r n  d a t e ,  

t h e  e n t i r e  r e c o r d  of t h e  matter w i l l  b e  k e p t  o n  t h e  

back  of t h e  o r i g i n a l  ( w h i t e )  copy o f  t h e  c i t a t i o n .  

- . - _ _  . - . .  .. ._ - .  



I '  

2. A new m u l t i - p a r t  c o u r t  r e c o r d  c a r d  is  used  f o r  

c o n t e s t e d  c a s e s .  

The  new t r a f f i c  c o u r t  r e c o r d  c a r d  measures  approx-  

i m a t e l y  4 1/2" x 8 1/2" and will r e p l a c e  t h e  

t r a d i t i o n a l  d o c k e t  book o r  l e g a l  s i z e  c o u r t  r e c o r d .  

I n  c o n t e s t e d  cases, t h e  c l e r k  w i l l  o n l y  have t o  t y p e  

b a s i c  c a s e  i n f o r m a t i o n  once  t o  c r e a t e  t h e  c o u r t  

r e c o r d ,  WCIS f i l i n g  and d i s p o s i t i o n  r e p o r t s  and a 

c a l e n d a r  card. 

3.  D e s c r i p t i v e . f i l e s . a r e . u s e d . f o r - q u i c k r e t r i e v a l . o f  a11 - 
t r a f f i c - c a s e s - f i l e d .  

The P e n d i n g - A l p h a  F i l e  i n c l u d e s  t h e  y e l l o w  c i t a t i o n  

( p r o v i d e d  by a r r e s t i n g  a g e n c i e s  t o  r e p o r t  t o  t h e  

Department  of T r z n s p o r t a t i o n )  f o r  u n c o n t e s t e d  c a s e s  

and c o n t e s t e d  case f i l e s .  l!hus, t h e  pend ing  a l p h a  

f i l e  w i l l  i n c l u d e  a l l  cases pending  be fo re  t h e  c o u r t  

. f i l e d  i n  a l p h a b e t i c  order by d e f e n d a n t  name. 

T h e  Appezrance Date F i l e  i n c l u d e s  t h e  o r i g i n a l  

c i t a t i o n  f o r  cases a w a i t i n g  i n i t i a l  a p p e a r a n c e  and 

c a l e n d a r d  cards f o r  c o n t e s t e d  cases s c h e d u l e d  f o r  a 

h e a r i n g  a f t e r  t h e  i n i t i a l  a p p e a r a n c e .  The  c i t a t i o n s  

and c a l e n d a r  cards a r e  f i l e d  by t h e  n e x t  a p p e a r a n c e  

d a t e .  

is moni tored  on a d a i l y  bas i s  t o  i n s u r e  t h a t  

a p p e a r a n c e s  t ake  p l a c e  a s  scheduled. 

An Annual Warrant  Suspension F i l e  w i l l  be a a i n t a i n e d  

f o r  t h o s e  cases i n  which a w a r r a n t  or  s u s p e n s i o n  h a s  

T h i s  f i l e  is used f o r  c a l e n d a r  p r e p a r a t i o n  arid 

-2- 

/ 

- - - . . , . , 



1 
I 
1 

I 
I 
I 
1 
1 

a 

been i s s u e d .  When a w a r r a n t  o r  l i c e n s e  s u s p e n s i o n  is 

i s s u e d ,  t h e  case f i l e  is p l a c e d  i n  a l p h a b e t i c a l  o r d e r  

i n  t h e  a n n u a l  w a r r a n t  s u s p e n s i o n  f i l e  w i t h i n  t h e  y e a r  

o f  i s s u a n c e .  T h e  model sys t em s u g g e s t s  w a r r a n t s  o r  

s u s p e n s i o n s  a c t i v e  ove r  two y e a r s  b e  rev iewed by t h e  

p r o s e c u t i n g  agency for p o s s i b l e  d i s m i s s a l .  

T h e  Di sposed .Alpha  F i l e  i s  an  a l p h a b e t i c  i ndex  by 

d e f e n d a n t  name of a l l  cases d i s p o s e d  w i t h i n  a g i v e n  

y e a r .  T h e  d i s p o s e d  a l p h a  f i l e  w i l l  c o n t a i n  c a l e n d a r  

cards f o r  c o n t e s t e d  cases and t h e  w h i t e  copy of t h e  

c i t z t i o n  i n  u n c o n t e s t e d  cases. 

A pr imary  o b j e c t i v e  of t h e  model sys t em is t o  p r o c e s s  

u n c o n t e s t e d  t r a f f i c  cases w i t h o u t  c r e a t i n g  n e w  

paperwork. To do t h i s ,  it is  necessary t h a t  b o t h  t h e  

o r i g i n a l  ( w h i t e )  and y e l l o w  c o p i e s  of t h e  c i t a t i o n  be 

f i l e d  w i t h  t h e  c o u r t  w i t h i n  48  h o u r s  o f  i s s u a n c e .  

4 .  A new f i l i n g  statistics-worksheet.wi.11 log  t h e  number 

o f . c a s e s  r e c e i v e d  f o r  eacn a q e n c y . d a i l y .  

When each  agency  f i l e s  t r a f f i c  c i t a t i o n s  w i t h  t h e  

c o u r t ,  t h e  number of  f i l i n g s  w i l l  be  a n n o t a t e d  on. t h i s  

l o g  o r  worksheet .  Management i n f o r m a t i o n  which can be 

g a i n e d  from a n a l y s e s  of t h i s  i n f o r m a t i o n  c a n  be  v e r y  

h e l p f u l  i n  p r o j e c t i n g  peaks and v a l l e y s  i n  t h e  

workload. S i n c e  t r a f f i c  m a t t e r s  a c c o u n t  f o r  a l a rge  

p e r c e n t a g e  of t h e  workload i n  t h e  c l e r k ' s  o f f i c e ,  

improved management i n f o r m a t i o n  may be v e r y  useful. 

- 3 -  
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5. T r a f f i c  cases w i l l  be p r o c e s s e d  for d i s p o s i t i o n  upon - 
r e c e i p t  0 f . a  f i n e . p a y m e n t .  

The  model sys t em w i l l  reduce t h e  c l e rk ' s  workload 

s u b s t a n t i a l l y  by e s t a b l i s h i n g  p r o c e d u r e s  w h i c h  

s i m p l i f y  t r a f f i c  accoun t ing . ,  Monies r e c e i v e d  i n  

c o n n e c t i o n  w i t h  a t r a f f i c  or f o r f e i t u r e  c i t a t i o n ,  i n  

non-mandatory a p p e a r a n c e  cases, p r i o r  t o  t h e  r e t u r n  

da t e  or i n  u n c o n t e s t e d  cases on or a f t e r  t h e  r e t u r n  

da te  w i l l  be  r e c e i p t e d  a s  t h e  f i n e  payment. I n  tholse 

cases when t h e  d e f e n d a n t  s u b s e q u e n t l y  a p p e a r s  and 

e n t e r s  a n o t  g u i l t y  p l e a  t h e  a c c o u n t i n g  sys t em 

p r o v i d e s  a method f o r  t r a n s f e r r i n g  those f u n d s  t o  a 

b a i l  a c c o u n t ,  i f  n e c e s s a r y ,  w i t h  a s i i np le  bookkeeping  

t r a n s a c t i o n  

6. Cases-are-always-scheduled.for next-action.or review 

d a t e ,  

One of t h e  basic p r i n c i p l e s  of t h e  model s y s t e m  is  

t h a t  no case is a l l o w e d  t o  be  w i t h o u t  a n e x t  

a p p e a r a n c e  or r ev iew d a t e ,  T h i s  p r i n c i p l e  assures  

c o n s t a n t  c o u r t  c o n t r o l  of a l l  cases and g i v e s  a 

m o n i t o r i n g  e l e m e n t  basic t o  good r e c o r d s  management. 

I n  t h e  model sys t em t h e  o r i g i n a l  copy of  t h e  c i t a t i o n  

for u n c o n t e s t e d  cases and c a l e n d a r  cards LCor contes t :ed  

- 
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cases will be filed in the appearance date file by the 

next action date. The monitoring of this tickler file 

will prevent cases from becoming "lost" in the system. 

7. A.clear-plastic-sleeve.will.be-used.as the case file. 

Legal size case folders and/or jacket will be replaced 

by clear plastic sleeves, which will eliminate any 

file folder preparation and minimize necessary storage 

space. Plastic sleeves are recommended f o r  use in the 

clerk's office f o r  those cases in which a number of 

documents have been filed in addition to the citation 

(e.g. I in contested cases) . 

8 .  In addition to these major "key elements" of the nodel 

system, there are several other important features of 

the model system addressed in the General Standards. 

The General Standards are referenced throughout the 

traffic case processing procedure. A comprehensive 

understanding of the General Standards is essential 

for successful implementation and benefit from the 

model system. 

-. _. . . , .  .. . ._ . . 
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B .  PROCEDURE 

1. CASE I N I T I A T I O N  

T h e  a c t i o n  i s  commenced by an  i n i t i a t i n g  document 

(Wiscons in  Uniform T r a f f , i c  C i t a t i o n  and Compla in t )  

[ S  345.11(2) (m) and S 345.25(1) (211 .  The date of t h e  

f i r s t  a p p e a r a n c e  is d e t e r m i n e d  by t h e  a r r e s t i n g  

agency ,  u s i n g  time p e r i o d s  a l l o c a t e d  by t h e  c o u r t .  A t  

t i m e s ,  when t h e  d e f e n d a n t  i s  i n  c u s t o d y ,  t h e  

c o r n p l a i n t / c i t a t i o n  w i l l  n o t  be f i l e d  p r i o r  t o  t h e  

f i r s t  appea rance .  If so, t h e  case w i l l  be  opened a t  

t h a t  t i m e ,  [S 345.23(3)] 

1.1 Receive  c i t a t i o n / c o m p l a i n t .  You s h o u l d  r e c e i v l i  
t w o  c o p i e s  o f  t h e  c i t a t i o n / c o m p l a i n t  w i t h i n  4 8  
h o u r s  of i s s u a n c e :  One w h i t e  copy  which ac t s  i3S 
t h e  o f f i c i a l  c o u r t  c o m p l a i n t  and one  y e l l o w  copy 
which w i l l  be used f o r  r e p o r t i n g  t h e  case d i s p o s i -  
t i o n  t o  t h e  Department  of T r a n s p o r t a t i o n ,  
[ S  110*07(1) ( b l l  

1 . 2  C a r r y  o u t  q u a l i t y  r ev iew p r o c e d u r e s  a s  follows: 

( a )  C h e c k  f o r  t h e  f o l l o w i n g  i n f o r m a t i o n  e l e m e a t s  
n e c e s s a r y  t o  c o m p l e t e  t h e  case i n i t i a t i o n :  
1) d e f e n d a n t ' s  name: 2 )  a d d r e s s :  3 )  b i r t h -  
da t e ,  check  f o r  d e t e r m i n a t i o n  of j u v e n i l e  
s t a t u s :  t r a f f i c  o f f e n d e r s  u n d e r  a g e  1 6 :  
4 )  t h e  o f f e n s e  a l l e g e d ,  i n c l u d i n g  t h e  sec- 
t i o n  number and d e s c r i p t i o n  of t h e  o f f ense ;  
5 )  t h e  d a t e ,  t i m e  and l o c a t i o n  of  t h e  
initial appearance. 

(b) I f  t h e  da t e  of b i r t h  i n d i c a t e s  a p e r s o n  is 
under  1 6  y e a r s  of  a g e ,  t r a n s f e r  t h e  c i t a t i o n  
t o  t h e  j u v e n i l e  c o u r t  c le rk .  

G 
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(c)  I f  a r e p r e s e n t a t i v e  of t h e  agency  is 
p r e s e n t ,  b r i n g  t h e  problem t o  h i s  o r  h e r  
a t t e n t i o n .  If t h e  problem is  n o t i c e d  when 
t h e  f i l i n g  agency  or p a r t y  is n o t  p r e s e n t ,  
f o l l o w  th rough  w i t h  a c t i o n  t o  o b t a i n  t h e  
n e c e s s a r y  i n f o r m a t i o n  i n  a c c o r d a n c e  w i t h  
l o c a l  p r o c e d u r e .  Always a c c e p t  t h e  c i t a t i o n  
f o r  f i l i n g  w h e t h e r  or n o t  t h e  problem is  
c o r r e c t e d .  

1.3 Rece ive  and a t t a c h  documents t o  t h e  w h i t e  copy or' 
t h e  c i t a t i o n .  Along w i t h  t h e  two c o p i e s  o f  t h e  
c i t a t i o n ,  you may r e c e i v e :  

e A d e p o s i t  o f  money w i t h  a r r e s t i n g  a g e n c y ' s  
r e c e i p t ,  i f  cash.  [ §  345.23 (2) (a1.J 

( I n  mandatory a p p e a r a n c e  cases, it is a 
d e p o s i t ;  non-mandatory a p p e a r a n c e  cases, it 
is t h e  f o r f e i t u r e  payment.)  

e A deposit of  a v a l i d  Wiscons in  d r i v e r s  
l i c e n s e .  [ §  345.23 ( 2 )  ( c ) ]  

e A signed s t i p u l a t i o n  ( p i n k  copy of t h e  
c i t a t i o n )  accompanied by the f i n e  payment. 
[ S  345.23 (211 

0 An a r r e s t  bond c e r t i f i c a t e ,  (55 345.23 
( 2 )  (d l  t 345.61 (c)  1. 

e A V i s a  or Master Card c h a r g e  slip which 
c o n s t i t u t e s  t h e  f i n e  payment i n  a c c o r d a n c e  
w i t h  l o c a l  p r o c e d u r e s .  

1.4 Write one r e c e i p t  f o r  a l l  f i n e  payments or 
d e p o s i t s  r e c e i v e d  from a n  i s s u i n g  agency.  
[ S  345.26 (5) I (See Account ing P r o c e d u r e  l a t e r  
i n  t h i s  m a n u a l . )  

1.5 F i l e  stamp t h e  o r i g i n a l  c i t a t i o n  and any 
s u b s e q u e n t  documents: do n o t  f i l e  stamp t h e  
y e l l o w  copy of  t h e  c i t a t i o n ,  a d r i v e r s  l i cense  o r  
a r r e s t  bond c e r t i f i c a t e .  

1.6 C h e c k  f o r  o u t s t a n d i n g  w a r r a n t s .  I f  a w a r r a n t  i s  
found ,  i n d i c a t e  ( b y  s t a p l i n g  a n o t e  t o  t h e  
c i t a t i o n )  t h a t  a w a r r a n t  is  o u t s t a n d i n g .  

- 7 -  
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1 . 7  F i l e  t h e  y e l l o w  copy  of  t h e  c i t a t i o n  a l p h a b e t -  
i c a l l y  by t h e  f i r s t  l e t t e r  o f  t h e  d e f e n d a n t ' s  
l a s t  name i n  t h e  pending  a l p h a  f i l e .  

1 . 8  P l a c e  t h e  w h i t e  copy  of t h e  c i t a t i o n  and 
a t t a c h m e n t s  i n  t h e  a p p e a r a n c e  d a t e  f i l e  by d a t e  
and t i m e  of a p p e a r a n c e .  

1 . 9  P lace  a t a l l y  m a r k  on t h e  f i l i n g  s t a t i s t i c  
workshee t  under  t h e  a p p r o p r i a t e  f i l i n g  agency.,  
(See Form TR 3 0 3  i n  t h e  Forms M a n u a l  for 
s u g g e s t e d  fo rma t .  ) 

2 .  RZCEIPT OF FORFEITURES 

When a payment of a f o r f e i t u r e  is r e c e i v e d  by t h e  

c lerk of c o u r t s '  o f f i c e  p r i o r  t o  r e t u r n  d a t e ,  t h e  

c i t a t i o n  s h o u i d  be s e p a r a t e d  i n  t h e  a p p e a r a n c e  d a t e  

f i l e  from t h o s e  c i t a t i o n s  i n  which t h e  d e f e n d a n t  

a c t u a l l y  is e x p e c t e d  t o  a p p e a r .  T h i s  w i l l  e x p e d i t e  

c a l e n d a r  p r e p a r a t i o n  and  case d i s p o s i t i o n  p r o c e s s i n g .  

[ s  3 4 5 . 2 7 1  

2.1 Rece ive  f o r f e i t u r e  and issue r ece ip t -  

2 . 2  F i l e  stamp p i n k  c i t a t i o n  copy,  i f  r e c e i v e d .  

2 . 3  P u l l  t h e  w h i t e  and  y e l l o w  c o p i e s  o f  t h e  c i t a t i o n  
from t h e  r e s p e c t i v e  pend ing  a l p h a  f i l e  and  . 

a p p e a r a n c e  da te  f i l e .  

2.4 Review c i t a t i o n  for mandatory a p p e a r a n c e .  I f  
a p p e a r a n c e  is r e q u i r e d , ,  r e f i l e  t h e  c i t a t i o n  i n  t h e  
a p p e a r a n c e  date f i l e  a l p h a b e t i c a l l y  by d a t e  and 
t i m e  of a p p e a r a n c e .  P lace  t h e  y e l l o w  copy  back i3 
t h e  pend ing  a l p h a  f i l e .  

2 . 5  If no a p p e a r a n c e  is n z c e s s a r y ,  i m m e d i a t e l y  process 
t h e  c i t a t i o n  for d i s t r i b u t i o n  t o  t h e  d i s p o s e d  f i l e  
and t o  DOT on t h e  r e t u r n  da t e .  ( C u i r e n t  computer  
programing r e s t r a i n t s  do n o t  a l low DOT tc, p r o c e s s  
cases u n t i l  on o r  a f t e r  t h e  r e t u r n  d a t e  e n t e r e d  on  
t h e  c i t a t i o n  by t h e  o f f i c e r . )  See S e c t i o n  1 2  
(Case D i s p o s i t i o n  P r o c e d u r e ) .  

L rn 
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When payment i s  made and p r o c e s s e d  b e f o r e  t h e  
r e t u r n  d a t e ,  t h e  c o u r t  and DOT c o p i e s  s h o u l d  be 
a n n o t a t e d  t o  r e f l e c t  b o t h  t h e  a c t u a l  d a t e  p a i d  a s  
w e l l  a s  t h e  r e t u r n  d a t e  ( e . g . ,  paid-6/18/82 A/O 
6/28/82) .  By marking t h e  c i t a t i o n  i n  t h i s  m a n n e r ,  
r e c o r d s  w i l l  be  accurate and DOT computer  i n p u t  
o p e r a t o r s  w i l l  e n t e r  t h e  p r o p e r  d a t e .  

2.6 F i l e  t h e  p r o c e s s e d  c o p i e s  i n  t h e  a p p e a r a n c e  d a t e  
f i l e  w i t h  o t h e r  p a i d  f o r f e i t u r e s  s c h e d u l e d  f o r  t h e  
same r e t u r n  d a t e ,  

3. NOT GUILTY.PLEA BY.MAIL 

The model sys t em recommends t h a t  l e t t e r s  e n t e r i n g  a p l e a  

of n o t  g u i l t y  r e c e i v e d  by t h e  c le rk  of c o u r t s '  o f f i c e  

p r i o r  t o  i n i t i a l  a p p e a r a n c e  ( r e t u r n  d a t e )  be hand led  

a d m i n i s t r a t i v e l y  upon r e c e i p t .  [S 345.34 ( 3 )  j 

3 .1  F i l e  stamp l e t t e r  e n t e r i n g  p l e a .  

3.2 R e t r i e v e  t h e  w h i t e  copy of t h e  c i t a t i o n  from t h e  
a p p e a r a n c e  da t ' e  f i l e .  

3.3 A s s i g n  t h e  n e x t  c o n s e c u t i v e  t r a f f i c  case number 
u s i n g  s t a n d a r d  WClS case numbering f o r m a t ,  

3.4 Ass ign  t h e  n e x t  a c t i o n  d a t e  f o r  p r e - t r i a l  or  trial 
i n  a c c o r d a n c e  w i t h  l o c a l  p r o c e d u r e .  

3.5 Crea te  a f o u r - p a r t  t r a f f i c  c o u r t  r e c o r d  c a r d .  
E n t e r  t h e  b a s i c  case i n f o r m a t i o n  on t h e  t o p  
p o r t i o n  of t h e  r e c o r d  c a r d  form and e n t e r  t h e  
f i l i n g  of the c o m p l a i n t ,  o t h e r  documents and t h e  
n e x t  a c t i o n  d a t e  on t h e  lower  p o r t i o n  of t h e  
form. ( S e e  Form No. TR 3 0 0  i n  Forms.Manua1 f o r  
d e t a i l e d  i n s t r u c t i o n s .  ) 

& C o u r t  Record 
WCIS D i s p o s i t i o n  Copy 
WCIS F i l i n g  Copy 
C a l e n d a r  Card, 

3.6 ? r e p a r e  a n d  d i s t r i b u t e  t h e  f o u r - p a c t  n o t i c e  
( d e f e n d a n t  by m a i l ) .  IS 3 4 5 . 3 4  (311  (See Form 
No. CR 2 0 2  i n  Forms.Manua1 f o r  d e t a i l e d  
i n s t r u c t i o n s .  ) 
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C o u r t  
P r o s ecu  t i ng Agency * 
Defendant  
D e f e n d a n t ' s  A t t o r n e y  

* P r o s e c u t i n g  agency  t o  in fo rm a r r e s t i n g  agency .  

3.7 Pull y e l l o w  c i t a t i o n  from t h e  pend ing  a lpha f i l e .  
Place a s s i g n e d  c a s e  number  i n  upper .  r i g h t - h a n d  c o r n e r  
and  re f i le .  

3 . 8  D e t a c h  t h e  c a l e n d a r  card,  enter  t h e  n e x t  a c t i o n  d a t e ,  
place i n  t h e  a p p e a r a n c e  da te  f i l e  under  t h e  n e x t  
a c t i o n  d a t e .  

3.9 Detach  and s e n d  t h e  f i l i n g  r e p o r t  t o  WCIS. P l a c e  t h e  
c o u r t  r e c o r d  w h i t e  c i t a t i o n  copy and o t h e r  documents  
i n  t h e  p l a s t i c  s l e e v e :  f i l e  by case number.  

4 .  R E C E I P T - A N D  E N T R Y . O F  SUBSEQUENT PAPERS 

Once a t r a f f i c  c i t a t i o n  h a s  been f i l e d ,  o t h e r  p a p e r s  

ca l led  s u b s e q u e n t  p a p e r s  a re  r e c e i v e d  p e r i o d i c a l l y  t o  

be e n t e r e d  and  f i l e d  w i t h  t h e  case f i l e .  These  p a p e r s  

may be f i l e d  i n  p e r s o n  by t h e  p a r t i e s ,  r e c e i v e d  

t h r o u g h  t h e  mail o r  r e c e i v e d  d i r e c t l y  i n  t h e  

cour t room.  S e p a r a t e  p r o c e s s e s  have been o u t l i n e d  f o r  

h i g h  volume o c c u r e n c e s .  (See S t e p  2 ,  R e c e i p t  Of 

S t i p u l a t e d  F o r f e i t u r e s  and S t e p  3 ,  R e c e i p t  o f  Not 

G u i l t y  P l e a s  by Mail. 1 

4.1 

4 .2  

4 .3  

Rece ive  and f i l e  stamp t h e  f i r s t  page  of t h e  
s u b s e q u e n t  pape r .  

E n t e r  t h e  d a t e  and  p a p e r  t i t l e  o n t o  t h e  c o u r t  
r e c o r d  card ( i f  c o n t e s t e d )  or w h i t e  copy of t h e  
c i t a t i o n  ( i f  u n c o n t e s t e d ) .  

F i l e  s u b s e q u e n t  p a p e r s  w i t h  t h e  c i t a t i o n  by 
s t a p l i n g  t h e  p a p e r s  t o  t h e  c i t a t i o n  o r  u s i n g  a 
p l a s t i c  sleeve f i l e .  

-10-  
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5 .  PREPARATION F O R  I N I T I A L  APPEARANCE ( R E T U R N  DATE) 

P r e p a r a t i o n  f o r  t h e  i n i t i a l  a p p e a r a n c e  ( r e t u r n  d a t e )  

c o n s i s t s  of p r e p a r i n g  a c a l e n d a r  and p u l l i n g  t h e  

u n s a t i s f i e d  c i t a t i o n s  from t h e  a p p e a r a n c e  d a t e  f i l e .  

6. 

5 . 1  P r e p a r e  t h e  c a l e n d a r  f o r  t h e  i n i t i a l  a p p e a r a n c e  
h e a r i n g s  by p u l l i n g  t h e  w h i t e  c i t a t i o n  c o p i e s  for 
all cases which have n o t  y e t  been s a t i s f i e d  by a 
p a i d  f o r f e i t u r e .  

5 . 2  Type a c o u r t  c a l e n d a r  r e f l e c t i n g  b a s i c  case 
i n f o r m a t i o n .  (See Form N o .  TR 3 0 1  i n  F o r m s  
M a n u a l  f o r  s u g g e s t e d  fo rma t .  1 

5 . 3  D i s t r i b u t e  c a l e n d a r s  as  p r e s c r i b e d  by l o c a l  
p r a c t i c e  

5 . 4  R e f i l e  t h e  c i t a t i o n  c o p i e s  i n  t h e  a p p e a r a n c e  da t e  
f i l e .  

1NITIAL.APPEARANCE-HEARING. (RETURN DATE) 

At t h e  i n i t i a l  a p p e a r a n c e  ( r e t u r n  d a t e )  t h e  d e f e n d a n t  may 

a p p e a r  b e f o r e  t h e  c o u r t  t o  e n t e r  a p l e a ,  r e q u e s t  a t r i a l ,  

o r  a s k  for an e x t e n s i o n  of " t i m e  t o  pay".  If t h e  

d e f e n d a n t  f a i l s  t o  a p p e a r  i n  p e r s o n  o r  by n a i l ,  t h e  c o u r t  

may f i n d  t h e  d e f e n d a n t  g u i l t y  i n  a b s t e n t i a .  I n  t h e  e v e n t  

t h e  d e f e n d a n t  e x e r c i s e s  h i s  r i g h t  t o  a p p e a r  on t h e  r e t u r n  

d a t e  and change  h i s  p l e a ,  i t  w i l l  be n e c e s s a r y  t o  p u l l  

o u t  t h e  c i t a t i o n  and take  a p p r o p r i a t e  a c t i o n .  

7 ,  A c t i o n s  t o  be Taken After  I R i t i a l  Appearance . )  An 

immediate h e a r i n g  may be g r a n t e d  a t  i n i t i a l  appea rance .  

(See S t e p  

[ S  3 4 5 . 3 5 ( 2 ) ]  If so, see S t e p  11 ( H e a r i n g / T r i a l ) .  

6 . 1  T a k e  minu tes  on t h e  cour t room clerk c a l e n d a r *  M a r k  
a p p e a r a n c e  s t a t u s  and b r i e f  n o t e s  a s  t o  d i s g o s i t i o n .  
(See Form No. TR 3 0 1  i n  F o r m s  Manual f o r  s u g g e s t e d  
format .  ) 

-11- 
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6 . 2  For c a s e s  c o n t i n u e d  o r  s c h e d u l e d  for a n o t h e r  c o u r t  

i a p p e a r a n c e ,  g i v e  t h e  p a r t i e s  v e r b a l  n o t i c e  or  hand- 
w r i t t e n  n o t i c e  of t h e  n e x t  appea rance .  (See l?orm No- 
CR 2 0 2  i n  Forms Manual f o r  d e t a i l e d  i n s t r u c t i o n s - )  

I 
I 

c o u r t  
P r o s e c u t i n g  Agency * 
D e f e n d a n t ' s  A t t o r n e y  
Defendant  

" P r o s e c u t i n g  agency  t o  in fo rm a r r e s t i n g  a.gency of 
n e x t  a c t i o n  date.  

7. ACTIONS TO BE TAKEN AFTER INITIAL-APPEARANCE (RETUIW DATE) I 
I D i f f e r e n t  s t e p s  w i l l  h ave  t o  b e  t a k e n  by t h e  c l e r k  

depending  on t h e  r e s u l t s  o f  t h e  i n i t i a l  appearance . ,  Using 
I- 

t h e  i n i t i a l  a p p e a r a n c e  calendar,  f o l l o w  t h e  a p p r o p r i a t e  1 
a i t e r n a t i v e  p r o c e d u r e  d e s c r i b d  below. 

7 . 1  I f  t h e  case is disposed t h r o u g h  a g u i l t y  p l e a , *  no  

i c o n t e s t  p l e a ,  d i s m i s s a l  o r  d e f a u l t  judgment ,  go t o  
S t e p  1 2  (Case Disposition). 

7 . 2  If t h e  case is c o n t i n u e d  t o  a new i n i t i a l  appa 
~ a r a n c e  r d a t e ,  b u t  is n o t  c o n t e s t e d ,  use t h e  f o l l o w i n g  

p rocedure :  

(a) P l a c e  c o n t i n u a n c e  i n f o r m a t i o n  on t h e  back s i d e  o f  
t h e  w h i t e  c i t a t i o n .  R e f i l e  i n  t h e  a p p e a r a n c e  
date  f i l e  under  t h e  new a c t i o n  date .  

I 
(b) Place new a p p e a r a n c e  d a t e  on the y e l l o w  copy o f  I 

I 
I 
I 

t h e  c i t a t i o n .  R e f i l e  i n  pend ing  a lpha  f i l e .  

NOTE: P lace  a n  a s t e r i s k  next  t o  t h e  
o r i g i n a l  c o u r t  d a t e  and p l a c e  t h e  n e w  c o u r k  
d a t e  on t h e  back  s i d e  n e x t  t o  j u d g e  n u m b e r .  
B e  c a re fu l  n o t  t o  m a r k  up t h e  f a c e  o f  t h i s  
copy because t h e  D e p a r t n e n t  o f  
T r a n s p o r t a t i o n  e n t e r s  i n f o r m a t i o n  f rom t h i s  
form. 

7 . 3  If a w a r r a n t  is i s s u e d  i n  a t r a f f i c  case for t:he 
d e f e n d a n t ' s  a r r e s t ,  use t h e  f o l l o w i n g  p r o c e d u r e :  
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( a )  P r e p a r e  a c r i m i n a l  c a l e n d a r  card and f i l e  it i n  
t h e  i n t e g r a t e d  w a r r a n t / s u s p e n s i o n  f i l e  by t h e  
f i r s t  l e t t e r  o f  t h e  d e f e n d a n t ' s  l a s t  name. (See 
Form N o .  CR 2 0 0 . 4  i n  Forms-Manual . )  

(b) A t t a c h  t h e  w h i t e  copy of t h e  c i t a t i o n  t o  o t h e r  
case documents and f i l e  a l p h a b e t i c a l l y  i n  t h e  
a n n u a l  . o u t s t a n d i n g  warrant  f i l e .  

7.4  If t h e  case is c o n t e s t e d  ( n o t  g u i l t y  p l e a  e n t e r e d )  

... 

t h e  f o l l o w i n g  p r o c e d u r e :  

Ass ign  t h e  n e x t  c o n s e c u t i v e  t r a f f i c  case number  
u s i n g  s t a n d a r d  WCIS case numbering fo rma t .  

Crea te  a f o u r - p a r t  c o u r t  r e c o r d  card. E n t e r  t h e  
b a s i c  case i n f o r m a t i o n  on t h e  t o p  p o r t i o n  of t h e  
c o u r t  r e c o r d  card and e n t e r  t h e  f i l i n g  o f  t h e  
c i t a t i o n  and o t h e r  documents and n e x t  a c t i o n  da te  
on t h e  lower  p o r t i o n  of t h e  form. (See Form N o .  
TR 300  i n  Forms.Manual f o r  d e t a i l e d  i n s t r u c t i o n s .  

t r  C o u r t  Record Card 
WCIS D i s p o s i t i o n  Repor t  
WCIS F i l i n g  Report -A- C a l e n d a r  Card 

Detach and s e n d  f i l i n g  copy t o  WCIS. 

D e t a c h  and u p d a t e  t h e  c a l e n d a r  card w i t h  t h e  ' n e x t  
a c t i o n  da te  and f i l e  i n  t h e  a p p e a r a n c e  f i l e  by 
date  and time o f  appea rance .  

Place t h e  c o u r t  r e c o r d  c a r d r  w h i t e  copy of t h e  
c i t a t i o n  and  m i s c e l l a n e o u s  p a p e r s  i n  a p l a s t i c  
s l e e v e ;  f i l e  by case number. 

Place a s s i g n e d  case number i n  t h e  upper  r i g h t -  
hand c o r n e r  o f  t h e  y e l l o w  copy and  r e f i l e  i n  t h e  
pending  a l p h a  f i l e .  

8. ADJOURNMENTS 

At any t i m e  d u r i n g  t h e  p r o c e s s i n g  of a c o n t e s t e d  c a s z r  a 

h e a r i n g  or a c t i v i t y  may be c a n c e l l e d  ( a d j o u r n e d )  on r e q u e s t  

Of a p a r t y  o r  t h e  c o u r t  and rescheduled f o r  a n e w  da te .  

Clerk r e s p o n s i b i l i t i e s  a s  a r e s u l t  of a n  ad jou rnmen t  
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I 
i n c l u d e  u p d a t i n g  t h e  c o u r t  r e c o r d  card,  or back s ide  of  t h e  

w h i t e  c i t a t i o n  copy,  and moving t h e  ca lendar  card t o  a new 

da te .  
I 
I 

8 . 1  

8 . 2  

8 . 3  

8 . 4  

8 . 5  

I- 

1 
Rece ive  n o t i c e  and a p p r o v a l  of ad journment .  

Reschedule  or r e c e i v e  no t ice  of t h e  new h e a r i n g  or 
r ev iew date .  

P u l l  t h e  c i t a t i o n ;  no te  t h e  ad jou rnmen t  and new 
h e a r i n g  or r ev iew d a t e  on t h e  c o u r t  r e c o r d  card: 
r e f i l e  i n  case number o r d e r .  

F i l e  t h e  c a l e n d a r  card under  t h e  new h e a r i n g  o r  r e v i e w  i 
I 

date  i n  t h e  a p p e a r a n c e  da t e  f i l e ,  

Note t h e  new d a t e  on t h e  c a l e n d a r  book o r  calendar 
worksheet i n  a c c o r d a n c e  with l o c a l  p r o c e d u r e s .  

r 
9. CALENDARING OF SUBSEQUENT.CONTESTED-CASE HEARINGS L 

The c o u r t  is r e s p o n s i b l e  for c a l e n d a r i n g  t h e  a c t i v i t i e s  of E 
t ra f f ic  cases a s  t h e y  p r o c e e d  th rough  t h e  c o u r t  system. 

c o n t e s t e d  cases, t h e s e  a c t i v i t i e s  may i n c l u d e  a s u b s e q u e n t  In E 
E r e t u r n  a p p e a r a n c e  h e a r i n g ,  p r e - t r i a l  and mot ion  h e a r i n g s ,  

t r i a l  and p o s t - t r i a l  h e a r i n g s ,  For e a c h  of these t:yFes of 

h e a r i n g s ,  c e r t a i n  b a s i c  p r o c e d u r e s  a p p l y .  The same 

I 
procedures a p p l y  whether  t h e  c a l e n d a r  p r e p a r e d  is a d a i l y ,  

weekly or monthly c a l e n d a r .  B u t  a d i s t i n c t i o n  is  made 

between c o n t e s t e d  and u n c o n t e s t e d  cases, Only " c o n t e s t e d "  

cases r e q u i r e  a case number and c o u r t  r e c o r d  card.  [ S §  

3 4 5 . 3 2 ,  3 4 5 . 3 4 ,  3 4 5 . 3 5 ,  3 4 5 . 3 6 ,  3 4 5 . 3 7 1  I 
9.1  I n  advance  of h e a r i n g ,  p r e p a r e  t h e  c o u r t  calendar 

by p u l l i n g  t h e  calendar cards f i l e d  unde r  che 
a p p r o p r i a t z  h e a r i n g  d a t e  o r  by r e f e r r i n g  to t h e  
c a l e n d a r  book or c a l e n d a r  workshee t .  

I- 
- . . . . . . - 
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1 
I' 
I 
I 
1 
I 
1 
I 
I 
I 
I 
1 
1 
1 
I 
I 
I 
8 
1 

9.2 Type and d i s t r i b u t e  t h e  c a l e n d a r  i n  a c c o r d a n c e  w i t h  
l o c a l  p rocedure .  

9 .3  Using t h e  c a l e n d a r ,  p u l l  t h e  c i t a t i o n ( s )  and  b r i n g  
o r  send  t o  cour t room f o r  u s e  d u r i n g  t h e  h e a r i n g .  

1 0  . CASE. MONITORING 

Case m o n i t o r i n g  c o n s i s t s  of t h e  r e g u l a r  c h e c k i n g  of t h e  

a p p e a r a n c e  da te  f i l e  t o  i d e n t i f y  cases i n  which a 

s c h e d u l e d  a c t i v i t y  a p p e a r s  n o t  t o  have o c c u r r e d  and t o  

d e t e r m i n e  w h a t  n e c e s s a r y  fo l low-up  a c t i o n  s h o u l d  be 

taken .  

1 0 . 1  Each day ,  check  t h e  a p p e a r a n c e  da t e  f i l e  f o r  
c a l e n d a r  cards which remain f i l e d  under  t h e  
p r e v i o u s  day  i n  t h e  a p p e a r a n c e  f i l e .  

10.2 If t h e  e v e n t  s c h e d u l e d  f o r  t h e  p r e v i o u s  day was a 
h e a r i n g ,  d e t e r m i n e  i f  no a p p e a r a n c e  w a s  made o r  i f  
t h e  c le rk ' s  o f f i c e  was n o t  n o t i f i e d  o f  t h e  r e s u l t s  
of t h a t  h e a r i n g .  

(a)  If no a p p e a r a n c e  w a s  made, n o t i f y  t h e  t r i a l  
judge t o  d e t e r m i n e  a c t i o n  t o  be t aken .  

( b )  I f  an  a p p e a r a n c e  w a s  made, d e t e r m i n e  t h e  
r e s u l t s  of t h e  e v e n t  i n c l u d i n g  t h e  da te  of 
n e x t  a c t i o n ;  move t h e  c a l e n d a r  card i n  t h e  
a p p e a r a n c e  f i l e  t o  t h e  da te  of t h e  n e x t  
a c t i o n :  u p d a t e  t h e  c a l e n d a r  book o r  calendar  
w o r k s h e e t  and  t h e  c o u r t  r e c o r d  card. 

11. IEARING/TRIAL 

The c le rk ' s  basic  r e c o r d k e e p i n g  r e s p o n s i b i l i t y  for a l l  

c o u r t  h e a r i n g s  and t r i a l s  is t h e  same. I t  c o n s i s t s  of 

t a k i n g  c o n c i s e  m i n u t e s  o f  t h e  p r o c e e d i n g ,  u p d a t i n g  t h e  

c i t a t i o n  o r  c o u r t  r e c o r d  card,  and f i l i n g  t h e  m i n u t e s  and 

case p a p e r s  r e c e i v e d  d u r i n g  t h e  h e a r i n g  i n  t h e  czse 

s l e e v e .  ( C l e r k  r e s p o n s i b i l i t i e s  f o r  keeping  t r i a l  records  

-1s- 
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I '  I .  

s u c h  a s  e x h i b i t s  and j u r o r  a t t e n d a n c e  a r e  n o t  c o v e r e d  by 

t h e  model system. 

a c c o r d a n c e  with l o c a l  p r o c e d u r e s . )  ~ 

These d u t i e s  s h o u l d  be pe r fo rmed  i n  - 

11.1 T a k e  m i n u t e s  i n  longhand on WCIS t r a f f i c  m i n u t e  
forms. (See Form No. TR 3 0 2  i n  Forms Manual.)  c 

- 1 1 . 2  I f  a n e x t  a p p e a r a n c e  o r  a c t i o n  d a t e  is g i v e n ,  
p r e p a r e  and d i s t r i b u t e  i n  t h e  cour t room t h e  n o t i c e  
form. (See Form No. CR 202 i n  Forms Manual  f o r  
d e t a i l e d  i n s t r u c t i o n s .  ) 

- 

m= 
- 

I 
I 

C o u r t  
P r o s e c u t i n g  A t t o r n e y *  
D e f e n d a n t ' s  A t to rne 'y  
Defendan t  

* P r o s e c u t i n g  agency  t o  i n f o r m  a r r e s t i n g  a g e n c y  
of n e x t  a c t i o n  da te .  I 

11.3 A f t e r  c o u r t ,  r ev iew t h e  m i n u t e s  f o r  any ' a c t i o n s  
r e q u i r e d  f o r  c a l e n d a r i n g ,  n e x t  a c t i o n  d a t e  o r  r e v i e w  
dates. 

11.4 Update t h e  c o u r t  r e c o r d  card i n c l u d i n g  e n t r y  o f  t h e  
n e x t  a c t i o n  d a t e ,  i f  a p p r o p r i a t e .  If t h e  case was 
comple t ed ,  go t o  S t e p  1 2  (Case D i s p o s i t i o n ) .  

11.5 F i l e  m i n u t e s ,  c o u r t  r e c o r d  card,  and o t h e r  case 
documents r e c e i v e d  d u r i n g  t h e  h e a r i n g  i n  t h e  p l a s t i c  
s l e e v e ,  and f i l s  by c a s e  number.  

11.6 Update and f i l e  t h e  calendar card under  t h e  n e x t  
a c t i o n  da te  i n  t h e  a p p e a r a n c e  da t e  f i l e .  

11.7 Send t h e  copy of m i n u t e s  (Form No, TR 302.1) to WCIS. 

I 
I 
I 
1 

12. CASE DISPOSITION 1 
I 
I 
8 

Whether t h e  t r a f f i c  inatter is  c o n t e s t s d  o r  u n c o n t e s t e d ,  

t h e  d e f e n d a n t  found g u i l t y  or n o t  g u i l t y ,  

d i s p o s i t i o n  p r o c e d u r e  is che  same. 

t h e  b a s i c  

- . .  . . .. 
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1 2 . 1  On t h e  y e l l o w  copy o f  t h e  c i t a t i o n ,  en t e r  d i s p o s i -  
t i o n  and send t o  t h e  Depar tment  of T r a n s p o r t a t i o n .  
[ § §  110.07(1) ( a )  8 3 4 5 . 4 8 ~  I 

1 2 . 2  Send a copy of c o u r t  m i n u t e s  or i n i t i a l  a p p e a r a n c e  
calendar for cases d i s p o s e d  a t  i n i t i a l  a p p e a r a n c e  
t o  c l e r k ' s  e m p l o y e e f s )  r e s p o n s i b l e  for d i s b u r s e -  
men t  o f  money h e l d  a s  b a i l  and f o r  d i s b u r s e m e n t  of 
f o r f e i t u r e s  r e c e i v e d .  (See Account ing  P r o c e d u r e s )  

12.3 P r e p a r e  and d i s b u r s e  a p p r o p r i a t e  and requi red  
c o u r t  o r d e r s  i n  a c c o r d a n c e  w i t h  l o c a l  p r o c e d u r e  
and s t a t u t o r y  r e q u i r e m e n t s  t o  s a t i s f y  t h e  Depar t -  
ment of T r a n s p o r t a t i o n .  (55 3 4 3 . 2 8 ,  3 4 3 . 3 0 ,  
3 4 3 . 3 0 5 ,  3 4 3 . 3 2 1  

1 2 . 4  Update c a l e n d a r  book and calendar card i f  a r ev iew 
da te  is schedu led .  

H e a r i n g s  r e l a t i n g  t o  j u d i c i a l  rev iew w i l l  be 
c o n s i d e r e d  under  pos t - judgmen t  a c t i v i t y .  
(See S t e p  1 4  below.) 

12.5 Update c o u r t  record card ( if  c o n t e s t e d )  or c i t a t i o n  
( i f  u n c o n t e s t e d ) ,  l i s t i n g  da te  and t i t l e  o f  f i n a l  
orders. Also, note  l o c a t i o n  of e x h i b i t s  f i l e d  
s e p a r a t e l y  from case f i l e .  Ref i le  t h e  calendar 
card o r  c i t a t i o n  copy i n  t h e  a p p e a r a n c e  file u n d e r  
t h e  a p p r o p r i a t e  da t e  and t i m e  i f  r ev iew date  is 
s c h e d u k d .  

12 .5  Send d i s p o s i t i o n  r e p o r t  t o  WCIS. 

1 2 . 7  Remove a l l  s t a p l e s ,  p a p e r  c l i p s  and rubber  Sands 
from case related p a p e r s .  

12.8 F i l e  d i s p o s e d  u n c o n t e s t e d  cases and the c a l e n d a r  
cards f o r  c o n t e s t e d  c a s e s  a l p h a b e t i c a l l y ,  by y e a r ,  
i n  t h e  d i s p o s e d  a l p h a  f i l e .  

12.9 F i l e  disposed c o n t e s t e d  cases by case number.. 
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13. POST-JUDGXENT 

A number  of clerk and j u d i c i a l  a c t i v i t i e s  can  be  i n v o l v e d  

a f t e r  a case is c l o s e d  ( i . e . ,  j u d i c i a l  d i s p o s i t i o n  

r e v i e w s ,  mot ions  t o  r eopen ,  e t c . ) .  E § §  3 4 5 . 3 7 ( 3 )  , 
3 4 5 . 5 7 1  The  f o l l o w i n g  descr ibes  t h e  g e n e r a l  p r o c e d u r e s  

t o  be used when t h e  pos t - judgmen t  a c t i v i t y  is i n i t i a t e d  

u s i n g  t h e  o r i g i n a l  case documents ( c i t a t i o n ,  c o u r t  r e c o r d  

c a r d  and calendar c a r d . )  I f  a motion t o  reopen  is 

g r a n t e d  i n  a p r e v i o u s l y  u n c o n t e s t e d  case, f o l l o w  S t e p  3 

t o  a s s i g n  a c a s e  number and c r ea t e  a c o u r t  r e c o r d  c a r d .  

13 .1  Rece ive  and f i l e  s t amp  i n i t i a t i n g  p a p e r s .  

13.2 P u l l  case f i l e  ( c i t a t i o n  or p l a s t i c  s l e e v e ) ,  and 
i n s e r t  a n  o u t f o l d e r  i n  i t s  p l a c e .  

13.3 Schedu le  c o u r t  a c t i v i t y  
p r o c e d u r e s .  

i n  a c c o r d a n c e  w i t h  l o c a l  

13.4 P r e p a r e  n o t i c e  form- (See Form N o .  CR 2 0 2  i n  Forms 
Manual for deta i led  i n s t r u c t i o n s . )  

1 3 . 5  Update t h e  c o u r t  r e c o r d  card o r  back of c i t a t i o n  a s  
t o  p a p e r s  f i l e d  and  e n t e r  n e x t  a c t i o n  date .  

13.6 E n t e r  next  a c t i o n  da te  on t h e  c a l e n d a r  card and f i l e  
i n  t h e  a p p e a r a n c e  da t e  f i l e  by a p p e a r a n c e  date! and 
t i m e  of  a p p e a r a n c e .  If t h e  case was n o t  o r i g i n a l l y  
c o n t e s t e d ,  f i l e  t h e  c i t a t i o n  i n  t h e  a p p e a r a n c e  f i l e  
under  t h e  da te  and t i m e  of a p p e a r a n c e .  

1 3 . 7  Note a p p e a r a n c e  da te  and t i m e  on c z l e n d a r  book o r  
calendar workshee t  i n  a c c o r d a n c e  w i t h  l o c a l  
p r o c e d u r e s  

13-8 C o n t i n u e  t h e  p r o c e s s  a c c o r d i n g  t o  p r o c e d u r e s  
described above  f o r  R e c e i p t  and E n t r y  o f  Subsequen t  
P a p e r s ,  Adjournments ,  Case M o n i t o r i n g ,  H e a r i n g / T r i a l  
and a p p r o p r i a t e  Case D i s p o s i t i o n  s t e p s .  
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SPECIAL PROCEDURES 

C e r t a i n  l e g a l  e v e n t s ,  if t h e y  o c c u r  i n  a case, e n t a i l  c l e r i c a l  

p r o c e d u r e s  which . a r e  s p e c i a l i z e d .  T h e s e  p r o c e d u r e s  a r e  o u t l i n e d  

i n  t h e  f o l l o w i n g :  

14. HABfTUAL,TTRAEFIC OFFENDERS 

T h e  d i s t r i c t  a t t o r n e y ,  upon r e c e i p t  f rom t h e  D i v i s i o n  o f  

Motor V e h i c l e s  of a c e r t i f i e d  copy o f  t h e  c o n v i c t i o n  

r e c o r d  [S 351.031, s h a l l  f i l e  a p e t i t i o n  i n  t h e  c o u n t y  of  

r e s i d e n c e .  [ S  351.041 

14.1 F i l e  stamp t h e  d i s t r ic t  a t t o r n e y ' s  p e t i t i o n  and 
o r d e r  t o  show cause ( i f  accompanied) .  

14.2 Ass ign  n e x t  c o n s e c u t i v e  h a b i t u a l  t r a f f i c  o f f e n d e r  
(ET) case number. 

1 4 . 3  Create a c o u r t  r e c o r d  card. E n t e r  t h e  b a s i c  case 
information on top portion of t h e  court record card 
and e n t e r  t h e  f i l i n g  o f  t h e  c o m p l a i n t  and  o t h e r  
documents and t h e  n e x t  a c t i o n  da te  on t h e  lower 
p o r t i o n  of t h e  form- (See Form N o .  TR 300 i n  t h e  
Forms Manual f o r  d e t a i l e d  i n s t r u c t i o n s .  1 

14-4 P r o v i d e  a copy of t h e  p e t i t i o n  t o  t h e  c o u r t  f o r  
p r e p a r a t i o n  and/or  s i g n a t u r e  of t h e  o r d e r  t o  show 
cause, 

14.5 F i l e  t h e  c a l e n d a r  card i n  t h e  a p p e a r a n c e  f i l e  
a l l o w i n g  20 d a y s  f o r  r ev iew and p r e p a r a t i o n  o f  t h e  
order t o  show c a u s e .  

14.6 Place p e t i t i o n ,  c o u r t  r e c o r d ,  and m i s c e l l a n e o u s  
p a p e r s  i n  p l a s t i c  s l e e v e  and f i l e  by case number.  

14.7 Receive  and f i l e  stamp t h e  o r d e r  t o  show c a u s e .  

1 4 - 8  P r e p a r e  and o b t a i n  s e r v i c e  of summons a s  p r e s c r i b e d  
under  Chap te r  8 0 1 ,  and fo rward  w i t h  s. copy of t h e  
o r d e r  to show cause-  A copy o f  t h e  r e c o r d  and 
e x p l a n a t i o n  o f  e f f e c t s  o f  be ing  a h a b i t u a l  o f f e n d e r  
must be a t t a c h e d -  [ S  351.051 
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1 4 . 9  Update c o u r t  r e c o r d  c a r d  and c a l e n d a r  c a r d  as t o  
da t e  and t i m e  of h e a r i n g .  

1 4 . 1 0  P l a c e  calendar card i n  t h e  a p p e a r a n c e  d a t e  r’i:Le by 
d a t e  and t i m e  of h e a r i n g .  

14-11 P l a c e  f i l e d  documents  and c o u r t  r e c o r d  i n  p l a s t i c  

14-12 Fol low S t e p s  7 and 8 above  f o r  c o n t i n u a t i o n  of 

s l e e v e  and f i l e  by c a s e  number. 

p r o c e s s .  

15. REPORTING OF APPEALS 

Two steps m u s t  be  t a k e n  i n  a d d i t i o n  t o  the s t a n d a r d  

a p p e a l  p r o c e d u r e .  [SS 3 4 5 . 4 8  and 3 4 3 . 3 0 1  T h e s e  s t e p s  

a r e  o u t l i n e d  below. 

1 S . l  Forward t o  t h e  Department  o f  T r a n s p o r t a t i o n  a 
c e r t i f i c a t e  s t a t i n g  a p p e a l  h a s  been  p e r f e c t e d .  
(See Form No. TR 3 0 4  i n  Forms Manual f o r  sample  
f o r m a t  and i n f o r m a t i o n  required. 1 

15.2 Repor t  d e c i s i o n  on a p p e a l  from t h e  A p p e l l a t e  Court  
t o  t h e  Department  of  T r a n s p o r t a t i o n .  

16. DISPOSITION-OF.AN.OUTSTANDING WARliANT 

The f o l l o w i n g  p r o c e d u r e  is o u t l i n e d  t o  e n s u r e  t h a t  a l l  

r e c o r d s  of w a r r a n t s  or s u s p e n s i o n s  a re  e r a s e d  a f t e r  

d i s m i s s a l  or a p p r e h e n s i o n  o f  t h e  d e f e n d a n t .  

1 6 . 1  Upon f o r m a l  d i s m i s s a l  of  a case o r  a p p r e h e n s i o n  o f  
t h e  d e f e n d a n t ,  p u l l  t h e  calendar card from the! 
i n t e g r a t e d  w a r r a n t / s u s p e n s i o n  f i l e  and p u l l  the 
c i t a t i o n  from t h e  a n n u a l  w a r r a n t  f i l e .  

1 6 . 2  Update t h e  c o u r t  r e c o r d  w i t h  t h e  da t e  and reason 
f o r  reca l l .  
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1 .6 . 3  N o t i f y  t h e  r e s p o n s i b l e  a g e n c i e s  (police, s h e r i f f ,  
s t a t e  p a t r o l )  and r e q u e s t  t h a t  t h e  w a r r a n t  o r d e r  
be  r e t u r n e d  t o  t h e  c le rk  of c o u r t s '  o f f i c e  w i t h i n  
2 4  hours .  ( N o t i f i c a t i o n  can b e  done i n  a c c o r d a n c e  
w i t h  l o c a l  p rocedure .  W r i t t e n  n o t i c e  may be 
n e c e s s a r y .  ) 

1 6 . 4  I n d i c a t e  t h e  agency and t h e  d a t e  t h e  w a r r a n t  o r d e r  
was r e t u r n e d  on t h e  c o u r t  copy of t h e  w a r r a n t .  
Des t roy  a l l  r e t u r n e d  c o p i e s  of t h e  w a r r a n t .  

16 .5  C o n t i n u e  t h e  p r o c e s s  a c c o r d i n g  t o  t h e  p r o c e d u r e s  
d e s c r i b e d  above for H e a r i n g / T r i a l  and Case  
D i s p o s i t i o n .  
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TYPE 

COURT RECORD County 

a T R A F F I C  o N O N - T R A F F I C  
Last Name F m t  Name M.1. Sex Date of Birth 

0 State CI County Statute No. or Class Code Judge 

T I M E  -COMMENTS 

Return Date Act. Code 

0: Public Defender 
1 PLEA: 

Date Disposed 

Disp. Code I Sen. Code 

0 Appeared I 0 Plea by Mail 

Judge at Disposition 

Classification at Disposition i f  Changed 

0 Suspension 
0 Warrant Issued 

0 Guilty I 0 No Contest 
10 Not Guilty 

0 License 
0 Signature 0 BondCard 

[ I  SEE REVERSE 
TR 300, 11/82 COURT RECORD 

I I 

1 0  Court  a Warrant Trial Date 81 Time 

10 Jury 0 Feo 
RESULT: Z Guiltv 0 Not Guiltv 0 

D ISPOSI TI ON : I Court Cosits I s 

E M  Surcharge 
Pen. Assnit. 

I u 

.. . ._ . - - .  .. . . . . .  . 



County 

1 Municipality of 

Defense Attorney 

Case Number Code 

siding Court Official Code 

I I I I I I 

Case transferred to Judge I Code 1 Special Status or Continuance I Code I 1 

I 
Court Activity Code Date 

I I 

Code Sentence Code 

I 
! I  1 
I FineiForfeiture 

Penaln/ Assessment 
I 
I 
1 

tion No. or Classification No. 

I 1  I I  * '  I 1  1 I 1  I I I 
Comments: 

t 

Suit 
I 
I 

I 

1 
I 
I 
I 
1 
I 

Fee 

Costs 

i 
I 
I 
I 
I 
I I 

TOTAL 
; 
I 



I STATE OF WISCONSIN FOR (Date) 

TRAFFIC APPEARANCE CALENDAR 

Courr Room Judge/Commissioner CLERK (In Court) k--""""" I 
Time/ 'F 

L 
I 

I 

I 

I 

Oefendant's Name 
Type of I Offense 

TR 301 6 82 TRAFRC APPEAI?ANCE CALENOAR 

1 . .  

1 

Comments and Court Notes 

Def Present PI ea 
Q Yes 0 No Cl Wart 
Disposition 

0 G 17 NC 17 NG 

Def Present Plea 
Cl Yes 0 No 0 Warr 
Disposition 

0 G [J NC 0 NG 

Def Present Plea 
0 Yes 0. No Cl Warr 
Disposition 

Cl G [I NC 0 NG 

Def Present Plea 
Q Yes 0 No 0 Warr 
Disposition 

0 G [J NC 0 NG 

Def Present Plea 
0 Yes Cl No 0 Warr 
Disposition 

0 G CJ NC 0 NG 

Def Present Plea 
Q Yes I3 No 0 Warr 0 G CI NC 0 NG 
Disposition 

c Def Present Plea 
0 Yes 0 No 0 Warr 
Disposition 

0 G Cl NC C l  NG 

Def Present Plea 
0 Yes IJ No 0 Warr 
Disposition 

0 G CI NC 0 NG 

~ ~ 

Def Present Plea 1 
0 Yes 0 No 0 Warr 
Disposition I 0 G CI NC Cl NG 

i 
Def Present Plea 
Q Yes 0: No 0: Warr 0 G Cl NC 0 NG 

Disposition c 
- 
k Check for mandatory appearance 
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