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Introduct ion 

This study of  t h e  Ci ty  Court of Lafayet te ,  Louisiana, pursuant t o  

cont rac t  between t h e  Court and t h e  National Center f o r  S t a t e  Courts w i l l  

embrace t h e  following t a sks :  

( a )  an ana lys i s  of t h e  i n t e r n a l  opera t ing  p r a c t i c e s  and procedures 

of t h e  Court with recommendations f o r  t h e  improvement thereof ;  

(b )  an ana lys i s  of cu r ren t  equipment usage and recommendations f o r  

t h e  improved b e s t  usage of equipment, including an assessment of f u t u r e  

needs f o r  automation: 

( c )  an ana lys i s  of cu r ren t  personnel p o l i c i e s  and procedures and 

recommendations f o r  t he  improvement thereof ;  and 

( d )  an  ana lys i s  of caseloads and s t a f f i n g  l e v e l s  t o  fo recas t  fu tu re  

j u d i c i a l  and non-judicial  personnel needs. 

Recommendations 

1. The Court should consider  a calendaring system f o r  c i v i l  cases  which 
penni t s  a cour t  cont ro l led  docket bu t  s t i l l  remains within s t a t u t o r y  
requirements p roh ib i t i ng  dismissal within f i v e  years  f o r  i n a c t i v i t y  i n  
such cases. (pp. 18, 19) 

2. Consideration should be given t o  a f l a t  f i l i n g  system f o r  c i v i l  
cases. (p.  1 9 )  

3.  The depos i t  f e e  system should eventual ly  be replaced with a f l a t  f e e  
system i n  c i v i l  cases. (p. 1 9 )  

4. A uniform numbering system incorporat ing the year of f i l i n g  and t h e  
type of case should be considered. (p.  2 0 )  

5. The preparat ion of p e t i t i o n s  under t h e  code of juveni le  procedure 
should be t h e  r e spons ib i l i t y  of t h e  d i s t r i c t  a t to rney .  (p .  22) 

6. Data processing should be expanded t o  include a l l  func t iona l  a r eas  i n  
t ra f f ic ,  cr iminal ,  OWIS, and c i v i l  case processing. (p.  2 6 )  



7. One additional computer terminal should be installed to enhance data 
'processing technology in the Traffic Bureau. (p. 27) 

8. The court should use the computerized traffic system for indexing 
purposes. (p. 27) 

9. The transcribing of data from the "call sheets" to "traffic feeder 
forms" should be eliminated. (p. 25) 

10. The court should purchase an additional cash register for use in the 
Traffic Bureau. (p. 2 8 )  . 

11. The automated traffic system should be expanded to include OW1 cases. 
(PO 29) 

12. The court should upgrade its electronic recording system. (p. 31) 

13. The purchase of a microfilm reader/printer should be pursuant to 
nationally recognized standards for such equipment. (p. 34) 

14. The court should adopt a personnel plan for its employees including 
classification, pay plan, fringe benefits and policies. (pp. 35 et 
seq. 1 

15. The court should examine the feasibility of creating a salary fund, 
contributed to by the various governmental jurisdictions, from which 
employees could be paid on a uniform basis. (p. 42) 

16. The Traffic Violations Sureau and Parking Violations Department should 
be consolidated. (p. 46) 

17. A l l  traffic cases should be consolidated into one department. (p. 46) 

18. Zip codes should be automated for mailing arraignment notices. (p. 47) 

19. Consideration should be given to the purchase of additional employee 
bond coverage and for liability insurance. (p. 48) 

20. An administrative manual for the orientation and training of court 
personnel should be developed (p. 4 9 )  

21. In view of the increasing caseload the court should plan either for 
the creation of an additional judgeship or for a change in its juris- 
diction. (pp. 52 et seq.) 
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Overview of S ta tu tory  Provis ions 

General Provis ions 

The Lafayet te  Ci ty  Court i s  a cour t  of l imi t ed  ju r i sd i c ton .  Its 

t e r r i t o r i a l  j u r i s d i c t i o n  includes t h e  City of Lafayet te  and p a r t  of t h e  

pa r i sh  a s  w e l l .  

The c i t y  cour t  judge i s  e l ec t ed  f o r  a six-year term and i s  required 

t o  be l icensed  t o  p r a c t i c e  law i n  t h e  s t a t e  f o r  f i v e  years  and a q u a l i f i e d  

r e s iden t  e l e c t o r  of t h e  c o u r t ' s  t e r r i t o r i a l  j u r i s d i c t i o n  f o r  2 years  p r i o r  

t o  t h e  e l e c t i o n  (LSA - R.S. 13:1872, 1873). The e l e c t i o n  of a c i t y  cour t  

judge has abol ished t h e  o f f i c e  of j u s t i c e  of t h e  peace and constable  within 

t h a t  judge 's  ward (LSA - R.S. 13:1872). 

In  t h e  event of t h e  judge's absence, incapac i ty  o r  i n a b i l i t y ,  a 

judge ad hoc, who s h a l l  be another judge o r  q u a l i f i e d  domici l iary,  s h a l l  be 

appointed by an order  which r e f l e c t s  the  term and reasons f o r  t he  absence. 

The order  s h a l l  be entered on the  c o u r t ' s  minutes (LSA - C.C.P. a r t .  

4865). The Code of C i v i l  Procedure a l s o  o u t l i n e s  a procedure f o r  t h e  re- 

cusa l  of t h e  c i t y  cour t  judge. I f  a motion f o r  r ecusa l  i s  made, t h e  judge 

s h a l l  do so o r  the  motion ( L S A  - C.C.P. a r t .  4862) s h a l l  be t r i e d  t o  

another judge of t h e  c i t y  cour t  o r  t o  t h e  d i s t r i c t  cour t .  The judge's 

replacement s h a l l  be appointed by the  judge t r y i n g  t h e  motion (LSA - C.C.P. 

a r t .  4863). Such replacement s h a l l  be another c i t y  cour t  judge o r  a c i t y  

o r  pa r i sh  cour t  judge s i t t i n g  i n  an adjoining par i sh .  Otherwise a 

q u a l i f i e d  domici l iary may be appointed. The order  s h a l l  r e f l e c t  t he  term 

of and reasons f o r  t h e  appointment and s h a l l  be entered on the  c o u r t ' s  

minutes (LSA - C.C.P. a r t .  4864). 
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In criminal cases, grounds for recusation of the judge are set forth 

in article 671 of the Code of Criminal Procedure. The judge may recuse 

himself, whether a motion for recusation has been filed or not, in any 

criminal cases in which a ground for recusation exists (C.Cr.P. art. 672).  

If the judge recuses himself he shall appoint to try the case either a city 

court judge from an adjoining parish or a lawyer who is domiciled in the 

parish and has the qualifications of a city court judge (C.Cr.P. art. 

676). If a recusal motion is filed, the judge shall refer the motion to a 

district judge of his district and if the city judge is recused after trial 

on the motion the judge who tried the motion shall appoint to try the case 

a city court judge from an adjoining parish or a qualified lawyer domiciled 

in the parish (C.Cr.P. art. 675). 

The court shall be served by a marshal elected at the congressional 

elections for representatives (LSA - R.S. 13:1879). The marshal must.be a 

resident elector of the court's territorial jurisdiction. A bond in favor 

of the city judge and conditioned on faithful performance of duties shall 

be executed by the marshal. The bond for which premiums are paid by the 

city shall be in the amount of $S,OOO (LSA - R . S .  13:1880). 

The marshal is charged with executing the orders and mandates of the 

court and has the same powers and authority as the sheriff. The marshal 

may appoint deputies, with the approval of the judge (LSA - R.S. 13:1881). 

If the marshal is absent or incapacitated, the judge may appoint a tempo- 

rary marshal. If the office is vacant, a temporary marshal may be appoint- 

ed for the unexpired term if it is less than one year. If the unexpired 

term is over one year, a special election shall be ordered (LSA - R.S. 

13:1882). 
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The judge may appoint a c l e r k  f o r  both the  c i v i l  and criminal sec- 

t i o n s  of &he cour t  who s h a l l  se rve  a t  the  p leasure  of t he  judge o r  u n t i l  a 

successor i s  appointed ( L S A  - R.S. 13:1884). The clerk s h a l l  be a qua l i -  

f i e d  e l e c t o r  of t h e  c o u r t ' s  t e r r i t o r i a l  j u r i s d i c t i o n .  A bond i n  favor of 

t h e  judge, i n  an amount f ixed  by the  court  t o  be a t  least  $1 ,000 ,  and con- 

d i t i oned  on f a i t h f u l  performance of du t i e s  s h a l l  be posted ( L S A  - R.S. 
13: 1886 ) 

The judge may a l s o  appoint a deputy c l e r k  who s h a l l  se rve  i n  t h e  

same manner as t h e  c l e rk .  I n  the  absence of t h e  c l e r k ,  t h e  judge may ap- 

po in t  a s p e c i a l  deputy t o  serve temporarily ( L S A  - R.S. 13:2078). 

The c l e r k  i s  charged with keeping minute e n t r i e s ,  docketing a l l  pro- 

ceedings, signing, under s e a l ,  a l l  w r i t s  and processes including c i t a t i o n s  

and subpoenas. The c l e r k  may a l s o  make and t ake  a f f i d a v i t s  f o r  arrest w a r -  

r a n t s  and f o r  t h e  issuance of peace bonds and f o r  a l l  o the r  cour t - re la ted  

purposes. The c l e r k  has t h e  power t o  s ign  such o rde r s  as t h e  judge may 

s ign ,  whether t he  l a t te r  is  present  or  not. A l l  o f f i c i a l  cou r t  documents 

s h a l l  be c e r t i f i e d  by t h e  c l e rk .  The c l e r k ' s  power t o  administer oa ths ,  

and perform a c t s  and i s sue  c e r t i f i c a t e s  is  t h e  s a m e  as those of t h e  d is -  

t r i c t  cour t  c le rk .  Additionally,  upon request of a judgment c r e d i t o r ,  t he  

clerk sha l l  record a l l  money judgments obtained i n  c i t y  cour t  i n  t he  parish 

mortgage records and s h a l l  charge reasonable f e e s  f o r  same ( L S A  - R . S .  

13:1885) 

The  cour t  sha l l  appoint a cour t  r epor t e r  i f  required by the  l a w  t o  

take  evidence, un less  t h e  p a r t i e s  waiver. I f  requested by pa r ty ,  the cour t  

sha l l  order t r a n s c r i p t i o n  of testimony (LSA - R.S. 13:1893). 

The cour t  may a l s o  have c l e r i c a l  he lp  a t  no less than $150 per  month 
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payable in a two-thirds to one-third ratio by the city and parish. Costs 

in criminal cases may supply funds for clerks and deputies salaries as well 

as for those of the stenographer and other clerical or operational expenses 

incurred by the court ( L S A  - R.S. 13:2078). 

The city shall furnish a courtroom and offices for the judge, clerk 

Fireproof vaults or other filing equipment for the preserva- and marshal. 

tion of records shall also be provided. Expenses of operating the court 

shall be borne by the city or apportioned between the city and parish as 

the two governing authorities shall determine ( L S A  - R.S. 13:1889). 

The city court has a seal for use on all writs, orders and processes 

issued by the court. Absence of the seal will not affect the validity of 

same ( L S A  - R.S. 13:1890). 

The city court shall be open every day except legal holidays ( L S A  - 
R.S. 13:1901). 

The state shall distribute all current acts and journals of the leg- 

islature to all city courts (LSA - R.S. 24:173). 

The city court judge must report to the office of the judicial ad- 

ministrator before the tenth day of each month the number of cases fully 

submitted and under advisement for over 30 days along with an explanation 

and an expected decision date ( L S A  - R.S. 13:4207.1). 

The court has the power to punish for contempt (LSA - R.S. 13:4611, 

L S A  - C.C.P. art. 48501,  to adopt rules and regulations with regard to its 

sessions, and for the conduct of its business ( L S A  - R.S. 13:1901, 

13:1902). The court may also create a traffic violations bureau and adopt 

the necessary operating and administrative rules. The court may appoint 

one or more clerks to administer the bureau who whall be compensated by the 

city and parish ( L S A  - R.S. 13:1900). 
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The judge shall designate the clerk or marshal to collect fines, 

forfeitures and penalties as well as costs and exclusive of the costs, to 

pay same into the city treasury if prosecution is on behalf of the city or 

into the parish treasury if the prosecution was on behalf of the parish 

(LSA - R.S. 13:1898). In all criminal and traffic cases the court may as- 

sess costs of up to $10. 

subject to audit, to be used for operational expenses or clerical fees as 

approved by the judge. 

$10 in criminal cases may be assessed to defray expenses of the marshal's 

office (LSA - R.S. 13:1899). 

These proceeds are deposited into a special fund, 

An additional sum of not less than $5 or more than 

Jurisdiction and Venue 

The territorial jurisdiction of the Lafayette City Court encompasses 

all territory now or hereafter in the city limits and the third and tenth 

wards of the parish. Any justice of the peace existing in a ward partially 

within the city limits continues to have jurisdiction over that part of the 

ward not within the city limits (LSA - R.S. 13:1952). 

The court's criminal jurisdiction is limited to offenses committed 

within the court's territorial jurisdiction not punishable by imprisonment 

at hard labor' but includes city or parochial ordinance violations. City 

judges may require peace bonds, issue arrest warrants, examine and commit 

as well as admit to jail; discharge defendants; hold preliminary examina- 

tions in noncapital cases (LSA - R.S. 13:1894). See also LSA - C.Cr.P. 
art. 26. 

The definition of a felony. Misdemeanors are defined as any crime 
other than a felony (LSA - R.S. 14:2). 
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The cour t  a l s o  has t r a f f i c  v io l a t ions  j u r i s d i c t i o n  a s  w e l l  a s  con- 

cu r ren t  j u r i s d i c t i o n  over juveni le  proceeding with the  d i s t r i c t  cour t  ( L S A  

- R.S. 13:1900; LSA - C.C.P. a r t .  14 ) .  

The Lafayet te  cour t ' s  c i v i l  j u r i s d i c t i o n  i s  as provided by t h e  Code 

of C i v i l  Procedure ( L S A  - R.S. 13:1891). The code provides t h a t  sub jec t  

matter j u r i s d i c t i o n  s h a l l  be determined by the  amount i n  d ispute  and nature  

of the  proceedings. The amount i n  d ispute  is  defined a s  the  amount de- 

manded o r  t he  assessed value of property involved exclusive of cos t s ,  in -  

terest, f e e s  and pena l t i e s  (LSA - C.C.P. a r t .  4841). J u r i s d i c t i o n  over 

amounts under $3,000 is  concurrent with d i s t r i c t  cour t  (LSA - C.C.P. a r t .  

4843). Other cur ren t  j u r i s d i c t i o n  includes s u i t s  by owners t o  e v i c t  i f :  

- a l ease  by the  day i s  less than $50 a day; 

- a lease by the  week is  less than $125 a week; 

- a l ease  by the  month i s  less than $500 a month; 

- a l e a s e  by t h e  year i s  f o r  under $6,000;  

- annual value of r i g h t  t o  occupy property does not  exceed t h e  
c o u r t ' s  j u r i s d i c t i o n a l  amount (LSA - C.C.P. a r t .  4845). 

The cour t  may hear i nc iden ta l  demands regard less  of t he  disputed 

amount i f  it has j u r i s d i c t i o n  of t he  p r inc ipa l  ac t ion  (LSA - C.C.P. a r t .  

4846). The c o u r t ' s  j u r i s d i c t i o n  i s  l imi ted  i n  t h a t  it can not  hear ac t ions  

involving: 

- T i t l e  t o  immovable property 

- Right t o  publ ic  o f f i c e  o r  pos i t ion  

- C i v i l  o r  po l i t i ca l  r i g h t s  under t h e  United States o r  S t a t e  Con- 
s t i t u t i o n  

- Annulment of a marriage, separat ion from bed and board, divorce,  
separa t ion  of property,  alimony 
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- Succession, i n t e r d i c t i o n ,  rece iversh ip ,  l i qu ida t ion ,  habeas cor- 
pus, or  quo warranto 

- Sta t e ,  par i sh ,  municipal o r  p o l i t i c a l  corporat ion o r  succession 
as defendant 

- Other matters excepted by l a w  (LSA - C.C.P. a r t .  4848). 

City cour t  may exerc ise  j u r i s d i c t i o n  of  t h e  person i n  the same man- 

ner  a s  t h e  d i s t r i c t  cour t  (LSA - C.C.P. a r t .  4851). It may exerc ise  i n  r e m  

j u r i s d i c t i o n  over movable property only and quas i  i n  r e m  j u r i s d i c t i o n  over 

both movable and immovable property.  W r i t s  of se izure  and sale i n  execu- 

t i o n  t o  enforce p r iv i l eges  o r  mortgages on movable o r  immovable property 

may also be i ssued  by t h e  c i t y  cour t  (LSA - C.C.P. a r t .  4852). 

The r u l e s  of venue i n  c i t y  cour t  s h a l l  be t h e  same as those f o r  d i s -  

t r i c t  cour t  (LSA - C.C.P. a r t .  4853). 
U 

Within i t s  territorial'jurisdiction t h e  c i t y  cour t  has o r i g i n a l  ju- 

ven i l e  j u r i s d i c t i o n  concurrent with t h a t  of t h e  d i s t r i c t  cou r t  (C.J.P. a r t .  

14). This j u r i s d i c t i o n  includes t h e  following proceedings: 

A. A proceeding i n  which a c h i l d  i s  a l leged  t o  be a delinquent 

c h i l d  except i n  cases where cr iminal  prosecution as an a d u l t  is  required by 

l a w  or cases t r ans fe r r ed  t o  another cour t  f o r  cr iminal  prosecution as an 

a d u l t  a s  provided by l a w .  

B. A proceeding i n  which a c h i l d  i s  a l leged  t o  be i n  need of super- 

v i s ion .  

C. A proceeding i n  which a c h i l d  i s  alleged t o  be i n  need of care.  

The cour t  a lso has j u r i s d i c t i o n  over proceedings involving a d u l t s  

charged w i t h  a misdemeanor where t h e  l a w  v io l a t ed  was enacted f o r  t he  

pro tec t ion  of ch i ldren  such as c h i l d  abuse cases, deser t ion ,  nonsupport, 
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criminal neglect and reciprocal enforcement of support. Such cases are not 

considered confidential and proceedings may be open to the public at the 

discretion of the court. If trial by jury is required the case is subject 

to transfer to the districts (C.J.P. art. 16). 

With regard to its juvenile jurisdiction the court has jurisdiction 

in the following matters: 

(1) Cases involving parents in need of supervision. 

( 2 )  

/ 

Proceedings to award custody of a child to an agency or indi- 

vidual upon consent of the parent. 

( 3 )  Adoption of a child. 

(4) Proceedings to declare a child abandoned or for the termination 

of parental rights. 

( 5 )  Proceedings for the treatment or commitment of a child who is 
- 

mentally ill or suffering from substance abuse (C.J.P. a r t .  17). 

Criminal and Traffic Procedure 

Procedures applicable exclusively to city court are very sketchy. 

This summary tracks only those provisions relating to city court alone. 

The city court has authority to fix bail in noncapital cases (LSA 

C.Cr.P. art. 3 1 5 ) .  Persons accused of ordinance violations shall be re- 

leased upon an order admitting to bail and execution of a bond as soon as 

practicable after arrest. 

bond shall not exceed $500. 

parole or release to the presiding judge and officers of its municipal 

court (LSA - R.S. 15:81). 

In a city court with criminal jurisdiction the 

The city, by ordinance, may grant power of 

Criminal prosecutions in city court are commenced by affidavit, 

information or indictment and shall be tried without a jury. Both sides 
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are  e n t i t l e d  t o  process t o  compel t h e  attendance of up t o  s i x  witnesses 

each. With leave of 

may be ca l l ed  ( L S A  - 
I f  a cr iminal  

delays prescr ibed by 

13 ~ 1 8 9 7 )  

cour t ,  and on a showing of necess i ty ,  m o r e  witnesses 

R.S. 

case 

l a w ,  

1 3 ~ 1 8 9 5 )  

i s  appealed, the c l e rk  s h a l l  f i l e ,  within the  

t h e  t r a n s c r i p t  i n  the  appeal cour t  (LSA - R.S. 

Procedure i n  t r a f f i c  cases i s  not governed by any spec ia l  s t a t u t e s .  

Special  provis ions a r e  made f o r  cases involving dr iv ing  while in toxica ted  

(OWI) which are prosecuted under s ta te  s t a tu t e .  On prosecution of f i r s t  

o r  second a l leged  v io l a t ions  ( O W I )  the  c i t y  cour t  has concurrent j u r i sd i c -  

t i o n  with t h e  d i s t r i c t  court .  The d i s t r i c t  cour t  has exclusive ju r i sd i c -  

t i o n  i n  cases  involving a t h i r d  or four th  offense.  OW1 cases  are prose- 

cuted i n  the  c i t y  cour t  by a spec ia l  a s s i s t a n t  d i s t r i c t  a t torney.  

Fines, f o r f e i t u r e s  and c o s t s  co l l ec t ed  i n  cases prosecuted by t h e  

c i t y  are paid i n t o  the  c i t y  t reasury:  when prosecuted by the s ta te  o r  par- 

i s h  such monies a r e  pa id  i n t o  the  pa r i sh  general  fund (LSA - 13:1898) ex- 

cept  f o r  OW1 offenses  occurring within the  t e r r i t o r i a l  l i m i t s  of t he  c i t y  

and i n  such cases the  monies a r e  paid i n t o  the  c i t y  t r easu ry  (LSA - 
13:1894.1). 

Evidence of conviction of a person charged with f i r s t  OW1 offense 

s h a l l  be reported t o  t h e  Department of Motor Vehicles ( L S A  - R.S. 32:414). 

C i v i l  Procedure 

Generally the  Code of C i v i l  Procedure applies i n  c i t y  cour t  i n  cases 

i n  which the  amount i n  d ispute  exceeds $3,000 (LSA - C.C.P. a r t .  4901). A 

special procedure is  provided f o r  cases involving $500 and less than $3,000. 
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In  small claims cases ($750 o r  less) wr i t t en  pleadings a r e  unneces- 

The p e t i t i o n  may be made o r a l l y  t o  the  c l e r k  unless  an attachment o r  sa ry .  

seques t ra t ion  i s  sought ( i n  which case an a f f i d a v i t  s t a t i n g  the  grounds 

s h a l l  be f i l e d )  o r  executory process t o  immovable property i s  demanded. I f  

no wr i t t en  pleadings are f i l e d ,  t he  c l e rk  s h a l l  record c e r t a i n  information 

i n  a permanent record book, t o  w i t ,  t he  t i t l e  of t h e  case, docket number, 

names and addresses of t he  p a r t i e s ,  b r ie f  statement of f a c t s  and t h e  amount 

of t h e  claim, issuance and se rv ice  of c i t a t i o n s ,  defenses,  motions and 

o ther  pleas, witnesses names, documents of fe red ,  judgment and appeal (LSA - 
C.C.P. a r t .  4912, 4913). 

Appeals 

Appeal on t h e  record may beientered t o  the  appropriate  cour t  of ap- 

pea l  i f  f i l e d  within 1 0  days of judgment, no t ice  of judgment o r  denia l  of 

new t r i a l  (LSA - C.C.P. a r t .  5001, 5003). Procedure on appeal i s  the  same 

as t h a t  f o r  an appeal from d i s t r i c t  cour t  (LSA - C.C.P. a r t .  5004) .  

Cases i n  c i t y  cour t  s h a l l  be decided immediately upon conclusion of 

t h e  t r i a l  un less  except ional  circumstances demand t h a t  t he  record remain 

open f o r  15 days f o r  f i l i n g  testimony by deposi t ion o r  document. Immedi- 

a t e l y  a f t e r  t h e  f i l i n g  o r  a f t e r  the  lapse of 15 days, t h e  cour t  s h a l l  de- 

c ide  the  case. The court  may order a p o s t r i a l  hear ing on b r i e f s  o r  t ran-  

s c r i p t s ,  al lowing p l a i n t i f f  20 days within which t o  f i l e  a b r i e f ;  defendant 

i s  allowed a maximum of 20 days t o  answer. P l a i n t i f f ,  thereupon, has 1 0  

days t o  f i l e  a r ebu t t a l .  

per iod not t o  exceed the  o r ig ina l .  A t r a n s c r i p t  of t he  evidence, i f  

needed, sha l l  be f i l e d  within 30 days w i t h  a poss ib l e  15-day extension (LSA 

The cour t  may extend t h e  time f o r  an add i t iona l  

- R.S. 13:4207.1). 
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The c i t y  court  s h a l l  render judgment i n  cases taken under advisement 

within 30 days a f t e r  submission. If upon the  30th day, the cour t  i s  not  i n  

sess ion  i n  the  pa r i sh ,  the  judge s h a l l  forward the  decree t o  the  c l e rk  f o r  

en t ry  on the  minutes. If the  case i s  appealable,  appeal bond s h a l l  a l s o  be 

f ixed.  Appeal t i m e  runs from t i m e  no t ice  of decree i s  served or date  de- 

cree received i f  no t ice  waived (LSA - R.S. 13:4207, 4 2 0 8 ) .  

I f  t he  judge d i e s ,  res igns ,  i s  removed or i s  out  of o f f i c e ,  succes- 

so r  s h a l l  decide cases  under advisement. The record s h a l l  s u f f i c e ,  o r  a 

statement of f a c t s .  I f  none e x i s t ,  the  case may be t r i e d  de novo (LSA - 
R.S. 13:420). 

Motions f o r  new t r i a l  s h a l l  be decided within seven days with an 

add i t iona l  1 0  days upon wr i t t en  consent of both a t torneys  f i l e d  f o r  t he  

record and spread upon the  minutes (LSA - R.S. 13:42071. 

ContemDt 

The c i t y  court  may punish f o r  contempt as follows: 

- Direct contempt by an a t torney  a t  l a w ,  a f i n e  of up t o  $100 
and/or imprisonment f o r  up t o  24 hours ( a  subsequent offense i n  
the  same cour t  w i l l  r e s u l t  i n  a $200 f i n e  and/or 10 days i n  
j a i l  1. 

- Disobeying or r e s i s t i n g  lawful r e s t r a i n i n g  order  or preliminary 
o r  permanent in junc t ion ,  a f i n e  of up t o  $500 and/or up t o  6 
months i n  j a i l .  

- Deliberate  r e fusa l  t o  perform an act  within the of fender ' s  power 
t o  perform, imprison u n t i l  the  act  is  performed 

- Any o ther  contempt, a f i n e  of up t o  $250 and/or 30 days i n  j a i l  

(LSA - R.S. 13:4611). For o ther  contempt references see a r t i c l e s  2 2 1  e t  

seq. of t he  Code of C iv i l  Procedure; a l s o  LSA - C.C.P. a r t .  3611 f o r  con- 

tempt of i n junc t ive  orders .  
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Jury  

T r i a l s  are t o  t h e  cour t  without a jury .  I f  an ac t ion  i s  commenced 

i n  c i t y  cour t  and defendant would otherwise be e n t i t l e d  t o  a jury  t r i a l ,  

defendant may p e t i t i o n  f o r  a t r a n s f e r  t o  the  d i s t r i c t  cour t .  

e n t i t l e d  t o  a jury  i s  i n c i d e n t a l ,  t h e  r i g h t  i s  waived by f i l i n g  i n  c i t y  

cour t  (LSA - C.C.P. a r t .  4871, 4872). 

I f  t h e  demand 

A motion f o r  t r a n s f e r  s h a l l  be f i l e d  with t h e  c i t y  cour t  within t h e  

delay f o r  answer o r  20  days a f t e r  t h e  answer. 

t h a t  t h e  matter i s  e n t i t l e d  t o  a jury  t r i a l  and t h a t  defendant demands t h e  

jury .  

t r a n s f e r .  

ordered, t h e  c l e r k  s h a l l  forward a c e r t i f i e d  copy of t he  record with min- 

u t e s ,  pleadings and a l l  o ther  proceedings. 

f i l e  a new proceeding upon payment of f i l i n g  f e e .  

f e r  i s  not appealable but it i s  reviewable through t h e  exe rc i se  of super- 

v i so ry  j u r i s d i c t i o n  by t h e  appe l l a t e  cour t .  The motion c o n s t i t u t e s  a de- 

mand f o r  ju ry  which may not be withdrawn without consent of t he  cour t  and 

a l l  p a r t i e s .  The t r a n s f e r  deprives the  lower cour t  of j u r i s d i c t i o n  of a l l  

claims and p a r t i e s  (LSA - C.C.P. a r t .  4873, 48741 4875). 

The motion s h a l l  dec la re  

I f  there i s  no opposit ion within 1 0  days the cour t  s h a l l  order t h e  

Any opposit ion s h a l l  be t r i e d  summarily. I f  t h e  t r a n s f e r  i s  

The d i s t r i c t  cou r t  c l e r k  s h a l l  

The r u l i n g  on t h e  t rans-  
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I n t e r n a l  Operating Prac t ices  and Procedures 

Generally,  t h e  cour t  holds hearings and t r i a l s  every af ternoon of 

t h e  week according t o  the  following schedule: 

Monday - 

Tuesday - 
Wednesday - 
Thursday - 
(2nd & 4 th )  

Thursday - 
(1st c 3rd)  

Friday - 

City T r a f f i c  
c i t y  Criminal (ordinance v i o l a t i o n s )  

Civi 1 

ow1 

Juveni le  Delinquency & T r a f f i c  

S t a t e  T r a f f i c  & S t a t e  Criminal 

c i v i l  

Court commences a t  one o 'c lock each af ternoon or a s  soon t h e r e a f t e r  

as poss ib le  and continues u n t i l  t h e  calendar i s  c leared  f o r  t h e  day. 

busy days it may be s i x  o r  seven o'clock before  t h e  cour t  adjourns.  

On 

In add i t ion  t o  t h e  judge, cour t  proceedings a r e  a t tended by t h e  

b a i l i f f ,  t h e  cour t  r epor t e r ,  a deputy c l e r k  and a minute c l e rk .  I m e d i -  

a t e l y  ad jacent  t o  t h e  courtroom i s  a small  room used f o r  paying and co l -  

l e c t i n g  f i n e s  and costs. This room i s  s t a f f e d  during cour t  hours. On days 

OW1 cases  a r e  taken up representa t ives  of the c o u r t ' s  a lcohol  and sobr i e ty  

program and alcohol  d r ive r s  education proqra? a r e  a l s o  present .  

Anci l lary support  s e rv i ces  a r e  provided by t h e  S t a t e  Division of 

Youth Services  f o r  juveni le  probation, t h e  S t a t e  Department of Corrections 

f o r  a d u l t  probat ion,  representa t ives  of t h e  schools f o r  truancy type cases ,  

a juveni le  de ten t ion  home and a spec ia l  s ec t ion  of the  d i s t r i c t  a t to rney ' s  
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office assigned to family and nonsupport matters. 

City cases are prosecuted by the city prosecutor; state cases by the 

district attorney. Defense services are provided by private counsel or in 

case of indigency, the public defender. 

In cases involving the offense of driving while intoxicated a 

pre-court conference is conducted by the representatives of the court's 

alcohol programs who outline the court's general policies and practices 

regarding such offenses as well as the requirements of state law if convic- 

tion or pleas of guilty or nolo contendere occur. A representative of the 

public defender is also present to explain the rights of the defendants. 

The court is presently organized, generally along jurisdictional 

lines, into the following departments: 

(1) Civil Department 

( 2 )  Juvenile Department 

( 3 )  Criminal and State Traffic Department 

(4) City Traffic and DT (OW11 Department 

( 5 )  Traffic Violations Bureau and Bond Department 

( 6 )  Parking Violations Department. 

The overall administrative functions of the court are supervised by 

the court administrator subject to the city judge. Each department is 

staffed by one or more clerks usually supervised by a deputy clerk. The 

Traffic Violations Bureau and Bond Department is supervised by a deputy 

marshal. 

The court administrator has direct supervision of the computer oper- 

ation which services traffic cases. 
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C i v i l  Department 

Cases within the  Courts'  c i v i l  j u r i s d i c t i o n  a r e  f i l e d  w i t h  t he  C i v i l  

Department. 

f i l e d .  

case numbers. 

f e e s  pa id  during each day. 

A c i v i l  docket shee t  i s  maintained by the  c l e rk  f o r  each case 

A number docket i s  maintained t o  log  cases  i n  and t o  ass ign new 

In  addi t ion  a day shee t  i s  kept l i s t i n g  a l l  cases f i l e d  and 

Receipts a r e  issued f o r  cash received. 

For regular  c i v i l  cases ,  an advance deposi t  of $30 i s  required;  i n  

multi-party defendants cases an addi t iona l  $10 i s  required f o r  each defend- 

an t .  The deposi ts  a r e  kept by the  c l e rk  i n  a bank account and when the  

case i s  closed c e r t a i n  amounts a r e  paid out  of the  account fo r  court  f e e s  

and marshal se rv ices .  Any unused por t ion  of t h e  deposi t  remaining a f t e r  

t he  case i s  closed i s  refunded t o  the deposi tor .  

When a case i s  a t  i s sue  o r  i n  de fau l t  a pa r ty  may request  i n  wr i t i ng  

a t r i a l  s e t t i n g  and the  case i s  s e n t  t o  the  judge f o r  calendaring. .The 

c l e rk  a s s i s t s  t he  judge i n  preparing the  calendar,  sends not ice  of t r i a l  

s e t t i n g s  t o  t h e  p a r t i e s  and a t t ends  court  when c i v i l  cases a r e  heard. A l l  

t ransac t ions  i n  a case a r e  recorded by the  c l e r k  i n  t he  c i v i l  docket i n -  

cluding minutes of t h e  judge's decis ions and orders .  Judgments, usual ly  

prepared by counsel,  may be subjec t  t o  c e r t i f i c a t i o n  t o  the  d i s t r i c t  cour t  

f o r  recordat ion.  Process i s  served by the  marshal. 

C a s e s  i n  which the re  has been no a c t i v i t y  a r e  subjec t  t o  dismissal  

a f t e r  f i v e  years  and when t h a t  occurs the  unused balance of the  advance 

docket f e e  i s  returned.  

Indices  t o  c i v i l  cases a r e  included i n  t he  c o u r t ' s  master index doc- 

ke ts .  
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Various forms u t i l i z e d  by the  C i v i l  Department include the  following: 

Docket shee ts  

C i t a t ion  t o  appear 

Eviction not ice  

Summons 

Notice of se izure  

Notice of judgment 

W r i t  of F i e r i  Facias 

Appointment of marshal 's  keeper 

Order of se izure  and s a l e  

case f i l e s  a r e  maintained i n  small, o l d  fashioned envelope type 

f i l e s .  

c i v i l  cases  f i l e d  and terminated f o r  t h e  years  1976 through 1981 a r e  

as follows: 

F i led  

Terminated 

1981 - 1980 - 1979 - 1978 - 1976 1977 - - 
991 1,343 1,207 1,212 1,433 1,499 

964 1,096 1,032 982 1,216 1,163 

Commentary: 

be addressed. 

Several  p rac t i ces  within t h e  C iv i l  Department probably should 

Two fea tu res  work adversely t o  the  concept of a modern cour t  managed 

calendaring system: 

request  of t h e  a t torneys  and the  p rac t i ce  of dismissing cases only a f t e r  

f i v e  years  of i n a c t i v i t y ,  t h i s  l a t t e r  f e a t u r e  being a requirement of stat- 

u t e  (C.C.P. a r t .  561). From the  foregoing s t a t i s t i c s  it i s  apparent t h a t  

t h e r e  i s  a gradual but  c e r t a i n  increase i n  c i v i l  f i l i n g s .  

t h e  p rac t i ce  of scheduling cases  f o r  t r i a l  only upon 

while 
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terminations a r e  a l s o  increasing they a r e  not keeping up with t h e  r a t e  of 

f i l i n g s .  Eventually t h i s  w i l l  r e s u l t  i n  a backlog of c i v i l  cases.  Some- 

how, there  should be a s h i f t  from an a t torney  cont ro l led  docket t o  a cour t  

cont ro l led  docket, i .e . ,  the scheduling of such cases  a s  the  work of the 

cour t  permits.  This can be done and s t i l l  accommodate a t torneys  who have 

good reasons f o r  continuances. Perhaps a combination of e f f o r t  by a t t o r -  

neys and t h e  court  could e f f e c t  a change i n  the  system. I t  i s  suggested 

t h a t  the  cour t  s t a r t  scheduling s i x  month o ld  cases  i n  which no request  f o r  

t r i a l  s e t t i n g  has been lodged. I f  a continuance is  then requested i n  par- 

t i c u l a r  cases new t r i a l  da tes  may be given. While t h i s  p r a c t i c e  may r e s u l t  

i n  l a rge r  calendars  and more paper work it would have the  e f f e c t  of bring- 

ing  the docket i n t o  a more cur ren t  s t a t u s .  

The f i l i n g  system i n  the c i v i l  department is  obsolete .  A more mod- 

e rn  system would include the  u t i l i z a t i o n  of l a t e r a l  o r  open f i l e s  with f l a t  

f i l e  fo lde r s  and a numbering system t h a t  included color  t a b s ,  year f i l e d  

and type of case.  F l a t  f i l e s  are easier t o  access, s t o r e  and copy. 

The court  should eventual ly  switch over t o  a d i f f e r e n t  f e e  system. 

The cos t  deposi t  system requi res  t h a t  t he re  be an accounting i n  each case 

and t h a t  refunds be made a t  the  conclusion of the  case of any unused por- 

t i o n  of the  deposi t .  while it would take l e g i s l a t i o n  t o  achieve it, a 

b e t t e r  and simpler system would be t o  charge a f l a t  f e e  a t  t he  t i m e  a case 

i s  f i l e d .  The c l e r k  would make d i s t r i b u t i o n  t o  the  var ious places  required 

- s h e r i f f ,  marshal, e t c . ,  but  the  balance would go t o  the  c o u r t ' s  f e e  

account with no refund t o  the  p a r t i e s .  This would negate t h e  "nickel and 

dime" accounting and the refunding of a few d o l l a r s ,  i f  any a t  a l l ,  i n  each 

case.  The amount of money involved i n  a s ing le  case may not even j u s t i f y  
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the time and expense of issuing a check. This is especially true if the 

court must wait at least five years before final disposition of some cases. 

A new system of numbering cases should be considered. Such number- 

ing system would incorporate the year of filing, the type of cases and a 

docket number. For instance, the first civil case to he filed in 1983 

would be assigned the following number: 

83CVQQ 0 1 

The second civil case would be assigned the following number: 

a3cvoo0 2 

Utilizing color coded tabs any person handling the file in either of the 

above cases would know that it is a civil case, the year in which it was 

filed and the number. 

same docket as other cases. If it becomes necessary for them to be sepa- 

rately docketed a code description could be utilized for small claims such 

as "CS" for those cases. 

Similarly, an abbreviation of the various types of cases over which 

At present, small claims cases are placed in the 

the court has jurisdiction, and depending on its docketing system, could be 

assigned to such cases in the 

cv- 
ST - 
CT - 
DT - 
cc - 
sc - 
JT - 
JC - 
FC - 

following manner: 

Civi 1 
State Traffic 
City Traffic 
ow1 
City criminal 
State Criminal 
Juvenile Traffic 
Juvenile Criminal 
Family Court 

Some aspects of the foregoing numbering system are in effect pres- 

ently but a uniform numbering system is lacking throughout the court. 
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Juvenile DeDartment 

This department processes three types of cases: 

(1) Juvenile delinquency cases 

( 2 )  Criminal non-support cases 

( 3 )  Juvenile traffic cases 

Juvenile delinquency cases are initiated by a police offense report 

which is filed with the clerk's office. confidential indexed cards are 

maintained containing the names of the juveniles. If the juvenile has a 

prior record with the court, the.old file is reactivated: if the juvenile 

is new to the court a new file and index card is initiated. 

Based on the report, the judge authorizes a petition to be filed. 

Usually the petition is prepared by the clerk who transmits certified 

copies to the district attorney and the public defender. A certified copy 

is served on the parents or guardian of the juvenile along with a citation 

and summons to appear in court with the child. 

The same procedure is followed for neglected children or children in 

need of supervision. 

Sometimes the petition is filed directly in the court by the dis- 

trict attorney or a juvenile officer of the police force. 

The cases are scheduled for first appearance in the same manner and 

on the same days as juvenile traffic cases. 

Lists of cases are furnished appropriate officials. 

A witness list is maintained for each case. 

Upon failure to appear a writ of attachment or pick up order is 

issued. 

Minutes of court proceedings are recorded in the trial docket. 
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Commentary: The preparat ion of the  p e t i t i o n  under the  code of juveni le  

procedure i s  bas i ca l ly  a prosecutor ia l  funct ion and not one which normally 

should be handled by t h e  c o u r t ' s  c l e r i c a l  s t a f f  and approved by the  judge 

i n  advance. 

f i l e  t h e  p e t i t i o n  without leave of the  court .  

Ar t i c l e  45 of the  code provides t h a t  t he  d i s t r i c t  a t to rney  may 

While it a l s o  provides t h a t  

t h e  cour t  may authorize any person t o  f i l e  t h e  p e t i t i o n ,  i t s  approval is  

not necessary f o r  t h e  d i s t r i c t  a t to rney  t o  a c t .  It  would seem t h a t  t h e  

mat ter  of deciding whether a p e t i t i o n  i s  f i l e d  o r  no t  i s  appropriate  f o r  

t he  prosecutor t o  determine and h i s  s t a f f  should be i n  charge of prepara- 

t i o n  of such documents. 

Criminal and S t a t e  T ra f f i c  Department 

This department processes s t a t e  cr iminal  cases ,  c i t y  ordinance vio- 

l a t i o n s  and s t a t e  t r a f f i c  cases.  

In cr iminal  cases including ordinance v io l a t ions  a case i s  i n i t i a t e d  

by an a f f i d a v i t  signed by t h e  prosecutor,  po l i ce  o f f i c e r  o r  p r i v a t e  c i t i -  

zen. Aff idavi t s  a r e  prepared by the  prosecutor i n  ordinance v io l a t ions ;  

otherwise,  they a r e  prepared by t h e  c l e rk  based on po l i ce  repor t  and signed 

by t h e  prosecutor o r  po l ice  o f f i c e r  o r  i n  shop l i f t i ng  cases  a p r i v a t e  indi-  

vidual .  The c l e r k  is  n o t i f i e d  i f  the  prosecutor dec l ines  t o  accept a 

case. 

cu t ion  w i l l  r e s u l t  and those i n  which it i s  declined. I n  both ins tances  

the  bond department i s  n o t i f i e d  and repor t s  received a s  t o  whether a bond 

has been posted.  

F i l e s  a r e  maintained on both types of cases - those i n  which prose- 

After an a f f i d a v i t  i s  properly executed, t h e  case i s  placed on the  

cr iminal  docket and number assigned designat ing whether it i s  a s t a t e  o r  

c i t y  case. 
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Cases a r e  indexed i n  t he  c o u r t ' s  c e n t r a l  indices .  

Notice of arraignments and t r i a l s  a r e  issued by the  c l e rk  and may be 

served personal ly  by the  marshal o r  t he  s h e r i f f  o r  by m a i l .  

a l s o  be served on the  po l i ce  o f f i c e r ,  a t to rneys ,  prosecutor,  witnesses,  and 

bondsman. 

Notice may 

The c l e r k  a t t ends  a l l  cour t  sessions,  records minutes of cour t  de- 

c i s ions ,  judgments, e t c .  and may prepare r ece ip t s  f o r  t h e  payment of cos t s  

and f i n e s .  

In  some cases  an a r r e s t  warrant may i ssue .  

City Tra f f i c  and DWI (OW11 Department 

Separate dockets, termed " c a l l  sheets"  a r e  maintained on a l l  c i t y  

t r a f f i c  cases  except parking v io la t ions .  One c a l l  shee t  i s  f o r  OW1 cases;  

one i s  f o r  o ther  non-parking v io la t ions .  The c a l l  shee ts  a r e  generated 

from a computer and contain c e r t a i n  information a t t a i n e d  from t r a f f i c  t i c -  

ke t s  received from t h e  T r a f f i c  Violat ions Bureau. 

t h e  c a l l  shee ts  t he  cases  a r e  indexed i n  t h e  c i t y  t r a f f i c  book; OW1 cases 

a r e  indexed i n  a separa te  book f o r  OW1 cases.  

Following preparat ion of 

C a l l  shee ts  a r e  produced weekly but a r e  kept up t o  da te  by hand. 

The c a l l  shee ts  contain a l l  cases pending such a s  o ld  arraignments, contin- 

uances, t r i a l  warrant information. 

The department i s sues  summonses, no t ices  of arraignment and t r i a l s ,  

warrants,  bond f o r f e i t u r e s  and repor t s  to t h e  s t a t e .  The department a l s o  

prepares r e l ease  forms f o r  p leas  of gu i l t y  o r  no contes t ,  and forms f o r  

enrollment i n  t h e  c o u r t ' s  sob r i e ty  program and d r ive r  improvement school. 

The c l e r k  a t tends  a l l  court  arraignments and t r i a l s  and records the  

minutes of cour t  proceedings. 
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Tra f f i c  Violat ions Bureau and Bond Department 

As a con t ro l  measure, t h e  Tra f f i c  Violat ions Bureau i s s u e s  and ac- 

counts for a l l  c i t y  t r a f f i c  t i c k e t s  used by c i t y  po l i ce  o f f i c e r s .  The 

o r i g i n a l  and one copy of each t i c k e t  issued by po l i ce  o f f i c e r s  f o r  an a l -  

leged t r a f f i c  v io l a t ion  are returned t o  the  bureau by the  o f f i c e r  i s su ing  

same along with t h e  v i o l a t o r ' s  d r ive r s  l i cense  surrendered i n  l i e u  of cash 

bond. The d r i v e r ' s  l i cense  is  re ta ined  u n t i l  d i spos i t i on  of t he  case. On 

a d a i l y  bas i s ,  t h e  t i c k e t s  are s e n t  t o  t h e  c i t y  Tra f f i c  Department and com- 

puter ized on t h e  c a l l  shee ts  and returned t o  t h e  bureau. 

Fines are paid i n t o  the  bureau according t o  a f ixed  schedule; re- 

c e i p t s  are served, copies of which are given t o  the  c i t y  T r a f f i c  Department 

f o r  recordation. Licenses are returned t o  the  d r ive r s  upon payment of 

f ines .  I f  a cour t  hear ing is  requested o r  i f  one i s  required a summons i s  

issued t o  the  a l leged  v i o l a t o r  f o r  appearance i n  cour t .  

Docket numbers on a l l  c i t y  t r a f f i c  cases are assigned by the  c i t y  

Tra f f i c  Department which maintain a l i s t i n g  of a l l  cases on i t s  c a l l  sheets .  

Moneys received by the bureau are accounted f o r  and deposited regu- 

l a r l y  with the  c i t y .  

Parking Violat ions Department 

In a manner similar t o  the  Tra f f i c  Violat ions Bureau, t h i s  depart-  

ment i s sues  and accounts f o r  a l l  parking v io l a t ion  no t i ce  books used by the  

c i t y  pol ice .  The department receives  a l l  money, by m a i l  o r  i n  person, paid 

f o r  parking v io l a t ions .  A l l  payments are run through the  cash r e g i s t e r  and 

tape  r e c e i p t s  issued. T i c k e t  numbers are recorded i n  each t ransac t ion .  

All t i c k e t s  issued and payments, t he re fo r ,  are recorded on t h e  c i t y ' s  com- 

puter .  
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The department i s  regular ly  given a l i s t  of delinquent t i c k e t s  on a 

computer p r i n t o u t  and search is  conducted through s t a t e  records f o r  names 

and addresses of a l leged  v io l a to r s .  Notices of 

1 

delinquent v i o l a t o r s ;  f a i l u r e  t o  appear and pay 

suance of a warrant. 

I 

arraignment are sen t  ou t  t o  

f i n e  may r e s u l t  i n  the  is- 
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Automation and Technology 

Bac kcrroun d 

Courts across the nation are turning to automated information sys- 

tems to assist in the handling of spiraling caseloads as well as to limit 

the number of additional clerical personnel required to maintain their cur- 

rent manual system. 

crease in caseload over the past several years. The court at the present 

time has secured the use of two computer terminals and a printer to handle 

traffic cases. The current use of data processing in the Lafavette City 

Court is limited and should be expanded to include all of the functional 

areas in traffic, criminal misdemeanors, OWIs, and civil case processing. 

This expansion of data Dr?cessing technology will provide the Lafayette 

Citv Court with greater control and utilization of resources for the ad- 

ministration of justice by the court. 

The Lafayette City Court has experienced a steady in- 

There are certain procedures currently employed in the Lafayette 

Citv Court that should be enchanced or encompassed by data processing tech- 

nology. This application of technology will prove to be cost effective and 

efficient to implement. 

-he remainder of this section describes those functional areas that 

should be automated as well as those areas in which improved manual Droce- 

dures would be beneficial to the court. 

Observations and Recommendations 

1. Traffic Bureau. The clerks of court in the Traffic Bureau cur- 

rently maintain handwritten ledgers that account for all traffic citations 

(by citation number) issued to Lafayette police officials. In addition, 
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other duties performed by the Traffic Bureau include the acceptance of pay- 

ment for traffic violations (receipts are handwritten), the maintenance of 

an alphabetical index, and confiscated driver's licenses turned in by po- 

lice officers. 

Recommendation--The installation of one additional comtmter terminal would 

facilitate the applicability and usefulness of data processing technology 

in the Traffic Bureau. The following flowcharts (see appendix) illustrate 

the enhancement and improvement of the existing manual and automated system 

to accommodate the recommendations contained in this report for the Lafay- 

ette City Court. The issuance and accountability of traffic citations in 

manual ledger books should be eliminated and maintained by the computer 

system. The Lafayette Data Processing Department has developed such a pro- 

gram €or the accountability of traffic citations which should be reviewed 

for implementation by the court. By using an automated accountability sys- 

tem the clerks of court in the Traffic Bureau would not have to manually 

maintain ledger books and account for each traffic citation. 

By having a computer terminal installed in the Traffic Bureau the 

clerks of court could accept payment of traffic fines on either the defend- 

ant's copy or the officer's return. This process would eliminate backlogs 

in data entry as well as provide a current case tracking capability for the 

Bureau. 

Recommendation--Lafavette City Court should use the comDuterized traffic 

system for indexing purposes. We recommend that the Lafayette City Court 

use the computerized system to index all traffic cases. The computer 

system should easily be able to provide a true alphabetic index of all 
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pending t r a f f i c  cases through the  on-line terminal  a s  w e l l  as pe r iod ica l ly  

produce p r in t ed  index r epor t s  f o r  use i n  the  event t he  on-line system i s  

not ava i lab le .  The el iminat ion of t he  cur ren t  index books would save the  

cour t  a g r e a t  amount of personnel time and cost i n  maintaining the  cur ren t  

index book. 

Recommendation--The t r ansc r ib ing  of data  from t h e  "cal l  sheet"  t o  " t r a f f i c  

feeder  forms" should be eliminated. The computerized system produces ca l l  

shee ts  f o r  those cases t h a t  a r e  t o  be arraigned before the  judge. The ca l l  

shee t s  have s u f f i c i e n t  space ava i lab le  f o r  the  minute c l e r k  t o  pos t  a l l  

pe r t inen t  events ,  d i spos i t ions ,  and sentencing information. The present  

method of en te r ing  event o r  d i spos i t ion  information i n t o  the  system i s  t o  

t r ansc r ibe  the  information from the c a l l  shee ts  onto spec ia l  forms ( t r a f f i c  

f eede r ) .  T h i s  method i s  redundant and has a g r e a t  p o t e n t i a l  f o r  e r r o r  i n  

t h a t  t he  information must be t ranscr ibed  from one form t o  another and.sub- 

sequently t ranscr ibed  from the feeder  shee t  onto the computer terminal.  

Thus, there are three chances i n  which e r r o r s  may occur. W e  recommend t h a t  

the  c l e rk  of cour t  (minute c l e r k )  use the  ca l l  sheets t o  annotate  case 

events and d i spos i t i on  codes and t h a t  the  c a l l  sheet  be forwarded t o  the  

da ta  en t ry  sec t ion  f o r  updating of t he  t r a f f i c  system. 

Recommendation--The cour t  should purchase an addi t iona l  cash r e g i s t e r  f o r  

use i n  the  Tra f f i c  Bureau. The wr i t ing  of hand receipts f o r  the  payment of 

t r a f f i c  f i n e s  i s  a t i m e  consuming operation t h a t  should be replaced by a 

cash r e g i s t e r .  W e  recommend that  the  court  i nves t iga t e  the  purchase of a 

cash r e g i s t e r  t h a t  produces a r e c e i p t  and maintains an a u d i t  tape f o r  cash 

accounting purposes. W e  f e e l  t h a t  by e l imina t ing  the  handwriting of re- 

c e i p t s  t h a t  t he  cash r e g i s t e r  w i l l  be a cos t  e f f e c t i v e  purchase. 
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2. Driving Under the Influence (DUI Cases). The Lafayette City 

Court refers to these cases as "OWIS". The court manually maintains a sep- 

arate index for these cases primarily for purposes of identifying repeat 

offenders and transfers to the district court. The court, at the request 

of the district attorney, is required to furnish prior conviction and sen- 

tencing information for use at the district court level. 

The city court 'must manually extract conviction and sentencing in- 

formation from the case files. In order to extract this information clerks 

must check the index, determine alias names, and locate the appropriate 

case file to complete the requests for information from the district attor- 

ney. 

Recommendation--ExDand the automated traffic svstem to include OWI cases. 

Yhe vast majority of OW1 cases originate through the issuance of a traffic 

citation. The system as currently designed would need a few modifications 

to handle OW1 cases. 

The traffic system should be enhanced so that the clerks could re- 

quest all cases with the same driver's license number. The driver's li- 

cense number thus becomes one of the primary keys for inquiry purposes. By 

linking all cases together by driver's license number all OW1 cases for an 

individual would be available with prior conviction and sentencing informa- 

tion. Each case could be printed and used by the court to provide request- 

ed information to the district attorney. 

The indexing of all OWI cases should also be accomplished by the 

computer system. The existing system would have to be modified or a sep- 

arate copy of the system with modifications implemented for OW1 cases only. 

29 



3.  Computer Response Time. The computer terminals located in the 

city court share a 1200 baud line with five other terminals located in the 

police department. We recommend that the court system be established on a 

separate line from the police department. The court's workload and antici- 

pated enhancements to the system require that the court have a dedicated 

communication line in order to perform the day-to-day tasks required. 

Co nc lusion 

The Lafayette City Court should enhance and expand the data process- 

ing capabilities of their automated system in lieu of purchasing word 

processing machines. The automated system (traffic) and the city data 

processing department have the capability of accomplishing and exceeding 

all the tasks envisioned to be performed by a word processing system. 

We recommend that the court administrator contact the director of Q 

data processing of the city for the purposes of having system analysts work 

with the court to identify the needs and requirements of the court. The 

analysts can subsequently determine what enhancements are required to the 

existing system, and also establish the requirements for a new system to 

handle other case types (OWI's, civil, indexing). This approach will prove 

to be more efficient and cost effective in the long-run. 
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To read a flowchart  s t a r t  a t  t h e  flowchart  symbol c l o s e s t  t o  t h e  top of 
t h e  page--Connecting arrows i n d i c a t e  t h e  flow of a c t i v i t y  t o  and from 
d i s k  f i l e s ,  process blocks,  paper documents and v i s u a l  d i sp lay  terminals .  
Follow each of t h e  connecting l i n e s  down t h e  page from one symbol t o  another  
i n  order  t o  understand t h e  l o g i c  depic ted  i n  t h e  flowchart .  

The symbol representa t ions  l i s t e d  below w i l l  assist you i n  understanding 
t h e  f lowchart .  
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Electronic Recording and Transcript Preparation 

The electronic recording equipment in the courtroom and in the ju- 

venile hearing room is a single track system which is not designed for 

courtroom use. 

placing it with multi-channel recording capability which would permit 

better identification of speakers and separation of simultaneous state- 

Consideration should be given to phasing it out and re- 

ments. With such equipment, the court reporter can better monitor the 

recording and index the various events by log and identify speakers who 

would use individual microphones and be separately recorded. Playback from 

the tape may be from one or more single tracks or from all tracks simul- 

taneously. 

Most courtrooms are adequately equipped with four track recording 

units, with microphones at the bench, the witness stand and one for each 

counsel location. However, in juvenile cases more than the usual four par- 

ticipants are likely to be present, hence an eight track system should be 

considered. Multi-track units usually carry four- or eight-track recording 

capability. 

If the court adopts a replacement policy, the National Center recom- 

mends that the following minimum standards be considered: 

Minimum Technical Standards for 
Multi-Track Audio Equipment 

The following minimum technical standards should be 

met and evaluated when purchasing audio equipment for 

the recording and transcribing of judicial proceedings 

in any court of record: 

31 



a )  Multi channel recording c a p a b i l i t y  -- usua l ly  

fou r  channels -- t o  allow separa t ion  of simultane- 

ous conversation and e l imina te  o r  reduce ambient 

no i se /by  recording speakers on sepa ra t e  channels; 

b )  Separate recording and playback mechanisms t o  

permit opera tors  t o  monitor t h e  t ape  output as t h e  

voices a r e  being recorded -- monitoring the  input  

signal from t h e  microphone i s  t o t a l l y  unacceptable, 

s ince  it does not assure t h e  recording of t h e  s ig -  

n a l  on the  tape ;  

c) Fai l - safe  devices t o  prevent acc iden ta l  e rasure  

o r  recording over previous testimony; 

d )  A l e r t  system t o  no t i fy  opera tor  of malfunction 

due t o  f a i l u r e  of machine magnetic t ape ;  

e )  Magnetic 1/4" reel  tape  on standard 7'' reels o r  

1/8" cassette t ape  on standard c a s s e t t e  c a r t r i d g e s ;  

f )  Four l o w  impedance balanced-output microphones 

us ing  combination of un id i r ec t iona l  and omnidirec- 

t i o n a l  microphones depending on courtroom acous t i c s  

and type of proceedings -- b a t t e r y  operated (con- 

densor) microphones are unacceptable; 

9) 

audio t r a n s c r i p t i o n  machines (forward, reverse ,  and 

backspace modes); 

Remote f o o t  pedal con t ro l  f o r  t r ansc r ib ing  on 
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h )  Automatic gain cont ro l  (AGC) and manual audio 

switch con t ro l s ;  

i)  Visual i nd ica to r s  (VU s t r eng th  meters o r  blink- 

i ng  l i g h t s )  f o r  each recording channel; and 

j )  Ei ther  e l ec t ron ic  o r  mechanical indexing system 

on recorder.  

The equipment of severa l  manufacturers m e e t s  o r  

exceeds these  standards.  Courts should ca re fu l ly  com- 

pare and f i e l d  t es t  var ious models i n  ac tua l  cour t  pro- 

ceedings before making a se l ec t ion .  2 

Transcr ip ts  from t apes  i n  cases t h a t  are appealed a r e  prepared by 

t h e  cour t  reporter or by a p r iva t e  t r a n s c r i p t i o n i s t  employed by the  cour t  

r epor t e r  and working under supervision of t he  cour t  reporter. Fees col-  

lected f o r  t r a n s c r i p t s  a r e  re ta ined  by the  repor te r  as outs ide  income. I f ,  

i n  t h e  fu tu re ,  the cour t  i s  equipped with w o r d  processing equipment it 

would expedite t r a n s c r i p t  preparat ion i f  such equipment would be made 

ava i l ab le  t o  the  cour t  repor te r .  

considered f e a s i b l e  i f  t he  cos t  i s  borne e n t i r e l y  by the  cour t  with the  

r epor t e r  reaping the  bene f i t s  from it. 

reached whereby t h e  cour t  reporter would u t i l i z e  t h e  word processor,  but  

However, such an arrangement would not  be 

Perhaps an accommodation could be 

would share  with t h e  cour t  an appropriate  por t ion  of the  t r a n s c r i p t  f e e s  

co l l ec t ed  by t h e  repor te r .  

See Management of Court Reporting Services ,  Publ icat ion No. R0025, 
National Center f o r  State Courts, August, 1976. 
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Microfilm Equipment 

P ro jec t  s t a f f  has been advised t h a t  t h e  cour t  i s  i n  need of a new 

microfilm p r in t e r / r eade r .  Microfilming of cour t  records has been t h e  sub- 

ject  of a study by t h e  National Center f o r  State Courts which has r e s u l t e d  

i n  a comprehensive re ference  manual. 

with t h e  sub jec t  of microfilm p r in t e r s / r eade r s  are included i n  t h i s  r e p o r t  

and set f o r t h  guide l ines  t o  be considered when purchasing such equipment. 

Excerpts from t h a t  manual dea l ing  

The t ex t  of the  re ference  manual follows as an appendix t o  t h i s  

volume. 
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Personnel Management Issues 

I 
I 

The personnel management issues confronting the Lafayette, Louisi- 

ana, City court can be grouped under the following general headings: 

mployee classification problems 

Pay-related issues 

Problems with salary funding sources 

Personnel policies and fringe benefits 

Organizational issues and work procedures 

Employee bonds and liability insurance 

Orientation and training of court employees 

These topics are covered in the sections which follow. The analysis 

and recommendations are the result of interviews with the city judge, key 

court officers, court employees and the director of personnel’ for the 

city. In addition, employees were requested to complete questionnaires 

which detailed their work assignments, supervision exercised and received 

and equipment used. Lastly, work procedures were reviewed as well as pay- 

roll information and general city personnel policies. 

Employee Classification Problems 

Although the City of Lafayette has a formal PO ition cla si- 

fication and pay plan, city court employees are not included in the 

plan. From a classification standpoint, a number of problems have 

surfaced. First, no clerk audits (interviews) have ever been under- 

taken to analyze job content in the conrt work force. Desk audits 

would have provided a proper understanding of the similarities and 

differences between the court workforce and other city departments. 
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Further, such audits would have revealed the unique factors in court 

positions such as the high degree of accuracy required in the work 

as well as the consequence of error. 

Because job analysis has not been conducted, a number of re- 

lated deficiencies have been noted. There are no specific written 

job descriptions which describe the kinds of work found in the 

court. As courts have become more and more interested in personnel 

management, the need for written statements of the duties of various 

positions has become significant, not only for employees but for 

court management as well. 

The creation of court specific job classes and written job 

descriptions helps employees understand the job structure and, if 

properly constructed, serves to create career ladders to which em- 

ployees can aspire. A constant comment, when interviews were con- 

ducted with employees, was that they felt isolated from the rest of 

the city's personnel plan, that they did not know what promotional 

opportunities were available to court employees and that there did 

not seem to be any incentive for doing better than average work. 

The lack of court specific job classes has also led to an 

overuse of the clerk-typist classification in the court. Six of the 

nineteen court clerical positions are titled as clerk-typists even 

though their work requires the performance of duties not normally 

required of typists, such as: preparation of subpoenas, entry of 

accurate court disposition information in court dockets, preparing 

formal juvenile petitions within requisite time limits for detention 
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hearings,  proper n o t i f i c a t i o n  of p a r t i e s  and witnesses f o r  hearings 

and cour t  appearances, preparing t r i a l  l ists and ass igning  cour t  

appearance dates and clerical  accounting d u t i e s  such as rece iv ing  

and r ece ip t ing  f o r  cash and cash bonds, t r a n s f e r r i n g  and s p l i t t i n g  

bonds, preparing bank depos i t s  and balancing accounts. 

Court c l a s s i f i c a t i o n s  should be i d e n t i f i e d  by the following 

l e v e l s  : 

Court Clerk I - an en t ry  l e v e l  job character ized by rou- 
t i n e  assignments, c lose  supervis ion,  accurate  r a t h e r  than 
f a s t  typing and some experience ( s i x  months t o  one year )  
i n  general  clerical work. 

Court Clerk I1 - t echnica l  c l e r i c a l  work character ized by 
the  performance of a v a r i e t y  of c l e r i c a l  funct ions which 
requi re  the  appl ica t ion  of independent judgment based on 
t r a i n i n g  and knowledge gained through experience on the  
job. Work may involve l imi ted  lead  worker du t i e s  over 
t he  c l e r i c a l  employees. One t o  th ree  years  cour t  c l e r i -  
c a l  experience i s  required.  

Court Clerk I11 - supervisory and t echn ica l  clerical  
work ; performs a wide v a r i e t y  of technica l  operat ions 
requi r ing  spec ia l ized  clerical  knowledge and supervisory 
a b i l i t y .  Typical assignments include performing as  t h e  
c l e r k  i n  charge of a t echn ica l  processing u n i t  within a 
major d iv is ion  of the cour t ,  with supervis ion exercised 
over a s m a l l  t o  moderate number of clerical  subordi- 
nates .  Four t o  s i x  years of court  c l e r i c a l  experience is 
required.  

The th ree  aforementioned c l a s s i f i c a t i o n s  would s u f f i c e  f o r  

those employees doing s t r i c t l y  cour t  c l e r i c a l  work. 

There a r e  a t  least  s i x  other  pos i t ions ,  a l l  i n  t h e  Tra f f i c  

Violat ions Bureau and Parking Violat ions Division t h a t  perform c l e r -  

ical  accounting funct ions.  A c l a s s  of cour t  accounting c l e r k  with 

t h r e e  l e v e l s  similar t o  the  cour t  c l e r k  could be es tab l i shed .  

Additional cour t  jobs which requi re  t h e  development of w r i t -  

t e n  job  descr ip t ions  include the  supervisor of da ta  en t ry ,  da ta  
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entry operator, court reporter/transcriptionist, secretary (mar- 

shal's office), deputy city marshal and court administrator. It was 

also mentioned during the on-site visit that a minute clerk position 

would possibly be created and that a sample job description would be 

helpful. A sample of that description plus examples of a number of 

the other suggested job descriptions have been attached as Exhibit 

II All . They can be viewed as a "place to start" in developing the job 

classification structure for the City Court of Lafayette. 

Pay Plan 

Closely tied to a job classification structure is an equi- 

table pay plan. The current pay structure of the court suffers from 

a number of deficiencies. There are no formal, recognized salary 

ranges for the various types of work found in the court. Court em- 

ployees indicated that salaries are not to be discussed with one 

another and they are unaware of salary ranges for various jobs. 

Other city employees, on the other hand, have'access to a published 

job classification structure and pay ranges and steps, and while 

they may be unaware of actual pay rates of co-workers, they are at 

least aware of pay ranges and the relative worth of one job to 

another. 

The lack of salary ranges and steps f o r  jobs has resulted in 

the payment of the same salary for newly hired as well as experi- 

enced employees. Employees repeatedly questioned this policy since 

the experienced employees feel that they are of more value to the 

court and that this value should be reflected in salary differen- 

tials. 
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The sa l a ry  g r i d  cur ren t ly  used by the  c i t y  or something s i m i -  

l a r  t o  it should be adopted by the  cour t  and each employee placed i n  

a range and s t e p  a f t e r  a proper c l a s s i f i c a t i o n  study. Movement 

through the  s t e p s  should then be dependent upon a s a t i s f a c t o r y  o r  

exce l l en t  performance evaluation. In  t h i s  manner, employees who do 

s i m i l a r  work and who are i n  the  s a m e  range of pay would be paid a t  

d i f f e r i n g  amounts depending on performance. How employees would be 

paid a t  t h e  f i rs t  step i n  the  range i n  whatever c l a s s i f i c a t i o n  of 

work i s  appl icable  t o  t h e i r  par t icular  job. 

Along with t h e  establishment of s a l a r y  ranges and m e r i t  sal- 

a ry  increases  based on performance, t he  cour t  should also e s t a b l i s h  

a system of longevity s a l a r y  increases  f o r  long-term employees, par- 

t i c u l a r l y  i f  t h i s  is  a f ea tu re  of t he  general  c i t y  pay plan.  Some 

systems adopt a f l a t  d o l l a r  amount f o r  each year  of service:  o ther  

systems adopt a percentage of annual sa la ry .  Whatever system is  

used, it provides recogni t ion of t he  career employee a t  a minimal 

cos t .  

The appl ica t ion  of cos t  of l i v i n g  increases  has also proved 

t o  be cumbersome, p a r t i c u l a r l y  f o r  those  employees who a r e  pa id  from 

t w o  d i f f e r e n t  sources,  i .e. ,  c i t y  and par i sh .  More w i l l  be sa id  

about funding source problems i n  a succeeding sec t ion ;  however, t he  

s i g n i f i c a n t  problem here i s  tha t  whatever cos t  of l i v i n g  increase  i s  

granted by the  c i t y  o r  pa r i sh  i s  only appl ied t o  t h a t  por t ion  of t h e  

employee's s a l a ry  paid by t h a t  p a r t i c u l a r  governmental e n t i t y .  In  

some ins tances ,  the amount of increase i s  neg l ig ib l e  because of t he  

way i n  which s a l a r i e s  are a l loca ted  between the  funding authori-  

t ies .  Further, s o m e  employees receive m o r e  than one c o s t  of 
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living increase because of the sources of their pay. 

One final pay-related problem which deserves attention is 

that of the pay similarity between those employees functioning as 

clerk-typists and those functioning as deputy clerks. It was recom- 

mended in the section on classification that at least three levels 

of court clerk be created with appropriate pay differentials between 

such levels. A minimum of 10 percent (and possibly more) should 

exist between the court clerk I and 11. A minimum of 15-20 percent 

(and possibly more) should exist between the court clerk I1 and 

111. In this manner real differentials are recognized between 

levels of work and responsibility. The additional advantage is that 

promotional and career ladder opportunities are built into the sys- 

tem. 

Under the current system, which has no formal salary ranges 

to match ascending classification levels, at least five employees 

are all paid at the same salary rate even though their responsibili- 

ties and experience, and therefore value to the court, vary. At 

least ten employees of the court are paid within the same general 

range of salary. This is over half the court's workforce, and un- 

less all these employees were hired at exactly the same time and 

learned the job at exactly the same pace, it is unlikely that they 

a l l  should be earning similar rates of pay. More salary differen- 

tials need to be built into the pay structure, and it is hoped that 

some of the recommendations made here on job classifications and pay 

ranges aid that effort. 
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Funding Sources 

Tmloyees of t he  c l e r i c a l  operat ion of t h e  cour t  and t h e  

marshal 's  o f f i c e  are paid s a l a r i e s  from a number of governmental 

j u r i sd i c t ions .  Exhibit  "q" i nd ica t e s  t h i s  breakdown by employee. 

Of t h e  nineteen employees i n  the  c ler ical  operat ion of t h e  cour t ,  

f i f t e e n  are paid t o t a l l y  by the  c i t y ,  and four  are paid p a r t l y  by 

the  c i t y  and p a r t l y  by t h e  par ish.  The breakdown ranges from 15% t o  

38% f o r  t h e  pa r i sh  and from 64% t o  84% f o r  t h e  c i t y .  

In  t h e  marshal 's  o f f i c e ,  of t h e  nine employees, two a r e  paid 

t o t a l l y  by t h e  c i t y ,  f i v e  a r e  pa id  by t h e  c i t y  and s t a t e  and two a r e  

paid by t h e  c i t y  and par i sh .  The s ta te  share  ranges from 1 2  t o  18% 

f o r  t h e  a f f ec t ed  employees, while t h e  c i t y  sharo ranges from 82% t o  

88%. In  those ins tances  where the  par i sh  and c i t y  a r e  cont r ibu tors ,  

t h e  range i s  from 22% t o  56% f o r  t h e  pa r i sh  and from 44% t o  78% f o r  

the  c i t y .  

There have been negot ia t ions i n  t h e  p a s t  concerning t h e  

necess i ty  f o r  a s ing le  sa l a ry  fund. Apparently such negot ia t ions 

have s t a l l e d  on t h e  questions of a funding formula. 

The problems inherent  i n  using mul t ip le  funding sources are 

many. Among them are :  

o Employee t i m e  spent  on work f o r  one j u r i s d i c t i o n  o r  

t h e  other  may not always be t h e  same. 

o Dif fe ren t  f i s c a l  years  a r e  used by a l l  t h r e e  l e v e l s  of 

government, thus budgeting and payro l l  adjustments a r e  

more d i f f i c u l t  than they need t o  be. 
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o Cost of living increases are granted at varying per- 

centages by each jurisdiction, thus some employees may 

be treated more favorably than others, depending upon 

which payrolls they are paid from. 

o Salary increases, whether cost of living or otherwise, 

go to specific positions rather than to the court 

workforce as a whole. Over a period of time salary 

inequities can result. 

It is likely that the multiple funding sources for salaries 

will continue: however, an effort should be made to have one salary 

fund from which all court and marshal's office employee salaries 

would be administered. It would be most appropriate to have the 

- 

court administrator responsible for the administration of salaries 

from this fund. 

To establish such a fund, it is suggested that the following 

steps be used as a guideline: 

1. Determine the number of transactions (citations, etc.) 
related to a specific jurisdiction; the emphasis here is 
on transactions rather than dollar amounts. 

2. Determine what percentage of total transactions each 
government jurisdiction has of the total number of trans- 
actions. 

3.  Apply this transaction percentage to the total payroll 
cost (court clerical operations and marshal's operation 
should be kept separate). 

4. The resulting payroll amounts would be paid into one sal- 
ary fund to be administered by the court administrator. 

5. Cost of living increases granted by a particular juris- 
diction would be applied to the appropriate gross salary 
amounts set by the funding formula. 
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6.  Cost of l i v i n g  increases  t o  cour t  c l e r i c a l  employees and 
marshal ' s  o f f i c e  employees would be determined by the  
judge and cour t  adminis t ra tor  and t h e  same percentage 
would be granted t o  a l l  employees of t he  cour t  depending 
on the  a v a i l a b i l i t y  of funds. 

- 

personnel Pol ic ies  and Fringe Benefi ts  

Two genera l iza t ions  can be made about personnel p o l i c i e s  and 

f r inge  bene f i t s  i n  the  c i t y  court:  1) t he re  i s  a general  lack of 

wr i t t en  p o l i c i e s ,  2 )  t h e  p o l i c i e s  and f r i n g e  bene f i t s  which do 

e x i s t  a r e  not  comparable t o  those covering o ther  c i t y  employees. 

Interviews with employees revealed t h a t  cour t  employees a r e  

unsure of what p o l i c i e s  and f r inge  bene f i t s  are appl icable  t o  the  

court .  ' I n  s o m e  ins tances  employees noted t h a t  t h e r e  were inconsis- 

t e n t  po l i c i e s .  

The two areas which seemed t o  be of most concern were those 

of annual and s i c k  leave.  

Annual Leave. Court employees cu r ren t ly  rece ive  one week 

of vacat ion a f t e r  s i x  months and two weeks a f t e r  one year regardless  

of t h e  years  of se rv ice .  Thus, new employees and career  employees 

have exac t ly  t h e  s a m e  vacation t i m e .  Further ,  female cour t  employ- 

ees must f i r s t  use t h e i r  annual leave when maternity l e a v e ' i s  de- 

s i r e d .  

Ci ty  personnel p o l i c i e s  provide f o r  a graduated sca l e  of 

annual leave accrua l  based on increased years  of se rv ice .  This i s  

c l e a r l y  t h e  standard approach t o  annual leave p o l i c i e s  and has  

ex i s t ed  i n  publ ic  j u r i s d i c t i o n s  f o r  many years.  It i s  recommended 

t h a t  t h e  c i t y  cour t  adopt a graduated accrua l  system f o r  annual 

leave based on years  of se rv ice .  
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With regard to the mandatory use of annual leave for ma- 

ternity leave, it should be noted that the Pregnancy Discrimination 

Act of 1978 amended Title VI1 of the Civil Rights Act of 1964 to 3 

prohibit sex discrimination on the basis of pregnancy. 

Pregnancy, miscarriages, abortion, childbirth and recov- 

ery therefrom are, for job-related purposes, "temporary disabili- 

ties" for the period in which the employee cannot or should not (on 

medical advice) perform her job and should be treated as temporary 

disabilities under any sick leave plan available for such purposes. 

Sick Leave. There is currently no stated policy on sick 

leave in the city court, and there is no policy on accrual of same. 

Sick leave is granted on a case by case basis for whatever length of 

time is necessary; however, employees are concerned about the lack 

of predictability with regard to sick leave policies. 

Court employees do not receive payment for unused sick 

leave upon retirement or death; however, it is a general city policy 

(see Policy and Procedure Memorandum No. 8 2 ,  October, 1980) that 

each employee shall be paid upon retirement, or his beneficiary 

shall be paid upon his death, for all accrued, unused sick leave 

hours credited to his account. 

Other City Personnel Policies. The city personnel plan con- 

tains a number of provisions which should be adopted in spirit by 

the court. These policies and procedures cover annual and sick 

leave, payment for accrued sick leave upon retirement, compensatory 

POL. 95-555 $1, 92 Stat. 2076, 42 U.S.C. $2000e(k) 
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leave, civil leave, worktime/overtime, absences, conditions of em- 

ployment, temporary employees, annual physical examination and re- 

tirement. 

The court should adopt similar provisions in order to put 

court employees on a par with other city employees as far as person- 

nel policies and fringe benefits are concerned. The era is quickly 

passing which looked upon courts as isolated from the modern pre- 

cepts of public personnel management. This component of court man- 

agement deserves as much attention in the courts as it has received 

in the other branches and levels of public employment. 

Retirement System. Although all city employees must en- 

roll in the Municipal Employees' Retirement System of Louisiana, at 

least one employee (Ritchey) has failed to qualify for enrollment 

under any governmental retirement plan. 

court employee with many years of service, and the exact details of 

her attempt to seek enrollment are unknown to project staff. The 

only recommendation which can be made is that a special act of the 

legislature be sought to qualify this inilividual for participation 

This employee is a career 

in the municipal retirement system. 

Organizational Issues and Work Procedures 

Some organizational restructuring could be done in order to 

combine similar functions to achieve better coordination and manage- 

ment o f  operations. (See Exhibit "C" for current organizational 

structure.) 
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Traffic Violations Bureau and Parking Violations. Currently 

the Traffic Violations Bureau is under the supervision of a deputy 

marshal who technically is an employee of the marshal but who re- 

ports directly to the court administrator. 

It is recommended that this bureau and division be consoli- 

dated into a Traffic and Parking Violations Bureau or Division. 

This is recommended for a number of reasons: 

1. It would consolidate similar cash collection, receipting 
and related accounting/bookkeeping and financial report- 
ing functions into one division under one supervisor. 

2. There is evidence that the Parking Violations Division 
has peaks and valleys in its workload depending upon the 
parking enforcement activity of the police department. 
Consolidation of staff would lead to a better balnced 
workload, closer supervision and better utilization of 
staff. 

3.  It would remove the court administrator from the day-to- 
day supervision of the Parking Violations Division and 
allow him more time to concentrate on broader court man- 
agement matters. 

If the consolidation is done, an appropriate upgrade of the 

deputy marshal's position should be undertaken. 

Criminal and Traffic Divisions. Currently one division of 

the court handles city and state criminal offense and state traf- 

fic. Another division handles city traffic and state OW1 (operating 

while intoxicated). 

It is recommended that all traffic cases should be consoli- 

dated into one division. Since the same defendant may be charged 

with both city and state traffic violations, it makes sense to have 

one division process the cases rather than two divisions as is now 

the case. Having two divisions involved complicates the need for 
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coordination. Further, it has been noted that court staff from one 

division or the other may be sitting in court waiting for a case to 

be called on either docket. If the divisions were consolidated, one 

staff person could handle both areas with no overlap of court time. 

Related to this recommended consolidation is the creation of 

a city and state criminal division to handle the functions remaining 

once state traffic is combined with city traffic and state OWI. 

Work procedures. One final recommendation on work procedures 

must be made. Under current practice the city traffic and state OW1 

division types 400-500 envelopes per week for arraignment notices. 

An additional step is required in that zip codes must be researched 

based on street addresses. 

A number of suggestions can be made: 

1. 

2. 

3.  

Since the city computer department is currently printing 
the arraignment notices, it is recommended that they 
print them out in zip code sequence based on street ad- 
dress. Even if this is done only €or the city of Lafay- 
ette it would save time in the preparation of these no- 
tices. 

Address labels can be prepared, again in zip code se- 
quence, to eliminate the need for typing envelopes. In 
the alternative, window envelopes could be used to elim- 
inate this typing task. 

Once zip code sequence is achieved for mailing purposes, 
the local postal authorities should be contacted with 
regard to the possibility of a bulk mailing permit to 
reduce postage costs. The pre-sorting which z i p  code 
sequence allows may provide the basis for a reduction in 
mailing costs. 

A cost analysis of this recommendation should be made to 
determine if changes in the current system are feasible. 
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Employee Bonds and L i a b i l i t y  Insurance 

Performance bonds a r e  required of t h e  marshal i n  the  amount 

of $5,000 and a s imi l a r  amount f o r  deputy marshals. Each deputy 

c l e r k  i s  bonded f o r  $1 ,000 .  

c i t y .  (LSA - R.S. 13:1880, 13:1887). Projec t  s t a f f  has been advised 

t h a t  a l l  e l ec t ed  c i t y  o f f i c i a l s ,  which would presumably include the  

c i t y  cour t  judge, a r e  bonded i n  t h e  amount of $500,000.  

Premiums on the  bonds are paid by the  

In view of t h e  l a rge  amount of money t h a t  i s  handled by cour t  

personnel (approximately $800,000 per  year )  considerat ion might be 

given t o  providing more coverage than t h a t  required by s t a t u t e .  

purchase of a bl3nket bond covering a l l  cour t  employees should be 

considered notwithstanding the re  a r e  many checks on how money is  

co r rec t ly  handled. 

The 

It i s  not  uncommon f o r  cour t  personnel t o  be concerned about 

personal l i a b i l i t y  f o r  f a i l u r e  t o  perform c e r t a i n  acts such as the  

f a i l u r e  t o  cancel an arrest warrant. The end r e s u l t  may be an ar-  

r e s t  and incarcera t ion  of a person f o r  whom an a r r e s t  warrant w a s  

not  cancel led and a subsequent lawsui t  aga ins t  a court  employee. 

According t o  t h e  o f f i c e  of j u d i c i a l  adminis t ra tor ,  t h e  matter of 

personal l i a b i l i t y  and l i t i g a t i o n  f o r  alleged negligence has been a 

concern of t h e  Louisiana C l e r k s '  Association t o  t h e  ex ten t  t h a t  l i a -  

b i l i t y  insurance i s  being purchased t o  cover o f f i c i a l  ac t ions  of t he  

cour t s  employees. This i s  something t h a t  i s  worthy of f u t u r e  con- 

s ide ra t ion  f o r  t h e  Lafayet te  Ci ty  cour t .  



Orienta t ion  and Training of Court Employees. 

A competent adminis t ra t ive s t a f f ,  a c t i n g  under the  d i r e c t i o n  

of t h e  cour t  i s  e s s e n t i a l  t o  e f f e c t i v e  t r i a l  cour t  management. The 

ARA Standards Relating t o  T r i a l  Courts provides t h a t ,  "administra- 

t i v e  services f o r  t h e  t r i a l  cour t ,  e s t ab l i shed  under t h e  au tho r i ty  

of t h e  judges of t h e  cour t  and supervised by t h e  pres id ing  judge 

should include t h e  following: 

( c )  Training and education of non-judicial  personnel . . 
. ," (Sect ion 2 .41 ) .  . 

The Lafayet te  Ci ty  Court has been a le r t  t o  t h e  need f o r  

t r a i n i n g  programs f o r  i t s  s t a f f .  The cour t  adminis t ra tor  has been 

conducting meetings of personnel from t h e  var ious departments t o  

review procedures followed i n  those departments. 

This program should be enhanced t o  include not  only ' 

in-service t r a i n i n g  f o r  incumbent employees but  a l s o  o r i en ta t ion  of 

new employees. I t  should include t r a i n i n g  both a s  t o  s p e c i f i c  job 

func t ion  f o r  each employee and i t s  r e l a t ionsh ip  t o  t h e  o v e r a l l  cour t  

operation. It i s  recommended t h a t  a manual be prepared f o r  cour t  

employees -- a handbook o r  guide which can be s tudied  and followed 

by each person i n  t h e  court .  The following i tems are submitted f o r  

considerat ion t o  be included i n  t h e  manual: 

( a )  The func t ion  of t h e  jud ic i a ry  

( b )  S t a t e  cour t  organizat ion 

( c )  J u r i s d i c t i o n  of the.  c i t y  cour t  

( d )  Role of t he  judge 

( e )  Role of t he  a t torneys  
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Courtroom decorum/procedure 

Role of marshal; p o l i c e  

Ancillary cour t  programs 

Legal procedures - s t a t u t e s  and r u l e s  

In t e rna l  organization of t h e  cour t  

Function and d u t i e s  of each department 

Personnel p o l i c i e s  

The foregoing l i s t  is  not intended t o  be a l l  i nc lus ive  but i s  i l l u s -  

t r a t i v e  of what could be included i n  a manual. Idea l ly ,  t h e  em- 

ployees manual would be i n  loose l e a f  form f o r  rou t ine  updating as 

changes are made e i t h e r  by law o r  by t h e  cour t  i n  i ts  administration. 
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COURT ROOM CLERK I 

DEFINITION OF WORK 

, 

This  i s  r e spons ib l e  cour t  room cler ical  work i n  a cour t  of t h e  Missouri 
S t a t e  Court System. 

Work involves  r e s p o n s i b i l i t y  f o r  a t t e n d i n g  c o u r t  and record ing  a l l  cour t  
a c t i o n s  and r e l a t e d  matters as d i r e c t e d  by t h e  judge i n  the  ass igned  d i v i s i o n .  
Addi t iona l  c l e r i c a l  and p u b l i c  contac t  act ivi t ies  are performed when cour t  is  
no t  i n  se s s ion .  Actions recorded become a p a r t  of t h e  case f i l e ,  n e c e s s i t a t i n g  
a h igh  degree of accuracy and completeness. 
supe rv i s ion  of a u n i t  manager o r  h ighe r  l e v e l  Court Room Clerk and is reviewed 
through d i scuss ions  and e v a l u a t i o n  of work products.  

Work is performed under t h e  genera l  

EXAMPLES OF WORK PERFORMED (Any one p o s i t i o n  may no t  i nc lude  a l l  of t h e  d u t i e s  
l i s t e d ,  n o r  do t h e  examples cover a l l  t he  d u t i e s  which may be  performed.) 

Composes con,cise, n a r r a t i v e  summaries of major case  a c t i o n s  and e n t e r s  as 
minutes i n  the  case f i l e ;  p l aces  pleadings,  motions and r e l a t e d  documents i n  
case f i l e s ;  types o r  hand w r i t e s  a v a r i e t y  of memoranda needed f o r  f i l e s  o r  
o t h e r  proceedings. 

Swears i n  j u r y  pane ls  and wi tnes ses ;  reads j u r y  v e r d i c t ;  p o l l s  j u r y ;  
ope ra t e s  e l e c t r o n i c  record ing  instruments t o  record  cour t  proceedings. 

Obtains case f i l e s  from va r ious  sources and has  r e s p o n s i b i l i t y  f o r  t h e  
s e c u r i t y  and maintenance of f i l e s  whi le  i n  possess ion  of t he  d iv i s ion .  

S e t s  da t e s  f o r  cour t  proceedings; con tac t s  a t t o r n e y s  and o t h e r s  t o  
n o t i f y  of continuances and cour t  s e t t i n g s .  

Serves as a p o i n t  of con tac t  f o r  a t t o r n e y s ,  p l a i n t i f f s ,  defendants and 
o t h e r s  concerning activities of t h e  cour t ;  provides informat ion  and responds 
t o  i n q u i r i e s .  

P a r t i c i p a t e s  i n  t h e  p rov i s ion  of s t a t i s t i ca l  and narrative d a t a  f o r  
r e p o r t i n g  purposes. 

Performs o t h e r  r e l a t e d  work as d i r e c t e d  by t h e  judge o r  supe rv i so r .  

DESIRABLE EDUCATION AND EXPERIENCE 

Graduation from h igh  school  and some re spons ib l e  cour t  c l e r i c a l  exper ience ;  
o r  any equ iva len t  combination of educa t ion  and exper ience  which provides the  
fo l lowing  knowledge, a b i l i t i e s  and s k i l l s  : 

Knowledge of bus iness  E n g l i s h , . s p e l l i n g  and punctuation. 

Knowledge of s t anda rd  o f f i c e  p r a c t i c e s  and procedures.  

Some knowledge of cour t  procedures and p o l i c i e s ,  l e g a l  documents, l a w s  and 
l e g a l  f a c t o r s  p e r t a i n i n g  t o  the  cour t .  

EXHIBIT A 



A b i l i t y  t o  

A b i l i t y  t o  

A b i l i t y  t o  

A b i l i t y  t o  
o the r s .  

COURT ROOM CLERK I 1 (Cont'd) 

understand and fol low o r a l  and w r i t t e n  i n s t r u c t i o n s .  

maintain accu ra t e  records of proceedings.  

communicate e f f e c t i v e l y  wi th  o t h e r s .  

e s t a b l i s h  and maintain effective working r e l a t i o n s h i p s  wi th  

S k i l l  i n  t h e  ope ra t ion  o f  a typewr i t e r  may be requi red .  
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This i s  mutine clerical. mrk in a division of the U n i f i e d  D i s t r i c t  
m e .  

Wrk involves routine and s l a d a r d ~  'zed duties which follow w e l l  
established ~ t h c d s  and procedures in any one of several divisions. 
perfonned under the supervision of a higher level court clerk and is r e v i d  
for accuracy. 

Work is 

~;~(AE.IPLFS OF ~ R K  PERFORMED 
duties listed, nor do the wmples cover all the duties which m y  be performed.1 

(my one position may not include of the 

Files documnts, such as complaints, petitions, smmnses, infomation, 
affidavits, mtions,depsitions, and proof of Service and checks sam for 

prepares case jacket 
gxmpleteness and appropriate informtion; de- * s general case catqxy ;  

docket sheet a d  rrakes case docket entries. 

w- ' s need for signature on documents filed and takes or causes 
required action to be taken to obtain signatures; verifies addresses; clocks 
in  CkGUmnts, stamps documents with court seal. 

Reoords and logs case identification data and receipt of documents or 
ease activity on court records by hand or miter; prepares and makes 
entries in case index; assembles documnts in  chronological order for case 
remrds; files cards, documents, and records using chronological, alphabetical, 

nurcrerical f W g  system. 

Types orders, subpoenas, summm warrants, m t i o n s ,  garnisfmwts, 
KcinUte sheets, hearing dispositions, 
other standard forms; posts fees and other mnies in routine journals or 
registers; oprates  cash register and issues receipts; assists in other functions 
related to receipts and disburserrents; locates and checks out files for atlmnkys, 
wxt, and other authorized persons. 

Ansers telephone, mkes and certifies copies, w a i t s  on counter, greets 
ard assists the public; issues marriage licenses based on standard criteria; 
performs some routine microfilming duties. 

cards, journal and docket entries and 

Performs related mrk as required. 

Graduation frcnn high school; and 
any equivalent combination of education and experience which provides the 
following knowledges, abilities and skills: 

general clerical experience, or 

EXHIBIT A .  



Scm knowledge of courrt -s and plicies, legal drxuments, l a w s  
and lqal factors =nq to the court, 

Scrtle Icnowledge of the orqanization, ~ t i o n s ,  functions and scope 
of authority of the court or activity to which. assigned. 

Scare knowledge of m=dern office practices, an3 procedures and -!to 

Akti l i ty  to understand follow ora l  and writ ten hdmxtbm - .  . . 
v 

S k i l l  in the operation and care of a typewriter. 

5/78 
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This is technical clericdl wrk in a division of the unified District 
court. 

Fkrk involves performing a variety of technical clerical functions which 
require application of indement j u d m t  and regulations on the basis of 
training and kn~~ledge gained through experience on the job. lark nay involve 
limited lead worker duties over other clerical employees. Work is reviewed by 
a higher level aurt clerk through obsemation of operations, and advice and 
assistance are available when unusual or difficult matters arise. 

EXAMPLES OF WRK PERFORMED 
listed, nor do the examples cover all the duties which may ke perfonned.) 

(Any one position may not include all of the duties 

Performs technical clerical wrk i n  any one of several divisions of the 
Unified District Court. 

Reviews legal docurrrents for cconpleteness, adequacy, and accuracy: 
de- processing required and takes necessary action in accordance with 
court rules or refers difficult matters to superiors. 

Issues, summnses, notices, su@txnas, and similar processes; ccmputes 
applicable dates for service and return of semice, affixes court seal, a d  
authenticates docurrents. 

organizes and prepares docket sheets, m t e s  as necessary depending on 
subsequent action or request. 

M v e s  and records all fees and other receipts, calculates court costs; 
makes necessary disbursenwts and prepares required statemnts and reparts; 
may operate bookkeeping mchine and cash register; checks deferred payrents 
which are delinquent. 

Assures canpleteness a d  accuracy of records and transcripts leaving 
the court's jurisdiction pursuant to transfer on appeal and similar matters. 

i-r 

Enters required information on permanent records by hand, t y p a i t e r ,  or 
photocoW process: and prepares appropriate indices for ready reference: 
locates and checks out files for attorneys, court and sther authorized persons. 

Types minutes of aJurt pmc€x&n gs; prepres abstracts of case 

Prepares and types orders, garnishmnts, executiolls, wage a t t a m t s  

I dispositions. 

I 
- 

I 

u 

or levy forms, bm, liens, petitions, affidavits, warrants and routine 
reprts and reviews same for accuracy. 

EXHIBIT A 



I 
Graduation fran high scfiool; and court dierid experience, or any equiv- 

alent ambination of education and v i a e  w h i c h  provids  the follaWiru3 
knmleciges, abilities and skills: 

R w l d -  of court procedures and plicies, legal drx=urrwts, l a w s  a d  
to the court, legal factors p r t u u n g  . .  

K~mldge of the organization, cprat iomj ,  functions and scape of 
authorf~ty of the court or activity to w h i c h  assigned. 

-ledge of modern office practias a r d  procedures. 

AlUw to understand and follaw oral and written instructiun~. 

ZAbility to make mrk decisions in accordance w i t h  laras, regulations and 

Ability to maintain a variety of ccrrp?lex records and prepare reports 

SlciJl  in the aperation of a typewriter and other standard office machines. 

I 
I 
I 

departrrwtal policies a d  procedures. 

fran sllcfi records. 
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plis is technical clerical and work in 
of the 3rd Judicial D i s t r i c t .  

the D i s t r i c t  Court 

variety of t & m i d  
w h i c h  may include 

tikrrk involves responsibility for performing a wide 
aperatianS requiring specialized clerical knowledge and 
supervisory responsibilities. Typical assignrents include performing as the 
clerk in charge of a technical processing u n i t  w i th in  a major jurisdictional. 
area of the D i s t r i c t  Caurt, with suprvhion exercised over a to IlDderate 
nubr of clerical subordinates; or the performnce of duties requiring unusual 
technical W s e  in numerous aspects of court 0gemti.m or where the 
consequ- of clerical error d d  be significant. 

Wrk is perfom& under the general supervision of a hi- level e 
clerk and is r d d  thnsugh derence rqortzs and on the basis of results . 
ExAMpIEs OF WORK ~ R M E D  
duties listed, nor do the exmples cuver all the duties which may be perfonrea.) 

( ~ n y  cme psitim m y  not include all of the 

supenrises a limited of employees; functions as suprvisr in a 
specialty area of high volume. 

Performs technicd. court clerical duties of an unusually brcad or 
technical M-, such as supervision of criminal case processing, c m m i ~ t s ,  
prepration of appeals, statistical reporting, docket mtrol; Srrau claifis 
or traffic e s i o n ,  m y  assist junior court clerks in  @ormane of 

tesandco-  
ordinates wxk flaw of the office or unit. 

is able to substitute in various divisions of the court u p n  request. 

tor's office; 
e x a m i ~ ~  case files in order to categorize and reprt proper data; reviews 
canputer print outs f r m  a&dnistrator's office, checks against e g  
cases and rep- errors. 

duties; generally pravldes m i o n  and dinctim to subrdma - 

performs a variety of *chid. court clerical w t i o n s  within a division; 

Prepares statistical case reports for judicial 
. .  

Reviews and issues notices, -, smmnses, warrants, lsonds and 
e writs and documents pursuant to judicial orders; checks returns; prepares dcckst records reflecting -t court proceedyl gs necessary for accuracy. 

Prepares indices, cuurt docket sheets, transcrikes mtes frcm court loam proceedings; and gathers and reviews case files to rake certam ' records are in 
order prior to hearing; serves as required in caurtroan; axranges and organizes 
tk Wet, notes continuances, makes docjcet entries to reflect case progress; 

C abstracts judgmnts. 

EXHIBIT A 



prepares case files for hearings on appeal; makes certan ‘ allcase 
docunren;tation and exhibits are in order and properly transmi-, 
table of Contents. 

Cc- attonvtys, * -1 ard m enforcemsltto 
resolve! discrepancies discovered in reviewing records or for other ma-;; 
prepares a variety of orders, -ts and correspondence requiring a detailed knmledge of ap@icab3.e * logy, rules and procedures. 

Pespnsible for control and accounting of receipts of the unit of 
assiqntrent, including fees, fines, p a ~ t s ,  deposits, bonds, taxes etc,, 
makes jo- entries. 

Assists in the scheduling of cases a d  preparation of notices to parties for sctleduling and continuances; d e s  cases to insure camp- w i t h  

requhd t ine factors. 

assigrxlent . 
I 

PI- IArioUs statisticdl re- as L.eqUired by the area of 

~ d u a t i o n  frm high schcol; and Cansi-e court clerical -id=, 
the cn: any &valent canbination of education and exqerience which 

f 0 W i n g  kmwledges, abilities and skills: 

Ccmsiderable hm&dge of caurt procedures and palicies, legal doclrmats, 
to the cennrt. . .  laws and legal factors 

W e r a b l e  knowledqe of the organization, operations, functions and 
of sutharity of the court or activity to which assigned. 

ctmsiderable knowledge of Illodern office practices and procedures. 

ability to mke mrk decisions in accordance w i t h  laws, regulations and 
deparbmal plicies and procedures. 

- L  
I 
I 
I 
I 
I 
I 
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I 
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I 
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Ability to plan, assign and Supervise the wrk of subordinate employees 

Abitity to express ideas concisely and clearly, orally and in writing. 

Skill in the operation of a typewriter and other standard office machine S. 

‘1 engaged in a variety of activities. 

I I I 
L. .  
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This is bookkeeping and related specialized clerical wrk in mint- 
taining fiscal records. 

An employee in  this class is responsible for bookkeeping and clerical 
tasks involved in maintaining routine journals, ledgers, and other financial 
records. 
transactions. 
knwledge in the maintenance of r ~ ~ t i n e  accounts and preparation of routine. 
reports according to established procedures. 
of financial reports, statamts,  and reconciliations. 

Assignments m y  include recording either receipts or budgetary 
Wrk in this class requires the application of some poOkkeeping 

\ark is r e v i e d  through checks 

E X A M P I S  OF T W R K  PEEEDRMED 
listed, nor do the exanp?les cover a l l  the duties which may be perfonred.) 

(Any one position m y  not include a l l  of the duties 

Posts accounting data by hand or machme to docket sheets,ledgers, 
control sheets, books, registers, journals, and makes routine adjustmnts to 
accounts; takes trial balance and prepares routine financial statenmts. 

Classifies *ices, receipts and disbursetwnts in accordance w i t h  
established codes, referring questionable allocations to superiors; maintains 
billing and posting of charges and credits to accounts; prepares sumnary sheets 
and t r ia l  balances, requisitions equi-t and supplies; checks invoices and 
prepares vouchers for payrrent. 

Extracts and prepares periodic cumulative expnditure regorts of a 
routine or pmceduralized nature. 

Receives and posts cash paymnts for sllpport, court fines and costs and 

Receives, records and prepares cash receipts for deposit; prepares daily 

other receipts; prepares and issues a receipt for funds received. 

. tabulations and reports of cash receipts; distributes receipts to  proper funds 
following established routines; mkes daily entires in cash receipts ledger: 
prepares checks for depsit. 

&dances cash; prepares required tabulations and deposits. 

Reads totals of cash registers and checks w i t h  munt of -y in 
register; maintains records of all transactions, receipts and disbursenents. 

Maintains pmpr ty  inventory; may perform secondary non-accounting 
clerical functions i n  addition to no& accounting clerical responsibilities. 

perfarms related mrk as required. 

EXHIBIT A 



Graduation fran high schcol, including or Su@€mmted by caulses in 
hakkeeping; and SQIF~ v i -  in boowceeping or any equivalent ccmbinatim 

Scmt huwledge of the principles, 1llt3thcds and practices of hkkeepiig. 

S c e  lawwledge of -tal bookkeeping and financial procedures and 
related laws and regulations. 

Krrawledge of IllDdern office practices, r z l e t h c d s  and appliances. 

Ability to make arithstical amputations rapidly and accurately. 

Ability to prepare financial reports and to keep financial records of 
a m g e  cmplexity. 

Atrility to operate office and bookkeeping machines. 

Afnility to understand and follow brief oral instructions in regard to 
- ~ t i n g p r o b l e m s .  
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This is responsible and varied bookkeeping and clerical work involving 
the application of basic bookkeeping principles and practices to a variety 
of financial records. 

An employee in this class wrks independently in the maintenance of a 
set of d e r a t e l y  c~nplex accounting records. 
fm that of the Court  Accounting C l e r k  I class by the increased breadth of 
responsibility and the ability to quickly process -lex or high volume 
transactions. 
preparation of prescribed financial statemnts and reports. Work methods are 
governed by established procedures with technical problems and Frregularities 
being referred to a sllpervisor who periodically reviews records and reprts. 

EXZW?LES OF WRK PERFORMED 
w, nor do the examples cover all the duties which may be perfonrea.) 

Work is further distinguished 

F k r k  involves posting and proving, classifying documxks, and 

(Any one position may not include all of the duties 

Collects mnies by mail or  in person fm the public; makes receipts and 
posts to journal sheets and ledger cards using boowceeping machine or hand- 
posting updates supprtive records; files ledger cards, endorses checks over 
to payee, counts mney and prepares deposit. 

Balances cash register tapes With  collections, and accounthg records; 
c !  old cases to detextune * ou- ' g costs and prepares requests for 
PaF=lt* 

Balances mnthly bank statemnts; prepares recapitulation prepares 
checks for transru * ttal to other govenmnt agencies. 

-pres collection and d i s b u r m n t  reports, outstandm * g &e& reprt and 
checkboak disburserrent report. 

Transfers mpport cases to District Court Trustee for follow up. 

Supplies public w i t h  infomtion on aT[IsMts due; prepares required 
tabulations. 

Perfoms related wrk as required. 

DEsIRABI;E EDuaYrION AND EXPERIENCE 

Graduation froan high school, including or supplemented by courses in 
boakkeeping; and experience in bookkeeping or any equivalent combination of 
education and experienCe which provides the follcwing knowledges, abilities 
ard skills: 



Xnmledge of the principles, methcds and practices of kmkkeeping. 

Knuwkdge of .m3dern office practices and prccedures. 

Ability to prepare financial r e p z t s  and to keep financial records. 

A t i l i t y  to understand a d  follaw brief oral instmcb 'onsinregardb 
accounting problems, 
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to fiake arithetical CcBnpUtatioIlli rapidly and accurately. 

to operate office and bwkkeeping mchjnes. 

to tactfully deal with the public, 



-ON OF KOPK 

This is advanced kmkkeeping and related su&professianal accuunting 
t~wk in supervising and participating in the mintenance of court boowceeping 
and statistical records. 

Work includes the performance of responsible bookkeeping duties in a 
division of the District Court, or performance of specialized bookkeeping 
activities requiring the assumption of substant ial  responsibility. "Work my 
include perfofining subprofessional accounting duties which nevertheless 
require a wrking acquajntane with professional principles and practices. 
Supervision is exercised over accounting clerks and clerical employees. Wrk 
is perfom& w i t h i n  established policies and procedures and is reviewed by 
administrative supriors through conferences and reports. 

EXEMPIS OF PDFlK PERFORMED (Any one position m y  not include all of the duties 
exaqles cuver a l l  the duties w h i c h  may be prfo-.) 

slq?ervises and performs a m p l e %  accounting duties in receiving and 
disbursing mnies including court costs, fines, restitution, taxes, alhny 
and support payments. Validates amunts; balances account and posts to proper 
journal: prepares checks for signature on order Qf court or for transmittd to 
S t a t e  or mty agency. 

Researches warrant records to obtain inforn&ion on delinquent personal 
prapertY taxes; prepares execution, calculates interest due and transmits 
execution for further collection activity; handles related correSpOndence. 

'kaIlSferS cases t6 Court trustee for follow up or to District A t t o r n e y  

Processes tax foreclosure sales; notifies parties, accounts for proceeds 

Prepares disbursements of garnishmnts, judqmnts and ather mnies after 

Participates in and supenrises the processing and accounting for wrt 

for reciprocal enforcemnt of support. 

and makes deductions. 

making proper deductions for court costs and related items. 

a n s e r s  inquiries fragn the public concerning *p?.nt 

supmises and 
and participates in 

participates in the mrk of subordinate clerks; supervises 
recording p a v t s  by machine and hand psting. 

EXHIBIT A 



Ktintains a d  .supervises a segnent of an accounting *stem for cash 
receipts, cash receivables and cash disbur-ts i n  a division w i t h  a hk3h 
vel- of activity. P e r f o m s  daily and m n m y  posting and balancing: prepares 

c mious m t h l y  financial rep-. 

Performs related c o u r t  clerical work as required. 

Graduation f r m  high -1, including or supplexlented by courses in 
kdckeeping: and considerable experience i n  bookkeeping or any equivalent 
ccmbinakion of education and experience which provides the following 
knowled.ges, abil i t ies and s k i l l s :  

miderable knowledge of bookkeeping principles and subprofessional 
aa2mting p d c e s ,  

Considerable h l e d g e  of modern office practices and procedures and 
familiarization with the uses of standard office equi-t, including 
acwunting macfiine S. 

C C n s i l e  howledge of departmsntal bookkeeping and financial 
prccedures and related laws and regulations, 

Ability to supervise and participate in the processing of kmkkieeping 
arrl related subprofessional accaunting mrk of considerable volum. 

Ability to maintain financial records and to supervise clerical 
production of financial reports and statements. 

Ahdity  to apply bcakkeeping and procedural principles to specific wrrk 
pmblms. 

A b i l i t y  to understand and foUm cranplex oral and written instructl 'om. 

A k U t y  to aperate office and kmkkeeping machines. 

to tactfully deal w i t h  the public, 

I 

\ 
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8 PROCESS SERVER I 

. 

DEFINITION OF WORK 
- 

This i s  respons ib le  work involving the personal o r  s u b s t i t u t e  
service of summonses, subpoenas, w r i t s  and p e t i t i o n s ,  and o t h e r  
c i v i l  process,  over  t h e  geographical a r ea  served by t h e  Distr ic t  
Court of t h e  18th  J u d i c i a l  D i s t r i c t .  

Work involves r e spons ib i l i t y  for  t h e  performance of d u t i e s  ' 
which serve  t o  no t i fy  p a r t i e s  of pending cour t  ac t ions .  Work also 
involves  picking up and t ranspor t ing  ind iv idua l s  under cour t  order 
who r equ i r e  t reatment  f o r  mental d i so rde r s  o r  alcoholism. Work i s  
performed under supervis ion and is  i n  accordance w i t h  standardized 
procedures. Review of work is  through conferences and on the b a s i s  
of r e s u l t s  obtained. 

EXAMPLES O F  WORK PERFORMED (Any one pos i t i on  may not  include a l l  
of t h e  d u t i e s  l i s t ed ,  nor do t h e  examples cover a l l  t h e  d u t i e s  - 

which may be performed.) 

Serves summonses, subpoenas, w r i t s ,  executions,  garnishments, 
o rde r s ,  c i t a t i o n s  and other cour t  process i ssued  by t h e  C l e r k  of 
t h e  Court d i r e c t i n g  p a r t i e s  t o  appear i n  cour t  a t  a c e r t a i n  t i m e  
o r  t o  comply w i t h  o rde r s  of t h e  cour t .  

- Delivers  divorce p e t i t i o n s  by personal and s p e c i a l  service. 

Travels over a w i d e  area served by the c o u r t  i n  order  t o  
accomplish n o t i f i c a t i o n  of p a r t i e s  and d e l i v e r  instruments. 

Keeps a l o g  of papers received and those served. 

Contacts movers t o  repossess property o r  move o u t  r e s i d e n t s  
based on rep lev in  o r  ev ic t ion  order .  

Makes i n q u i r i e s  of people and checks var ious re ference  sources 
i n  order t o  a s c e r t a i n  t h e  whereabouts of an ind iv idua l  t o  accom- 
p l i s h  se rv ice  of process. 

P i c k s  up and t r anspor t s  under cour t  o rder ,  those ind iv idua ls  
r equ i r ing  t reatment  f o r  mental disorders o r  alcoholism. 

Performs related w o r k  as required.  

EXHIBIT A 
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PROCESS SERVER I (Continued) 

DESIRABLE EDUCATION AND EXPERIENCE - 
Graduation from high school; and experience in law enforce- 

ment or related work or any equivalent combination of education 

abi:lities and skills: 

achieve notification of parties and compliance with court orders. 

-and experience which provides the following knowledges, - 

Knowledge of a variety of legal documents designed to - 
- - 

L 
!!!!!! 

-t 

Knowledge of the methods of meeting and tactfully dealing 
with the public. 

Knowledge of the geography of Sedgwick County or the 

Ability to speak effectively and communicate. 

abi:lity to acquire such knowledge. 

I 

Ability to interview and question individuals. 

Ability to k e e p  simple records. - 

- 

--c Skill in the operation of a motor vehicle. 

Skill in the use of a firearm if required by the position. 
IC 

NECESSARY SPECIAL REQUIREMENT - 
Possession of a valid driver's license to operate a motor 1 

mE 
e 

vehicle in the State of Kansas. 
- 



PROCESS SERVER I1 
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DEFINITION OF WORK 

This is supervisory work in directing the activities of 
subordinate process servers in the personal or substitute 
delivery of civil process for the court. 

Work involves responsibility f o r  insuring that notice to 
Work is proper parties is carried out legally and is timely. 

reviewed by the Marshal 
meetings and discussions. 

EXAMPLES OF WORK PERFORMED 
the duties listed, nor do the examples cover all the duties which 
may be performed.) 

Clerk of the Court. 

of the 18th Judicial District through 

(Any one position may not include 

Clocks in civil process to be served after issuance by the 

Assigns process to be served to a particular process server 
based upon a geographical breakdown of the area served by the 
court . 

Follows up to insure that process has been properly served. 

Assigns employees to pick up and transport individuals re- 
quiring treatment for mental disorders or alcoholism. 

Accompanies subordinate process servers when required in 
order to review work methods or accomplish difficult service. 

Answers attorneys' questions concerning the service of court 
documents. 

Keeps necessary records. 

Performs related work as required. 

DESIRABLE EDUCATION AND EXPERIENCE 

serving court documents or related work, or any equivalent combi- 
Graduation from high school; and considerable experience in 

EXHIBIT A 
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PROCESS SERVER I1 (Continued) 

- 
na t ion  of educat ion and experience which provides t h e  follooring 
knowledges, abil i t ies and s k i l l s :  r 

L r 
f 

Considerable.knowledge of a var. iety of cour t  documents 
designed t o  achieve n o t i f i c a t i o n  of p a r t i e s  and compliance with 

Considerable knowledge of t h e  methods of meeting and tact- 

c o u r t  o rde r s  . 
f u l l y  dea l ing  wi th  t h e  publ ic .  i 

-2 

Considerable knowledge of t he  geography of Sedgwick County. I 
A b i l i t y  t o  t r a i n ,  superv ise ,  and a s s ign  work t o  subordinates .  

A b i l i t y  t o  speak e f f e c t i v e l y  and communicate. 1 7 7  

A b i l i t y  t o  in te rv iew and ques t ion  ind iv idua l s .  

A b i l i t y  t o  keep admin i s t r a t ive  records .  

i Skill i n  the opera t ion  of a motor veh ic l e .  
L 

- -_  
IC S k i l l  i n  t h e  use of a f i rearm.  
- - - - NECESSARY SPECIAL REQUIREMENT - - Possession of a v a l i d  d r i v e r ' s  l i c e n s e  t o  ope ra t e  a motor 
L v e h i c 1 e . h  the State of Kansas. 
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MARSHAL 

DEFINITION OF WORH 

, ... 

c., 

L., 

This is administrative and supervisory work in directing 
the Marshal's Office of the 18th Judicial District. 

Work involves the supervision of subordinate process servers 
and clerical staff and the maintenance of record keeping systems 
which verify the service of process and compliance with court orders. 
Work also involves the assignment of subordinates to duties involv- 
ing the taking into custody and transportation, under court order, 
of individuals requiring treatment fo r  mental disorders and alcoholism. 
Work is performed with substantial independence and is reviewed by 
the District Court Administrator through conferences and reports. 

EXAMPLES OF WORK PERFORMED 
the duties listed, nor do the examples cover all the duties which may 
be performed.) 

civil process, repossessions and evictions. 

(Any one position may not include all of 

Assigns work and supervises process servers in the delivery of 

Organizes work according to geographic breakdowns: makes adjust- 
ments in assignments based upon workload. 

Accompanies process servers in instances involving difficult 
service, move outs or repossessions. 

Prepares a preliminary annual budget fo r  administrative review. 

Provides for  the maintenance of equipment, including vehicle 

Monitors work activities to insure that service of process and 

use in the service of process. 

other activities are legal and timely. 

Performs related work as required. 

DESIRABLE EDUCATION AND EXPERIENCE 

Graduation from high school; and thorough experience in 
serving court documents or related work, or any equivalent combi- 
nation of education and experience which provides the following 

i 

EXHIBIT A 



MARSHAL (Continued) 

know,ledges, abil i t ies and s k i l l s :  

Thorough knowledge of t h e  l a w s ,  rules and r egu la t ions  
pe r t a in ing  t o  the  s e r v i c e  of process.  

designed t o  achieve n o t i f i c a t i o n  of p a r t i e s  and compliance wi th  
court orders. 

Thorough knowledge o f  t he  methods of meeting and t a c t f u l l y  

Thorough knowledge of a v a r i e t y  of c o u r t  documents - 

deal ing  with the  publ ic .  

Thorough knowledge of t h e  geography of Sedgwick County.. 

Considerable 
organiza t ion  of 

A b i l i t y  t o  

A b i l i t y  t o  

A b i l i t y  t o  
. -  

knowledge of the  methods of superv is ion  and 
work . 
t r a i n ,  superv ise ,  and a s s ign  work t o  subordi-nates . 
speak e f f e c t i v e l y  and communicate. 

in te rv iew and ques t ion  ind iv idua l s .  

. 8/77’ 



Incumbent 

EMPLOYEE CLASSIFICATION AND PAY 

Job T i t l e  

Dorothy Ritchey 

Marilyn Bossier 

Fay Markham 

L i s a  Gerard 

Raymond Nararre 

Dorothy LaCombe 

Sonya Boyer 

Laura Smith 

Karen Honore 

Yvette Guidry 

Catherine Journe t  

A u r a  Robichaw 

Brenda W i l l i a m s  

Lea  Hulin 

Gloria Wheeler 

Marie P h i l l i p s  

S h i r l e y  Huckaby 

Clerk of  C i v i l  Court 

Deputy C i v i l  Clerk 

Deputy Clerk of Court 
(Criminal Division) 

Deputy Clerk of Ci ty  Court 

Deputy Marshal 

Deputy Clerk 

Clerk T y p i s t  I1 

Clerk Typis t  I1 

T r a f f i c  Violation Bureau Clerk 

Deputy Clerk 

Deputy Clerk 

Clerk Typis t  I1 

Clerk Typis t  I1 

Clerk I11 

Clerk Typis t  

Clerk Typis t  

Supervisor 

Monthly Pay 
by Source 

$ 851.07 C i ty  
472.50 Pa r i sh  

1,323.57 Tota l  

986.27 C i t y  

1,034.80 C i ty  

1,612.30 TotaJ 
577.50 Pa r i sh  

851.07 C i ty  

1,386.67 C i ty  
260.00 State 

1,646.67 To ta l  

736.67 C i ty  
446.25 Par i sh  

1,182.92 To ta l  

851.07 C i ty  

851.07 C i ty  

939.47 Ci ty  

894.40 C i ty  

851.07 C i ty  

851.07 C i ty  

851.07 Ci ty  

1,320.80 C i t y  

939.47 City 
178.50 Par i sh  

1,117.9; To ta l  

851.07 C i ty  

939.47 C i ty  

EXHIBIT B 





Incumbent 

Bonnie Easley 

Diana Grueber 

E a r l  Picard 

Donald Breaux 

Francis  Fontenot 

Katherine Hebert 

Marc Mouton 

Melven Mouton 

Mitchel l  St. J u l i e n  

Clarence Thibodeaux 

Bradley Broussard 

Job T i t l e  

Data Entry Clerk I 

Court Reporter 

Court Administrator 

Ci ty  Marshal 

Deputy Ci ty  Marshal 

Deputy Ci ty  Marshal 

Deputy Ci ty  Marshal 

Deputy Ci ty  Marshal 

Deputy Ci ty  Marshal 

Deputy Ci ty  Marshal 

J a n i t o r  I1 

Monthly Pay 
by Source 

$ 851.07 Ci ty  

1,528.80 Ci ty  

1,769.73 City 

1,650.50 C i ty  
260.00 S t a t e  

1,910.50 Total 

1,086.80 Ci ty  
309.75 Par i sh  

1,396.55 Total 

1,140.53 Ci ty  
151.00 S t a t e  

1,291.53 Tota l  

1,320.80 Ci ty  
229.00 S t a t e  

1,549.80 Tota l  

986.27 Ci ty  

1,197.73 Ci ty  
260.00 S t a t e  

1,457.73 Total 

669.07 Ci ty  
855.00 Par i sh  

1,524.07 T o t a l  

984.53 Ci ty  
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Caseloads and S ta f f ing  Levels 

Caseload Analysis 

Total  f i l i n g s  f o r  each year 1976 through 1981 have been compiled by 

p ro jec t  s t a f f  and appear a t  page 56 of t h i s  repor t .  An ana lys i s  of the  cases  

f i l e d  during t h i s  period revea ls  severa l  f a c t o r s  t h a t  should be l i s t e d :  

The t o t a l  caseload has increased from 19,231 i n  1976 t o  30,336 i n  1981, 

an increase  of 11,105 cases o r  a 57.7% increase  o r  an average of 11.5% a year.  

While increas ing  general ly  from 1976 t o  1981 t he  increase  has not been 

steady but  f luc tua t ing  somewhat: 

Year Change from Prior Year 

1977 
1979 
1979 
1980 
1981 

+38% 
-12.3% 
-12.2% 
+2 7% 
+16.5% 

Nevertheless,  t ak ing  i n t o  considerat ion t h a t  t he re  w a s  a s u b s t a n t i a l  

increase i n  f i l i n g s  i n  th ree  of the  l a s t  f i v e  years  it must be sa id  t h a t  t he  

cour t  i s  experiencing s u b s t a n t i a l  arowth i n  i t s  caseloads. 

A f u r t h e r  ana lys i s  of the  caseloads by j u r i s d i c t i o n s  shows the  follow- 

ing  change i n  types of cases being f i l e d :  

Case Type 1976 1981 Change 

C iv i l  991 1,499 +51% 
Criminal 2,227 2,608 +17% 
Tra f f i c  14,839 25,365 +80% 
Juve n i 1 e 1,174 864 -36% 

It would appear from the  foregoing t h a t  t h e  major increase  i n  caseload 

a c t i v i t y  has been i n  t r a f f i c  and c i v i l  j u r i sd i c t ions ,  although the re  i s  a 

t rend  i n  cr iminal  cases. The juveni le  caseload has reduced and the  c o u r t ' s  

work i n  t h i s  j u r i s d i c t i o n  has been pr imari ly  w i t h  c i t y  juveni le  t r a f f i c  
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cases. I t  appears t h a t  only a r e l a t i v e l y  few delinquency cases  are being 

f i l e d  i n  the c i t y  cour t  with most new cases of t h a t  nature  now being f i l e d  i n  

the  d i s t r i c t  court .  The number of c i t y  juveni le  t r a f f i c  cases remains f a i r l y  

s t a b l e ,  however, and it would not be expected t h a t  there  be much f u r t h e r  de- 

c l i n e  i n  juveni le  cases.  

Much of t h e  increase i n  the  workload of the  cour t  can be a t t r i b u t e d  t o  

the  increase i n  population. The c i t y  grew from 68,908 i n  1970  t o  81,961 i n  

1980 o r  about 19% i n  the ten-year period. I t  i s  estimated t h a t  t h e  c i t y  wopu- 

l a t i o n  increased t o  85,046 i n  1981 o r  almost 4% i n  one year.  E’urthermore, the  

c i t y  has become a hub of business a c t i v i t y  i n  recent  years  due pr imari ly  t o  

increased o i l  production i n  t h a t  region of the  s t a t e .  

I f  t he  ove ra l l  caseload continues t o  increase and the re  i s  no reason t o  

a n t i c i p a t e  t h a t  it w i l l  no t ,  t he  cour t  (and the c i t y  and pa r i sh )  w i l l  need t o  

address severa l  i s sues  t h a t  undoubtedly w i l l  a r i s e .  I t  can be expected t h a t  

a f t e r  the  cour t  has addressed i t s  own i n t e r n a l  operat ions and procedures it 

must look t o  the  need f o r  another judgeship, the  need f o r  more s t a f f ,  and the  

need f o r  space u t i l i z a t i o n .  Of course, one o ther  a l t e r n a t i v e  i s  ava i lab le  anrt 

t h a t  i s  the  need t o  address the  j u r i s d i c t i o n  of the  court .  In  o ther  words, 

the  cour t  could be reverted t o  s t r i c t l y  a municipal cour t  w i t h  a l l  s ta te  ju- 

r i s d i c t i o n  being s h i f t e d  t o  the  par i sh  l eve l  cour t s .  This i s  not reconmended 

here in  by p r o j e c t  s t a f f ;  it is  only mentioned t o  provide a poss ib le  a l te rna-  

t i v e  i n  the  fu ture .  

Judgeship Needs 

With regard t o  the  need f o r  another judgeship t h e  f i r s t  quest ion t h a t  

a r i s e s  is  whether t h e  present  judgeship should become fu l l t ime .  I t  i s  the  

opinion of t he  p ro jec t  s t a f f  t h a t  t h i s  would not r e a l l y  br ing  about m o r e  
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e f f i c i e n t  use of the present  judge 's  t i m e  a f t e r  having observed h i s  cour t  ac- 

t i v i t y .  While t echn ica l ly  the  judge i s  supposed t o  be parttime he i s  f o r  a l l  

p r a c t i c a l  purposes a fu l l t ime  judge, averaging many hours a day on the  bench. 

Although p ro jec t  s t a f f  would not normally recommend t h a t  a pos i t i on  be l e f t  

par t t ime before addressing the  need fo r  another judgeship, p r o j e c t  s t a f f  i s  

confident  t h a t  should no t  be the  approach t o  take  i n  t h i s  unique instance.  

Furthermore, it does not appear t o  be the  s ta te  pol icy  t o  require fu l l t ime  

judges i n  c i t y  courts .  Additional judgeships have been authorized f o r  Baton 

Rouge, Lake Charles,  Monroe, and Shreveport without the  requirement of being 

fu l l t ime  with prohib i t ion  aga ins t  ou ts ide  p rac t i ce  of l a w .  It would be unfa i r  

t o  have t h a t  requirement be placed on the  Lafayet te  judges without a general  

s t a t e  po l icy  on the matter. 

In  review of the  annual r epor t s  of t he  Judic ia l  Council of Louisiana it 

can be a s se r t ed  t h a t  t he  Lafayet te  City Court has the  l a r g e s t  caseload of any 

s ing le  judge cour t  of comparable ju r i sd i c t ion .  A comparison of t he  Lafayet te  

City Court with se l ec t ed  other  c i t y  and pa r i sh  cour t s  i s  shown below and a t  

page 57. In t o t a l  f i l i n g s  Lafayet te  i s  comparable t o  Lake Charles,  a t w o -  

judge cour t  and i t s  t o t a l  exceeds t h a t  of Monroe which is also a two-judge 

court .  P e r  judge f i l i n g s  i n  these  and other  cour t s  a r e  shown below: 

Comparisons Per Judge 
Selected City and Par i sh  Courts 

Cases F i led  - 1981 

CITY C I V I L  CRIMINAL TRAFFIC JUVENILE TOTAL 

BATON ROUGE 1,871 1,288 11,973 0 15,132 

LAE'AYETTE 1,412 2,608 25,332 967 30,319 

LAKE CHARLES 1,332 3,004 10,555 393 15,282 

MONROE 1,722 6,107 4,995 340 13,254 

SHRFVEPORT 1,633 2,455 13,237 0 17,355 
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It would appear that the city court will soon need another judgeship in light 

of the present trend and in light of how the matter has been addressed by the 

legislature for other cities. 

Space TJtilization 

While an analysis of the court's space needs was not a part of the 

study it is the opinion of project staff that the present facility is probably 

adequate for the needs of the immediate future. An existing room near the 

present judge's chambers could house another judge. Most offices are fairly 

large and could accommodate additional staff if necessary. Automation and 

records management will help to keep additional space requirements to a mini- 

mum. Related to the question of space needs and as an aside, it probably 

should be noted that there is a certain awkwardness to the arrangement in the 

courtroom which could be remedied by a redesign of counsel tables and the lo- 

cation of staff who need to be present at trials and hearings. 

Staff Needs 

The court has a support staff of 20 employees exclusive of the Mar- 

shal's office and the building janitor but including the deputy marshal in 

charge of the Traffic Violations Bureau. Project staff usually uses the 

formula of 1,285 filings per F.T.E. (fulltime equivalent) in determining the 

number of employees in a high volume court o f  limited jurisdiction. If this 

is a rational formula the city court would be justified in having a staff of 

23 employees. 

work of the court administrator (with the backing of the judge). He is most 

The reason it is not so staffed can easily be attributed to the 

knowledgeable of every procedure and activity within the court and is willing 

to make changes that produce efficiencies in all aspects of court management. 
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Serious consideration should be given to the recommendations of this report, 

namely the consolidation of departments and the extension of the use of auto- 

mation, before addressing the need for additional staff in any of the depart- 

ments. Nevertheless, given the continued increase in filings, additional 

staff will probably be needed. consideration is being given to creation of 

the position of minute clerk to serve at all court hearings instead of a clerk 

from each department performing this duty. This is clearly justified in the 

opinion of project staff. It also should be noted that one or perhaps two 

persons will have to be utilized to carry into effect the court's microfilm 

program. 

An alternative to increasing the court's staff should be mentioned if 

only for the sake of discussion and that relates to the court's traffic 

cases. It is possible to shift most of its traffic cases to an administrative 

agency. Only those cases in which trial is requested or in which a court ap- 

pearance is required would be handled by the courts. The main bulk of such 

cases would be processed in the City Hall. Such an arrangement would still 

require a staff and there is no reason to think that it could be handled more 

efficiently than if the court continues as it is. There is a philosophy to- 

day, however, that would remove the ordinary traffic matter from court in- 

volvement since its disposition is basically an administrative function, i.e., 

the appearance and payment of a scheduled fine for a traffic violation. 
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C I V I L :  

C i v i l  

Small C l a i m  

C I V I L  TOTAL 

CRIMINAL : 

State  m i s d e m e a n o r s  ( n o n - t r a f f i c )  

O r d i n a n c e  v io la tors  (non- t r a f f i c )  

CRIMINAL TOTAL 

TRAFFIC : 

State C a s e s  

O r d i n a n c e  C a s e s  ( d o e s  not  include 
parking t i c k e t s  processed by 

, T r a f f i c  violat ions B u r e a u )  

TRAFFIC TOTAL 

J W E N I L E  J U R I S D I C T I O N :  

Juvenile D e l i n q u e n c y  

C r i m i n a l  N e g l e c t  (New cases) 

Supervision ( c i n s )  

Special proceedings 

Traffic ( C i t y  C a s e s )  

Traff ic  ( S t a t e  C a s e s )  

J W E N I L E  TOTAL 

GRAND TOTAL 

C a s e s  F i l e d  
(1976-1981 i n c l .  1 

1981 - 1980 - 1976 1977 1978 1979 

991 1,343 1,207 1,155 1,362 1,418 

1 386 1,185 1,454 1,588 1,712 1,286 

8 41 79 2 861 1,083 1,240 1,322 

2,227 1,977 2,315 2,671 2,952 2,608 

659 1,174 1,210 830 . 908 1,197 

14,180 20,745 17,270 14,815 19,723 24,168 

14,839 21,919 18,480 15,645 20,631 25,365 

261 115 307 174 170 72 

48 2 09 15 3 91 20 n 

- i5 8 8 5 2 

21 34 19 43 2 1 

815 1,029 853 643 815 7 89 

- 29 6 11 8 2 

1,174 1,408 1,351 967 1,014 864 

19,231 25,647 23,353 20,495 26,030 30,336 
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Microfilm Equipment Appendix 
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I C H U T E 3  XX: MICROFILM READING AND PRINTING PROCEDURES 

Courts must provide p u b l i c  u se r s  and c l e r i c a l  s t a f f  wi th  a means of 

reading  microfilm records and, i f  necessary,  provide a paper copy of t he  1 
I 

record. 

20.1 MICROFILM READING STATIONS 

A reading  s t a t i o n  permi ts  t he  u s e r  t o  review microfilmed documents, 

b u t  not  t o  produce p r i n t  copies.  Reading s t a t i o n s  can b e  c l a s s i f i e d  i n t o  two 

ca tegor ies :  p u b l i c  reading  s t a t i o n s ,  and c l e r i c a l  reading  s t a t i o n s .  

I 

20.1.1 Pub l i c  Reading S t a t i o n s  

(a)  Purpose: Pub l i c  r ead ing  s t a t i o n s  are provided t o  p e r m i t  pub l i c  

use.rs t o  access  microf i lm records  through t h e  u s e  of  microfilm readers .  These 

s t a t i o n s  c o n s i s t  of  microfilm reade r s  only,  r a t h e r  than reader -pr in te rs .  

I n  some app l i ca t ions  such as deeds records ,  t h e  pub l i c  i s  provided 

f r e e  access  t o  d u p l i c a t e  copies  o f  microfilm records.  Few con t ro l s  need be  

imposed, except t o  ensure t h a t  t h e  records  are re turned  t o  t h e i r  proper  loca- 

t i o n  o r  a " r e tu rn  box." 
8 
I 
I 

I n  many a p p l i c a t i o n s ,  however, pub l i c  access  must b e  r e s t r i c t e d  t o  

avoid abuse o r  l o s s  of records.  By r e q u i r i n g  p u b l i c  u se r s  t o  reques t  t h e  

des i r ed  record  from t h e  c l e r i c a l  s t a f f ,  cou r t s  can i d e n t i f y  t h e  person and 

check his a u t h o r i t y  f o r  t h e  reques t .  

t h e  reques t ing  p a r t y  m u s t  r e t u r n  t h e  microform t o  t h e  c l e r i c a l  s t a f f  f o r  

r e f i l i n g .  

I n  most "con t ro l l ed  access" a p p l i c a t i o n s ,  
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I n  ac t ive  case f i l e  a p p l i c a t i o n s ,  however, most cour t s  w i l l  e lec t  t o  

provide t h e  u s e r  with a d i sposab le  dupl icat ,e  copy of  t h e  f i l e .  

f r e e  t o  keep o r  des t roy  t h e  d u p l i c a t e  when he  has  f in i shed .  

The u s e r  is  

(b) Location: Most r e a d e r s  may be  placed wherever t h e r e  i s  s tandard  

power, o rd inary  o r  subdued l i g h t i n g ,  and c o n t r o l l e d  heat ing.  

number of r eade r s  a re  t o  b e  i n s t a l l e d ,  it i s  recommended t h a t  t h e  e l e c t r i c a l  

power c i r c u i t s  b e  checked t o  ensure  adequate power. 

mst ins t ances  t o  provide  subdued l i g h t i n g  f o r  microf i lm readers .  

hood i s  a v a i l a b l e  f o r  unusual g l a r e  condi t ions .  Furthermore, cond i t ions  

maintained i n  normally hea ted  f a c i l i t i e s  are appropr i a t e  f o r  r eade r  opera- 

t i o n s ;  an a i r  condi t ioned  f a c i l i t y  i s  idea l .  

When a l a r g e  

It is  not  necessary  i n  

A screen 

The l o c a t i o n  of  p u b l i c  reading  s t a t i o n s  w i l l  a l s o  be  inf luenced  by a 

number of  o t h e r  cons ide ra t ions  . These include:  

- t h e  proximity of microf i lm reco rds  and ind ices  

the  proximity and a v a i l a b i l i t y  of  c l e r i ca l  personnel  - 
- t h e  need f o r  a conducive environment f o r  microf i lm reading  

- the  impact upon o t h e r  c o u r t  a c t iv i t i e s  

20.1.2 Clerical Reading S t a t i o n s  

(a) Purpose: Cler ical  reading  s t a t i o n s  are provided t o  permit  c ler-  

i c a l  access t o  microfilmed r eco rds  through t h e  use  of  readers  o r  reader -pr in te rs .  

Reader-pr inters  used f o r  p r i n t i n g  s t a t i o n s  may a l s o  b e  used as c l e r i c a l  reading  

s t a t i o n s .  I n  a few a p p l i c a t i o n s  such as deeds r eco rds ,  c l e r i c a l  r ead ing  s t a t i o n s  

are o p t i o n a l ;  t h e  p u b l i c  r e a d i n g  s t a t i o n s  s u f f i c e  f o r  c ler ical  use. 
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(b) Locaticn: Since most r eade r s  may be  placed wherever t h e r e  i s  

s tandard  power, o rd inary  l i g h t i n g  and con t ro l l ed  hea t ing ,  i t  is usua l ly  

p r a c t i c a l  t o  p l ace  t h e  c l e r i c a l  r e a d e r  a t  o r  nea r  t he  c l e r k ' s  work s t a t i o n .  

Most readers  f i t  e a s i l y  on a co rne r  o f  a desk o r  r ece iv ing  counter.  Other 

cons idera t ions  f o r  a s u i t a b l e  l o c a t i o n  include:  

- t h e  proximity o f  microf i lm records  and ind ices  

- t he  frequency of  c l e r i c a l  access  and need f o r  r a p i d  access  

- t he  needs of o t h e r  c l e r i c a l  a c t i v i t i e s  and tasks, e.g., phone 
loca t ion ,  s p e c i f i c  f i l e  d u t i e s ,  superv isor ' s  o f f i c e ,  document 
r ece iv ing  s t a t i o n ,  information desk, e t c .  

20 . 2 PRINTING STATIONS 

20.2.1 Purpose 

Courts may need t o  provide p u b l i c  u s e r s  and cour t  s t a f f  with a means 

of ob ta in ing  a paper copy of microfilmed records.  A p r i n t i n g  s t a t i o n  (reader-  

p r i n t e r )  may a l s o  s e r v e  as j u s t  a c ler ical  reading  s t a t i o n .  

20.2.2 Access 

P r i n t i n g  s t a t i o n s  should b e  opera ted  only by c ler ical  personnel--never 

by t h e  general  public! Fac tors  suppor t ing  t h i s  recommendation include:  

- c l e r i c a l  personnel  should c o l l e c t  copying f e e s  

- cler ical  personnel  should b e  a v a i l a b l e  t o  perform copy certi-  
f i c a t i o n  and t o  c o l l e c t  any appropr i a t e  f e e s  

- c l e r i c a l  personnel  may be  t r a i n e d  i n  equipment ope ra t ions ,  
a s su r ing  t h a t  l e g i b l e  copies  a r e  obtained and t h a t  equipment 
is not  abused 

- c l e r i c a l  ope ra t ion  he lps  ensure  t h a t  maintenance problems are 
minimized 

- clerical  personnel  should b e  aware when paper and/or chemical 
replenishment i s  needed 
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20.2.3 Location 

Most r eade r -p r in t e r s  may b e  p l aced  wherever t h e r e  is  s tandard  power, 

o rd inary  l i g h t i n g ,  and con t ro l l ed  h e a t i n g  and humidity. Other cons ide ra t ions  

f o r  a s u i t a b l e  l o c a t i o n  include: 

- convenience t o  c ler ical  s t a f f  

- convenience t o  p u b l i c  u s e r s  

- t h e  needs o f  o t h e r  c l e r i c a l  ac t iv i t ies  

- t h e  proximity of  supply s t o r a g e  

- t h e  p o t e n t i a l  o f  d i s r u p t i n g  normal a c t i v i t i e s  due t o  f r equen t  
maintenance and r e p a i r s ,  chemical odors and n o i s e  

[Note: 

technologies . ] 
These problems may not  be  t y p i c a l  f o r  a l l  reader -pr in te rs  and p r i n t i n g  

- I  

20.2.4 Alternative Copying Methods 

A few c o u r t s  may elect t o  u s e  a l t e r n a t i v e  copying methods r a t h e r  than  

us ing  reader -pr in te rs .  Two common alternatives are ava i l ab le .  

(a) Paper Copiers: I n  a few microf i lm a p p l i c a t i o n s ,  t h e  cour t  w i l l  

i n s i s t  on r e t a i n i n g  t h e  paper o r i g i n a l s  i n  f i l e s  kept  i n  secondary s to rage .  

Some c o u r t s  w i l l  f i n d  i t  easier or less  expensive t o  use a v a i l a b l e  paper 

cop ie r s  r a t h e r  than acqui re ,  supply,  and main ta in  a p r i n t i n g  s t a t i o n .  

(b) Diazo Card Duplication: I n  a p p l i c a t i o n s  where u n i t i z e d  microforms 

are used, i t  is  sometimes f e a s i b l e  t o  provide  use r s  w i t h  a d i azo  d u p l i c a t e  

i n s t e a d  of  a printercproduced paper copy. [Note: Copy c e r t i f i c a t i o n  procedures 

must be e s t a b l i s h e d  f o r  d iazo  dup l i ca t e s . ]  

and condominiums, where an  expensive and hard-to-maintain en la rge r -p r in t e r  

I n  an a p p l i c a t i o n  such as p l a t s  
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would be used, d i azo  d u p l i c a t o r s  are recommended, e s p e c i a l l y  s i n c e  a d i azo  

d u p l i c a t o r  is  necessary  f o r  purposes wi th in  t h e  microfilm system. 

20.3 OPERATING DIRECTIONS 

I n s t r u c t i o n s  f o r  t h e  o p e r a t i o n  and maintenance of reading  and p r i n t i n g  

s t a t i o n s  must b e  given t o  p u b l i c  and c l e r i c a l  u se r s .  

t i o n s  are gene ra l ly  recognized: in-depth i n s t r u c t i o n  and t r a i n i n g  for c l e r i c a l  

personnel and cursory  i n s t r u c t i o n s  f o r  t h e  genera l  publ ic .  

Two levels of  i n s t r u c -  

20.3.1 I n s t r u c t i o n  and Tra in ing  f o r  C l e r i c a l  Personnel 

( a )  Training: The equipment vendor w i l l  normally g ive  a t r a i n i n g  

p resen ta t ion  t o  s t a f f  a f t e r  equipment i n s t a l l a t i o n .  I n s t r u c t i o n  i n  equipment 

maintenance and supply replenishment should be provided and supplemented by 

ope ra t ing  manuals. 

Clerical s t a f f  should b e  t r a i n e d  t o  provide  d i r e c t i o n s  and a s s i s t a n c e  

t o  pub l i c  users .  Operating a r e a d e r  is gene ra l ly  simple. C l e r i c a l  s t a f f  

should learn how t o  i n s t r u c t  p u b l i c  u s e r s  t o  o p e r a t e  r eade r s  without over- 

whelming them wi th  need le s s  d e t a i l .  

(b) Operating Manuals: Manufacturer vendors must provide  equipment 

ope ra t ing  manuals f o r  c l e r i c a l  s t a f f .  These manuals provide  i n s t r u c t i o n s  f o r  

t h e  opera t ion ,  maintenance, supply replenishment,  bulb replacement, and common 

equipment r e p a i r s .  
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20.3.2 I n s t r u c t i o n s  for t h e  General Publ ic  

( a )  Pos t ing  Di rec t ion :  S impl i f i ed  d i r e c t i o n s  f o r  t h e  use  of r e a d e r s  

should be  posted on o r  nea r  t h e  equipment. 

a r e  counter-productive. 

20.1. 

Lengthy, complicated d i r e c t i o n s  

A sample pos t ing  f o r  a r e a d e r  is inc luded  i n  F igu re  

(b)  C l e r i c a l  Ass is tance :  Clerical s t a f f  should b e  l o c a t e d  nearby t o  

provide  p u b l i c  u s e r s  a s s i s t a n c e  i n  equipment opera t ion .  

20.4 EQUIPMENT MAINTENANCE 

Reading and p r i n t i n g  equipment should  b e  maintained on ly  by au tho r i zed  

c ler ical  personnel  and t h e  manufacturer 's  r e p r e s e n t a t i v e .  This maintenance 

inc ludes  genera l  housekeeping p r a c t i c e s ,  c l e a n i n g  t h e  o p t i c a l  p r o j e c t i o n  

system, bulb replacement 2 Supply rep len ishment  

p reven t ive  maintenance, and cal ls  t o  t h e  manufac turer ' s  r e p r e s e n t a t i v e ,  

minor mechanical r apa i r  ~ 

20,4.1. General Housekeeping P r a c t i c e s  

Dust is harmful t o  a l l  forms of microf i lm and microfilm equipment. 

Microfilm f a c i l i t i e s  should  b e  kept  clean. The e x t e r n a l  s u r f a c e s  o f  t h e  

r eade r  c a b i n e t  and s c r e e n  should  be  wiped w i t h  a s o f t  l i n t l e s s  c l o t h  a t  l eas t  

on a weekly b a s i s .  When n o t  i n  use ,  t h e  u n i t  should  nomially b e  covered wi th  

a d u s t  cover. 

The room i n  which equipment i s  kept  should  be  cleaned fie-quently. A 

p o r t a b l e  vacuum c l e a n e r  should  b e  b a s i c  equipment for a l l  microf i lm depa r t -  

ments. Air cond i t ion ing  a l s o  h e l p s  t o  reduce d u s t  i n  t h e  a i r .  
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20.4.2 Cleaning t h e  Op t rca l  P r o j e c t i o n  System 

The o p t i c a l  p r o j e c t i o n  system of a r e a d e r  o r  reader -pr in te r  should be 

cleaned a t  least once every o t h e r  month. The fo l lowing  components are 

included: t h e  screen, m i r r o r s ,  l e n s e s ,  and t h e  g l a s s  o r  p l a s t i c  f l a t s  o r  

p la ten .  Cleaning procedures va ry  widely; every manufacturer provides complete 

and d e t a i l e d  i n s t r u c t i o n s  f o r  c l ean ing  h i s  equipment's o p t i c a l  p r o j e c t i o n  

system. A few simple sugges t ions  follow: 

- use  a camel's h a i r  brush t o  remove dus t  

- c lean  wi th  an  approved l e n s  s o l u t i o n  and l e n s  t i s s u e  

- 
- 

do no t  change t h e  mi r ro r ' s  p o s i t i o n  dur ing  c leaning  

do no t  u s e  excess ive  f o r c e  when c l ean ing  mir ror  s u r f a c e s  

20.4.3 Bulb Replacement 

Lamp f a i l u r e  is  t h e  most f r e q u e n t l y  encountered p a r t s  problem. Always 

keep a s p a r e  bulb handy. 

bulbs as p a r t  o f  t h e i r  du t i e s .  

c a l l y  in spec ted  and adjusted.  

Clerical s t a f f  should  b e  t r a i n e d  t o  r e p l a c e  lamp 

The lamp and l e n s  assembly should be  per iodi -  

20.4.4 Supply Replenishment 

D i f f e r e n t  p r i n t  p rocesses  w i l l  va ry  i n  t e r n  of chemicals and t o n e r s ,  

t h e  degree of chemical mixing needed, chemical s h e l f  l i f e  and s e n s i t i v i t y  t o  

l i g h t .  

mendations should be  c a r e f u l l y  followed. 

The manufacturer's l oad ing  i n s t r u c t i o n s  and chemical s t o r a g e  recom- 

One o r  two c l e r i c a l  personnel should 

be t r a i n e d  t o  load  paper and add chemicals. 
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20.4.5 Minor Mechanical Repair and Prevent ive  Maintenance 

Some mechanical problems, such as paper jams, can be expected dur ing  

t h e  normal l i f e  of a reader -pr in te r .  Equipment manufacturers u s u a l l y  provide 

d i r e c t i o n s  t o  remedy common f a i l u r e s  without t h e  need f o r  o u t s i d e  a s s i s t a n c e .  

One o r  two c l e r i c a l  personnel should be  t r a i n e d  t o  remove paper jams and 

scraps. [Note: - 
t u r e r .  

B e  s u r e  t o  know what r e p a i r s  are permitted by t h e  manufac- 

Unauthorized tampering with equipment may void an equipment warranty.] 

A few simple sugges t ions  f o r  p reven t ive  maintenance w i l l  he lp  avoid 

r e p a i r s .  

two o r  t h r e e  t i m e s  annually. This inc ludes  a t  least  t h e  following: 

Prevent ive  maintenance should be  performed by a q u a l i f i e d  t echn ic i an  

- removing, d ra in ing ,  and c l e a n i n g  chemical t r a y s  

- i n s p e c t i n g  and a d j u s t i n g  r o l l e r s  and d r i v e  mechanisms 

- i n s p e c t i n g  e l e c t r o n i c  c i r c u i t s  

20.4.6 C a l l s  t o  t h e  Manufacturer's Represen ta t ive  

I f  t h e  r e p a i r  d i r e c t i o n s  provided i n  t h e  ope ra t ing  manual f a i l  t o  

adequately remedy a problem, t h e  manufacturer'  s r e p r e s e n t a t i v e  should be  

c a l l e d  in .  

equipment t o  record t h e  following: 

sentat ive,  t i m e  and d a t e  of  any cal ls  t o  r e p r e s e n t a t i v e ,  t i m e  and d a t e  of  

response by r e p r e s e n t a t i v e ,  and t i m e  d u r a t i o n  o f  a response. This  d a t a  w i l l  

document t h e  s e r v i c e  o f  t h e  r e p r e s e n t a t i v e  and t h e  r e l i a b i l i t y  of i n d i v i d u a l  

r e a d e r  u n i t s  . 

It i s  suggested t h a t  a l o g  b e  maintained f o r  each p i e c e  of 

dates o f  p e r i o d i c  maintenance by repre- 
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CHAPTER XXXII : READERS AND READER-PRINTERS 

32.1 INTRODUCTION 

A reader  is  an o p t i c a l  p r o j e c t i o n  system which en la rges  microfilm 

images f o r  normal reading. A reader -pr in te r  is an o p t i c a l  p r o j e c t i o n  system 

wi th  a photocopying component t o  produce an en larged  paper copy of t h e  micro- 

f i l m  image. While a r e a d e r  permi ts  a u s e r  t o  view a p a r t i c u l a r  microfilm 

image, a paper copy of t h e  microf i lm image is d e s i r a b l e  f o r  remote s tudy ,  

I mark-up, o r  d i s t r i b u t i o n  purposes. 

32.2 S I T E  RGQUrREMENTS 

Readers and r e a d e r - p r i n t e r s  used by t h e  c o u r t s  should be opera ted  i n  

l o c a t i o n s  having s tandard  electrical  power, o rd ina ry  room l i g h t i n g ,  and con- 

t r o l l e d  heating. For t h e  c o u r t ' s  r eade r  and r eade r -p r in t e r  environment, t h e  

cour t  f a c i l i t y  should have: 

- a s tandard  power source  wi th  proper ly  grounded three-pronged 
electrfcal  r ecep tac l e s .  

- ordinary  room l i g h t i n g  ( r eade r s  should  be  t e s t e d  i n  t h e  room 
l i g h t i n g  of  t h e  o p e r a t i n g  s i t e  be fo re  s e l e c t i o n  and should b e  
pos i t ioned  t o  avoid s t rong ,  d i r e c t  l i g h t  on t h e  viewing screen) 

- 
- a i r  condi t ion ing ,  i f  p o s s i b l e  

temperatures between 60 and 80°F and moderate humidity 
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32.3  READER CLASSES 

The most popular  way t o  c l a s s i f y  r e a d e r s  and r eade r -p r in t e r s  i s  by 

t h e  type  of microforms accommodated. They can b e  grouped i n t o  t h e  fo l lowing  

classes: (1) r o l l  f i lm;  (2 )  c a r t r i d g e  o r  cassette; (3)  microfiche; (4) aper- 

t u r e  cards ;  and (5) u n i v e r s a l  o r  multiform. 

3 2 . 3 . 1  R o l l  Film Readers and Reader-Printers 

Ro l l  f i l m  reade r s  and r eade r -p r in t e r s  accept  f i l m  on open reels o r  

spools  (not  c a r t r i d g e s  o r  c a s s e t t e s )  and have t h e  fo l lowing  gene ra l  charac- 

t e r i s t ics  : 

- less expensive than  c a r t r i d g e  o r  cassette r eade r s  

- permanently i n s t a l l e d  t r a n s p o r t  mechanisms, r e q u i r i n g  few 
adjustments and l i t t l e  maintenance; gene ra l ly  more r e l i a b l e  
than o t h e r  r o l l  film t r a n s p o r t  systems. 

- w i l l  a ccep t  e i t h e r  16mm and 35mm reels, although supply and 
take-up s p i n d l e s  w i l l  need a d j u s t i n g  when changing from 16mm 
t o  35mm fi lm. 

- motorized d r i v e s  are t y p i c a l l y  a v a i l a b l e  

- f i l m  normally r e q u i r e s  manual th reading ,  although automatic o r  
s e l f - t h r e a d i n g  is  sometimes a v a i l a b l e .  

- slower sea rch ing  c a p a c i t i e s  t h a n  c a r t r i d g e  o r  cassette u n i t s  

32.3 .2  Car t r idge  and Cassette Readers and Reader-Printers 

Car t r idge  and c a s s e t t e  r eade r s  and r eade r -p r in t e r s  have t h e  fo l lowing  

c h a r a c t e r i s t i c s  : 
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- simple t o  ope ra t e ;  c a r t r i d g e  r e a d e r  u n i t s  are automatic or 
se l f - threading;  cassettes r e q u i r e  no th read ing  

- high speed s e a r c h  and retrieval;  almost a l l  u n i t s  have motor- 
i z e d  d r i v e s ;  image count retrieval i s  a v a i l a b l e  on many u n i t s  

- f requent ly  w i l l  a l s o  accommodate 16mm reels or magazines 

- more expensive than  open reel r o l l  f i l m  reade r s  

- prone t o  mal func t ions  and r e q u i r e  e x c e l l e n t  maintenance 

- p o t e n t i a l  lock-in t o  a s i n g l e  vendor's r eade r s  and c a r t r i d g e s /  
cassettes. 

34.3.3 Microfiche Readers and R e a d e p P r i n t e r s  

Microfiche readers  and r eade r -p r in t e r s  have t h e  following genera l  char- 

a c t e r i s t i c s :  

- least expensive r eade r  t ype  

- s imples t  t o  o p e r a t e  and main ta in ;  pop-open f l a t s  and smooth, 
easy movement t o  d e s i r e d  frame; convenient pointer-handle and 
in te rchangeable  g r i d s  f o r  t h e  s tandard  microf iche  formats 

- wide s e l e c t i o n  of e x c e l l e n t  models 

- accept a l l  f l a t ,  u n i t i z e d  media (i .e. ,  f i c h e ,  j a c k e t s ,  aper- 
t u r e  c a r d s ) ;  105 x 1 4 8 m  is s t anda rd ,  bu t  l a r g e r  carrier s i z e s  
are a v a i l a b l e .  

32 .3 .4  Aperture Card Readers 

Aperture c a r d  r e a d e r s  have t h e  fo l lowing  c h a r a c t e r i s t i c s :  

- 
- cons t ruc ted  f o r  EAM o r  tab-sized cards  

- usua l ly  10-24X magni f ica t ion  

- dua l  l e n s  systems are a v a i l a b l e  

r a r e l y  designed t o  acconnnodate microfiche or j a c k e t s  
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- usua l ly  a simple s l o t  or ca rd  c a r r i e r  i s  provided; frame 
l o c a t i o n  is e i t h e r  done manually or a ided  by a "joy s t i c k "  
con t ro l  

- l i m i t e d  number o f  r e a d e r  models from which t o  select  

32.3.5 Universal  Readers and Reader-Printers 

Universal  r eade r s  and r eade r -p r in t e r s  have t h e  following gene ra l  char- 

a c t e r i s t i c s :  

- s u i t a b l e  for both  r o l l  f i l m  and f l a t ,  u n i t i z e d  microforms 

- manual t h read ing  and f i l m  t r a n s p o r t s  are s tandard ;  motorized 
d r i v e s  a v a i l a b l e  on few models 

- opera to r  must phys i ca l ly  r ep lace  t h e  c a r r i e r / t r a n s p o r t  mech- 
anism when swi t ch ing  microform types  

/ 

- genera l ly  not recomended; should only be  considered when: 

- a mixture of r o l l  and f l a t  u n i t i z e d  microforms - must b e  
accomodated 

- f a s t  retrieval is not important. 

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

3 2 . 4  FUNCTIONAL COMPONENTS 

Readers and r eade r -p r in t e r s  have t h e  following f u n c t i o n a l  components: 

- an o p t i c a l  p r o j e c t i o n  system 

- a phys ica l  c a r r i e r / t r a n s p o r t  mechanism 

- b a s i c  r eade r  c o n t r o l s  f o r  t h e  o p t i c a l  p r o j e c t i o n  system and 
carrier/ t rsnspo rt mechanism 

- automatic re t r ieval  mechanisms (op t iona l )  

- a p r i n t i n g  system ( r eade r -p r in t e r s ,  p r i n t e r s ,  and en larger -  
p r i n t e r s  only) 

- b a s i c  p r i n t e r  c o n t r o l s  ( r eade r -p r in t e r s  , p r i n t e r s ,  and 
en la rge r -p r in t e r s  on ly)  
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32.4.1 Opt ica l  P r o j e c t i o n  System 

Every r eade r  and r eade r -p r in t e r  has  an o p t i c a l  p r o j e c t i o n  system t o  

i l l u m i n a t e  and en la rge  t h e  microimage, p r o j e c t i n g  i t  onto  a sc reen  or photosen- 

s i t i ve  sur face .  O p t i c a l  p r o j e c t i o n  systems i n  most readers  and r eade r -p r in t e r s  

i nc lude  a f i l m  carr ier ,  an i l l u m i n a t i o n  lamp, a condenser lens assembly, a 

p r o j e c t i o n  l ens  ( a l s o  c a l l e d  a n  "objective" l e n s ) ,  mi r ro r s ,  and a screen. A 

schematic of a t y p i c a l  r e a d e r  and t h e  o p t i c a l  p r o j e c t i o n  system components is  

inc luded  i n  Figure 32.1. 

( a )  Film Carrier: 

s e l e c t e d  microfilm media s e c u r e l y  i n  p o s i t i o n ,  keeping it  f l a t  i n  t h e  f o c a l  

p l ane  f o r  viewing. 

g a t e  are discussed i n  Sec t ion  32.4.2(b) (3) : 

The purpose of t h e  f i l m  carrier is t o  hold  t h e  

The b a s i c  methods by which microfilm i s  he ld  i n  t h e  f i l m  

Film Gates. 

(b) I l l umina t ion  Lamp: The power of t h e  i l l umina t ion  lamp is  t h e  

primary determinant of s c r e e n  b r i l l i a n c e .  I n  many readers  lamp b r i l l i a n c e  i s  

v a r i e d  by a d j u s t i n g  t h e  wat tage  t o  t h e  bulb. Typica l ly ,  high and low l i g h t  

s e t t i n g s  are a v a i l a b l e ;  some reade r s  o f f e r  continuously v a r i a b l e  l i g h t  set- 

t i n g s .  

1 

Bulb replacement i s  t h e  most f requent  p a r t s  problem which a u s e r  w i l l  

encounter. The bulb ' s  l i f e  expectancy (frequency of  f a i l u r e ) ,  c o s t ,  availa- 

b i l i t y ,  and a c c e s s i b i l i t y  f o r  replacement are important cons ide ra t ions  i n  

choosing a reader  o r  r ez2a r -p r in t e r .  

Readers and r eade r -p r in t e r s  must have coo l ing  systems t o  avoid micro- 

f i l m  c u r l  o r  damage. 

become untouchably ho t ,  even a f t e r  prolonged usage. 

blowers should b e  avoided. 

The housing of a r eade r  o r  r eade r -p r in t e r  should not 

Excessively noisy  fans  o r  

I 
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(c )  Condenser Lens Assembly: The condenser l e n s  assembly s i g n i f i -  

c a n t l y  a f f e c t s  s c reen  b r i l l i a n c e  and r e s o l u t i o n .  The condenser-lens assembly 

is a group of l enses  and mi r ro r s  which c o l l e c t  t h e  l i g h t  from t h e  i l l umina t ion  

lamp, d i r e c t  i t  through t h e  f i l m  carrier, and focus i t  on t h e  p r o j e c t i o n  l ens .  

(d) P r o j e c t i o n  Lens (Objective Lens) : The p r o j e c t i o n  l e n s  has  t h e  

d u a l  purpose of c o n t r o l l i n g  t h e  magni f ica t ion  r a t i o  and focusing t h e  image 

upon t h e  screen. P r o j e c t i o n  l e n s e s  are o r d i n a r i l y  r e f e r r e d  t o  by t h e  magni- 

f i c a t i o n  r a t i o  which they provide. 

maintenance bu t  must b e  c a r e f u l l y  p r o t e c t e d  a g a i n s t  s c r a t c h e s  and dus t .  

A p r o j e c t i o n  l e n s  r e q u i r e s  l i t t l e  o r  no 

Cleaning of a p r o j e c t i o n  l e n s  is  r a r e l y  necessary.  

P ro jec t ion  l e n s e s  are of four  types :  

(1) A f i x e d  p r o j e c t i o n  l e n s  (two o r  more magnification r a t i o s )  i s  

one which i s  Fns ta l l ed  by t h e  manufacturer and cannot b e  removed o r  changed 

except by a technic ian .  

(2)  A t u r r e t  l e n s  (two o r  more magni f ica t ion  r a t i o s )  system allows 

t h e  u s e r  t o  e a s i l y  switch from one magni f ica t ion  r a t i o  (and l e n s )  t o  another. 

This  system is u s e f u l  where va r ious  microforms wi th  d i f f e r e n t  magni f ica t ion  

r a t i o s  g re  used o r  where a few d i f f e r e n t  magni f ica t ion  r a t i o s  are necessary  

f o r  t h e  same microform. 
I 

(3) Interchangeable o r  drop-in l e n s e s  are popular i n  a p p l i c a t i o n s  

where a number of d i f f e r e n t  r educ t ions  are used. 

in" l enses  i s  t h a t  they  may b e  e a s i l y  s t o l e n  o r  misplaced. 

One of t h e  drawbacks t o  "drop- 

(4) A zoom lens is  r a r e l y  used b u t  may be  d e s i r a b l e  i n  applica- 

t i o n s  where reduct ion  r a t i o s  vary  widely o r  where "zoom" c a p a c i t i e s  are a 
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primary need. Zoom l e n s e s  are expensive, s u b j e c t  t o  focus problems, and a r e  

prone t o  mechanical d i f f i c u l t i e s .  

(e )  Mirrors: 

t o  r e f l e c t  t h e  l i g h t  t o  t h e  screen. 

Most readers  and r eade r -p r in t e r s  u s e  one o r  more m i r r o r s  

Two types  of mi r ro r s  are employed: 

- f r o n t  sur faced  mi r ro r s :  

- sha rpe r  and c l e a r e r  image than rear sur faced  mi r ro r s  
- e a s i l y  sc ra t ched  o r  marred ( r e q u i r e  c a r e f u l  c leaning)  

- rear sur faced  mi r ro r s :  

- durable  and e a s i l y  cleaned - may produce a s l i g h t  "double image" 

( f )  Screens: Screens d i s p l a y  wide v a r i a t i o n s  i n  t h e i r  phys i ca l  dimen- 

s i o n s  and c h a r a c t e r i s t i c s .  The determining f a c t o r s  f o r  s c reen  s e l e c t i o n  are: 

(1) type of sc reen;  (2)  s i z e  o f  s c reen ;  (3) sc reen  c o l o r ;  and (4) sc reen  posi-  

t i o n .  

(1) Type of Screen: Within t h e  u s e r  community, opaque ( f r o n t  

p ro jec t ion )  sc reens  have no t  found f avor  and are not  recommended. Rear 

p r o j e c t i o n  screens ( a l s o  c a l l e d  t r a n s l u c e n t  s c reens )  are recommended f o r  cour t  

app l i ca t ions .  

P 

Of t h e  d i f f e r e n t  types  of t r a n s l u c e n t  o r  rear p r o j e c t i o n  sc reens ,  

d i f f u s i o n  screens  are used  most f requent ly .  

o t h e r  types ,  d i f f u s i o n  sc reens  are f a r  less expensive than t h e  F resne l  and 

Fresnel-diffusion screens .  

c e n t e r  of t h e  screen. 

Although less e f f i c i e n t  than  t h e  

They do, however, d i s p l a y  a "hot spot" i n  t h e  

The "hot spot" should b e  minimized when poss ib l e .  

(2)  Screen s i z e :  Full-page image d i sp lay  is needed f o r  most 

app l i ca t ions .  It is  u s u a l l y  d e s i r a b l e  f o r  a sc reen  t o  be  l a r g e  enough t o  

74 



permit t h e  f u l l  microfilm image t o  appear a t  t h e  approximate s i z e  of t h e  

o r i g i n a l  document. However, a full image  may not  be needed i f  t h e  u s e r  wants 

t o  r ead  only one p o r t i o n  o f  a page a t  a t i m e ,  provided t h a t  t h e  p o r t i o n s  not  

appearing on t h e  sc reen  can be brought i n t o  t h e  f i e l d  of view wi th  t h e  u s e  of  

con t ro l s .  

Reduced blow-back (screen  image s i z e  less than  t h e  o r i g i n a l  document 

s i z e )  may be d e s i r a b l e  and/or necessary  i n  many a p p l i c a t i o n s .  For example, 

very few readers  are designed f o r  l ega l - s i zed  documents. Rather than  restrict  

reader  s e l e c t i o n  t o  t h o s e  few reade r s  which w i l l  d i s p l a y  lega l -s ized  docu- 

ments, t h e  documents can be  s a t i s f a c t o r i l y  "blown-back" a t  three-quar te r  s i z e .  

This permits a wider s e l e c t i o n  of r eade r s ,  namely t h o s e  wi th  s tandard  8 1 / 2  x 

11 inch  screens.  Many u s e r s  f i n d  t h e  three-quar te r  s i z e  images t o  be e a s i l y  

readable  and f u l l y  acceptable.  

Wide screens  are d e s i r a b l e  i n  many ins t ances .  In a p p l i c a t i o n s  where 

t h e  u s e r  must browse o r  scan images, a wider s c reen  permi ts  a pass ing  image t o  

remain i n  view f o r  a longe r  t i m e  so t h a t  i t s  con ten t  can be  scanned. 

Due t o  t h e  i n c r e a s e  i n  t h e  COM r eade r  market, t h e r e  has  been a recent  

growth and technologica l  development of wide s c r e e n  viewers. S ince  wide 

sc reen  viewers w i l l  d i s p l a y  s tandard-s ize  documents, they are s u i t a b l e  for 

cour t  app l i ca t ions  . 
Very l a r g e  screens t o  d i s p l a y  fu l l - s i zed  engineer ing  drawings o r  news- 

paper pages are ava i l ab le .  Users should cons ider  whether o r  n o t  a t u r r e t  l e n s  

system w i l l  permit scanning t h e  f u l l  image a t  a reduced s i z e  (with t h e  l o w  

power l e n s ) ,  as w e l l  as  scanning po r t ions  of t h e  image a t  f u l l  s i z e  .(with a 

high-magnification l e n s ) .  It has  been found by t h e  engineer ing  micrographics 
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community t h a t  e n t i r e  images are not always r equ i r ed  t o  be fu l l - s i zed ,  s i n c e  

engineer ing  drawings are scanned f o r  t h e i r  d e t a i l  and not  f o r  t h e  conten t  of 

t h e  e n t i r e  document. 
I 
I 

I 
I 
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(3) Screen co lo r :  Trans lucent  s c reens  may be  produced with o r  

I without  c o l o r  t i n t s .  

image con t r a s t .  

c o n t r a s t ,  bu t  a f f o r d s  less r e l i e f  from eye f a t i g u e  than  a green t i n t .  

t i n t  i s  more comfortable t o  t h e  eye and s l i g h t l y  enhances image c o n t r a s t .  

Color t i n t s  may reduce eye f a t i g u e  and a l s o  enhance 

S t u d i e s  have found t h a t  a b lue  t i n t  appears t o  inc rease  image 

A green 

(4) Screen p o s i t i o n :  Most r e a d e r  sc reens  are pos i t i oned  n e a r l y  

I perpendicular  t o  t h e  s u r f a c e  upon which t h e  r eade r  rests. 

sc reen  should not  be  h i g h e r  than  eye  level f o r  anyone. 

be placed lower than  eye  l e v e l  f o r  b i f o c a l  wearers.] 

The middle of t h e  

[Note: - Screens should 

Most reader  u n i t s  have t r a n s p o r t  mechanism a t  t h e  bottom of  t h e  

screen. 

t r o l s  a t  e i t h e r  s i d e  may impede note-taking. 

Controls p l aced  above t h e  s c r e e n  are more t i r i n g  t o  use,  while con- 

Translucent s c r e e n s  t h a t  are t i l t e d  backwards are easy t o  v i e w ,  b u t  

may r e f l e c t  g l a r e  from overhead l i g h t s .  

reduce overhead g l a re .  

people t o  view, e s p e c i a l l y  f o r  b i f o c a l  wearers. 

a l l ,  p r e f e r  a t r a n s l u c e n t  s c reen  t o  be  t i l t e d  t o  t h e  rear about f i v e  t o  four- 

t e e n  degrees. 

Many manufacturers use  a hood t o  

Forward t i l t e d  sc reens  are more d i f f i c u l t  f o r  some 

Most u se r s ,  b u t  c e r t a i n l y  no t  

I 
It is recommended t h a t  t h e  personnel  who w i l l  b e  us ing  t h e  readers  

I test  t h e  va r ious  models and i n d i c a t e  t h e i r  i n d i v i d u a l  preference  f o r  t i l t i n g .  
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Frequently,  r eade r s  are provided wi th  a d j u s t a b l e  l e g s  t o  f a c i l i t a t e  t i l t i n g ,  

o r  some ob jec t  can b e  p laced  i n  t h e  f r o n t  o r  r e a r  of t h e  r eade r  t o  a d j u s t  i t s  

pos i t  ion. 

3 2 . 4 . 2  Carr ie r /Transpor t  Mechanisms 

Every r e a d e r  o r  r eade r -p r in t e r  has  a f i l m  g a t e  which holds  t h e  d e s i r e d  

microfilm frame i n  t h e  proper f o c a l  p o s i t i o n  f o r  viewing. 

mechanisms a r e  d iv ided  i n t o  two gene r i c  ca t egor i e s :  u n i t i z e d  ("flat") carriers, 

and r o l l  f i l m  t r a n s p o r t  mechanisms. 

C a r r i e r l t r a n s p o r t  

( a )  Unitized ("Flat") Carriers ( f o r  microfiche,  f i l a - jacke ts ,  and 

a p e r t u r e  cards)  have t h r e e  o p e r a t i o n a l  segments: microform loading, c a r r i e r  

movement, and frame l o c a t o r s  ( a i d s  t o  frame l o c a t i o n ) .  

(1) Microform Loadinq: Most good microfiche r eade r s  employ retract- 

a b l e  f l a t s .  

carrier is  pu l l ed  outward t o  i t s  f u l l e s t  extension. 

The f l a t s  open au tomat i ca l ly  f o r  loading  or unloading when t h e  

S ta t iona ry  f l a t s  o r  s l o t s  are used p r i n c i p a l l y  i n  a p e r t u r e  card  r eade r s .  

The card  is i n s e r t e d  i n t o  t h e  s t a t i o n a r y  f l a t  o r  s l o t  and is locked i n t o  posi-  

t i o n ,  u sua l ly  wi th  a snap-action lock. 

(2)  Carrier Movement: Smooth, g l i d i n g  t r a n s p o r t s  are u t i l i z e d  i n  

t h e  major i ty  of microf iche  readers .  The carrier is moved by a handle o r  handle- 

p o i n t e r  t o  p o s i t i o n  images f o r  viewing. When proper focus i s  obta ined ,  refocus- 

i n g  should not be  needed f o r  subsequent frames. 

Geared t r a n s p o r t s  of v a r i o u s  forms are used i n  most a p e r t u r e  card  

r eade r s  and more p r i m i t i v e  microf iche  readers .  

employ e i t h e r  a " joys t ick"  o r  scanning knobs. 

Aperture card  r eade r s  normally 
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(3) Frame- Loca tors  : Most microf iche  r e a d e r s  have a p o i n t e r  which 

may be  used i n  conjunct ion  wi th  a microf iche  g r i d  index. 

over a s e l e c t e d  g r i d  frame w i l l  d i s p l a y  t h e  corresponding microf iche  frame on 

the  viewing screen .  In te rchangeable  g r i d s  f o r  t h e  v a r i o u s  microf iche  formats 

are sometimes a v a i l a b l e .  

Aligning t h e  p o i n t e r  

Although au tomat ic  retrieval u n i t s  f o r  microf iche  are a v a i l a b l e  on t h e  

commercial market, such u n i t s  are n o t  recommended f o r  most cour t  app l i ca t ions .  

(b) Roll  Film Transpor t s :  R o l l  f i l m  reade r s  (e.g., r o l l  f i lm,  car- 

t r i d g e s ,  c a s s e t t e s )  have more complex mechanisms than  u n i t i z e d  ("flat") micro- 

form readers.  micro- 

form loading, th reading ,  f i l m  g a t e s ,  t r a n s p o r t  ("drive") mechanisms, and frame 

l o c a t o r s  ( a i d s  t o  frame l o c a t i o n ) .  

R o l l  f i l m  t r a n s p o r t s  may b e  d iv ided  i n t o  f i v e  segments: 

(1) Microform Loading: Most r o l l  f i l m  reade r s  and some c a r t r i d g e  

r eade r s  r e q u i r e  t h e  r o l l  f i l m  reel o r  c a r t r i d g e  t o  be  mounted on t h e  supply 

sp indle .  (The procedure i s  f a i r l y  s t r a igh t fo rward  and simple.) The s p e c i f i c  

loading  procedures vary  among r e a d e r  u n i t s ;  t h e  gu ide l ines  set f o r t h  by t h e  

manufacturer should b e  followed. 

Cassette r eade r s  and most c a r t r i d g e  r e a d e r s  have s i m p l i f i e d  loading  

procedures. The c a r t r i d g e  o r  cassette i s  simply snapped i n t o  p o s i t i o n ,  ready 

f o r  use. 

A few readers  w i l l  accommodate va r ious  c a r t r i d g e s  and magazines in 

a d d i t i o n  t o  open reels. 

a f f i x e d  t o  t h e  supply sp ind le .  

should be followed. 

These r e a d e r s  u sua l ly  employ adap to r s  which must be  

The guide l ines  set f o r t h  by t h e  manufacturer 
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(2)  Threadinq: The g r e a t  ma jo r i ty  of r o l l  f i l m  readers  and a few 

c a r t r i d g e  r eade r s  are manually threaded. Most c a r t r i d g e  and cassette r eade r s  

(and some r o l l  f i l m  reade r s )  are automatic o r  s e l f - th read ing ,  

a s s i s t a n c e  may have t o  be provided i n  a few ins tances .  

(3) Film Gates: Roll f i l m  gates are of  two b a s i c  

th roa t "  (employing edge guides),  and g l a s s  o r  p l a s t i c  f l a t s .  

al though manual 

types : "open 

Glass o r  p l a s t i c  

f l a t s  are more commonly used and are of  four  b a s i c  types: 

umnually opened f l a t s ,  au tomat i ca l ly  opened f l a t s ,  and moving f l a t s .  Auto- 

m a t i c a l l y  opened f l a t s  and moving f l a t s  are prefer red .  S t a t iona ry  f l a t s  are 

not  recommended because they  have a tendency t o  damage t h e  film. Manually 

opened f l a t s  are not  recommended because of  t h e i r  inconvenience. 

s t a t i o n a r y  f l a t s ,  

(4) Transport  ("Drive") Mechanisms: Manual wind t r a n s p o r t s  are 

in f r equen t ly  used, except as a back-up t r a n s p o r t  t o  some motorized dr ives .  

Ca r t r idge  and cassette r eade r s ,  

d r i v e  mechanisms. 

( 5 )  Frame Locators:  

and most r o l l  f i l m  

Roll f i l m  reade r s  

r eade r s ,  r e l y  

have a number 

on motorized 

of devices t o  

f a c i l i t a t e  frame location--namely, odometers, image-count retrieval mechanisms, 

and retrieval systems (e.g., binary-coded f i l m  systems). 

Odometers simply i n d i c a t e  how many f e e t  ( o r  inches) of microfilm 

Odometers are u s e f u l  only f o r  l o c a t i n g  t h e  genera l  area have been unrolled.  

o f  a p a r t i c u l a r  image. 

Image-count retrieval techniques are a v a i l a b l e  on many c a r t r i d g e  

and cassette reader  u n i t s  and a few r o l l  f i l m  readers .  

be d i scussed  i n  a subsequent p o r t i o n  of t h i s  chapter.  

These techniques w i l l  
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Ret r i eva l  systems such as binary-coded f i l m  systems and s c r o l l  systems 

are a v a i l a b l e  on t h e  commercial market. Such systems are not  recommended f o r  

most cour t  app l i ca t ions .  

32.4.3 Operating Controls of  Readers 

A number of c o n t r o l  swi tches ,  levers and/or knobs are found on every 

r e a d e r  u n i t .  The ope ra t ing  c o n t r o l s  l i s t e d  below are found i n  one form o r  

another  on many readers.  The c o n t r o l s  and t h e i r  func t ions  are l i s t e d  i n  t h e  

general  o rde r  they would be a p p l i e d  dur ing  use. 

- On/Off (Power) Switch: An on/off swi tch  is a v a i l a b l e  on every 
reader  u n i t .  
"on/off/fan," s o  t h e  fan  can b e  opera ted  af ter  t h e  illum- 
i n a t i o n  lamp is  o f f .  

On models w i th  coo l ing  fans ,  t h e  swi tch  may be 

- Screen Br ightness  Control: This  knob o r  switch is used t o  
vary s c r e e n  i l l umina t ion .  Although v a r i a b l e  ( rheos t a t )  
c o n t r o l  is  sometimes a v a i l a b l e ,  i l l umina t ion  levels are usu- . 
a l l y  f ixed ,  such as "HI-LO" and "HI-MED-LO." On a few reade r s ,  
no sc reen  b r igh tness  c o n t r o l  is ava i l ab le .  

- Focus c o n t r o l :  A thumbwheel, lever, o r  knob is used t o  focus 
t h e  image sha rp ly  on t h e  screen. 

- Magnification c o n t r o l :  Reader u n i t s  with a s i n g l e  magnifica- 
t i o n  l e n s  have no such con t ro l .  Tur re t  and m u l t i p l e  f i x e d  
l e n s  systems use switches o r  l e v e r s  t o  change magnification, 
whi le  zoom l e n s e s  employ a knob. On a few units, moving t h e  
sc reen  changes t h e  magnification. 

- Scan (frame) con t ro l :  Controls t o  a d j u s t  t h e  sc reen  p o s i t i o n  
of t h e  image are n o t  a v a i l a b l e  f o r  a l l  r eade r  u n i t s .  
c o n t r o l s ,  one f o r  h o r i z o n t a l  and one f o r  v e r t i c a l ,  may o p e r a t e  
from a s i n g l e  o r  s e p a r a t e  con t ro l .  

"Traverse" 

- Image r o t a t i o n  con t ro l :  Many r e a d e r  u n i t s  employ a dove prism 
(via c o n t r o l  knob) t o  r o t a t e  an image on t h e  screen. Manual 
a l t e r n a t i v e s  are f r equen t ly  a v a i l a b l e ,  e i t h e r  r o t a t i n g  t h e  
t r a n s p o r t / c a r r i e r  o r  r o t a t i n g  t h e  media i t s e l f .  

- Lock/ re lease  c o n t r o l :  Only a few reade r s  have a c o n t r o l  t o  
c l o s e  t h e  g l a s s  f l a t s .  Most r eade r s  have automatic f i l m  ga tes .  
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i 32.4.4 Automatic Retrieval Mechanisms 

There are two s t e p s  i n  t h e  retrieval of a microfilm image. F i r s t ,  t h e  

microfilm media con ta in ing  t h e  d e s i r e d  frame(s) must b e  i d e n t i f i e d  and removed 

from storage.  Second, t h e  proper  frame(s) must b e  l o c a t e d  a f t e r  t h e  microform 

is placed on a viewing u n i t .  

form t h e  l o g i c  necessary f o r  e i t h e r  s tep .  

r e a d e r / p r i n t e r s  equipped wi th  au tomat ic  r e t r i e v a l  mechanisms can provide assis- 

tance  i n  one, i f  no t  bo th ,  of t h e s e  s tages .  

A s tandard  reader  o r  r eade r -p r in t e r  cannot per- 

On t h e  o t h e r  hand, r e a d e r s  and 

Automatic retrieval mechansims may b e  d iv ided  i n t o  two groups: image- 

count ("blip") retrieval mechanisms, and retrieval systems (more s o p h i s t i c a t e d ,  

f requent ly  c a l l e d  "automated" retrieval u n i t s ) .  

i s m s  assist i n  performing t h e  second s t e p  ( l o c a t i n g  t h e  proper  frame) b u t  cannot 

he lp  i n  l o c a t i n g  t h e  proper  microform and removing i t  from s to rage .  

o t h e r  hand, retrieval systems assist i n  performing bo th  s t e p s .  [Note: Retrieval 

Image-count retrieval mechan- 

On t h e  

systems have - not  been recommended i n  any of  t h e  c o u r t  a p p l i c a t i o n s  d iscussed  

i n  t h i s  repor t .  While it  is conce ivable  t h a t  retrieval systems may f i n d  use  

i n  a s p e c i a l  cour t  a p p l i c a t i o n ,  most c o u r t s  are u n l i k e l y  t o  f i n d  them worth 

t h e  e f f o r t  and expense.] 

(a) Zmage-Count Retrieval Mechanisms: Image-count mechanisms depend 

on a mark ("blip") which is p laced  under each frame dur ing  microfilming. A s  

t h e  f i l m  is t r anspor t ed  through t h e  r eade r ,  a photo- e lectr ic  counter  counts  

t h e  pass ing  "blips." When the counted number corresponds t o  t h e  number set at 

t h e  c o n t r o l  keyboard, the motorized t r a n s p o r t  au tomat i ca l ly  s t o p s  a t  t h a t  

frame, p re sen t ing  its image on t h e  r e a d e r  screen. 
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(b) Retrieval Systems: A number of  automated r e t r i e v a l  u n i t s  are 

a v a i l a b l e .  I n  gene ra l ,  c o u r t  a p p l i c a t i o n s  are no t  s u i t e d  t o  these  devices ,  

c h i e f l y  due t o  h igh  equipment c o s t s  and marginal r e t u r n s .  A few key d e c i s i o n  

f a c t o r s  can be used by c o u r t s  when e v a l u a t i n g  such systems: 

1. Is t h e  d a t a  base  of  extremely l a r g e  volume? 
leas t  40,000 documents.) 

(For example, a t  

2. Is t h e  volume of information r eques t s  h i g h  when compared t o  
t h e  volume of a v a i l a b l e  information? (For example, 5% of t h e  
documents need t o  be  accessed each day.) 

3 .  Is r a p i d  re t r ieval  a b s o l u t e l y  necessary?  

4 .  Does r e c e n t l y  updated material c o n s t i t u t e  a l a r g e  po r t ion  
(e.g., 15%) of t h e  informat ion  r eques t s?  

I f  a l l  fou r  of t h e  a f o r e s a i d  ques t ions  are no t  answered a f f i r m a t i v e l y ,  

automgited" retrieval u n i t s  should  probably no t  b e  examined fu r the r .  11 - 

Retrieval systems p resen t  major o b s t a c l e s  t o  any cour t :  (1) they are 

extremely c o s t l y ,  (2) they are n o t  always r e l i a b l e ,  and (3) they can completely 

prevent a l l  in format ion  access d u r i n g  a breakdown. 

mended i n  any o f  t h e  c o u r t  a p p l i c a t i o n s  d i scussed  i n  t h i s  r e p o r t  and can r a r e l y  

be  j u s t i f i e d  i n  cour t s .  

c a r e f u l  f e a s i b i l i t y  study under t h e  d i r e c t i o n  of an e x p e r t ,  independent con- 

s u l t a n t  p r i o r  t o  acqu i r ing  any of  t h e s e  extremely expensive and complicated 

systems. 

They have not been recom- 

Those c o u r t  cons ider ing  such systems should perform a 

32.4.5 P r i n t i n g  Systems 

Reader-printers,  p r i n t e r s ,  and en la rge r -p r in t e r s  have t h e  same pr in-  

c i p l e s  as do r e a d e r s ;  a d d i t i o n a l l y ,  t h e  microfilm image must be pro jec ted  onto  

a s u r f a c e  of photo-sens i t ive  material (forming a " l a t e n t  image") and some 
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chemical o r  phys i ca l  p rocess  must b e  employed t o  develop t h e  image and a f f i x  

i t  t o  paper. 

t i m e  per iod  a g a i n s t  l i g h t ,  h e a t ,  o r  atmospheric condi t ions .  

The developed image must be  rendered s t a b l e  f o r  a reasonable 

Some primary f a c t o r s  i n  s e l e c t i n g  a p r i n t  p rocess  inc lude  t h e  follow- 

i n g  : 

- copy s ize(s )  r e q u i r e d  

- p r i n t  q u a l i t y  and l i f e  

- 
- 
- o p e r a t i n g  ease 

- supply c o s t s  and a v a i l a b i l i t y  

dampness o r  dryness  o f  emerging p r i n t s  

a b i l i t y  t o  w r i t e  on a p r i n t  

- equipment c o s t s  . 

- need and response f o r  maintenance 

A comparison c h a r t  of t h e  c h a r a c t e r i s t i c s  of  p r i n t  processes is 

enclosed as Figure. 32.2. 

The fo l lowing  p r i n t  t echnologies  are used i n  today's reader- p r i n t e r s ,  

t ransfer - type  xerography, d i rec t - type  xerog- p r i n t e r s ,  and en la rge r -p r in t e r s :  

r aphy ( "e l ec t ros t a t i c " )  , ele  c t  r o  chemical ( "e lec t  r o l y  t ictt)  , si lver  emulsion, 

dry s i lver ,  and diazo. 

(a )  Transf er-Type Xerography ("Xerographic") : C h a r a c t e r i s t i c s  of  

t r a n s f  er-type xerographic  processes  inc lude  t h e  following: 

- quick, d ry ,  permanent p r i n t s  

- r eadab le ,  h igh-cont ras t  p r i n t s  

- equipment is easy  t o  o p e r a t e  
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- uses low c o s t  m a t e r i a l s ,  namely any cut-sheet,  bond paper and 
tone r  

- black  and whi te  process ;  l i t t l e  c o l o r  grada t ions  i n  between 

- broad s p e c t r a l  response,  responding t o  a wide range of l i n e  
dens i t  ies 

- equipment is expensive, complex, and r e q u i r e s  good maintenance 

- high-volume a p p l i c a t i o n s  r e a l i z e  an  economic advantage over  
mst o t h e r  processes  and equipment, due t o  high-speed and 
low-material c o s t s .  

(b) Direct-Type Xerography ("Elec t ros ta t ic" )  : C h a r a c t e r i s t i c s  of t h e  

d i rec t - type  xerographic processes  inc lude  t h e  following: 

- quick, c l ean  and dry p r i n t s  as permanent as t h e  paper 

- e x c e l l e n t  p r i n t s  r e s u l t  from low, uniform image l i n e  d e n s i t i e s  
and near-standard image background dens i ty ;  however, poor p r i n t s  
r e s u l t  from wide image l i n e  d e n s i t i e s  

- equipment r e q u i r e s  less maintenance than  t h e  t ransfer - type  
process  

- uses s p e c i a l l y  coated paper which i s  expensive; paper a l s o  h a s  
a tendency t o  c rack  and cannot be w r i t t e n  upon with c e r t a i n  
w r i t i n g  media. 

(c) Electrochemical:  C h a r a c t e r i s t i c s  of e lec t rochemica l  processes  

inc lude  t h e  f o l low i n g  : 

- f a s t ,  semi-dry p r i n t s ,  u sua l ly  dry w i t h i n  a minute 

- easy  t o  o p e r a t e  and r e q u i r i n g  minimal maintenance 

- low c o s t  equipment 

- capable of  reproducing images which t h e  o t h e r  processes 
c ann0 t 

- wide range of l i n e  d e n s i t i e s ,  bu t  a lesser c o n t r a s t  o f  l i n e  
and background d e n s i t i e s  than o t h e r  processes  

- i n f i n i t e  t o n a l  g rada t ions ,  bu t  w i t h i n  l i m i t e d  t o n a l  scales 
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- paper i s  o f  a continuous r o l l  type,  has  a unique coa t ing ,  and 
is  expensive 

- p a p e r  can recover  from acc iden ta l  exposure t o  l i g h t  i f  
re turned  t o  darkness  f o r  s e v e r a l  hours 

- s i l v e r  s a l t  a c t i v a t o r  w i l l  s t a i n  c lo th ing .  

(d) Silver Emulsion Processes:  While s i l v e r  emulsion paper w a s  t h e  

f i r s t  t o  be used f o r  making en larged  microf i lm p r i n t s ,  i t  has no t  y e t  been 

found t o  be e n t i r e l y  s a t i s f a c t o r y ,  p r a c t i c a l  o r  economical. There are two 

bas i c  v a r i a t i o n s  of wet -s i lver  emulsion processes:  s t a b i l i z e d  development 

and monobath development. 

Cha rac t e r i s t i c s  o f  wet-silver emulsion processes  inc lude  t h e  follow- 

ing: 

- comparatively slow processing time 

- good c o n t r a s t ,  sha rpe r  image than o t h e r  processes;  however, 
paper d i s c o l o r s  wi th  age o r  h e a t  a p p l i c a t i o n  ( t h e  l e g i b i l i t y  
is  l i t t l e  impaired, bu t  t h e  p r i n t  becomes uns ight ly)  

- equipment i s  n o t  d i f f i c u l t  t o  opera te ,  gives  f a i r  response 
t i m e ,  i s  r e l i a b l e ,  and involves moderate investment c o s t s  

- SERIOUS DRAWBACKS of w e t  development: 

- high expense of  s i l v e r  emulsion paper and a s soc ia t ed  chem- 
ica l s  

- high l i g h t  s e n s i t i v i t y  and t h e  a s soc ia t ed  s t o r a g e  problems 

- l i m i t e d  s h e l f  l i f e  of supp l i e s  

- s p e c i a l  handl ing  of  l i q u i d  chemicals 

- equipment must b e  inspec ted  and ad jus t ed  r e l a t i v e l y  f r equen t ly  

- sometimes obnoxious chemical odors 

(e)  Dry-Silver Processes:  Dry-silver process ing  i s  d i f f e r e n t  from w e t -  

s i l v e r  processing i n  t h a t  no l i q u i d  so lu t ions  are used during t h e  development 

\ 
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s tage .  

p rop r i e t a ry  and no o t h e r  vendors appear t o  b e  developing a similar c a p a b i l i t y .  

Current ly ,  only 3M markets dry-s i lver  equipment; t h e i r  process  i s  

Character is  t i c s  of t h e  dry-s i lver  process  inc lude  t h e  following: e 
R - newest process;  can expect f u r t h e r  r e sea rch  and developments 

I 
I -  

- one of t h e  f a s t e s t  processes  

- produces dry p r i n t s  

- p r i n t s  c u r r e n t l y  do not  l a s t  as long  as o t h e r  types ;  p r i n t s  
darken i n  a few months (adequate f o r  short-term use of copies)  

- equipment is s imple t o  opera te ,  r e q u i r e s  minimal maintentance 

- 
- 

no l i q u i d  chemicals o r  t one r s  

d ry - s i lve r  paper is  f a i r l y  expensive 

( f )  Diazo Processes:  C h a r a c t e r i s t i c s  of  d iazo  processes  inc lude  t h e  

fol lowing : 

II - non-reversal process;  t h a t  i s ,  p o s i t i v e  p r i n t s  are produced 
from p o s i t i v e  f i lm,  nega t ive  from nega t ive  (perhaps object ion-  
a b l e  i n  some app l i ca t ions )  

8 
E 
I 
8 
I 

- s a t i s f a c t o r y  p r i n t  permanence i f  kept  away from high humidity 
and u l t r a v i o l e t  l i g h t  

- very low-cost paper,  r e a d i l y  a v a i l a b l e  

- equipment is  expensive 

- very slow process  

32.4.6 Operating Controls  of P r i n t e r s  

The ope ra t ing  c o n t r o l s  l i s t e d  below are found i n  one form o r  another  

on many reader -pr in te rs  and p r i n t e r s .  

l i s t e d  i n  t h e  general  o r d e r  they would be app l i ed  dur ing  use. 

The c o n t r o l s ,  and t h e i r  func t ions ,  are 
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[Note: Controls common t o  both readers  and r eade r -p r in t e r s  are 

d e t a i l e d  i n  Sec t ion  3 2 . 4 . 3 :  Operating Controls of Readers.] 

On/off (power) switch: Same as r eade r s .  

Screen b r igh tness  con t ro l  : 

Focus c o n t r o l :  Same as readers .  

Same as r eade r s .  

Magnification con t ro l :  Same as readers .  

Scan (frame) con t ro l :  Same as r eade r s .  

Image r o t a t i o n  con t ro l :  

P r i n t  con t ro l :  Used i n  bi-modal p r i n t e r s ,  t h e  p r i n t  c o n t r o l  
i s  set t o  e i t h e r  "POS" o r  ''NEG" t o  o b t a i n  a p o s i t i v e  image 
from e i t h e r  p o s i t i v e  o r  nega t ive  images, r e spec t ive ly .  

Same as readers .  

Exposure c o n t r o l :  
c o n t r o l ,  t h e  exposure c o n t r o l  is  used t o  c o n t r o l  p r i n t  con- 
t ras t .  The exposure c o n t r o l  i s  marked i n  graduated increments 
t o  e i t h e r  (1) a d j u s t  exposure t i m e ,  o r  (2 )  a d j u s t  i l l umina t ion  
( f u n c t i o n a l l y  a sc reen  b r igh tness  con t ro l ) .  

Also c a l l e d  c o n t r a s t  o r  l i g h t  i n t e n s i t y  

Paper l e n g t h  con t ro l :  
c o n t r o l  a d j u s t s  t h e  length  t o  which paper is cu t .  

Used only i n  ro l l - s tock  p r i n t e r s ,  t h i s  

P r i n t  bu t ton :  
t h e  p r i n t  bu t ton  o r  l e v e r  is  f r equen t ly  incorpora ted  i n t o  
another  c o n t r o l ,  such as t h e  p r i n t  c o n t r o l  above. 

A bu t ton  o r  l e v e l  t o  i n i t i a t e  t h e  p r i n t  cyc le ,  

I n t e n s i f i e r  c o n t r o l  : Used only i n  d i r ec t - type  xerographic 
( " e l e c t r o s t a t i c " )  processors ,  t h e  i n t e n s i f i e r  c o n t r o l  adds 
" i n t e n s i f i e r "  (used i n  conjunction wi th  t h e  t imer)  t o  t h e  next 
p r i n t  cyc le .  This c o n t r o l  i s  used t o  improve t h e  c o n t r a s t  
when t h e  o t h e r  exposure c o n t r o l s  cannot. However, i t  i s  
d i f f i c u l t  t o  con t ro l .  

Repeat con t ro l :  
produce a s p e c i f i e d  number of  p r i n t s .  

A few u n i t s  employ a r e p e a t  c o n t r o l  t o  
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32.5 S e l e c t i o n  Criteria 

While r e a d e r ( s )  and r eade r -p r in t e r ( s )  are n o t  as c r i t i c a l  as t h e  o t h e r  

system components, t h e r e  are a mul t i tude  of u n i t s  which may b e  considered. 

S e l e c t i n g  t h e  b e s t  u n i t s  f o r  a given a p p l i c a t i o n  i s  l a r g e l y  a process  of  elimu 

h a t i n g  unsu i t ab le  r eade r s  and s e l e c t i n g  from t h e  remainder. The following 

s t e p s  a r e  recommended: 

1. Restrict t h e  scope of examination t o  t h e  r eade r  c l a s s  which 
b e s t  s u i t s  t h e  microfilm media. 

2. Restrict t h e  scope a g a i n  t o  those  u n i t s  whose magni f ica t ion  
r a t i o s  and s c r e e n  s i z e s  are adequate. 

Evalua te  t h e  remaining r eade r  u n i t s  f o r  t h e i r  convenience and 
comfort, image q u a l i t y ,  p r i n t i n g  capac i ty  ( r eade r -p r in t e r s  
on ly) ,  and a l l  o t h e r  f a c t o r s ,  e.g., c o s t ,  p a r t s ,  replacements, 
maintenance, etc. 

3. 

32.5.1 S e l e c t i n g  a Reader Class 

S e l e c t i n g  a r e a d e r  c l a s s  f o r  t h e  microf i lm media i n  use  w i l l  quickly 

reduce t h e  number o f  r eade r s  t o  consider.  The fo l lowing  c h e c k l i s t  may a i d  i n  

s e l e c t i o n :  

- Roll film media: 

- 16mm r o l l  f i l m  only? 

- 35mm r o l l  f i l m  only? 

- both 16 and 35mm r o l l  f i lm? 

- c a r t r i d g e s ?  

- both  c a r t r i d g e s  and r o l l  f i lm? 

- Uni t ized  media: 

- 105 x 148 microfiche o r  j a c k e t s ?  

- tab-sized a p e r t u r e  cards?  
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32.5.2 Magnification Rat ios  and Screen S i z e  

The magnif ica t ion  r a t i o s  used t o  en la rge  micro-images and t h e  screen  

s i z e  are r e l a t e d .  R e s t r i c t i n g  t h e  s e l e c t i o n  of r e a d e r  u n i t s  t o  those  wi th  

acceptab le  magni f ica t ion  r a t i o s  and sc reen  s i z e s  w i l l  a i d  s e l e c t i o n .  The 

following c h e c k l i s t  w i l l  assist t h e  s e l e c t i o n  process :  

- Magnificat  i on  r a t i o  (s) : 

- Is one magni f ica t ion  r a t i o  adequate? 

- W i l l  j u s t  two o r  t h r e e  d i f f e r e n t  r a t i o s  s u f f i c e ?  

- Should t h e  image b e  f u l l - s i z e ,  o r  w i l l  th ree-quar te rs  s i z e  be 
adequate? 

- Does t h e  e n t i r e  image have t o  b e  on t h e  screen?  
i s o l a t e d  t o  p o r t i o n s  of  t h e  image? 

Is viewing 

- W i l l  t h e  r eade r  b e  compatible w i t h  f u t u r e  microfilm programs? 

- Screen s i z e :  

- Are t h e  documents h o r i z o n t a l  ( l e n g t h  g r e a t e r  than  width) o r  
ver t ical  (width g r e a t e r  t han  l eng th )  ? 

- Is t h e  d isp layed  information area of t h e  page adequate for 
r a p i d  and easy  l e g i b i l i t y ?  

- Must t h e  f u l l  document be d i sp layed  a t  f u l l  s i z e ,  o r  w i l l  
th ree-quar te rs  s i z e  s u f f i c e ?  Is s e c t i o n a l  viewing adequate? 

- Is a n  ove r s i zed  sc reen  needed? O r  are d i f f e r e n t  magnification 
r a t i o s  acceptab le  f o r  f u l l  and partial  views? 

- Is a wide sc reen  use fu l  f o r  document scanning? 

32.5.3 Convenience and Comfort 

A l a r g e  number of  f a c t o r s  a f f e c t  t h e  comfort and convenience with 

which r eade r s  are used: 
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- Ease of  loading  and unloading: 

7 Is t h e  c a r r i e r  conveniently loca t ed?  

- Do t h e  f l a t s  open au tomat ica l ly  f o r  l oad ing  (microfiche and 
j a c k e t s )  or when t h e  f i l m  i s  advanced ( r o l l  f i lm)?  

- Is th read ing  simple o r  complex? 

- A r e  t h e  i n s t r u c t i o n s  adequate f o r  proper  loading? 
and e r r o r  needed? 

O r  is  t r i a l  

- Transport  mechanisms : 

- Is t h e  f i l m  advance motor-driven ( r o l l  f i l m  only)? 

- Are c o n t r o l s  convenient ly  pos i t i oned  and simple t o  opera te?  

- Is t h e  f i l m  and carrier movement smooth and uniform? 

- Does t h e  image remain i n  p o s i t i o n  a f t e r  a s t o p  o r  does i t  
s l i p ?  

- Frame l o c a t o r  a i d s :  

- Is t h e  p o i n t e r  u s e f u l ?  Are in te rchangeable  g r i d s  used f o r  
d i f f e r e n t  mic ro f i che  formats? 

- Is an odometer needed? Does i t  have t h e  d e s i r e d  accuracy? 

- Image focus: 

- Is t h e  focus  c o n t r o l  conveniently l o c a t e d  and easy t o  use?  

- Is t h e  e n t i r e  image i n  focus? 

- A f t e r  u s i n g  t h e  t r a n s p o r t ,  are subsequent images i n  focus? 

- Does t h e  s c r e e n  image remain i n  reasonable  focus while t h e  
f i l m  is  advancing? 

- Image r o t a t i o n :  

- Is image r o t a t i o n  needed? 

- Can r o t a t i o n  b e  accomplished w i t h  a convenient c o n t r o l  knob? 
O r  must t h e  media be removed and r e - in se r t ed?  

- Changing magn i f i ca t ion  r a t i o s  : 

- Must t h e  magn i f i ca t ion  r a t i o  b e  changed? 

- A r e  t o o l s  requi red?  A r e  they common tools which are easy t o  
us  e? 

- Could a l e n s  b e  s t o l e n ?  
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- Screen Dosition: 

- Is t h e  s c reen  a t  o r  below (not above) eye level? 

- Can t h e  he igh t  b e  a d j u s t e d  f o r  comfort? 

- C a n  t h e  sc reen  b e  t i l t e d  back f o r  comfort? 

32.5.4 Image Qua l i ty  

A number of f a c t o r s  a f f e c t  image q u a l i t y  and, t hus ,  viewing comfort: 

- Sharoness: 

- Is t h e  image e a s i l y  l e g i b l e  under normal o f f i c e  l i g h t  condi- 
t i o n s ?  

- Is t h e  image clear and sharp? 

- Is  t h e  image uniform and uniformly lit  edge-to-edge? 

- Can t h e  image b r i g h t n e s s  b e  ad jus ted?  

- Is a double image (ghost)  v i s i b l e ?  

- Glare: 

- Is t h e  image t o o  sharp  and harsh? 

- Is g l a r e  p re sen t  under normal o p e r a t i n g  condi t ions?  

- Does t h e  sc reen  r e f l e c t  t h e  image of surrounding o b j e c t s ?  

- Does a hood cover  he lp  reduce g l a r e ?  Does t i l t i n g  t h e  sc reen  
help? 

- Does t h e  sc reen  have a "hot spot" i n  t h e  cen te r?  Is i t  too  
i n t e n s e  f o r  normal use? 

- Does a sc reen  t i n t  c u t  g l a r e ?  

- Is t h e  b r igh tness  a d j u s t a b l e ?  

[Note: - 
image q u a l i t y  is  adequate. Evalua t ing  Microfiche Readers: A 
Handbook f o r  L i b r a r i a n s  by W i l l i a m  R. Hawken is exce l l en t .  It 
can b e  obta ined  from: Council on L ib ra ry  Resources, Inc. ,  One 
Dupont C i r c l e ,  Washington, D.C. 20036.1 

A number o f  tests can b e  performed t o  determine i f  
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32.5.5 P r i n t i n g  'Capacities 

A number of f a c t o r s  a f f e c t  t h e  proper s e l e c t i o n  of a p r i n t i n g  process  

and reader -pr in te rs  : 

- P r i n t  Qual i ty :  

- What i s  t h e  expected l i f e  r e q u i r e d  of t h e  p r i n t ?  

- How o f t e n  w i l l  t h e  p r i n t  be re ferenced?  
on- t h e  p r i n t ?  

W i l l  w r i t i n g  be  done 

- 
- 

Is a h igh  q u a l i t y  p r i n t  necessary? 

W i l l  a p o l a r i t y  change be  r e q u i r e d  ( i f  p o s i t i v e  f i l m  is used)? 

- Is t h e  p r i n t  w e t ?  For how long? Does t h e  paper c u r l ?  How 
inconvenient is i t?  

- P r i n t  Size:  

- What s i z e  p r i n t s  are needed? Are v a r i a b l e  l eng ths  requi red?  

- What is t h e  image s i z e ?  P r i n t  s i z e ?  

- Is t h e  paper made from r o l l  o r  s h e e t  paper s tock?  

- P r i n t i n g  Volume: 

- How many p r i n t s  are needed each month? 

- What i s  t h e  c o s t  p e r  p r i n t  on a .  p ro  rata ( i . e . ,  equipment, 
manpower, s u p p l i e s ,  etc.) b a s i s ?  

- Ease of Obtaining P r i n t s :  

- A r e  t h e  c o n t r o l s  conveniently pos i t i oned  and simple t o  use? 

- Are s p e c i a l  f e a t u r e s  necessary? 

- Is t h e  f i l m  s imple  t o  load? Chemicals? Paper? 

- How o f t e n  does t h e  u n i t  jam? How easy  is i t  t o  remove jams? 

- Chemicals and Paper: 

- Is s p e c i a l  paper  needed? It is  expensive? 

- Is t h e  paper s e n s i t i v e  t o  l i g h t ?  What is  i t s  s h e l f  l i f e ?  
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- A r e  s p e c i a l  chemicals needed? A r e  they expensive? 

- A r e  t h e  chemicals s e n s i t i v e  t o  l i g h t ?  Do they r e q u i r e  s p e c i a l  
handling? Mixing? 

- What amount o f  chemicals are consumed? Do t h e  chemicals 
r e q u i r e  s p e c i a l  s t o r a g e ?  What i s  t h e  s h e l f  l i f e ?  A r e  they 
caus t i c?  

32.5.6 Other Fac tors  

A number of miscellaneous f a c t o r s  should be taken i n t o  cons ide ra t ion  

be fo re  s e l e c t i n g  a r e a d e r  o r  reader -pr in te r :  

- Bulb l i f e :  

What does a replacement bulb c o s t ?  

What i s  i t s  l i f e  expectancy? A t  what s e t t i n g ?  

A r e  bu lbs  e a s i l y  and quick ly  ava i l ab le?  From t h e  equipment 
vendor only? 

How d i f f i c u l t  i s  r ep lac ing  t h e  bulb? 

Are s p e c i a l  t o o l s  requi red?  

Does t h e  bulb provide c o n s i s t e n t  i l l umina t ion  over  i t s  expected 
l i f e ?  

- Screen Cleaning: 

- Is t h e  s c r e e n  e a s i l y  removed f o r  cleaning? 

- W i l l  t h e  s c r e e n  break  o r  s c r a t c h  e a s i l y ?  
las t?  How much does a replacement s c reen  c o s t ?  

How long  w i l l  i t  

- Does t h e  s c r e e n  c o l l e c t  dus t ?  What c l ean ing  chemicals can be 
used? 

- Mirror 'Cleaninn: 

- A r e  t h e  m i r r o r s  e a s i l y  access ib l e?  

- Can t h e  m i r r o r s  be  removed? Can they b e  rep laced  and secu re ly  
fas tened?  

- A r e  t h e  m i r r o r s  e a s i l y  c leaned  o r  do they r e q u i r e  s p e c i a l  care? 
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- Does d u s t  adve r se ly  a f f e c t  t h e  m i r r o r  su r face?  What i s  t h e  
mi r ro r  l i f e ?  

- Do mi r ro r s  need f requent  c leaning?  

Power Requirements and Heat Di s s ipa t ion :  

- How much e lectr ical  power does each r eade r  need? How many 
readers  w i l l  t h e  e l e c t r i c a l  l i n e s  a t  t h e  cour t  f a c i l i t y  
suppor t?  

- When a hand is  p laced  on t h e  e x t e r n a l  s u r f a c e  of t h e  r eade r ,  
i s  i t  unbearably ho t?  

- Is t h e  f a n  o r  blower noisy?  Does i t  cause t h e  image t o  
v i b r a t e ?  Is t h e  n o i s e  d i s t r a c t i n g ?  

_- Transport  Mechanism Repair: 

- How f requen t ly  will r e p a i r s  be requi red?  

- How much w i l l  r e p a i r s  cos t ?  

- c o s t :  - 
- A l l  f a c t o r s  cons idered ,  i s  t h e  cost-to-quality r a t i o  accept- 

ab l e ?  

- Have a l l  c o s t s  been considered? Purchase o r  lease? 
Maintenance c o n t r a c t ?  Chemicals and s u p p l i e s ?  Parts (bulb) 
rep1 acement ? 
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