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I. BACKGROUND AND SCOPE OF THE PROJECT 

In June, 1980, the Monterey County Board of Supervisors, 

with the concurrence of the Monterey County Municipal Court, 

authorized the County Administrative Office to administer and 

supervise a management audit of the Nonterey County Municipal 

Court. The goals of this management audit were to study 

current workload, organization, procedures, work assignments, 

staffing requirements, adequacy of staff training and to design 

and recommend necessary system changes. The Western Regional 

Office of the National Center for State Courts was selected on 

a competitive bid basis to conduct the study. 

The project team used two basic techniques to make its 

assessment: statistical comparisons with California courts of 

similar size and structure, and project team evaluation of the 

Monterey County Municipal Court operation. The sample of 

courts selected included courts having six to ten judicial 

positions with two or more court locations. Although some 

municipal courts in Los Angeles County meet these criteria, 

they were excluded because they function in a unique, highly 

urbanized environment. The sample consists of nine courts: 

Consolidated Fresno, North County San Diego, Riverside, Sonoma, 

Southern San Mateo, Stanislaus, Ventura, and West Kern. This 
sample is used throughout the report. 1 

For information on the number of court locations and the 
est i ma t ed pe r cen tag e o f Span i sh -speak i ng i n ha b i tan ts 
served, see Appendix I. 

1 
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Several explanatory notes are necessary relative to this 

audit. 

an isolated segment of time; even so short a period as a few 

First, the statistics and procedures analyze-d represent 

months can entail significant changes, particularly in a court 

experiencing such rapid change as the Monterey County Municipal 

Court. Second, by its very nature, the audit process tends to 

focus on needed changes while ignoring the positive aspects of 

an operation. The number of recommendations is not meant to 

suggest that the court is not moving in a generally positive 

direction. In the project team's opinion, it is. Third, the 

clerk/court administrator has been receptive to the suggestions 

of the project team and has already begun to implement several 

of the recommendations. Recommendations that, to the project 

team's knowledge, have been implemented are so noted in the 

text. Fourth, the recommendations that are considered to be of  

highest priority are noted with an asterisk ( * ) .  This should 

assist both the clerk/court administrator and the county in 

developing an implementation strategy. Finally, as requested 

in the request for a proposal, the performance of judicial 

officers is excluded from the audit. 

This report represents the preliminary findings of the 

project team. The National Center will continue to work with 

the Monterey County Municipal Court in implementing the 

recommendations after the submission of this report and will 

submit a final evaluation re.port in September, 1981. 

2 
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The Monterey County Municipal Court is in a period of 

transition from three independent municipal courts which 

function largely on a manual basis and use varying procedures 

to a major consolidated municipal court with high filing volume 

which uses automation and newly implemented standardized 

procedures. The transition is a difficult one as it represents 

significant change for a l l  court employees, some of whom have 

been working with the same procedures for years. The change in 

clerk/court administrators at the time of consolidation has 

introduced a new management style and philosophy to court 

operations. The high turnover rate of typist clerks and 

reliance on temporary employees further contributes to an 

unsettled atmosphere. 

At the same time, during the first year of consolidation 

progress has been made in a number of areas. Since his 

appointment, the clerk/court administrator has implemented 

various changes that ultimately will improve the efficiency of 

the court. These include in-court docketing, standardization 

of forms and procedures, initial work on procedures manuals, 

preliminary work on automating parking and index functions, the 

introduction of microfiche indexes, and the initiation of 

programs to improve the management capacity of supervisory 

personnel. 

The numerous changes, coupled with a sharp increase in 

caseload, make a somewhat unstable period almost inevitable. 

However, the project team believes that a number of steps are 

available that will stabilize the operation of the court and 

3 



further improve its overall efficiency. This can be done without 

significant cost to the county, and, in fact, areas of cost I 

I 
I 
I 
1 
1 
I 
I 
I 
1 
I 

savings are available. 

The key elements of the project team's assessment of the 

operation of the Monterey County Municipal Court are as follows: 

. Statistical comparisons made by the project team indicate 

that the Monterey County Municipal Court does not rank favorably 

when compared to courts of similar size by weighted filings per 

employee or unweighted filings (excluding parking) per employee. 

The court fares better in a comparison of unweighted filings 

(including parking) per employee. 

. Filing volumes have increased sharply during the last five 

fiscal years, more than five times the growth experienced by 

municipal courts in the state as a whole. Caseload projections 

indicate that the high rate of growth will continue. The current 

productivity rates suggest that in the short run, improved 

procedures and automation, rather than an increased staff, should 

be used to meet the demands of this projected growth. 

. The net cost of operating the municipal courts has increased 

significantly during the past five years due to the cost of 

operation outdistancing the revenues received. Processing 

parking citations is a particular problem for the County, as this 

function requires a significant expenditure in personnel and the 

county is, at best, just breaking even financially. 

The court has instituted numerous improvements in records 

management, some of which are still in the process of being 

implemented- The general direction in this area is positive. 

I 
1 
-1 
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. The movement toward automation of the indexes and parking 

will have positive impact on the court. Other areas that would 

benefit from automation are apparent and should be studied. 

. The initiative to standardize forms and procedures, although 

requiring an initial investment in personnel, will ultimately 

have a positive effect on the court operation. Judges in the 

different'branches have not always supported the effort to 

standardize, which has resulted in some residual differences in 

procedures and forms. 

. A new organizational structure should be adopted which 

reflects new responsibilities recommended for court personnel. 

The heavy reliance on temporary employees should be curtailed. A 

stable permanent staff should be sought and career incentives 

built into the personnel classification system to maintain this 

s tabi 1 i ty. 

. Work assignments of personnel should be clarified and 

procedures to be followed need to be more specifically defined. 

A first step is the development of procedures manuals for 

divisions that do not presently have them. 

. A n  ambitious training program for employees, which includes 

cross-training within divisions,, between court locations, and 

attending educational programs outside the court, has been 

implemented. While this program is commendable, it needs to be 

given greater direction in terms of identifying the areas in 

which training is needed, who needs the training, and what 

programs will meet those needs. 

5 



. Improvement is  needed i n  m a i n t a i n i n g  and m o n i t o r i n g  

management i n f o r m a t i o n .  The  c l e r k / c o u r t  a d m i n i s t r a t o r  

i n d i c a t e s  t h a t  h e  h a s  been hampered by t h e  a p p a r e n t  f a i l u r e  o f  

h i s  p r e d e c e s s o r  t o  c r e a t e  and  m a i n t a i n  p e r t i n e n t  management 

r e p o r t s .  Informed management d e c i s i o n s  c a n n o t  be  made u n t i l  

t h i s  p roblem i s  r e c t i f i e d .  

The s p e c i f i c  recommendat ions of  t h e  p r o j e c t  team a r e  l i s t e d  

i n  t h e  f o l l o w i n g  pages .  These  recommendat ions a r e  o f f e r e d  a s  a 

b l u e p r i n t  f o r  improvement.  Some r e p r e s e n t  c h a n g e s  t h a t  can  be 

accompl i shed  immedia t e ly ;  o t h e r s  w i l l  r equi re  more time and ,  i n  

some c a s e s ,  a d d i t i o n a l  s t u d y .  

COClRT O R G A N I Z A T I O N  AND STAFFING 

* . r h e  Monterey  County M u n i c i p a l  C o u r t  should a d o p t  a new 
o r g a n i z a t i o n a l  s t ruc tu re  which r e f l e c t s  t h e  f o l l o w i n g  
changes  (p .  3 7 ) :  

a .  An a d m i n i s t r a t i v e  s u p p o r t  s e r v i c e s  u n i t  s h o u l d  be  
c r e a t e d  c o n s i s t i n g  of  t h e  d a t a  p r o c e s s i n g  and 
a c c o u n t i n g  d i v i s i o n s  and o t h e r  s u p p o r t  f u n c t i o n s  
o p e r a t i n g  unde r  t h e  d i r e c t i o n  o f  a n  a d m i n i s t r a t i v e  
s e r v i c e s  o f f i c e r .  

The d u t i e s  of  t h e  a d m i n i s t r a t i v e  s e r v i c e s  o f f i c e r  
p o s i t i o n  s h o u l d  i n c l u d e  p l a n n i n g ,  r e s e a r c h ,  
deve lopmen t  of l e g i s l a t i v e  programs,  forms c o n t r o l ,  
c o o r d i n a t i o n  of  s t a n d a r d i z a t i o n  between b r a n c h e s ,  
p r o c e d u r a l  a n a l y s e s ,  and  o t h e r  d u t i e s  a s  d e l e g a t e d  
by t h e  c l e r k / c o u r t  a d m i n i s t r a t o r ,  a s  w e l l  a s  d i r e c t  
s u p e r v i s i o n  o f  t h e  d a t a  p r o c e s s i n g  and a c c o u n t i n g  
d i v i s i o n s .  

T h e  day-to-day o p e r a t i o n s  o f  t h e  a c c o u n t i n g  u n i t  
s h o u l d  be s u p e r v i s e d  by a l e a d  c l e r k .  P a y r o l l ,  
p u r c h a s i n g  a n d  forms c o n t r o 1 , f u n c t i o n s  s h o u l d  be 
i n c o r p o r a t e d  i n t o  t h a t  u n i t .  

The  t y p i s t  c le rk  i n  c h a r g e  o f  t h e  work program 
s h o u l d  be a s s i g n e d  t o  t h e  a c c o u n t i n g  u n i t .  

Da ta  p r o c e s s i n g  p e r s o n n e l  i n  e a c h  b r a n c h  shou ld  
r e p o r t  d i r e c t l y  t o  t h e  a d m i n i s t r a t i v e  s e r v i c e s  
o f f i c e r .  A l e a d  worker  s h o u l d  be named f o r  e a c h  
b ranch .  T h e  lead worker  i n  t h e  S a l i n a s  branch  
s h o u l d  have  g e n e r a l  s u p e r v i s o r y  r e s p o n s i b i l i t y  f o r  
d a t a  p r o c e s s i n g .  

6 
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b. Each branch should be supervised on a day-to-day basis 
by an assistant clerk/court administrator. The duties 
should include overseeing the operational divisions, 
including courtroom clerks, and overseeing leave, 
hiring, supplies and budget recommendations for that 
branch. 

. Courtroom clerks and calendar clerks should report 
directly to the assistant clerk/court administrator 
in each branch. 

. The jury clerk in the Monterey branch should be 
assigned to the court services division and should 
report directly to the assistant clerk/court 
administrator. 

. Stenographic clerks should report directly to the 
assistant clerk/court administrator ( s )  . 

c. Legal process clerks presently in the Salinas court 
service division should be assigned to the traffic 
division. 

* . The permanent staff of the court should be 71 positions to 
meet the current caseload. (p .  4 5 )  

P E R S O N N E L  MANAGEMENT 

* .  

* .  

* .  

* .  

A personnel classification system for core personnel 
should be developed which allows for more flexibility in 
assignment and training and for the development of a 
career ladder based on the general classification of 
"municipal court clerk." (p. 48) 

Classifications should be adopted for the non-case 
processing positions within the court requiring specific 
skills. ( p .  51) 

Classification reviews should be conducted of positions 
affected by the proposed reorganization. This includes 
the supervising municipal court clerk in court services, 
the senior municipal court clerk in charge of purchasing, 
payroll, and forms control, and the proposed principal 
clerk in the data entry division in the Salinas branch. 
( P o  5 2 )  

Any clerical personnel performhg case processing duties 
characterized by the exercise of substantial independent 
judgment and discretion and high consequence of error 
should be classified at a level comparable to a legal 
process clerk. ( p .  52) 

. 7  
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Each division generally should be organized on the basis 
of a supervisor, an assistant supervisor, and staff 
positions. (p. 53) 

The position of legal process clerk in the parking 
section in the Monterey branch should be the subject of 
a reclassification study due to the supervisory duties 
performed. (p. 5 4 )  

A position control system should be adopted to monitor 
and track the number and classification of permanent and 
temporary positions. (p. 54) 

New and promoted employees should have their performance 
evaluated during the second and fifth months of their 
probationary periods as well as at the end of the 
period. (p. 55) 

Annual written performance evaluations should be 
conducted for employees immediately prior to their 
anniverary dates. (p. 57)  

Employees should be required to review and update their 
position description questionnaires a s  part of their 
annual performance evaluation. (p. 58)  

The county should provide bilingual skill pay to court 
employees who qualify under paragraph 20 of the Salary 
and Benefits Resolution (No. 80-517). (p. 58)  

Assignment to any of the court locations should be made 
a condition of employment for supervisory and management 
personnel. (p. 59) 

RESOURCE MANAGEMENT 

. Once the permanent staffing level of the court is 
established, the clerk/court administrator and the 
county should agree on the maximum level of temporary 
help to be employed. Any number beyond this level 
should be agreed to by the county administrator's 
office. (p. 61) 

. An exit interview program should be initiated to enable 
the court to monitor employee turnover rates. ( p .  6 3 )  

. Monthly statistics on sick, vacation, and compensatory 
leave should be maintained for review by the clerk/court 
administrator. Any excessive use of leave should be 
discussed with the individual employee. (p. 6 4 )  

8 
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. The r e c o r d i n g  of  e x p e n d i t u r e s  f o r  t h e  Monterey County 
Budget  s h o u l d  be changed t o  b e t t e r  s e r v e  t h e  c l e r k / c o u r t  
a d m i n i s t r a t o r ' s  need  t o  review s p e c i f i c  e x p e n s e s .  The 
f o l l o w i n g  b u d g e t  u n i t s  o r  l i n e  items s h o u l d  be changed:  

. L i n e  item 62407, " c o u r t  r e p o r t e r  s e r v i c e s  and  
t r a n s c r i p t s " ,  s h o u l d  be  d i v i d e d  i n t o  two s e p a r a t e  
c a t e g o r i e s .  

. A s e p a r a t e  l i n e  item s h o u l d  be c r e a t e d  f o r  p e r  d i e m  
i n t e r p r e t e r s .  

L ine  i tem 62441,  ' ' j u ry  and w i t n e s s  expense" ,  s h o u l d  
be d i v i d e d  i n t o  two s e p a r a t e  c a t e g o r i e s  t o  c o v e r  
i n d i v i d u a l l y  t h o s e  j u r y  and w i t n e s s  e x p e n s e s  s t i l l  
c h a r g e d  t o  t h e  m u n i c i p a l  c o u r t  under  u n i t  206. 

. Line  i t e m  62406, " L e g a l " ,  s h o u l d  be d i v i d e d  i n t o  
" a s s i g n e d  j u d g e s " ,  " a p p o i n t e d  c o u n s e l " ,  and o t h e r  
" l e g a l " .  

. All e x p e n d i t u r e s  f o r  a s s i g n e d  j u d g e s  s h o u l d  come o u t  
of t h e  new l i n e  i t e m  above ,  i n s t e a d  o f  t h e  t h r e e  
d i f f e r e n t  l i n e  items p r e s e n t l y  used (62406,  " L e g a l " ,  
61012, "Temporary Employees" and 62141, 
" T r a n s p o r t a t i o n  and T r a v e l " ) .  (p. 6 8 )  

. The c o u n t y  s h o u l d  r e q u e s t  p r o p o s a l s  f o r  a c o n s o r t i u m  
c o n t r a c t  f o r  s e c o n d - l e v e l  c o n f l i c t  c a s e s  t o  seek c o s t  
r e d u c t i o n s ,  ( p .  7 2 )  

o f  t h e  v i s i t i n g  j u d g e  program b a s e d  on i t s  c o s t .  (p .  7 4 )  
. The c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  s t u d y  t h e  b e n e f i t s  

RECORDS MANAGEMENT 

* . E l e c t r o n i c  cash r e g i s t e r s  s h o u l d  be p u r c h a s e d  f o r  t h e  
Monterey ,  S a l i n a s  and C a s t r o v i l l e  c o u r t  l o c a t i o n s .  The 
c a s h  r e g i s t e r s  s h o u l d  have  t h e  c a p a c i t y  t o  a c c e s s  t h e  
p r e s e n t  computer  sys t em.  (p .  7 6 )  

* . N e w  f i l i n g s  s h o u l d  be  f i l e d  i n  l e t t e r  s i z e  f o l d e r s ,  b u t  
o t h e r  c a s e s  s h o u l d  be k e p t  i n  t h e i r  p r e s e n t  f i l e  
f o l d e r s .  (p .  77 )  

* . Case p a p e r s  s h o u l d  be f i l e d  c h r o n o l o g i c a l l y  and t h e  case 
. f i l e  n o t  r e o r d e r e d  a f t e r  e a c h  a p p e a r a n c e .  The c o m p l a i n t  

s h o u l d  be i d e n t i f i e d  i n  t h e  f i l e  f o l d e r  w i t h  a r e d  l a b e l  
on i t s  s i d e .  ( p ,  78)  

9 
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The clerk/court administrator should study the 
feasibility of reusing file €alders, either at the time 
of moving files to secondary storage or at the time of 
the destruction of the contents of the file. (p. 79) 

Docket and case files should be allowed away from their 
file location for a maximum agreed-upon time period and 
the courtroom and person for whom the file docket is 
checked out should be stated specifically on the 
out-card. (p. 79) 

The notebook indexing system in criminal cases should be 
eliminated. (p. 80) 

The plaintiff index in small claims matters should be 
eliminated. (p. 80) 

'The court should cease microfilming. (p. 82) 

A staff member of each branch should be ,named as a ' 

records management specialist with the responsibility to 
ensure that records are destroyed in accordance with the 
records retention schedule. (p. 82) 

A case numbering system should be adopted to include the 
year, court location and a consecutive number. (p. 83) 

Case numbers should be color coded. (p. 83) 

The terminal digit filing system should be adopted in 
civil and criminal matters. (p.  8 4 )  

The possibility of developing preprinted computer- 
generated forms should be studied. ( p .  8 4 )  

The signs on the front counter in Salinas should be in 
Spanish as well as English. (p. 8 5 )  

Additional tubs for criminal dockets should be obtained 
for the Salinas branch. (p. 85) 

Numbered dividers with end tabs should be used between 
every 100 folders to make file access easier. (p. 85) 

I FINANCIAL PLANNING AND BUDGET CONTROL 

* . The budget process and budget limitation's must be 
respected. Substantial progress toward monitoring of 
expenses is being made, but a greater commitment to 
living within budget restraints is required. (p. 86) 

I 
> I 
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. Bond f o r f e i t u r e s  s h o u l d  b e  p r o c e s s e d  by t h e  d i v i s i o n s .  
A t i c k l e r  s y s t e m  s h o u l d  be se t  up t o  mon i to r  bond 
f o r f e i t u r e s .  (p .  8 9 )  

. D a i l y  bank d e p o s i t s  s h o u l d  n o t  be made u n t i l  c a s h ,  
c h e c k s ,  and  money o r d e r s  on hand b a l a n c e  w i t h  t h e  c a s h  
r e g i s t e r .  (p.. 8 9 )  

J U R Y  MANAGEMENT 

. T e r m s  of s e r v i c e  o f  j u r o r s  i n  t h e  Monterey and S a l i n a s  

The s i z e  of p a n e l s  s e n t  t o  a c o u r t r o o m  i n  t h e  Monterey 

b r a n c h e s  s h o u l d  be t h e  same -- two weeks.  (p .  9 0 )  

b ranch  s h o u l d  be reduced  t o  25. ( p .  9 2 )  

. J u r y  management i n  t h e  Monterey and S a l i n a s  b r a n c h e s  
s h o u l d  be c o o r d i n a t e d  w i t h  r e s p e c t  t o  j u r o r  o r i e n t a t i o n ,  
t h e  u s e  of  e x i t  q u e s t i o n n a i r e s ,  and  t h e  u s e  o f  i n t e r n a l  
fo rms  f o r  management p u r p o s e s .  ( p .  9 2 )  

. The j u r y  c l e r k  i n  t h e  Monterey b r a n c h  s h o u l d  have t h e  
o p p o r t u n i t y  t o  o b s e r v e  j u r y  management i n  S a l i n a s .  
( p .  93 )  

. The j u r y  c l e r k  i n  t h e  Monterey b r a n c h  s h o u l d  m a i n t a i n  
d a t a  r e g a r d i n g  j u r o r  u sage  t o  permit i d e n t i f i c a t i o n  of 
a r e a s  i n  which improvements  cou ld  be  made. (p .  94 )  

. The fo rms  used f o r  r e c o r d i n g  i n f o r m a t i o n  a b o u t  j u r o r s  
s h o u l d  be r e d e s i g n e d  t o  r educe  t h e  number o f  o c c a s i o n s  
on which t h e  j u r o r s '  names and  a d d r e s s e s  a r e  e n t e r e d .  
( p -  94)  

. T h e  c o u n t y  s h o u l d  c o n s i d e r  t h e  p u r c h a s e  a n d  i n s t a l l a t i o n  
of a t e l e p h o n e  c a l l - i n  s y s t e m  for a l l  j u r o r s .  (p .  95) 

. The  j u r y  c l e r k  i n  t h e  Monterey b ranch  s h o u l d  c e a s e  
s e n d i n g  o u t  week ly  p o s t a l  r e m i n d e r s  of  t h e i r  s e r v i c e  t o  
j u r o r s .  ( p .  96 )  

C A S E  FLOW AND CALENDAR MANAGEMENT 

. The c o u r t  s h o u l d  examine t h e  d i f f e r e n c e s  i n  t h e  
c a l e n d a r s  i n  t h e  Monterey  and S a l i n a s  b r a n c h e s  t o  
d e t e r m i n e  w h e t h e r  t h e  h o u r s  a l l o c a t e d  f o r  e a c h  a c t i v i t y  
i n  e a c h  l o c a t i o n  a r e  n e c e s s a r y .  (p. 1 0 2 )  

. S i n c e  a m a j o r i t y  of t h e  j u r y  c a s e s  r e q u i r e  more t h a n  one 
day  t o  c o m p l e t e ,  j u r y  t r i a l s  s h o u l d  be s c h e d u l e d  f o r  two 
and a h a l f  d a y s  r a t h e r  t h a n  two. Tuesday ,  Wednesday, 
and Thursday  morning a r e  recommended. (p .  1 0 2 )  
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The court should consider experimenting with the 
elimination of the jury trial conference the afternoon 
before a scheduled jury trial, or efforts should be made 
to make the conference more productive. (p. 106) 

All custody arraignments should be held in the Salinas 
branch. (p. 107) 

Jury trials in each branch should be called for trial in 
one courtroom and then assigned to available courtrooms 
based on information developed at calendar call. 
(P. 1 0 7 )  

Preliminary hearings should be scheduled for Thursday 
afternoons and all day Friday. (p. 108) 

TRAI N I NG 

. New employees should be given a copy of the county's 
general employee unit memorandum of understanding, 
Personnel Resolution No. 80-399 and the Salary and 
Benefits Resolution No. 80-517 as part of their 
orientation. New memoranda and resolutions should be 
provided to all employees and posted on employee 
bulletin boards. '(p. 110) 

Each employee should receive a copy of his or her job 
description at the time of hiring or promotion. (p. 111) 

Employees should be provided with a copy of the portions 
of the department's procedures manual that cover their 
duties and responsibilities. (p. 111) 

Standard test questions should be developed for each 
portion of a department's manual. Employees should be 
required to study relevant portions of the department's 
procedures manual and pass a written test relating to 
relevant duties during the probation period. ( p .  112) 

Attendance at training programs outside the court should 
be limited to selected employees and courses of major 
importance to the court. (p. 114) 

The clerk/court administrator should develop an annual 
training program which outlines training objectives for 
the year. (p. 114) 

The practice of exchanging staff between the Monterey 
and Salinas branches for training purposes should be 
discontinued. (p. 115) 
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. Employees s h o u l d  be  c r o s s - t r a i n e d  a t  a l l  p o s i t i o n s  
w i t h i n  t h e i r  d i v i s i o n .  ( p .  115) 

. A program s h o u l d  be deve loped  t o  r o t a t e  employees  t o  
o t h e r  d i v i s i o n s  f o r  p e r i o d s  of  a t  l e a s t  t h r e e  months. 
(p .  116) 

PROCEDURES MANUALS 

. S t a t e w i d e  manuals  i n  use s h o u l d  be r ev iewed ,  l o c a l  forms  
s u b s t i t u t e d  f o r  t h e  sample  forms  u s e d ,  and p r o c e d u r e s  
a d a p t e d  t o  l o c a l  p r o c e d u r e s ,  w h e r e  n e c e s s a r y .  ( p .  118) 

manuals  t h a t  w i l l  be d r a f t e d  a s  a p a r t  o f  t h i s  p r o j e c t  
s h o u l d  be a d o p t e d .  T h i s  i n c l u d e s  a s s i g n e d  
r e s p o n s i b i l i t y  f o r  d r a f t i n g  r e v i s i o n s ,  d e v e l o p i n g  a 
d i s t r i b u t i o n  l ist ,  and  e n s u r i n g  t h a t  e a c h  d i v i s i o n  
a d h e r e s  t o  t h e  p r o c e d u r e s  o u t l i n e d .  (p .  1 1 8 )  

. A p r o c e d u r e  f o r  p e r i o d i c a l l y  u p d a t i n g  t h e  p r o c e d u r a l  

MANAGEMENT AND P L A N N I N G  

. T h e  Monterey County  M u n i c i p a l  C o u r t  s h o u l d  p r e p a r e  a n  
a n n u a l  r e p o r t  which i n c l u d e s  a s t a t e m e n t  o f  t h e  a c t i v i t y  
d u r i n g  t h e  p r e v i o u s  y e a r  and  t h e  programs t h a t  t h e  c o u r t  
w i l l  u n d e r t a k e  d u r i n g  t h e  coming y e a r  and  s u b s e q u e n t  
y e a r s .  T h i s  can  be accompl i shed  t h r o u g h  t h e  a d o p t i o n  o f  
a program budge t  approach .  (p .  119)  

. Management r e p o r t s  r e f l e c t i n g  t h e  workload  o f  e a c h  
d i v i s i o n  s h o u l d  be deve loped .  The i n d i c a t o r s  o f  workload 
s h o u l d  b e  deve loped  by e a c h  d i v i s i o n .  (p .  120)  

TRAFFIC 

* . A t a p e  r e c o r d e r  a n s w e r i n g  s y s t e m  f o r  t h e  c o u r t  shou ld  be 
i n s t a l l e d  t o  answer  t h e  most commonly asked  q u e s t i o n s .  
( P O  126) 

. P o l i c y  s h o u l d  be. e s t a b l i s h e d  f o r  t h e .  t y p e  o f  i n f o r m a t i o n  
t o  be g i v e n  o v e r  t h e  t e l e p h o n e ,  and  when t h e  i n f o r m a t i o n  
s h o u l d  be g i v e n .  (p .  1 2 6 )  

. A s p e c i f i c  p e r s o n  s h o u l d  be d e s i g n a t e d  t o  answer  t h e  
t e l e p h o n e  011 a r o t a t i o n a l  b a s i s .  ( p .  1 2 7 )  

* . The  c o u r t  s h o u l d  e x p e r i m e n t  w i t h  a l l o w i n g  d e f e n d a n t s  t o  
c a l l  f o r  an  a p p o i n t m e n t  f o r  t h e  wa lk - in  a r r a i g n m e n t  
c a l e n d a r .  ( p .  1 2 8 )  
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. T h e  t r a f f i c  f i l e s  i n  t h e  Monterey b r a n c h  s h o u l d  be k e p t  
i n  one l o c a t i o n  i n s t e a d  o f  t h r e e  a s  a t  p r e s e n t .  (p .  1 2 9 )  

. A m i c r o f i c h e  r e a d e r  s h o u l d  be on t h e  desk  n e a r  t h e  
t e l e p h o n e s  t o  a s s i s t  c l e rks  i n  r e s p o n d i n g  t o  t e l e p h o n e  
r e q u e s t s  w i t h o u t  h a v i n g  t o  l e a v e  t h e i r  d e s k s .  (p .  129)  

c a l e n d a r s  t o  a l l o w  t h e s e  minor m a t t e r s  t o  be  r e s o l v e d  
and t h e  d e f e n d a n t  t o  l e a v e  t h e  c o u r t .  (p .  130)  

. I n f r a c t i o n s  s h o u l d  be s c h e d u l e d  f i r s t  on t h e  walk- in  

. C l e r k s  s h o u l d  u s e  dummy r ing-up  s h e e t s  i n  t h e  S a l i n a s  
and  Monterey b r a n c h e s  t o  r i n g  up c a s e s  when t h e  
c o n v e l o p e  is  n o t  p r e s e n t .  (p .  131) 

. T h e  j u d g e s  o f  t h e  Monterey County M u n i c i p a l  C o u r t  s h o u l d  
c o n s i d e r  e s t a b l i s h i n g  p o l i c i e s  f o r  q u a l i f y i n g  f o r  
t r a f f i c  s c h o o l  s o  d e f e n d a n t s  do n o t  have t o  a p p e a r  i n  
c o u r t .  ( p .  131) 

. A map i n d i c a t i n g  t h e  b o u n d a r i e s  o f  t h e  d i s t r i c t  s h o u l d  
be  p l a c e d  near t h e  f r o n t  c o u n t e r  i n  e a c h  b r a n c h  t o  
a s s i s t  f r o n t  c o u n t e r  p e r s o n n e l  i n  g i v i n g  p r o p e r  , 

i n f o r m a t i o n  t o  c u s t o m e r s .  (p .  1 3 2 )  

. A p u b l i c  i n f o r m a t i o n  c lerk s h o u l d  be s t a t i o n e d  i n  t h e  
c o r r i d o r  o f  t h e  Monterey b ranch  a t  l e a s t  4 5  m i n u t e s  
p r i o r  t o  t h e  1:30 t r a f f i c  a r r a i g n m e n t  c a l e n d a r  t o  
p r o v i d e  i n f o r m a t i o n  t o  p e o p l e  a t t e n d i n g  t h a t  c a l e n d a r .  
( p -  1 3 2 )  

PARKING 

* . T h e  c o u n t y  s h o u l d  e x p l o r e  w i t h  t h e  c i t i e s  a d i f f e r e n t  
f i n a n c i a l  a r r a n g e m e n t  f o r  t h e  s h a r i n g  o f  r e v e n u e  from 
p a r k i n g  c i t a t i o n s .  (p .  1 4 0 )  

. The o w n e r ' s  i n f o r m a t i o n  s h o u l d  n o t  be  t y p e d  on t h e  
c i t a t i o n .  The o w n e r ' s  name s h o u l d  be t y p e d  o n l y  on - the  
n o t i c e .  ( p .  1 4 0 )  

. The p a r k i n g  s e c t i o n  i n  t h e  Monterey b ranch  s h o u l d  n o t  
have  f r o n t - c o u n t e r  r e s p o n s i b i l i t y .  ( p .  1 4 1 )  

. The p a r k i n g  s e c t i o n  i n  t h e  Monterey b ranch  s h o u l d  n o t  be 
r e s p o n s i b l e  f o r  o u t g o i n g  d a i l y  m a i l .  (p .  1 4 1 )  

. C l e r k s  i n  t h e  p a r k i n g  s e c t i o n  o f  t h e  Monterey branch 
s h o u l d  n o t  work i n  any o t h e r  s e c t i o n  when p a r k i n g  
c i t a t i o n s  a r e  back logged .  (p .  1 4 1 )  
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COURT SERVICES AND JUDICIAL SUPPORT FUNCTIONS I 

J 

. A j o b  c l a s s i f i c a t i o n  of " m u n i c i p a l  c o u r t  c l e rk /  
i n t e r p r e t e r "  s h o u l d  be  deve loped  f o r  c l e r k s  who spend 
more t h a n  50 p e r c e n t  o f  t h e i r  time i n t e r p r e t i n g  i n  
c o u r t .  (p .  144) 

. Only c e r t i f i e d  i n t e r p r e t e r s  s h o u l d  i n t e r p r e t  p r o c e e d i n g s  
i n  c o u r t .  (p .  145) 

. Per d i e m  s t e n o g r a p h i c  r e p o r t e r s  s h o u l d  be h i r e d  o n l y  f o r  
t h e  pu rpose  o f  t a k i n g  t h e  o f f i c i a l  r e c o r d  o f  p r e l i m i n a r y  
h e a r i n g s .  (p .  148) 

J 
C I V I L / S M A L L  CLAIMS 

I . C i v i l  and s m a l l  claims c l e rks  s h o u l d  n o t  s e r v e  a s  
cour t room c le rks .  ( p .  1 5 2 )  

. C i v i l  and s m a l l  c l a i m s  s t a f f  i n  t h e  S a l i n a s  b ranch  I s h o u l d  do  i ts  own case f i l i n g .  ( p .  1 5 2 )  

. The c a l e n d a r  book i n  t h e  Monterey b ranch  k e p t  by c i v i l  
and  s m a l l  c l a i m s  c le rks  s h o u l d  i n c l u d e  a d d i t i o n a l  
i n f o r m a t i o n  r e l e v a n t  t o  c a l e n d a r s  and s t a t i s t i c a l  
r e p o r t i n g :  a t t o r n e y s '  names, e s t i m a t e d  time t h e  c a s e  
w i l l  t a k e ,  t y p e  of mat te r ,  whe the r  a r e p o r t e r  is needed ,  
and  t h e  d a t e  t h e  memo t o  s e t  was f i l e d .  ( p .  153)  

. T h e  p r e p a r a t i o n  o f  a work s h e e t  f o r  law and motion 
s h o u l d  be d i s c o n t i n u e d .  The c a l e n d a r  s h e e t  s h o u l d  be 
used t o  r e c o r d  a c t i o n s  t a k e n .  (p .  154) 

. A p p e a l s  s h o u l d  be p r o c e s s e d  o n l y  by t h e  c l e r k s  i n  t h e  
c i v i l / s m a l l  c l a i m s  d i v i s i o n  i n  t h e  Monterey b ranch .  

I 
I 
J 
I 

(Po 154) 

DATA ENTRY 

. One d a t a  e n t r y  c l e rk  from t h e  Monterey b ranch  s h o u l d  be 
t r a n s f e r r e d  t o  t h e  S a l i n a s  b ranch .  ( p .  156)  

I . C l e r k s  a s s i g n e d  t o  t h e  d a t a  e n t r y  d i v i s i o n  s h o u l d  n o t  
work i n  o t h e r  d i v i s i o n s .  ( p .  1 5 6 )  

. The  s u p e r v i s o r  o f  t h e  d a t a  e n t r y  s e c t i o n  i n  t h e  Monterey 
b ranch  s h o u l d  n o t  a c t  a s  a cour t room c l e r k .  ( p .  156)  'I 

. S t a n d a r d s  f o r  e r r o r  r a t e s  s h o u l d  be e s t a b l i s h e d  f o r  d a t a  
e n t r y  c l e r k s .  Once  t h e s e  s t a n d a r d s  a r e  m e t ,  
v e r i f i c a t i o n  o f  a c l e r k ' s  i n i t i a l  e n t r i e s  s h o u l d  be 
e l i m i n a t e d .  ( p .  157) 

I 
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. Manual t y p i n g  o f  i n f o r m a t i o n  on w a r r a n t s  i n  t h e  Monterey 
b r a n c h  s h o u l d  be done by c l e r k s  i n  t h e  t r a f f i c  d i v i s i o n  
n o t  by d a t a  e n t r y .  The r e g i s t e r e d  o w n e r ' s  name s h o u l d  
n o t  be added t o  t h e  w a r r a n t .  (p.  158) 

. The r e q u i r e m e n t s  t o  i n p u t  d i s p o s i t i o n a l  i n f o r m a t i o n  i n t o  
t h e  computer  s h o u l d  be  e x p l a i n e d  t o  t h e  j u d g e s  i n  o r d e r  
t o  minimize  t h e  need  t o  en ter  u n i q u e  d i s p o s i t i o n s  which 
do n o t  f i t  t h e  computer  program. ( p .  159)  

. The p u r g e  d a t e  i n  t r a f f i c  cases s h o u l d  be c a l c u l a t e d  
from t h e  d a t e  o f  d i s p o s i t i o n ,  n o t  f rom t h e  d a t e  o f  t h e  
i n f r a c t i o n  a s  i t  is a t  p r e s e n t .  ( p .  159)  

. T h e  c o u r t e s y  l e t t e r  on t r a f f i c  c i t a t i o n s  s h o u l d  s t a t e  
t h a t  t h e  d e f e n d a n t  may d i s r e g a r d  t h e  l e t t e r  i f  t h e  f i n e  
h a s  a l r e a d y  been p a i d ,  and r e q u e s t  t h a t  t h e  d e f e n d a n t  
wr i te  t h e  c i t a t i o n  number on h i s  o r  her check .  L e t t e r s  
i s s u e d  from t h e  S a l i n a s  b ranch  s h o u l d  be i n  S p a n i s h  and 
E n g l i s h .  ( p .  1 6 0 )  

CRIMINAL 

. P e r i o d i c  r e v i e w  o f  t h e  s t a t u s  of  o u t s t a n d i n g  a r r e s t  and 
bench w a r r a n t s  s h o u l d  be made. I n  a p p r o p r i a t e  cases,  
c e r t a i n  w a r r a n t s  s h o u l d  be d i s m i s s e d  f o r  l a c k  of  
p r o s e c t i o n .  ( p .  1 6 2 )  

. A m o n i t o r i n g  s y s t e m  s h o u l d  be d e v e l o p e d  t o  d e t e r m i n e  i f  
a w a r r a n t  h a s  been r e t u r n e d  t o  t h e  c o u r t  a f t e r  i t  h a s  
been r e c a l l e d .  (p .  1 6 3 )  

. T h e  S a l i n a s  b ranch  s h o u l d  p l a c e  an  "Order  o f  
Examina t ion"  summons i n  t h e  f i l e  f o l d e r  a f t e r  t h e y  a r e  
i s s u e d  t o  t h e  s h e r i f f  and p l a c e  t h e  f i l e  f o l d e r  i n  t h e  
c o n t i n u a n c e  f i l e  under  t h e  s c h e d u l e d  h e a r i n g  d a t e .  

( P O  164) 

. The S a l i n a s  b r a n c h  s h o u l d  a d o p t  t h e  p r a c t i c e  o f  t h e  
Monterey b ranch  i n  h a v i n g  p o l i c e  o f f i c e r s  s c h e d u l e  
c r i m i n a l  c i t a t i o n  a p p e a r a n c e  d a t e s  "on o r  b e f o r e "  a d a t e  
15 d a y s  l a t e r .  (p .  164) 

. C r i m i n a l  c o m p l a i n t s  i n  t h e  Monterey b ranch  s h o u l d  be 
t i m e  s tamped.  (p .  1 6 5 )  
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111. WORKLOAD, EXPENDITURES AND TRENDS 
I 

Filing Volumes: FY 1975/76 - 1979/80 
The Monterey County Municipal Court has experienced 

significant growth in its workload during the last five fiscal I 
years. Filings, excluding parking violations, increased from 

67,941 in FY 1975-76 to 86,212 in FY 1979-80, a 27 percent 

increase (Table 1). This growth far exceeds growth experienced 

by municipal courts in the state as a whole. Statewide municipal 

court filings increased from 6,564,378 to 6,817,067, a 

four percent increase. 

Major changes in filings occurred in nontraffic infractions, 

which increased by 97 percent, but which still form a minor part 

of the caseload, and Group C misdemeanor violations. Only 

Group B misdemeanors declined during this period, by 15 percent. 

Overall, nontraffic misdemeanors and infractions, and nonparking 

traffic misdemeanors and infractions increased by 15 and 

28 percent respectively. Parking violations increased by 

16 percent. 

Civil filings increased by 3 3  percent in the last year. This 

increase is, in part, attributable to the increase in the 

municipal court civil jurisdiction from $5,000 to $15,000 in July 

, of 1979. 

Statistics forF the first five months of FY 1980-81, when 

compared to the same period for the previous year, indicate that 

the noted rate of growth may increase. A significant increase in 

filings of six percent or an annual rate of 15 percent has been 

observed. 
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July, 1980- Percent 
Type of Proceeding FY 1979/80 Nov., 1980 Increase 

Felonies 732 767 4 

Non traf f i c Misdemeanors 
and Infractions 2,911 3,702 27 

Non-Parking Traffic 25,255 29,266 15 

Civil 1,920 1,943 1 

15 

Total 36,067 38,270 6 

Small Claims 2,249 2,592 _. 

While five months is not long enough to define a trend, there 

is no question that the workload in the Monterey County 

Municipal Courts is increasing at a rapid rate. 

. Weighted Filings 

As has been demonstrated elsewhere,2 the numerical level 

of filings is not reflective of resultant judicial workloads. 

The use of a weighted caseload system which quantifies the 

average times required to process the various case types to 

disposition, results in a more accurate measure of present and 

future workloads, and the judicial positions required. This 

ultimately reflects on the required nonjudicial staff, as the 

workload of nonjudicial staff is also dependent on how complex 

Final Report Prepared for the Judicial Council of 
California, Judicial Council Weighted Caseload Project, 
Arthur Young and Company, 1970. 
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the caseload is. Weighted filings for FY 1979-80, using the 

weighting system adopted by the California Judicial Council, 3 

for the Monterey County Municipal Court are as follows: 

Type of Proceedings 

Felony 
Nontraffic 

Group A Misdemeanors 
Group B Misdemeanors 
Nontraffic infractions 

Group C Misdemeanors 
Group D Misdemeanors 
Traffic Infractions 

Traffic 

Small Claims 
Civi 1 

Parking 
Subtotal 

Total 

We i gh ted 
Filings 

127,100 

142,786 
9,924 
3,696 

124,093 
29,184 
50,030 
45,712 
47 , 260 

576,785 
5,026 

581,811 

Using the judge year value of 72,000 which is the standard 

adopted for courts with three to ten judges, the present 

judicial requirements for the court are 8.1 full-time 

equivalent (hereinafter referred to as F.T.E.) judges. This 

suggests that the court is properly staffed, as it presently 

has seven judges and a commissioner. 

Weights adopted are: felony preliminary - 73, Group A 
Misdemeanor - 31, Group B Misdemeanor - 6, nontraffic 
infractions - 4, Group C Misdemeanor - 31, Group D 
Misdemeanor - 4 ,  traffic infractions - 0.9, parking -0.03, 
small claims - 8, civil - 10. 
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Distribution of Filings 

The distribution of filings among the three court locations 

has remained quite stable during the last five years, both in 

terms of overall’filings and type of proceedings. 

FY 1975-76 to FY 1979-80, the percentage distribution of total 

filings among the three court locations was as follows: 

Comparing 

Court 
Location 
Salinas 
Castroville 
Monterey 

FY 1975-76 FY 1979-80 
. 4 5  .47  
.13 .12 - -42 -41 
1.00 ~ 1.00 

Under the consolidation plan, some cases formerly filed in 

Castroville, such as Marina cases, are now filed in the Monterey 

branch, therefore the percentage distribution of caseload in the 

future may shift somewhat toward Monterey. 

Monthly Fluctuations in Filings 

Due to the location of one branch, Monterey, in a region 

frequented by tourists, seasonal fluctuations in filings can 

potentially be an important factor in staffing the court. If the 

preponderance of the workload falls during a specific period, the 

court might achieve some personnel efficiencies by employing a 

core staff and using temporary help during the high volume months. 

It has been found that a workload range of + 15 percent per - 
month is within the capability of the regular court 

w~rkforce.~ Beyond this level, either more personnel or, if 

the workload drops, fewer personnel, are necessary to remain 

Arthur Young & Company, Management Study, Orange County 
Municipal Court, Harbor Judicial District, 1976, p. 13. 
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current. The project team analyzed the monthly fluctuations in 

filings from January, 1979 to November, 1980 by comparing 

monthly filings to average annual filings (Table 2). 

This analysis does not reveal a definite trend upon which 

planning and allocation of personnel could be structured. 

There is a rather sporadic pattern, although there are 

definitely higher filing levels during the summer months. The 

months which have the highest percentages are October and 

August. Both are within the acceptable workload range. The 

lowest monthly average is in December, also within the 

acceptable workload range. 

. Caseload Projections 

The projected caseload for the next five years will be 

approximately the same as experienced over the previous five 

years (Table 3 ) .  An overall increase in filings, excluding 

parking, of 19 percent is projected. The straight line with 

smoothing projection5 technique employed suggests that the 

most significant numerical increase will be in traffic 

infractions and Group C misdemeanors while the smallest 

numerical increase will be in Group B misdemeanors. Parking 

filings should increase by 12 percent versus the 16 percent 

increase during FY 1975 through 1980. However, parking filings 

have fluctuated greatly during the past five years and.could 

easily depart from this predicted growth. 

5 Final Report Prepared for the Judicial Council of 
California Judicial Weighted Caseload Project, Arthur 
Young & Company, 1970, pp. 21-23. 
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The judicial requirements for each case type 

from FY 1980-81 to FY 1984-85 as follows: 

Case Type 

Felony 
Nont raf f i c 

Group A Misdemeanors 
Group B Misdemeanors 
Nontraffic infractions 

Traffic 
Group C Misdemeanors 
Group D Misdemeanors 
Traffic Infractions 

Small Claims 
Civil , 

Parking 
Subtotal 

Total 

FY 1980-81 

1.7 

2.0 
.1 
.1 

1.8 
04 
.7 
.6 
.7  

8.1 
.1 

8.2 
- - 

will shift 

FY 1984-85 

2.0 

2.4 
.1 
.1 

2.3 
.4 
.8 
.8 
.8 

9.7 
.1 

9.8 
- 

Felony preliminary hearings and the serious misdemeanor 

(Group A )  and traffic (Group C) cases will continue to make the 

major demands on judicial time in the future. By FY 1984-85 at 

least another judge, and perhaps two if the level of assistance 

from visiting and pro tempore judges drops, will be required 

for the court. 

A s  a note, the caseload projections should be used with 

caution. The caseload of a municipal court is subject to 

enforcement policies and changes in the law that can alter 

workload within a very short period of time. The observed 

sharp increase in filings during the first five months of the 

fiscal year is an example, and if the increase continues during 

the next few months, the caseload projections will have to be 

revised upward. 
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. Revenue and E x p e n d i t u r e s  

Dur ing  t h e  p a s t  f i v e  f i s c a l  y e a r s ,  e x p e n d i t u r e s  of  t h e  

Monterey County M u n i c i p a l  C o u r t  i n c r e a s e d  from $1 ,164 ,756 t o  

$1 ,939 ,581 ,  a n  i n c r e a s e  o f  67 p e r c e n t  ( T a b l e  4 ) .  Dur ing  t h e  

same time p e r i o d ,  o v e r a l l  c o u n t y  government  e x p e n d i t u r e s  

i n c r e a s e d  by 22 p e r c e n t .  I f  t h e  growth  of t h e  c o u r t  is t a k e n  

i n t o  a c c o u n t  by a n a l y z i n g  t h e  c o s t  p e r  f i l i n g ,  o p e r a t i n g  c o s t s  

o f  t h e  c o u r t  have  i n c r e a s e d  from $17 a t  t h e  b e g i n n i n g  o f  t h e  

p e r i o d  t o  $23  a t  t h e  end.  

Revenues i n c r e a s e d  f rom $2 ,167 ,990 i n  FY 1975-76 t o  

$3 ,472 ,811  i n  FY 1979-80, o r  by 60 p e r c e n t  ( T a b l e  5 ) .  The 

major  b e n e f a c t o r s  o f  t h e  i n c r e a s e d  r e v e n u e  have  been t h e  s t a t e  

a n d  t h e  c i t i e s  t h a t  f i l e  t h e i r  mat ters  i n  t h e  m u n i c i p a l  c o u r t .  

T h e  r evenue  r e t u r n e d  t o  t h e  s t a t e  i n c r e a s e d  by 69 p e r c e n t  and 

t o  t h e  c i t i e s  by 62  p e r c e n t  d u r i n g  t h e  f i v e - y e a r  p e r i o d  w h i l e  

r e v e n u e s  r e t a i n e d  by t h e  County i n c r e a s e d  by 54 p e r c e n t .  A t  

t h e  end  o f  t h e  f i v e - y e a r  p e r i o d ,  t h e  n e t  c o s t  t o  t h e  c o u n t y  of 

o p e r a t i n g  t h e  m u n i c i p a l  c o u r t  had i n c r e a s e d  f rom $262,537 t o  

$549,370,  an  i n c r e a s e  o f  109  p e r c e n t .  
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. Staffing 

To obtain a measure of staffing levels, the project team 

compared nonjudicial staffing levels in the Monterey County 

Municipal Court to the sample courts. The Monterey County 

Municipal Court ranks last in the sample in terms of weighted 

filings per employee, using 1 9 8 0  statistics through 

November 30, and the California Judicial Council system for 

weighting filings for nonjudicial s t a f f . ' ,  

FILINGS P E R  EMPLOYEE 
J A N U A R Y  1 THROUGH NOVEMBER 3 0 ,  1 9 8 0  

Court Employeesa 
Sonoma 47 

So. San Mateo 7 3  
West Kern 90 

Consol . Fresno 7 2  

Stanislaus 57 
No. Co. San Diego 7 6  

Rivers i de 57  

Ventura 96  
MONTEREY 7 9b  

Weighted 
Filings 

1 1 0 , 7 5 7  

1 0 7 , 3 3 8  
1 0 7 , 0 7 8  

1 0 0 , 7 5 5  

99  , 6 5 3  

9 8 , 6 2 6  1 

8 8  , 288 

8 3 , 6 2 1  
8 0 , 1 5 4  

Unweighted 
Filings 
(excluding 
parking ) 

1 , 3 6 9  
1 , 6 8 4  
1 , 7 5 5  

1 , 337 
1 , 3 9 6  

1 , 6 3 5  
1 , 295 

1 , 253  

1 , 0 7 6  

Unweighted 
Filings 
(including 
pa rk ing ) 

3 , 1 5 4  

4 , 1 9 5  
2 , 2 5 0  
2 , 9 5 9  
2 , 3 9 6  
1 , 8 1 4  

1 , 5 8 9  
1 , 8 1 2  

2 , 9 7 2  

a Includes temporary employees working full-time. 
Monterey County Municipal Court reduced its staff from 
8 6  as of October 31, 1 9 8 0  to 7 9  as of December 3 1 ,  
1980. The remaining courts are as of October 31, 1 9 8 0 .  

For a more detailed breakdown, comparing number of 
personnel by department, see Appendix I. 

Final Report Prepared for the Judicial Council of 
California, Non-Judicial Staffing Study, Arthur Young &' 
Company, 1 9 7 4 .  Weights adopted are: felony preliminary - 
2 0 3 . 4 ,  misdemeanors, citations and infractions - 1 4 9 . 5 ,  
group C traffic - 1 6 0 . 8 ,  group D traffic and traffic 
infractions - 3 4 . 8 ,  small claims - 7 0 . 2 ,  civil - 1 4 1 . 0 ,  and 
parking - 7.2. 
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In calculating the staffing of the Monterey County Municipal 

Court, temporary employees as of December 31 were included. 

In fairness to the Monterey County Municipal Court, the 

preceding statistics do not fully reflect the experience of a 

consolidated court, but are more the aggregate of the three 

courts functioning independently. A l s o ,  such comparisons must 

be used with caution, as they do not reveal any procedural 

differences that may affect the need for personnel. 

example, the Southern San Mateo County Municipal Court does not 

send courtesy notices on parking citations, while the Monterey 

branch of the Monterey County Municipal Court has 4 . 5  FTE 

For 

clerks working on this function alone. Finally, the upswing in 

filings noted during the first five months of FY 1980-81 

suggests that the filings-to-staff ratio of the Monterey County 

Municipal Court is improving. 

the court and the county should have an expectation of 

improvement as the effects of consolidation are felt. 

also suggest that means for improvement are available. 

The statistics do suggest that 

They 
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IV. 

1. 

R E P  OR'S 

Court Organization and Staffing 

Organizational Structure 

The administrative structure of the Monterey County 

Nunicipal Court is supervised by the clerk/court administrator 

who is charged with the administrative responsibility for 

planning, assigning, coordinating, and evaluating the work of 

the consolidated court. 'The clerk/court administrator has a 

staff consisting of a senior municipal court clerk and a 

stenographic clerk 11. The Monterey and Salinas branch 

locations each have a supervisor who reports to an acting 

assistant clerk oE the municipal court, who in turn reports to 

the clerK/court administrator (see Working Organizational 

Chart, page 32). 8 

Each branch location has the following five (5) divisions: 

Traffic/Parking receives and processes all vehicle 
citations requiring court appearances or payment at 
the counter; 

Criminal is responsible for misdemeanor and felony 
cases filed by the city attorneys for Monterey, 
Salinas and Castroville or the county attorney; 

Civil/Small Claims division handles cases involving 
civil matters up to $15,000 and small claims for 
cases involving- $750 or less; 

Court Services consists of municipal court clerks 
in each location who are assigned to individual 
judges to assist with courtroom proceedings; and 

Accounting receives, records, and disburses all 
revenues collected by the court. 

Several court persoiinel are working in an "acting" status. 
'The project team's analysis is based on duties actually 
performed and the working organizational chart. 
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In addition, the Salinas branch includes the data entry and 

Castroville divisions. 

Based on project team examination of the present 

organizational structure, it is recommended that the clerk's 

operation be organized into t w o  major units: operational and 

administrative services. 

. Operational Unit 

'The operational unit should consist of four divisions in 

each branch: court services, criminal, civil and traffic. It 

s h o u l d  be supervised by an assistant clerk/court administrator 

charged with the responsibility for day-to-day branch 

operations. Duties will include planning, coordinating, and 

evaluating the work of subordinate supervisors, nonsupervisors, 

and technical employees; preparing budget estimates and 

monitoring expenditures; and inventorying and requisitioning 

supplies and equipment. 

Courtroom clerks should report directly to the branch 

manager, thereby eliminating what appears to be an unnecessary 

intermediate supervisory level. The normal work of courtroom 

clerks does not appear to justify a full-time supervisor. 

Additionally, courtroom clerks are assumed to.work in the 

operational divisions when not in court. For that reason, it 

is important that they report directly to the person ultimately 

responsible for the productivity of the divisions. Only the 

branch manager has the overall condition of the divisions in 

mind and is in a position to best determine where this help 

should be allocated. 

3 4  
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The two municipal court clerks who now supervise court 

services in each branch should continue to carry out their 

present responsibility for calendaring, California Judicial 

Council reports, and coordinating court reporters and 

interpreters, By removing the supervisory responsibilities 

from these positions, it is possible to utilize them as back-up 

and second courtroom cl-erks, thereby relieving the 

case-processing divisions of some of this responsibility. 

Because of the proposed reassignment of duties, it is 

recommended that the county personnel department undertake a 

classification review of these positions. 

In the Salinas branch, the two legal process clerks who 

presently serve as second courtroom clerks should be reassigned 

from the court services division to the traffic division where 

their time out of court can best be utilized. This shift 

coupled with the increased use of the senior municipal court 

clerk as a back-up should provide needed additional manpower to 

that division. This approach is consistent with the practice 

now used in the Monterey branch, The clerk/court administrator 

has implemented this recommendation. 

, Administrative Services Unit 

The administrative services unit will provide necessary 

support for the operational units and will be under the 

direction of an administrative services officer who is located 

in the Salinas branch. At present, one assistant clerk of the 

municipal court acts as the intermediate supervisor between the 

Salinas and Monterey branch operations and the clerk/court 
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administrator and is informally responsible for conducting 

planning and research projects. It has been suggested that 

this structure be formalized. It is the project team's 

judgment that this assignment creates an unnecessary level of 

supervision between the branches and the clerk/court 

administrator and fails to fully utilize the position. It also 

would seem to undermine the direct relation between the 

clerk/court administrator and the branch managers, and divert 

the amount of attention given to the important functions of 

research and planning that are essential to achieve better 

efficiency under the consolidated system. 

The expansion in automation, through the parking and index 

systems as well as in other areas identified in this audit, 

suggests that data processing will be increasingly important to 

the court in the future. Research and planning, therefore, 

should focus on the applications of automation to clerical 

operations. Responsibility for data processing development and 

maintenance should be assigned to the administrative services 

division. 

In locating accounting the division in the administrative 

services unit, several objectives are sought. First, the 

accounting division will be expanded to incorporate the related 

functions of payroll, purchasing, statistical reporting and 

forms control that are handled by the senior municipal court 

clerk who now reports to the clerk/court administrator. It is 
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recommended that the senior municipal court clerk continue to 

carry out these functions, but report to the lead clerk and be 

available to assume other duties. A l s o ,  the typist clerk in 

charge of the work program in the Salinas branch should be a 

part of the support service units assigned to the accounting 

division, as this position is assigned the responsibility for 

processing time payments, which is an accounting function. It 

is also intended that, by combining accounting and some of the 

special support functions into one section, some staff 

reductions will eventually result. 

Recommendation: The Monterey County Municipal Court should 
adopt a new organizational structure which 
reflects the following changes: 

a. An administrative support services unit 
should be created consisting of the data 
processing and accounting divisions and 
other support functions operating under 
the direction of an administrative 
services officer . 
. The duties of the administrative 

services officer position should 
include planning, research, 
development of legislative programs, 
forms control, coordination of 
standardization between branches, 
procedural analyses, and other duties 
as delegated by the clerk/court 
administrator, as well as direct 
supervision of the data processing and 
accounting divisions. 

. The day-to-day operations of the 
accounting unit should be supervised 
by a lead clerk. Payroll, purchasing 
and forms control functions should be 
incorporated into that unit. 

The typist clerk in charge of the work 
program should be assigned to the 
accounting unit. 
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. Staffing Levels 

. Data processing personnel in each 
branch should report directly to the 
administrative services officer. A 
lead worker should be named for each 
branch. The lead worker in the 
Salinas branch should have general 
supervisory responsibility for data 
processing. 

b. Each branch should be supervised on a 
day-to-day basis by an assistant 
clerk/court administrator. The duties 
should include overseeing the operational 
divisions, including courtroom clerks, 
and overseeing leave, hiring, supplies 
and budget recommendations for that 
branch. 

. Courtroom clerks and calendar clerks 
should report directly to the 
assistant clerk/court administrator in 
each branch. 

. The jury clerk in the Monterey branch 
should be assigned to the court 
services division and should report 
directly to the assistant clerk/court 
administrator. 

. Stenographic clerks should report 
directly to the assistant clerk/court 
administrator ( s ) .  

c. Legal process clerks presently in the 
Salinas court service division should be 
assigned to the traffic division. 

A basic objective of both the county and the clerk/court 

administrator in agreeing to conduct an audit in the Monterey 

County Municipal Court was to obtain the project team's 

assessment as to the present permanent staffing requirements 

for nonjudicial staff of the court. 

I 
1 
1 

, 

To this end, the project 

I 
I 
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team made s t a t i s t i c a l  compar i sons  w i t h  t h e  o t h e r  c o u r t s  i n  t h e  

s ample ,  o b s e r v e d  work loads ,  h e l d  d i s c u s s i o n s  w i t h  s u p e r v i s o r y  

p e r s o n n e l ,  and  a t t e m p t e d  t o  a s s e s s  t h e  impact  o f  

recommendat ions made i n  t h i s  a u d i t  on s t a f f i n g  r e q u i r e m e n t s .  

The a n a l y s i s  i n d i c a t e d  t h a t  a l t h o u g h  t h e  s t a f f i n g  l e v e l  i n  

t h e  c l e r k ' s  o f f i c e 8  d o e s  n o t  a t  t h i s  time compare f a v o r a b l y  

w i t h  o t h e r  c o u r t s  o f  s i m i l a r  s i z e ,  a n  i n c r e a s e  i n  permanent  

s t a f f  i s  n e c e s s a r y  t o  e l i m i n a t e  e x i s t i n g  b a c k l o g s ,  p a r t i c u l a r l y  

i n  t h e  t r a f f i c  d i v i s i o n  o f  t h e  S a l i n a s  b r a n c h  a n d  t h e  p a r k i n g  

s e c t i o n  o f  t h e  Monterey branch .  T h i s  i n c r e a s e  a l s o  i s  

n e c e s s a r y  t o  meet t h e  p r e d i c t e d  i n c r e a s e  i n  f i l i n g s .  A t  t h e  

c o m p l e t i o n  of  t h e  c u r r e n t  f i s c a l  y e a r ,  workload compar i sons  

among c o u r t s  i n  t h e  sample s h o u l d  be  more f a v o r a b l e .  I n  t h e  

f u t u r e ,  t h e  p r o j e c t  team f o r s e e s  some s t a f f  r e d u c t i o n s  t h a t  c a n  

be 

i s  

implemented i f  recommended c h a n g e s  a r e  made. The f o l l o w i n g  

t h e  p r o j e c t  t e a m ' s  a n a l y s i s .  

A d m i n i s t r a t i o n  

T h e  a d m i n i s t r a t i o n  o f  t h e  c o u r t  s h o u l d  c o n t i n u e  w i t h  t h e  

same number of  p e r s o n n e l  a s  a t  p r e s e n t ,  w i t h  d u t i e s  mod i f i ed  a s  

o u t l i n e d  under  t h e  s e c t i o n  on o r g a n i z a t i o n .  T h e r e  shou ld  be a 

c l e r k / c o u r t  a d m i n i s t r a t o r ,  a n  a d m i n i s t r a t i v e  s e r v i c e s  o f f i c e r ,  

and two a s s i s t a n t  c l e r k s / c o u r t  a d m i n i s t r a t o r s .  One 

s t e n o g r a p h i c  c l e r k  s h o u l d  be a s s i g n e d  t o  e a c h  a s s i s t a n t  

c l e r k / c o u r t  a d m i n i s t r a t o r  t o  do  s e c r e t a r i a l  work bo th  f o r  t h e  

j u d g e s  and  f o r  t h e  a d m i n i s t r a t i v e  s t a f f .  

8 I n c l u d i n g  f u l l - t i m e  t empora ry  p e r s o n n e l .  
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. Monterey Branch 

The traffic division in the Monterey branch should consist 

of six employees including the supervisor. The present 

temporary employees should be eliminated. The elimination of 

the temporary employees is warranted as docketing by traffic 

personnel is decreasing as in-court docketing replaces 

out-of-court docketing. Only approximately 25 percent of the 

current cases continue to require out-of-court docketing. 

Also, the recommended introduction of a telephone answering 

system should cut down on the time clerks spend answering the 

telephone. Presently, 2.8  F.T.E. clerks are required to answer 

the telephone and staff the front counter.' 

changes, as well as the project team's assessment that the 

These two 

traffic unit is not always fully occupied, warrant this 

reduction. 

The parking section appears to require at least eight 

persons to handle the volume of work. The section is operating 

with 7.7 F.T.E.  clerks and falling further behind. The project 

team has made recommendations to improve the operations in the 

parking section but ultimately, either automation of parking or 

a shift of the responsibility to the municipalities are seen as 

the only ways to reduce personnel. According to the Judicial 

!I Allocation of personnel time to tasks in this section and 
throughout the audit is based on estimations of percentages 
of time dedicated to these tasks made by Monterey County 
Municipal Court personnel in completing position 
description questionnaires. These distributions are 
summarized in Appendix 111. 
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C o u n c i l  we igh ted  c a s e l o a d  s y s t e m  f o r  c l e r i c a l  p e r s o n n e l ,  t h e  

p a r k i n g  s e c t i o n  i n  t h e  Monterey b ranch  s h o u l d  have t e n  c l e r k s  

(905 ,406  we igh ted  f i l i n g s  d i v i d e d  by t h e  c l e r k - y e a r  v a l u e  o f  

93 ,000) .  I n  t h e  o p i n i o n  of  t h e  p r o j e c t  s t a f f ,  t h e  s e c t i o n  can  

manage w i t h  e i g h t .  S i x  o f  t h e  p o s i t i o n s  s h o u l d  be permanent  

and two t empora ry .  Temporary p o s i t i o n s  a r e  recommended a s  

a f t e r  t h e  au tomated  p a r k i n g  s y s t e m  is o p e r a t i o n a l ,  manual 

fo l low-up  p r o c e s s i n g  w i l l  be e l i m i n a t e d .  A t  p r e s e n t ,  t h e r e  a r e  

4.5 F.T.E. c l e r k s  work ing  on fo l low-up  p r o c e s s i n g .  

Approx ima te ly  2 . 5  F.T.E. c l e r k s  w i l l  be  requi red  t o  i n p u t  

p a r k i n g  c i t a t i o n s  i n t o  t h e  au tomated  sys t em,  which  means t h a t  

the two t e m p o r a r y  p o s i t i o n s  c a n  be e l i m i n a t e d .  

A c le rk  f rom t h e  Monterey  b ranch  d a t a  p r o c e s s i n g  s e c t i o n  

s h o u l d  be t r a n s f e r r e d  t o  t h e  S a l i n a s  b ranch .  The d a t a  e n t r y  

s e c t i o n  is n o t  f u l l y  o c c u p i e d .  C l e r k s  f rom t h i s  s e c t i o n  work 

i n  o t h e r  d i v i s i o n s  and t h e  l e a d  worker  s p e n d s  a p p r o x i m a t e l y  

50 p e r c e n t  of  h e r  time c l e r k i n g  f o r  t h e  c o u r t  commiss ioner .  

T h e  recommendat ion o f  t h e  p r o j e c t  team is t h a t  work o u t s i d e  t h e  

d i v i s i o n  be  t e r m i n a t e d .  T h i s  w i l l  l e a v e  t h ree  p e o p l e  working  

f u l l - t i m e  i n  d a t a  e n t r y ,  which is a p p r o x i m a t e l y  t h e  same amount 

of d a t a  e n t r y  work a s  is p r e s e n t l y  b e i n g  c o n d u c t e d .  T r a n s f e r  

of t h e  f o u r t h  c l e r k  t o  t h e  S a l i n a s  b ranch  f o l l o w s  because  t h e  

S a l i n a s  b ranch  had a l m o s t  5,000 more t r a f f i c  f i l i n g s  i n  f i s c a l  

y e a r  1979-1980 t h a n  d i d  t h e  Monterey branch .  F u r t h e r ,  

c o o r d i n a t i o n  o f  d a t a  e n t r y  w i t h  o t h e r  c o u n t y  d e p a r t m e n t s  shou ld  

be done from t h e  S a l i n a s  b r a n c h ,  which r e q u i r e s  s t a f f  time. 
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The c r i m i n a l  d i v i s i o n  i n  t h e  Monterey b r a n c h  p r e s e n t l y  is  

s t a f f e d  w i t h  f o u r  c l e r k s ,  which is  a d e q u a t e .  S i m i l a r l y ,  t h e  

c i v i l  and  s m a l l  c l a i m s  d i v i s i o n ,  w i t h  f o u r  c l e r k s ,  b a s i c a l l y  

two f o r  c i v i l  and two f o r  small  claims, is  a d e q u a t e .  C o u r t  

s e r v i c e s  c o n s i s t s  o f  t h e  c a l e n d a r  c l e rk  and t h r e e  m u n i c i p a l  

c o u r t  c l e r k s ,  which is n e c e s s a r y  g i v e n  t h e  one-to-one 

c l e r k - t o - j u d g e  r a t i o  and t h e  need  f o r  a c a l e n d a r  c l e rk .  The 

j u r y  c l e r k  s h o u l d  be a s s i g n e d  t o  t h i s  d i v i s i o n .  

The s e n i o r  a c c o u n t  c l e r k  i n  t h e  Monterey b r a n c h  h a s  been 

t r a n s f e r r e d  t o  t h e  S a l i n a s  b ranch  a f t e r  d i s c u s s i o n s  between t h e  

p r o j e c t  team and t h e  c l e r k / c o u r t  a d m i n i s t r a t o r .  T h i s  s h i f t  was 

i m p o r t a n t  i n  o r d e r  t o  have  t h e  s e n i o r  a c c o u n t  c lerk i n  t h e  same 

l o c a t i o n  a s  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  and  t h e  o t h e r  c o u n t y  

o f f i c e s  s h e  m u s t  d e a l  w i t h .  T h i s  l e a v e s  a s t a f f  o f  two i n  t h e  

a c c o u n t i n g  s e c t i o n  and  g i v e s  a recommended t o t a l  o f  33  

permanent  and two t e m p o r a r y  p e r s o n n e l  f o r  t h e  Monterey branch .  

. S a l i n a s  Branch 

I n  t h e  S a l i n a s  b r a n c h ,  t h e  t r a f f i c  and p a r k i n g  d i v i s i o n  is 

t h e  main s o u r c e  o f  s t a f f i n g  problems.  P a r k i n g  is  c u r r e n t ,  b u t  

t r a f f i c  is back logged .  W a r r a n t s  o r d e r e d  i n  December s t i l l  have 

n o t  been i s s u e d .  Many o f  t h e  recommendat ions made i n  t h i s  

a u d i t ,  i f  implemented ,  w i l l  impac t  t h e  t r a f f i c  d i v i s i o n ;  f o r  

example ,  t h e  t e l e p h o n e  a n s w e r i n g  s y s t e m  and t h e  e l e c t r o n i c  c a s h  

r e g i s t e r s .  C o n s e q u e n t l y ,  i t  is d i f f i c u l t  t o  assess  t h e  p r o p e r  

s t a f f  l e v e l  f o r  t h i s  d i v i s i o n .  D i s c u s s i o n s  w i t h  t h e  d i v i s i o n  

s u p e r v i s o r  i n d i c a t e d  t h a t  an  i d e a l  o p e r a t i n g  env i ronmen t  would 
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i n c l u d e  t h r e e  c l e r k s  f o r  f r o n t  c o u n t e r  work, two c l e r k s  t o  
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p r o c e s s  c a s h  b a i l ,  and  f o u r  c l e r k s  t o  d o  p o s t - a p p e a r a n c e  work 

s u c h  a s  i s s u i n g  bench w a r r a n t s ,  f i l l i n g  o u t  d i s p o s i t i o n  s h e e t s ,  

p r o c e s s i n g  c o n t i n u a n c e s ,  and s e r v i n g  a s  t h e  second c o u r t r o o m  

c l e r k .  The p r o j e c t  team b e l i e v e s  t h a t  a lesser i n c r e a s e  

c o u p l e d  w i t h  a s h i f t  i n  p e r s o n n e l  f rom o t h e r  d i v i s i o n s  w i l l  

meet t h e  n e e d s  of  t h e  d i v i s i o n .  F i r s t ,  t h e  two l e g a l  p r o c e s s  

c l e r k s  s h o u l d  be t r a n s f e r r e d  t o  t h e  t r a f f i c  d i v i s i o n  from t h e  

c o u r t  s e r v i c e s  d i v i s i o n .  These  c l e rks  w i l l  be a v a i l a b l e  l e s s  

t h a n  f u l l  time b e c a u s e  o f  t h e i r  cour t room c l e rk  d u t i e s ,  b u t  

more t h a n  a t  p r e s e n t ,  i f  t h e  c a l e n d a r  c l e rk  assumes  more 

back-up c l e rk  d u t i e s  a s  recommended. T h i s  t r a n s f e r  h a s  been 

made. Four  a d d i t i o n a l  permanent  p o s i t i o n s  s h o u l d  be c r e a t e d  i n  

t h e  d i v i s i o n .  T h i s  r e p r e s e n t s  a n  a d d i t i o n a l  p o s i t i o n  t o  t h e  

t h r e e  t e m p o r a r y  c l e r k s  c u r r e n t l y  working  i n  t h e  d i v i s i o n .  

S t a f f i n g  a t  t h i s  l e v e l  w i l l  e q u a l i z e  workload  between t h e  

S a l i n a s  and  Monterey b r a n c h e s .  P a r k i n g  s e c t i o n  employees  w i l l  

have 121 ,126  we igh ted  u n i t s  p e r  c le rk  i n  t h e  S a l i n a s  b ranch  

v e r s u s  123 ,175  w e i g h t e d  u n i t s  p e r  c l e rk  i n  t h e  Monterey 

b ranch .  I n  t r a f f i c ,  t h e  combined t r a f f i c  and d a t a  e n t r y  c l e r k s  

who p r o c e s s  t r a f f i c  i n  t h e  Monterey  b r a n c h  w i l l  have  132,654 

w e i g h t e d  u n i t s  p e r  employee v e r s u s  133,355 w e i g h t e d  u n i t s  f o r  

t h e  c l e r k s  i n  t h e  S a l i n a s  b ranch .  

-1 

T h e  c r i m i n a l  d i v i s i o n  p r e s e n t l y  h a s  f i v e  c l e r k s ;  t h e  

c l e r k / c o u r t  a d m i n i s t r a t o r  h a s  a g r e e d  w i t h  t h e  p r o j e c t  team t h a t  

t h i s  s h o u l d  be r educed  by one.  Both t h e  Monterey and S a l i n a s  

b r a n c h e s  s h o u l d  be a b l e  t o  f u n c t i o n  w i t h  f o u r  permanent  s t a f f  

members . 
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The c i v i l / s m a l l  c l a i m s  d i v i s i o n  s h o u l d  f u n c t i o n  w i t h  f o u r  

permanent  s t a f f  members, one less t h a n  a t  p r e s e n t .  The 

c i v i l / s m a l l  c l a i m s  we igh ted  u n i t s  f o r  c a l e n d a r  y e a r  1980 i n  t h e  

Monterey b r a n c h  were 550,641 and i n  t h e  S a l i n a s  b r a n c h  

540,289.  

r e i n f o r c e s  t h e  p r o j e c t  team recommendation f o r  s t a f f  r e d u c t i o n  

i n  t h e  S a l i n a s  b ranch .  

The a l m o s t  i d e n t i c a l  workload  i n  t h e  two b r a n c h e s  

C o u r t  s e r v i c e s  s h o u l d  have  f o u r  m u n i c i p a l  c o u r t  c l e r k s  t o  

s e r v e  t h e  f o u r  j u d g e s  and t h e  one c a l e n d a r  c l e r k .  

The a c c o u n t i n g  s e c t i o n  s h o u l d  c o n s i s t  o f  a s u p e r v i s o r ,  a 

s e n i o r  a c c o u n t  c l e r k ,  one t y p i s t - c l e r k ,  t h e  s e n i o r  m u n i c i p a l  

c o u r t  c l e r k  and t h e  work program t y p i s t - c l e r k .  W i t h  t h e  

i n t r o d u c t i o n  o f  t h e  e l e c t r o n i c  cash r e g i s t e r ,  t h e  p o s s i b i l i t y  

o f  e l i m i n a t i n g  one f u l l - t i m e  e q u i v a l e n t  p e r s o n  from t h i s  

s e c t i o n  s h o u l d  be s t u d i e d .  The C a s t r o v i l l e  b r a n c h  s h o u l d  

c o n t i n u e  t o  have t h r e e  p e r s o n s  a s  a t  p r e s e n t .  

'The t o t a l  s t a f f  a t  t h e  S a l i n a s  b r a n c h ,  i n c l u d i n g -  

C a s t r o v i l l e ,  s h o u l d  be 4 1 ,  g i v i n g  a t o t a l  permanent  s t a f f  o f  7 1  

and  two t empora ry  p o s i t i o n s  f o r  t h e  c o u r t  t o  meet t h e  p r e s e n t  

c a s e l o a d  -- an  i n c r e a s e  o f  n i n e  permanent  p o s i t i o n s ;  b u t  s i x  

c l e r k s  fewer  t h a n  a r e  p r e s e n t l y  working  i n  t h e  c l e r k ' s  o f f i c e .  

W i t h  7 1  a u t h o r i z e d  p o s i t i o n s ,  t h e  Monterey County Munic ipa l  

C o u r t  w i l l  have 89,185 w e i g h t e d  f i l i n g s  p e r  employee ,  w h i c h  

w i l l  improve t h e  C o u r t ' s  r a n k i n g  i n  t h e  sample  from l a s t  t o  

s e v e n t h  o u t  o f  n i n e .  T h i s  p o s i t i o n  s h o u l d  improve even  more 

when t h e  FY 1980-81 f i l i n g s  a r e  a p p l i e d .  

Recommendation: The permanent  s t a f f  of  t h e  c o u r t  s h o u l d  be 
7 1  p o s i t i o n s  t o  meet t h e  c u r r e n t '  c a s e l o a d .  
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2. Personnel Practices and Management 

The project team's analysis of personnel practices and 

management indicated the need for some basic improvements as 

outlined. 

. Position Classifications 

The Monterey County Municipal Court presently has fourteen 

classes of positions, which are: 

. 

Clerk/Municipal Courts Administrator 
Assistant Clerk of Municipal Court 
Principal Municipal Court Clerk 
Senior Municipal Court Clerk 
Supervising Clerk I1 
Municipal Court Clerk 
Senior Stenographic Clerk 
Senior Account Clerk 
Senior Typist Clerk 
Account Clerk 
Stenographer Clerk I1 
Legal Process Clerk 
Typist Clerk I1 
Typist Clerk I 

None of these classifications has been reviewed since 1969, and 

there is no written class specification for three of these 

classes (clerk/court administrator, assistant clerk of 

municipal court, and principal municipal court clerk). 

The above would indicate that the classification system 

needs to be updated. This was confirmed by the project team's 

desk audits, which frequently revealed a disparity between work 

performed and the class specifications. This is due, in part, 

to the court consolidation in 1980 which changed the 

responsibilities of a number of employees. For example, 

supervisors of each court location no longer report directly to 
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the judges. Several employees assumed new responsibilities and 

have since been working under "acting" status, for example, the 

principal municipal court clerk acting as assistant municipal 

court clerk in the Monterey branch and the employee filling her 

position, who now serves as acting supervisor of the data 

processing division. Other employees are filling positions 

previously funded at higher classifications, for example, the 

municipal court clerk supervising court services in the Monterey 

branch. 

In addition to these shifts in positions and responsibilities, 

when the project team analyzed the responses to the position 

description questionnaire completed as part of this audit, it 

became apparent that many employees work under titles that do not 

reflect the type of work being performed. Employees with typist 

clerk titles perform duties which do not require typing skills. 

Some typist clerk I1 positions perform work more specialized than 

other employees with the same position title. 

Finally, a number of additional changes in classification will 

occur if the proposed reorganization and procedural 

recommendations of this project are implemented. 

For the reasons observed, the project team believes a 

classification analysis must be undertaken, but recommends a 

system based on fewer generic classifications. 

Recommendation: A personnel classification system for core 
personnel should be developed which allows for 
more flexibility in assignment and training and 
for the development of a career ladder based on 
the general classification of "municipal court 
clerk. 'I 
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Such a system would be based on a basic classification of 

municipal court clerk and have four classifications (I.-- IV). 

Positions other than management (court administrator, 

administrative services officer, two assistant court 

administrators) and specialized non-case processing positions, 

such as account clerk, would be allocated to one of these 

classifications.. The basic functions carried out by the 

municipal court are not, in the opinion of the project team, 

varied enough to require more classifications. The benefit of 

fewer classes would be ease in administration and the creation 

of a more visible career ladder. It is hoped that this would 

provide incentives to entry level personnel to pursue 

advancement within the clerks' personnel structure. The 

proposed qualifications and general duties for each 

classification are described in Appendix 11. 

In developing these classes, should the county not wish to 

establish entirely separate classifications for the municipal 

court, classifications presently used in the county should be 

considered. Chart 4 lists and compares the positions presently 

being used in the three courts.' The important aspect of the 

recommendation is the consolidation of the classifications into 

a simpler, more manageable system for both the court and the 

personnel department. 

No position descriptions exist for assistant county clerk, 
chief deputy county clerk, senior legal process clerk, 
Senior Keypunch Operator or Aide ( 1 - I V ) .  
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Superior Court 

(3,024F) Sup. Ct. Admin. 

(342) Sup. Superior 
Court Clerk 

(1,081F) Ct. Reporter 
(327) Sup. Ct. Adm Clk. 

(286) Sr. Typist Clerk 

(276) Legal Proc. Clk. 

(266) Typist Clerk I 1  

CHART 4 
MONTEREY COUNTY PERSONNEL CLASSIFICATIONS 

Just ice Court Municipal Court 

(2,716F) C/M Ct. Admin. 

(2,024F) Asst. Clk. of 
Municipal Court 

(358) Prin. Muni. Ct. Clk 

(348) Supervising Clk. I 1  
(348) Sr. Muni. Ct. Clk. 

*Sheriff's Department 

(327) Muni. Ct. Clk. 
(322) Superv. Justice 

Court Clerk 

(307) Sr. Just. Ct. Clk. (307) Sr. Steno. Clk. 

(296) Sr. Acc't. Clk. 

(276) Justice Ct. Clk. (276) Account Clerk 
(276) Legal Proc. Clerk 

(266) Typist Clerk I1 

(245) Typist Clerk I 
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County 

(2,269F) Asst. County Clerk 
(442) Adrn. Serv. O f f .  I1 

(421) Adm. Serv. O f f .  I 
(407) Assoc. Accountant Aud. 
(385) Chief Dep. Ct. Clerk 
(372) Accountant Auditor 
(359) Data Entry Supervisor 

(349) Legal Assistant 
(348) Supervising Clk. I1  
(348) Sr. Adrn. Analyst 

Q7) Superv. Clk. I 
l22) Prin. Steno. Clk. 
322) Senior Legal Steno 
321) Accounting Tech. 
$19) Sr. Legal Proc. Clk. 
307) Legal Steno 
307) Principal Clerk 
307) Sr. Legal Steno 
!97) Sr. Key Punch Oper. 
?96) Sr. Accountant Clk. 
!96) Sr. Civil Clerk* 
?86) Sr. Typist Clerk 
286) Senior Clerk 
281) Steno. Clk. I 1  
281) Aide I V  
276) Account Clerk 
276) Civil Clerk* 
276) Key Punch Oper. I1 
266) Typist Clerk I1 
266) Clerk I 1  
266) Telephone Operator 
261) Steno. Clerk I 
261) Aide 111 
256) Key Punch Oper. I 
245) Typist Clerk I 
245) Clerk I 
235) Aide I1 
205) Aide I 



. Classifications for Specific Skills 

I The exceptions to the general proposition that the 

classification system in the Monterey County Municipal Court be 

simplified and consolidated are specialized positions such as 

account clerk and data entry operator. 

must be developed for these positions in order to generate 

appropriate lists of qualified personnel when vacancies exist. 

I 
I Special classifications 

I 
For example, the qualification for a data entry operator must 

include an ability to input, measured in words per minute or 

hour. This type of special skill would not be reflected in the 

position requirements for a municipal court clerk position. 

Similarly, the account clerk position requires specialized 

skills in accounting procedures which should be reflected in 

minimum requirements in the position description. 

Recommendation: Classifications should be adopted for the 

I 

non-case processing positions within the 
court requiring specific skills. I 

. Reclassification Studies 

The proposed reorganization of the Monterey County 
I 

Municipal Court will result in a change in the duties and 

responsibilities assigned to several positions. These 

positions should be the subject of a classification study to 

determine if the current classifications and pay rates continue 

to be appropriate. A classification review of the lead 

municipal court clerks in the court services divisions in both 

the Monterey and Salinas branches, the senior municipal court 

clerk who performs purchasing, payroll and forms control 

I 
I 
I 
I 
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functions in the Monterey branch, and the proposed principal 

clerk in the data entry division in the Salinas branch, should 

be undertaken. 

Recommendation: Classification reviews should be conducted 
of positions affected by the proposed 
reorganization. This includes the 
supervising municipal court clerk in court 
services, the senior municipal court clerk 
in charge of purchasing, payroll and forms 
control, and the proposed principal clerk in 
the data entry division in the Salinas 
branch . 

. Classification of Legal Process Clerks 

Many of the duties performed by clerks in the municipal 

court require significant knowledge and interpretive ability 

and have a high consequence of error. Clerks working on the 

front counter, for example, have to deal with the public in 

matters that can result in fines or even jail sentences. 

Performing their duties correctly is essential to an effective 

court. Many of the clerks presently performing such duties are 

inappropriately classified as clerk typists. These positions 

do not require typing skills and are characterized by the 

exercise of substantial independent judgment and discretion, 

and high consequence of error, not typically associated with 

the positions allocated to the clerk typist class. 

Recommendation: Any clerical personnel performing case 
processing duties characterized by the 
exercise of substantial independent judgment 
and discretion and high consequence of error 
should be classified at a level comparable 
to a legal process clerk. 
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. . Divisional Organization 

Each division in the Monterey County Municipal Court is 

assigned a supervisory position. The use of a second in , 

command is also generally followed, although on a more informal 

basis. In the opinion of the project team, the functioning of 

the divisions would be strengthened if an assistant supervisor 

were formally designated in each division. In the absence of 

the supervisor, the person responsible for the division would 

be clearly designated. In the smaller divisions, this 

designation can be made not as a classification change, but as 

an informal step toward promotion. In the larger divisions, 

this designation should be reflected within the classification 

structure. 

Recommendation: Each division generally should be organized 
on the basis of a supervisor, an assistant 
supervisor, and staff positions. 

. Legal Process Clerk in the Parking Section 

The parking section in the Monterey branch is a part of the 

traffic division, although the lead worker in the parking 

section supervises more employees than some division 

supervisors. There are presently 7.7  F.T.E. positions in the 

parking section. As a part of the traffic division, this 

section is under the direction and supervision of the traffic 

supervisor; however, in practice, the parking section functions 

somewhat independently and the work of the section is generally 

supervised by the legal process clerk. It is recommended that 

this position be formally assigned the supervisory 

responsibilities and that a classification review be undertaken. 
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Recommendation: The p o s i t i o n  o f  l e g a l  p r o c e s s  c l e r k  i n  
t h e  p a r k i n g  s e c t i o n  i n  t h e  Monterey 
b ranch  s h o u l d  be t h e  s u b j e c t  o f  a 
r e c l a s s i f i c a t i o n  s t u d y  due t o  t h e  
s u p e r v i s o r y  d u t i e s  per formed.  

. P o s i t i o n  C o n t r o l  Sys tem 

P r e s e n t l y ,  t h e r e  a p p e a r s  t o  be c o n f u s i o n  r e g a r d i n g  t h e  

o f f i c i a l  c l a s s i f i c a t i o n  of  c e r t a i n  employees ,  T h e  p o s i t i o n  

q u e s t i o n n a i r e s  l i s t  v a r i o u s  t i t l e s  f o r  p o s i t i o n s  w h i c h  a p p e a r  

t o  do t h e  same a c t u a l  work. 

N o  w r i t t e n  record i s  m a i n t a i n e d  o f  what happens  t o  

c e r t a i n  p o s i t i o n s ,  o r  why t h e r e  a r e  more p o s i t i o n s  i n  a 

s p e c i f i c  c l a s s i f i c a t i o n  t h a n  o r i g i n a l l y  a u t h o r i z e d  

budge t .  

i n  t h e  

The development  and a d o p t i o n  o f  a p o s i t i o n  c o n t r o l  

s y s t e m  i n  which e a c h  a u t h o r i z e d  p o s i t i o n  i s  numbered i s  

recommended. A l s o ,  c o u r t  p e r s o n n e l  s h o u l d  be i n s t r u c t e d  t o  

u s e  t h e i r  o f f i c i a l  j o b  t i t l e s  i n  any  d e a l i n g s  t h e y  have w i t h  

o t h e r  a g e n c i e s .  A n  o u t l i n e  o f  a s i m p l e  manual s y s t e m  h a s  

been g i v e n  t o  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r .  

Recommendation: A p o s i t i o n  c o n t r o l  s y s t e m  s h o u l d  be 
a d o p t e d  t o  mon i to r  and t r a c k  t h e  number 
and  c l a s s i f i c a t i o n  o f  permanent  a n d  
t empora ry  p o s i t i o n s .  

, P r o b a t i o n  P e r i o d s  

Monterey County P e r s o n n e l  R e s o l u t i o n  N o .  8 0 - 3 3 9 ,  

S e c t i o n  10, o u t l i n e s  t h e  terms o f  employee p r o b a t i o n a r y  

p e r i o d s  a s  follows: 
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The probationary period shall be the final phase of 
the examination of qualification process. It shall be 
used by the appointing authority for the evaluation 
and effective adjustment of any newly appointed 
employee and for the termination of any probationary 
employee whose performance or work related behavior 
does not meet the required standards for the position 
to which they have been appointed. . . 
Each appointnien t , demotion, promo ti on, 
reclassification, re-employment, reinstatement, or 
transfer to a permanent position shall be subject to a 
probationary period of one (1) probationary period of 
one (1) year. . . . 

At the end of this one year period, in addition to completing the 

probationary period, an employee becomes eligible for advancement 

to the next higher step in his/her pay range. 

Under present court practice, performance evaluations are not 

conducted for new hires or promoted employees at the end of the 

one year probationary period. No system exists for monitoring 

the completion of probation periods for individual employees. 

Frequently, court employees complete their probation without a 

formal evaluation at any time during the one-year period and are 

given a step increase by default. The clerk/court administrator 

has indicated that he would "veto" any pay increase if an 

employee is not performing satisfactorily. Nevertheless, there 

is no system that assures review of "marginal" employees during 

the probation period or at twelve months. 

Recommendation: New and promoted employees should have their 
performance evaluated during the second and 
fifth months of their probationary periods 
as well as at the end of the period. 
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To  implement  t h i s  p r o p o s a l ,  a m o n i t o r i n g  s y s t e m  w i l l  have  

t o  be deve loped  f o r  e v a l u a t i o n s  and f o r  d e t e r m i n i n g  when 

p r o b a t i o n a r y  p e r i o d s  w i l l  end .  P r i o r  t o  t h e  c o m p l e t i o n  of  t h e  

p r o b a t i o n a r y  p e r i o d ,  t h e  c o u r t  s h o u l d  d e t e r m i n e  i f  a n  employee 

w i l l  be  approved  f o r  permanent  s t a t u s .  T h i s  d e c i s i o n  s h o u l d  be 

t h e  r e s u l t  of t h e  p r e l i m i n a r y  pe r fo rmance  r e v i e w s  a t  two ( 2 )  

arid f i v e  (5 )  months,  and  a f i n a l  f o r m a l  p r o b a t i o n a r y  e v a l u a t i o n  

j u s t  p r i o r  t o  t h e  end o f  t h e  one y e a r  p e r i o d .  The p r e l i m i n a r y  

r e v i e w s  need n o t  be w r i t t e n  e v a l u a t i o n s , "  b u t  s h o u l d  g i v e  

t h e  employee a c lear  u n d e r s t a n d i n g  o f  any  a r e a s  n e e d i n g  

improvement and what  l e v e l  of improvement is e x p e c t e d  i n  o r d e r  

t o  be g r a n t e d  permanent  s t a t u s  a s  a r e s u l t  of  t h e  f i n a l  f o r m a l  

p r o b a t i o n a r y  e v a l u a t i o n .  

. Annual Pe r fo rmance  E v a l u a t i o n s  

T h e  new a d m i n i s t r a t i o n  of  t h e  Monterey County Munic ipa l  

C o u r t  h a s  j u s t  comple t ed  its f i r s t  pe r fo rmance  e v a l u a t i o n s  of  

a l l  employees .  Ano the r  mass e v a l u a t i o n  p r o c e s s  is b e i n g  

1 0  I n  f a c t ,  S e c t i o n  3 . 3 0  of  R e s o l u t i o n  No. 80/339 p r o v i d e s ,  i n  
p a r t ,  t h a t  ' I .  . . ( a n )  employee on p r o b a t i o n a r y  s t a t u s  
s e r v e s  a t  t h e  p l e a s u r e  o f  a n  a p p o i n t i n g  a u t h o r i t y . "  
However, t h e  "Garza"  c o n s e n t  d e c r e e  r e q u i r e s  w r i t t e n  
r e a s o n s  f o r  i n v o l u n t a r y  demot ions  o r  t e r m i n a t i o n s  o f  
m i n o r i t i e s  " ( w ) h e n e v e r  t h e  a f f i r m a t i v e  a c t i o n  g o a l s  s e t  
f o r t h  i n  Append ices  A and B a r e  n o t  compl i ed  w i t h i n  any 
d e p a r t m e n t  o r  j o b  c a t e g o r y  i n  any  y e a r .  . . . I '  I f  t h e  
c o u r t  d o e s  u s e  a w r i t t e n  pe r fo rmance  e v a l u a t i o n  and 
a r t i c u l a t e s  a r e a s o n  f o r  n o t  a l l o w i n g  an  employee t o  p a s s  
p r o b a t i o n ,  a f a c t u a l  s i t u a t i o n  is c r e a t e d  where t h e  c o u r t  
may have  t o  p r o v e  t h e  a l l e g a t i o n ,  e v e n  though  S e c t i o n  3.28 
o f  R e s o l u t i o n  N o .  80-339 p r o v i d e s ,  i n  p a r t ,  t h a t  " ( a )  
p r o b a t i o n a r y  employee h a s  no r i g h t  t o  a p p e a l  and  s e r v e s  a t  
t h e  p l e a s u r e  o f  t h e  a p p o i n t i n g  a u t h o r i t y .  . . . ' I  T h e  
s e c t i o n  f u r t h e r  p r o v i d e s  " p r o v i d e d  however ,  t h a t  i n  t h e  
case o f  an employee s e r v i n g  a p e r i o d  o f  d i s c i p l i n a r y  
p r o b a t i o n  t h e  f o r f e i t u r e  o f  a p p e a l  r i g h t s  s h a l l  e x t e n d  only 
t o  t h e  a c t s  o r  o m i s s i o n s  r e l a t i n g  t o  t h e  c o n d i t i o n s  o f  s u c h  
d i s c i p l i n a r y  p r o b a t i o n . "  
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considered for next year. These evaluations would not 

necessarily coincide with an individual's anniversary dates. If 

the evaluation is not close to an anniversary date, it will be of 

little use in determining the appropriateness of a step 

advancement. Conducting individual evaluations of employees just 

prior to their anniversary dates is timed more appropriately and 

reduces the burden on supervisors. The court may also wish to 

consider interim six (6) month performance evaluations between 

annual anniversary dates. Such a practice would establish a 

non-threatening environment to set performance goals, and avoid 

later complaints of "why wasn't I told sooner that I wasn't doing 

a good job" .  

The clerk/court administrator is presently setting up 

evaluations in accordance with this recommendation. 

Recommendation: Annual written performance evaluations 
should be conducted for employees 
immediately prior to their anniversary dates. 

. Position Description Questionnaires 

In many cases during the course of this study, the project 

team found that task assignments had changed even over the 

one-month period between completion of the description 

questionnaires and the performance of the desk audit. Some 

employees had assumed additional or different duties. Current 

position descriptions are essential to provide supervisors and 

the court periodic feedback on changes in duties and 

responsibilities of employees and to serve as the basis for 

requesting classification revisions as may be necessary. 

that reason, a system should be implemented which ensures regular 

updating of a l l  position descriptions. 

For 
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Recommendation: Employees should be required to review and 
update their position description 
questionnaires as part of their annual 
performance evaluation. 

. Bilingual Skill Pay 

A number of clerks in the municipal court are required to 

use their translation skills to communicate with non-English 

speaking clients at the front counter or over the telephone. 

Bilingual skill pay for this service appears reasonable. There 

is precedent for this within the county. Pursuant to a 

bargaining agreement, certain social services employees (Unit 

K) are provided a bilingual pay differential pay of fifteen 

dollars and twenty cents ($15.20) per pay period if the 

employee uses his or her bilingual skills on the average of at 

least 33  percent of the time. (See Salary and Benefits 

Resolution No. 89-517, Section 20.) No such provision or pay 

is currently provided to court employees. 

One employee assigned to the traffic division in the 

Salinas branch has been promoted to a municipal court clerk 

position primarily to compensate her for interpreting in the 

courtroom. However, it is estimated that several clerks in the 

Salinas Traffic Division interpret at the counter between 

30 percent and 75 percent of the time. 

Recommendation: The county should provide bilingual skill 
pay to court employees who qualify under 
paragraph 20 of the Salary and Benefits 
Resolution (No. 80-517). 
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. Working A t  A l l  C o u r t  L o c a t i o n s  

One of t h e  b e n e f i t s  of  c o n s o l i d a t i o n  s h o u l d  be  t h e  a b i l i t y  

t o  s h i f t  p e r s o n n e l  between one c o u r t  l o c a t i o n  a n d  a n o t h e r  a s  

n e c e s s a r y .  With nonmanagement p e r s o n n e l  t h i s  s h o u l d  o n l y  be 

t e m p o r a r y ?  and  may r e q u i r e  payment o f  t r a v e l  e x p e n s e s  due t o  

t h e  economic bu rden .  With management p e r s o n n e l ,  however,  t h e  

c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  have  t h e  f l e x i b i l i t y  t o  a s s i g n  

p e r s o n n e l  t o  a n y  l o c a t i o n  w i t h i n  t h e  c o u r t  f o r  w h a t e v e r  

p e r i o d .  T h i s  s h o u l d  be made a c o n d i t i o n  o f  h i r e .  

Recommendation: Ass ignment  t o  any  o f  t h e  c o u r t  l o c a t i o n s  
s h o u l d  be made a c o n d i t i o n  o f  employment f o r  
s u p e r v i s o r y  and management p e r s o n n e l .  
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3. Resource  Management 

The o p e r a t i o n  o f '  t h e  Monterey County M u n i c i p a l  C o u r t  i s  

a f f e c t e d  by b o t h  t h e  p e r s o n n e l  r e s o u r c e s  a v a i l a b l e  t o  i t  from 

i ts  own s t a f f  and t h e  o u t s i d e  r e s o u r c e s  upon which i t  c a l l s  f o r  

a s s i s t a n c e .  T h i s  s e c t i o n  r e v i e w s  s t a f f i n g  l e v e l  f l u c t u a t i o n s  

t h r o u g h  an a n a l y s i s  o f  t h e  use of t e m p o r a r y  employees ,  

t e r m i n a t i o n s ,  s i c k  l e a v e ,  v a c a t i o n  l e a v e ,  compensa to ry  time and  

o v e r t i m e ,  and t h e  mandated n o n - s t a f f  s e r v i c e s  o f  c o u r t  

r e p o r t e r s ,  per diem i n t e r p r e t e r s ,  c o n f l i c t  c a s e  i n d i g e n t  

d e f e n s e ,  w i t n e s s e s ,  and j u r o r s .  

. Temporary Employees 

A r ev iew o f  e x p e n d i t u r e s  f rom FY 1974-75 t h r o u g h  FY 1979-80 

shows t h a t  c o s t s  f o r  t e m p o r a r y  employees  have  i n c r e a s e d  

1 9 1  p e r c e n t .  

ACTUAL EXPENDITURES FOR TEMPORARY EMPLOYEES 
FY 1974-75 -- FY 1979-80 

F i s c a l  Year S a l i n a s  Monte r e y  C a s t r o v i l l e  T o t a l  

1974-75 12 ,176  10 ,390  9 , 9 2 1  33,027 
1975-76 1 0 , 4 9 5  11 ,686  15 ,258  37,439 
1976-77 20,9,34 18 ,907  1 3 , 6 6 1  53 ,502  
1977-78 45,143 1 5 , 6 9 2  ' 6,506 67 , 338 
1978-79 27 , 048 38 , 598 7 , 406 73 ,052  
1979-80 -- -- -- 96,017'  

E x p e n d i t u r e s  were r e c o r d e d  by c o u r t  l o c a t i o n  u n t i l  
c o n s o l i d a t i o n .  The f i n a l  r e c o r d i n g  o f  e x p e n d i t u r e s  by 
c o u r t  l o c a t i o n  is  d a t e d  F e b r u a r y  27 ,  1980.  S a l i n a s  had 
s p e n t  $19 ,691;  Monterey $2,093;  and C a s t r o v i l l e  $19,781. 
The combined e x p e n d i t u r e s  a f t e r  c o n s o l i d a t i o n  t o t a l  
$54 ,453 .  These  f i g u r e s  t o t a l  $96,017 f o r  FY 1979-80. 
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A s  of  Oc tobe r  1, 1980 t h e r e  were 25 t e m p o r a r y  employees:  17  

c le rk  t y p i s t  11's; f i v e  l e g a l  p r o c e s s  c l e r k s ;  and  t h r e e  t y p i s t  

c l e rk  1's. A t  t h i s  s t a f f i n g  l e v e l ,  t h e  $43 ,000  approved  f o r  

t h e  c u r r e n t  f i s c a l  y e a r  would be c o m p l e t e l y  expended i n  j u s t  

o v e r  two months,  a s  25 t e m p o r a r i e s  on a y e a r l y  b a s i s  would c o s t  

a p p r o x i m a t e l y  $238,000.  

budgeted  and  amounts  s p e n t ,  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  

a p p e a r e d  b e f o r e  t h e  Board of S u p e r v i s o r s  on O c t o b e r  21, 1980 t o  

r e q u e s t  a n o t h e r  $127,000 t o  p r o v i d e  s a l a r i e s  f o r  t empora ry  

employees .  

Faced  w i t h  t h i s  g u l f  between amounts  

A s i d e  f rom t h e  b a s i c  i s sue  of w h e t h e r  t h e  number o f  

t e m p o r a r y  employees  on  s t a f f  is  w a r r a n t e d ,  a s  is d i s c u s s e d  

e l s e w h e r e ,  t h e r e  a r e  o t h e r  d i s a d v a n t a g e s  i n  t h e  use o f  

t empora ry  employees .  When p o s i t i o n s  a r e  f i l l e d  by t empora ry  

p e r s o n n e l ,  pe r fo rmance  is o f t e n  a d v e r s e l y  a f f e c t e d  by  a l a c k  of 

t r a i n i n g  and  t h e  e m p l o y e e ' s  knowledge t h a t  he o r  s h e  is n o t  

pe rmanen t ,  d o e s  n o t  have  a career l a d d e r ,  and r e c e i v e s  fewer  

f r i n g e  b e n e f i t s  t h a n  co-workers  who may 'be  p e r f o r m i n g  t h e  same 

I 
I 

t a s k s .  

Recommendation: Once t h e  permanent  s t a f f i n g  l e v e l  o f  t h e  c o u r t  is  
e s t a b l i s h e d ,  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  and 
t h e  c o u n t y  s h o u l d  a g r e e  on t h e  maximum l e v e l  o f  
t e m p o r a r y  h e l p  t o  be employed. Any number beyond 
t h i s  l e v e l  s h o u l d  have  t o  b e  a g r e e d  t o  by t h e  
c o u n t y  a d m i n i s t r a t o r ' s  o f f i c e .  

I 
1 

. Employee T u r n o v e r  I 
The t u r n o v e r  o f  c o u r t  employees  r e p r e s e n t s  a problem f o r  t h e  

Monterey County  M u n i c i p a l  C o u r t .  I n  1980 a l o n e ,  38 employees had 

t e r m i n a t e d  by t h e  e n d  o f  Oc tobe r .  

1 
I 
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Number of Employees Terminated 

1 - Year Salinas Monterey Castroville Total 
4 3 2 9 
5 6 0 11 

8 9 2 19 
9 10 2 21 

1975 
1976 
1977 
1978 
1979 
1980 
Court Totals 

11 . 7  0 18 
I 
I 38 23 

60 49 6 115 
- 0 - 14 - - - 

The biggest source of this turnover was in the typist clerk I1 

classification, which is the largest court personnel 

classification, with about one-third of the court positions, 

Typist clerk 11's have accounted for over half of the turnovers 

during the last five years. 

I 
I 

Typist Clerk I1 Turnover 
Year Salinas Monte r ey Castroville Total - 

I 
I 
1 
1 
1 
J 
1 
1 
1 

1975 
1976 
1977 
1978 
1979 
1980 
Court Totals 

4 
2 
7 
5 
2 

16 
36 
- 11 - 

29 ~. 

0 
0 
0 
2 
0 
0 
2 

- - 

7 
2 

12 
11 

8 
27 
67 
- 

The project team reviewed the terminations of both temporary 

and permanent typist clerk 11's in the Monterey branch to analyze 

possible correlations between the high use of temporary personnel 

and the turnover rate of typist clerk 11's. 

years in the Monterey branch, 34 typist clerk 11's have 

terminated; 19 of these clerks were temporary, while 15 were 

Over the last five 

permanent employees. 

terminations of temporaries, which the project team had 

anticipated, is not borne out by these statistics. 

A disproportionately high number of 
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High turnover is common in clerical operations. However, 

the rate in the Monterey County Municipal Court appears to 

exceed the 20 percent prejudicial turnover rate which is 

generally recognized in the field of personnel management as a 

maximum acceptable rate. This may, therefore, suggest other 

problems such as low pay, the lack of advancement 

opportunities, etc. Additional information necessary to 

identify causes of the high turnover rate in the Monterey 

County Municipal Court was not available. 

Recommendation: An exit interview program should be 
initiated to enable the court to monitor 
employee turnover rates. 

Two recommendations made in the personnel management 

section of this report have particular importance. First, 

position control system would greatly facilitate the study 

terminations of court personnel. Secondly and more 

a 

of 

importantly, the development of a municipal court clerk career 

ladder which would include entry-level clerks may have a 

beneficial effect on the <urnover rate of typist clerk 11's. 

. Sick Leave, Vacation Leave and Compensatory Time 

Personnel resources available to the court are affected by 

the amount of time the average employee is at work. Sick 

leave, vacation leave, and compensatory time are factors which 

should be considered when calculating appropriate staffing 

levels. Variations from the norm in any one of these areas can 

signal staffing problems. A t  present, these leave times are 

not periodically reviewed. Leave taken in the last three 
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f i s c a l  y e a r s  was r ev iewed  for t h i s  a u d i t .  T a b l e  6 summarizes 

t h e  h o u r s  o f  v a c a t i o n ,  s i c k  l eave ,  and  compensa to ry  time 

e a r n e d ,  t a k e n ,  and  t h e  b a l a n c e s .  

I 

Recommendation: Monthly s t a t i s t i c s  on s i c k ,  v a c a t i o n ,  and 
compensa to ry  leave s h o u l d  be  m a i n t a i n e d  f o r  
r ev iew by t h e  c l e r k / c o u r t  a d m i n i s t r a t o r .  
Any excessive u s e  of l e a v e  s h o u l d  be 
d i s c u s s e d  w i t h  t h e  i n d i v i d u a l  employee. 

1 
I . S i c k  Leave 

I I n  FY 1978-79, c o u r t  employees  took  an  a v e r a g e  of  9 . 3  s i c k  

days ;  t h i s  number i n c r e a s e d  t o  11.1 d a y s  i n  FY 1979-80. 

S ix ty - two  p e r c e n t  o f  t h e  number of s i c k  leave h o u r s  e a r n e d  were 

t a k e n  i n  FY 1978-79, w h i l e  i n  FY 79-80 t h e  p e r c e n t a g e  i n c r e a s e d  

t o  7 3  p e r c e n t .  The S t a t e  o f  C a l i f o r n i a  P e r s o n n e l  Board 

c o n d u c t s  a y e a r l y  a n a l y s i s  of s i c k  l e a v e  t a k e n  by employees  i n  

i t s  a g e n c i e s  w i t h  more t h a n  50 employees.  S t a t e  employees  e a r n  

1 2  s i c k  l e a v e  d a y s  p e r  y e a r .  For FY 1979-80 t h e  a v e r a g e  s i c k  

l e a v e  f o r  o v e r  100,000 s t a t e  employees  was 8.8 d a y s ,  which is 

7 3  p e r c e n t  o f  a n  employee ' s  a n n u a l  e a r n e d  s i c k  l e a v e .  The 

Monterey County  M u n i c i p a l  C o u r t  is w i t h i n  t h e  n o r m s , o b s e r v e d  

s t a t e w i d e .  

1 

3 
1 

I 

! 

1 

. V a c a t i o n  Leave 
1 

The c o u r t  h a s  no f o r m a l  p r o c e d u r e  f o r  v a c a t i o n  l e a v e  

r e q u e s t s  and  a p p r o v a l s .  Each employee r e q u e s t s  v a c a t i o n  time 

from h i s  o r  h e r  s u p e r v i s o r ;  i f  t h e r e  is no s e r i o u s  c o n f l i c t  

w i t h  o t h e r  r e q u e s t s  o r  work load ,  t h e  request  is  fo rwarded  t o  

t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  f o r  a p p r o v a l .  

I 

1 
1 

I 
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TABLE 6 

MONTEREY COUNTY MUNICIPAL COURTS 

SICK LEAVE 

Balance  a t  t h e  Beginning 
of t h e  F i s c a l  Year 

Hours Hours 
Earned Taken 

F Y  1978-79 
F Y  1979-80 
F Y  1980-811 

6,705 4 , 156 
7,094 5,233 
8,064 4,144 

2 1 , 0 3 0  
19,569 

-- 

VACATION LEAVE 

Hours Balance  a t  t h e  Beginning 
Taken of t h e  F i s c a l  Year 

Hours 
Earned 

F Y  1978-'79 
F Y  1979-80 

7,227 
7,601 
8 , 632 

6,137 6,191 3 6,338 
8,976 

6,664 
-- FY 1980-81' 

1 
J C O M P E N S A T I O N  LEAVE 

J Hours Balance  a t  t h e  Beginning 
Taken of  t h e  F i s c a l  Year 

Hours 
Earned 

F Y  1978-79 
F Y  1979-80 
FY 1980-811 

102 
845 
768 

128 
456 

21 
414 

1,128 -- 

1 
S t r a i g h t  l i n e  p r o j e c t i o n  from f i r s t  q u a r t e r  s t a t i s t i c s .  I 
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The c o u n t y  S a l a r y  and  B e n e f i t s  R e s o l u t i o n  d i s c o u r a g e s  

s p l i t t i n g  v a c a t i o n  t i m e  d u r i n g  t h e  c a l e n d a r  y e a r .  The c o u r t ,  on 

t h e  o t h e r  hand ,  p r e f e r s  i ts  employees  t o  s p l i t  up v a c a t i o n  t ime,  

w i t h  t h e  r a t i o n a l e  t h a t  i t  is more d i f f i c u l t  t o  a d j u s t  w o r k l o a d s  

when someone is a b s e n t  f o r  s e v e r a l  w e e k s  t h a n  i t  is  when someone 

is a b s e n t  f o r  a few d a y s ,  and c a n  c a t c h  up  on h i s  o r  h e r  workload  

upon r e t u r n .  

The l i m i t e d  s t a t i s t i c s  compi l ed  on t h e  u s e  o f  v a c a t i o n  l e a v e  

do n o t  i n d i c a t e  any  problems.  I n  FY 1978-79, 8 5  p e r c e n t  of 

v a c a t i o n  l e a v e  e a r n e d  was used  a n d  i n  FY 1979-80, 8 3  p e r c e n t  was 

used .  

Augus t ,  Sep tember ,  and  Oc tobe r  were t h e  months w i t h  t h e  

h i g h e s t  l e v e l  o f  v a c a t i o n  time t a k e n .  T h i s  is  a l s o  t h e  p e r i o d  

w i t h  t h e  g r e a t e s t  number o f  cases f i l e d .  A h i g h  l e v e l  o f  

v a c a t i o n  time was a l s o  t a k e n  d u r i n g  t h e  month o f  December. 

F o r t u n a t e l y ,  t h e  number o f  f i l i n g s  d u r i n g  December is lower t h a n  

t h e  month ly  a v e r a g e .  

d u r i n g  a n y  one  month s t u d i e d  by t h e  p r o j e c t  team was 485 h o u r s  i n  

The h i g h e s t  number o f  v a c a t i o n  h o u r s  t a k e n  

a s i n g l e  b r a n c h  c o u r t ,  o r  t h e  e q u i v a l e n t  o f  2.8 f u l l - t i m e  

employees  on v a c a t i o n  f o r  t h e  month. 

I n  an  e f f o r t  t o  m a i n t a i n  a n  a p p r o p r i a t e  and  e f f i c i e n t  

s t a f f i n g  l e v e l  f o r  t h e  c o u r t ,  v a c a t i o n  l e a v e  s h o u l d  be 

m o n i t o r e d .  I f  v a c a t i o n  l e a v e  i n c r e a s e s  d u r i n g  t h e  months o f  

h e a v i e s t  f i l i n g s ,  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  f o r m a l i z e  

a v a c a t i o n  r e q u e s t  p r o c e d u r e .  
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. Compensatory Time and Overtime Expenditures 

Salary and Benefits Resolution No. 80-517 states: "It 

shall be the policy of the Board to discourage overtime." The 

decision to work staff overtime is left to the judgment of the 

clerk/court administrator. Employees working overtime are 

compensated either by pay at 1-1/2 times their salary or by 

time off at 1-1/2 times the number of overtime hours worked. 

The clerk/ court administrator, in consultation with the 

employee, decides whether to pay overtime or to grant 

compensatory leave. 

In keeping with county policy, the court has made very 

limited use of overtime. The Salinas branch is the only branch 

that had overtime expenditures from FY 1974-75 to FY 1979-80. 

The figures for earned compensatory leave show an increase 

for FY 1979-80. This increase is attributed to the extra 

effort required of employees during consolidation. Projection 

from the first quarter statistics for FY 1980-81 indicate a 

downward trend in the use of compensatory time. This straight 

line projection of compensatory time has employees earning 

compensatory leave at the rate of 9.7 hours per employee 

annually. 

. Mandated Costs 

A major element of court expenditures includes mandated 

costs. These operating costs are difficult to regulate because 

they are statutorily mandated or dependent upon factors not 

within the control of the court. These costs include expenses 
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f o r  c o u r t  r e p o r t e r s ,  t r ansc r ip t s ,  i n t e r p r e t e r s ,  i n d i g e n t  

d e f e n s e  c o u n s e l ,  w i t n e s s  f e e s ,  and j u r y  f e e s .  E x p e n d i t u r e s  f o r  

mandated c o s t s  i n  FY 1978-79 a c c o u n t e d  f o r  23 p e r c e n t  o f  t h e  

M u n i c i p a l  C o u r t  e x p e n d i t u r e s .  T a b l e  7 i l l u s t r a t e s  t h e  

e x p e n d i t u r e s  f o r  t h e s e  services from FY 1978-79 t o  a p r o j e c t e d  

e s t i m a t e  f o r  FY 1980-81. The p r o j e c t  t eam found t h a t  t h e  

m u n i c i p a l  c o u r t  is u s i n g  r e l a t i v e l y  c o s t - e f f i c i e n t  methods of  

p r o v i d i n g  mandated s e r v i c e s .  However, t h e  p r o j e c t  t eam d o e s  

have some ' s u g g e s t i o n s  f o r  p r o v i d i n g  t h e s e  s e r v i c e s  t h a t  may 

a s s i s t  i n  c o n t r o l l i n g  c o s t s .  

R e c o r d i n g  E x p e n d i t u r e s  

A prob lem h a s  been t h a t  t h e  r e c o r d s  m a i n t a i n e d  f o r  c o u n t y  

b u d g e t  p u r p o s e s  g rouped  d i f f e r e n t  e x p e n d i t u r e  items t o g e t h e r ,  

making i t  d i f f i c u l t  t o  measure how t h e  c o u r t  was d o i n g  r e l a t i v e  

t o  p r e v i o u s  y e a r s .  R e c e n t l y ,  however,  t h e  c h i e f  o f  t h e  

a c c o u n t i n g  d e p a r t m e n t  s t a r t e d  k e e p i n g  more d e t a i l e d  r e c o r d s  o f  

t h e s e  e x p e n s e s .  

rev iew of  a l l  v o u c h e r s .  These  r e c o r d s  s h o u l d  s e r v e  a s  a u s e f u l  

p l a n n i n g  t o o l .  

A c u r r e n t  r e c o r d  o f  e x p e n d i t u r e s  i s  k e p t  by 

Recommendation: T h e  r e c o r d i n g  o f  e x p e n d i t u r e s  f o r  t h e  
Monterey County Budget  s h o u l d  be changed t o  
b e t t e r  s e r v e  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r ' s  
need  t o  r e v i e w  s p e c i f i c  e x p e n s e s .  T h e  
f o l l o w i n g  b u d g e t  u n i t s  o r  l i n e  items s h o u l d  
be changed:  

. L i n e  item 62407, " c o u r t  r e p o r t e r  s e r v i c e s  
and  t r a n s c r i p t s , "  s h o u l d  be d i v i d e d  i n t o  
t w o  s e p a r a t e  c a t e g o r i e s .  

. A s e p a r a t e  l i n e  item s h o u l d  be  c r e a t e d  
f o r  p e r  diem i n t e r p r e t e r s .  
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. L i n e  item 62441, " j u r y  a n d  w i t n e s s  
expense , "  s h o u l d  be d i v i d e d  i n t o  two 
separa te  c a t e g o r i e s  t o  c o v e r  i n d i v i d u a l l y  
t h o s e  j u r y  and  w i t n e s s  e x p e n s e s  s t i l l  
c h a r g e d  t o  t h e  m u n i c i p a l  c o u r t  unde r  
u n i t  206. 

. L i n e  i t e m  62406, " L e g a l , "  s h o u l d  be 
d i v i d e d  i n t o  " a s s i g n e d  j u d g e s , "  
" a p p o i n t e d  c o u n s e l ,  " and " o t h e r  l e g a l .  I' 

1 
1 

. All e x p e n d i t u r e s  f o r  a s s i g n e d  j u d g e s  
s h o u l d  come o u t  o f  t h e  new l i n e  i tem 
above ,  i n s t e a d  o f  t h e  t h r e e  d i f f e r e n t  
l i n e  items p r e s e n t l y  used  (62406, 
"Lega l ,  I' 61012, "Temporary Employees,  'I 
and  62141, " T r a n s p o r t a t i o n  and  T r a v e l " ) .  

I 
I 

1 
1 
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. C o u r t  R e p o r t e r s  

Al though c o u r t  r e p o r t e r s  and  t r a n s c r i p t s  a r e  d i s c u s s e d  a t  

g r e a t e r  l e n g t h  i n  a s e p a r a t e  s e c t i o n  o f  t h i s  r e p o r t ,  t h e  need 

t o  m o n i t o r  c o u r t  r e p o r t e r  cos t s  is c o n s i d e r e d  here. The 

c o u r t ' s  u s e  o f  p e r  diem c o u r t  r e p o r t e r s  is c o n s i d e r e d  

a p p r o p r i a t e  s i n c e  i t  s a v e s  t h e  c o u n t y  t h e  e x p e n s e  o f  f r i n g e  

b e n e f i t s ,  and  r e s u l t s  i n  p a y i n g  r e p o r t e r s  o n l y  when t h e y  a r e  

n e c e s s a r y .  T h e  r a t e  p a i d  by t h e  Monterey County M u n i c i p a l  

C o u r t  o f  $75 p e r  day  compares  f a v o r a b l y  w i t h  t h e  a v e r a g e  p a i d  

by t h e  sample  c o u r t s  of $90 p e r  day.  

A s  o f  J a n u a r y  1, 1981,  t r a n s c r i p t  f e e s  i n c r e a s e d  $ .15 p e r  

folio of o r i g i n a l  t r a n s c r i p t .  The cour t  s h o u l d  a n a l y z e  t h e  

f i s c a l  impac t  of t h i s  fee  i n c r e a s e .  

. Per D i e m  I n t e r p r e t e r s  

The  c o s t  o f  p e r  d iem i n t e r p r e t e r s  h a s  i n c r e a s e d  

s u b s t a n t i a l l y  i n  t h e  l a s t  few y e a r s .  The  c o u r t  i s  s t a t u t o r i l y  

r e q u i r e d  t o  p r o v i d e  i n t e r p r e t e r s ,  and  pay t h e i r  fees  from t h e  
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c o u n t y  t r e a s u r y .  The c o u r t  p r e s e n t l y  u s e s  i t s  own p e r s o n n e l ,  

t h r e e  o f  whom a r e  c e r t i f i e d  by t h e  c o u n t y  t o  i n t e r p r e t  i n  

c o u r t ,  and  h i r e s  p e r  diem i n t e r p r e t e r s  when t h e  c o u r t ' s  

i n t e r p r e t e r  is n o t  a v a i l a b l e ,  o r  when i n t e r p r e t a t i o n  is needed 

f o r  a l anguage  o t h e r  t h a n  S p a n i s h .  ( F r o n t  c o u n t e r  i n t e r p r e t i n g  

is  done  by l e g a l  p r o c e s s  c l e rks  who speak  S p a n i s h . )  

T h e  p r o j e c t  t eam compared t h e  c o s t  t o  t h e  c o u r t  of  u s i n g  

i t s  own p e r s o n n e l  a g a i n s t  t h e  cos t  of  h i r i n g  p e r  diem 

i n t e r p r e t e r s .  The c o u r t  i n t e r p r e t e r  i n  t h e  S a l i n a s  b ranch  is  

c l a s s i f i e d  a s  a m u n i c i p a l  c o u r t  c l e r k ,  and r e c e i v e s  $19,905 

i n c l u d i n g  f r i n g e  b e n e f i t s  a n n u a l l y .  The d a i l y  s a l a r y  f o r  t h i s  

i n t e r p r e t e r  i s  $ 8 4  v e r s u s  $60 f o r  a p e r  diem i n t e r p r e t e r .  

On a n  a v e r a g e ,  a f u l l  d a y  of i n t e r p r e t i n g  l a s t s  o n l y  a b o u t  s i x  

h o u r s .  While  a p e r  diem i n t e r p r e t e r  d o e s  n o t  p r o v i d e  any 

f u r t h e r  s e r v i c e  t o  t h e  c o u r t ,  a c o u r t  employee c a n  p e r f o r m  

c l e r i c a l  work f o r  t h e  r e m a i n i n g  two h o u r s  of a work day .  T h e  

c o u r t r o o m  c l e r k  u t i l i z a t i o n  s u r v e y  i n d i c a t e s  t h e  i n t e r p r e t e r  i n  

S a l i n a s  p r o v i d e d  46 h o u r s  o f  c l e r i c a l  a s s i s t a n c e  i n  1 9  d a y s ,  o r  

11 

2.4 h o u r s  p e r  day .  The c o s t  f o r  t h e  c o u r t  i n t e r p r e t e r ,  

t h e r e f o r e ,  is 70  p e r c e n t  of h e r  s a l a r y  o r  $58 a day ,  

a p p r o x i m a t e l y  e q u a l  t o  t h e  c o s t  of a p e r  d iem i n t e r p r e t e r .  

l1 T h e  d a i l y  s a l a r y  f o r  t h e  c o u r t  i n t e r p r e t e r  was computed by 
t a k i n g  $ 1 9 , 9 0 5  and d i v i d i n g  t h e  a n n u a l  number o f  d a y s  a c l e r k  
s e r v e s  t h e  c o u r t :  52 w e e k s  a t  f i v e  d a y s  o r  260, less  15 
v a c a t i o n  d a y s  and n i n e  h o l i d a y s .  

l 2  Based on d a t a  f rom t h e  cour t room u t i l i z a t i o n  s u r v e y  conduc ted  
a s  a p a r t  o f  t h i s  a u d i t .  
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. I n d i g e n t  Defense  C o n f l i c t  C a s e s  

When t h e  p u b l i c  d e f e n d e r  d o e s  n o t  r e p r e s e n t  i n d i g e n t  

d e f e n d a n t s  i n  m u n i c i p a l  cou ' r t  because  of c o n f l i c t ,  c o u n s e l  is 

p r o v i d e d  i n  one o f  two ways. T h e  s u p e r i o r  and m u n i c i p a l  c o u r t s  

have  a c o n s o r t i u m  c o n t r a c t  f o r  f i r s t - l e v e l  c o n f l i c t s .  When t h e r e  

is  a s e c o n d - l e v e l  c o n f l i c t  and t h e  c o n s o r t i u m  c a n n o t  h a n d l e  t h e  

c a s e ,  c o u n s e l  is  a p p o i n t e d  by t h e  c o u r t .  T h e  combined c o s t  f o r  

f i r s t  and s e c o n d - l e v e l  c o n f l i c t s  h a s  i n c r e a s e d  57 p e r c e n t  s i n c e  FY . 

1978-79. The c o s t  of  a p p o i n t e d  c o u n s e l  h a s  i n c r e a s e d  9 3  p e r c e n t  

w h i l e  t h e  c o n s o r t i u m  c o n t r a c t  p r i c e  h a s  i n c r e a s e d  32 p e r c e n t .  

T h e  a v e r a g e  p r i c e  p e r  c a s e  unde r  t h e  c o n s o r t i u m  c o n t r a c t  f o r  

b o t h  misdemeanors  and f e l o n i e s ,  i n c l u d i n g  t h e  s u p e r i o r  c o u r t  c o s t s  

o f  more complex t r i a l s ,  was $300. The a v e r a g e  c o s t  p e r  a t t o r n e y  

a p p o i n t e d  i n  m u n i c i p a l  c o u r t  was $467. l3  

c o n t r a c t  c o s t  is c o n s i d e r a b l y  l e s s  t h a n  t h e  c o s t  p e r  a p p o i n t e d  

The c o n s o r t i u m  

a t t o r n e y ,  and is  t h e r e f o r e  more c o s t  e f f e c t i v e .  T h i s  s u g g e s t s  

t h a t  p r o p o s a l s  f o r  a c o n s o r t i u m  c o n t r a c t  f o r  s e c o n d - l e v e l  c o n f l i c t  

c a s e s  s h o u l d  be r e q u e s t e d  and rev iewed.  

Recommendation: The c o u n t y  s h o u l d  r e q u e s t  p r o p o s a l s  f o r  a 
c o n s o r t i u m  c o n t r a c t  f o r  s e c o n d - l e v e l  
c o n f l i c t  cases t o  seek c o s t  r e d u c t i o n s .  

. W i t n e s s  Fees 

I n  J a n u a r y ,  1979 t h e  d i s t r i c t  a t t o r n e y ' s  and p u b l i c  

d e f e n d e r ' s  o f f i c e s  assumed r e s p o n s i b i l i t y  f o r  payment o f  r e g u l a r  

wi tnesses  i n  m u n i c i p a l  c o u r t .  The f e e s  p a i d  by t h e  m u n i c i p a l  

l3 T h e r e  were 96 a t t o r n e y s  a p p o i n t e d  from J a n u a r y  1, 1980 t o  
J u n e  30, 1980. One h a l f  o f  FY 1979-80 e x p e n d i t u r e s  f o r  
a p p o i n t e d  c o u n s e l  was $44,810,  a v e r a g i n g  $467 p e r  a t t o r n e y .  
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court for court-appointed witness since January, 1979 represent 

a fraction of that which is paid by the district attorney and 

the public defenders for regular witnesses. The district 

attorney's estimated jury and witness expenses for 1979 were 

$105,000, compared to the municipal court's expenses of $1,153. 

. Jury Fees 

Jury fees increased 23 percent from FY 1978-79 to 

FY 1979-80. The increase in the Monterey branch was 

4 2  percent, while in the Salinas branch the increase was 

15 percent. This cost may be reduced, particularly in the 

Monterey branch, if the recommendations made in the jury 

section of this report regarding smaller jury panels in the 

Monterey branch, and better communications between the court 

and 

. 

and 

and 

are 

the jury commissioner are implemented. 

Use of Assigned Judges and Pro Tempore Judges 

There are a variety of reasons suggested for using assigned 

pro tempore judges: to fill judicial vacancies, illnesses 

vacations; to assist in special cases in which local judges 

disqualified; and to attempt to reduce delay in getting 

cases to trial. 

The use of assigned and pro tempore judges is not without 

criticism: excessive use of judicial assistance is not a 

substitute for the appointment of an appropriate number of 

judges. Also, some courts have found that there is no negative 
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impact on the court calendar if the visiting judge program is 

eliminated. The South San Mateo court eliminated its assistance 

program in FY 1979-80 without adverse effect. 

In FY 1979-80 the Monterey County Municipal Court received 

more judicial assistance from visiting judges than any other 

court in the sample. 

JUDGE-DAYS OF ASSISTANCE RECEIVED 

MONTEREY 
Sonoma 
Consol. Fresno 
Stanislaus 
R i ve r s i de 
So. San Mateo 
West Kern 
Ventura 
No. County San Diego 

Received 

324 
89 
64.5 
45 
39 
17 
70 
24 
97 

Rendered 

90.5 
7 
18 
9 
5 
0 
56 
34.5 
299.5 

Net - 
233.5 
82 
46.5 
36 
34 
17 
14 
(10.5) 
(202.5) 

The weighted caseload figures applied to the FY 1980-81 caseload 

indicate that the court's judicial requirement is 8 .2  positions. 

The annual amount of judicial manpower used at this time is 8.6 

F.T.E. positions. This suggests that greater efficiency in 

calendar management might result in a reduction in the need for 

assistance. The recommendations made in the section on calendar 

management are directed toward achieving that efficiency. 

Concurrent with the study of the calendar system, the court 

should review the need for the amount of assistance that it is 

presently receiving. 

Recommendation: The clerk/court administrator should study 
the benefits of the visiting judge program 
based on its cost. 

7 4  



1 
I 
I 
I 
I 
I 
I 
I 
1 
1 
I 
I 
1 
I 
1 
I 
I 
I 
1 

4 .  Records  Management 

The r e c o r d s  management s y s t e m s  and f i l i n g  equipment  used by 

t h e  Monterey County M u n i c i p a l  Cour t  h a s  been  a n  a rea  of 

p a r t i c u l a r  f o c u s  f o r  t h e  new c l e r k / c o u r t  a d m i n i s t r a t o r .  A t  

p r e s e n t ,  some of t h e  s y s t e m s  employed and equipment  used a r e  

i n a d e q u a t e  and  r e s u l t  i n  p r o c e d u r a l  i n e f f i c i e n c y ,  a s  well  a s  a 

l a c k  o f  p r o p e r  u t i l i z a t i o n  o f  t h e  s p a c e  a l l o t t e d  f o r  c l e r i c a l  

o p e r a t i o n s .  However, t h e  p r o j e c t  t eam found t h a t  i n  most  o f  t h e  

a r e a s  i n  which d e f i c i e n c i e s  were n o t e d ,  t h e  c l e r k / c o u r t  

a d m i n i s t r a t o r  h a s  e i t h e r  i n i t i a t e d  programs t o  a d d r e s s  t h e  

p rob lems  o r  was u n a b l e  t o  d o  so because o f  l a c k  o f  f i n a n c i a l  

s u p p o r t  f o r  n e c e s s a r y  programs o r  equipment .  The f o l l o w i n g  is 

t h e  p r o j e c t  t e a m ' s  a s s e s s m e n t  o f  t h e  r e c o r d s  and f i l i n g  s y s t e m s  

employed. 

. E l e c t r o n i c  Cash R e g i s t e r s  

The need f o r  e l e c t r o n i c  c a s h  r e g i s t e r s  is c l e a r .  The p r e s e n t  

manual mach ines  a r e  a n t i q u a t e d  and  c a n n o t  p e r f o r m  t h e  

d i s t r i b u t i o n  a n d  a c c o u n t s  r e c e i v a b l e  f u n c t i o n s  t h a t  a n  e l e c t r o n i c  

c a s h  r e g i s t e r  can .  F u r t h e r m o r e ,  t h e  p r e s e n t  mach ines  a r e  no 

l o n g e r  m a n u f a c t u r e d  and  s p a r e  p a r t s  a r e  i n c r e a s i n g l y  scarce. 

These  machines  s h o u l d  be r e p l a c e d  a s  soon  a s  p o s s i b l e .  

S p e c i f i c a t i o n s  f o r  a n  e l e c t r o n i c  c a s h  r e g i s t e r  f o r  t h e  

Monterey County M u n i c i p a l  C o u r t  have  been d e v e l o p e d  by t h e  c o u r t  

and t h e  d a t a  p r o c e s s i n g  d i v i s i o n  of  t h e  a u d i t o r ' s  o f f i c e .  Both 

a g r e e d  t h a t  t h e  s y s t e m  produced  by Data  T e r m i n a l  Sys t ems  i s  

75 



a p p r o p r i a t e  f o r  t h e  n e e d s  o f  t h e  c o u r t  and c o m p a t i b l e  w i t h  t h e  
I 

au tomated  s y s t e m  now i n  u s e .  C o n s e q u e n t l y ,  t h e  p r o j e c t  team d i d  I 
n o t  c o n d u c t  f u r t h e r  a n a l y s i s .  

7 
Recommendation: E l e c t r o n i c  c a s h  r e g i s t e r s  s h o u l d  be  

p u r c h a s e d  f o r  t h e  Monterey ,  S a l i n a s  and 
C a s t r o v i l l e  c o u r t  l o c a t i o n s .  The c a s h  
r e g i s t e r s  s h o u l d  have  t h e  c a p a c i t y  t o  access 
t h e  p r e s e n t  computer  sys t em.  

. F i l i n g  Equipment  I 
1 

C i v i l ,  c r i m i n a l ,  t r a f f i c  and small  c l a i m s  f i l e  f o l d e r s  a r e  

p r e s e n t l y  s t o r e d  i n  v a r i o u s  t y p e s  o f  open  and  c l o s e d  s h e l f ,  

l e g a l  s i z e d ,  c a b i n e t  f i l i n g  equipment  l o c a t e d  t h r o u g h o u t  t h e  

c l e r k ' s  o f f i c e .  A g e n e r a l  s y s t e m  o f  moving o l d e r  f i l e s  t o  

s e c o n d a r y  s t o r a g e  l o c a t i o n s  is u t i l i z e d .  Problems a re  c r e a t e d  

by t h e  f i l i n g  equ ipmen t  a s  i t  is n o t  s t a n d a r d i z e d  a n d  is n o t  

a l w a y s  l o c a t e d  a s  n e a r  t o  t h e  c l e rks  a s  i t  s h o u l d  be.  For 

example ,  i n  t h e  Monterey b r a n c h ,  t r a f f i c  d i v i s i o n  c le rks  have 

t o  go t o  t h r e e  l o c a t i o n s  f o r  f i l e s ,  o n l y  one o f  which is i n  t h e  

t r a f f i c  s e c t i o n .  

The c l e r k / c o u r t  a d m i n i s t r a t o r  h a s  r e c o g n i z e d  t h i s  problem 

and  o b t a i n e d  s t a n d a r d i z e d  open s h e l f  f i l i n g  equipment  f o r  

Monterey,  S a l i n a s  and  C a s t r o v i l l e .  A l s o ,  i n  t h e  p roposed  

r e l o c a t i o n  o f  t h e  c l e r k ' s  o f f i c e  i n  t h e  S a l i n a s  b r a n c h ,  t h e  

a r c h i t e c t s  a r e  g i v i n g  c a r e f u l  c o n s i d e r a t i o n  t o  t h e  l o c a t i o n  o f  

t h e  f i l i n g  equ ipmen t .  T h e  p r o j e c t  team a g r e e s  w i t h  t h e  

d e c i s i o n  t o  c o n v e r t  t o  u n i f o r m  open s h e l f  f i l i n g  a s  s u c h  

s y s t e m s  have  p roven  t o  be c o s t  and s p a c e  e f f e c t i v e ,  and p r o v i d e  

e a s y  access t o  t h e  f i l e s .  I 
7 6  
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. F i l e  F o l d e r s  

The c o u r t  p r i m a r i l y  uses l e g a l  s i z e ,  t o p  t a b  f i l e  f o l d e r s  

f o r  c r i m i n a l ,  c i v i l ,  and small  c l a i m s  m a t t e r s .  M a t t e r s  s u c h  a s  

p a r k i n g  v i o l a t i o n s  a r e  n o t  f i l e d  i n  f i l e  f o l d e r s  and t r a f f i c  

c a s e s  a r e  f i l e d  i n  a compute r -gene ra t ed  e n v e l o p e  known a s  a 

c o n v e l o p e .  Lega l  s i z e  f i l e  f o l d e r s  a re  u s e d ,  b e c a u s e  u n t i l  

r e c e n t l y  some o f  t h e  c o u r t - g e n e r a t e d  f o r m s  were l e g a l  s i z e .  

The u n i f i e d  f o r m s  program i n i t i a t e d  by t h e  c l e r k / c o u r t  

a d m i n i s t r a t o r  h a s  had a s  one  of i ts g o a l s  e l i m i n a t i o n  of  l e g a l  

s i z e  documents .  T h i s  h a s  been  accompl i shed  by t h e . i n t r o d u c t i o n  

o f  t h e  new l e t t e r  s i z e d  c r i m i n a l  d o c k e t .  Thus,  t h e  l a s t  

impediment  t o  u s i n g  l e t t e r  s i z e d  f i l e  f o l d e r s  h a s  been removed, 

and t h e  c o n v e r s i o n  t o  l e t t e r  s i z e d  f i l e  f o l d e r s  is  b e i n g  

i mpl emen t ed  . 
The p r o j e c t  team a g r e e s  w i t h  t h i s  c o n v e r s i o n  a s  t h e  

a d v a n t a g e s  a r e  numerous.  F i r s t ,  l e t t e r  s i z e  p a p e r ,  equipment ,  

and s u p p l i e s  c o s t  10 t o  30 p e r c e n t  l e s s  t h a n  l e g a l  s i z e .  

Second,  l e t t e r  s i z e  f i l i n g  equipment  o c c u p i e s  30 p e r c e n t  l e s s  

f l o o r  s p a c e  t h a n  comparab le  l e g a l  s i z e  equipment .  As a r e s u l t  

o f  t h e s e  c o m p e l l i n g  c o s t  and  s p a c e  b e n e f i t s ,  c o u r t s  i n  e i g h t  

s t a t e s  have  mandated t h a t  a l l  c o u r t  c a s e  f i l e s  be on l e t t e r  

s i z e  p a p e r .  

The c o n v e r s i o n  t o  l e t t e r  s i z e  equipment  s h o u l d  be done on a 

s t a g e d  b a s i s .  T h e r e  is  no  r e a s o n  t o  c o n v e r t  f i l e s  a l r e a d y  i n  

f o l d e r s  and t h e  c o s t  t o  do s o  would be p r o h i b i t i v e .  

Recommendation: N e w  f i l i n g s  s h o u l d  be f i l e d  i n  l e t t e r  s i z e  
f o l d e r s ,  b u t  o t h e r  cases s h o u l d  be k e p t  i n  
t h e i r  p r e s e n t  f i l e  f o l d e r s .  
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. Filing of Case Papers in the Case File 

In traffic matters, the case file is taken apart after each 

appearance and reordered. This time-consuming process is done 

at the judges' request. Changing the practice will require 

their understanding of the cost in terms of clerical effort 

versus minimal perceivable benefits. The project team suggests 

that papers should be filed chronologically. This is the 

practice in practically all courts with which the project team 

is familiar. To assist judges in finding the complaint in 

traffic and criminal matters, a red label should be attached on 

its side so that it can be immediately identified. 

Recommendation: Case papers should be filed chronologically 
and the case file not reordered after each 
appearance. The complaint should be 
identified in the file folder with a red 
label on its side. 

. Recyling File Folders 

The cost of individual file folders is $ - 3 3  per folder 

assuming color coding and end tabs. This cost can represent a 

significant recurring investment given the annual filings of 

approximately 70,000 civil, criminal, and small claims cases. 

Consequently, the court should consider recyling file folders, 

at a minimum when the contents of the file are destroyed. Even 

greater savings and faster recyling could be achieved if, at 

the time file folders are removed to secondary storage, files 

are combined, say ten to a file folder, as is done with small 

claims filings. The feasibility of combining folders in this 

manner can only be determined after study of the frequency of 

reference and the volume of paper in each individual case. 1 
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Recommendation: The c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  s t u d y  
t h e  f e a s i b i l i t y  of r e u s i n g  f i l e  f o l d e r s ,  
e i t h e r  a t  t h e  time of moving f i l e s  t o  
s e c o n d a r y  s t o r a g e  o r  a t  t h e  time o f  t h e  
d e s t r u c t i o n  of t h e  c o n t e n t s  o f  t h e  f i l e ,  

Out-Cards 

A new s y s t e m  o f  o u t - c a r d s  h a s  been i n s t i t u t e d  f o r  b o t h  c a s e  

f i l e s  a n d  d o c k e t s .  The o u t - c a r d  s y s t e m  is a s i g n i f i c a n t  

r e c o r d s  management t o o l  a s  i t  p r o v i d e s  a c o n t r o l  o v e r  t h e  

l o c a t i o n  o f  t h e s e  r e c o r d s .  A s  w i t h  o t h e r  c o n t r o l  s y s t e m s ,  

however,  i t  is o n l y  v a l u a b l e  t o  t h e  e x t e n t  t o  which i t  is 

p r o p e r l y  a d m i n i s t e r e d  and a d h e r e d  t o .  A s a m p l e  o f  1 2  o u t - c a r d s  

f o r  c r i m i n a l  d o c k e t s  was r ev iewed ,  and t h e  s i g n - o u t  p e r i o d s  had  

a mean o f  1 2 . 5  d a y s .  T h i s  i s  e x c e s s i v e .  The c l e r k / c o u r t  

a d m i n i s t r a t o r  s h o u l d  e s t a b l i s h  a p o l i c y  fo r '  t h e  l e n g t h  o f  t i m e  

d o c k e t s  and  c a s e  f i l e s  a r e  t o  b e  a l l o w e d  o u t  of t h e  d o c k e t  b i n s  

o r  o f f  t h e  s h e l f .  T h i s  p o l i c y  s h o u l d  requi re  a p e r s o n  removing 

a d o c k e t  o r  f i l e  t o  s i g n  h i s  o r  h e r  name, a 5  opposed  t o  mere ly  

s i g n i n g  " t h e  c o u r t , "  a s  is t h e  p r e s e n t  p r a c t i c e .  The 

s u p e r v i s o r  o f  e a c h  d i v i s i o n  s h o u l d  t h e n  review t h e  c a r d s  on a 

p e r i o d i c  b a s i s  and  r e t r i e v e  any d o c k e t s  o r  f i l e s  t h a t  a r e  o u t  

f o r  l o n g e r  t h a n  t h e  agreed-upon p e r i o d .  

Recommendation: Docket  and  c a s e  f i l e s  s h o u l d  be a l l o w e d  away 
from t h e i r  f i l e  l o c a t i o n  f o r  a maximum 
agreed-upon time p e r i o d  and  t h e  cour t room 
and p e r s o n  for whom t h e  f i l e  d o c k e t  is 
checked  o u t  s h o u l d  be  s t a t e d  s p e c i f i c a l l y  on 
t h e  o u t - c a r d .  
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. I n d e x e s  

The cour t  m a i n t a i n s  i n d e x e s  ffor c i v i l ,  small  claims, 

c r i m i n a l ,  and  t r a f f i c  matters. The t r a f f i c  i n d e x  is au tomated  

and  on m i c r o f i c h e .  The o t h e r  i n d e x e s  a r e  m a i n t a i n e d  m a n u a l l y ,  

b u t  t h e  c o u r t  i n t e n d s  t o  a u t o m a t e  t h e s e  i n d e x e s .  One problem 

p e r t a i n i n g  t o  t h e  manual i n d e x  i s  t h e  u s e  o f  a d u a l  i n d e x i n g  

sys t em.  

I n  c r i m i n a l  mat ters  p r i o r  t o  May, 1980,  t h e  d e f e n d a n t s '  

names were i n d e x e d  o n t o  3" x 5" c a r d s .  A f t e r  May 1, t h e  names 

a r e  e n t e r e d  i n t o  a no tebook ,  and o n t o  t h e  i n d e x  c a r d s .  T h i s  is 

u n n e c e s s a r y .  The f l e x i b i l i t y  of t h e  3" x 5" c a r d  i n d e x  

s u g g e s t s  t h a t  t h i s  s y s t e m  is b e t t e r ,  and t h e r e f o r e  t h e  notebook 

i n d e x i n g  s y s t e m  s h o u l d  be e l i m i n a t e d .  

Recommendation: T h e  notebook i n d e x i n g  s y s t e m  i n  c r i m i n a l  
c a s e s  s h o u l d  be e l i m i n a t e d .  

A number o f  c o u r t s  have found t h a t  i t  is u n n e c e s s a r y  t o  

i n d e x  s m a l l  claims mat te rs  by p l a i n t i f f  a s  w e l l  a s  by 

d e f e n d a n t .  T h e i r  r e a s o n  is t h a t  t h e  p l a i n t i f f  is aware  o f  who 

h e  o r  s h e  is  s u i n g  and c a n  t h e r e f o r e  r e t r i e v e  a c a s e  by t h e  

d e f e n d a n t ' s  name. A l s o ,  t i t l e  companies  and o t h e r s  r e s e a r c h i n g  

m a t t e r s  f i l e d  w i t h  t h e  c o u r t  a r e  i n t e r e s t e d  i n  d e f e n d a n t s  who 

migh t  have  judgments  a g a i n s t  them o r  m a t t e r s  pending .  T h i s  

i n f o r m a t i o n  can  be  o b t a i n e d  by h a v i n g  o n l y  a d e f e n d a n t  name 

i n d e x .  The i m p o r t a n c e  o f  t h i s  i s s u e  w i l l  i n c r e a s e  a s  t h e  c o s t  

o f  a n  au tomated  i n d e x i n g  s y s t e m  is c o n s i d e r e d .  

Recommendation: The p l a i n t i f f  i n d e x  i n  smal l  c l a i m s  m a t t e r s  
s h o u l d  be e l i m i n a t e d .  
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. Forms 

One of the significant benefits of consolidation has been the 

rs 
development of uniform forms for the two branch locations of the 

Monterey County Municipal Court. The clerk/court administrator 

has assigned the assistant clerk of the municipal court the task 

of unifying forms as well as establishing a forms inventory and 

control procedure. Forms have been standarized between the three 

court locations and procedures have been established for 

maintenance of an inventory, revision of forms and improvement of 

their overall usage. Standarization has included a movement 

toward more checkbox type forms and reduction to letter size 

paper. The procedures adopted appear excellent and represent a 

significant improvement in the operation of the courts. 

. Microfilming 

At present, the Salinas branch does not microfilm, but the 

Monterey branch microfilms its case files older than 1970. 

Since statutory law does not allow for the destruction of hard 

copy case files even if these files have been microfilmed, 

microfilming does not achieve any savings to the court in 

storage space. After January 1, 1981 revisions in the 

California code allow dockets to be microfilmed and destroyed 

according to the records retention schedule, but the project 

team questions the value of microfilming, as the major cause of 

storage problems is the case file. At present, the cost to 

microfilm is 40 percent of the time of one clerk typist 11, or 
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approximately $5,000 in personnel costs (including fringe 

benefits) plus materials and developing. Given the cost and I 
limited benefit, this practice is questioned. 7 
Recommendation: The court should cease microfilming. 

The clerk/court administrator agrees with this assessment 

and intends to discontinue microfilming. . 

. Records Retention 

Records are retained according to the statutory records 

retention schedule (71001-8 Government Code). Case files are 

purged once a year to determine what files can be destroyed. 

However, some records are retained longer than the statutory 

time period required. For example, receipts issued in 1970 are 

currently being stored by the court. It would appear from 

Section 4 ( b ) ( 2 )  of Section 71001-8 that these receipts could be 

destroyed after three years. The clerk/court administrator 

should delegate the responsibility for records management to a 

senior staff person in each branch with the responsibility to 

ensure that purging and destruction of court documents is 

carried out at the appropriate time. 

Recommendation: A staff member of each branch should be 
named as  a records management specialist 
with the responsibility to ensure that 
records are destroyed in accordance with the 
records retention schedule. 

. Numberinq System 

At present, the numbering system for civil, criminal, traffic 

and small claims matters consists only of a consecutive number. 

A numbering system should be adopted which includes the year and 
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the court location. For example, a case number would be 

81-M-10,000. The elements in the number show that the case was 

filed in 1981, in the Monterey branch and is the 10,000th case to 

be filed. This system has the advantage of making cases from any 

branch immediately identifiable. This will be increasingly 

important as cases begin to be transferred from branch to branch. 

Re comme nda ti on : A case numbering system should be adopted to 
include the year, court location and a 
consecutive number. 

Color Coding 

The court currently does not use color coding to identify 

either file folders or the numbers of particular file folders. 

The use of color coding can save personnel time in accessing 

files, reduce the risk of misfiling, and is a recommended 

records management technique. While this adds cost to the file 

folder, the benefit of ease of access and reduction ino the risk 

of misfiling is considered to outweigh the added costs. The 

clerk/court administrator has recognized the value of color 

coding, and has ordered case files with color coded numbers. 

Recommendation: Case numbers should be color coded. 

. Terminal Digit Filing 

A t  present case files are filed on a sequential basis, which 

results in the available file space being gradually occupied as 

more cases are filed, A filing system called terminal digit 

filing has proven to be very successful in distributing current 

files throughout the available'file space, as well as minimizing 

misfiling. In this system, the filing area is divided into a 
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hundred equal parts so that each part has the same number of 

case files and consequently the same activity rate. This 

results in the file equipment being filled up equally 

throughout the file area and cuts down on congestion in 
accessing files. 14 

Recommendation: The terminal digit filing system should be 
adopted in civil and criminal matters. 

. Pre~rinted NCS Forms 

At present, the court uses several forms such as the NCS and 
~ the docket form which require similar types of hearing 

information to be filled out individually by the clerk completing 

the form. The location of the information suggests that a 

preprinted computer generated form, or multi-part for.m, may 

result in increased efficiency. The court should review the 

possibility of computer generated forms with the county's EDP 

department. 

Recommendation: The possibility of developing preprinted 
~ computer-generated forms should be studied. 

. Biligual Signs for the Salinas Branch 

The Salinas branch has up to 70 percent either non-English- 

speaking or bilingual clients, yet the front counter signs are 

written in English only. To assist the clients, as well as to 

minimize questions put to court personnel, the front counter 

signs should be in both Spanish and English. 

14 For a complete discussion of terminal digit filing refer to 
Business Equipment and the Courts, National Center for 
State Courts, Publication No. R00309, 1977, page 23. 
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Recommendation: The s i g n s  on t h e  f r o n t  c o u n t e r  i n  S a l i n a s  

s h o u l d  be  i n  S p a n i s h  a s  wel l  a s  E n g l i s h .  

I . C r i m i n a l  Docket  Tubs 

Because  t h e  c r i m i n a l  d o c k e t s  a r e  s t o r e d  i n  a few t u b s ,  t h e  

a r ea  a round  t h e  c r i m i n a l  d o c k e t  t u b s  i n  t h e  S a l i n a s  b r a n c h  is 

crowded arid a t  times h a r d  t o  access. Adding more t u b s  w i l l  

make access t o  t h e  d o c k e t s  e a s i e r  f o r  c l e r i c a l  p e r s o n n e l .  

. Recommendation: A d d i t i o n a l  t u b s  f o r  c r i m i n a l  d o c k e t s  s h o u l d  
be o b t a i n e d  f o r  t h e  S a l i n a s  b ranch .  

. A c c e s s i n a  ConveloDes 

A s p e c i f i c  p rob lem t h a t  n e e d s  t o  be a d d r e s s e d  is a c c e s s i n g  

c o n v e l o p e s .  Because t h e  c o n v e l o p e s  do  n o t  h a v e  s i d e  o r  t o p  , 

t a b s ,  t h e  c a s e  number is n o t  r e a d i l y  v i s i b l e .  The c o u r t  s h o u l d  

u s e  numbered d i v i d e r s  w i t h  end  t a b s  between e v e r y  100 f i l e s  t o  

m a k e  f i l e  access  e a s i e r .  

Recornmenda t i  on: Numbered d i v i d e r s  w i t h  e n d  t a b s  s h o u l d  be 
used  between e v e r y  100 f o l d e r s  t o  make f i l e  
a c c e s s  e a s i e r .  
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5. Financial Planninq and Control 

. Budget Process and Limitations 

The Monterey County Municipal Court has already overrun 

several budget accounts and is projecting overruns for several 

others. In a few cases, such as per diem court reporters and 

travel for judges and visiting judges, there is little the 

clerk/court administrator can do to control such expenses. For 

most of the accounts, however, the overruns seem to have 

occured through lack of attention and concern regarding budget 

limitations, rather than because the expenses are beyond 

anyone's control. The necessity to live within a budget must 

be acknowledged and adhered to by the clerk/court administrator 

and each of the division supervisors, to the extent that the 

latter control any part of the budget. 

Since the commencement of this audit, the clerk/court 

administrator, the head of the accounting department, and the 

county's administrative analyst have initiated regular meetings 

to review expenses. A l s o ,  the chief of the accounting 

department now receives a copy of every voucher to keep records 

on expenses current. Both of these developments are 

desirable. This monitoring alone, however., is not sufficient 

absent the commitment mentioned above. 

Recommendation: The budget process and budget limitations 
must be respected. Substantial progress 
toward monitoring of expenses is being made, 
but a greater commitment to living within 
budget constraints is required. 
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. S t a n d a r d i z a t i o n  o f  P r o c e s s i n g  of Bond F o r f e i t u r e s  

I f  a d e f e n d a n t  d o e s  n o t  a p p e a r  a s  s c h e d u l e d ,  and he  o r  s h e  

h a s  been r e l e a s e d  on bond, t h e  j u d g e  n o r m a l l y  o r d e r s  bond 

f o r f e i t e d  and  a w a r r a n t  i s s u e d .  

n o t i f i c a t i o n  o f  t h e  p e r s o n  p o s t i n g  bond i n  o r d e r  f o r  t h e  c o u r t  

t o  c o l l e c t  t h e  amount p o s t e d  a s  c o l l a t e r a l  f o r  a p p e a r a n c e .  15 

I n  t h e  Monterey b r a n c h ,  bond f o r f e i t u r e s  a r e  m o n i t o r e d  by t h e  

t r a f f i c  and c r i m i n a l  d i v i s i o n s .  I n  t h e  S a l i n a s  b r a n c h ,  t h e y  

a r e  m o n i t o r e d  by t h e  a c c o u n t i n g  d i v i s i o n .  The t r a f f i c  and 

c r i m i n a l  d i v i s i o n  s t a f f  f o r m e r l y  h a n d l e d  bond f o r f e i t u r e s  i n  

t h e  S a l i n a s  b r a n c h ,  t o o ,  b u t  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  

c e n t r a l i z e d  t h e  r e s p o n s i b i l i t y  i n  t h e  a c c o u n t i n g  d i v i s i o n  t h i s  

p a s t  s p r i n g  because  a number of f o r f e i t u r e s  a p p e a r e d  t o  be 

s l i p p i n g  t h r o u g h  w i t h o u t  n o t i f i c a t i o n  o f  t h e  bondsman. I f  

p r o p e r  n o t i c e  is n o t  s e n t  w i t h i n  t h e  s t a t u t o r y  time l i m i t s ,  t h e  

c o u r t  l o s e s  t h e  r i g h t  t o  c o l l e c t  t h e  bond f o r f e i t u r e  from t h e  

bondsman. 

S t a t e  law requi res  

S i n c e  t h e  Monterey b ranch  p r e s e n t l y  a s s i g n s  t h e  t a s k  t o  t h e  

d i v i s i o n s  and t h e  S a l i n a s  b ranch  a s s i g n e d  i t  t o  d i v i s i o n s  u n t i l  

r e c e n t l y ,  i t  would seem b e s t  t o  have t h e  d i v i s i o n s  p r o c e s s  

f o r f e i t u r e s .  S u c h  a s s i g n m e n t  e l i m i n a t e s  one s t e p  now required 

i n  t h e  S a l i n a s  b ranch :  g e t t i n g  t h e  i n f o r m a t i o n  t h a t  a 

f o r f e i t u r e  h a s  o c c u r r e d  from t h e  c r i m i n a l  o r  t r a f f i c  d i v i s i o n  

t o  t h e  a c c o u n t i n g  s t a f f .  A t  p r e s e n t ,  S a l i n a s  b ranch  cour t room 

c l e r k s  a r e  t o  f i l l  o u t  a n  i n f o r m a t i o n  s l i p  f o r  e a c h  c a s e  

i n v o l v i n g  a f o r f e i t u r e ,  and t e l l  t h e  o f f i c e  s t a f f  t o  r o u t e  
, 

l5 C a l i f o r n i a  P e n a l  Code S e c t i o n  1305. 
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files involving a forfeiture to accounting. The accounting 

division apparently does not receive information about some 

cases. Therefore, they must check their bond book 

periodically, and double-check the case file if information is 

missing. Presumably, if the division were handling this work, 

at least one link in this information chain would not be needed. 

The acting assistant clerk has recommended that a tickler 

card system used in Ventura County be adopted in Monterey 

County. In this system, a card is made for each case involving 

a bond. Cards are filed by the date of the next scheduled 

action, pulled daily, and the cases checked for what happened. 

If a forfeiture notice is to be sent out, it is sent at that 

time. If a case is continued, another date set, or some other 

event is to occur, the card is moved to a new date. In this 

fashion, the staff is able to take the appropriate action as 

soon after the prescribed date as possible. This system should 

preclude overlooking needed notices if the cards are checked 

regularly. 

The chief account clerk in the Salinas branch estimates 

that the clerk handling bond forfeitures spends two hours or 

more a day on them. The card system may require slightly more 

time than the present system; if the monitoring’of forfeitures 

is returned to the divisions, that time will have to be 

absorbed by the divisions’ staff. 

The project team did not review the processing of bond 

forfeitures in Castroville, but believes the work flow there is 

light enough that it would not make much difference to whom it 

was assigned. 



Recommendation: Bond f o r f e i t u r e s  s h o u l d  be p r o c e s s e d  by t h e  
d i v i s i o n s .  A t i c k l e r  s y s t e m  s h o u l d  be s e t  
up  t o  m o n i t o r  bond f o r f e i t u r e s .  

. D a i l y  Bank D e p o s i t s  

The Monterey b r a n c h  d o e s  n o t  make a d e p o s i t  i n  t h e  bank i f  

t he re  is a n y  d i s c r e p a n c y  be tween t h e  c a s h  r e g i s t e r  t a p e s  and 

t h e  c a s h  on hand. I n  t h e  S a l i n a s  b r a n c h ,  however ,  d e p o s i t s  may 

b e  made when t h e  t o t a l  o f  t h e  c a s h  r e g i s t e r  t a p e s  e x c e e d s  t h e  

cash  on hand.  T h e  cash-on-hand t o t a l  must  be c o n f i r m e d  by a 

r e c o u n t ,  b u t  i f  i t  is, c o n f i r m e d ,  t h e  d e p o s i t  is  made. The 

a s s u m p t i o n  is made t h a t  t h e  e r ror  is a n  o v e r - r i n g  on  t h e  c a s h  

r e g i s t e r  t h a t  can be t r a c e d  and  c o r r e c t e d  t h e  n e x t  day .  I f  

t h e r e  is  more c a s h  t h a n  t h e  c a s h  r e g i s t e r  t o t a l ,  however,  t h e  

d e p o s i t  is h e l d  u n t i l  t h e  e r r o r  is found.  The c h i e f  o f  t h e  

a c c o u n t i n g  d e p a r t m e n t  would p r e f e r  t h a t  no d e p o s i t  be made 

u n t i l  t h e  c a s h  and  t h e  r e g i s t e r  t a p e s  b a l a n c e .  T h i s  i s  n o t  a 

major  problem and e n t r i e s  c a n  be r e v e r s e d  o n c e  t h e  e r r o r  is 

found ,  b u t  t h e  p r a c t i c e  of w i t h h o l d i n g  t h e  d e p o s i t  u n t i l  t h e  

c a s h  and t h e  r e g i s t e r  t a p e s  balance seems t o  be a b e t t e r  

p r a c t i c e .  The S a l i n a s  b r a n c h  h a s  a secure s a f e  i f  c a s h  m u s t  be 

h e l d  o v e r n i g h t .  

Recommendation: D a i l y  bank d e p o s i t s  s h o u l d  n o t  be  made u n t i l  
c a s h ,  c h e c k s ,  and money o r d e r s  on hand 
b a l a n c e  w i t h  t h e  c a s h  r e g i s t e r .  
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6. J u r y  Management 

J u r o r s  s e r v i n g  i n  t h e  S a l i n a s  b r a n c h  come from a s u p e r i o r  

c o u r t  p o o l  o f  j u r o r s  managed by t h e  s u p e r i o r  c o u r t  j u r y  

commiss ione r .  T h e  o n l y  invo lvemen t  o f  m u n i c i p a l  c o u r t  s t a f f  i s  

a check  by t h e  m u n i c i p a l  c o u r t  c a l e n d a r  clerk w i t h  t h e  s u p e r i o r  

c o u r t  s t a f f  r e g a r d i n g  t h e  number o f  p a n e l s  needed  on  j u r y  t r i a l  

d a y s  and t h e  r e s p o n s i b i l i t y  of t h e  c o u r t r o o m  c l e r k  and  b a i l i f f  

f o r  t h e  j u r o r s  once  t h e y  a r r i v e  i n  t h e  cour t room.  

J u r y  management i n  t h e  Monterey  b r a n c h  is t h e  

r e s p o n s i b i l i t y  o f  t h e  m u n i c i p a l  c o u r t  j u r y  c l e rk ,  e x c e p t  t h a t  

t h e  s u p e r i o r  c o u r t  j u r y  commiss ioner  p r e p a r e s  t h e  a n n u a l  l ist 

o f  q u a l i f i e d  j u r o r s .  The p r e s e n t  j u r y  c lerk h a s  h e l d  t h e  
- 

- p o s i t i o n  s i n c e  e a r l y  summer o f  1980. 

. J u r y  S e r v i c e  

The  term o f  s e r v i c e  f o r  j u r o r s  i n  t h e  S a l i n a s  b r a n c h  is two 

w e e k s ,  w h i l e  t h e  term o f  s e r v i c e  i n  t h e  Monterey  b r a n c h  is 

t h r e e  weeks.  T h e r e  is no r e a s o n  f o r  t h i s  d i f f e r e n c e  e x c e p t  

t h a t  t h e  d i f f e r e n c e  e x i s t e d  b e f o r e  t h e  c o u r t  was c o n s o l i d a t e d .  
- The t r e n d  n a t i o n a l l y  is c l e a r l y  toward  s h o r t e r  terms o f  

s e r v i c e .  The terms s h o u l d  be made t h e  same i n  t h e  two 

b r a n c h e s ;  two w e e k s  is t h e  a p p r o p r i a t e  term. T e r m s  o f  one w e e k  

- 

migh t  be  s u g g e s t e d ,  b u t  would be d i f f i c u l t  t o  a c h i e v e  i n  t h e  

- S a l i n a s  b r a n c h ,  a s  t h e  s u p e r i o r  c o u r t  is n o t  l i k e l y  t o  change 
~ i t s  term of  s e r v i c e . a t  t h i s  time. 

Recommendation: T e r m s  o f - s e r v i c e  o f  j u r o r s  i n  t h e  Monterey 
and  S a l i n a s  b r a n c h e s  s h o u l d  b e  t h e  same -- 
two w e e k s .  

- 
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. P a n e l  S i z e  

T h e  s i z e  o f  a p a n e l  o f  j u r o r s  s e n t  t o  a c o u r t r o o m  i n  t h e  

Monterey  b r a n c h  can  be smal le r .  T h e  e x p e r i e n c e  i n  t h e  S a l i n a s  

b r a n c h  is  t h a t  most o f  t h e  time a p a n e l  o f  25 is s u f f i c i e n t .  

On t h e  r a r e  o c c a s i o n s  when i t  is n o t ,  a d d i t i o n a l  j u r o r s  a r e  

o b t a i n e d  f rom t h e  s u p e r i o r  c o u r t  p o o l .  The Monterey b ranch  

uses i n i t i a l  p a n e l s  of f rom 35 t o  4 5 .  These  numbers f o r  a 

s p e c i f i c  t r i a l  may be l e s s  t h a n  t h e  i n i t i a l  p a n e l  s i z e  because  

o f  excuses f o r  t h e  day  o r  permanent  excuses t h a t  a r e  r e c o g n i z e d  

a f t e r  j u r o r s  s t a r t  t h e i r  term of s e r v i c e .  A l so ,  o v e r  t h e  

c o u r s e  o f  two w e e k s  some j u r o r s  c a n  be  e x p e c t e d  t o  d r o p  o u t  

even  i n  t h e  b e s t  o f  s y s t e m s .  - 

The a p p r o p r i a t e  number f o r  t h e  i n i t i a l  p a n e l  i n  t h e  

Monterey  b r a n c h  c a n n o t  be known a t  t h i s  time b e c a u s e  t h e  d a t a  

f o r  t h e  Monterey b r a n c h  a r e  so s p a r s e ,  b u t  a r e d u c t i o n  i n  t o t a l  

p a n e l  s i z e  o f  t e n  p e o p l e  o v e r  two w e e k s  is a b o u t  t h e  r a t e  now 

e x p e r i e n c e d .  I f  t h e  i n i t i a l  p a n e l s  a r e  h e l d  t o  35', i t  w i l l  be 

e a s i e r  t o  l i m i t  t h e  s i z e  o f  a p a n e l  g o i n g  i n t o  a cour t room f o r  

a p a r t i c u l a r  t r i a l  t o  25 ,  which e x p e r i e n c e  i n  t h e  S a l i n a s  

b ranch  s u g g e s t s  is a d e q u a t e .  l6 A s  d a t a  a r e  c o l l e c t e d  and 

p a t t e r n s  b e g i n  t o  emerge,  t h i s  f i g u r e  s h o u l d  be reexamined  and 

a d j u s t e d ,  i f  n e c e s s a r y .  Each j u r o r  i s  p a i d  $5.00 p e r  day  p l u s  

23# m i l e a g e .  I f  e a c h  o f  t h e  t h r e e  j u d g e s  i n  t h e  Monterey  
- 

- 

When 2 5  j u r o r s  p r o v e s  t o  be i n s u f f i c i e n t  f o r  a p a r t i c u l a r  
t r i a l ,  a d d i t i o n a l  j u r o r s  can  be o b t a i n e d  from t h e  o t h e r  
cour t rooms .  P r e s e n t l y  j u r o r s  a r e  n o t  r e l e a s e d  f o l l o w i n g  
c o m p l e t i o n  o f  v o i r  d i r e  i n  one cour t room u n t i l  v o i r  d i r e  is 
comple t ed  i n  a l l  c o u r t r o o m s  i n  case e x t r a  j u r o r s  a r e  
needed .  Reducing  p a n e l  s i z e  would b u i l d  on t h i s  p r a c t i c e .  

91 



b r a n c h  had s t a r t e d  v o i r  d i r e  w i t h  f i v e  t o  t e n  f ewer  j u r o r s  i n  t h e  

j u r y  t r i a l s  h e l d  be tween December 13, 1979 and  September 1980, 

t he re  would have  been  a s a v i n g s  of between $ 2 , 2 5 0  and $4,500 ( n o t  

i n c l u d i n g  m i l e a g e )  f rom t h e  smaller  p a n e l s .  

Recommendation: The s i z e  o f . p a n e l s  s e n t  t o  a c o u r t r o o m  i n  
Monterey s h o u l d  be r e d u c e d  t o  25. 

Uniform J u r y  P r o c e d u r e s  

J u r o r s  i n  t h e  S a l i n a s  b r a n c h  a re  o r i e n t e d  by t h e  s u p e r i o r  

c o u r t  s t a f f .  J u r o r s  i n  t h e  Monterey b r a n c h  a r e  o r i e n t e d ,  i f  a t  

a l l ,  by i n d i v i d u a l  j u d g e s .  A s  i n d i c a t e d  above ,  t h e  s i z e  o f  

p a n e l s  s e n t  t o  t h e  c o u r t r o o m s  d i f f e r s  i n  t h e  two l o c a t i o n s .  

The Monterey b r a n c h  h a s  a b r i e f  e x i t  q u e s t i o n n a i r e  on t h e  back 

of  a thank-you l e t t e r  s e n t  t o  e a c h  j u r o r ;  t h e  S a l i n a s  b r a n c h  

d o e s  n o t  u s e  a thank-you l e t t e r  o r  a n  e x i t  q u e s t i o n n a i r e .  

T h e r e  a r e  o n l y  a few f o r m s  used  f o r  management and  t h e  

f i n a n c i a l  o n e s  a r e  t h e  same i n  both l o c a t i o n s .  T h e r e  s t i l l  a re  

some d i f f e r e n c e s  w i t h  r e s p e c t  t o  t h e  fo rms  u s e d  by t h e  j u r y  

s t a f f s .  T h e r e  is  no a p p a r e n t  r e a s o n  f o r  these d i f f e r e n c e s  and 

no a d v a n t a g e  t o  m a i n t a i n i n g  them. 

Recommendation: J u r y  management i n  t h e  Monterey  and  S a l i n a s  
b r a n c h e s  s h o u l d  be c o o r d i n a t e d  w i t h  r e s p e c t  
t o  j u r o r  o r i e n t a t i o n ,  t h e  u s e  of  e x i t  
q u e s t i o n n a i r e s ,  and  t h e  u s e  o f  i n t e r n a l  
fo rms  f o r  management p u r p o s e s .  
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I . T r a i n i n g  o f  J u r y  C l e r k  

The j u r y  c l e r k  i n  t h e  Monterey b ranch  h a s  been on t h e  j o b  

a b o u t  s e v e n  months and  h a s  had no t r a i n i n g  i n  j u r y  management. 

The s u p e r i o r  c o u r t  j u r y  c o m m i s s i o n e r ’ s  s t a f f  a p p e a r  t o  be well  

< t r a i n e d  and t h e  j u r y  commiss ioner  h a s  a f i r m  u n d e r s t a n d i n g  of  

t h e  p r i n c i p l e s  o f  j u r y  management. The S a l i n a s  and Monterey 

o p e r a t i o n s  a r e  d i f f e r e n t ,  b u t  t h e  j u r y  c le rk  i n  t h e  Monterey  

b ranch  would b e n e f i t  n o n e t h e l e s s  f rom m e e t i n g  w i t h  and t a l k i n g  

t o  t h e  s u p e r i o r  c o u r t  s t a f f  and o b s e r v i n g  t h e  s u p e r i o r  c o u r t  

j u r y  o p e r a t i o n .  

Recomrnenda t i  on : The j u r y  c l e rk  i n  t h e  Monterey b r a n c h  s h o u l d  
have  t h e  o p p o r t u n i t y  t o  o b s e r v e  j u r y  
management i n  S a l i n a s .  

. M a i n t a i n i n g  Da ta  on J u r y  S e r v i c e  

Data  m a i n t a i n e d  on m u n i c i p a l  c o u r t  j u r y  s e r v i c e  a r e  

i n a d e q u a t e .  The s u p e r i o r  c o u r t  j u r y  commiss ioner  i n  t h e  

S a l i n a s  b r a n c h  h a s  b e t t e r  d a t a  t h a n  t h e  Monterey  b r a n c h ,  w h i c h  

h a s  none. I t  is d i f f i c u l t  t o  manage a j u r y  s y s t e m  

i n t e l l i g e n t l y  w i t h o u t  a s t a t i s t i c a l  p i c t u r e  o f  how i t  is 

o p e r a t i n g .  Fo r  i n s t a n c e ,  t h e  t y p i c a l  p a n e l  s e n t  t o  a cour t room 

i n  t h e  S a l i n a s  b r a n c h  is 22  t o  25 p e o p l e .  I n  t h e  Monterey 

b r a n c h ,  i t  is  30 t o  35 and somet imes  more. Data  a r e  needed t o  

d e t e r m i n e  whe the r  t h e  e x t r a  j u r o r s  a r e  used i n  t h e  Monterey 

b ranch .  l7 

c a l l  f o r  s e r v i c e ,  one n e e d s  t o  know how many j u r o r s  a r e  excused  

I n  o r d e r  t o  d e t e r m i n e  t h e  p r o p e r  i n i t i a l  p a n e l  t o  

l7 One judge  i n  t h e  Monterey b ranch  s a y s  he r e g u l a r l y  uses 35 
j u r o r s  o r  more, b u t  t h a t  need n o t  be  t h e  case f o r  t h e  o t h e r  
two j u d g e s .  
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b e f o r e  t h , e  term of s e r v i c e  s t a r t s  and  how many f a l l  o u t  d u r i n g  

t h e  t e r m  of s e r v i c e .  The j u r y  c lerk i n  t h e  Monterey b ranch  h a s  

a " g u e s s t i m a t e "  b a s e d  on h e r  s h o r t  e x p e r i e n c e  on t h e  j o b ,  b u t  

t h e r e  a r e  no  d a t a .  Data s h o u l d  be k e p t  and rev iewed from time 

t o  time t o  a s s u r e  t h a t  t h e  system is o p e r a t i n g  e f f i c i e n t l y .  

Recommendation: The j u r y  c l e rk  i n  t h e  Monterey b r a n c h  s h o u l d  
m a i n t a i n  d a t a  r e g a r d i n g  j u r o r  u sage  t o  
p e r m i t  i d e n t i f i c a t i o n  of areas  i n  which 
improvements  c o u l d  be made. 

T h e  s u p e r i o r  c o u r t  j u r y  commiss ioner  s h o u l d  be r e q u e s t e d  t o  

m a i n t a i n  s i m i l a r  d a t a ,  a t  l e a s t  w i t h  r e s p e c t  t o  m u n i c i p a l  c o u r t  

j u r o r s .  M u n i c i p a l  c o u r t  cour t room c le rks  w i l l  have  t o  a s s i s t  

i n  t h e  c o l l e c t o n  of t h o s e  d a t a .  

. M u l t i p l e - P a r t  J u r o r  Forms 

I n  b o t h  t h e  Monterey and S a l i n a s  b r a n c h e s  t h e  j u r y  s t a f f  

h a s  t o  t y p e  t h e  names and a d d r e s s e s  o f  j u r o r s  on s e v e r a l  

d i f f e r e n t  forms .  Each time a name and a d d r e s s  is t y p e d  t h e  

chance  of e r r o r  i n c r e a s e s .  I t  s h o u l d  be p o s s i b l e  t o  r e d e s i g n  

t w o  o r  t h r e e  forms s o  t h a t  t h e  s p a c e  f o r  names and  a d d r e s s e s  is 

t h e  same on e a c h  form,  t h e r e b y  p e r m i t t i n g  c a r b o n  p a p e r  o r  

p r e s s u r e - s e n s i t i v e  p a p e r  t o  be u s e d  t o  r e d u c e  t h e  number o f  

t imes t h e  name and  a d d r e s s  m u s t  be r e t y p e d .  

Recommendation: T h e  fo rms  used f o r  r e c o r d i n g  i n f o r m a t i o n  
a b o u t  j u r o r s  s h o u l d  be r e d e s i g n e d  t o  r educe  
t h e  number of o c c a s i o n s  on which t h e  j u r o r s '  
names and a d d r e s s e s  a r e  e n t e r e d .  

94 



I . TeleDhone Call-In bv Jurors 

1 The Monterey branch uses a telephone message system to 

advise jurors each day whether their service is required the 

next day. This type of system has saved courts across the 

country substantial amounts through better control of the 

number of jurors appearing and the timing of their appearance. 

Savings also are achieved in some courts because staff is saved 
I 

the often time-consuming and frustrating task of calling each 

juror to provide this information. 

The superior court jury commissioner does not use this 

system. Instead, his staff calls each juror if there are any 

changes in need. The jury commissioner is aware of the systems 

and has reasonable justification for not installing them. Even 

acknowledging the validity of those arguments, however, there 

remain occasions when the system might help in the Salinas 

branch, too. 

Recommendation: The county should consider the purchase and 
installation of a telephone call-in system 
for all jurors. 

. Weekly Postcard Reminders 

Each Wednesday of the first and second week of a term in 

the Monterey branch the jury clerk types and mails out a 

postcard reminding jurors of their service the following week. 

This is time-consuming for the clerk and expensive in terms of 

postage (over 100 postcards a week are mailed). The clerk and 

court should assume that when jurors are summoned to appear and 

do appear the first week, they can be expected to remember the 

95 



l e n g t h  of  t h e i r  s e r v i c e .  The j u d g e s  a l s o  s h o u l d  b e  a d v i s i n g  

j u r o r s  a t  t h e  c o m p l e t i o n  of  a t r i a l  t o  check  w i t h  t h e  

code-a-phone r e g a r d i n g  f u t u r e  s e r v i c e .  I t  s h o u l d  b e  e v e n  l e s s  

n e c e s s a r y  t o  send  o u t  c a r d s  i f  t h e  term of se rv ice  is reduced  

t o  two w e e k s .  

The c a r d  i s  used  a l s o  t o  a d v i s e  j u r o r s  o f  t h e i r  p a n e l  

number. T h i s ,  t o o ,  t h e y  s h o u l d  be e x p e c t e d  t o  remember. I f  

t h e  c o u r t  w i s h e s  t o  change  a j u r o r ' s  p a n e l  number, t h i s  c a n  be 

done t h r o u g h  t h e  code-a-phone. To make sure  t h a t  t h e  j u r o r s  do  

n o t  f o r g e t  t h e  code-a-phone number, a smal l  b u s i n e s s  c a r d  can 

be p r i n t e d  w i t h  t h e  code-a-phone number on i t ,  which c a n  be 

handed t o  e a c h  j u r o r  on t h e  f i r s t  day  of s e r v i c e .  

Recomrnenda ti on: The j u r y  c l e r k  i n  t h e  Monterey b r a n c h  s h o u l d  
c e a s e  s e n d i n g  o u t  weekly  p o s t a l  r e m i n d e r s  of  
t h e i r  s e r v i c e  t o  j u r o r s .  

96 



7. Case f low and C a l e n d a r  Management 

The a s s e s s m e n t  o f  j u d i c i a l  pe r fo rmance  is n o t  a p a r t  of  

t h i s  a u d i t .  An a n a l y s i s  o f  c e r t a i n  c a s e f l o w  and c a l e n d a r  

management i s s u e s  is o f f e r e d  h e r e  as t h e i r  e f f i c i e n c y  a f f e c t s  

c l e r i c a l  o p e r a t i o n s .  Any c l e r i c a l  time s a v e d  i n  s c h e d u l i n g ,  

a p p e a r i n g  i n  c o u r t ,  o r  o t h e r  c a l e n d a r  a c t i v i t y  r e p r e s e n t s  

p o t e n t i a l  t ime t h a t  c a n  be s p e n t  work ing  i n  t h e  o p e r a t i o n a l  

u n i t s .  

D i f f e r e n c e s  i n  C a l e n d a r i n q  B e t w e e n  Branches  

T h e r e  a r e  s e v e r a l  d i f f e r e n c e s  i n  t h e  o v e r a l l  c a l e n d a r s  i n  

t h e  S a l i n a s  and Monterey b r a n c h e s  t h a t  e x t e n d  beyond t h e  f a c t  

t h a t  t h e  S a l i n a s  b r a n c h  h a s  C a s t r o v i l l e  t o  s e r v i c e  and  h a s  a n  

e x t r a  j u d g e .  P e r h a p s  t h e  most  s t r i k i n g  d i f f e r e n c e  i s  t h e  

1 5 . 5  h o u r s  of j u d i c i a l  time p e r  w e e k  d e v o t e d  t o  t r a f f i c  

a r r a i g n m e n t s  i n  t h e  S a l i n a s  b r a n c h  compared t o  o n l y  f i v e  ho 

p e r  w e e k  by a commiss ione r  i n  t h e  Monterey b ranch .  I t  is 

c l e a r  why t h e  S a l i n a s  j u d g e s  d e v o t e  so  much time e a c h  w e e k  t o  

t r a f f i c  a r r a i g n m e n t s .  O t h e r  d i f f e r e n c e s  e x i s t  a s  w e l l ,  a s  

e v i d e n c e d  by t h e  a n a l y s i s  i n  T a b l e  8 .  The S a l i n a s  b ranch  

c a l e n d a r  a l s o  c o n t a i n s  more s h o r t  b l o c k s  o f  t i m e  a l l o t t e d  t o  

v a r i o u s  c a l e n d a r  items t h a n  t h e  c a l e n d a r  i n  t h e  Monterey 

b r a n c h .  T h e r e  may be l e g i t i m a t e  r e a s o n s  f o r  t h e  d i f f e r e n c e s  i n  

c a l e n d a r s  i n  t h e  two l o c a t i o n s ,  t h e  most o b v i o u s  b e i n g  t h e  

l a n g u a g e  p rob lems  i n  t h e  S a l i n a s  b r a n c h ,  b u t  a g r e a t e r  

s i m i l a r i t y  would seem t o  be p o s s i b l e .  
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TABLE 8 

ANALYSIS OF PRESENT CALENDARS 
FOR SALINAS AND MONTEREY 

Calendar A c t i v i t y  

T r a f f i c  Arraignment 

General 

Walk-in 

S p e c i a l  

Sentencing 

Criminal  Arraignments 

Law and Motion 

C i v i  1 

Criminal  

P r e t r i a l  Conferences 

Pre l iminary  Hearings 

C i v i l  Court  T r i a l s  

Criminal  Court  T r i a l s  

T r a f f i c  Court  T r i a l s  

S m a l l  C l a i m s  Tr ia l s  

J u r y  Tr ia l s  

Ju ry  T r i a l  Conferences 

Week Days Scheduled T o t a l  Hours Scheduled 

Monte r e y  

MTWThF 

MTWThF 

MTWThJ? 

Th 

MTWThF 

MTWThF 

ThF 

M 

M 

Tw 

MThF 

Tw 

MTu 

S a l i n a s  Monterey S a l i n a s  

5 (CMR) ** 

MTWThF 5 

MTWThF 10.5 

MWF 3.75 4 

MTWThF 15  15 

M .5 1.5 

M 3.75 5 

MWF 3.75 4.5 

WF 14  + 15" 28.5 

MTTh 4.5 + 3* 2.5 + 13* 

M 3 +.5(CMR)** 3 

MTh 6 +.5 (CMR) ** 1 3  (CMR) ** 

W F  3 + 3*+2(CMR)** 6.5 + 6.5(CMR)** 

TTh 30 + 15* 26 + 13* 

MTWTh 3 5 

* Time scheduled for  t w o  p o s s i b l e  case a c t i v i t i e s ,  depending on need. 

** Time  scheduled fo r  t h e  commissioner. 
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The p r o j e c t  t eam d i d  n o t  i d e n t i f y  any major  p rob lems  I ’  
1 a s s o c i a t e d  w i t h  t h e  d i f f e r e n c e s  i n  t h e  two c a l e n d a r s .  The  

p r e s e n t  c a l e n d a r s  may be a f f e c t i n g  j u r y  management a d v e r s e l y ,  

however.  More t h a n  h a l f  of t h e  j u r y  t r i a l s  i n  b o t h  l o c a t i o n s  

e x t e n d  t o  a s econd  day .  I n  t h e  Monterey b r a n c h ,  j u r y  t r i a l s  

a r e  s c h e d u l e d  f o r  two c o n s e c u t i v e  d a y s  (Tuesday and  Wednesday) 

w h i l e  i n  t h e  S a l i n a s  b ranch  t h e y  a r e  s c h e d u l e d  f o r  two d a y s  

(Tuesday and  T h u r s d a y )  b u t  w i t h  a n  open  d a y  i n  be tween,  I n  t h e  

Monterey b r a n c h ,  j u r y  t r i a l s  o f t e n  a r e  c o n t i n u e d  t o  F r i d a y  f o r  

c o m p l e t i o n  and i n  t h e  S a l i n a s  b r a n c h  t r i a l s  t h a t  s t a r t  on 

Tuesday o f t e n  end  on Wednesday and t h o s e  on Thursday  o f t e n  end 

on F r i d a y .  The consequence  i n  b o t h  c o u r t s  i s  d i s r u p t i o n  o f  t h e  

n e x t  d a y ’ s  c a l e n d a r .  The  j u r y  t r i a l  s c h e d u l e  s u g g e s t e d  h e r e  

a t t e m p t s  t o  d e a l  w i t h  t h i s  problem.  I t  is  n o t  c l e a r  whe the r  t h e  

t i m e  a l l o t e d  i n  t h e  N a t i o n a l  Cen te r ’ s  s u g g e s t i o n  is s u f f i c i e n t ,  

however ,  because t h e r e  a r e  no good d a t a  on j u r y  t r i a l s .  T h e  

c a l e n d a r  c l e r k s  and  j u r y  c l e r k s  s h o u l d  be  c o n s u l t e d  by t h e  

j u d g e s  b e f o r e  t h e  j u d g e s  make a f i n a l  d e c i s i o n  a b o u t  how j u r y  

t r i a l s  migh t  be r e s c h e d u l e d .  

The p r o j e c t  team h a s  d e v e l o p e d  two a l t e r n a t i v e s  t o  s e r v e  a s  

a s t a r t i n g  p o i n t  f o r  d i s c u s s i o n  f o r  t h e  j u d g e s .  ’Both o p t i o n s  

a r e  based  on t h e  f o l l o w i n g  p r o p o s i t i o n s  o r  a t t e m p t  t o  move 

toward  t h e  f o l l o w i n g  g o a l s :  

. Each day s h o u l d  have a s  few d i f f e r e n t  t y p e s  o f  c a s e s  
and c a l e n d a r  a c t i v i t i e s  a s  p o s s i b l e  i n  o r d e r  t o  
minimize  c o n f u s i o n  o f  s t a f f  and t h e  p u b l i c  and  t o  
maximize t h e  e f f i c i e n t  f l o w  o f  p a p e r  t h r o u g h  t h e  c o u r t .  

. The commiss ioner  s h o u l d  hear a l l  t r a f f i c  a r r a i g n m e n t s  
and v i r t u a l l y  a l l  s m a l l  c l a i m s  and  t r a f f i c  t r i a l s .  
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. R e c e s s i n g  a j u r y  t r i a l  for 36 t o  4 0  h o u r s  is d i s r u p t i v e  
t o  j u r o r s ,  a t t o r n e y s ,  and l i t i g a n t s .  

. I f ,  i n  t h e  f u t u r e ,  cases a r e  t r a n s f e r r e d  from one  
l o c a t i o n  t o  a n o t h e r ,  s i m i l a r  c a l e n d a r s  i n  t h e  two 
l o c a t i o n s  w i l l  min imize  p o s s i b l e  c o n f u s i o n  among c o u r t  
s t a f f ,  l i t i g a n t s ,  and a t t o r n e y s .  

. I f  j u d g e s  a r e  s h a r e d  between b r a n c h e s ,  i t  w i l l  be 
e a s i e r  t o  move a judge  f rom one l o c a t i o n  t o  a n o t h e r ,  
e s p e c i a l l y  on s h o r t  n o t i c e ,  i f  t h e  c a l e n d a r s  a r e  
a r r a n g e d  s i m i l a r l y .  

Comparison o f  t h e  a n a l y s i s  i n  T a b l e  8 w i t h  T a b l e s  9 and 10 w i l l  

i d e n t i f y  t h e  d i f f e r e n c e s  between t h e  p r e s e n t  and  p roposed  

c a l e n d a r s .  

Recommendation: T h e  c o u r t  s h o u l d  examine t h e  d i f f e r e n c e s  i n  
t h e  c a l e n d a r s  i n  t h e  Monterey  and  S a l i n a s  
b r a n c h e s  t o  d e t e r m i n e  whe the r  t h e  h o u r s  
a l l o c a t e d  f o r  e a c h  a c t i v i t y  i n  e a c h  l o c a t i o n  
a r e  n e c e s s a r y .  

Recommendation: S i n c e  a m a j o r i t y  of t h e  j u r y  cases r e q u i r e  
more t h a n  one day t o  c o m p l e t e ,  j u r y  t r i a l s  
s h o u l d  be s c h e d u l e d  f o r  two and  a h a l f  d a y s  
r a t h e r  t h a n  two. Tuesday ,  Wednesday, and 
Thursday  morning a r e  recommended. 
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TABLE 9 

ANALYSIS OF PROPOSED CALENDAR: OPTION 1 
FOR SALINAS AND MONTEFSY 

Week Days Scheduled Total Hours Scheduled 

Calendar Activity 

Traffic Arraignment 

GenePal 

Walk-in 

Spec ia 1 

Sentencing . 

Criminal Arraignments 

Law and Motion 

Civil 1 
1 

Criminal 1 

Pretrial Conferences 

Preliminary Hearings 

Civil Court Trials 

Criminal Court Trials 

Traffic Court Trials 

Small Claims Trials 

Jury Trials 

Jury Trial Conferences 

Salinas Monterey Salinas Monterey 

--- 
--- 
MTWThF 

MTWThF 

MTWThF 

MTWThF 

ThF 

MTh 

M 

MI? 

TWTh 

--- 

MTWThF CMR* * 5 

5.5 

MTWThF 5 5 

MTWThF 15 15 

MTWThF 5 5 

MTWThF 5 5 

ThF 18 26.5 

MTh 5 + 7.5* 2.5 + 10* 

M 4.5 3.0 

1.5 + CMR** 3.0 + CMR** 

MF 4 5.5 

TWTh 27 + 7.5* 38 + 10* 

0 0 --- 

* Time scheduled for two possible case activities, depending on need. 

* *  Time scheduled for the commissioner. 
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TABLE 10 

Calendar Activity 

ANALYSIS OF PROPOSED CALENDAR -Option 2 
FOR SALINAS AND MONTEFEY 

Week Days Scheduled Total Hours Scheduled 

Traffic Arraignment 

General 

Walk-in 

Special 

Sentencing 

Criminal Arraignments 

Law and Motion 

Civil ) 

1 
Criminal ) 

Pretrial Conferences 

Preliminary Hearings 

Civil Court Trials 

Criminal Court Trials 

Traffic Court Trials 

Small Claims Trials 

Jury Trials 

Jury Trial Conferences 

Monterey Salinas Monterey Salinas 

--- CMR* * CMR* * --- 

MTh MTh 2 2 

MTh MTWThF 6 15 ' 

MTh 

MTh 

ThF 

M 

M 

T 

F 

TWTh 

--- 

** Time scheduled for the commissioner. 

MTh 

MTh 

ThF 

M 

M 

T 

M 

TWTh 

--- 

4.5 

4.5 

22.5 

4.5 

2.5 

2.0 

3.0 

43' 

3 

5.5 

a . 5  

32.0 

4.5 

2.5 

2.0 

3.0 

51.5 

3 
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. J u r y  T r i a l  C o n f e r e n c e s  

The e f f e c t i v e n e s s  of t h e  j u r y  t r i a l  c o n f e r e n c e s  i s  

q u e s t i o n a b l e .  Be t te r  t h a n  h a l f  o f  t h e  c a s e s  s c h e d u l e d  f o r  j u r y  

t r i a l  c o n f e r e n c e s  s e t t l e  o r  a r e  c o n t i n u e d ,  b u t  t h e  cases l e f t  

on t h e  c a l e n d a r  f o r  t h e  f o l l o w i n g  day  a r e  o f t e n  n o t  r e a d y  f o r  

t r i a l .  The t r i a l  a t t o r n e y s  from t h e  d i s t r i c t  a t t o r n e y ' s  and 

t h e  p u b l i c  d e f e n d e r ' s  o f f i c e s  do n o t  a l w a y s  a t t e n d  t h e  

c o n f e r e n c e s .  The c r e d i b i l i t y  o f  b o t h  t h e  c o n f e r e n c e s  and t h e  

t r i a l  c a l e n d a r  i s  l e s s e n e d  i n  t h e s e  c i r c u m s t a n c e s .  Even when 

p u b l i c  o r  p r i v a t e  t r i a l  a t t o r n e y s  a t t e n d  t h e  c o n f e r e n c e s ,  t h e  

c o n f e r e n c e s  o b s e r v e d  by t h e  p r o j e c t  team s u g g e s t  t h a t  t h e  

a t t o r n e y s  p r e p a r e  t h e  case a f t e r  t h e  c o n f e r e n c e  r a t h e r  t h a n  

b e f o r e ,  making t h e  c o n f e r e n c e  i t s e l f  o f  o n l y  m a r g i n a l  v a l u e .  

T h e r e  were 11 o c c a s i o n s  between between O c t o b e r  1, 1979 and 

September  30, 1980 on which  t h e  s u p e r i o r  c o u r t  b r o u g h t  i n  two 

p a n e l s  of j u r o r s ,  y e t  no j u r y  t r i a l  s t a r t e d .  ( P r o p o r t i o n a t e l y ,  

more of  t h o s e  were i n  t h e  l a s t  qua r t e r  o f  1979,  b e f o r e  t h e  

c o n s o l i d a t i o n . )  I n  e v e r y  case i n  which t h e  s u p e r i o r  c o u r t  j u r y  

commiss ioner  was t o l d  t h a t  t h e r e  would be t h r e e  p a n e l s  needed ,  

- 

a t  l e a s t  one  t r i a l  s t a r t e d ,  b u t  even  s o  t h e r e  were 4 3  d a y s  i n  

which  t h r e e  j u r y  p a n e l s  were c a l l e d  i n  and o n l y  18 on which a l l  

t h r e e  p a n e l s  were u s e d .  

D e s p i t e  t h e  e v i d e n c e  s u g g e s t i n g  t h e  c o n f e r e n c e  c o u l d  be 

more e f f i c i e n t ,  t h e  j u d g e s  i n t e r v i e w e d  b e l i e v e  q u i t e  s t r o n g l y  

t h a t  t h e  c o n f e r e n c e  is b e n e f i c i a l .  S i n c e  t h e  d a t a  a r e  n o t  good 
- 

enough t o  a r g u e  c o n v i n c i n g l y  o t h e r w i s e  a t  t h i s  t i m e ,  i t  would 

be u s e f u l  t o  t e s t  t h e  j u d g e s '  s u p p o r t  f o r  t h e  v a l u e  o f  t h e  

-1 c o n f e r e n c e s  i n  a c o n t r o l l e d  e x p e r i m e n t .  Some c a s e s  s h o u l d  be  
J 
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se l ec t ed  randomly n o t  t o  have  a c o n f e r e n c e  and  t h e  r e s u l t s  

r e g a r d i n g  c o n t i n u a n c e s ,  s e t t l e m e n t s ,  and l e n g t h  o f  t r i a l  compared 

w i t h  t h e  same r e s u l t s  i n  cases t h a t  had  t h e  c o n f e r e n c e .  

I f  t h e  c o u r t  would p r e f e r  n o t  t o  u n d e r t a k e  a c o n t r o l l e d  

e x p e r i m e n t  t o  t e s t  t h e  c o n f e r e n c e s '  v a l u e ,  some change  i n  

p r o c e d u r e  seems t o  be r e q u i r e d  t o  make t h e  c o n f e r e n c e s  more 

e f f e c t i v e .  E x p e r i e n c e  a c r o s s  t h e  c o u n t r y  s u g g e s t s  t h a t  p r e t r i a l  

c o n f e r e n c e s  a r e  most  e f f e c t i v e  when l a w y e r s  have  t o  do some w o r k  

b e f o r e  coming t o  t h e  c o n f e r e n c e  and have  t o  p r e p a r e  a w r i t t e n  

document i n  advance  o f  t h e  c o n f e r e n c e  t o  document t h a t  work. I t  

would a l s o  h e l p  i f  t h e  a t t o r n e y s  t r y i n g  t h e  c a s e s  a t t e n d e d  t h e  

c o n f e r e n c e s .  T h e  w r i t t e n  m a t e r i a l  t h a t  might  be p r o v i d e d  by t h e  

l a w y e r s  s h o u l d  i n c l u d e  c o n f i r m a t i o n  t h a t  t h e y  have  t a l k e d  a b o u t  

t h e  c a s e  p r i o r  t o  t h e  d a t e  o f  t h e  w r i t i n g  and  o u t l i n e  o f  a l l  

o f f e r s  made and  t h e  p r e s e n t  p r o s p e c t s  f o r  s e t t l e m e n t .  The  

w r i t t e n  s u b m i s s i o n  c o u l d  be r e q u i r e d  even  i f  i t  is  n o t  p o s s i b l e  

t o  r e q u i r e  t h e  t r i a l  a t t o r n e y s  t o  a t t e n d  t h e  c o n f e r e n c e .  

Recommendation: The c o u r t  s h o u l d  c o n s i d e r  e x p e r i m e n t i n g  w i t h  
t h e  e l i m i n a t i o n  o f  t h e  j u r y  t r i a l  c o n f e r e n c e  

* t h e  a f t e r n o o n  b e f o r e  a s c h e d u l e d  j u r y  t r i a l ,  
o r  e f f o r t s  s h o u l d  be made t o  make t h e  
c o n f e r e n c e  more p r o d u c t i v e .  

. C r i m i n a l  A r r a i g n m e n t s  

Both t h e  Monterey and S a l i n a s  b r a n c h e s  a r r a i g n  c r i m i n a l  

d e f e n d a n t s  d a i l y .  I n c a r c e r a t e d  d e f e n d a n t s  c h a r g e d  i n  t h e  

Monterey b r a n c h  a re  a r r a i g n e d  the re  and t h e r e f o r e  must  be 

t r a n s p o r t e d  from S a l i n a s  t o  Monterey .  The c a l e n d a r s  f o r '  

c r i m i n a l  a r r a i g m e n t s  d o u b t l e s s  r e f l e c t  p r a c t i c e s  b e f o r e  t h e  two 

c o u r t s  were c o n s o l i d a t e d .  
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The j a i l  i n  S a l i n a s  is a p p r o x i m a t e l y  t h r e e  miles  from t h e  

c o u r t h o u s e ;  i t  i s  s i x t e e n  miles from t h e  Monterey c o u r t h o u s e .  

I t  would be e n e r g y  e f f i c i e n t ,  s h o u l d  r e d u c e  t h e  s h e r i f f ' s  

p e r s o n n e l  n e e d s  f o r  p r i s o n e r  t r a n s p o r t a t i o n ,  and p r o b a b l y  would 

improve s e c u r i t y  i f  a l l  i n c a r c e r a t e d  d e f e n d a n t s  were a r r a i g n e d  

i n  S a l i n a s .  B e f o r e  a f i n a l  d e c i s i o n  is made r e g a r d i n g  t h e  

change ,  however ,  t h e  s h e r i f f ,  d i s t r i c t  a t t o r n e y ,  and p u b l i c  

d e f e n d e r  s h o u l d  b e  c o n s u l t e d  r e g a r d i n g  how t h i s  change  would 

e f f e c t  t h e i r  o p e r a t i o n s .  

Recommendation: A l l  c u s t o d y  a r r a i g n m e n t s  s h o u l d  be h e l d  i n  
t h e  S a l i n a s  b r a n c h .  

. Master J u r y  C a l e n d a r  C a l l  

J u r y  t r i a l s  i n  b o t h  t h e  Monterey and S a l i n a s  b r a n c h e s  a r e  

s c h e d u l e d  f o r  and c o n t r o l l e d  by e a c h  j u d g e  on a n  i n d i v i d u a l  

b a s i s .  T h u s ,  one  j u d g e  may have two o r  t h r e e  c a s e s  r e a d y  f o r  

t r i a l  and  a n o t h e r  none,  b u t  t he re  is no  mechanism f o r  t h e  

s e c o n d  j u d g e  t o  r e c e i v e  a c a s e  from t h e  f i r s t .  

C a s e s  a r e  a s s i g n e d  t o  t r i a l  j u d g e s  a t  t h e  j u r y  t r i a l  

c o n f e r e n c e s .  F a c t o r s  s u c h  a s  t h e  l i k e l i h o o d  o f  a t r i a l  s t a r t ,  

t h e  a t t o r n e y s  i n v o l v e d ,  and  t h e  es t imated  l e n g t h  o f  t r i a l  a r e  

c o n s i d e r e d  when c a s e s  a r e  a s s i g n e d .  T h i s  s c h e d u l i n g  o f  t r i a l s  

t h e  a f t e r n o o n  b e f o r e  t h e  t r i a l  d a t e  is  i n t e n d e d  t o  s e r v e  t h e  

same p u r p o s e  a s  a m a s t e r  c a l e n d a r  a s s i g n m e n t ,  b u t  b e c a u s e  of 

t h e  p rob lems  n o t e d  above ,  i t  is  n o t  e f f e c t i v e  i n  d o i n g  s o .  

Recommendation: J u r y  t r i a l s  i n  e a c h  b ranch  s h o u l d  be c a l l e d  
f o r  t r i a l  i n  one  c o u r t r o o m  and t h e n  a s s i g n e d  
t o  a v a i l a b l e  c o u r t r o o m s  based  on i n f o r m a t i o n  
d e v e l o p e d  a t  c a l e n d a r  c a l l .  

107 



Use of a master c a l e n d a r  on t h e  d a y  o f  t r i a l  w i l l  n o t  

i n c r e a s e  t h e  l i k e l i h o o d  o f  judge-shopping  and  t h e r e f o r e  d e l a y  

se t t lement  now a c h i e v e d  a t  t h e  j u r y  t r i a l  c o n f e r e n c e s ,  b e c a u s e  

a s s i g n m e n t s  t o  c o u r t r o o m s  now o c c u r  a f t e r  d i s c u s s i o n  of 

s e t t l e m e n t  h a s  c o n c l u d e d  i n  t h e  j u r y  t r i a l  c o n f e r e n c e s .  I f  

j udge  s h o p p i n g  i s  a f a c t o r  i n h i b i t i n g  s e t t l e m e n t s  now a t  t h e  

j u r y  t r i a l  c o n f e r e n c e s ,  t h e  new a r r a n g e m e n t  w i l l  n o t  change  

t h a t .  I f  i t  i s  a f a c t o r ,  t h e r e  s h o u l d  b e  no change ,  e i t h e r .  

. S c h e d u l i n g  P r e l i m i n a r y  H e a r i n g s  

The Monterey b r a n c h  p r e s e n t l y  s c h e d u l e s  p r e l i m i n a r y  

h e a r i n g s  f o r  a l l  d a y  Thursday ,  b u t  o f t e n  h a s  t o  e x t e n d  them 

i n t o  F r i d a y .  The S a l i n a s  b r a n c h  s c h e d u l e s  most  o f  F r i d a y  f o r  

p r e l i m i n a r y  h e a r i n g s .  The p r o j e c t  team d i d  n o t  hear c o m p l a i n t s  

t h a t  t h e r e  were  p rob lems  c o m p l e t i n g  p r e l i m i n a r y  h e a r i n g s  on 

F r i d a y s  i n  t h e  S a l i n a s  b ranch .  A d d i t i o n a l  time seems t o  be 

requi red  i n  t h e  Monterey  b r a n c h  and might  be d e s i r a b l e  i n  t h e  

S a l i n a s  b r a n c h  a s  we l l .  I f  it. is  n o t  r e q u i r e d  i n  t h e  S a l i n a s  

b r a n c h ,  o t h e r  m a t t e r s  c a n  be s c h e d u l e d  f o r  F r i d a y  a f t e r n o o n .  

Recommendation : P r e l i m i n a r y  h e a r i n g s  s h o u l d  be  s c h e d u l e d  f o r  
Thursday  a f t e r n o o n s  and  a l l  d a y  F r i d a y .  

108 



8 .  T r a i n i n g  

One o f  t h e  ma jo r  e f f o r t s  of t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  

h a s  b e e n  i n  t h e  a r e a  o f  t r a i n i n g .  T h i s  e m p h a s i s  h a s  r e s u l t e d  1 
i n  r e g u l a r  s t a f f  m e e t i n g s ,  a mass o r i e n t a t i o n  f o r  a l l  

employees ,  i n - s e r v i c e  t r a i n i n g  programs,  and a t t e n d a n c e  a t  

l o c a l ,  s t a t e  and  n a t i o n a l  t r a i n i n g  programs.  Comments from 

c o u r t  s t a f f  i n d i c a t e  a g e n e r a l  s u p p o r t  and  e n t h u s i a s m  f o r  such  

I 
m =zz 

- t r a i n i n g .  N e v e r t h e l e s s ,  f u t u r e  t r a i n i n g  e f f o r t s  w i l l  b e t t e r  

s e r v e  t h e  c o u r t  i f  c e r t a i n  p r a c t i c e s  a re  m o d i f i e d  and  

i n t e g r a t e d  i n t o  a c o o r d i n a t e d  t r a i n i n g  program. 

. O r i e n t a t i o n  

A g e n e r a l  o r i e n t a t i o n  t o  t h e  C a l i f o r n i a  j u d i c i a l  sys t em was 

g i v e n  t o  c o u r t  employees  i n  August  and Se,ptember o f  1980 by t h e  

c l e r k / c o u r t  a d m i n i s t r a t o r .  The  c l e r k / c o u r t  a d m i n i s t r a t o r  u s e d  

t h e  C a l i f o r n i a  C o u r t s  manual p r e p a r e d  by t h e  C o n f e r e n c e  of  

C a l i f o r n i a  J u d g e s .  The manual d e s c r i b e s  t h e  v a r i o u s  c o u r t s  i n  

t h e  s t a t e ,  p r e - t r i a l  c i v i l  p r o c e d u r e s ,  p r e - t r i a l  c r i m i n a l  

p r o c e d u r e s ,  and t r i a l  p r o c e d u r e s .  

Any new c l e r k  h i r e d  by t h e  c o u r t  is r e q u i r e d  t o  s t u d y  t h e  

J u d i c i a l  C o u n c i l  o f  C a l i f o r n i a ' s  I n t r o d u c t i o n  t o  t h e  Munic ipa l  

and J u s t i c e  C o u r t s ,  which is a b a s i c  i n - s e r v i c e  t r a i n i n g  

program f o r  e n t r y  l e v e l  d e p u t y  c l e rks  o f  t r i a l  c o u r t s  i n  

C a l i f o r n i a .  A t  t h e  end o f  e a c h  s e c t i o n  t h e y  must  c o m p l e t e  a 

s e l f - a d m i n i s t e r e d  t e s t  t h a t  comes w i t h  t h e  manual.  T h i s  t e s t  

i s  s c o r e d  and  r e t a i n e d  i n  t h e  e m p l o y e e ' s  p e r s o n n e l  f i l e .  N e w  

employees a r e  g i v e n  a copy o f  t h e  Monterey County C o u r t  Manual 
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as an orientation to the Monterey County Municipal Court, a 

copy of the court's Offical Rules, a standard county Employee 

Benefits Check-List, and copies of "Clerk's Vocabulary," Book 1 

(Criminal Action) and Book 2 (Civil Action). All of the above 

noted practices are helpful to a new employee and should be 

continued. 

Although the court has never signed any union contract, 

employees with classifications covered by county bargaining 

agreements may join such bargaining units. The court does 

follow all county personnel policies, practices and procedures, 

and provides to its employees the same fringe benefits 

available to county employees. However, court employees are 

not presently provided copies of documents relating to these 

items. They should be given copies. 

Recommendation: New employees should be given copies of the 
county's general employee unit memorandum of 
understanding, Personnel Resolution 
No. 80-399, and the Salary and Benefits 
Resolution No. 80-517 as part of their 
orientation. New memoranda and resolutions 
should be provided to all employees and 
posted on employee bulletin boards. 

- . Job Descriptions 

Most of the employees interviewed did not have copies of 

their job descriptions. As indicated earlier in this report, 

some were even confused as to their official job title. Each 

I 
I 

. employee should be provided a copy of his or her job 

description. 

I 
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Recommendation: Each employee should receive a copy of his 
or her job description at the time of hiring 
or promotion . 

. Procedures Manuals 

Each division in the court has a binder or folder with 

copies of forms used in their unit. Some divisions, such as 

parking, have even developed in-house procedures manuals to 

supplement the California Municipal Court Clerks Association 

Manuals. These items are not provided to individual 

employees. The procedures manual being developed as a part of 

this project will describe the tasks required for each function 

within a division. Portions of these manuals should be copied 

from the master manual and given to an individual employee. 

These sections should relate to the specific duties assigned to 

- that employee. Additional sections should be given to the 

employee when there is a change in tasks or duties. 

Recommend a t i on : Employees should be provided with a copy of 
the portions of the department's procedures 
manual that cover their duties and 
responsibilities. 

. Standard Tests for Clerks 

The Clerks Association Manuals should still be used by the 

court as basic orientation materials. The supplemental 

- training and testing from the courts' procedures manuals will 

assure the development on uniform practices and eliminate the 

typical "learn by your mistakes" method of training. 
- 

- 
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Recommendation: S t a n d a r d  t e s t  q u e s t i o n s  s h o u l d  be deve loped  
f o r  e a c h  p o r t i o n  o f  a d e p a r t m e n t ' s  manual.  
Employees s h o u l d  be r e q u i r e d  t o  s t u d y  
r e l e v a n t  p o r t i o n s  o f  t h e  d e p a r t m e n t ' s  
p r o c e d u r e s  manual and p a s s  a w r i t t e n  t e s t  
r e l a t i n g  t o  r e l e v a n t  d u t i e s  d u r i n g  t h e  
p r o b a t  i.on p e r i o d .  

. A t t e n d a n c e  a t  T r a i n i n g  Programs 

T h e  c l e r k / c o u r t  a d m i n i s t r a t o r  h a s  i n s t i g a t e d  a n  a m b i t i o u s  

program o f  a t t e n d a n c e  a t  t r a i n i n g  programs a t  t h e  l o c a l ,  s t a t e  

and n a t i o n a l  l e v e l .  Whi le  t h e  programs a t t e n d e d ,  i n  most 

i n s t a n c e s ,  a p p e a r  t o  have  mer i t ,  t a k e n  c o l l e c t i v e l y ,  t he re  

seems t o  be a n  o v e r e m p h a s i s  on a t t e n d a n c e  a t  t h e s e  programs t o  

t h e  d e t r i m e n t  o f  t h e  day-to-day o p e r a t i o n s  o f  t h e  c o u r t .  - 

For  example,  d u r i n g  t h e  p e r i o d  from J u l y  1, 1980 t o  

November 30, 1980 ,  c o u r t  employees a t t e n d e d  a t o t a l  o f  76 d a y s  

a t  p rograms o f f e r e d  by t h e  Monterey Bay Area R e g i o n a l  T r a i n i n g  

C e n t e r .  Four  employees  a t t e n d e d  t h e  J u d g e s ,  M a r s h a l s  and 

C o n s t a b l e s  A s s o c i a t i o n  m e e t i n g  f o r  t h ree  d a y s ,  t h ree  employees 

a t t e n d e d  t h e  r e c o r d s  management s e m i n a r  o f  t h e  N a t i o n a l  C e n t e r  

f o r  S t a t e  C o u r t s  f o r  t h r e e  d a y s ,  and  two employees  a t t e n d e d  t h e  

G r a n t s m a n s h i p  T r a i n i n g  C o n f e r e n c e  f o r  f i v e  d a y s .  The d o l l a r  
- 

- c o s t  i n  f e e s  f o r  t h e s e  programs was $7 ,413 ,  and  t h e  t o t a l  

- number o f  d a y s  i n  a t t e n d a n c e  was 115 .  

The p o s i t i v e  a s p e c t  o f  t h e s e  programs is t h e  knowledge t h a t  

t h e  c o u r t  employees  o b t a i n  t h r o u g h  t h e i r  a t t e n d a n c e .  On t h e  

o t h e r  hand,  o v e r e m p h a s i s  on t r a i n i n g  o u t s i d e  t h e  c o u r t  can  have 

n e g a t i v e  impac t  on i t s  o p e r a t i o n .  The most o b v i o u s  s u c h  impac t  

is  t h e  l o s s  o f  p e r s o n n e l  t i m e .  T h e  115  d a y s  of t r a i n i n g  

i 
I 
I 
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r e p r e s e n t s  t h e  e q u i v a l e n t  of one c l e rk  p e r  day  away f rom t h e  

c o u r t  f o r  t h e  e n t i r e  s ix-month p e r i o d .  T h i s  is a k i n  t o  a one  

t o  two p e r c e n t  r e d u c t i o n  i n  s t a f f .  More i m p o r t a n t l y ,  t h e  

p e r s o n s  a t t e n d i n g  t h e  programs g e n e r a l l y  a r e  key management 

p e r s o n n e l  whose d a i l y  p r e s e n c e  is c ruc ia l  t o  t h e  smooth 

o p e r a t i o n  o f  t h e  c o u r t .  A l so ,  t h e  c o s t  o f  a t t e n d a n c e  a t  t h e s e  

programs q u i c k l y  mounts .  T h i s  can  be seen by t h e  s h i f t  i n  t h e  

s o u r c e s  o f  e x p e n d i t u r e s  i n  t h e  m i l e a g e  and t r a v e l  l i n e  items 

f o r  t h e  c o u r t  be tween FY 1979-80 and J u l y  1 t h r o u g h  December 5 ,  

1980.  

P e r c e n t a g e  o f  T o t a l  E x p e n d i t u r e s  

J u l y  l-Dec. 5 
FY 1979-80 1980 

62.1 31.5 

S o u r c e  

V i s i t i n g  J u d g e s  

Monterey County  
J u d g e s  

C 1 e r k /C ou r t 
A d m i n i s t r a t o r  

0 t h e  r Employe e s 

6.3 

18.7 

14 .3  

17.2 

36.5 

The c o s t  o f  m i l e a g e  and  t r a v e l  f o r  t h e  n o n j u d i c i a l  p e r s o n n e l  

r e p r e s e n t s  54 p e r c e n t  o f  t h e  t o t a l  e x p e n d i t u r e s ,  up from 

25 p e r c e n t  t h e  p r e v i o u s  f i s c a l  y e a r .  $17,000 of  t h e  $24,550 

budge t  h a s  a l r e a d y  been  s p e n t  a f t e r  o n l y  s i x  months of  t h e  

f i s c a l  y e a r .  

The  c o n t e n t  o f  t h e  programs se l ec t ed  f o r  a t t e n d a n c e  is, i n  

some i n s t a n c e s ,  o f  q u e s t i o n a b l e  v a l u e .  Fo r  example ,  1 5  

employees  were r e g i s t e r e d  f o r  t h e  " P o s i t i v e  Approaches  t o  

- E f f e c t i v e  D i s c i p l i n e "  s e m i n a r  o f f e r e d  by t h e  Monterey  Bay Area 
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Regional Training Center. 

nature would seem to be more appropriate for employees to 

attend on their own time, at night or on the weekend, and not 

during court hours. 

Attendance at a program of this 

In general, it is the project team's assessment that 

out-of-court training programs and seminars need to be selected 

carefully with a demonstrated benefit to the court that will 

justify the loss of employee time during the training. 

Recommendation: Attendance at training programs outside the 
court should be' limited to selected 
employees and courses of major importance to 
the court. 

. Annual Training Program 

The ambitious emphasis on training at the Monterey County 

lvlunicipal Court is positive. However, the different intiatives 

in the training area do not appear to fit into an overall 

training program with clearly stated objectives. There do not 

appear to be goals associated with the program and there is no 

way to measure its success or lack thereof. Other departments 

~ within the county outline in considerable detail the objectives 

- of their training programs, employees to be targeted and the 

types of training and programs to be sought out. The 

clerk/court administrator should give the development of such 

an annual program high priority. 

I 
I 

Recomrnenda ti on: The clerk/court administrator should develop 
an annual training program which outlines 
training objectives for the year. 

I 
I 
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. Exchanging Staff Between Branches 

The clerk/court administrator is actively attempting to 

standardize practices, procedures and forms between court 

locations. Supervisors for a given division are .exchanged 

between locations for a week. During this time they work at 

all the desks in the other location's division. Staff also are 

exchanged for a day to work at the desk of their counterparts 

in the other location. This practice has helped in the 

standarization effort. However, it is time-consuming and 

disruptive of normal operations. As has been stated elsewhere, 

the project team believes one of the greatest needs of the 

court at this time is stability, to have division supervisors 

working uninterruptedly with personnel in their division. The 

exchange of supervisors among branches undermines this need. 

When stable, trained staffs have been developed in each 

division, the idea of exchanging supervisors and other court 

personnel for short periods can be reconsidered. 

Recommendation: The practice of exchanging s t a f f  between the 
- Monterey and Salinas branches for training 

purposes should be discontinued. 

. Cross-Training - - = 

3 
Most divisions have attempted to cross-train employees 

I within a division. This effort should be continued. 

Recommendation: Employees should be cross-trained at all 
positions within their division. I 

I 
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I . R o t a t i n g  Employees 

I While  r o t a t i n g  p e r s o n n e l  between b r a n c h e s  is n o t  

recommended a t  t h i s  t ime, t h e  p r o j e c t  team d o e s  see b e n e f i t s  i n  I 
h a v i n g  s e l e c t e d  employees  a s s i g n e d  t o  a new u n i t .  T h i s  

e x p e r i e n c e ,  p a r t i c u l a r l y  i n  r e l a t e d  a r e a s  s u c h  a s  p a r k i n g  and 

t r a f f i c ,  w i l l  expand t h e  employees '  u n d e r s t a n d i n g  of t h e  

~ c l e r k ' s  o p e r a t i o n ,  c r ea t e  a b r o a d e r  b a s e  o f  backup p e r s o n n e l  

f o r  c o v e r a g e  d u r i n g  employee a b s e n c e  due  t o  v a c a t i o n  o r  

i l l n e s s ,  and p r o v i d e  t h e  c l e r k / c o u r t  a d m i n i s t r a t o r  w i t h  a n o t h e r  

s o u r c e  o f  e v a l u a t i o n  of t h e  i n d i v i d u a l  e m p l o y e e ' s  pe r fo rmance  

t o  u l t i m a t e l y  d e t e r m i n e  t h e  bes t  p l a c e m e n t  f o r  h i m  o r  h e r  and 

work a r e a s  t h a t  need  t o  be improved. Such t r a n s f e r s  s h o u l d  be 

f o r  a minimum of t h r e e  months t o  a l l o w  t h e  c l e r k  t o  t r u l y  

become f a m i l i a r  w i t h  t h e  work of t h e  d i v i s i o n .  
\ 

Recommendation: A program s h o u l d  be d e v e l o p e d  t o  r o t a t e  
employees  t o  o t h e r  d i v i s i o n s  f o r  p e r i o d s  o f  
a t  l e a s t  t h r e e  months.  
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9.  P r o c e d u r e s  Manuals  

. . S t a t e w i d e  Manuals  

A t  p r e s e n t ,  t h e  b a s i c  p r o c e d u r a l  manua l s  i n  u s e  c o n s i s t  o f  

t h e  C a l i f o r n i a  M u n i c i p a l  C o u r t  C l e r k s  A s s o c i a t i o n  manuals  f o r  

c r i m i n a l ,  c i v i l ,  smal l  c l a i m s ,  c o u r t r o o m  c le rks ,  and a p p e a l s  

m a t t e r s .  I n  a d d i t i o n ,  t h e r e  a re  manuals  r e l a t e d  t o  t h e  

t e c h n i c a l  a s p e c t s  o f  u s i n g  t h e  au tomated  s y s t e m s ,  s u c h  a s  t h e  

d a t a  e n t r y  p r o c e d u r e s  manual.  The a c c o u n t i n g  s e c t i o n  uses a 

manual o f  a c c o u n t i n g  d e v e l o p e d  by t h e  o f f i c e  of t h e  s t a t e  

- c o n t r o l l e r .  The manua l s  o u t l i n i n g  p r o c e s s i n g  o f  cases  a r e  w e l l  

t h o u g h t  o u t ,  b u t  a r e  n e c e s s a r i l y  q u i t e  g e n e r a l  a s  t h e y  a p p l y  t o  

p r o c e d u r e s  used  i n  a l l  m u n i c i p a l  c o u r t s  i n  C a l i f o r n i a .  

C o n s e q u e n t l y ,  t h e s e  manuals  a r e  r e f e r r e d  t o  by c l e r k s  r e g a r d i n g  

g e n e r a l  q u e s t i o n s  t h e y  m i g h t  have .  They do  n o t  h a v e  s p e c i f i c  

g u i d e l i n e s  as t o  t h e  p r o c e d u r e s  f o l l o w e d  by a n y  one  d e s k  i n  t h e  

Monterey  County  M u n i c i p a l  C o u r t .  

The c l e r k / c o u r t  a d m i n i s t r a t o r ' s  s t a f f  h a s  n o t  gone t h r o u g h  

t h e  manua l s  and e l i m i n a t e d  p r o c e d u r e s  n o t  u sed  o r  a d a p t e d  t h e  

p r o c e d u r e s  t o  t h e  Monterey County M u n i c i p a l  C o u r t .  For 

example ,  t h e  fo rms  i n  these  m a n u a l s . a r e  t h e  fo rms  s u g g e s t e d  by 

t h e  C a l i f o r n i a  M u n i c i p a l  C o u r t  C l e r k s  A s s o c i a t i o n  Manuals  a s  

opposed t o  t h e  a c t u a l  fo rms  used  i n  Monterey County .  T h e  

c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  r ev iew t h e s e  manua l s  and 

i n s e r t  l o c a l  fo rms  i n  p l a c e  o f  t h e  sample  fo rms  t h a t  a r e  

p r e s e n t l y  i n  t h e  manual  and ,  a s  p o s s i b l e ,  a d a p t  p r o c e d u r e s  

o u t l i n e d  t o  l o c a l  p r a c t i c e .  
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~ 

Recommendation: The s t a t e w i d e  manual i n  u s e  s h o u l d  be 
r ev iewed ,  l o c a l  fo rms  s u s t i t u t e d  f o r  t h e  
sample  fo rms  u s e d ,  and  p r o c e d u r e s  a d a p t e d  t o  
l o c a l  p r o c e d u r e s  where n e c e s s a r y .  

~ 

. L o c a l  P r o c e d u r e s  Manuals  

The a s s i s t a n t  c l e r k / c o u r t  a d m i n i s t r a t o r  and t h e  d i v i s i o n  

- s u p e r v i s o r s  have  been  working  on document ing  p r o c e d u r e s  i n  

s p e c i f i c  a r e a s  where  there  h a s  been  a p r o c e d u r a l  change ,  o r  a 

d i f f i c u l t y  h a s  been  n o t e d  i n  c a r r y i n g  o u t  p r o c e d u r e s .  These  

p r o c e d u r e s  a r e  w r i t t e n  o u t  and k e p t  i n  e a c h  d i v i s i o n  t o  which 

t h e y  a p p l y ,  a s  w e l l  a s  i n  t h e  m a s t e r  f o l d e r  m a i n t a i n e d  by t h e  

c l e r k / c o u r t  a d m i n i s t r a t o r .  P r o c e d u r e s  which have  been 

- documented a r e  a s  f o l l o w s :  1) p a r k i n g ,  2) b a i l  bonds ,  

3 )  d u p l i c a t e  a b s t r a c t s ,  4 )  s e a r c h  w a r r a n t s ,  5 )  f i l i n g  r e t u r n s  

and  i n v e n t o r y ,  6 )  payment o f  a t t o r n e y  f e e s ,  and  7 )  a p p e a l s .  
. 

As a p a r t  o f  t h i s  p r o j e c t ,  p r o c e d u r a l  manua l s  w i l l  be 

deve loped .  The development  of t h e s e  p r o c e d u r e s  w i l l  f i l l  a g a p  

which e x i s t s  a t  p r e s e n t .  However, t h e  c o u r t  m u s t  r e a l i z e  t h a t  

p r o c e d u r a l  manuals  w i l l  be v a l u a b l e  o n l y  i f  t h e r e  is commitment 

t o  e n s u r e  t h a t  t h e y  a r e  p r o p e r l y  used ,  and e s p e c i a l l y  t h a t  t h e y  

a r e  k e p t  c u r r e n t .  Any c h a n g e s  i n  forms ,  p r o c e d u r e s ,  o r  l e g a l  

r e q u i r e m e n t s  m u s t  be i m m e d i a t e l y  i n t e g r a t e d  i n t o  t h e  p r o c e d u r a l  

- 

manual.  Too o f t e n ,  t h e r e  is a t e n d e n c y  n o t  t o  see p r o c e d u r a l  

manuals  a s  dynamic documents  r e q u i r i n g  p e r i o d i c  upkeep i n  o r d e r  

f o r  t h e m  t o  r e t a i n  t h e i r  v a l u e .  

Recommendation: A p r o c e d u r e  for p e r i o d i c  u p d a t i n g  of t h e  
p r o c e d u r a l  manuals  t h a t  w i l l  be d e v e l o p e d  a s  
a p a r t  o f  t h i s  p r o j e c t  s h o u l d  be a d o p t e d .  
T h i s  i n c l u d e s  a s s i g n e d  r e s p o n s i b i l i t y  f o r  
d r a f t i n g  r e v i s i o n s ,  d e v e l o p i n g  a 
d i s t r i b u t i o n  l i s t ,  and  e n s u r i n g  t h a t  e a c h  
d i v i s i o n  a d h e r e s  t o  t h e  p r o c e d u r e s  o u t l i n e d .  
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10. Management and P l a n n i n g  

Annual R e p o r t  

A t  p r e s e n t ,  t h e  Monterey County M u n i c i p a l  C o u r t  d o e s  n o t  

have  some o f  t h e  elements t h a t  t h e  p r o j e c t  team a s s o c i a t e s  w i t h  

s t r o n g  management and p l a n n i n g .  For  example ,  t h e  c o u r t  d o e s  

n o t  p r e p a r e  a n  a n n u a l  r e p o r t ,  n o r  i s  t h e r e  a s t a t e m e n t  o f  a n  

a n n u a l  program t h a t  t h e  c o u r t  is g o i n g  t o  u n d e r t a k e .  T h i s  is 

t h e  r e s u l t ,  i n  p a r t ,  o f  t h e  major  t a s k  t h e  c l e r k / c o u r t  

a d m i n i s t r a t o r  h a s  had t o  u n d e r t a k e  t o  b r i n g  t h e  c o u r t  i n t o  a 

c o n s o l i d a t e d  s t r u c t u r e .  H i s  p r i o r i t i e s  p r o p e r l y  have  been 

d e d i c a t e d  t o  i s s u e s  t h a t  r e l a t e  d i r e c t l y  t o  c o n s o l i d a t i o n .  

However, a s  t h i s  a d m i n i s t r a t i o n  moves i n t o  i t s  second  y e a r ,  i t  

i s  e s s e n t i a l  t h a t  b e t t e r  documen ta t ion  and  commitment t o  

management and  p l a n n i n g  documents  be d e v e l o p e d .  I n  t h e  o p i n i o n  

o f  t h e  p r o j e c t  team, some o f  t h e  p rob lems  w i t h  c o s t  o v e r r u n s  

t h a t  o c c u r r e d  i n  t h e  e x p e n d i t u r e s  f o r  t e m p o r a r y  h e l p  and  t r a v e l  

b u d g e t s  would have  been  b e t t e r  u n d e r s t o o d  had t h e  boa rd  of  

s u p e r v i s o r s  a n d  t h e  a d m i n i s t r a t i v e  o f f i c e  been  p r o v i d e d  w i t h  

more c o m p l e t e  d o c u m e n t a t i o n  of t h e  programs o f  t h e  c l e r k / c o u r t  

a d m i n i s t r a t o r  a n d  t h e i r  d i r e c t i o n s .  

Recommendation: The Monterey County M u n i c i p a l  C o u r t  s h o u l d  
p r e p a r e  an  a n n u a l  r e p o r t  which i n c l u d e s  a 
s t a t e m e n t  o f  t h e  a c t i v i t y  d u r i n g  t h e  
p r e v i o u s  y e a r  and  t h e  p rograms  t h a t  t h e  
c o u r t  w i l l  u n d e r t a k e  d u r i n g  t h e  coming y e a r  
and  s u b s e q u e n t  y e a r s .  T h i s  c a n  be 
a c c o m p l i s h e d  t h r o u g h  t h e  a d o p t i o n  o f  a 
program b u d g e t  approach .  
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. Management R e p o r t s  

T h e  c l e r k / c o u r t  a d m i n i s t r a t o r  h a s  i n s t i t u t e d  a number o f  

p o l i c i e s  t h a t  s h o u l d  prove.  b e n e f i c i a l  i n  terms o f  management 

and p l a n n i n g .  For  example ,  t h e r e  a r e  m e e t i n g s  h e l d  on a 

r e g u l a r  b a s i s  w i t h  t h e  s u p e r v i s o r s  o f  t h e  d i v i s i o n s  t o  d i s c u s s  

m u t u a l  p roblems.  However, t h e r e  a r e  no management r e p o r t s  t h a t  

p r o v i d e  i n f o r m a t i o n  on  wh ich  t o  base d e c i s i o n s  s u c h  a s  t h e  need 

- 

~ f o r  a d d i t i o n a l  p e r s o n n e l .  The c l e r k / c o u r t  a d m i n i s t r a t o r  s h o u l d  

seek t o  remedy t h i s  s i t u a t i o n .  

Recomrnenda t i o n :  Management r e p o r t s  r e f l e c t i n g  t h e  workload  
i n  e a c h  d i v i s i o n  s h o u l d  be d e v e l o p e d .  The 
i n d i c a t o r s  o f  workload  s h o u l d  be  deve loped  
by e a c h  d i v i s i o n .  

- 

The a p p r o p r i a t e  workload  i n d i c a t o r s  m u s t  be d e t e r m i n e d  on a 

d i v i s i o n  by d i v i s i o n  b a s i s .  They s h o u l d  be  i n d i c a t o r s ,  l i k e  

f i l i n g s ,  t h a t  c a n  be c h a r t e d  on a n  a n n u a l  b a s i s .  They s h o u l d  

be r e f l e c t i v e  o f  c l e r i c a l  work load ,  and  be u s e f u l  i n  

po l i cymak ing  d e c i s i o n s .  For  example ,  a t  p r e s e n t  t h e  p a r k i n g  

d i v i s i o n  d o e s  n o t  r e g u l a r l y  m a i n t a i n  i n f o r m a t i o n  on t h e  number 

of c o u r t e s y  n o t i c e s  s e n t ,  and how many p a r k i n g  c i t a t i o n s  a r e  

p a i d  a f t e r  n o t i c e .  T h i s  is b a s i c  management i n f o r m a t i o n  f o r  

j u s t i f y i n g  a d d i t i o n a l  p e r s o n n e l ,  a s  w e l l  a s  e s t a b l i s h i n g  

p o l i c i e s  r e g a r d i n g  how a g g r e s s i v e l y  t h e  c o u r t  s h o u l d  p u r s u e  

s e n d i n g  n o t i c e s .  A s  h a s  been men t ioned ,  one  c o u r t ,  a f t e r  

a n a l y z i n g  t h e  r e t u r n s  r e l a t i v e  t o  t h e  c o s t s  i n  t h i s  a rea ,  h a s  

e l ec t ed  n o t  t o  s e n d  n o t i c e s .  
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The development of management reports requires a time 

commitment, and there is a chance of over-reporting 

information. There are ways to minimize time requirements. 

The best method is to l.imit the reports to a sample basis, 

e.g., gather the information for a month once every six 

months. At this point, the most important step is for the 

court to identify the workload indicators on which to base 

decisions.such as the need for additional personnel. 
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11. F a c i l i t i e s  

. S a l i n a s  Branch 

The i s s u e  o f  f a c i l i t i e s ,  i n  a n  a u d i t  of  c o u r t  o p e r a t i o n s ,  

is  c o n s i d e r e d  p r i m a r i l y  i n  terms o f  t h e  adequacy  o f  p r e s e n t  

f a c i l i t i e s  and  w h e t h e r  improvements  can  be  made, and s e c o n d l y ,  

whe the r  t h e  p r o j e c t e d  growth  o f  t h e  c o u r t  w a r r a n t s  i n i t i a t i n g  

a n  e f f o r t  t o  o b t a i n  new f a c i l i t i e s .  I n  t h e  S a l i n a s  b r a n c h  o f  

t h e  Monterey County  M u n i c i p a l  C o u r t ,  t h e s e  two i s s u e s  have been 

j o i n e d .  The c o u n t y  is i n  t h e  p r o c e s s  o f  s h i f t i n g  t h e  c l e r k ' s  

o f f i c e  t o  a n o t h e r  p a r t  of  t h e  c o u n t y  o f f i c e  complex and  

- 

c o n v e r t i n g  the a r e a  p r e s e n t l y  o c c u p i e d  by t h e  c l e r k s  i n t o  a 

c o u r t r o o m ,  w i t h  s p a c e  f o r  t h e  c o n s t r u c t i o n  o f  a second  

cour t room.  T h e  a d d i t i o n  of  a cour t room w i l l  p r o v i d e  a 

permanent  d e p a r t m e n t  f o r  t h e  f o u r t h  j u d g e .  The c a p a c i t y  t o  

c r e a t e  a s e c o n d  new c o u r t r o o m  w i l l  h a n d l e  t h e '  p r o j e c t e d  need t o  

c r e a t e  a n o t h e r  j u d i c i a l  p o s i t i o n  w i t h i n  t h e  n e x t  f i v e  y e a r s .  

Rega rd ing  t h e  move o f  t h e  c l e r k ' s  o f f i c e ,  t h e  p r o j e c t  team is  

working  w i t h  t h e  a r c h i t e c t s  c o n t r a c t e d  by t h e  c o u n t y  r e v i e w i n g  

t h e  sequence  of t h e ' m o v e s  and t h e  l a y o u t  o f  t h e  o f f i c e  s p a c e .  

Recommendations a r e  b e i n g  made d i r e c t l y  t o  t h e  c o u n t y  and  t o  

t h e  a r c h i t e c t s  i n  s e p a r a t e  d o c u m e n t a t i o n .  

Monterey Branch 

The c o u r t  and c l e r i c a l  f a c i l i t i e s  i n  t h e  Monterey b ranch  

a r e  a d e q u a t e  and  p r o v i d e  t h e  n o n - j u d i c i a l  p e r s o n n e l  w i t h  a good 

work ing  e n v i r o n m e n t .  One problem i s  t h e  s e p a r a t i o n  o f  t h e  
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c i v i l  and smal l  claims d i v i s i o n  from t h e  r ema inde r  of t h e  

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

p r o x i m i t y  t o  t h e  r e s t  of t h e  c l e r k ' s  o f f i c e .  

T h i s  d i v i s i o n  s h o u l d  be  l o c a t e d  i n  c l o s e r  
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12. Analysis by Division 

The project team analyzed the operation and procedures in 

each division. To do this, supervisory and staff personnel 

were interviewed, position description questionnaires were 

analyzed, and workflow was observed. Where appropriate, the 
1 

work performed by the clerks in a division was summarized into 

tables showing percentage distribution of time by task. These 

tables are in Appendix 111. 

12a. Traffic 

The traffic section in the Monterey branch employs six 

F.T.E.  permanent clerks and 2.5 F.T.E. temporary clerks. At 

present, the Monterey branch traffic section is current in its 

processing of cases, and at times assists in the processing of 

parking citations. In the Salinas branch, six clerks are 

assigned to traffic processing. There are three permanent 

.. 

employees, including the court interpreter who spends about 

30 percent of her time in the traffic division, and three 

temporary positions. Four of these employees are at least 
- 

- conversant in Spanish. The Salinas division is backlogged. 

The basic functions of the section are to receive and 

process new complaints and citations, prepare cases for both 

the walk-in and scheduled calendars, and process cases after 

hearing. An ongoing function is front counter service, which 

includes ringing up cases on the cash register, giving 

information, and answering the phone. A significant amount of 

time in the division is spent on processing warrants. 
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The t r a i n i n g  m a t e r i a l s  p r e s e n t l y  i n  u s e  a r e  minimal .  The 

s u p e r v i s i n g  c l e r k  i n  t h e  Monterey b ranch  h a s  o u t l i n e d  t h e  

p r o c e d u r e s  used i n  t h e  d e c l a r a t i o n  o f  t h e  o r d e r  o f  e x a m i n a t i o n  

and  t h e  i s s u a n c e  of  w a r r a n t s .  O t h e r w i s e  t h e r e  is  no w r i t t e n  

d o c u m e n t a t i o n  o f  p r o c e d u r e s .  

Te lephone  Answering Sys tem 

A f r e q u e n t  comment made by c l e r k s  i n t e r v i e w e d  d u r i n g  t h i s  

a u d i t  c o n c e r n e d  t h e  amount of time s p e n t  a n s w e r i n g  r e p e t i t i v e  

t e l e p h o n e  i n q u i r i e s .  Q u e s t i o n s  s u c h  a s  t h e  time a t  which a 

p e r s o n  s h o u l d  a p p e a r  i n  c o u r t ,  o r  t h e  amount o f  b a i l  on t h e  

c i t a t i o n ,  r e c u r  a g a i n  and a g a i n .  Responding t o  t h e s e  q u e s t i o n s  

i n v o l v e s  t h e  c l e r k ' s  t ime t o  answer  t h e  t e l e p h o n e ,  l ook  up t h e  

d e f e n d a n t ' s  name i n  t h e  i n d e x ,  and t h e n  o b t a i n  i n f o r m a t i o n  from 

t h e  c a s e  f i l e .  O f t e n  t h e  same i n f o r m a t i o n  is  p r i n t e d  on t h e  

c i t a t i o n  w h i c h  is i n  t h e  d e f e n d a n t ' s  p o s s e s s i o n .  

The amount of  t ime s p e n t  r e s p o n d i n g  t o  t e l e p h o n e  i n q u i r i e s  

is n o t  i n s i g n i f i c a n t .  I t  is i m p o s s i b l e  t o  q u a n t i f y  e x a c t l y ,  

b u t  t h e  e s t i m a t e  g i v e n  t o  t h e  p r o j e c t  team i n d i c a t e s  t h a t  a t  

l e a s t  one -ha l f  of a n  F.T.E. c le rk  is  r e q u i r e d  t o  answer t h e  
._ 

t e l e p h o n e  i n  each b ranch .  

S e v e r a l  o f  t h e  c o u r t s  s u r v e y e d  have overcome t h i s  problem 

by i n s t a l l i n g  t e l e p h o n e  a n s w e r i n g  s y s t e m s  t h a t  have c a l l  

s e q u e n c e r s .  I n  s u c h  a s y s t e m ,  t h e  c a l l e r  is g r e e t e d  w i t h  a 

t a p e d  message which a n s w e r s  t h e  most  f r e q u e n t  q u e s t i o n s  a sked .  

T h i s  s h o u l d  e l . i m i n a t e  a s i g n i f i c a n t  number of  t h e  c a l l s  t h e  

c l e r k s  have  t o  h a n d l e .  F o r  t h o s e  p e r s o n s  r e q u i r i n g  more 

i n f o r m a t i o n ,  t h e  c a l l  is  p l a c e d  i n  a s equence  t o  be answered .  
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In the Southern San Mateo County Municipal Court, the 

system was installed by the Automatic Telephone Company of Palo 

Alto, California, and the purchase cost of the system was in 

the neighborhood of $1,000 to $1,500 per telephone line. 

Installation of such a system would reduce the frequency of 

interruption of clerical work and yet maintain the level of 

service to the clients of the court. 

1 
I 
J 
3 

Recommendation: A tape recorder system for the court should 
- be installed to answer the most commonly 

asked questions. 

. Policy Regarding Information to be Given Over the Phone 

A corollary issue is the amount of information that should 

3 be given over the telephone. Many telephone requests are from 

litigants or attorneys who find it more convenient to contact 

the court than to review their own files. The information in 

the court docket or case file is public record, but there is no 

requirement in California that this information be made 

available by telephone. This service is important to the legal 

community and should be provided, but limits should be placed 

on it. The clerk/court administrator should develop a policy 

regarding information to be given from the docket system, and 

both post a public notice and contact the Bar Association to 

inform them of the policy. 

1 
i 

I 
I 

E 

I 
Recommendation: Policy should be established for the type of 

information to be given over the telephone 
and when the information should be given. 

E 
i 
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-- 

a D e s i g n a t i o n  o f  P e r s o n n e l  t o  Answer t h e  T e l e p h o n e s  

The s y s t e m  f o r  a n s w e r i n g  t h e  t e l e p h o n e  is more i n f o r m a l ,  

p a r t i c u l a r l y  i n  t h e  Monterey b ranch ,  t h a n  is a p p r o p r i a t e  f o r  

t h e  e f f i c i e n t  o p e r a t i o n  of  t h e  c o u r t .  Each time t h e  t e l e p h o n e  

r i n g s ,  t h e r e  i s  u n c e r t a i n t y  a s  t o  who s h o u l d  answer i t  and work 

i s  i n t e r r u p t e d  f o r  numerous employees .  A r o t a t i o n a l  a s s i g n m e n t  

of t h e  r e s p o n s i b i l i t y  t o  answer t h e  t e l e p h o n e  w i t h i n  e a c h  

d i v i s i o n  w i l l  a l l o w  t h e  u n a s s i g n e d  c l e r k s  f reedom t o  work more 

e f f i c i e n t l y .  A l though  t h e  problem was p a r t i c u l a r l y  n o t e d  i n  

t h e  t r a f f i c  d i v i s i o n ,  t h e  s y s t e m  s h o u l d  a p p l y  t o  a l l  d i v i s i o n s .  

Re c o  mme nda t i on : A s p e c i f i c  p e r s o n  s h o u l d  be d e s i g n a t e d  t o  
answer  t h e  t e l e p h o n e  on a r o t a t i o n a l  b a s i s .  

. Walk-In Ar ra ignmen t  C a l e n d a r s  

'The p r e s e n t  s y s t e m  f o r  t r a f f i c  a r r a i g n m e n t  i n  b o t h  b r a n c h e s  

is a walk- in  c a l e n d a r .  I t  b e g i n s  a t  8 :30  a.m. i n  t h e  S a l i n a s  

b r a n c h  and  a t  1:30 p.m. i n  t h e  Monterey b r a n c h .  Any p e r s o n  

w i s h i n g  t o  a p p e a r  m u s t  r e g i s t e r  i n  t h e  c l e ' rk ' s  o f f i c e  

immedia t e ly  p r i o r  t o  t h e  c a l e n d a r .  T h e r e  i s  no  s e r i o u s  

c o n g e s t i o n  problem i n  t h e  Monterey b ranch  a s  p a r t i e s  b e g i n  t o  

a r r i v e  a t  12:30, a n  h o u r  p r i o r  t o  t h e  c a l e n d a r  c a l l .  I n  t h e  

S a l i n a s  b r a n c h ,  however ,  t h e  d e f e n d a n t s  a r r i v e  a t  8:OO a.m. 

w h e n  t h e  c l e r k ' s  o f f i c e  opens ,  and  l o n g  l i n e s  form. 

A p o s s i b l e  s o l u t i o n  would b e  t o  change  t h e  morning walk- in  

c a l e n d a r  t o  a 1:30 p.m. s t a r t i n g  t i m e  a s  e x i s t s  i n  t h e  Monterey 

b ranch .  Another  p o s s i b i l i t y  would b e  t o  a l l o w  d e f e n d a n t s  t o  

c a l l  and make an  a p p o i n t m e n t  t o  a p p e a r  on t h e  c a l e n d a r .  T h e  

p r o j e c t  team r e c o g n i z e s  t h a t  t h i s  i n v i t e s  p o t e n t i a l  p roblems i n  
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t h a t  d e f e n d a n t s  may n o t  a p p e a r  and  t h e  c l e r k s  w i l l  have 

expended t h e  time p r e p a r i n g  t h e  c a l e n d a r  and p u l l i n g  t h e  

f i l e s .  I t  was a l s o  s u g g e s t e d  by s e v e r a 3  c lerks  t h a t  i t  is  n o t  

a l w a y s  c l e a r  whe the r  o r  n o t  a d e f e n d a n t  s h o u l d  be on t h e  

walk- in  c a l e n d a r .  Only a f t e r  a c o n v e r s a t i o n  w i t h  t h e  d e f e n d a n t  

can  t h a t  d e t e r m i n a t i o n  be  made. 

N o t w i t h s t a n d i n g  t h e s e  p o s s i b l e  p rob lems ,  t h e  l o n g  w a i t i n g  

l i n e  i s  a c a u s e  o f  a g g r a v a t i o n  t o  t h e  p u b l i c ,  t o  o t h e r  c o u n t y  

employees ,  and t o  c o u r t  c l e r i c a l  p e r s o n n e l .  C o n s e q u e n t l y ,  

e x p e r i m e n t a t i o n  w i t h  a n o t h e r  method is s u g g e s t e d .  The b e n e f i t  

of a n  a p p o i n t m e n t  a p p r o a c h  i s  t h a t  t h e  c le rks  c a n  s e t  up t h e  

c a l e n d a r  t h e  day  b e f o r e  and  have  t h e  c a s e  f i l e s  p r e p a r e d  and 

r e a d y  f o r  t h e  j u d g e  t h e  f i r s t  t h i n g  i n  t h e  morning. S e c o n d l y ,  

t h e  c i t i z e n  would n o t  have  t o  go  t h r o u g h  t h e  i n c o n v e n i e n c e  of 

w a i t i n g  t o  r e g i s t e r .  I f  a c a s e  was s e t  by a p p o i n t m e n t  for 

8:45  a.m., t h e  d e f e n d a n t  would n o t  have t o  a r r i v e  a t  8:OO and 

w a i t  i n  l i n e .  The c o u r t  s h o u l d  e x p e r i m e n t  w i t h  t h i s  s y s t e m  f o r  

a p e r i o d  o f  t h r e e  months and  t h e n  e v a l u a t e  i ts  e f f e c t i v e n e s s  t o  

make a f i n a l  d e t e r m i n a t i o n  a s  t o  t h e  p r o p e r  a p p r o a c h  t o  

managing t h e  w a l k - i n  c a l e n d a r .  

Recommendation: The c o u r t  s h o u l d  e x p e r i m e n t  w i t h  a l l o w i n g  
t h e  d e f e n d a n t s  t o  c a l l  f o r  an  a p p o i n t m e n t  
f o r  t h e  walk- in  a r r a i g n m e n t  c a l e n d a r .  

. L o c a t i o ~ ~  of T r a f f i c  F i l e s  i n  t h e  Monterey Branch 

The t r a f f i c  f i l e s  i n  t h e  Monterey  br.anch a r e  p r e s e n t l y  k e p t  

i n  t h r e e  d i f f e r e n t  l o c a t i o n s .  T h i s  r e s u l t s  i n  p rob lems  f o r  t h e  

c l e r k s  p u l l i n g  f i l e s .  W i t h  t h e  d e l i v e r y  o f  t h e  open s h e l f  
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filing equipment, this problem should be eliminated. The 

clerk/court administrator should make sure that case files for 

1 the'traffic division, and any other division of the Monterey 

County Municipal Court, are located in proximity to the work - 

areas of the c l e r k s  who use the files. 

- Recommendation: The traffic files in the Monterey branch 

three as at present. 
~ should be kept in one location instead of in 

. Location of Microfiche Reader 

Clerks answering telep,hone inquiries must access the 

microfiche index to obtain the case number if the request 

requires obtaining the case file. In both the Monterey and 

Salinas branches, this means that the clerk must leave his or 

her desk to go to the front counter, insert the microfiche in 

the microfiche reader and look up the defendant's name on the 

index. A more efficient and convenient system would be to 

locate a microfiche reader in the desk area of the clerks who 

answer the telephone. The reader could be moved from desk to 

desk as the assignment to answer the telephone rotates. This 

would save the clerks having to leave their desks to respond to 

telephone inquiries and generally assist clerks working at 

their desks in accessing index information. 

Recommendation: A microfiche reader should be on the desk 
near the telephones to assist clerks in 
responding to telephone requests without 
having to leave their desks. 
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. S c h e d u l i n g  o f  I n f r a c t i o n s  

I n f r a c t i o n s  a r e  now s c h e d u l e d  a f t e r  c u s t o d y  and  more 

s e r i o u s  t r a f f i c  m a t t e r s  have  been h e a r d  on, t h e  walk- in  

c a l e n d a r ,  a t  l e a s t  i n  t h e  Monterey  b ranch .  T h i s  a l l o w s  time t o  

b r i n g  c u s t o d y  d e f e n d a n t s  t o  t h e  cour t room p r i o r  t o  t h e  o p e n i n g  

o f  c o u r t  and  a l s o  t o  have  t h o s e  m a t t e r s  r e q u i r i n g  two c l e r k s  t o  

be h e a r d  f i r s t .  Whi le  t h i s  s y s t e m  h a s  some b e n e f i t s  f o r  t h e  

c o u r t ,  c i t i z e n s  a p p e a r i n g  i n  c o u r t  on t h e  most minor m a t t e r s  

a r e  f o r c e d  t o  w a i t  t h e  l o n g e s t  t o  have t h e i r  mat ters  r e s o l v e d  

o r  a n o t h e r  h e a r i n g  se t .  A more l o g i c a l  a p p r o a c h  would be  t o  

s c h e d u l e  t h e  most  minor mat ters  f i r s t  and t h e n  have  c u s t o d y  and  

more s e r i o u s  t r a f f i c  matters commence f o l l o w i n g  t h e  c o m p l e t i o n  

of t h e  i n f r a c t i o n  c a l e n d a r .  

Recommendation: I n f r a c t i o n s  s h o u l d  be s c h e d u l e d  f i r s t  on t h e  
walk- in  c a l e n d a r s  t o  a l l o w  these minor  
mat ters  t o  be r e s o l v e d  and t h e  d e f e n d a n t  t o  
l e a v e  t h e  c o u r t .  

. Dummy Ring-Up S h e e t s  

The c l e r k s  i n  b o t h  t h e  Monterey and S a l i n a s  b r a n c h e s  f a c e  a 

problem w i t h  t h e  payment o f  f i n e s  by d e f e n d a n t s  who have  j u s t  

had t h e i r  c a s e s  h e a r d .  The  conve lope  f o r  t h e s e  d e f e n d a n t s  

o f t e n  i s  s t i l l  i n  t h e  cour t room.  The p r a c t i c e  i n  t h e  S a l i n a s  

b ranch  is  f o r  t h e  f r o n t  c o u n t e r  c le rk  t o  g e t  t h e  c o n v e l o p e  from 

t h e  c o u r t r o o m  and r i n g  up t h e  f i n e  p a i d  d i r e c t l y  on t h e  

conve lope .  I n  t h e  Monterey b r a n c h ,  t h e  c l e r k  r e c e i v e s  t h e  f i n e  

payment and  r i n g s  up t h e  amount r e c e i v e d  w i t h  t h e  n e c e s s a r y  

i n f o r m a t i o n  on  a dummy s h e e t  which is  s u b s e q u e n t l y  e n t e r e d  on 

t h e  c o n v e l o p e  when t h e  c o n v e l o p e  is r e t u r n e d  f rom t h e  
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cour t room.  The dummy s h e e t  t h e n  is  p l a c e d  i n  t h e  conve lope .  

T h e  l a t t e r  s y s t e m  a p p e a r s  t o  f u n c t i o n  b e s t ,  s i n c e  i t  is 

i n e f f i c i e n t  t o  have  t h e  f r o n t  c o u n t e r  c l e r k  g o  i n t o  t h e  

c o u r t r o o m  e a c h  time a f i n e  payment is made w i t h o u t  a c o n v e l o p e  

p r e s e n t .  

Recommendation: C l e r k s  s h o u l d  u s e  dummy r i n g  up s h e e t s  i n  
t h e  Monterey and  S a l i n a s  b r a n c h e s  t o  r i n g  u p  
cases when t h e  c o n v e l o p e  is n o t  p r e s e n t .  

. Non-Appearance t o  Q u a l i f y  f o r  T r a i n i n g  S c h o o l s  

The outcome o f  a number o f  t r a f f i c  a p p e a r a n c e s  i s  t h a t  t h e  

v i o l a t o r  i s  a l l o w e d  t o  a t t e n d  t r a f f i c  s c h o o l  i n  l i e u  o f  p a y i n g  

a f i n e .  T h i s  d e c i s i o n  i s  g e n e r a l l y  made b a s e d  on t h e  n a t u r e  of  

t h e  o f f e n s e  a n d  t h e  v i o l a t o r ' s  d r i v i n g  r e c o r d .  S i n c e  t h e s e  a r e  

o b j e c t i v e  measures, a p p l i c y  c o u l d  be a d o p t e d  by t h e  c o u r t  

w h i c h  would a l l o w  c l e r i c a l  p e r s o n n e l  t o  d e t e r m i n e  i f  t h e  

v i o l a t o r  q u a l i f i e s  f o r  t r a f f i c  s c h o o l ,  and c a n  go d i r e c t l y  t o  

t r a f f i c  s c h o o l  w i t h o u t  h a v i n g  t o  make a n  a p p e a r a n c e  i n  c o u r t .  

These  p o l i c i e s  would a p p l y  o n l y  t o  t h e  most  o b v i o u s  c a s e s .  For  

a n y  c a s e  i n  which t h e r e  was d o u b t ,  t h e  p a r t y  would have t o  

a p p e a r  b e f o r e  a j u d g e .  T h i s  a p p r o a c h  is c o n s i s t e n t  w i t h  

p r a c t i c e s  i n  t h e  o t h e r  c o u r t s  s u r v e y e d .  

Recommendat i o n :  T h e  j u d g e s  of  t h e  Monterey  Coun ty  Munic ipa l  
C o u r t  s h o u l d  c o n s i d e r  e s t a b l i s h i n g  p o l i c i e s  
f o r  q u a l i f y i n g  f o r  t r a f f i c  s c h o o l  s o  t h a t  
d e f e n d a n t s  would n o t  have  t o  a p p e a r  i n  c o u r t .  

- 

I 
I 
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. M a p  

I A minor problem but one which should be rectified is the 
5 

lack of a map indicating the boundaries of the Monterey County I 
Municipal Court. No such map is available in either branch. - 

- 
~ At times this causes problems in determining whether a party is 

- in the proper court. 

Recommendation: A map indicating the boundaries of the 
district should be placed near the front 
counter in each branch to assist front 
counter personnel in giving proper 
information to customers. 

Public Information Clerk 

A problem with the walk-in calendar in the Monterey branch 

is the public's general confusion as to what to do. 

Consequently, front counter clerks are often asked unnecessary 

questions, and at times defendants do not register for the 

calendar properly. If a member of the clerk's office were 

stationed in the public waiting area from 12:30 to the 

commencement of the calendar, some of the questions could be 

answered without the defendant having to wait in line and 

interrupt the front counter clerk trying to set up the 

calendar. The clerk/court administrator has implemented this 

recommendation. 

Recommendation: A public information clerk should be 
stationed in the corridor of the Monterey 
branch at least 45 minutes prior to the 1:30 
traffic arraignment calendar to provide 
information to people attending the calendar. 
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12b. Parking 

The parking section is a part of the traffic division in 

both the Monterey and Salinas branches. In the Salinas branch, 

the parking section consists of a legal process clerk and a 

Youth Corps person working about five hours a day. In the 

Monterey branch, the section consists of a lead clerk, three 

permanent employees, three temporary employees working full 

time in the section and two additional temporary employees 

working 40 percent and 30 percent of their time. 

The basic functions are receiving, counting, and tallying 

parking citations from police agencies that file with the 

court; processing mail payments and in-person payments, which 

involves pulling the citation on file, ringing up the amount of 

bail received, and moving citations to the closed citation 

file; processing delinquent parking citations, which consists 

of typing and filing notices; preparing lists to be sent to the 

Department of Motor Vehicles to obtain the names of licensed 

owners of vehicles; and processing stops and releases of 

licenses. 

Cost of Processing Parking Citations 

To assess the cost of processing parking citations, a 

- one-month analysis of parking citations in the Monterey and 
I , Salinas branches was conducted. 
I 
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C i t a t i o n s  f i l e d  

Monterey S a l i n a s  

10 ,497  2,067 

C i t a t i o n s  p a i d  
6,828 I- 1 ,217  w i t h o u t  n o t i c e  

P e r c e n t  p a i d  w i t h o u t  
n o t i c e  65 59 

T o t a l  r e c e i v e d  $53  , 159 $11,932 

Average payment p e r  
c i t a t i o n  f i l e d  

C o u r t e s y  n o t i c e s  s e n t  

C i t a t i o n s  p a i d  a f t e r  ' 

n o t i c e  s e n t  

P e r c e n t  p a i d  a f t e r  
n o t i c e  s e n t  

$5.06 $5.77 

3 ,669  8 6 1  

1 ,311  361 

36 42 

O r i g i n a l  b a i l  on c i t a t i o n s  
p a i d  a f t e r  n o t i c e  s e n t  N/A $ 2,729 

' r o t a 1  r e c e i v e d  on c i t a t i o n s  
p a i d  a f t e r  n o t i c e  was s e n t  N/A $ 4,860 

T h e  s t a t i s t i c s  i n d i c a t e  t h a t  o v e r  75  p e r c e n t  of t h e  

c i t a t i o n s  e v e n t u a l l y  a r e  p a i d .  Between 60-65 p e r c e n t  of t h e  

c i t a t i o n s  a r e  p a i d  w i t h o u t  a n o t i c e  b e i n g  s e n t ,  w h i l e  between 

12-17 p e r c e n t  a r e  p a i d  a f t e r  a n o t i c e  is s e n t .  S l i g h t l y  more 

- t h a n  one payment is r e c e i v e d  f o r  e v e r y  t h r e e  n o t i c e s  s e n t .  T h e  

a v e r a g e  payment p e r  c i t a t i o n  f i l e d  is s l i g h t l y  more t h a n  $5. 

C o s t  and r e v e n u e  f i g u r e s  f o r  FY 1979-80 a r e  e s t i m a t e d  a s  

f 01 1 ows: 

ACTUAL REVENUE FY 1979-80 

Monterey  County 109 ,172  
C i t i n g  A g e n c i e s  419,172 

T o t a l  Revenues 528,344 
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ESTIMATED COSTS FY 1979-80 

P e r s o n n e l  ( t e n  c l e rks  
a t  a n  a v e r a g e  o f  
$13,000 i n c l u d i n  
f r i n g e  b e n e f i t s )  9 130,000 

S u p p l i e s  ( n o t i c e  forms ,  
p o s t a g e ,  e n v e l o p e s )  
@ $ .31 p e r  d e l i n q u e n t  
c i t a t i o n  (68 ,000)  and 
m i s c e l l a n e o u s  s u p p l i e s  25,000 

Overhead (12.06% o f  
p e r s o n n e l  c o s t s ,  based  
on t h e  Monterey  County 
c o s t  a l l o c a t i o n  p l a n )  14 ,500  

T o t a l  c o s t  t o  
' t h e  c o u n t y  

N e t  c o s t  t o  
t h e  c o u n t y  

169 ,500  

60,328 

The c l e r k / c o u r t  a d m i n i s t r a t o r  e s t i m a t e d  a h i g h e r  
f i g u r e  f o r  p e r s o n n e l  c o s t s ,  $123,000 e x c l u d i n g  
f r i n g e  b e n e f i t s  o r  c l o s e  t o  $148,000 i n  t o t a l .  The 
p r o j e c t  t e a m ' s  a s s e s s m e n t  i n d i c a t e s  t h a t  t h i s  
f i g u r e  is h i g h .  A t  t h e  same time, t h e  Monterey 
b r a n c h  is  back logged  so  t h e  e s t i m a t e  o f  $148,000 t o  
be c u r r e n t  is n o t  u n r e a l i s t i c .  

The p r o j e c t  team p r o j e c t e d  r e v e n u e s  f o r  FY 1980-81 u s i n g  

t h e  a v e r a g e  payment o f  $5.18 for a l l  c i t a t i o n s  f i l e d  n o t e d  

- d u r i n g  t h e  s u r v e y .  With p r o j e c t e d  f i l i n g s  of 172,000,  t h e  

t o t a l  r evenue  w i l l  be $890,000.  Based on t h e  e x p e r i e n c e  of t h e  

p a s t  s e v e r a l  f i s c a l  y e a r s ,  t h e  c o u n t y ' s  s h a r e  w i l l  be 

2 0  p e r c e n t  o r  a p p r o x i m a t e l y  $178,000. Thus,  t h e  coun ty  w i l l  

j u s t  b r eak  e v e n ,  assuming t h e  s l i g h t l y  h i g h e r  c o s t  t h a n  t h e  

$169,500 expended i n  FY 1979-80. 
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The c o u n t y  h a s  made a commitment t o  an au tomated  p a r k i n g  

sys tem.  T h e  s y s t e m  s h o u l d  e l i m i n a t e  t h e  b a c k l o g s  t h a t  have 

d e v e l o p e d  i n  t h e  Monterey b r a n c h  and ,  b e c a u s e  n o t i c e s  

i n c r e a s i n g  b a i l  w i l l  be s e n t  i n  a more t i m e l y  f a s h i o n ,  r evenue  

s h o u l d  i n c r e a s e .  I m p l e m e n t a t i o n  of t h e  au tomated  s y s t e m  a l s o  

s h o u l d  r e s u l t  i n  c o s t  a v o i d a n c e  f o r  t h e  c o u n t y  i n  t h e  f u t u r e  a s  

g r e a t e r  c a s e l o a d s  can  b e  h a n d l e d  w i t h o u t  t h e  added  p e r s o n n e l  

t h a t  would be  r e q u i r e d  under  t h e  manual sys t em.  However, t h e  

au tomated  s y s t e m  h a s  c o s t s .  I n  t h e  o p i n i o n  o f  t h e  

r e p r e s e n t a t i v e  of t h e  d a t a  p r o c e s s i n g  d i v i s i o n  o f  t h e  c o u n t y  

a u d i t o r ' s  o f f i c e ,  t h e  s t a r t - u p  c o s t s  of  t h e  s y s t e m  a r e  

a p p r o x i m a t e l y  $47 ,000 .  T h e  o p e r a t i o n a l  cos t s  have  n o t  been  

c a l c u l a t e d ,  b u t  t h e  e s t i m a t e  was t h a t  t h e y  would be  s i m i l a r  t o  

t h e  c o s t s  of  t h e  au tomated  t r a f f i c  sys t em,  which f o r  FY 1979-80 

was a p p r o x i m a t e l y  $60,000. Thus,  t h e  a p p r o x i m a t e l y  $25,000 i n  

p e r s o n n e l  s a v i n g s  t h a t  w i l l  be  r e a l i z e d  by t h e  r e d u c t i o n  o f  two 

p o s i t i o n s  w i l l  be o f f s e t  by i n c r e a s e s  i n  a u t o m a t i o n  c o s t s ,  

l e a v i n g  t h e  c o u n t y  w i t h  a n e t  c o s t  t o  o p e r a t e  t h e  p a r k i n g  

sys t em.  

The p r o j e c t  t eam b e l i e v e s  t h a t  a n e t  c o s t  t o  t h e  coun ty  

w i l l  r emain  u n t i l  a change  i n  t h e  d i s t r i b u t i o n  o f  r e v e n u e s  

r e c e i v e d  i s  a c h i e v e d .  S i n c e  t h e s e  c h a n g e s  w i l l  r equi re  

n e g o t i a t i o n  between t h e  c o u n t y  and  t h e  m u n i c i p a l i t i e s ,  t h e  

- 

- p r o j e c t  team does n o t  a t  t h i s  time draw c o n c l u s i o n s ,  b u t  r a t h e r  

p r e s e n t s  t h e  i m p l i c a t i o n s  of  t h e  v a r i o u s  changes .  

One o p t i o n  a v a i l a b l e  is  f o r  t h e  m u n i c i p a l  c o u r t s  t o  c e a s e  

p r o c e s s i n g  p a r k i n g  c i t a t i o n s .  The M u n i c i p a l  C o u r t  is  under  no 

l e g a l  o b l i g a t i o n  t o  p r o c e s s  p a r k i n g  c i t a t i o n s .  I n  Board of 

- 

- 

- 
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Trustees v. Municipal Court 95  Cal. App. 3d 322 (1979), the 

Court of Appeals held that notices of illegal parking are not 

the equivalent of a "notice to appear" as authorized in Vehicle 

Code Section 40513 to which a plea could be entered. l8 

court can only be required to assume jurisdiction when a 

complaint with supporting affidavit is filed. The payment and 

A 

receipt of money for parking tickets prior to the filing of a 

verified complaint is an administrative act which does not 
require court participation. ' 19 

If the processing of parking citations were returned to 

the citing agencies, most of the personnel and supply costs 

would be saved, although some personnel would still be required 

to process county parking violations. Some overhead costs 

would be saved. The net effect for th.e county would probably 

be an equal reduction in costs and revenue. 

Another possibility is for the court to continue 

processing parking citations but not to send out courtesy 

notices. Parking citations would be processed only to the 

extent of accepting bail, and cases for which bail is not paid 

would be dismissed at the appropriate time. This system might 

result in a lower rate of payment than at present due to a 

possible drop when citizens become aware that follow-up 

noticing is no longer being carried out. The county revenue 

would be approximately $106,500 (or 20 percent of the $534,000 

California Polytechnic State University petitioned for a 
writ of mandate that would have required the Municipal 
Court to process parking citations. 

19 City o f  San Diego v. Municipal Court 102 Cal. App. 3d 7775 
(1980). 
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r evenue  f rom t h e  60 p e r c e n t  o f  t h e  c i t a t i o n s  t h a t  would be 

p a i d ) .  S i n c e  a p p r o x i m a t e l y  f i v e  F.T.E. c l e r i c a l  p o s i t i o n s  i n  t h e  

m u n i c i p a l  c o u r t  a r e  a l l o c a t e d  t o  t h e  p r o c e s s i n g  o f  n o t i c e s  and 

o t h e r  fo l low-up  work, p r o b a b l y  one -ha l f  o f  t h e  p e r s o n n e l  c o s t s  

and  a l l  of t h e  s u p p l y  c o s t s  c o u l d  be  s a v e d .  T h i s  would l e a v e  t h e  

c o u n t y  w i t h  r e v e n u e s  o f  $103,000 and o p e r a t i o n a l  c o s t s  o f  $60,000 

i n  d i r e c t  c o s t s  and $7 ,200  i n  o v e r h e a d ,  o r  a n e t  r e v e n u e  t o  t h e  

c o u n t y  o f  a p p r o x i m a t e l y  $35,800. 

T h i s  a p p r o a c h  is n o t  un ique .  S e v e r a l  o t h e r  m u n i c i p a l  c o u r t s  

s u r v e y e d  'have e l i m i n a t e d  t h e  p r o c e s s i n g  o f  fo l low-up  n o t i c e s .  

These  c o u r t s  acknowledge t h a t  t h e  a d o p t i o n  of t h i s  s y s t e m  is  due  

t o  l a c k  o f  s u f f i c i e n t  s t a f f .  Such a n  a p p r o a c h  r a i s e s  q u e s t i o n s  

c o n c e r n i n g  t h e  f a i r n e s s  o f  r e c e i v i n g  payment f rom c o n s c i e n t i o u s  

c i t i z e n s  w h i l e  n o t  p u r s u i n g  t h o s e  who do  n o t  pay  t 

Another  p o s s i b i l i t y  would be t o  d e v e l o p  a u s e  

have  t h e  r e v e n u e s  r e c e i v e d  by t h e  c o u n t y  be r e f l e c  

r e s o u r c e s  a l l o c a t e d  t o  o b t a i n  t h o s e  r e v e n u e s .  Such a 

c o u l d  be o r g a n i z e d  on t h e  b a s i s  t h a t  t h e  c i t i n g  agency  would 

r e c e i v e  t h e  i n i t i a l  b a i l .  The coun ty  would r e t a i n  any monies 

r e c e i v e d  a s  a r e s u l t  o f  p r o c e s s i n g  d e l i n q u e n t  c i t a t i o n s .  

The a d v a n t a g e  of  t h i s  s y s t e m  is t h a t  t h e  c i t i e s  would 

c o n t i n u e  t o  r e c e i v e  s i g n i f i c a n t  r evenue  and t h e  c o u n t y  would 

b e g i n  t o  be compensated more d i r e c t l y  f o r  i ts e n f o r c e m e n t  

p r o c e d u r e s .  Such a n  ag reemen t  is a u t h o r i z e d  by P e n a l  Code 

S e c t i o n  1463(1)(c). T h e  s h i f t  i n  r e v e n u e s  t h a t  would o c c u r  c a n  

be s e e n  from t h e  f o l l o w i n g  a n a l y s i s  o f  t h e  p r o j e c t e d  FY 1980-81 

c a s e  l o a d .  
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P r o j e c t e d  p a r k i n g  c i t a t i o n s  172,000 

P a r k i n g  c i t a t i o n s  p a i d  
w i t h o u t  n o t i c e  60% 

F a i l u r e s  t o  appea r /pay  4 0 %  

RETURN UNDER PROPOSED SYSTEM 

Payments  w i t h o u t  n o t i c e  
($5.16 x 130,200) $532,510 

Del inquency  n o t i c e s  
p r o c e s s e d  68,800 

C i t a t i o n s  c l e a r e d  a f t e r  
n o t i c e  ' ( 4 0 % )  27,520 

Average b a i l  and  
p e n a l t y  a s s e s s m e n t  $11 302,720 

C i t y  r e t u r n  
County r e t u r n  

$532,510 
$302,720 

T h e  s y s t e m  would r e s u l t  i n  n e t  r e v e n u e  t o  t h e  c o u n t y .  A l s o ,  a s  

e n f o r c e m e n t  c o s t s  r o s e ,  p e n a l t y  a s s e s s m e n t s  c o u l d  be  r a i s e d .  

T h i s  a p p r o a c h  would p l a c e  t h e  f i n a n c i a l  burden  for t h e  c o s t s  of  

p r o c e s s i n g  d e l i n q u e n c y  mat te rs  on t h e  p e r s o n s  who c r e a t e d  t h a t  

c o s t  a n d  n o t  p e n a l i z e  t h o s e  who pay t h e i r  t i c k e t s  w i t h i n  t h e  

s t a t u t o r y  time l i m i t .  

A f i n a l  method would be t o  s i m p l y  r e n e g o t i a t e  t h e  

a g r e e m e n t s  t h e  c o u n t y  h a s  w i t h  t h e  c i t i e s .  The p r e s e n t  

d i s t r i b u t i o n  between t h e  c o u n t y  and t h e  c i t i e s  is a s  f o l l o w s :  
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Monte r ey  
Carmel  ' 

S a l i n a s  
P a c i f i c  Grove 
S e a s i d e  
D e l  Rey Oaks 
Mar ina  
Monterey  Penn C o l l e g e  
A i r p o r t  
H a r t n e l l  C o l l e g e  

P e r c e n t a g e  o f  f e e :  
C i t y  County 

87 
83 
64 
78 
76 
76 
78 
50 
50 
50 

13 
1 7  
36 
22 
24 
24 
22 
50 
50 
50 

I f  t h e  c o u n t y  r e c e i v e d  a minimum o f  25 p e r c e n t  f rom e a c h  c i t i n g  

agency ,  t h e  c o u n t y  r e t u r n  f o r  t h e  p r o j e c t e d  FY 1980-81 f i l i n g s  

would be  i n  e x c e s s  o f  $205,000. 

Recornmendation: The c o u n t y  s h o u l d  e x p l o r e  w i t h  t h e  c i t i e s  a 
d i f f e r e n t  f i n a n c i a l  a r r a n g e m e n t  f o r  s h a r i n g  
t h e  r evenue  from p a r k i n g  c i t a t i o n s .  

. Typing  Owner I n f o r m a t i o n  on C i t a t i o n  

I n  t h e  Monterey b r a n c h ,  t h e  c le rk  t y p e s  t h e  v e h i c l e  

o w n e r ' s  name and a d d r e s s  on t h e  c i t a t i o n  and  on t h e  n o t i c e  a t  

t h e  t ime t h e  n o t i c e  i s  s e n t .  I n  t h e  S a l i n a s  b r a n c h ,  t h e  name 

is t y p e d  o n l y  on t h e  n o t i c e  and t h e  c i t a t i o n  is a t t a c h e d  t o  t h e  

n o t i c e .  T h i s  a p p e a r s  t o  be a b e t t e r  s y s t e m  a s  i t  e l i m i n a t e s  

t y p i n g  t h e  d r i v e r  i n f o r m a t i o n  twice. 

Recommendation: The o w n e r ' s  i n f o r m a t i o n  s h o u l d  n o t  be typed  
on t h e  c i t a t i o n .  T h e  o w n e r ' s  name shou ld  be 
t y p e d  o n l y  on t h e  n o t i c e .  

F r o n t  C o u n t e r  R e s p o n s i b i l i t y  

I n  t h e  Monterey b r a n c h ,  t h e  p a r k i n g  s e c t i o n  is l o c a t e d  

q u i t e  f a r  from t h e  f r o n t  c o u n t e r .  However, t h e  p a r k i n g  s e c t i o n  

d o e s  m a i n t a i n  some r e s p o n s i b i l i t y  f o r  s e r v i c i n g  t h e  f r o n t  
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counter, The responsibility for serving the front counter should 

be assigned specifically to the front counter section of the 

traffic division and the parking section should be freec! of any 

responsibility for serving the front counter except in instances 

where an explanation or special instructions are required. 

Recommendation: The parking section in the Monterey branch 
should not have front-counter responsibility. 

. Processing of Mail 

Presently, the processing of outgoing daily mail for the 

court and other agencies in the courthouse is the 

responsibility of the parking section. This means that one 

clerk gathers all mail, runs it through the postage meter and 

keeps a tally of the postage used by each agency. Parking is 

the most backlogged section of the clerk's office and so should 

not be burdened with this added responsibility. 

Recommendation: The parking section in the Monterey branch 
should not be responsible for out-going 
daily mail. 

Working in Other Sections 

Three clerks in the Monterey branch indicated on their 

position questionnaires that they spend some time working in 

t h e  traffic section. Again, because of the backlogged 

situation in processing parking citations this practice should 

be curtailed until the backlog is eliminated. 

Recommendation: Clerks in the parking section of the 
Monterey branch should not work in any other 
sections when parking citations are 
backlogged. 
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12c.  C o u r t  S e r v i c e s  and J u d i c i a l  S u p p o r t  F u n c t i o n s  

. Courtroom C l e r k s  

The  c o u r t  s e r v i c e s  d i v i s i o n  i n  t h e  Monterey b r a n c h  h a s  one  

s u p e r v i s o r  and  t h r e e  permanent  m u n i c i p a l  c o u r t  c l e r k s .  The 

s u p e r v i s o r  o f  t h e  d a t a  p r o c e s s i n g  d i v i s i o n ,  a l e g a l  p r o c e s s  

c l e r k ,  a c t s  a s  c o u r t r o o m  c l e r k  f o r  t h e  commiss ione r .  The c o u r t  

s e r v i c e s  d i v i s i o n  i n  t h e  S a l i n a s  b ranch  is  s u p e r v i s e d  by a 

s e n i o r  m u n i c i p a l  c o u r t  c l e r k  and s t a f f e d  by f o u r  m u n i c i p a l  

c o u r t  c l e r k s .  Two l e g a l  p r o c e s s  c l e r k s ,  f o r m e r l y  i n  t h i s  

d i v i s i o n ,  have  been  t r a n s f e r r e d  t o  t h e  t r a f f i c  d i v i s i o n .  

T o  a s s e s s  t h e  u t i l i z a t i o n  o f  cour t room c l e r k s ,  cour t room 

c l e r k s  i n  b o t h  b r a n c h e s  r e c o r d e d  t h e i r  c o u r t r o o m  a c t i v i t y  f o r  

19  c o u r t  d a y s  f rom Oc tobe r  20 t h r o u g h  November 14, 1980. 

Cour t room c l e r k  a s s i s t a n c e  p r o v i d e d  t o  t h e  o p e r a t i o n a l  

d i v i s i o n s  o f  t h e  c o u r t  was a l s o  r e c o r d e d .  
\ 

I n  t h e  Monterey b r a n c h ,  t h e  t h r e e  permanent  cour t room 

c l e r k s  s e r v e d  a n  a v e r a g e  of  6.5 h o u r s  i n  t h e  c o u r t r o o m  e a c h  

day.  On t h e  two o c c a s i o n s  t h a t  one  o f  t h e  permanent  cour t room 

c l e r k s  was a b s e n t ,  a c r i m i n a l  d i v i s i o n  c l e r k  f i l l e d  i n .  When 

the cour t room c l e r k s  were n o t  i n  c o u r t ,  t h e y  p r o v i d e d  v a r i o u s  

a s s i s t a n c e  i n c l u d i n g  c o u n t e r  work,  a n s w e r i n g  t e l e p h o n e s ,  and 

p r o c e s s i n g  f i l i n g s  and  d i s m i s s a l s .  T h e  s t u d y  d i d  n o t  i n d i c a t e  

how much t i m e  was d e v o t e d  t o  any  one d i v i s i o n  by t h e  cour t room 

c l e r k s .  These  c l e r k s  also s p e n t  o u t - o f - c o u r t  time p r e p a r i n g  

c a s e s  f o r  t h e  c o u r t .  The t h r e e  c l e r k s  s e r v e d  a t o t a l  of  8 3  

h o u r s  p e r f o r m i n g  o u t - o f - c o u r t  d u t i e s .  T h i s  e q u a l s  4 . 4  h o u r s  
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p e r  day  f o r  a l l  t h r e e  c le rks  o r  1.5 h o u r s  p e r  c l e rk .  Cour t room 

clerk time a n d  o u t - o f - c o u r t  a s s i s t a n c e ,  t h e r e f o r e ;  t o t a l  a f u l l  

e i g h t - h o u r  day  f o r  e a c h  c o u r t r o o m  c l e r k .  I 
T h e  d a t a  p r o c e s s i n g  s u p e r v i s o r  s e r v e d ,  on t h e  a v e r a g e ,  3 . 4  

h o u r s  p e r  d a y  a s  a s  cour t room c l e rk  f o r  t h e  commiss ioner .  T h i s  

employee i n d i c a t e d  t h a t  s h e  s e r v e d  f o u r  t o  s i x  h o u r s  i n  da t a  

p r o c e s s i n g  and  o t h e r  c l e r i c a l  a c t i v i t i e s .  
I 
s 

I n  t h e  S a l i n a s  b r a n c h ,  t h e  a v e r a g e  time s p e n t  i n  t h e  
- 

cour t room p e r  c l e r k  was s i x  h o u r s .  The s i x  c l e r k s  a s s i s t e d  

w i t h  o t h e r  c l e r i c a l  work by p e r f o r m i n g  f i v e  h o u r s  o f  work i n  

- t h e  t r a f f i c  d i v i s i o n ,  7 .5  h o u r s  i n  t h e  c i v i l  d i v i s i o n ,  29 h o u r s  

i n  t h e  c r i m i n a l  d i v i s i o n ,  and  108.5 h o u r s  of c a l e n d a r i n g  

a s s i s t a n c e  and  case p r e p a r a t i o n .  T h i s  c l e r i c a l  a s s i s t a n c e  

a v e r a g e s  t o  1 .5  h o u r s  p e r  day  p e r  c l e r k .  T h e  c l e r k s ,  

t h e r e f o r e ,  p r o v i d e , o n  a d a i l y  b a s i s  a n  a v e r a g e  o f  8 .9  h o u r s  of 

- 

- 

a s s i s t a n c e ,  more t h a n  one f u l l - t i m e  employee. When c l e r i c a l  

a s s i s t a n c e  o f  1 . 5  h o u r s  is added  t o  t h e  s i x  h o u r s  s e r v e d  i n  

c o u r t ,  t h e  cour t room c l e r k ' s  day  a v e r a g e s  7.5 h o u r s ,  a g a i n  

i n d i c a t i n g  a f u l l  workday. 

I n t e r p r e t e r s  

The Monterey  County M u n i c i p a l  C o u r t  h a s  t h r e e  c l e r i ca l  

p e r s o n n e l  who a r e  c e r t i f i e d  t o  i n t e r p r e t  i n  c o u r t  by t h e  

c o u n t y .  T h e  c o u r t  a l s o  h i r e s  p e r  diem i n t e r p r e t e r s  when i t s  

employees  a r e  n o t  a v a i l a b l e  o r  when i n t e r p r e t a t i o n  f o r  a 

f o r e i g n  l a n g u a g e  o t h e r  t h a n  S p a n i s h  is r e q u i r e d .  
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Of the courts surveyed, several had significant Spanish- 

speaking populations, as does Monterey County. Both Stanislaus 

and West Kern are approximately 40 percent Spanish-speaking. 

A l l  the courts except Ventura use per diem interpreters when 

needed. Ventura County has four full-time interpreter 

positions allocated, but had o n l y  hired one person at the time 

of the survey. The interpreters' employment agreement in 

Ventura County requires them to perform clerical duties when 

I 
I 
I 

they are not interpreting in court. Several courts 

occasionally use bilingual staff who are not certified to 

interpret. 

The clerk who does most of the interpreting in the 

-- Monterey branch is classified as a legal process clerk and 
- receives a salary substantially less than the municipal court 

clerks who interpret in Salinas and Castroville. In the 

Monterey branch, the demand for Spanish-language interpretation 

is less and this employee spends more time clerking than does 

her counterpart in Salinas. If the interpreting work in the 

Monterey branch increases to the point that the clerk spends 

the majority of her time interpreting, she should be 

reclassified as a municipal court clerk. In the meantime, she 

should receive a pay supplement for interpreting as recommended 

in Section 3 ,  Personnel Practices. This is true of any 

employee doing interpreting. 

Recommendation: A job classification of "municipal court 
cle r k/i nterpreter I' should be developed for 
clerks who spend more than '50 percent of 
their time interpreting in court. 
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A clerk in the traffic division in the Monterey.branch 
$! 

occasionally is required to translate in court for 

m Spanish-speaking persons. She is not certified and has no 

- - 

- 

formal training as an interpreter or in legal terminology. 

This practice should be discouraged. Every defendant is 

entitled to a true and accurate translation of the proceedings 

in court. 

- 

Recommendation: Only certified interpreters should interpret 
proceedings in court. 

- 

. Courtroom Security 

The sheriff's department presently assigns eight bailiffs 

to the seven judges and one commissioner. Bailiffs are 

permanently assigned courtroom duty. When they are sick or on 

vacation leave, one of the two supervising bailiffs substitutes 

or a correctional officer is used. Bailiffs are hired 

specifically for bailiff duties and receive slightly less 

salary than other deputy sheriffs. 

Transportation of prisoners to and from the court is 

performed by correctional officers. There is one correctional 

sergeant and six officers allocated to this transportation 

detail for both the superior and municipal courts. 

The courtrooms in the Monterey and Salinas branches are 

equipped with alarm systems to call in extra security in 

emergency situations. The sheriff's station in Monterey is in 

the basement of the court building and in Salinas is next door 

to the court. The alarm systems are checked on a regular basis 

to ensure their reliability. 
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T h e r e  h a s  been,  a recent  t r e n d  t o  r e p l a c e  b a i l i f f s  w i t h  

non-sworn cour t room a t t e n d a n t s  i n  c o u r t r o o m s  h a n d l i n g  c i v i l  

c a s e s .  Both  V e n t u r a  and  Los Ange les  C o u n t i e s  have  a d o p t e d  t h i s  

approach .  Some c o u r t s  have  even  e l i m i n a t e d  any u s e  o f  s e c u r i t y  

p e r s o n n e l  i n  c i v i l  c o u r t s .  M u n i c i p a l  c o u r t s  t h e  s i z e  of t h o s e  

s u r v e y e d  a r e  n o t  u s u a l l y  d i v i d e d  i n t o  c i v i l  and c r i m i n a l  p a n e l s  

and  t h e r e f o r e  c o n t i n u e  w i t h  a one b a i l i f f  p e r  c o u r t r o o m  

c o n f i g u r a t i o n  w i t h o u t  p l a n s  t o  change.  T h e  Monterey County 

M u n i c i p a l  C o u r t  is i n  a s i m i l a r  s i t u a t i o n .  I f  t h e  s i z e  o f  t h e  

c o u r t  i n c r e a s e s  o r  t h e  c a l e n d a r  s y s t e m  c h a n g e s  t o  r e s u l t  i n  a 

c i v i l  p a n e l ,  c o n s i d e r a t i o n  s h o u l d  be g i v e n  t o  someth ing  o t h e r  

t h a n  f u l l - t i m e  b a i l i f f  s t a f f i n g .  

. C o u r t  R e p o r t e r s  

The Monterey County M u n i c i p a l  C o u r t  p r e s e n t l y  h i r e s  c o u r t  

r e p o r t e r s  on a p e r  diem b a s i s  f rom p r i v a t e  c o u r t  r e p o r t i n g  

f i r m s  i n  S a l i n a s  and Monterey.  The t o t a l  c o s t  o f  p e r  diem 

c o u r t  r e p o r t e r s  was $75,460 i n  FY 1979-80. 
- 

The p r o j e c t  t e a m ' s  a n a l y s i s  o f  c o u r t  r e p o r t i n g  i n c l u d e d  a 

r e v i e w  of t h e  s t a t u t e s  g o v e r n i n g  c o u r t  r e p o r t i n g  and t h e  

e x i s t i n g  c o u r t  r e p o r t i n g  methods i n  t h e  c o u r t s  i n  t h e  sample .  

- T h e  C a l i f o r n i a  Government Code S e c t i o n  72194 p l a c e s  t h e  

a u t h o r i t y  i n  t h e  m u n i c i p a l  c o u r t  j u d g e s  t o  d e t e r m i n e  t h e  number 

o f  c o u r t  r e p o r t e r s  needed  by t h e  c o u r t .  S e c t i o n  72194 s t a t e s :  

By o r d e r  e n t e r e d  upon t h e  m i n u t e s  o f  t h e  c o u r t ,  a 
m a j o r i t y  o f  t h e  j u d g e s  o f  t h e  m u n i c i p a l  c o u r t  may 
a p p o i n t  a s  many compe ten t  p h o n o g r a p h i c  r e p o r t e r s  
a s  t h e  b u s i n e s s  o f  t h e  c o u r t  r e q u i r e s ,  t o  be  
known a s  o f f i c i a l  r e p o r t e r s  of  s u c h  c o u r t .  The 
o f f i c i a l  r e p o r t e r s  s h a l l  h o l d  o f f i c e  d u r i n g  t h e  
p l e a s u r e  of t h e  j u d g e s  o f  s u c h  c o u r t .  
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With the installation of electronic recording systems 

provided by the California Judicial Council, all the Monterey 

County Municipal Courts will be equipped to take a taped record 

of the proceedings. Authority to use electronic recording as  

the official means of preserving a record of proceedings in 

municipal courts in California is found in Government Code 

Section 72194.5,  which states: 

Whenever an official court reporter or a 
temporary court reporter is not available to 
report a civil action or misdemeanor criminal 
proceeding in a municipal or justice court, the 
court may order that such action or proceeding be 
electronically recorded, including all the 
testimony, the objections made, the rulings of 
the court, the exceptions taken, all 
arraignments, pleas and sentences of defendants 
in misdemeanor criminal cases, the arguments of 
the attorneys to the jury, and all statements 
made and oral instructions given by the judge. 
The electronic recording device and appurtenant 
equipment shall be of a type approved by the 
Judicial Council for courtroom use. 

The use of tape recorders to provide an official record 
- 

has proven to be an effective method for obtaining a transcript 

of proceedings. The experience of Alaska, which since 

statehood has used tape recorders in a l l  courts, has been 

pos i t i ve . 2o More recently, the newly created circuit courts 

of Utah, which are the limited jurisdiction courts for that 

state, have found that tape recorders provide a satisfactory 
21 record at significant savings over stenographic reporters. 

- 

~ 

2o "Electronic Court Reporting in Alaska," Office of 
Administrative Director, Alaska Court System, Anchorage, 
July 1979 .  

21 Court Administrator, Utah Judicial Council, Salt Lake 
City, Utah. 
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Re 'commendation: Per diem s t e n o g r a p h i c  r e p o r t e r s  , s h o u l d  be 
h i r e d  o n l y  f o r  t h e  p u r p o s e  o f  t a k i n g  t h e  
o f f i c i a l  r e c o r d  of p r e l i m i n a r y  h e a r i n g s .  

A c o u r t r o o m  u t i l i z a t i o n  s u r v e y  c o n d u c t e d  o v e r  a f o u r  w e e k  

p e r i o d  (Oc tobe r  20  t h r o u g h  November 1 4 ,  1980) i n d i c a t e d  t h a t  

28.5 c o u r t  d a y s  were used  f o r  p r e l i m i n a r y  h e a r i n g s  i n  t h e  

S a l i n a s  b ranch .  I f  t h e  Monterey County M u n i c i p a l  C o u r t  h i r e d  

p e r  diem s t e n o g r a p h i c  r e p o r t e r s  o n l y  f o r  p r e l i m i n a r y  h e a r i n g s ,  

t h e  c o s t  o f  c o u r t  r e p o r t e r s  i n  t h e  S a l i n a s  b r a n c h  would have  

been $2,137 f o r  t h e  s u r v e y  p e r i o d ,  o r  $27 ,781  a n n u a l l y ,  u s i n g  

t h e  $75 p e r  diem f i g u r e .  I n  FY 1979-80, c o u r t  r e p o r t e r s  c o s t  

$44 ,325  i n  t h e  S a l i n a s  b ranch ;  t h u s  t h e r e  is a p o t e n t i a l  s a v i n g  

o f  $ 1 6 , 5 4 4  i n  t h e  S a l i n a s  b r a n c h  a l o n e .  

F u r t h e r m o r e ,  c o u r t  r e p o r t e r  d a y s  r e q u i r e d  were based  on 

t h e  s c h e d u l i n g  a s  i t  e x i s t e d .  Fo r  example ,  s'ome d a y s  

p r e l i m i n a r y  h e a r i n g s  were h e l d  f o r  t h r e e  h o u r s ,  b u t  were 

s c h e d u l e d  b o t h  b e f o r e  and  a f t e r  l u n c h .  I f  t h i s  t h r e e - h o u r  

p e r i o d  had been s c h e d u l e d  a l l  i n < t h e  morning ,  t h e n  a p e r  d iem 

r e p o r t e r  c o u l d  have  been h i r e d  f o r  a h a l f - d a y  o n l y .  I f  

p e r l i m i n a r y  h e a r i n g s  were h a n d l e d  t h i s  e f f i c i e n t l y ,  t h e  a c t u a l  

use d u r i n g  t h e  o n e  month s t u d i e d  c o u l d  have  been  r educed  t o  22 

c o u r t  r e p o r t e r  d a y s  o r  $1 ,650  month ly  and $19,800 a n n u a l l y ,  a 

s a v i n g  of  $25 ,525  f o r  t h e  S a l i n a s  b ranch .  

I n  t h e  Monterey b r a n c h ,  21.5 c o u r t  r e p o r t e r  d a y s  were used 

f o r  p r e l i m i n a r y  h e a r i n g s .  The a n n u a l  c o s t  a t  t h i s  r a t e  would 

be $20,962 or a $4,678 p o t e n t i a l  s a v i n g  o v e r  t h e  $25 ,640  s p e n t  

i n  FY 1979-80. 
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Courtroom clerks presently operate the electronic 

recording equipment and would continue to do so, preparing a 

log sheet of the taped proceedings. Transcripts would be 

prepared directly from the tape. The court should make 

- 

arrangements with a transcriptionist to perform as-needed 

transcription of tapes when ordered. The vast majority of. 

transcripts ordered for municipal court proceedings are the 

o f f i c i a l  record of preliminary hearings; thus the transcript 

production will probably be as at present. 

A s  the court explores this issue, it should consider the 

possibility of using the full-time court reporters employed by 

the superior court when their superior court judge is absent. 

If such sharing could be implemented even for'a portion of the 

reporting requirements of the municipal court, significant cost 

savings would result. 
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12d. Civil/Small Claims Division 

The civil/small claims divisions in the Salinas and 

Monterey branches are staffed by five and four employees 

respectively. The Salinas branch civil/small claims supervisor 

is a permanent municipal court clerk; her staff includes two 

permanent positions, a senior typist clerk and a typist 

clerk 11, and two temporary positions, a legal process clerk 

and a typist clerk I. The Monterey division is supervised by a 

permanent legal process clerk with two additional permanent 

positions, a senior typist clerk and a legal process clerk, and 

one temporary typist clerk 11. 

The Association of Municipal Court Clerks' Civil 

Procedures Manual. is used as the main procedural guide for 

civil matters; the Clerk's Manual of Procedures in Small Claims 

Cases and the Judicial Council's Basic In-Service Traininq 

Program are used for small claims matters. In addition, the 

supervisors in both divisions have developed a series of sample 

small claims forms with instructions. In the Monterey branch, 

the supervisor also has collected a sample of filings. The 

supervisors should continue to update and expand their 

materials. 

The civil/small claims divisions in the Monterey County 

Municipal Courts provide a good example of the consolidation 

process through which the court has been going. The small 

claims procedures in each branch were somewhat different prior 

to consolidation. In the judgment of the clerk/court 

administrator and the clerical staff concerned, the Monterey 
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b r a n c h  s m a l l  c l a i m s  p r o c e d u r e s  were more e f f i c i e n t  and 

o r d e r l y .  C o n s e q u e n t l y ,  a c l e rk  from t h e  Monterey b r a n c h  was 

t r a n s f e r r e d  t o  t h e  S a l i n a s  b r a n c h  f o r  one month t o  s t a n d a r i z e  

t h e  S a l i n a s  b r a n c h ' s  s m a l l  c l a i m s  p r o c e d u r e s .  T h e  f o l l o w i n g  is  

a sample  o f  t h e  problem a reas  a d d r e s s e d :  

1. The f i l i n g  s y s t e m  was improved. C a s e s  had been  
k e p t  i n  f i l e s  o f  t e n  e a c h ,  b u t  w i t h i n  t h e  f i l e  
t h e y  were o u t  of  o r d e r .  T h i s  was c o r r e c t e d ,  
p l a c i n g  t h e  l o w e s t  numbered case on t o p  t o  
c o r r e s p o n d  w i t h  t h e  f i l e  number. 

2 .  A t t a c h i n g  t h e  p r o o f  o f  s e r v i c e  was s t a n d a r i z e d .  

3 .  F i l i n g  d r a w e r s  were s t a n d a r i z e d  t o  549 cases.  

4 .  Docket  e n t r i e s  were s t a n d a r i z e d .  

5. A s i m p l i f i e d  i n d e x i n g  s y s t e m  was i n s t i t u t e d .  

A l though  t h e  t r a n s - f e r  of a c l e r k  from t h e  Monterey b r a n c h  t o  

t h e  S a l i n a s  b r a n c h  p u t  a s t r a i n  on t h e  Monterey b r a n c h  s t a f f ,  

t h e  s t a n d a r i z a t i o n  of p r o c e d u r e s  u l t i m a t e l y  w i l l  improve t h e  

e f f i c i e n c y  o f  t h e  c i v i l / s m a l l  c l a i m s  o p e r a t i o n .  

. S e r v i c e  a s  Courtroom C l e r k s  

C l e r k s  i n  t h e  S a l i n a s  and Monterey b r a n c h e s  s e r v e  a s  

c o u r t r o o m  c l e r k s  f o r  some c i v i l  and small  c l a i m s  c a s e s .  

Al though t h i s  r e p r e s e n t s  a r e l a t i v e l y  smal l  p e r c e n t a g e  o f  time 

and some c l e r k s  c l a i m  t h a t  t h e i r  f a m i l i a r i t y  w i t h  t h e  c a s e s  

e n s u r e s  more a c c u r a t e  c l e r k i n g ,  t h i s  time would be b e t t e r  s p e n t  

w i t h i n  t h e  d i v i s i o n .  When t h e  p r o j e c t  team f i r s t  a n a l y z e d  t h e  

t i m e  a l l o c a t e d  t o  d i f f e r e n t  c i v i l / s m a l l  claims d u t i e s ,  
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30 p e r c e n t  o f  a n  F.T.E. p o s i t i o n  was s p e n t  c l e r k i n g  i n  

cour t rooms .  T h i s  h a s  been r educed  t o  10 p e r c e n t  a t  t h e  w r i t i n g  

o f  t h i s  a u d i t .  

Recommendation: C i v i l  and small  claims c l e rks  s h o u l d  n o t  
s e r v e  a s  c o u r t r o o m  clerks .  

Use of  F i l e  C l e r k  

The S a l i n a s  b ranch  h a s  a f i l e  c l e r k  who d o e s  f i l i n g  f o r  

a l l  d i v i s i o n s  i n  t h e  b ranch  and  s p e n d s  a p p r o x i m a t e l y  one  day  

p e r  w e e k  d o i n g  c i v i l / s m a l l  claims f i l i n g .  I t  is t h e  p r o j e c t  

t e a m ' s  judgment t h a t  t h e  S a l i n a s  c i v i l / s m a l l  c l a i m s  d i v i s i o n  

c a n  p e r f o r m  i ts  own f i l i n g  and w i l l  have g r e a t e r  c o n t r o l  o f  i t s  

p r o c e d u r e s  i f  i t  d o e s  s o .  

Recommendation: C i v i l  and  s m a l l  c l a i m s  s t a f f  i n  t h e  S a l i n a s  
b r a n c h  s h o u l d  do  its own c a s e  f i l i n g .  

. C a l e n d a r  Book 

When a c i v i l  c a s e  is  c a l e n d a r e d ,  i t  is e n t e r e d  i n  a 

c a l e n d a r  book. T h i s  book p r o v i d e s  q u i c k  r e f e r e n c e  t o  t h e  

number o f  c a s e s  c a l e n d a r e d  on a g i v e n  d a t e .  I n  t h e  Monterey 

b r a n c h ,  o n l y  a c a s e  number and name e n t r y  is made i n  t h e  book. 

I n  t h e  S a l i n a s  b r a n c h ,  a d d i t i o n a l  i n f o r m a t i o n  is  e n t e r e d  and 

t h e  c a l e n d a r  book becomes a more comprehens ive  r e s o u r c e  

document.  

T h e  more c o m p l e t e  c a l e n d a r  book a s s i s t s  t h e  c lerk i n  t h e  

S a l i n a s  b r a n c h  i n  d e t e r m i n i n g  t h e  p r o p e r  c a l e n d a r  s e t t i n g .  

example,  t h e  c l e r k  may c o n s i d e r  s e t t i n g  a n o t h e r  c a s e  on  a day 

w h i c h  is a l r e a d y  h e a v i l y  c a l e n d a r e d  i f  s h e  n o t e s  t h a t  t h e  

a t t o r n e y s  i n v o l v e d  have c o n s i s t e n t l y  s e t t l e d  t h e i r  cases p r i o r  

For  
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t o  t r i a l .  S i m i l a r l y ,  a n  a t t o r n e y  who h a s  a r e p u t a t i o n  f o r  

g o i n g  t o  t r i a l  on many o f  h i s  o r  h e r  cases would n o t  be 

s c h e d u l e d  f o r  a d a t e  which d i d  n o t  p r o v i d e  a d e q u a t e  time. 

Recommendation: The c a l e n d a r  book i n  t h e  Monterey b ranch  
k e p t  by c i v i l  and  small  c l a i m s  c le rks  s h o u l d  
i n c l u d e  a d d i t i o n a l  i n f o r m a t i o n  r e l e v a n t  t o  
c a l e n d a r s  and  s t a t i s t i c a l  r e p o r t i n g :  
a t t o r n e y s '  names, e s t i m a t e d  time t h e  c a s e  
w i l l  t a k e ,  t y p e  o f  matter,  w h e t h e r  a 
r e p o r t e r  is needed ,  and t h e  d a t e  t h e  memo t o  
s e t  was f i l e d .  

I m p l e m e n t a t i o n  o f  t h i s  recommendation w i l l  have t h e  added 

b e n e f i t  o f  s a v i n g  some time i n  t r a n s c r i b i n g  c a l e n d a r s .  

P r e s e n t l y ,  i n  t h e  Monterey b r a n c h ,  t h e  c o u r t  s e r v i c e s  

s u p e r v i s o r  p r e p a r e s  a c a l e n d a r  book f o r  t h e  e n t i r e  b ranch .  The 

c i v i l / s m a l l  c la ims d i v i s i o n  g i v e s  a l l  n o t i c e s  of t r i a l  t o  t h e  

c o u r t  s e r v i c e s  s u p e r v i s o r ,  who r e c o r d s  case i n f o r m a t i o n  from 

t h e  n o t i c e s  i n t o  her  c a l e n d a r  book. C i v i l  c a s e s  c o u l d  be 

i n c o r p o r a t e d  i n t o  t h e  f u l l  b r a n c h  c a l e n d a r  by making a 

photocopy o f  t h e  c i v i l / s m a l l  c l a i m s  c a l e n d a r  book, i f  i t  is  

k e p t  a s  c o m p r e h e n s i v e l y  a s  recommended. 

T h e  c i v i l / s m a l l  c la ims c a l e n d a r  book can  a l s o  be used t o  

p r e p a r e  management and  J u d i c i a l  C o u n c i l  r e p o r t s  a n d  w i l l  a s s i s t  

i n  r e v i e w i n g  how l o n g  i t  t a k e s  t o  g e t  t o  t r i a l  f rom t h e  d a t e  o f  

t h e  memo t o  set'. 

Workshee ts  f o r  Law and Motion 

When c a s e s  a r e  s e t  f o r  law and mot ion  c a l e n d a r s ,  t h e r e  a r e  

two p r o c e d u r e s  which can be c o n s o l i d a t e d .  A c a l e n d a r  is 

p r e p a r e d  w h i c h  i n c l u d e s  c a s e s  s e t  f o r  t h a t  day .  T h i s  c a l e n d a r  

c o n t a i n s  b a s i c  c a s e  i n f o r m a t i o n .  A w o r k  s h e e t  a l s o  is p r e p a r e d  
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upon which is entered the same basic case information. This 

work sheet provides the courtroom clerk space to enter the 

outcome of the proceedings. 

Recommendation: The preparation of a work sheet for law and 
motion should be discontinued. The calendar 
sheet should be used to record actions taken. 

Minor adjustments to the form of the calendar will allow 

adequate space for it to serve the purpose of the work sheet. 

Actions taken in court can be recorded on the calendar instead 

of the work sheet. If, for example, the calendar contains 

eight cases per page, after court the clerk would make seven 

photocopies of the calendar and place the original and copies 

in the case files, highlighting the case entry on the calendar 

sheet for each case by circling it. 

Processing Appeals 

In the Monterey branch, some appeals are processed by the 

assistant clerk/court administrator. This function detracts 

from her administrative responsibilities and should be 

terminated. 

Recommendation: Appeals should be processed only by the 
clerks in the civil/small claims division in 
the Monterey branch. 
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12e. Data  E n t r y  

The re  a r e  e i g h t  d a t a  e n t r y  o p e r a t o r s  i n  t h e  Monterey 

County  M u n i c i p a l  C o u r t .  I n  t h e  S a l i n a s  b ranch  t h e r e  a r e  t h r e e  

c l e rks  who work f u l l - t i m e  i n  d a t a  e n t r y .  The l e a d  worker  i n  

t h e  S a l i n a s  b r a n c h  was promoted t o  s u p e r v i s o r  of t h e  d a t a  e n t r y  

d i v i s i o n .  She  s u b s e q u e n t l y  r e q u e s t e d  t o  be r e l i e v e d  of 

d i v i s i o n - w i d e  s u p e r v i s o r y  d u t i e s  and  is now c l a s s i f i e d  as a 

l e g a l  p r o c e s s  c l e r k .  The two o t h e r  c l e r k s  i n  t h e  S a l i n a s  d a t a  

e n t r y  s e c t i o n  a r e  a permanent  l e g a l  p r o c e s s  c l e rk  a n d  a 

t empora ry  c l e r k  t y p i s t  1 1 .  

The Monterey b r a n c h  d a t a  e n t r y  s e c t i o n  is  s t a f f e d  by t h r e e  

permanent  l e g a l  p r o c e s s  c le rks  and one permanent  c l e r k  

t y p i s t  11. The s e c t i o n  is s u p e r v i s e d  by one of t h e  l e g a l  

p r o c e s s  c l e r k s .  Each of t h e  c l e r k s  p r o v i d e s  c l e r i c a l  

a s s i s t a n c e  t o  o t h e r  d i v i s i o n s  o r  c l e r k s  i n  c o u r t r o o m s .  

A permanent  m u n i c i p a l  c o u r t  c lerk i n  t h e  C a s t r o v i l l e  c o u r t  

s p e n d s  a p p r o x i m a t e l y  2 0  p e r c e n t  of h e r  time p e r f o r m i n g  d a t a  

e n t r y  a t  t h a t  c o u r t .  T h i s  employee a l s o  h a s  o t h e r  t r a f f i c  

d i v i s i o n  d u t i e s  and a c t s  as i n t e r p r e t e r  and  back-up c le rk  i n  

t h e  cour t room.  

A “Data E n t r y  P r o c e d u r e s  Manual” h a s  been p r e p a r e d  f o r  t h e  

c o m p u t e r i z e d  t r a f f i c  o p e r a t i o n s .  The manual h a s  been  k e p t  

c u r r e n t  by c o u r t  s t a f f  and m o d i f i c a t i o n s  t o  p r o c e d u r e s  have 

been  i n s e r t e d .  
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Transfer of Staff to Salinas 

The computerized systems in the Monterey County Municipal 

Court will be expanded this year to include processing .of 

parking violations and there are future applications planned in 

the criminal and civil divisions. Consequently, full 

utilization of data entry staff within their division should be 

sought. To this end, the project team recommends the transfer 

of one data entry clerk from Monterey to Salinas. The Salinas 

section has the extra responsibility of coordinating operations 

with the county data processing offices and entry of new bail 

computations and other legal changes. This 'transfer will 

increase the workload of the remaining data entry staff in the 

Monterey section. However, one F.T.E. position is presently 

devoted to assisting divisions, courtroom clerking, and 

mailroom duties in Monterey. Transfer of one employee will 

require the Monterey branch data entry staff to discontinue 

this assistance. 

Recommendation: One data entry clerk from the Monterey 
branch should be transferred to the Salinas 
branch. 

Recommendation: Clerks assigned to the data entry division 
should not work in other divisions. 

Recommendation: The supervisor of the data entry section in 
the Monterey branch should not act as a 
courtroom clerk. 

Verification of Data Entries 

Information from citations, complaints, load sheets, and 

*bail forfeitures is initially keyed into the computer on a 

daily basis. Verification of the data entered is done by 

156 



-.- 

c o m p l e t e l y  r e e n t e r i n g  t h e  d a t a  by a second  c lerk.  If t h e  

i n i t i a l  and  v e r i f i c a t i o n  e n t r i e s  do  n o t  match,  t h e  t e r m i n a l  

s i g n a l s  a m i s t a k e n  e n t r y .  V e r i f i c a t i o n  e n t r i e s  do n o t  t a k e  

q u i t e  a s  l o n g  a s  i n i t i a l  e n t r i e s  b e c a u s e  t h e  r e e n t r y  o p e r a t o r  

c a n  use s l i g h t l y  l e s s  c a u t i o n .  N e v e r t h e l e s s  t h e  v e r i f i c a t i o n  

p r o c e s s  t a k e s  a p p r o x i m a t e l y  one F.T.E. p o s i t i o n .  I f  no 

v e r i f i c a t i o n  were done ,  a s l i g h t  i n c r e a s e  i n  m i s t a k e s  would 

p r o b a b l y  r e s u l t  on t h e  t r a n s a c t i o n  l o g  and  some m i s t a k e s  would 

g o  u n c o r r e c t e d .  Reviewing  and c o r r e c t i n g  mis takes  from t h e  

t r a n s a c t i o n  log m i g h t  t a k e  s l i g h t l y  l o n g e r .  

Most c o u r t s  o p e r a t i n g  computer  s y s t e m s  s u c h  a s  t h a t  o f  t h e  

Monterey County M u n i c i p a l  C o u r t  v e r i f y  t h e i r  e n t r i e s  a s  

d e s c r i b e d  above.  However, t h e  Ven tu ra  County  M u n i c i p a l  C o u r t ,  

which o p e r a t e s  a computer  s y s t e m  s i m i l a r  t o  M o n t e r e y ' s ,  

d i s c o n t i n u e d  v e r i f i c a t i o n  and d i d  n o t  f i n d  a marked i n c r e a s e  i n  

e n t r y  e r r o r s .  

Recommendation: S t a n d a r d s  f o r  e r r o r  r a t e s  s h o u l d  be 
e s t a b l i s h e d  f o r  d a t a  e n t r y  c l e r k s .  Once 
these s t a n d a r d s  a r e  met, v e r i f i c a t i o n  of  a 
c l e r k ' s  i n i t i a l  e n t r i e s  s h o u l d  be e l i m i n a t e d .  

O p e r a t o r s  who a r e  new t o  t h e  s y s t e m  o r , w h o  a r e  e r r o r - p r o n e  

should c o n t i n u e  t o  have  t h e i r  work v e r i f i e d .  P r i o r  t o  a f u l l  

commitment t o  c e s s a t i o n  o f  v e r i f i c a t i o n ,  a one-month s t u d y  

s h o u l d  be  c o n d u c t e d  t o  compare e r r o r  i n c r e a s e ,  i f  any ,  when 

work is n o t  v e r i f i e d  and t h e  time s a v e d .  A f t e r  t h i s  study, i t  

w i l l  be c l e a r e r  where t h e  break-even  p o i n t  is between t ime 

s p e n t  v e r i f y i n g  e n t r i e s  and time s p e n t  c o r r e c t i n g  u n v e r i f i e d  

e n t r i e s  a t  a l a t e r  p o i n t .  
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. Manual Typing of Information on Warrants 

The computer generates warrants for defendants who have 

failed to appear or pay for their traffic violations. 

Presently, the Monterey branch data entry clerks manually enter 

additional information on the warrant. This work properly 

belongs in the traffic division. The most common manual 

entries are a description of the vehicle and the registered 

owner's name if different from that of the operator/violator. 

The traffic clerks in the Salinas branch make manual entries on 
- 

warrants. 

Recommendation: Manual typing of information on warrants in 
the Monterey branch should be done by clerks 
in the traffic division, not by data entry. 
The registered owner's name should not be 
added to the warrant. 

Entry of the vehicle owner's name when it is different 

from that of the violator is done as a courtesy to the police 

department, but  is not necessary for the court's operation. 

Requirements to Key Dispositional Information 

Dispositions are keyed into the computer in two different 

ways. If the defendant is fined and pays the full fine amount, 

that payment is read from the convelope and entered as paid 

into the computer. On other dispositions, the action taken is 

entered on a load sheet for computer entry at a later time. 

The load sheet has some eight different disposition codes. It 

is not expected that all dispositions will fit neatly into a 

computer program. However, if the bench knew the parameters 
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w i t h i n  which t h e  d a t a  e n t r y  c l e r k s  o p e r a t e ,  a d i s p o s i t i o n  which 

might  n o t  be k e y a b l e  i n  t h e  program f o r  some minor  r e a s o n  migh t  I 
be f a s h i o n e d  s o  a s  t o  f i t  t h e  sys t em.  T 
Recommendation: The r e q u i r e m e n t s  t o  i n p u t  d i s p o s i t i o n a l  

\ i n f o r m a t i o n  i n t o  t h e  computer  s h o u l d  be 
e x p l a i n e d  t o  t h e  j u d g e s  i n  o r d e r  t o  minimize  
t h e  need t o  e n t e r  u n i q u e  d i s p o s i t i o n s  which 
d o  n o t  f i t  t h e  computer  program. 

Purge  D a t e  o f  T ' r a f f i c  F i l e s  

A t  p r e s e n t ,  t h e  computer  i n  t r a f f i c  cases g e n e r a t e s  and 

p r i n t s  a p u r g e  d a t e  on t h e  c a s e  f i l e  f o l d e r  which is f o u r  y e a r s  

a f t e r  t h e  d a t e  of  t h e  i n f r a c t i o n .  T h i s  d a t e  is e r r o n e o u s  a s  

t h e  p r o p e r  p u r g e  d a t e  is  f o u r  y e a r s  a f t e r  t h e  c a s e  is 

d i s p o s e d .  T h i s  f u n c t i o n  s h o u l d  be m o d i f i e d  i n  t h e  computer  

s y s t e m  o r  e l i m i n a t e d  and  t h e  pu rge  d a t e  added manua l ly  a t  t h e  

t i m e  t h e  c a s e  is  c l o s e d .  

Recommendation: The p u r g e  d a t e  i n  t r a f f i c  cases s h o u l d  be 
c a l c u l a t e d  from t h e  d a t e  o f  d i s p o s i t i o n ,  n o t  
f rom t h e  d a t e  o f  t h e  i n f r a c t i o n  a s  i t  is a t  
p r e s e n t .  

. C o u r t e s y  L e t t e r  o n  T r a f f i c  C i t a t i o n s  

The c o u r t e s y  l e t t e r  on t r a f f i c  c i t a t i o n s  a t  p r e s e n t  d o e s  

n o t  i n d i c a t e  t h a t  t h e  l e t t e r  may be d i s r e g a r d e d  i f  t h e  

d e f e n d a n t  h a s  a l r e a d y  p a i d  t h e  f i n e .  The f i l e s  a r e  r e s e a r c h e d  

between t h e  t i m e  t h e  c o u r t e s y  l e t t e r  is g e n e r a t e d  and s e n t  t o  

e n s u r e  t h a t  c a s e s  i n  which payment h a s  been made do n o t  r e c e i v e  

a c o u r t e s y  l e t t e r .  A more e f f i c i e n t  a p p r o a c h  w o u l d  be t o  

i n d i c a t e  on t h e  c o u r t e s y  l e t t e r  t h a t  i t  may be d i s r e g a r d e d  i f  

payment h a s  a l r e a d y  been made. 
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Another  problem w i t h  c o u r t e s y  n o t i c e s  is t h a t  w h i l e  t h e  

b o i l e r p l a t e  i s  w r i t t e n  i n  S p a n i s h  and  E n g l i s h ,  t h e  body of t h e  

l e t t e r  i t s e l f  is  w r i t t e n  i n  E n g l i s h  o n l y .  With t h e  h i g h  

p e r c e n t a g e  o f  non-Engl i sh  s p e a k i n g  c l i e n t s  i n  t h e  S a l i n a s  

b r a n c h ,  t h e  c o u r t e s y  l e t t e r  s h o u l d  be w r i t t e n  i n  b o t h  S p a n i s h  

and  E n g l i s h  i n  t h a t  b ranch .  

F i n a l l y ,  many c h e c k s  a r e  r e c e i v e d  w i t h o u t  t h e  c i t a t i o n ,  

c a u s i n g  p rob lems  i n  c r e d i t i n g  t h e  d e f e n d a n t  w i t h  payment.  I f  

t h e  c o u r t e s y  l e t t e r  r e q u e s t e d  t h e  d e f e n d a n t  t o  wr'ite t h e  

c i t a t i o n  number on t h e  check ,  f e w e r  p rob lems  would r e s u l t .  

Recommendation: The c o u r t e s y  l e t t e r  on t r a f f i c  c i t a t i o n s  
s h o u l d  s t a t e  t h a t  t h e  d e f e n d a n t  may 
d i s r e g a r d  t h e  l e t t e r  i f  t h e  f i n e  h a s  a l r e a d y  
been  p a i d ,  and r e q u e s t  t h a t  t h e  d e f e n d a n t  
w r i t e  t h e  c i t a t i o n  number on h i s  o r  h e r  
check .  Le t t e r s  i s s u e d  from t h e  S a l i n a s  
b ranch  s h o u l d  be i n  S p a n i s h  and E n g l i s h .  

The p r o j e c t  team was informed t h a t  t h e  c o u n t y  computer  

c a n n o t  accomodate  t h e  recommended changes .  The c l e r k / c o u r t  

a d m i n i s t r a t o r  s h o u l d  e x p l o r e  t h e  p o s s i b i l i t y  o f  u s i n g  o t h e r  

methods s u c h  a s  word p r o c e s i n g  t o  implement  t h e  above.  
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12f. Criminal 

The criminal division in the Salinas branch consists of a 

supervisor (municipal court clerk), two permanent legal process 

clerks, and two temporary typist clerks 11. An additional 

"floating" typist clerk I1 occasionally assists the division 

with filing. The criminal division in the Monterey branch 

consists of a supervisor (municipal court clerk), two legal 

process clerks, and one typist clerk 11. 

The criminal division is responsible for receiving, and 

maintaining court records, preparing court files, and 

processing criminal complaints and citations filed by local 

police agencies and prosecuting attorneys. An important 

function of this division is the issuance and recall of arrest 

warrants. The criminal division also works closely with the 

prosecuting' attorney, probation, and the superior court. 

Outstanding Warrants 

If a defendant fails to appear for arraignment and a 

warrant is issued, no review of the status of the warrant is 

made by the court. The warrant remains outstanding until the 

police department requests a dismissal. Therefore, unless the 

police department initiates efforts to dismiss an arrest or 

bench warrant, such warrants remain indefinitely. 
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Until the warrant has been dismissed by the court, police 

agencies can arrest an individual regardless of the age of the 

warrant. If a case becomes unreasonably old, the court should 

review the advisability of dismissing said warrant. Presently, 

1' 
1 

~ 

this review process is initiated only by the police department. 

Recommendation: Periodic review of the status of outstanding 
arrest and bench warrants should be made. 
In appropriate cases, certain warrants 
should be dismissed for lack of prosecution. 

Each agency should be provided a list of any warrants to be 

reviewed and be given an opportunity to show cause why the 

warrant should not be dismissed. These matters should be 

scheduled for a specific hearing date and dismissed if no good 

reason is provided to the court. 

War rant R'e ca 11 

Although the court does have a formalized process for 

recalling arrest and bench warrants which involves calling the 

police agency and sending a written notice of recall, no 

procedure exists to determine if, in fact, the warrant is 

returned to the court pursuant to the recall. When a warrant 

is returned, it is placed in the case file. However, no 

procedure exists to follow-up when the warrant is not 

returned. Consequently, even though the court properly has 

recalled the warrant, it may not be returned to the court and 

an individual could be arrested. 
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The p r o j e c t  team was informed by c o u r t  employees  t h a t  

t h e r e  have  been i n c i d e n t s  o f  f a l s e  a r r e s t s  unde r  these 

c i r c u m s t a n c e s .  

Recommendation: A m o n i t o r i n g  s y s t e m  s h o u l d  be  deve loped  t o  
determine i f  a w a r r a n t  h a s  been  r e t u r n e d  t o  
t h e  c o u r t  a f t e r  i t  h a s  been  r e c a l l e d .  

Order of  Examina t ion  

I n d i g e n t  d e f e n d a n t s  who had c o u n s e l  a p p o i n t e d  and a r e  

c o n v i c t e d  somet imes  a r e  o r d e r e d  by t h e  c o u r t  t o  r e i m b u r s e  t h e  

c o u n t y  f o r  t h e  c o s t  o f  a p p o i n t i n g  c o u n s e l .  The c o u r t  c l o s e s  

o u t  i t s  c a s e  and  i n s t r u c t s  t h e  d e f e n d a n t  t o  pay t h e  coun ty  

d i r e c t l y .  If t h e  d e f e n d a n t  f a i l s  t o  r e i m b u r s e  t h e  c o u n t y  p e r  

t h e  c o u r t ' s  o r d e r ,  t h e  c o u n t y  will f i l e  a " D e c l a r a t i o n  and 

Order o f  Examina t ion" .  A h e a r i n g  d a t e  is  s c h e d u l e d  f o r  t h e  

matter and c o p i e s  o f  t h e  o r d e r  a r e  r e t u r n e d  t o  t h e  s h e r i f f  f o r  

s e r v i c e .  

I n  t h e  Monterey b r a n c h ,  t h e  c le rk  p u l l s  t h e  c o u r t  f i l e  

f rom t h e  c l o s e d  f i l e s ,  p l a c e s  t h e  o r i g i n a l  i n  t h e  f i l e  and  

r e f i l e s  t h e  f o l d e r  i n  t h e  c o n t i n u a n c e  f i l e  a c c o r d i n g  t o  t h e  

s c h e d u l e d  h e a r i n g  d a t e .  I n  t h e  S a l i n a s  b r a n c h ,  a d i f f e r e n t  

p r o c e d u r e  i s  f o l l o w e d .  An o r i g i n a l  order  is k e p t  i n  a f o l d e r  

on t h e  c l e r k ' s  d e s k  and t h e  c o u r t  f i l e  r e m a i n s  i n  c l o s e d  

f i l i n g .  C o n s e q u e n t l y ,  t h e  S a l i n a s  b r a n c h  must  p e r i o d i c a l l y  

r e v i e w  a f o l d e r  on t h e  c l e r k ' s  desk  t o  d e t e r m i n e  which o r d e r s  

have  n o t  been r e t u r n e d .  I n  t h e  Monterey b r a n c h ,  t h e  c r i m i n a l  

d i v i s i o n  is a b l e  t o  d e t e r m i n e  a u t o m a t i c a l l y ,  a s  a r e s u l t  o f  

t h e i r  " t i c k l e r  s y s t e m , '  w h i c h  o n e s  have n o t  been  r e t u r n e d .  
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Recommendation: The S a l i n a s  b ranch  s h o u l d  p l a c e  a n  "Order  o f  
Examina t ion"  summons i n  t h e  f i l e  f o l d e r  
a f t e r  t h e y  a r e  i s s u e d  t o  t h e  s h e r i f f  and 
p l a c e  t h e  f i l e  f o l d e r  i n  t h e  c o n t i n u a n c e  
f i l e  under  t h e  s c h e d u l e d  h e a r i n g  d a t e .  

. C r i m i n a l  Appearance  D a t e  

Both Monterey and S a l i n a s  p o l i c e  o r d e r  t r a f f i c  d e f e n d a n t s  

i n t o  c o u r t  "on o r  b e f o r e "  a d a t e  1 5  d a y s  a f t e r  t h e  i s s u a n c e  o f  

t h e  t r a f f i c  c i t a t i o n .  The Monterey p o l i c e  a l s o  s c h e d u l e  

c r i m i n a l  c i t a t i o n s  i n  t h e  same manner. However, t h e  S a l i n a s  

p o l i c e  have been i n s t r u c t e d  by t h e  c o u r t  t o  s c h e d u l e  c r i m i n a l  

a p p e a r a n c e s  no  l a t e r  t h a n  f i v e  d a y s  a f t e r  t h e i r  i s s u a n c e .  

The  p r o j e c t  t eam was u n a b l e  t o  i d e n t i f y  any c o u r t  

o p e r a t i o n a l  p rob lems  r e s u l t i n g  from t h i s  p r a c t i c e  i n  t h e  

S a l i n a s  b ranch .  N e v e r t h e l e s s ,  t h e  p o l i c e  d e p a r t m e n t  d i d  

i n d i c a t e  t o  t h e  p r o j e c t  team t h a t  t h e  v a r i a n c e  i n  p r a c t i c e s  

between t r a f f i c  and  c r i m i n a l  mat ters  i n  t h e  S a l i n a s  b ranch  d i d  

c a u s e  some c o n f u s i o n  w i t h  p o l i c e  o f f i c e r s .  

Recommendation: T h e  S a l i n a s  b r a n c h  s h o u l d  a d o p t  t h e  p r a c t i c e  
o f  t h e  Monterey b ranch  i n  h a v i n g  p o l i c e  

a p p e a r a n c e  d a t e s  "on o r  b e f o r e "  a d a t e  15  
d a y s  l a t e r .  

- o f f i c e r s  s c h e d u l e  c r i m i n a l  c i t a t i o n  

. T i m e  Stamp - 
T h e  Monterey and S a l i n a s  b r a n c h e s  b o t h  have d a t e  and time 

s t a m p s  f o r  p l e a d i n g s  and c o m p l a i n t s  f i l e d .  I t  is  t h e  p r a c t i c e  

o f  bo th  b r a n c h e s  t o  d a t e  and t o  t ime-stamp a l l  documents  f i l e d  
? 

w i t h  t h e  c o u r t .  However, i n  t h e  Monterey b r a n c h ,  a t  times 

~ c r i m i n a l  c o m p l a i n t s  a r e  n o t  t ime-stamped.  T h e  e x p l a n a t i o n  was 
i 
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p/ 
"a clerk gets busy and forgets to time-stamp the complaint." 

There appears to be no problem with processing criminal 

complaints. 

is no way of determining how long a complaint has been in the 

clerk's office that day before being processed. 

However, if a complaint is not time-stamped, there 

Recommendation: Criminal complaints in the Monterey branch 
should be time-stamped. 
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12g. Accounting 

The accounting division in the Salinas branch contains the 

head of the division, a senior account clerk, and an account 

clerk who is still in training. The Monterey branch has two 

account clerks. The chief of the accounting division recently 

moved to the Salinas branch, based on 'a recommendation by the 

project team. 

The division is responsible for accounting for all cash, 

checks and money orders received by the court and preparing 

daily and monthly reports from the court to the county's 

auditor and treasurer. 

The accounting staff assists in opening the daily mail and 

accounting for the money received. The account clerks in each 

branch close out the cash registers and cash drawers each 

afternoon, balance the receipts and money on hand, and then 

prepare the daily bank deposits. Any needed corrections and 

adjustments to previous daily reports a l s o  are made. The 

accounting staff also checks attorneys' fee requests for 

accuracy and prepares necessary paperwork for the judges' 

signatures . 
In the Salinas branch, the account clerk also maintains 

the bond forfeiture book and keeps records on bonds filed, 

bonds to be returned and bonds forfeited. 
- 

Recommendations that relate to the accounting division are 

made under the Finalcia1 Planning and Control section of this 

report. 
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I. STATISTICAL APPENDIX 



TABLE 11 

MUNICIPAL COURTS WITH SIX TO TEN JUDICIAL POSITIONS 
WITH TWO OR MORE COURT LOCATIONS 
(EXCLUDING LOS ANGELES COUNTY) 

MONTEREY 

Consol. Fresno 

No. County 
San Diego 

Riverside 

Sonoma 

So. San Mateo 

Stanislaus 

Ventura 

West Kern 

\ 

No. and Type 
of Court Locations 

1 Branch 1 Main 

2 2 

1 2 

1 2 

1 1 

1 

2 

4 

0 

1 6 

1 1 

1 8 

Percentage of 
Hispanic Population 

21 

23 

18 

15 

13 

15 

4 0  

20 

40 

For purposes of this table, "main court" is defined as a court 
location with two or more judges, "branch court" as a court 
location with one or less full-time judge assigned. 
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11. PROPOSED PERSONNEL CLASSIFICATIONS 



I 
I 
I 
t 
1 
I 
I 
I 

1 
8 
C 
1 
1 
1 
I 

MUNICIPAL COURT CLERK I 

DEFINITION 
Under c l o s e  s u p e r v i s i o n ,  p e r f o r m s  l e g a l  c l e r i c a l  work of 

a v e r a g e  d i f f i c u l t y  i n  t h e  o f f i c e  o f  t h e  m u n i c i p a l  c o u r t  and i n  t h e  
cour t room;  and p e r f o r m s  r e l a t e d  work a s  requi red .  

DISTINGUISHING CHARACTERISTICS 
M u n i c i p a l  c o u r t  c l e r k s  a r e  a s s i g n e d  t o  t h e  c o u n t y ’ s  m u n i c i p a l  

c o u r t s .  Employees a r e  r e s p o n s i b l e  f o r  t h e  accu ra t e  and t i m e l y  
p r o c e s s i n g  o f  l e g a l  documents  and r e l a t e d  l e g a l  t r a n s a c t i o n s .  
Employees may be a s s i g n e d  t o  t h e  c r i m i n a l ,  c i v i l  and  sma l l  c la ims,  
t r a f f i c  o r  a c c o u n t i n g  d i v i s i o n s  o f  t h e  c o u r t .  

c l e rk  s e r i e s .  Employees pe r fo rm r o u t i n e  and r e p e t i t i v e  work 
r e l a t e d  t o  l e g a l  d o c u m e n t a t i o n  and  t r a n s a c t i o n s .  Work may r e q u i r e  
p u b l i c  c o n t a c t .  P o s i t i o n s  i n  t h i s  c l a s s  d i f f e r  f rom t h o s e  of  t h e  
h i g h e r  c l a s s  of  m u n i c i p a l  c o u r t  c l e rk  I1 i n  t h a t  t h e  m u n i c i p a l  
c o u r t  c l e r k  I1 c l a s s  i n v o l v e s  d u t i e s  t h a t  require  t h e  f r e q u e n t  u s e  
o f  judgement  i n  a p p l y i n g  l e g a l  c o d e s ,  p r o c e d u r e s ,  and p o l i c i e s .  

For  successfu l  pe r fo rmance ,  employees  m u s t  have t h e  a b i l i t y  
and  w i l l i n g n e s s  t o  work w i t h  t h e  p u b l i c ;  a b i l i t y  t o  r e a d  and 
comprehend l e g a l  documents  a c c u r a t e l y ;  a b i l i t y  t o  do s i m p l e  
a r i t h m e t i c ;  a b i l i t y  t o  communicate o r a l l y ;  a b i l i t y  t o  foll’ow 
w r i t t e n  and o r a l  i n s t r u c t i o n s ;  a b i l i t y  t o  f i l e  a v a r i e t y  o f  
documents  u s i n g  a l p h a b e t i c a l  and n u m e r i c a l  c o d e s .  

T h i s  is  t h e  e n t r y  l e v e l  c l e r i c a l  c l a s s  i n  t h e  m u n i c i p a l  c o u r t  

EXAMPLES OF D U T I E S  
Types v a r i o u s  l e g a l  forms  such  a s  w r i t s ,  a b s t r a c t s ,  r e g i s t e r  
p a g e s ,  w a r r a n t s ,  e t c .  by c o p y i n g  c e r t a i n  i n f o r m a t i o n  from o t h e r  
documents  i n  o r d e r  t o  f o r m a l i z e  t h e  p a p e r s .  

P r o c e s s e s  c e r t a i n  l e g a l  documents  s u c h  a s  t r a f f i c  c i t a t i o n s ,  
d o c k e t s ,  a b s t r a c t s ,  o r  b a i l ,  by s o r t - i n g  a c c o r d i n g  t o  p r e s c r i b e d  
p r o c e d u r e s  and ma tch ing  c i t a t i o n s  w i t h  payments .  

Computes amounts  o f  b a i l  f rom b a i l  s c h e d u l e s  a n d  p o s t s  t o  
c i t a t i o n s .  

P r e p a r e s ’ ,  issues,  and m a i l s  c e r t a i n  l e g a l  documents  such  a s  
w a r r a n t s ,  c i t a t i o n s ,  e tc .  

A s s i s t  p u b l i c  c l i e n t e l e  on s u b j e c t  m a t t e r  r e l a t e d  t o  work 
a s s i g n m e n t  by a n s w e r i n g  t e l e p h o n e  i n q u i r i e s  o r  c a l l i n g  t h e m  t o  
g i v e  f a c t u a l  i n fo rma t ’ ion .  

May a s s i s t  a t  window by p r o v i d i n g ,  a c c e p t i n g ,  o r  e l i c i t i n g  w r i t t e n  
o r  v e r b a l  i n f o r m a t i o n  n e c e s s a r y  f o r  c e r t a i n  a c t i o n  o r  a d v i c e  t o  
a s s i s t  t h e  p u b l i c  c l i e n t e l e .  

R e c e i v e s  f i n e s ,  f e e s ,  o r  o t h e r  monetary  payments  by v e r i f y i n g  
amounts ,  i s s u i n g  r e c e i p t s ,  and  e n t e r i n g  i n  c a s h  r e g i s t e r  t o  
p r o p e r l y  a c c o u n t  f o r  s u c h  t r a n s a c t i o n s .  
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MUNICIPAL COURT CLERK I, continued 

Distributes mail, memos and other documents to appropriate work 
area by opening and sorting into several categories to effect an 
efficient flow of information. 

Maintains files of legal documents by sorting, retrieving, 
searching and matching forms, recordsl citations and case folders 
in order to systematically and logically store documents. 

May perform simple bookkeeping duties such as posting, copputing, 
balancing, etc, to maintain accurate financial records. 

Duplicates records, forms and other documents using an electronic 
or electric machine. 

May operate teletype machine. 

May perform duties related to the jury system including, but not 
limited to, notification and compensation for jurors. 

(NOTE: The preceding duties are those usually performed by most 
employees in this class, but are not necessarily inclusive.) 

MINIMUM QUALIFICATIONS 
Typing Requirement: Ability to type at a speed of 30 words 

per minute. 

Education and Experience: One year of general clerical 
experience. 

Knowledge and Abilities: Willingness to work with the public 
and ability to be tactful and patient when dealing with,clientele. 

Ability to read and comprehend legal documents accurately. 

Ability to do simple arithmetic computation (addition, 
subtraction, multiplication and division). 

Ability to speak clearly, listen carefully, and give correct 
information to the public, 

Ability to accurately file a variety of documents using 
alphabetical and numerical codes. 

Ability to follow written and oral instructions. 

Ability to,work well with others. 
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MUNICIPAL COURT CLERK I1 

DEFINITION 
Under general supervision, performs difficult legal clerical 

work in the municipal court; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS 

courts. Employees are responsible for the accurate and timely 
processing and maintenance of legal documents and related legal 
transactions. Employees may be assigned to the criminal, civil 
and small claims, traffic or accounting divisions of the court. 

This is the experienced level in the municipal court clerk 
series. Employees perform a variety of difficult work related to 
legal documentation and transactions which require the frequent 
use of judgement in applying legal codes, procedures, and 
policies. Public contacts are usually present. Positions in this 
class differ from those in the municipal court clerk I class in ' 

that the municipal court clerk I class performs routine, 
repetitive and limited tasks which involve less responsibility for 
ascertaining the correct legal procedures. They differ from 
positions in the municipal court clerk I11 class in that the 
latter are assigned responsibility for a full range of difficult 
and complex clerical tasks which comprise a major process or 
function. 

For successful performance, employees must have knowledge of 
municipal court procedures and related statutes; knowledge of 
legal terminology and documents; ability to read and interpret 
related legal codes; ability to accept responsibility; ability to 
follow written and oral instructions; ability to solve problems 
and make decisions; ability to deal tactfully with the public; 
ability to adapt to changes in assignments or procedures; ability 
to assume lead worker responsibility over other subordinate clerks. 

Municipal court clerks are assigned to the county's municipal 

EXAMPLES OF DUTIES 
Issues various legal documents by completing and signing various 
forms. 

Determines appropriate legal document or actions according to 
codes or as required as the result of a judgment. 

Reviews completeness and accuracy of criminal, civil, or small 
claims complaints and other cases to ensure compliance with legal 
procedures or instructions. 

Processes legal documents such as dockets, abstracts, bail and 
complaints by following) prescribed procedures or instructions to 
forfeit or exonerate bail, recall warrants, or to record certain 
legal actions. 
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Assists public on subject matter related to work assignment by 
answering telephone, inquiries or by personally attending counters; 

amounts, issuing receipts, and entering in cash register to 
properly account for such transactions. 

~ receives fines, fees, or other monetary payments by verifying 

Types, writes, or posts various information in appropriate records 
or documents such as register pages, books, logs, ledgers, and 
calendar sheets by transferring data obtained from source 
documents. May perform simple bookkeeping duties such as posting, 
computing, or balancing figures or data in various fiscal records. 

Maintains files of legal documents, records, etc. following 
established procedures. 

May perform duties related to the jury system including, but not 
limited to, selection, notification and compensation for jurors. 

May serve as lead worker over other subordinate clerks or as a 
relief courtroom clerk. 

May instruct or train subordinate clerks. 

(NOTE: The preceding duties are those usually performed by most 
employees in this class, but are not necessarily inclusive.) 

MINIMUM QUALIFICATIONS 
Typing Requirement: Ability to type at a speed of 30 words 

per minute. 

Education and Experience: One year of full-time clerical 
experience which must have provided substantial experience in 
processing legal documents and handling legal transactions. 

Knowledge and Abilities: Knowledge of municipal court 
procedures and related statutes; 

Knowledge of legal terminology and documents; 

Ability to read and interpret legal codes related to municipal 
court procedures; 

Ability to follow written and oral instructions. 

Ability to solve problems and make decisions; 

Ability to deal tactfully with the public; 

Ability to adapt to changes in assignments or procedures; 

Ability to accept responsibility; 

Ability to assume lead worker responsibility. 
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MUNICIPAL COURT CLERK I11 

D E F I N I T I O N  
Under g e n e r a l  s u p e r v i s i o n ,  is  r e s p o n s i b l e  f o r  a f u l l  r ange  of 

d i f f i c u l t  and complex l e g a l  c l e r i ca l  work i n  t h e  m u n i c i p a l  c o u r t ;  
and p e r f o r m s  r e l a t e d  work a s  r e q u i r e d .  

DISTINGUISHING CHARACTERISTICS 
M u n i c i p a l  c o u r t  c l e r k s  a r e  a s s i g n e d  t o  t h e  c o u n t y ' s  m u n i c i p a l  

c o u r t s .  Employees a r e  r e s p o n s i b l e  f o r  t h e  a c c u r a t e  and t i m e l y  
p r o c e s s i n g  and ma in tenance  o f  l e g a l  documents  and r e l a t e d  l e g a l  
t r a n s a c t i o n s .  Employees may be a s s i g n e d  t o  t h e  c r i m i n a l ,  c i v i l  
and  s m a l l  c l a i m s ,  t r a f f i c  o r  a c c o u n t i n g  d i v i s i o n s  o f  t h e  c o u r t .  

T h i s  is t h e  advanced  l e v e l  i n  t h e  m u n i c i p a l  c o u r t  c l e rk  
s e r i e s .  Employees have  t h e  r e s p o n s i b i l i t y  f o r  a f u l l  r ange  o f  
d i f f i c u l t  and  complex l e g a l  c l e r i c a l  t a s k s  c o m p r i s i n g  a major  
p r o c e s s  o r  f u n c t i o n .  Major d u t i e s  r e q u i r e  t h e  s u b s t a n t i a l  use of  
judgment  i n  a p p l y i n g  l e g a l  c o d e s ,  c o u r t  p r o c e d u r e s  and  p o l i c i e s .  
Employees may p r o v i d e  l e a d  work r e s p o n s i b i l i t y  o r  a c t  a s  a s s i s t a n t  
t o  t h e  d i v i s i o n  s u p e r v i s o r .  P u b l i c  c o n t a c t s  a r e . n o r m a 1 l y  
p r e s e n t .  P o s i t i o n s  i n  t h i s  c l a s s  d i f f e r  f rom t h o s e  i n  t h e  lower  
c l a s s  o f  m u n i c i p a l  c o u r t  c le rk  I1 i n  t h a t  t h e  m u n i c i p a l  c o u r t  
c l e r k  I S  c l a s s  e n t a i l s  d u t i e s  which a r e  l e s s  comprehens ive  and . 

- complex and a r e  n o t  s u b s t a n t i a l l y  r e s p o n s i b l e  f o r  a n  e n t i r e  major  
l e g a l  p r o c e s s  o r  f u n c t i o n ,  They d i f f e r  f rom t h o s e  i n  t h e  
m u n i c i p a l  c o u r t  c l e r k  I V  c l a s s  i n  t h a t  t h e  l a t t e r  assume 
r e s p o n s i b i l i t i e s  a s  d i v i s i o n  s u p e r v i s o r s  o r  c o u r t r o o m  c l e r k s .  

For  s u c c e s s f u l  pe r fo rmance ,  employees  m u s t  have  a tho rough  
knowledge o f  m u n i c i p a l  c o u r t  p r o c e d u r e s  and r e l a t e d  s t a t u t e s ;  
t h o r o u g h  knowledge of  l e g a l  t e r m i n o l o g y  and  documents;  a b i l i t y  t o  
comprehend, i n t e r p r e t  and a p p l y  l e g a l  c o d e s  and o t h e r  p r o c e d u r e s ;  
a b i l i t y  t o  c o o r d i n a t e  t h e  f l o w  of  l e g a l  documents;  a b i l i t y  t o  
a c c e p t  r e s p o n s i b i l i t y  f o r  a d e f i n e d  c l e r i c a l  f u n c t i o n ;  a b i l i t y  t o  
d e a l  w i t h  t h e  p u b l i c  and  o t h e r  c o u r t  p r o f e s s i o n a l s ;  and a b i l i t y  t o  
s o l v e  complex p r o c e d u r a l  p rob lems ,  

EXAMPLES OF DUTIES 
S u p e r v i s e s  a major  f u n c t i o n  i n  p r o c e s s i n g  o f  l e g a l  documents and 
l e g a l  t r a n s a c t i o n s .  

C o o r d i n a t e s  c l e r i c a l  p r o c e d u r e s  and t r a n s a c t i o n s  w i t h  o t h e r  
i n t e r e s t e d  p a r t i e s  such  a s  a t t o r n e y s ,  law e n f o r c e m e n t  o f f i c e r s ,  
d e f e n d a n t s ,  p l a i n t i f f s ,  e t c .  

Reviews f i l i n g s , i n  t h e  c i v i l  and s m a l l  claims d i v i s i o n  f o r  venue 
and j u r i s d i c t i o n ;  may r e s e a r c h  c o d e s ,  l a w s ,  e t c .  

R e c e i v e s  and r e v i e w s  c o m p l a i n t s  f o r  c i v i l  m a t t e r s  t o  ensure 
c o m p l e t e n e s s  and a c c u r a c y .  

R e s o l v e s  complex p r o c e d u r a l  problems r e l a t e d  t o  t h e  a s s i g n e d  
f u n c t i o n a l  a r e a .  
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M a i n t a i n s  . a c c u r a t e  r e c o r d s  r e l a t e d  t o  complex l e g a l  p r o c e d u r e s .  

R e c e i v e s  f e e s ,  f i n e s ,  e tc .  and p r e p a r e s  and s i g n s  r e c e i p t s .  

C a l c u l a t e s  f e e s ,  i n t e r e s t  and o t h e r  c o s t s  u s i n g  b a s i c  a r i t h m e t i c a l  
p r o c e s s e s .  

D e t e r m i n e s  t h e  p r o p e r  documents  needed t o  be p r o c e s s e d  f o r  a 
p a r t i c u l a r  judgment by r e a d i n g  t h e  case and v e r i f y i n g  compl i ance  
w i t h  c o d e s  and p r o c e d u r e s  a s  n e c e s s a r y .  

May s e r v e  a s  a r e l i e f  cour t room c le rk  o r  t r a f f i c  cour t room c l e r k .  

May t r a i n  o r  s u p e r v i s e  s u b o r d i n a t e  c l e r k s .  

(NOTE:  The p r e c e d i n g  d u t i e s  a r e  t h o s e  u s u a l l y  per formed by most 
employees  i n  t h i s  c l a s s ,  b u t  a r e  n o t  n e c e s s a r i l y  i n c l u s i v e . )  

M I N I M U M  QUALIFICATIONS 

p e r  minu te .  

which m u s t  have  p r o v i d e d  s u b s t a n t i a l  e x p e r i e n c e  i n  p r o c e s s i n g  
l e g a l  documents  and h a n d l i n g  l e g a l  t r a n s a c t i o n s .  

Typing Requi rement :  

E d u c a t i o n  and  E x p e r i e n c e :  Two y e a r s  of  f u l l - t i m e  e x p e r i e n c e  

A b i l i t y  t o  t y p e  a t  a speed  o f  3 0  words 

Knowledge and A b i l i t i e s :  Knowledge o f  m u n i c i p a l  c o u r t  
p r o c e d u r e s  and r e l a t e d  s t a t u t e s ;  

Knowledge o f  t h e  Code o f  C i v i l  P r o c e d u r e s ;  

Knowledge o f  l e g a l  t e r m i n o l o g y  and documents;  

A b i l i t y  t o  comprehend,  i n t e r p r e t  and a p p l y  l e g a l  c o d e s  and o t h e r  
p r o c e d u r e s ;  

A b i l i t y  t o  c o o r d i n a t e  a v a r i e t y  o f  c l e r i c a l  p r o c e d u r e s  and mon i to r  
d e a d 1  i n e s ;  

A b i l i t y  t o  a c c e p t  r e s p o n s i b i l i t y  f o r  a d e f i n e d  c l e r i c a l  f u n c t i o n ;  

A b i l i t y  t o  d e a l  w i t h  t h e  p u b l i c  and o t h e r  c o u r t  p r o f e s s i o n a l s ;  

A b i l i t y  t o  s o l v e  complex p r o c e d u r a l  problems;  

A b i l i t y  t o  s u p e r v i s e  a few s u b o r d i n a t e  c l e r k s .  
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MUNICIPAL COURT CLERK IV 

DEFINITION 

judge of the municipal court, or super,vises the work of a major 
division of the municipal court; and performs related work as 
required. 

Under direction, performs duties of a courtroom clerk to a , 

DISTINGUISHING CHARACTERISTICS 

courts. Employees are responsible for the accurate and timely 
processing and maintenance of legal documents and related legal 
transactions. Employees may be assigned to the criminal, civil 
and small claims, traffic or accounting divisions of the court. 

of a major division of the court, such as criminal, civil and 
small claims, traffic or accounting, or the courtroom clerk 
function. Employees report to the chief deputy municipal court 
clerk or to the clerk of the municipal court. Positions in this 
class differ from those in the lower class of municipal court 
clerk I11 in that the municipal court clerk I11 class entails no 
responsibility for the supervision of a major division or 
permanent assignments as permanent courtroom clerks. 

knowledge of municipal court procedures and relevant statutes 
related to the municipal courts; thorough knowledge of legal 
terminology and legal documents; ability to supervise a group of . 
subordinate clerks; ability to accept responsibility and make 
decisions; ability to communicate effectively; and ability to work 
under pressure. 

Municipal court clerks are assigned to the county's municipal 

Municipal court clerks IV are responsible for the supervision 

For successful performance, employees must possess thorough 

EXAMPLES OF DUTIES 

Court room Clerks : 
Serves as a courtroom clerk in a municipal court and as  secretary 
to a judge. 

Calls cases in the courtroom to determine attendance and hands out 
copy of complaints or case. 

Takes attendance o f  jury; administers oaths and afformatives. 

Receives, marks, and assumes custody of exhibits, entering them 
into evidence as ordered. 

Records verdicts and court proceedings. 

Types various legal documents, letters, and drafted handwritten 
documents. 

Composes letters from notes or verbal instructions. 

Maintains appointment calendars, workload data, and files; and 
performs other tasks as minor duties. 
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Division Supervisor : 
Responsible for the work performed in a major work area such as 
criminal, traffic, or civil/small claims by planning, assigning, 
training, directing and evaluating work of subordinate clerks. 

Reviews reports, forms, complaints, cases, and other documents to 
insure completeness and accuracy, and takes approriate steps to 
correct discrepancies. 

Determines appropriate documents when processing legal actions 
according to codes, judgment or administrative procedures. 

Resolves clerical/technical problems by determining the nature of 
the problem and the corresponding solution. 

Types various legal documents, forms, etc., and letters of 
substantial technical content and complexity. 

Maintains files, workload data, and office supplies. 

(NOTE:  The preceding duties are those usually performed by most 
employees in this class, but are not necessarily inclusive.) 

MIN I MUM QUAL1 FI CAT I ON S 

per minute. 

experience which must have provided substantial experience in 
processing legal documents and handling legal transactions. 

Typing Requirement: Ability to type at a speed of 30 words 

Education and Experience: Three years of full-time clerical 

Knowledge and Abilities: Knowledge of municipal court 
procedures and statutes related to the municipal courts; 

Knowledge of legal terminology and legal documents; 

Knowledge of modern office methods and practices; 

Ability to accept responsibility and make decisions; 

Ability to work quickly and accurately; 

Ability to speak clearly, listen carefully, and express oneself 
orally; 

Ability to work under pressure; 

Ability to be emotionally stable; 

Ability to train, motivate and supervise subordinate personnel; 

Ability to maintain an impartial attitude; 

Ability to cooperate with others. 
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CLERICAL DUTIES BY DIVISION 



VI 

B 
3 
E 
n 
z 
0 
H 
E 
U w m 

X 
U U  2: 
ma 

4 
V I &  
4 

3 a: 
VIZ 
0 
H 
VI 
H > 
H 
t, 

- 

>I 

i3 
0 
PI 
E w 
E 

- 

E z w 

f W 
PI 

- 

r 

r 

m n  
- 4  m.F 
w m art 
' D O L  

a O n  
$4 k C  

PI- 

VI w 
H 
E+ 
3 n 

m o l n m  I- 0 l n o o o o u  
w N w N  OI 0 N m w m d r  . . , .  . . . . . .  

d r l r l  

0 0 0 0  
N 4 a r l  

c o h l o  
o r - h l  

0 
hl 

m o  ln 
r l w  N 

0 m 
0 0  
W d  

a .  

0 0 
W 

l n m  0 0 
w o  N m . .  

m o  
r l w  . .  

m u c 
-4 
m 
d a 
V 

z 
e 
m 
m 
a, 
0 
0 
& 

C 
5 0  
C -4 

m a u  
3 -4 
-4 v 
a ua 
arc am 

a m  

m u  

0 

m 
a, 
m 
m 
V 
a 
al 
d 
1 a a c 
V 
m 
& 
0 
u4 

al 
& m a 
a 
& 
PI 

0 

tn 
c 

.I4 

& 
((I 
a s 
k 
a u 
lH 
m 
m 
ar 
m 
m 
0 

m 
m 
a 
V 

PI 
E 

0 

5 c 

a 
U z 
tn 

a 
7 
rl 
V 

m 

-4 

m c : m  u -4 al 
c c m & O  
k a c  
& u a  
$ 8 ;  
m v -4 
m k 
a u a  
0 C 3  
0 o m  
& & e  n4 E m  

tn 
c 

.rl 
m 
m 
a, 
0 

a 
a a v  c c  m a r  a 

tnc 
C O  
.4 a 
& m  
a a  

2 

E t l  
Z E  
0 

m 
& 
a a m a 
k 
al 

0 
a 
e, m 
u 
a, 
24 
V 
0 a 
tn 
c 
4 
rl 
.4 
E 

s 

8 

0 
W 

! 

Appendix I11 - 1 



d I  

I rl 

m m  
m m m  N I -  
0 0 0  0 0  

m 
0 

0 0  
m r l  

o m  
m r l  

m 
0 

m 
0 

m 
0 

- 
u 3 .  m m  m 0 0  m 

d o  0 w m  0 c, 2.4 k m . .  . .  - m x c ,  
c n I a o  
a, h r l U  
e ,  H v -  m 

m m  
I-I- 
0 0  . .  m In 

CD 0 

o m m  
4 0 0  . . .  0 

N 

m 
a, 
4 
c, 
7 
l2 

IL a, 
al 
d 
-4 
W 

a 
c m 
h 
rl 
rl 

c, 

0 

I 

m 

5 
8 
g 2 

m a c  

-4 c, 
o m  
Vc, 
a, .4 a o  

c, 
m 
.4 
d 

d 
m 
m m 
.4 

E, 
-4 a 
al 
k 

a 
a, 
k 
PI 

m 

k 
al 
c, 
c 
7 
0 
V 
c, 
e 

u-l 
2 

: 
k 
a, 
Lo 

9) 
tn 
m 
c, 
m 
0 a 
c 
tn 
7 
0 
k c 

a , + ,  
V c d  
a, 4 a m  
C E  
0 a m  
m u )  
a, l u k  
k U P )  
k 011 
0 !-la, v C4E 

V 
.4 
w 
W 
m 
k 
0 

c 
4 

Y 
k 

P . .  . .  . .  . . . . . .  
rl c u m  w m  \D P O D  Q l O d c u O ~  m 

d r l r l r l r l  rl 

LI 

a, c u 
W 
0 
ffl 
k z 
2 

W 
0 

.Appendix I11 - 2 



r 

W 
0 

a 0 W O N  I- o o l n o m r l  

8 .  4 4  N 

€4 N o r n m  w I - m r l w o o  . . .  . . . . . .  
& 

-4 k E: 
mx';; 

p a ,  E 

-&lG g 
w l n  
0 4  . .  

l 

0 
m 

0 0 o l n r n  
4 In N O 4  . . .  

0 
e 

In 
m 

2 m 
a, > 

a c 
.m 

m 
a, m 
m 
V 
a 
a, 
d 
7 a 
a, 

5 
m 
k 
0 
w 
a, 
& 
m a 
a, 
k 
PI 

tn 
E 
-4 
& 
m 
a, c 
& 
a, 
& 
W 
m 
m 
Q) 
(0 
m u 
m 
m 
a, 
0 
0 
k 
PI 

m 
& 
E 
k 
k 
Id 
3 
In 
(0 
a, u 
0 
& 
PI 

m 

In 
a, 

m 

0 e . . .  0 0 . 0 . .  

- 
Appendix I11 - 3 

1 

- 
0 
m 

- 
0 
0 

ri 

- 
C 
C 

r 

- 

C 
C 

r 

- 

C 
C 
r 

- 

C 
C 

I- 

- 

C 
C 

r 

- 

C 
C 

r- 

- 

- 



X -  

N O 0  m a0 4 N O  v) 0 . F O  0 0 . . . .  . . . . .  m o o  d w \D c n p  w m w r l  rl N . . .  
4 4  rl 

0 
m o o  

m m m  m 
F m r l  d 0  rl . .  . .  

0 0  
d r l  

m m  m 
40 0 . . .  

o m  v) 0 o o m  m o  
m o  0 rl r l r l r l  o r l  . .  . . .  . .  

0 
N 

m N o m 0  o m  m 
d d r l o r l  r l r l  0 . . .  . .  

m m  
9 0  . .  v) ' In  

o r l  
0 
m 

m 0 0  * r l r l  
m 
rl 

0 
N 

o m  
m o  0 00 

d r l r l  * .  0 m 
m 
0 

m N  m In m m o  m m  m 
N O  0 0 o o c )  o r l  0 . .  . . .  . .  

I- m N 0 0 0  O I -  rl 
rl rl rl r l r l r l  r l r l  o . . .  . .  

br 
E 
-4 

& 
a 

0 

m u 
c 

5 
. 
Q s  

32 

a m  a &  
*n 7 

U - u  
v r m  
& 
a &  

m 
P &  
G a l  
-4 a 
5 m  a a  
-4 > a a 

In 
& 
al a 
k 
0 . 

m 
al 
0) sr 
0 
rl a 
E 
P c 
-4 
m 
-4 * 
& 
al a 
3 
v) 

m 
k 
a, 
w 
m 
e m 
k 
c, 

a' 
E 
m 
In 
rl 
m aJ a 
4 

al 
0 
c m u 
m 
-4 
m 
m 
m 
E 
0 
0 
& 
rl 
4 
m 
I: 

0 .  0 . . . . . . . .  

I 

H 
n 
H 

X 

a 



A 
A. 
H 
0 
I9 

0 .  m m  0 
4 40 rl . . .  

m m m m 
OD w f-i OD 0 OD 00 N I - m N O N O w  
o rl f-i N m m m m  o r l m m m m m m  . . . . . .  . . . . . . . . . .  

r l r l  

O O N  
N N N  

0 . .  

h 

4J 2 .  
-..; <uQ) E 
Zaa,H3& 

hrl O Q )  
D U  &a 

m 
m 
0 

m 
q N m m m m m  r- N o m  
A 0 0  0 0 N O  rl 0 0 0  . . . . . .  . . . . .  

m m m 
N 

m -  
N V l  m Lo Nul - N O N  . . . .  . . . . . .  r l m x m .  f-i 

m 
0 0 0 0 N O  rl O d d  

m m !n 
w 

N 
E m m  

N m I- m o m  r- m o m  
0 0 0 0 N O  rl 0 4 . 4  r l m x o .  rl 

il huza 
. . . .  . . . . . .  N t n V Q ) h k  

- Q )  orlma, 
@ 

I 1 m -  m 
N m m o m  r- ~m o o e  
0 0  0 f - i o o o o  f-i m o  . .  . . .  . . . . .  m 

0 
0 la 
c 
0 

-rl 
4J 
V m 
C 
Ll 
B 

m 
m 

m 
4J 
c 
-4 
4 
rl a 

V 
a 
c m 
m 
e 
0 
-4 
4J 
m 
c, 
-4 
U 

m 
m 
al 
V 

04 

8 

E 

m 
4J 
Ll 
0 a 
2 
3* 
rl 
x 
a, 

Q) 
k m a 
a, 
Ll 
04 

m 
c, 
& 
0 a 
al !x 
h 
rl 

C 
9 
s 

10 
4J 
c m 
& 
Ll 

d 

5 
0 
& 
4J 
h 
3 
0 u 
C 
-4 

x 
h 
a, 
4 u 

v) 
c 
0 
4 
m 
4 
3 
-4 
P 
c 
-4 

4J 
m 
-4 
m 
2 

0 .  . . . .  

Appendix I11 - 5 

c 


	I. Background and Scope of the Project
	II. Summary 
	III. Workload, Expenditures, Trends
	IV. Report
	APPENDICES

