Mesc.
IR,
a99<

i

| Western Regional Office

ML
¢.3

- MONTEREY ‘COUNTY |

MUNICIPAL COURT
' CLERICAL SUPPORT PROJECT,

Larry L. Sipes, Regional Director

Robert W. Page, Project Director
Alexander B. Aikman, Senior Staff Attorney
Sue S. Dosal, Senior Staff Attorney

James Farrar, Senior Staff Attorney
Frederick G. Miller, Staff Attorney

National Center for State Courts
~720 SaCcramento Street -
San Francisco, California

Library

National Center for State Cov
' 300 Newpcrt Ave.

| Williamsburg, YA 23185



TABLE OF CONTENTS

Background and Scope of the Project
II. Summary
III. Workload, Expenditures, Trends
IV. Report
1. Court Organization and Staffing
2. Personnel Practices and Management
3. Resource Management :
4. Records Management
5. Financial Planning and Control
6. Jury Management :
7. Caseflow and Calendar Management
8. Training
9. Procedures Manuals
10. Management and Plannlng
11. Facilities
12, AnalySis by Division
a. Traffic
b. Parking ‘
c. Court Services and Judicial
Support Functions
d. Civil/Small Claims .
e. Data Entry
f. Criminal
g. Accounting
APPENDICES
~I. Statistical Tables
II. Proposed Personnel Classifications
III.

Percentage Distribution of Clerical Duties
by DlVlSlon :

18
32

32
47
60
75
.86
90
97
109
117
119
122
124

124
133

142
150
155
161
166



|

I. BACKGROQND AND SCOPE OF THE PROJECT

~In June, 1980, the Monterey County Board 6f Supervisors,
with the concurrence of thebMonterey County Municipal Court,
authorized the County Administrative Office to administer and
supervise a management audit of the Monterey County Municipal
Court. The goals of this management audit were to study
current workload, organization, procedures, work assignments,
staffing requi;ements, adequacy of staff trainiﬁg and to design
and fecommend necessary system changéé. The Western Regional
Office of the National Center fdr State Courts was selected on
a competitive bid basis to cohduct the study.

The project team used two basic techniques to make its
assessment: statistical comparisons with California courts of
similar size and structure, and préjeqt team'evalpation of the
Monterey.County Muniéipal‘Court operation; The sample of
courts‘selected included coﬁrté'having six to ten judicial
positions with two or more court locations. Although some
municipél courts in Los Angeles County meet these criteria,
they were excluded becahse 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.l

For information on the number of court locations and the
estimated percentage of Spanish-speaking inhabitants
served, see Appendix I.
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Several explanatory notes are necessary‘reiative to this
audit. First, the statistics and procedures analyzéd represent
an iéolated segmént of time; even so short a périod as a few
months'canbéntaii 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. 1In the p;oject team's opinion, it is. Third, the
clerk/court administrator has been receptive to the suggestions
of the project team and has élready 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
hiéhestvpriority are noted with an asterisk (*). .This should
assist both the_dlerk/éﬁhrt administrator and the county in
Qeveloping an implementation strategy. Finally, as requested
in the request for a’éroposal, 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‘evaiuation report in September, 1981.
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II. SUMMAﬁY

The Mdnterey County Municipal Court is in a period of
transition from three independent municipal courts which
funétion largely dn a manual basis and use varying procedures

to a major consolidated municipal court with high filing volume

- which uses automation and newly implemented standardized

[

procedufes. The transition is a difficult one as it represents
significant change for all court employees; some of whom have
been working with the same procedures for years; The change in
clerk/court administrators at the time of consolidatibn has
introduced a new managehent style and philosophy to court
operatibns. The high turnover rate of typist clerks and
reliance on témporary émployees further contributes to an
unsettled atmosphéreQ

At the same time, during the first year of consolidation
progress has been made in a number of areas. Since his
appoinﬁmént, 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 qapacity of supervisory
personnel.

Thé 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 stepé are

available that will stabilize the opefation of the court and

3
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further improve its cvetall,efficiency. This can be done without

significant cost to the county, and, in fact, areas of cost
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
émpldyee or unweighted filings (excluding\parking) per employee.
The céurt fares better in a comparison of unweighted filings
(including pafking) per employee.

. Filing volumes Have increased sharply during the last five
fiscai'years, more than five times the growth experiénced 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 éutomation, rather than an increased staff, should

be used to meet the demands of this projected growth.

. The net cost of dperating the municipal courts has increased
significantly during tHe past five years dhe to the cost of
operation outdistancing the revenues received; -Prbcessing
pérking citations is a particular problem for the County, as this
function requires a significant expenditure in pefsonnei and the
county is, at.best, just breaking even financially.

. The court has instituted numerous improvements jn records
management, some of ﬁhich are still in thé process of being

implemented. The general direction in this area is positive.



. 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'branqhes have not always supported the effort to
staﬁdardize, which has resulted in some residual differences in

procedures and forms.

. A new organizational stfucture should be adoptéd which

reflects new responsibilities recommended for court personnel.
The heavy reliance on temporary employees should be curtailed.
stable'permanent staff should be sought and career incentives
built into the personnel classification system to maintain this
stability.'

. Work assignments of personnel shouid be clarified and
pfocedqres to be folloﬁed'need?to be more specifically definéd.
A first step is the deveiopment of procedures manuals for
divisions that do not presently have them.

. An ambitioué tfaining_pfogram for employees, which includes
créss-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 traihing, and what

programs will meet those needs.

A



. Improvement is needed in maintaining and monitoring
managément inforﬁation. The clerk/court administrator
indicates that he has been hampered by the apparent failure of
hié predecessor to create and maintain pertinent management
reports. Informed management decisions cannot be made until
this problem is reétified.

The specific recbmmgndations of the project team are listed
in the following pages; These recommendations are offered as a
blueprint fér improvemént. Some represent changes that can be
accomplished immediately; others will require more time and, in

some cases, additional study.

COURT ORGANIZATION AND STAFFING
* . The Monterey County Municipal Court should adopt a new

organizational structure which reflects the following
changes (p. 37): '

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.

. 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.
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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

dlrectly 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
admlnlstrator.

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

c. Legal procesé 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. 45)

PERSONNEL 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. 352)

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. (p. 52)
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Each division generally should be organized on the basis
of a supervisor, an assistant superv1sor, 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. 54)

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 performénce 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 as 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 superv1sory 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. 63)

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. 64)
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The recording of expenditures for the Monterey County
Budget should be changed to better serve the clerk/court
administrator's need to review specific expenses. The
following budget units or line items should be changed:

. Line item 62407, "court reporter services ‘and

transcripts™, should be divided into two separate
categories,

. A separate line item should be created for per diem
interpreters.

. Line item 62441, “"jury and witness expense", should
be divided into two separate categories to cover
individually those jury and witness expenses still
charged to the municipal court under unit 206.

. Line item 62406, "Legal", should be divided into

"assigned judges", "appointed counsel", and other
"legal". '

. All expenditures for assigned judges should come out
of the new line item above, instead of the three
different line items presently used (62406, "Legal",
61012, "Temporary Employees" and 62141,
"Transportation and Travel"). (p. 68)

The county should request proposals for a consortium
contract for second-level conflict cases to seek cost
reductions. (p. 72)

The clerk/court administrator should study the benefits
of the visiting judge program based on its cost. (p. 74)

RECORDS MANAGEMENT

*

Electronic cash registers should be purchased for the

Monterey, Salinas and Castroville court locations. The
cash registers should have the capacity to access the

present computer system. (p. 76)

New filings should be filed in letter size folders, but
other cases should be kept in their present file
folders. (p. 77)

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. (p. 78)



The clerk/court administrator should study the
feasibility of reusing file folders, 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. 84)

The possibility of developing preprinted computer-
generated forms should be studied. (p. 84)

The signs on the front counter in Salinas should be in
Spanish as well as English. (p. 85)

Additidnal 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. 83)

FINANCIAL PLANNING AND BUDGET CONTROL

*

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 restraints is required. (p. 86)

19



. Bond forfeitures should be processed by the divisions.
A tickler system should be set up to monitor bond
forfeitures. (p. 89)

. Daily bank deposits should not be made until cash,
checks, and money orders on hand balance with the cash
register. (p. 89)

JURY MANAGEMENT

. Terms of service of Jurors in the Monterey and Salinas
branches should be the same -- two weeks. (p. 90)

« The size of panels sent to a courtroom in the Monterey
branch should be reduced to 25. (p. 92)

. Jury management in the Monterey and Salinas branches
should be coordinated with respect to juror orientation,
the use of exit questionnaires, and the use of internal
forms for management purposes. (p. 92)

. The jury clerk in the Monterey branch sﬁould have the
opportunity to observe jury management in Salinas.
(p. 93)

. The jury clerk in the Monterey branch should maintain'
data regarding juror usage to permit identification of
areas in which improvements could be made. (p. 94)

. The forms used for recording information about jurors
should be redesigned to reduce the number of occasions
on which the Jurors' names and addresses are entered.
(p. 94)

. The county should consider the purchase and installation
of a telephone call-in system for all jurors. (p. 95)

. The jury clerk in the Monterey branch should cease
sending out weekly postal reminders of their service to
jurors. (p. 96)

CASE FLOW AND CALENDAR MANAGEMENT

. The court should examine the differences in the
calendars in the Monterey and Salinas branches to
determine whether the hours allocated for each activity
in each location are necessary. (p. 102) '

. Since a majority of the jury cases require more than one
'~ day to complete, jury trials should be scheduled for two
and a half days rather than two. Tuesday, Wednesday,

and Thursday mornlng are recommended. (p. 102)

11



. 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 arralgnments 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. 107)

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

TRAINING

. 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)

12



il T

Ll Bl

Employees should be cross-trained at all positions
within their division. (p. 115)

A program should be developed to rotate employees to

~other divisions for periods of at least three months.

(p. 116)

PROCEDURES MANUALS

Statewide manuals in use should be reviewed, local forms
substituted for the sample forms used, .and procedures
adapted to local procedures, where necessary. (p. 118)

A procedure for periodically updating the procedural
manuals that will be drafted as a part of this project
should be adopted. This includes assigned
responsibility for drafting revisions, developing a
distribution 1list, and ensuring that each division
adheres to the procedures outlined. (p. 118)

MANAGEMENT AND PLANNING

TRAFFIC

*

The Monterey County Municipal Court should prepare an
annual report which includes a statement of the activity
during the previous year and the programs that the court
will undertake during the coming year and subsequent
years. This can be accomplished through the adoption of
a program budget approach. (p. 119)

Management reports reflecting the workload of each

~division should be developed. The indicators of workload

should be developed by each division. (p. 120)

A tape recorder answering system for the court should be
installed to answer the most commonly asked questions.
(p. 126) ’

Policy should be. established for the type of information
to be given over the telephone, and when the information.
should be given. (p. 126)

A specific person should be designated to answer the
telephone on a rotational basis. (p. 127)

The court should experiment with allowing defendants to

call for an appointment for the walk-in arraignment
calendar. (p. 128) ‘

13



. The traffic files in the Monterey branch should be kept
in one location instead of three as at present. (p. 129)

'« 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. (p. 129)

.; Infractions should be scheduled first on the walk-in
calendars to allow these minor matters to be resolved
and the defendant to leave the court. (p. 130)

. Clerks should use dummy ring-up sheets in the Salinas
and Monterey branches to ring up cases when the
convelope is not present. (p. 131)

. The judges of the Monterey County Municipal Court should
consider establishing policies for qualifying for
traffic school so defendants do not have to appear in
court. (p. 131)

. 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. (p. 132)

. 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 that calendar.
(p. 132)

PARKING

* . The county should explore with the cities a different
financial arrangement for the sharing of revenue from
parking citations. (p. 140)

. The owner's information should not be typed on the

citation. The owner's name should be typed only on_the
notice. (p. 140)

. The parking section in the Monterey branch should not
have front-counter responsibility. (p. 141)

. The parking section in the Monterey branch should not be
responsible for outgoing daily mail. (p. 141)

. Clerks in the parking section of the Monterey branch
should not work in any other section when parking
citations are backlogged. (p. 141)

14



COURT

SERVICES AND JUDICIAL SUPPORT FUNCTIONS

A job classification of "municipal court clerk/
interpreter"” should be developed for clerks who spend
more than 50 percent of their time interpreting in
court. (p. 144) .

Only certified interpreters should interpret proceedings
in court. (p. 145)

Per diem stenographic reporters should be hired only for
the purpose of taking the official record of preliminary
hearings. (p. 148)

CIVIL/SMALL CLAIMS .

Civil and small claims clerks should not serve as
courtroom clerks. (p. 152)

Civil and small claims staff in the Salinas branch
should do its own case filing. (p. 152)

The calendar book in the Monterey branch kept by civil
and small claims clerks should include additional
information relevant to calendars and statistical
reporting: attorneys' names, estimated time the case
will take, type of matter, whether a reporter is needed,
and the date the memo to set was filed. (p. 153)

The preparation of a work sheet for law and motion
should be discontinued. The calendar sheet should be
used to record actions taken. (p. 154)

Appeals should be processed only by the clerks in the
civil/small claims division in the Monterey branch.
(p. 154)

DATA ENTRY

One data entry .clerk from the Monterey branch should be
transferred to the Salinas branch. (p. 156)

Clerks assigned to the data entry division should not
work in other divisions. (p. 156)

The supervisor of the data entry section in the Monterey.
branch should not act as a courtroom clerk. (p. 156)

Standards for error rates should be established for data
entry clerks. Once these standards are met,
verification of a clerk's initial entries should be
eliminated. (p. 157) '

15
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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. (p. 158)

The requirements to input dispositional information into
the computer should be explained to the judges in order
to minimize the need to enter unique dispositions which
do not fit the computer program. (p. 159)

The purge date in traffic cases should be calculated
from the date of disposition, not from the date of the
infraction as it is at present. (p. 159)

The courtesy letter on traffic citations should state
that the defendant may disregard the letter if the fine
has already been paid, and request that the defendant
write the citation number on his or her check. Letters
issued from the Salinas branch should be in Spanish and
English. (p. 160)

CRIMINAL

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
prosection. (p. 162)

A monitoring system should be developed to determine if

- .,a warrant has been returned to the court after it has

been recalled. (p. 163)

The Salinas branch should place an "Order of
Examination” summons in the file folder after they are
issued to the sheriff and place the file folder in the
continuance file under the scheduled hearing date.

(p. 164) '

The Salinas branch should adopt the practice of the
Monterey branch in having police officers schedule
criminal citation appearance dates "on or before" a date
15 days later. (p. 164)

Criminal complaints in the Monterey branch should be
time stamped. (p. 165) '

16



III. WORKLOAD,.EXPENDITURES AND. TRENDS

. Filing Volumes: FY 1975/76 - 1979/80

'The Monterey County Municipal Court has experienced

_ significant growth in its workload during the last five fiscal

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 l1). This growth far exceeds growth experienced
by municipal courts in the staté-as a Whole. Statewide municipal
court filings increased from 6,564,378 to 6,817,067, a

four percent increase;

Majdr changes in filings occurred in nontraffic infractions,
which increased by 97 percent, bﬁt 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 infractibns,.and nonparking
traffic misdemeanors and infractions increased by 15 and
28 percent respectively. ’Parking violations increased by
16 percent. |

CiVil filings incréaééd by 33 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 fof'the first five months of FY 1980—81, when
compared to the same period for the previous year, indicate that
theAnoted rate of growth may increase. A significant increase in
filings of six percent or an annual.rate of 15 percent has been

observed.

18
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July, 1980- Percent

Type of Proéeeding FY 1979/80 Nov., 1980 Increase
Felonies 732 , 767 4
Nontraffic Misdemeanors :

and Infractions 2,911 ' 3,702 27
Non-Parking Traffic 25,255 - 29,266 15
Civil 1,920 1,943 1
Small Claims 2,249 | 2,592 15
Total 36,067 © 38,270 6

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 demdnstrated 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. Weighﬁed 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:
Weighted
Type of Proceedings Filings
. Felony 127,100
Nontraffic
Group A Misdemeanors 142,786
Group B Misdemeanors 9,924
j Nontraffic infractions 3,696
Traffic
Group C Misdemeanors 124,093
) Group D Misdemeanors 29,184
Traffic Infractions 50,030
Small Claims 45,712
Civil 47,260
Subtotal 576,785
| Parking 5,026
Total _ 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
7 suggests that the court is properly staffed, as it presently
has seven judges and a commissioner.
7 3 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 femained quite stable'during the last five years, both in
terms of overall filings and type of proceedings. Comparing
FY 1975-76 to FY 1979-80, the percentage distribution of total

filings among the three court locations was as follows:

Court :
Location FY 1975-76 FY 1979-80
Salinas .45 .47
Castroville .13 .12
Monterey - .42 41

1.00 . 1.00
Unaer the consolidation plan, some cases formeriy 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 1o¢ation of one branch, Monterey, in a region
frequented by tourists, seasonal fluctuations in filings can
potentially be an impoftant factor in staffing the court. If the
prepondetance of the Qorkload falls during a spécific 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

4

workforce. 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. Thevproject team analyzed the'moﬁthly fluctuations in
filings from Jaﬁuary, 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 du;ing the summer months. The
months which have the highest percentages are October and
August. Both are within the acceptable workload rangé. The
lowest honthly average is in December, also within the

acceptable workload range.

. Caseload Projections

The projecﬁed caseload for the next five years will be
approximately the same as‘experienced over the previous five
~years (Table 3). An overall increasé in filings, excluding
parking, of 19 percent is projected. The straight line with

smoothing pfojection5

technique employed suggests that the

most significant numerical increase will be in traffic
infractions and Group C hisdemeanors 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.

Final Report Prepared for the Judicial Council of
California Judicial Weighted Caseload Project, Arthur
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The judicial requirements for each case type will shift

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

Case Type FY 1980-81 FY 1984-85
Felony 1.7 ’ 2.0
Nontraffic

Group A Misdemeanors 2.0 2.4

Group B Misdemeanors .1 .1

Nontraffic infractions .1 .1
Traffic

Group C Misdemeanors 1.8 2.3

Group D Misdemeanors .4 .4

Traffic Infractions .7 .8
Small Claims .6 .8
Civil .7 .8

Subtotal _ 8.1 9.7
Parking _el .1

Total 8.2 9.8

Felony preliminary hearings and the serious misdemeanor

(Group A) and t:affic (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.

As a note, the caséload projections should be used with
caution. The caseload of a municipal court is subject to
enforcement policies and éhanges in the law that can alter
workload within a vefy 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 Expenditures

During the past five fiscal years, expenditures of the
Monterey County'Municipal_Court increased from $1,164,756 to
$1,939,581, an increase of 67 percent (Table 4). During the
séme time period, overall county governmeht expenditures
increased by 22 percent. If the growth of the court is taken
into account by analyzing the cost pef filing, operating costs
of the court have increaéed from>$17 at the beginniné of the
period to $23 at the end.

Revenues increased from $2,167,990 in FY 1975-76 to

$3,472,811 in FY 1979-80, or by 60 percent (Table 5). The

major benefactors of the increased revenue have been the state
and the cities that file their matters in thé municipal court.
The revenue returned to the state increased by 69 percent and
to the cities by 62 percent during the five—yeaf period while
revenues retained by the County increased by 54 percent. At
the end of the five-year period, the net éost to the county of
operating the municipal court had increased from $262,537 to

$549,370} an increéSe of 109 percent.
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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 1980 statistics through

November 30, and the California Judicial Council system for

weighting filings for nonjudicial stagg.0r 7

_ FILINGS PER EMPLOYEE
JANUARY 1 THROUGH NOVEMBER 30, 1980

Unweighted Unweighted

Filings - Filings
Weighted - (excluding (including

Court Employeesa Filings parking) parking)
Sonoma 47 110,757 1,369 3,154
So. San Mateo 73 107,338 1,684 4,195
West Kern 90 107,078 1,755 2,250
Consol. Fresno 72 100,755 1,337 2,959
Stanislaus | 57 99,653 1,396 2,396
No. Co. San Diego 76 98,626 1,635 1,814
Riverside 57 88,288 1,295 1,589
Ventura 96 83,621 1,253 1,812
MONTEREY 79P 80,154 1,076 2,972

a

Includes temporary employees working full-~-time.

Monterey County Municipal Court reduced its staff from
86 as of October 31, 1980 to 79 as of December 31,
1980. The remaining courts are as of October 31, 1980.

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

Final Report Prepared for the Judicial Council of
California, Non-Judicial Staffing Study, Arthur Young &
Company, 1974. Weights adopted are: felony preliminary -
203.4, misdemeanors, citations and infractions - 149.5,
group C traffic - 160.8, group D traffic and traffic ~
infractions - 34.8, small claims - 70.2, civil - 141.0, and
parking - 7.2. ' : '
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In calculatiﬁg 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
pteceding statistics do not fully reflect the experience of a
consolidated court, but are more the aggregate of the three
courts functioning independently. Also, such comparisons must
be used with caution, as they do not reveal any procedural
differences that‘may affect the need for personnei. AFo:
example, the Southern San Mateo County Municipal Court does not
send courtesy notices on parking citations, while the Monterey
bfanch of the Montérey County Municipal Court has 4.5 FTE
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
Municipai Court.is improving. The s;atistids‘do suggest that
the court and.the counfy should have an expectation of
improvehent as the effects 6f consolidation are felt. They

also suggest that means for improvement are available.
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IV. REPORT

1. Court Organization and Staffing

.~ Organizational Structure

The administrative structure df the Moﬁterey County
Municipal Court is supervised by the clerk/éourt,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 iI. The Monterey - and Salinas branch
locations each have a supervisor who reports to an acting
assistant cierk of the municipal court,‘Who in turn reports to
the clerk/court administrator (see Working Organizational
Chart, page 32).

Each branch location has. the follow1ng five (5) d1v151ons.

. 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 personnel are workihg 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 examihation of the present
organizational structure, it is recommended that the clerk's
operation. be organized-into two 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
should 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 bﬁdget estimates and
monitoring expenditures; énd inventorying‘and requisitioning
supplies and equipment.

Courtroom clerks should report directly to the branch

‘manager, thereby eliminating what appears to be an unnecessary

intermediate supe;visory level. The normal work of courtroom
clerks‘does not appear to Jjustify a full-time supervisor.
Additionally, courtroom clerks are aséumed 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 §vera11 conditién of the divisions in

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

should be allocated.
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Theytwo 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 cburtrobm clerks, 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 cburtroom 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
élerk as a back-up should provide needed additional manpower to
that division. This approach is consistent with the practice
now used in the Mohterey 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
planhing 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 aéministrator 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 expahsion in automation, through the parking and index

é?stems 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 achunting 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 repor;ing 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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recoﬁmended that the senior municipal court clerk continue to
éarry out these functions, but report to the lead clerk and be
available to assume other duties. Also, the typist clerk in
cha;ge of the work program in the Salinas branch should be a
pért of the support service units assigned to the accounting
division, as this positioh is assigned the résponsibility for
précessing 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 reshlt.

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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. 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.

. Steénographic 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.

. Staffing Levels

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 nonjhdiéia1>staff_of the court. To this end, the project
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team made statistical comparisons with the other courts in the
samplé, observed workloads, held discussions with supervisory

personnel, and attempted to assess the impact of

‘recommendations made in this audit on staffing requirements.

The analysis indicated that although the staffing level in
the clerk's office8 does not at this time compare favorably

with'other courts of similar size, an increase in permanent

‘staff is necessary to eliminate existing backlogs, particularly

in the traffic division of the Salinas branch and thévpérking
section of the Monterey branch. This increase‘also,is
necessary to meet the‘predicfed increase in filings. At the
completion.of the current fiscal year, workload comparisons
among courts in the sample should be moie favorable. 1In the
future, the project team forsees sdme7$taff reductioné that can

be implemented if recommended changés are made. The following

is the project team's analysis.

o Administration

The»administration~of the court should continue with the

same number of personnei as at present, with duties modified as

outlined under the section on organization. There should be a

clefk/couft administrator, an adﬁinistratiﬁe services officer,
and two assistant clerks/court administratérs. One
stenographic clerk-should'be aséignéd to each aséistant.
clerk/court administrator to do.secretarial worklboth for the

judges and for the administrative staff.

8 Including full-time temporary personnel.
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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 eiimination 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.9 These two
chénges, as well as the project team's agsessment that the
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 béhind. 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

9 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 III.
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Council weighted caseload sySteﬁ'for clefical personnel, the
parking section in the’Monterey branch should have ten clerks
(905,406 weighted filings divided by the clerk-year value of
93,000). In the opinion of the .project staff, the section can
manage with eight. Six of the positions should be permanent
and two temporary. Temporary positions are recommended as
after the automated parking system is operational, manual
follow-up processing will be eliminated. At present, there are
4,5 F.T.E. clerks working on follow-up procegsing.
Approximately 2.5 F.T.E. clerks will be required to input
parking citations into the automated system, which means that
the two temporary positions can be eliminated.

A clerk from the Monterey branch data processing‘section
should be transferred to the Salinas branch. The data entry
section is not fully occupied. Clerks from this section work
in other divisions and the lead worker spends approximately
50 percent of her time clefking for the court commissioner.

The recommendation of the project team is that work outside the .
di&ision be terminated. This Qill leave three people working
full-time in data entry, which is approximately the same amount
of data entry work as is présently being conducted. Transfer
of the fourth clerk to the Salinas branch follows because the
Salinas branch had almost 5,000 more traffic filings in fiscal
year 1979-1980 than did the Monterey branch., Further,
coordination of data'entry with other county departments should

be done.from the Salinas branch, which requires staff time.
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The criminal division in the Monterey branch pfesently is
staffed with four clerks, which is adequate. Similarly, the
ciVil'ahd small claims division, with four clerks, basically
two for civil and two for small claims, is adequate. Court
services consists of the calendar clerk and three municipal
court clerks, which is necessary given the one-to-one
clerk-to-judge ratio and the need for a calendar clerk. The
jufy clerk should be assigned to this division.

The senior account clerk in the Monterey branch has been
transferred to the Salinas branch after discussions between the
project team and the clerk/couft administrator. This shift was
important in order to have the senior account clerk in the same
location as the clerk/court administfator and the other county
offices she must deal”with. This leaves a staff of two in the
accéunting section and gi?es a recommended total of 33

pefmanent and two temporary personnel'fof the Monterey branch.

. Salinas Branch

In the Salinas branch, the traffic and parking division is
the main source of staffing problems; Parking is current, but
traffic is backlogged. Warrants ordered in December still have
not been issued. Many of the recommendations made in this
audit, if implemented, will impact the traffiq division; for
example, the telephone answering system and the electronic cash
registers. Consequently, it is difficult to assess the proper
staff level for this division. Discussions with the division

supervisor indicated that an ideal operating environment would
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include three clerks for front counter work, two clerks to
process cash bail, and four clerks to do post-appearance work
such as issuing bench warrants, £illing out disposition sheets,
processing continuances, and serving as the second courtroom
clerk. The project team believeé that a lesser incréase
coupled with a shift in personnel from other divisions will
meet the needs of the division. First, the two legal‘process
clerks should be trénsferred to the traffic division from the
court services division; These clerks will be available less
than full time because of their courtroom clerk duties, but
more than at present, if the calendar clerk assumes more
back—-up clerk duties as recommended. This transfer has been
made. Four additional permanent positions should be created in
the division. This represents an addiﬁional position to the
three temporary clerks currently working in the division.

Staffing at this level will equalize workload between the
Salinas and Monterey branches. Parking section employees will
have 121,126 weighted units per clerk in the Salinas branch
versus 123,175 weighted units per clerk in the Monterey
branch. In traffic, the combined traffic and data entry clerks
who process traffic in the Monterey branch will have 132,654
weighted units per employee versus 133,355 weighted units for
the clerks in the Salinas branch.

The criminal division pfeséntly has five clerks; the
clerk/court administrator has agreed with the project team that
this should be reduced by one. Both the Monterey and Salinas

branches should be able to function with four permanent staff

members.
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The eivii/small ciaims division should funotion with four
permanent staff members, one less than at preeent. The
civil/emall claims‘weighted units for calendar year 1980 in the
Monterey branch were 550,641 and in the Sallnas branch
540,289.‘ The almost identical workload in the two branches

reinforces the project team recdmmendatlon for staff reduction

in the Salinas branch.

Court services should have four municipal court clerks to
serve the four judges and the one calendar clerk.

The accounting section_shouid'consiSt of a supervisor, a
seniof account clerk, one typist—clerk, the eenior municipal

court clerk and the work program'typist-clerk. With the

_ 1ntroductlon of the electronic cash register, the possibility

of e11m1nat1ng one full tlme equ1valent person from thlS
section should be studled. The Castrov111e branch should
continue to have thfee'persons as at present.

The total staff at the Sallnas branch, including -
Castrov1lle, should be 41, giving a total permanent staff of 71
and two tempotary positions for the court to meet the present
caeeload_——'an increase of nine permanent positions; but six
clerks fewer than are presently working in the clerk's office.
With 7l,authorized positions, the Monterey County Municipal
Court willlhave 89,185 weighted filings.per employee,'which
will improve the Court'a ranking in the samhlevfrom'last to

seventh out of nine. This position should improve even more

when the FY 1980-81 filings are applied.

Recommendation:  The permanent staff of the court should be
: 71 p051tions to meet the current caseload.
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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 poéitions, which are:

. Clerk/Municipal Courts Administrator

. Assistant Clerk of Municipal Court

. Principal Municipal Court Clerk

. Senior Municipal Court Clerk

. Supervising Clerk II

. Municipal Court Clerk

. Senior Stenographic Clerk

. Senior Account Clerk

. Senior Typist Clerk

. Account Clerk

. Stenographer Clerk II

. Legal Process Clerk

. Typist Clerk II

. 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. Sevefal 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 II 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
olassification 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."
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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. Thé benefit of
fewer classes would be ease in administration and the creation
of a more vigible career ladder. It is hoped that this would
provide incentives to entry level personnel to pursue
advancement within the clerks" personﬁel structure. The
proposed qualifications and general duties for each
classification are described in Appendix II.

In developing fhése 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 clérk,
chief deputy county clerk, senior legal process clerk,
Senior Keypunch Operator or Aide (I-IV).
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A

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

(342) Sup. Superior
Court Clerk
(1,081F) Ct. Reporter

(327) Sup. Ct. Adm Clk. .

23073 Léga] Steno
307) Sr. Steno Clerk

(286) Sr. Typist Clerk

(276) Legal Proc. Clk.

(266) Typist Clerk 11

*Sheriff's Depa?tment

CHART 4

MONTEREY COUNTY PERSONNEL CLASSIFICATIONS

Justice Court

(322) Superv. Justice
Court Clerk

(307) Sr. Just. Ct. Clk.

(276) Justice Ct. Clk.
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Municipal Court

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

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

(358) Prin. Muni. Ct. Clk.

{348) Supervising Clk. I1

(348) Sr. Muni. Ct. Clk.

(327) Muni. Ct. Clk.

(307) Sr. Steno. Clk.

(296) Sr. Acc't. Clk.
5286 Sr. Typist Clerk
281) Steno Clerk II
(276) Account Clerk
(276) Legal Proc. Clerk

(266) Typist Clerk II

{245) Typist Clerk I

County

(2,269F) Asst. County Clerk
(442) Adm. Serv. Off. II

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

(349) Legal Assistant
(348) Supervising Clk. II
(348) Sr. Adm. Analyst

(327) Superv. Clk. I
(322) Prin. Steno. Clk.
(322) Senior Legal Steno
(321) Accounting Tech.
(319) Sr. Legal Proc. Clk.
(307) Legal Steno

(307) Principal Clerk
(307) Sr. Legal Steno
{297) Sr. Key Punch Oper.
(296) Sr. Accountant Clk.
(296) Sr. Civil Clerk*
(286) Sr. Typist Clerk
(286) Senior Clerk

(281) Steno. Clk. II.
(281) Aide IV

(276) Account Clerk

(276) Civil Clerk*

(276) Key Punch Oper. II
(266) Typist Clerk 11
(266) Clerk II

(266) Telephone Operator
(261) Steno. Clerk I
(261) Aide III

(256) Key Punch Oper. 1
(245) Typist Clerk 1
(245) Clerk I

(235) Aide II

(205) Aide I



. Classifications for Specific Skills

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. Special classifications
must be developed for these'positions in order to generate
appropriate lists of qualified personnel when vacancies exist.
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 skili would not be reflected in the
position reqdirements for.a municipal court clerk positién.
Similarly, the account clerk position requires specialized
skills in accounting procedures which should be reflected in
minimum requirements in the posifion description.
Recommendation: Classifications should be adopted for the

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

. Reclassification Studies

The proposed reorganization of the Monterey County
Municipal Court will result in a change in the duties and
responsibilities assigned to several positions. These
positions should be the subject of a classificationvstudy 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, thé senior municipal court

clerk who performs purchasing, payroll and forms control
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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 correétly is essential to an effective
court. Many of the clétks 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.

52



Lif BB LU UEE BB B BN =B

. ~ Divisional Organization

Each division in the Monterey County Municipal Court is
assigned a supervisory bosition. 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. 1In 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 aé
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 aﬁd supervision of the traffic
supervisor; howevef, in practice, the parking section functions
somewhat independently and tpe work of the section is generally
supervised by the legal proceés 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 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.

. - P051tlon Control System

Presently, there appears to bhe confu51on regarding the
official c1a551f1catlon of certaln employees. The position
questlonnalres list various t1t1es for p051tlons which appear
to do the same actual work. |

No written record is maintained of mhat happens to
certain positions, or why there are more positions in a
specific classification than originally authorized in the
bndget. fhe'deﬁeiopment_and adoption of a position control
system in which each authorized position is numbered is
recommended. Also, court personnel should be instructed to

'use‘their official job titles in any dealings they have with
‘otner agencies., An outline of a simple manual system has

| oeen given to the clerk/court administrator.

Recommendation: A position control system should be

' ~ : adopted to monitor and track the number_

and classification of permanent and
temporary positions.

.- Probation Periods

Monterey County Personnel Resolutlon No. 80- 339
Section lO outllnes the terms of employee probatlonary

periods es follows:d
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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 appointment, demotion, promotion,
reclassification, re-employment, reinstatement, or
transfer to a permanent position shall be subject to a

- probationary period of one (1) probationary period of
one (l) 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 e#ists for monitoring
the completion of probation periods for ihdividual 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 this proposal, a monitoring system will have
to be developed for evaluations and for determining when
probationary periods will end. Prior to the completibn of the
probationary period, the court should determine if an employee
will be approved for permanent status. This decision should be
the result of the preliminary performance reviews at two (2)
and five (5) months, and a final formal probationary evaluation
just prior to the end of the one year period. The preliminary
reviews need not be written evaluations,10 but should give
the employee a clear understanding of any areas needing
improvement and what level ofbimprovement is expected in order
to be granted permanent status as a result of the final formal

probationary evaluation.

. Annual Performance Evaluations

The new administration of the Monterey County Municipal
Court has just completed its first performance evaluations of

all employees. Another mass evaluation process is being

10 1n fact, Section 3.30 of Resolution No. 80/339 provides, in
part, that ". . . (an) employee on probationary status
serves at the pleasure of an appointing authorlty "
However, the "Garza" consent decree requires written
reasons for involuntary demotions or terminations of
minorities " (w)henever the affirmative action goals set
forth in Appendices A and B are not complied within any
department or job category in any year. . . ." If the
court does use a written performance evaluation and
articulates a reason for not allowing an employee to pass
probation, a factual situation is created where the court
may have to prove the allegation, even though Section 3.28
of Resolution No. 80-339 provides, in part, that "(a)
probationary employee has no right to appeal and serves at
the pleasure of the appointing authority. . . ." The
section further provides "provided however, that in the
case of an employee serving a period of disciplinary
probation the forfeiture of appeal rights shall extend only

to the acts or omissions relating to the condltlons of such
disciplinary probation."
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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 6f employees‘just
prior to their anniversary dates is timed mére appropriately and
reduces the burden on supervisors. The court may also wish to
consider interim six (6)‘month performance .evaluations between
annual anniversary datés. Such a practice would estéblish 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. For

that reason, a system should be implemented which ensures regular

'updating of all position descriptions.
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Recommendation: Employees should be required to review and
update their position description
questionnaires as part of their annual
pPerformance 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 fof this service appears reasonable. There
is precedént for this within the county. Pursuant to a
bargaining agreement, certain social services employees (Unit

K) are provided a bilingua1=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 éompensate her for interpreting in the
cburtroom. 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 At All Court Locations

One of the benefits of consolidation should be the ability
to shift personnel‘between one court location and another as
necessary. With nonmanagement personhel'this should only be
temporary, and may require payment of travel expenses due to
the economic burden. With management personnel}'however, the
clerk/court administrator should havé the flexibility to assign
personnel to any location within the court for whatever
éeriod. This should be made a condition of hire.
Reéommendation: Assignment to any of the court locations

should be made a condition of employment for
supervisory and management personnel.
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3. Resource

Management

The operation of the Monterey County Municipal Court is

affected by both the personnel resources available to it from

its own staff and the outside resources upon which it calls for

assistance.

This section reviews staffing level fluctuations

through an analysis of the use of temporary employees,

terminations, sick leave, vacation leave, compensatory time and

reporters, per diem interpreters, conflict case indigent

defense, witnesses, and jurors.

. Temporary Employees

overtime, and the mandated non-staff services of court

A review of expenditures from FY 1974-75 through FY 1979-80

shows that costs for temporary employees have increased

191 percent.

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

Fiscal Year Saiinas
1974-75 12,176
1975-76 10,495
1976-77 20,934
1977-78 45,143
1978-79 27,048
1979-80 -

1

consolidation.

Monterey

10,390
11,686
18,907
15,692
38,598

Castroville  Total
9,921 33,027
15,258 37,439
13,661 53,502
6,506 67,338
7,406 73,052
- 96,0171

Expenditures were recorded by court location until
The final recording of expenditures by

court location is dated February 27, 1980. Salinas had

spent $19,691; Monterey $2,093; and Castroville $19,781.
The combined expenditures after consolidation total

$54,453.
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As of October 1, 1980 there were 25 temporary employees: 17
clerk typist II's; five legal process clérks; and three typist
clerk I's. At this staffing level, the $43,000 approved for
the current fiscal year would be completely expended in just
over two months, as 25 temporaries on a yearly basis would cost
approximately'$238,000.v Faced with this gulf'bétween amounts
budgeted and amounts spént, the clerk/court administrator
appeared before the Boa}d of Supervisors on October 21, 1980 to
request another $127,000 to provide salaries for temporary
employees.

Aside from the basic issue of whether the number of
temporary employees on staff is warranted, as is discussed
elsewhere, there are other disadvantages in the use of
temporary employees. When positions are filled by temporary
personnel, performance is often adversely affected by a lack of
Vtraining and the employee's knowledge that he or she is not
permanent, does not have a career laddef, and receives fewer
fringe benefits than co-workers who may be performing the same

tasks.

Recommendation: 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 have to be agreed to by the
county administrator's office.

. Employee Turnover

The turnover of court employees represents a problem for the

Monterey County Municipal Court. In 1980 alone, 38 employees had

~ terminated by the end of October.
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Number of Employees Terminated

Year v_Salinas Monterey Castroville Total
1975 4 3 2 9
1976 5 6 0 11
1977 - 11 .7 0 - 18
1978 ' 8 9 2 19
1979 9 10 2 21
1980 - 23 14 0 38
Court Totals. 60 49 6 115

The biggest source of this turnover was in the typist clerk II
c1a551f1cat10n, whlch is the largest court personnel
c1a551f1cat10n, w1th about one-third of the court p051tlons.

Typlst clerk II s have: accounted for over half of the turnovers

during the last five years.

Typist Clerk II Turnover

Year Salinas . Monterey - Castroville Total
1975 A 3 | 0 7
1976 2 0 0 2
1977 7 5 0 12

1978 5 4 2 11
1979 . 2 6 o] 8
1980 16 11 0 27
Court Totals 3 2 67

(o))
B ]
O

The project team reviewed the terminations of both temporary
and permanent typist clerk II's in the Monterey branch to analyze
possible correlations between the high use of temporary personnel
and thebturnovér rate of typist clerk II's. Over the last five
years in the Monterey branch, 34 typist clerk II's have
terminated; 19 of thésé clerks were temporary, while 15 were
permanent employees. A disproportionatély high number of

terminations of temporaries, which the project team had

‘anticipated, is not borne out by these statistics.
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High turnover is common in clerical operations. However,
the rate in the Monterey County Municipal Court appears to
ekceed the 20 percent prejudicial turnover rate which is
generally fecognized in the field of personnel management as a
maximum acceptable raté. 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
Cdunty 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 managemént
séction of this report have particular importance. First, a
position control systém would great;y facilitate the study of
terminations of court éersonnel. Secondly apd more
importantly, the develophent of a municipal court clerk career
ladder which would include entry-level clerks may have a

beneficial effect on the turnover rate of typist clerk II's.

. Sick Leave, Vacation Leave and Compensatory Time

Personnel resourceé 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 frqm the norm in any one of these areas can
signal staffing problems. At present, these leave times are

not periodically reviewed. Leave taken in the last three
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fiscal years was reviewed for this audit. Table 6 summarizes
the hours of vacation, sick leave, and compensatory time

earned, taken, and the balances.

Recommendation: 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 indiyidual employee.

. Sick Leave

In FY 1978—79, courf employees tooktan average of 9.3 sick
days; this numbér increased to 11.1 days in FY 1979-80.
Sixty-two percent of the numbér of sick leave hours earned were
taken in FY 1978-79, while in FY 79-80 the percentage increased
to 73 percent. The State of California Personnel Board.
conducts a year;y énalysis of sick leave taken by employees in
its agencies with more than 50 employees. State employees earn
12 sick leave days per year. For FY 1979-80 the average sick
leave for over 100;000 state employees was 8.8 days, which is
73 percént of an employee's annual earned sick leave. The
Monterey County Municipal Court is within the norms observed

statewide.

. Vacation Leave

i

The court has no formal procedure for Qacation leave
requests and approvals. Each employee requests vacation time
from his or her supervisor; if there is no serious conflict
with otherArequests or workload, the request is forwarded to

the clerk/court administrator for approval.
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TABLE 6

MONTEREY COUNTY MUNICIPAL COURTS

SICK LEAVE
Hours Hours Balance at the Beginning
Earned Taken - of the Fiscal Year
FY 1978-79 6,705 4,156 , 21,030
FY 1979-80 7,094 5,233 19,569
FY 1980-811 8,064 4,144 S -

VACATION LEAVE

Hours ‘Hours Balance at the Beginning
Earned Taken of the Fiscal Year

FY 1978-79 7,227 6,137 6,191

FY 1979-80 7,601 6,338 6,664

FY 1980-811 8,632 8,976 -

COMPENSATION LEAVE

Hours Hours Balance at the Beginning
FEarned Taken of the Fiscal Year

FY 1978-79 102 128 21

FY 1979-80 - 845 456 _ 414

FY 1980-811 768 1,128 -

Straight line projection from first quarter statistics.
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The county Salary and Benefits Resolution discourages
splitting vacation time during the calendar year. The court, on.
the other hand, prefers its.employees to split up vacation time,
with the rationale that it is more difficult to adjust workloads
when someone is absent for several weeks than it is when someone
is absent for a few days, and can catch up on his or her workload
upon return.

The limited statistics compiled on the use of vacation leave
do not indicate any problems. In FY 1978-79, 85 percent of
vacatién leave earned was used and in FY 1979-80, 83 percent was
used.

August, September, and October were the months with the
highest level of vacation time taken. This is also the period
with the greatest number 6f cases filed. A high level of
vacation time was also taken during the month of December.
Fortunately, the number of filings during December is lower than
the monthly average. The highesﬁ number of vacation hours taken
during any one month studied by the project team was 485 hours iﬁ
a single branch COurﬁ, or the équiQalent of 2.8 full-time
employees on vacation for the month.

In an effort to maintain an app:opriate and efficient
staffing level for the cdurt, vacation leave should be
monitored. If vacation leave increases during the months of
heaviest filings, the clerk/court administrator should formalize

a vacation request procedure.
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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 Qvertime." 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 ovértime. The Sélinas 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

annualiy.

. 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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for court reporters, transcripts, interpreters, indigent

defense counsel, witness fees, and jury fees. Expenditures for

mandated costs in FY 1978-79 accounted for 23 percent of the
Municipal Court expenditures. Table 7 illustrates the
expenditures for these services from FY 1978-79 to a projected
estimate for FY 1980-81. The project team found that the
municipal court is using relatively cost-efficient methods of
pProviding mandated services. However, the project team does
have some suggestions for providing these services that may

assist in controlling costs.

. Recording Expenditures

A problem has been that the records maintained for county
budget purposes grouped different expenditure items together,
ﬁaking it difficult to measure how the court was doing relative
to previous years. Recently, however, the chief of the

accounting department started keeping more detailed records of

these expenses. A current record of expenditures is kept by

review of all vouchers. These records should serve as a useful

planning tool.

Recommendation: The recording of expenditures for the
’ Monterey County Budget should be changed to
better serve the clerk/court administrator's
need to review specific expenses. The
following budget units or line items should
be changed:

. Line item 62407, "court reporter services
and transcripts," should be divided into
two separate categories.

. A separate line item should be created
for per diem interpreters.
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. Line item 62441, "jury and witness
expense," should be divided into two
separate categories to cover individually
those jury and witness expenses still
charged to the municipal court under
unit 206.

. Line item 62406, "Legal," should be
divided into "assigned judges,"
"appointed counsel," and "other legal."

. All expenditures for assigned judges
should come out of the new line item
above, instead of the three different
line items presently used (62406,
"Legal," 61012, "Temporary Employees,"
and 62141, "Transportation and Travel").

. Court Reporters

Although court feporters and transcripts are discussed at
greater length:in a separate section of this report, the need
to monitor court reportér costs is considered here. The
court's use of per diem court reporters is considered
appropriate since it saves the county the expense of fringe
benefits, and results in paying reporters only when they are
necessary. The rate paid by the Monterey County Municipal
Court of $75 per day compares favorably with the average paid
by the sample courts of $90 per day.

As of January 1, 1981, transcript fees incréased $ .15 per
folio of original transcript. The court should analyzé the

fiscal impact of this fee increase.

. Per Diem Interpreters

The cost of per diem interpreters has increased
sUbstantialiy in the last few years. The court is statutorily

réquired to provide interpreters, and pay their fees from the
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county treasury. The court presently uses its own personnel,
three of whom are certified by the county to interpret in

court, and hires per diem interpreters when the court's

~interpreter is not available, or when interpretation is needed

for a language other than Spanish. (Front counter interpreting
is done by legal process‘clerks who speak Spanish.)

The project Eeam compared the cost to the court of using
its own personnel against the cost of hiring per diem
interpreters. The court interpreter in the Salinas branch is
classified as a municipal court clerk, and receives $19,905
including fringe benefits annually. The daily salary for this
interpreter is $84 versus $60 for a per diem interpreter.ll
On an average, a full day of interpreting lasts only about six

hours.12

while a per diem interpreter does not provide any
further service to the court, a court employee can perform
clerical work for»the remaining two hours of a work day. The
courtroom clerk utilization survey indicates the interpreter in
Salinas p:ovided 46 hours of clerical assistance in 19 days, or
2.4 hours per day. The cost for the court'interpreter,

therefore, is 70 percent of her salary or $58 a day,

approximately equal to the cost of a per diem interpreter.

11 The daily salary for the court interpreter was computed by
taking $19,905 and dividing the annual number of days a clerk
serves the court: 52 weeks at five days or 260, less 15
vacation days and nine holidays.:

12

Based on data from the courtroom utilization survey conducted
-as a part of this audit.
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. Indigent Defense Conflict Cases

When the public defender does not represent indigent
defendants in municipal couft because of conflict, counsel is
provided in one of two'ways. ‘The superior and‘municipal courts
have a consortium contract for first-level conflicts. When thefe
is a second-level conflict and the consortium cannot handle the
case, counsel is appoipted by the court. The combined cost for
first and second-level conflicts has increased 57 percent since FY -
1978-79. The cost of appointed counsel has increased 93 percent
while the consortium contract price has increased 32 percent.

The average price per case under the consortium contract for
both misdemeanoré and felonies, including the superior court costs
oﬁ more complex trials, was $300. The average cost per attorney

13 The consortium

appointed in municipal court was $467.
contract cost is considerably less than the cosf per appointed
attorney, and is therefore more cost effective. This suggests
that proposals for a consortium contract for second-level conflict
cases should be requested and reviewed.

Recommendation: The county should request proposals for é

consortium contract for second-level
conflict cases to seek cost reductions.

. Witness Fees

In January, 1979 the district attorney's and public
defender's offices assumed responsibility for payment of regular

witnesses in municipal court. The fees paid by the municipal

13 fThere were 96 attorneys appointed from January 1, 1980 to
June 30, 1980. One half of FY 1979-80 expenditures for
appointed counsel was $44,810, averaging $467 per attorney.
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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 reqular 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.

. Jurz Fees

Jury fees increased 23 percent from FY 1978—79 to
FY 1979-80. The increase in the Monterey'branch was
42 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 the jury commissioner are implemented.

. Use of Assigned Judges and Pro Tempore Judges

There are a variety of reasons suggested for using assigned
and pro tempore judges: to fill judicial vacancies, illnesses
and vacations; to assist in special cases in which local judges
are‘disqualified; and to attempt to reduce delay in getting
cases to trial.

The use of éssigned and pro tempore judges is not without
criticism: excessive usé of judicial assistanée is not a
subs;itute for the appointment of an appropriate number of

judges. Also, some courts have found that there is no negative

73



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—86 the Monterey County Municibal Court received
more judicial assistance from visiting judges than any other

court in the sample.

JUDGE-DAYS OF ASSISTANCE RECEIVED

Received Rendered Net
MONTEREY 324 90.5 233.5
Sonoma 89 7 82
Consol. Fresno -~ 64.5 18 46.5
Stanislaus 45 9 36
Riverside 39 5 34
So. San Mateo ‘ 17 0 17
West Kern | 70 56 14
Ventura 24 34.5 (10.5)

No. County San Diego 97 299.5 (202.5)

The wéighted caseload fighres applied to the FY 1980-81 caseload
indicate that the court's judicial requirement is 8.2 éositions.
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
assistancé. The recommendations made in the section on calendar
management are directed toward achieving that efficiency.
ancurrent 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.
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4., Records Management

The records management systems and filing equipment used by
the Monterey County Municipal Court has been an area of
particular focus for the new clerk/court admiﬁistrator. At
present, some of the systems employed and equipment used are
inadequate and result in procedural inefficiency, as well as a

lack of proper utilization of the space allotted for clerical

operations. However, the project team found that in most of the

areas in which deficiencies were noted, the clerk/court

administrator has either initiated programs to address the

'problems or was unable to do so because of lack of financial

support for necessary programs or equipment. The following is
the project team's assessment of the records and filing systems

employed.

. Electronic Cash Registers

The need for electronic cash registers is clear. The present
manual machines are antiquated.and cannot perform the
distribution and accounts receivable functions that an electronic
cash register can. Furthermore, the present machines are no
longer manufactured and spare parts are increasingly scarce.
These machines should be replaced as sooh as possible.

Specifications for an electronic cash register for the
Monterey County Municipal Court have been developed by the court
and the data processing division of the auditor's office. Both

agreed that the system produced by Data Terminal Systems is
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appropriate for the needs of the court and compatible with the
automated system now in use. Consequently, the project team did

not conduct further analysis.

Recommendation: Electronic cash registers should be
purchased for the Monterey, Salinas and
Castroville court locations. The cash
registers should have the capacity to access
the present computer system.

. Filing Equipment

Civil, criminal, traffic and small claims file foldersAare
presently stored in various types of open and closed shelf,
legal sized, cabinet filing equipment'located throughout the
clerk's office. A general system of moving older files to
secondary storage locations is utilized. Problems are created
by the filing equipment'as‘it is not standardized and is not
always located as near to the clerks as it should be. For
example, in the Monterey branch, traffic division‘clerks have
to go to.three locations for files, only one of which is in the
traffic section.

The clerk/court administrator has recognized this problem
and obtained standardized open shelf filing equipment for
Monterey, Salinas and Castroville. Also; in the proposed
relocation of the clerk's office in the Salinas branch, the
architec;s are giving careful consideration to the location of
the filing equipment. The project'team agrees with the
decision to convert to uniform open shelf filing as such

systems have proven to be cost and space effective, and provide

easy access to the files.
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. File Folders

The court primarily uses iegal size, top tab file folders
for criminal, civil, and small claims matters. Matters sqch as
parking violations are not filed in file folders and traffic
cases are filed in a cﬁmputerégenerated envelope known as a
convelope. Legal size file folders are used, because until
recently some of the court-generated forms were legal size.

The unified forms program initiated by the clerk/court
administrator has had as one of'its goals elimination of legal
size documents. This has been accomplished by the introduction
of the new letter sized criminal docket. Thus,vtheblast
impediment to usingrlettér sized file folders has beén removed,
and the convérsion to letter sized file folders is being
implemented.

The project team agrees with this conversion as the
advantéges are numerous., First,,letter size paper, equipment,
and supplies cost 10 to 30 percent less than legal size.
Second, letter size filing equipment occupies 30 perceht less
floor space than comparable legal size equipment. As a result
of these compelling cost and space benefits, courts in eight
states have mandated that all couft case files be on letter
size paper.

The conversion to letter size equipment should be done on a
stagéd basis. There is no reason to convert files already in

folders and the cost to do so would be prohibitive.

Recommendation: New filings should be filed in letter size
folders, but other cases should be kept in
their present file folders.
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. Filing of Case Papers in the Case File

In traffic matters, the case file is taken aﬁart after each
appearance and reofdered. 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 practicallyiall courts with which the project team
isrfamiliar. To assist judges in finding the éomplaint in
traffic and criminal matters, a Fed 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 Foldérs‘

The cost of individual file folders is $ .33 per folder
éssuming 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 Qith 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.
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Recommendation: The clerk/court administrator should study
the feasibility of reusing file folders,
either at the time of moving files to
secondary storage or at the time of the
destruction of the contents of the file.

. Qut-Cards

A new system of out-cards has been instituted for both case
files and dockets. The out-card system is a significant
records management tool as it provides a control over the
location of these records. As with oﬁher control systenms,
however, it is only valuable to the extent to which it is
properly administered and adhered to. A sample of 12 out-cérds
for criminal dockets was reviewed, and the sign-out periods had
a mean of 12.5 days. This is excéssive. The clerk/court
administrator should establish a policy for the length of time
dockets and case files are to be allowed out of the docket bins
or off the shelf. This policy should require a person removing
a docket or file to sign his or her name, as opposed to merely
signing "the court,” as is the present practice. The
supervisor of each division should then review the cards on a
periodic basis and retrieve any dockets or files that are out
for longer than the agreed—upon.period.

Recommendation: 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.
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. Indexes

The court maintains indexes for civil, small claims,
criminal, and traffic matters. The traffic index is automated
and on microfiche. The other indexes are maintained manually,
but the court intends to automate these indexes. One problem
pertaining to the manual index is the use of a dual indexing
system.

In criminal matters prior to May, 1980, the defendants'
names were indexed onto 3" x 5" cards. After May 1, the names
are entered into a notebook, and onto the index éards. This is
unnecessary. The flexibility of the 3" x 5" card index
suggests that this system is better, and therefore the notebook
indexing system should be eliminated.

Recommendation: - The notebook indexing system in criminal
‘ cases should be eliminated.

A number of courts have found that it is unnecessary to

index small claims matters by plaintiff as well as by
defendant. Their reason is that the plaintiff is aware of who
he or she is suing and can therefore retrieve a case by the
defendant's name. Also, title companies and others researching
matters filed with the court are interested in defendants who
might have judgments against them or matters pending. This
information can be obtained by having only a defendant name
index. The importanée of this issue will increase as the cost
of an automated indexing system is considered.

Recommendation: The plaintiff index in small claims matters
should be eliminated.
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o Forms

One of the significant benefits of consolidation has been the
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,
micfofilming does not achieve any savings to the court in
storage sbace. 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 II, or
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approximately $5,000 in personnel costs (including fringe
benefits) plus materials and developing. Given the cost and

limited benefit, this practice is questioned.
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-(71601—8 Government Code). Case files are
purged once a year to determine what files can be destroyed.
However, some records are retained longer thén 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
déstroyed after three years. The clerk/court administrator
should delegate the responsibility for records managemeht to a
senior staff person in each branch with the résponsibility 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.

. Numbering 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 cou;t loéation. Fof 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.

Recommendation: 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 récommended
records management technique. While this adds cost to the file
folder, the benefit of ease of access and reduction in the risk
of misfiling is considered to outweigh the added costs. The
clerk/court administra;or 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

At present case files are filed on a sequential basis, which
résults 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 Qelllas minimizing

misfiling., 1In this system, the filing area is divided into a
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hundred equal parts so that each part has the same numbef of
case files and consequently the same activity raté. This
results in the file equipment being filled up equally
throughout the fiie area’and cuts down on congestion in

accessing files.14

Recommendation: The terminal digit filing system should be
adopted in civil and criminal matters.

. Preprinted 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 form, may
result in increaséd 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
Qritten in English only. To assist the clients, as well as to
minimize questions put to court personnel, the front countef

signs should be in both Spanish and English.

14 por a complete discussion of terminal digit filing refer to
Business Equipment ‘and the Courts, National Center for

State Courts, Publication No. R0O0309, 1977, page 23.
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Recommendation: The signs on the front counter in Salinas
should be in Spanish as well as English.

. Criminal Docket Tubs

Because the criminal dockets are stored in a few tubs, the
area around the criminal docket tubs in the Sélinas branch is

crowded and at times hard to access. Adding more tubs will

make access to the dockets easier for clerical personnel.

Recommendation: Additional tubs for criminal dockets should
' be obtained for the Salinas branch.

. Accessing Convelopes

A specific problem that needs to be addressed is accessing
convelopes. Because the convelbpes do not have side or top
tabs, the case nuhber is not readily visible. The court should
use numbered dividers with end tabs between every 100 files to
make file access easier.

Recommendation:  Numbered dividers with end tabs shoﬁld be

used between every 100 folders to make file
access easier.
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5. Financial Planning and Control

. Budget Process and Limitations

The Monterey County Municipal Court'has already overrun
several budget accounts and is projectiﬁg overruns for several
others. 1In a few cases, such as per diem court feporters and
travel for judges and visiting judges, theré is little the
clerk/court administrator can do to controllsuch expenses. For
most of the accounts, however, the overruns seem to have
occured through lack pf 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 acknbwledged‘and adhered to by the clerk/court administrator
and each of the divisidn supervisors, to»the extent that the
latter control any part of the budget.

Since the commencement of this audit, the clerk/court
administrator, fhe head of the accounting départment, and the
county's administrative analyst have iﬂitiated regular meetings
to review expenses. Also, 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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. Standardization of Processing of Bond Forfeitures

If a defendanﬁ does not appear as scheduled, and he or she
has been released on bond, the judge normally orders bond
forfeited and a warrant issued. State law requifes
notification of the person posting bond in order for the court
to collect the amoﬁnt posted as collateral for appearance.15
In the Monterey branch, bond forfeitures aré monitored by the
traffic and criminal divisions. 1In the Salinas braﬁch, they
are monitored by the acéounting division. The traffic and
criminal division staff formerly handled bond forfeitures in
.the Salinas branch, too, but the clefk/court administrator
centralized the responsibility in the accounting division this
past spring because a number of forfeitures appeared to be
slipping through without notification of the bondsman. If
proper notice is not sent within the statutory time limits, the
court loses the right to collect the bond forfeiture from the
bondsman.

Since the Monterey branch presently assigns the task to the
divisions and the Salinas branch assigned it to divisions until
recently, it would seem best to have the divisions process |
forfeitures. Such assignment eliminates one step nowirequired
in the Salinas branch: getting the information that a
forféituré has occurred from the céiminal or traffic division
to the accounting staff. At present, Salinas branch courtroom
clerks are to fill out an information slip for each case

involving a forfeiture, and tell the office staff to route
A

15 california Penal Code Section 1305,
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files involving a forfeiture to accounting. The accoun;ing
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 adoptéd fn Monterey
County. 1In this system, a card is ﬁade'for each case involving
a bond. Cards are filed by the date of the next scheduled
action, pulled daily, ahd.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 sohe other
event is to occur, the card.is moved to a new date. In this
fashion, the staff is able to take the apbropriate action as
soon after the p;escribed date as possible. This sys£em shquld
preclude overlooking needed notices if the cards are checked
regularly.

The chief account clerk in the Salinas branch estimates
that the clerk handling bohd forfeitures spends two hours or
more a day on them. The card system may require siightly more
time than the present system; if the monitoring of forfeitures
is returned ﬁo 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.
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Recommendation: Bond forfeitures shbuld be processed by the
: divisions. A tickler system should be set
up to monitor bond forfeitures.

. Daily Bank Deposits

The Monterey branch does not make a deposit in the bank if
there is any discrepancy between the casﬁ register tapes and
the cash‘on hand. In the Salinas branch, Eowever, depbsits may
be made when the total of the cash register tapes exceeds the
cash on hand. The cash-on-hand total must be confirmed by a
recount, but if it is confirmed, the deposit is made. The
assumption is.made that the error is an over-ring on the cash
register that can be traced and corrected the next day. If
there is more cash than the cash register total, however, the
deposit is held until the error is found. The chief of the
accounting department would prefer that no deposit be made
until the cash and the register tapes balance. This is not a
major problem and entries can be reversed once the error is
found, buﬁ the practice of withhdlding the déposit until the
cash and the register tapes balance seems to be a better
practice. . The Salinas branch has a secure safe if cash must be
held overnight.

Recommendation: Daily bank deposits should not be made until

cash, checks, and money orders on hand
balance with the cash register.

89



6. Jury Management

Jurors serving in the Salinas branch come from a superidr
court pool of jurors managed by the superior court jury
commissioner. The only involvement of municipal court Staff is
a check by the‘municipal court calendar clerk with the superior
éourt staff regarding the number of panels needed on jury trial
days and the responsibility of the courtroom clerk and bailiff
for the jurors once they arrive in the courtroom.

Jury management in the Monterey branch is the
responsibility of tbé municipal court jury clerk, except that
the superior court ju;y commissioner prepares the annual list
of qualified jurors. The presént jury cierk has held the

position since early summer of 1980.

. Jury Service

The term of service for jurors in the Salinas branch is two
weeks, while the term of service in the Monterey branch is
three weeks. There is no reason for this difference except
that the difference existed before the court was consolidated.
The trend nationally is clearly toward shorter terms of
service. The terms should be made the same in the two
branches; two weeks is the appropriate ﬁerm. Terms of one week
might'be suggested,‘but would be difficult to achieve in the

Salinas branch, as the superior court is not likely to change

its term of service .at this time.

Recommendation: Terms of service of jurors in the Monterey

and Salinas branches should be the same --
two weeks.
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. Panel Size

The size of a panel of jurors sent to a courtroom in the
Monterey branch can be smaller. The experience in the Salinas
branch is that most of the time a panel of 25 is sufficient.

On the rare occasions when it is not, additional jurors are
obtained from the superior court éool. The Monterey branch
uses initial panels of from 35 to 45. These numbers for a
specific trial may be less than the initial panel size because
of excuses for the day or permanent excuses that are recognized
after jurors start their term of service. Also, over the
course of two weeks some jurors can be expected to drop out
even in the best of systems. |

Tﬁe appropriate number for the initial pahel in the
Monterey branch cannot be known at this time because the data
for the Monterey branch are so spafse, but a reduction in total
panel size of ten people over two weeks is about the rate now
experienced. If the initial panels are held to 35, it will be
easier to limit the size of a panel going into a courtroom for
a particular trial to 25, which.experience in the Salinas

branch suggests 1is adequate.16

As data are collected and
patterns begin to emerge, this figure should be reexamined and
adjusted, if necessary. Each juror is paid $5.00 per day plus

23¢ mileage. If each of the three judges in the Monterey

16 when 25 jurors proves to be insufficient for a particular

trial, additional jurors can be obtained from the other
courtrooms. Presently jurors are not released following
completion of voir dire in one courtroom until voir dire is
completed in all courtrooms in case extra jurors are
needed. Reducing panel size would build on this practice.
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branch had started voir dire with five to ten fewer jurors in the
jury trials held between December 13, 1979 and September 1980,
there would have been a savings of between $2,250 and $4,500 (not
including mileage) from the smaller panels.

Recommendation: The size of panels sent to a courtroom in
Monterey should be reduced to 25.

.  Uniform Jury Procedures

Jurors in the Salinas branch are oriented by the superior
court staff. Jurors in the Monterey branch are oriented, if at
all, by individual judges. As indicated above, the size of
panels sent to the courtrooms differs in the two locations.

The Monterey branch has a brief exit questionnaire on the back
of a thank-you letter sent to each juror; the Salinas branch
does not use a thank~-you letter or an‘exit questionnaire.
There are only a few forms used for management and the
financial ones a?e the same in both locations. There still are
some differences with respect to the forms used by the jury
staffs. There is no apparent reason for these differences and
no advantage to maintaining them.
Recommendation: Jury management in the Monterey and Salinas
branches should be coordinated with respect
to juror orientation, the use of exit

questionnaires, and the use of internal
forms for management purposes.
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. Training of Jury Clerk

The jury clerk in the Monterey branch has been onvthe job
about seven months and has had no training in jury management.
The superior court jury commissioner's staff appear to be well
.trained and £he jury commissioner has a firm understanding of
the principles of jury management. The Salinas and Monterey
operations are different, but the jury clerk in the Monterey
branch would benefit nonetheless from meeting with énd talking
to the superior court staff and observing the superior court
jury operatién.

Recommendation: The jury clerk in the Monterey branch should

"have the opportunity to observe jury
management in Salinas.

. Maintaining Data on Jury Service

Data maintained onvmunicipal court jury service are
inadequate. The superior court jury commissioner in the
Salinas branch has better data than the Monterey branch, which
has none. It is difficult to manage a jury system_
intelligently without a statistical picture of how it is
operating. For instance, the typical panel sent to a courtroom
in the Salinas branch is 22 to 25 people. 1In the Monterey
branch, it is 30 to 35 and sometimes more. Data are needed to

determine whether the extra jurors are used in the Monterey

17

branch. In order to determine the proper initial panel to

call for service, one needs to know how many jurors are excused

17 one judge in the'Monterey branch says he regularly uses 35

jurors or more, but that need not be the case for the other.
two judges.
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before the term of service starts and how many fall out during
the term of service. The jury clerk in the Monterey branch has
a "quesstimate" based on her short experience on the job, but
there are no data. Data should be kept and reviewed from time
to time to assure that the system is operating efficiently.
Recommendation: The jury clerk in the Monterey branch should
maintain data regarding juror usage to
permit identification of areas in which
improvements could be made.’
The superior court jury commissioner should be requésted to
maintain similar data, at least with respect to municipal court
jurors; Municipal court courtroom clerks will have to assist

in the collecton of those data.

. Multiple-Part Juror Forms

In bothithe Monteréy and Salinas branches thé jury staff
has to type the names énd addresses of jurors on'séveral
different forms. -Each time a name and address is typed the
chance bf error increases. It should be possible to redesign
two or three forms so that the space for names and addresses is
the same on each form, thereby permitting carbon paper or
pressure-sensitivevpaper to be used to reduce the number of

times the name and address must be retyped.
Recommendation: The forms used for recording information
' about jurors should be redesigned to reduce

the number of occasions on which the jurors
names and addresses are entered.
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. Telephone Call-In by Jurors

The Mdnterey 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
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 aré any
changes in need. The jury commissioner is aware of the systems
and has reasonable justification for not installing them. Even
aéknowledging the'validity of those argumeﬁts, 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 secohd 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 assdme.that when jurors are summoned ﬁo appear and

do appeaf the first week, they can be expected to remember the
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length of theif service. The judges als§ should be advising
jurors at the completion of a trial to check with the |
code-a-phone regarding future service. It should be even less
necessary to send out cards if the term of service is reduced
to two weeks.

The card is used also t§ advise jurors of their panel
number. This, too, they shopld be expected to remember. If
the court wishes to change a juror's paﬁel number, this can be
done through the éode—a-phone. To make sure that the jurors do
not forget the code-—-a-phone number, a small business card can
be printed with the code-a-phone number on it, which can be
handed to each jurér on the first day of service.
Recommendation: The jury clerk in the Monterey branch should

cease sending out weekly postal reminders of
their service to jurors.
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7. Caseflow and Calendar Management

The assessment of judicial performance is not a part of
this audit. An analysis of‘certain caseflow and calendar
management issues is offered here as their efficiency affects
clerical operations. Any clerical tiﬁe saved in scheduling,
appearing in court, or other calendar activity represents
potential time that can be spent wo;king in the operational

units.

. Differences in Caléndaring Between Branches

There are several differences in the overall calendars in
the Salinas and Monterey branches that extend beydnd the fact
that the Salinas branch has Castroville to service and has an
extra judge. Perhaps the most striking difference is tﬁe
15.5 hours of judicial time per week devoted to traffic

arraignments in the Salinas branch compared to only five hbﬁié

per week by a commissioner in the Monterey branch. It iéfhbir:v.
clear why the Salinas judges devote so much time each week to
traffic arfaignments. Other differences exist as well, as
evidenced by the analysis in Table 8. vThe‘Salinas bfanch
calendar also contains more short blocks of time allotted to
various calendar items than the calendar in the Monterey

branch. There may be legitimate reasons for the differences in
calendars in the two locations, the most obvious being the
language problems in the Salina§>branch, but a greater

similarity would seem to be possible.
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TABLE 8

ANALYSIS OF PRESENT CALENDARS
FOR SALINAS AND MONTEREY

Calendar Activity

Traffic Arraignment

General

Walk-in

Special
Sentencing
Criminal Arraignmenté
Law and Motion

Civil

Criminal
Pretrial Conferences
Preliminary Hearings
Civil Court Trials
Criminal Court Trials
Traffic Court Trials
Small Claims Trials

Jury Trials

Jury Trial Conferences

<

Week Days Scheduled

Total Hours Scheduled

Monterey ‘Salinas Monterey
MTWThF 5 (CMR) **
MTWThF
1MTﬁThF
MTWThF MWF 3.75
MTWThF 'MTWThF 15
Th M .5
MTWThF M 3.75
MTWThF MWF | 3.75
ThF WF 14 + 15%
M MTTh 4.5 + 3%
M M 3 +.5(CMR) **
™ MTh 6 +.SKCMR)**
MThF WE 3 + 3%+2(CMR) **
™ TTh 30 + 15%
MTu MTWTh 3

Salinas

10.5

15

1.5

5

4.5
28.5

2.5 + 13*

13(CMR) **
6.5 + 6.5(CMR) **
26 + 13*

5

* Time scheduled for two possible case activities, depending on need.

** Time scheduled for the commissioner.
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The project team did not identify any majof_problems
associated with the differences in the two calendars. The
present calendars may be affecting jury management adversely,
however. More than half of the jury trials in both locations
extend tq a second day. .In thevMonterey branch, jury trials
are scheduled for two consecutive days (Tuesday and Wednesday)
while in‘thevSalinas branch they are scheduled for two days
(Tuesday and Thursday) but with an open day in between. In the
Monterey branch, jury trials often are continued to Friday for
completion and in the Salinas branch trials that start on
Tuesday often end on Wednesday and those on Thursday often end
on Friday. The consequencekin both courts is disruption of the
next. day's calendar.. The jury trial schedule suggested here
attempts to deal with this problem. It is not clear whether the
time alloted in the National Center's suggestion is sufficient,
however, because there are no good data on jury trials. The
calendar clerks and jury clerks should be consulted by the
judges before the judges make a final decision about how jury
trials might be rescheduled.

The projéct team has de&eloped two alternativés to serve as
a starting point for discussipn for the judges. Both options
are based on the following propositions or attempt to move
toward the following goals: |

. Each day should have as few different types of cases

and calendar activities as possible in order to
minimize confusion of staff and the public and to
maximize the efficient flow of paper through the court.

. The commissioner should hear all traffic arraignments
and virtually all small claims and traffic trials.
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. Recessing a jury trial for 36 to 40 hours is disruptive
to jurors, attorneys, and litigants.

. If, in the future, cases are transferred from one
location to another, similar calendars in the two
locations will minimize possible confusion among court
staff, litigants, and attorneys.

. If judges are shared between branches, it will be
easier to move a judge from one location to another,

especially on short notice, if the calendars are
arranged similarly.

Comparison of the analysis in Table 8 with Tables 9 and 10 will
identify the differences between the presént and proposed

calendars.

Recommendation: The court should examine the differences in
" the calendars in the Monterey and Salinas
branches to determine whether the hours
allocated for each activity in each location
are necessary.

Recommendation: Since a majority of the jury cases require
more than one day to complete, jury trials
should be scheduled for two and a half days
rather than two. Tuesday, Wednesday, and
Thursday morning are recommended.
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TABLE 9

ANALYSIS OF PROPOSED CALENDAR: OPTION 1

Calendar Activity

Traffic Arraignment

.General

Walk~in

Speciai,
Sentencing -
Criminal Arraignments
Law and Motion

Civil )

)

Criminal )
Pretrial Conferences
Preliminary Hearings
Civil Court Trials
Criminal Court Trials
Traffic éourt Trials
Small Claims Trials
Jury Trials

Jury Trial Conferences

FOR SALINAS AND MONTEREY

Total Hours Scheduled

Week Days Scheduled

Monterey Salinas

Monterey Salinas
-— MTWThF CMR** : 5
_— 5.5
MTWThF MTWThF 5 5
MTWThF MTWThF 15 ' 15
MTWThF MTWThF 5 5
MTWThF MTWThEF 5 5
ThF - ThF 18 26.5
MTh MTh 5 4+ 7.5% 2.5 + 10*
M M 4.5 3.0
1.5 + CMR** 3.0 + CMR**
MF MF 4 5.5
TWTh 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

ANALYSIS OF PROPOSED CALENDAR -Option 2
FOR SALINAS AND MONTEREY

Calendar Activity

Traffic Arraignment

General

Walk-in

Special
Sentencing
Criminal Arraignments
Law and Motion

Civil )

)

Criminal )
Pretrial Cpnferences
Preliminary Hearings
Civil Court Trials
Criminal Court Trials
Traffic Court Trials
Small Claims Trials
Jury Trials

Jury Trial Conferences

Week Days Scheduled Total Hours Scheduled
Monterey Salinas Monterey Salinas
- - - CMR** CMR**
- -— CMR**
MTh MTh 2 2

MTh MTWThF 6 15

MTh MTh 4.5 5.5
MTh MTh 4.5 4.5
ThF ThF 22,5 32.0

M M 4.5 4.5

M M 2.5 2.5

T T 2.0 2.0

F M 3.0 3.0
TWTh TWTh 43 51.5

-—- —-—— 3 3

** Time scheduled for the commissioner.
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. Jury Trial Conferences

The effectiveness of the jury trial conferences is
questionable. Better ﬁhan half of the caées schéduled for jury
trial conferences settle or are continued, but the cases left
on the calendar for the foilowing day are often not ready for
trial. The trial attorneys from the district attorney's and
the public defender's offices do not always attend the
conferences. The credibility of both the conferences and the
trial calendar is lessened in these circumstances. Even when
public or private trial attorneys attend the conferences, the
conferences observed by the project team suggest that the-
attorneys prepare the case gfgg; the conference rather than
before, making the conference itself of only marginal value.

There were 11 occasions between between October l{ 1979 and
September 30, 1980 on which the superior court brought in two
panels of jurors, yet‘no jury trial started. (Proportionately,
more of those were in the last quarter of 1979, before the
consolidation.) 1In every case in which the superior court jury
~commissioner was told that there would be three panels needed,
at least one trial started, but even so there were 43 days in
which three jury panels were called in and only 18 on which all
three panels were usegd.

Despite the evidence suggesting the conference could be
more efficient, the judges interviewed believe‘quité strongly
that the conference is beneficial._ Since the data are not good
enough to argue convincingly otherwise at this time, it would
be useful to test the judges' support for the value of the

conferences in a controlled experiment. Some cases should be
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selected randomly not to have a conference and the results
regarding continuances, settlements, and length of trial compared
with the same results in cases that had the conference.

If the court would préfer not to undertake a controlled
experiment to test the conferences' value, some change.in
procedure seems to be required to make the conferences more
effective.' Experience across the country suggests that pretrial
conferences are most effective when lawyers have to do some work
before coming to the conference and have to prepare a written
document in advance of the conference to document that work. It
would also help if the attorneys trying the cases attended the
conferences. The written material that might be provided by the
lawyers should include confirmation that they have talked about
the case prior to the date of the writing and outline of all
offers made and the present prospects for settlement. The
written submission could be required even if it is not_possibie
to require the triél'attorneys to attend the conference.
Recommendation: 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.

.  Criminal Arraignments

Both the Monterey and Salinas branches arraign criminal
defendants déily. Incarcerated defendants charged in the
Monterey branch are arraigned there and therefore must be
transported from Salinas to Monterey. The calendars for '
criminal arraigments doubtless reflect practices before the two

courts were consolidated.
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The jail in Salinas is approximately three miles from the
courthouse; it is sixteen miles from the Monterey courthouse.
It would be energy efficient, should reduce the sheriff's
personnel needs for prisoner transportation, and probably would
improve security if all incarcerated defendants were arraigned
in Salinas. Before a final decision is made regarding the
change, however, the sheriff, disﬁrict attorney,'and public
defender should be consulted regarding how this change would
effect their operations.

Recommendation: All custody arraignments should be held in
the Salinas branch.

. Master Jury Calendar Call

Jury trials in both the Monterey and Salinas branches are
scheduled for and controlled by each judge on an individual
basis. Thus, one judge may have two or three cases ready for
trial and another none, but there is no mechanism for the
second judge to receive a case from the first._

Cases are assigned to trial judges at the jury trial
conferences. Factors such as the likelihood of a trial start,
the attorneys involved,-and the estimated length of trial are
considered when cases are assigned. This scheduling of trials
the afternoén before the trial date is intended to serve the
same purpose as a master calendar assignment, but because of
the.problems noted above, it is not effective in doing so.
Recommendation: Jury;triéls in each branch should be called

for trial in one courtroom and then assigned

to available courtrooms based.on information
developed at calendar call.
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Use of a mastér calendar on the day 6f trial will not
increase the likelihood of judge-shopping and therefore delay
settlement now achieved at the jury trial conferences, because
assignments to courtrooms now occur after discussion of
settlement has concluded in the jury trial conferences. If
judge shopping is a factor inhibiting settlements now at the
jury trial conferences, the new arrangement will not change

that. If it is a factor, there should be no change, either.

. Schedulihg Preliminaryﬁﬂearings

The Monterey branch presentiy schedules preliminary
hearings for all‘day Thursday, but often has to extend them
into Friday. The Salinas branch schedules most of Friday for
preliminary heafings. The project team did not hear complaints
that there were problems completing preliminary hearings on
Fridays in the Salinas branch. Additional time seems to be
required in the Monterey branch and might be desirable in the
Salinas branch as well. If it is not required in the Salinas
branch, other matters can be scheduled for Friday afternoon.

Recommendation: Preliminary hearings should be scheduled for
Thursday afternoons and all day Friday.

108



(4l GEE N EN EE .

8. Training

One of the major efforts of the clerk/court administrator
has been in the area of training. This emphasis has resulted
in regular étaff meetings, a mass orientation for all
employees, in-service training programs, and attendance at
local, state and nationai training programs. Comments from
court staff indicate a general suéport and enthusiasm for such
training. Nevertheless, future training efforts will better
serve the court if certain practices are modified and

integrated into a coordinated training program.

. Orientation

A general orientation to the California judicial system was
given to court employees in August and September of 1980 by the

clerk/court administrator. The clerk/court administrator used

the California Courts manual prepared by the Conference of
California Judges. The manual describes the various courts in
the state, pre-trial civil procedures, pre-trial criminél
procedures, ahd trial procedures.

Any new clerk hired by the court is required to study the

Judicial Council of California's Introduction to the Municipal

and Justice Courts, which is a basic in-service training
program for entry level deputy clerks of trial courts in
California. At the end of each section they must complete a
self-administered test that comes with the manual. This test
is scored and retained in the.employee's pefsonnel file. New

employees are given a copy of the Monterey County Court 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 procedufes,
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.

e 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
employee should be provided a copy of his or her job

description.
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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 projéct will describe the tasks required for each function
within a division. Portions of these ﬁanuals 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.
Recommendation: 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
trainihg 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.

111



!

Recommendation: 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.

. Attendance at Training Programs

The clerk/court administrator haé instigated an ambitious
prdgram of attendance at training programs'at the local, state
and national level. While the programs attended, in most
instances, appear to have merit, taken collectively, there
seems to be an overemphasis on attendance at these programs to
the detriment of the'déy—to-day operations of the court.

For example, during the period from Juiy 1, 1980 to
ﬁovember 30, 1980, cburt employees attended a total of 76 days

at programs offered by the Monterey Bay Area Regional Training

- Center. Four employees attended the Judges, Marshals and

Constables Association meeting for three days, three employees
attended the records management seminar of the National Center
for State Courts for three days, and two employees attended the
Grantsmanship Training Conference for five days. The dollar
cost in fees for these programs was $7,413, and the total
number of days in attendance was 115.

The positive aspect of these programs is the knowledge that

the court employees obtain through their attendance. On the

~other hand, overemphasis on training outside the court can have

negative impact on its operation. The most obvious such impact

is the loss of personnel time. The 115 days of training
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represents the equivalent of one clerk per day away from the
court for the entire six-month period. This is akin to a one
to two percent reddction in staff. More importantly, the
persons attending the programs generally are key management
personnel whose daily presence is crucial to the smooth
operation of the court. Also, the cost of attendance at these
programs quickly mounts. This can be seen by the shift in the
sources of expenditures in the mileage and travel line items

for the court between FY 1979-80 and July l'thr6ugh December 5,

1980.
Percentage of Total Expenditures
‘ July l-Dec. 5

Source FY 1979-80 ; 1980
Visiting Judges 62.1 . 31.5
Monterey County _ '

Judges ©12.9 14.3
Clerk/Court- '

Administrator ‘ 6.3 17.2
Other Employees 18.7 36.5

The cost of mileage and travel for the nonjudicial personnel
represents 54 percent of the total expenditures, up from
25 percent the previous~fis§a1 year. $17,000 of the $24,550
budget has already been spent after only six months of the
fiscal year.

The content of the programs selected for.attendance is, in
some instances, of questionable value. For example, 15
employees were registered for the "Positive Approaches to

Effective Discipline" seminar offered by the Monterey Bay Area
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Regional Training Center. Attendance at a program of this
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 hoﬁrs. |
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
Municipal 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.

Recommendation: The clerk/court administrator should develop
: an annual training program which outlines
training objectives for the year.
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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 é given division are exchanged
between locstions 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 ﬁheir counterparts
in the other location.j This practice has helped in the
standarization effort. However, it is time-consuming and
disruptive of norhal oberations. 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 undérmines this need.
When stable, trained staffs have been developéd in each
division, the idea of exchanging supervisors and other court

personnel for short periods can be reconsidered.

Recommendation: The practice of exchanging staff between the
‘ Monterey and Salinas branches for training
purposes should be discontinued.

. Cross-Training

Most divisions have attempted to cross-train employees

within a division. This effort should be continued.

Recommendation: Employees should be cross-trained at all

positions within their division.
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. Rotating Employees

While rotating personnel between branches is not
recommended at this time, the project team does see benefits in
having selected employees assigned to a new unit. This
experience, particularly in related areas such as parking and
traffic, will expand the employees' understanding of the
clerk's operation, create a broader base of backup‘personnel
for coverage during employee absence due to vacation or
illness, and provide the clerk/court administrator with another
source of evaluation ofzthe individual employée‘s per formance
to ultimately determine the best placement fof him or her and
work areas that need to be improved. Such tiansfers should be
for a minimum of three months to allow the clerk to truly

become familiar with the work of the division.

Recommendation: A program should be developed to rotate
employees to other divisions for periods of
at least three months,
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9. Procedures Manuals

. Statewide Manuals

At presént, the basic procedural manuals in use consist of
the California Municipal Court Clerks Association manuals for
criminal, civil, small claims, courtroom clefks; and appeals
matters. In addition, there are manuals related to the
technicallaspects of using the automated systems, such as the
data entry procedures manual. The accounting section uses a
manual of accounting developed by the office of the state
controller. The manuals outlining processing of cases are well
thought out, but are necessarily quite general as they apply to
procedures used in all municipal courts in California.
Consequently, these manuals are referred to by clerks regarding
general questions they might have. They do not have specific
guidelines as to the procedures followed by.any one desk in the
Monterey County Municipal Court.

The clerk/court administrator's staff has not gone through
the manuals and eliminated procedures not used or adapted the
procedures to the Monterey County Muniéipal Court. For
example, the forms in these manuals.are the forms suggested by
the California Muhicipal Court Clerks Associatjon Manualé as
opposed to the.actual forms used in Monterey County. The
clerk/court administrator should review these manuals and
insert local forms in place of the sample forms that are
présently in the manual and, as possible, adapt procedures

outlined to local practice.
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Recommendation: The statewide manual in use should be
reviewed, local forms sustituted for the
sample forms used, and procedures adapted to
local procedures where necessary.

. Local Procedures Manuals

The aSsistant clerk/court administrator and the division
supervisors have been working on documenting.procedures in
specific areas where there has been a procedural change, or a
difficulty has been noted in carrying out procedures. These
procedures are Qritten out and kept'ih each division to which
they apply; as well as in the master folder maintained by the
clerk/court adminiétrator. Procedures which have been
documented are as follows: 1) parking, 2) bail bonds,

3) duplicate abstracts, 4) search warrants, 5) filing returns
and inventory, 6) payment of attorhey fees, and 7) appeals.b

As a part of this projecf, procedural manuals will be
developed. The development of these procedures will fill a gap
which exists at present. However, the court‘must realiie that
procedural manuals will be valuable only if there is commitment
to ensure that they are properly used, and especially that they
are kept current. Any changes in forms, procédures, orllegal
requirements must be immediately integrated into the procedural
manual. Too often, there is a tendency not fo see procedural
manuals as dynamic documents requiring periodic upkeep in oréer
for them to retain thefr value. |
Recommendation: A procedure for periodic updating of the

procedural manuals that will be developed as
a part of this project should be adopted.
This includes assigned responsibility for
drafting revisions, developing a
distribution list, and ensuring that each

division adheres to the procedures outlined.
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10. Management and Planning

. Annual Report

At present, the Monterey County Municipal Court does not -
have some of the elements that the projeét team associates with
strong management and planning. For example, the court does
not prepére an annual report) nor is there a statement of an
annual program that the court is going to undertake. This is
the result, in part, of the major task the clerk/court
administrator has had tb undertake to briﬁg the coﬁrt into a
consolidated structure. His priorities properly have been
dedicated to issues that relate directly to consolidation.
However, as this administration moves into its second year, it
is essential that better documentation and cbmmitment to
management and planning documents be developed. 1In the opinion
of the project team, some of the problems with cost overruns
that occurred in the expenditures for temporary help and travel
budgets would have been better understood had the board of
supervisors-and the administrative office been provided with
more complete documentation of the programs of the clerk/court
administrator and their directions.

Recommendation: The Monterey County Municipal Court should
prepare an annual report which includes a
statement of the activity during the
previous year and the programs that the
court will undertake during the coming year
and subsequent years. This can be

accomplished through the adoption of a
program budget approach.
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. Management Reports

The clerk/court administrator has instituted a number of
policies that should prove beneficia1 in terms of management
and planning. For example, there are meetings held on a
regulaf basis With the supervisors of the divisions to discuss
mutual problems. However, there are no management reports that
provide information on which to base decisions such as the need
for additional personnel. The clerk/court administrator should
seek to remedy this situation.

Recommendation: Management reports reflecting the workload
: in each division should be developed. The

indicators of workload should be developed
by each division. :

The appropriate workloéd indicators must be determined on a
division by division basis. They should be indicators, like
filings, that één be charted on an annual basis. They should
be reflective of clerical workload, and be useful in
policymaking decisions. For exémple, at present the parking
division does not reqularly maintain information on the humber
of courtesy notices sent, and how many parking citations are
paid after notice. This is basic managementvinformation for
justifying additional personnel, as well as establishing
policies regarding how.aggressively the court should pursue
sending notices. As has been meniioned, one court, after
analyzing the returhs relative to the costs ih this area, has

elected not to send notices.
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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 limit 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 oh which to base

decisions such as the need for additional personnel.
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11, Facilities

. Salinas Branch

The issue of facilities, in an audit of court operations,
is considered primarily in terms of the adequacy of present
facilities and whether improvements can be made, and secondly,
wheﬁher the projected growth of the court warrants initiating
an effort to obtain new facilities. In the Salinas branch of
the Monterey County Municipal Court, these two issues have been
joined. The county is in the process of shifting the clerk's
office to another paft of the county office complex and
converfing the érea presently occupied by the clerks into a
courtfoom, with space for the construction of a second
courtroom. The addition ofka,courtroom will provide a
permanent‘department for the fourth judge. The éapacity to
create a second new courtroom will handle the projected need to
create another judicial position within the next five years.
Regarding the move_of the clerk's office, the project teah is
working with the architects contracted by,thé county reviewing
the sequence of the moves and the layout of'thé office space.
Recommendations are being made directly to the county and to

the architects in separate documentation.

. Monterey Branch

The court and clerical facilities in the Monterey branch
are adequate and provide the non-judicial personnel with a good

working environment. One problem is the separation of the
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civil and small claims division from the remainder of thé

"clerk's office. This division should be located in closer

proximity to the rest of the clerk's office.
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12, Analysis by Division

The project team anal?zed the operation and procedures in
each division. To do this, supervisory and staff personnel
were intefviewed, position description questionnaires were
analyzed, and workflow was observed. Where appropriaté, the
work performed by the clerks in a division was summarized into

tables showing percentage distribution of time by task. These

tables are in Appendix III.

l2a. Traffic

The traffic section in the Monterey branch employs six
F.T.E. permanent clerks and 2.5 F.T.E. tempérary 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. 1In 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 procéss 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 training materials presently in use are minimal. The
supervising clerk in the Monterey branch has outlined the
procedures used in the declaration of the order of examination
and the issuance of warrants. Otherwise there is no written

documentation of procedures.

. Telephone Answering System

A frequent comment made by clerks interviewed during this
audit concerned the amount of time spent answering repetitive
telephone inquiries. Questions such as the time at which. a
person should appear in court,'or ﬁhe emount of bail on the
citation, recur again and again. Responding to these questions
involves the clerk's time to answer the telephone, look up the
defendant's name in the index, and then obtain information from
the case file. Often the same infofmation is printed on the
citation which is in the defendant's possession.

The amount of time spent responding to telephone inquiries
is not insignificant. It is impossible to quantify exactly,
but the estimate given to the project team indicates that at
least one-half of an F.T.E. clerk is required to answer the
teleéhone in each branch.

Several of the courts surveyed have overcome this problem
by installing‘telephonenanswering systems that have call
sequencers. In such a system, the caller is greeted with a
taped message which answers tne most frequent questions asked.
This should eliminate a significant number of the calls the
clerks have to handle. For those persons requiring more

information, the call is placed in a sequence to 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 thé system was in
the neighborhood of $1,000 to $1,500 per telephone line.
Installation of such a system would reduce the freﬁuency of
interruption of clérical work and yeﬁ maintain the level of
service to the clients of the court.

Recommendation: A tape recorder system fof‘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

. be given over the télephone. 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 informatipn be made
available by telephone. This service is important to the legal
community ané should be provided, but limits should be placed
on it. The clefk/court'administrator should develop a policy
regafding information to be given from the docket system, and
both pést a public notice and contact the Bar Association to
inform them of the policy.

Recommendation: Policy should be established for the type of

information to be given over the télephone
and when the information should be given.
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. Designation of Personnel to Answer the Telephones

The system for answering the telephone is more informal,
particularly in the Monterey branch, than is appropriate for
the efficient operation of the court. Each time the telephone
rings, there is uncertainty as to who should answer it and work
is interrupted for numerous employees. A rotational assignment
of the respbnsibility to answer the telephone within each
division will allow the unassigned clerks freedom to work more
efficiently. Although the problem was particularly noted in
the traffic diVisidn, the system should apply to all'divisions.

Recommendation: A specific person should be designated to
answer the telephone on a rotational basis.

. Walk-In Arraignment Calendars

The present system for traffic arraignment in both branches
is a walk-in calendar. It begins at 8:30‘a.m. in the Salinas
branch and at 1:30 p.m. in the Monterey branch. Any person
wishing to appear must register in the clerk?s office
immediately prior to the calendar. There is no serious
congestion problem in the Monterey branch as parties begin to
arrive at 12:30, an hour prior to the calendar call. In the
Saiinas branch, however, the defendants arrive at 8:00 a.m.
when the clerk's office opens, and long lines form.

A possible solution would be to change the morning walk-in
calendar to a 1:30 p.m. starting time as exists in the Monterey
branch. Another possibility would be to allow defendants to
call and make an appointment to appear on'thé calendar. The

project team recognizes that this invites potential problems in
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that defendants may not appear and the clerks will haQe
expended the time preparing the calendar and pﬁlling the

files. It was also suggested by several clerks that it is not
always clear whether or not a defendant should be on the
walk-in calendar. Only after a conversation with the defehdant
can that determination be made.

Notwithstanding these possible problems, the long waiting
line is a cause of aggravation to the public, to other county
employees, and to court clerical personnel. Conséquently,
experimentation with another method is suggested. The benefit
of an appointment approach is that the clerks can set up the
calendar the day before and have the case files prepared and
ready for the judge the first thing in the morning. Secondly,
the citizen would not have to go through the inconvenience of
waiting to‘register. If a case was set by appointment for
8:45 a.m., the defendant would not have to arrive at 8:00 and
wait in line. The court should experiment with this system for
a period of three months and then evaluate its effectiveness to
make a final determination‘as to the proper approach to

managing the walk-in calendar.

Recommendation: The court should experiment with allowing.

the defendants to call for an appointment
for the walk-in arraignment calendar.

. Location of Traffic Files in the Monterey Branch

The traffic files in the Monterey branch are presently kept
in three different locations. This results in problems for the

clerks pulling files. With the delivery of the open shelf
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filing equipment, this problem should be eliminated. The
clerk/court administrator should make sure that case files for
the'traffic division, and any other division of the Monterey
County Municipal Couft, are located in proximity to the work
areas of the clerks.who use the files.

Recommendation: The traffic files in the Monterey branch

should be kept in one location instead of in
three as at present.

. Location of Microfiche Reader

Clerks anSweting telephone iﬁquiries must access the
miérofiche index to obtain the case numberAif the request
requires obtaining the case file. 1In both the Monterey and
Salinas branches,.this means that the clerktmust 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 télephone rotates. This
would save the clerks having to leave their desks to respond to
telephone inquiries ahd 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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. Scheduling of Infractions

Infractions are now scheduled after custody and more -
serious traffic matters have been heard on the walk-in
calendar, ét’least in the Mdnterey branch. This allows time to
bring custody defendants to the courtroom prior to the opening
of court and also to have those matters requiring two clerks to
be heard first. While this system has some benefits fof the
court, citizens appearing in court on the most minor matters
are forced to wait the longest to have their matters resolved
or another hearing set. A more logical apﬁroach would be to
schedule thé most minor matters first and then have custody and

more serious traffic matters commence following the completion

" of the infraction calendar.

Recommendation: Infractions should be scheduled first on the
walk-in calendars to allow these minor
matters to be resolved and the defendant to
leave the court.

. Dummy Ring-Up Sheets .

The clerks in both the Monterey and Salinas branches face a
problem with the payment of fines by defendants who have just
had their cases heard. The convelope for these defendants

often is still in the courtroom. The practice in the Salinas

branch is for the front counter clerk to get the convelope from

the courtroom and ring up the fine paid directly on the
convelope. In the Monterey branch, the clerk receives the fine
payment and rings up the amount received with the necessary
information on a dummy sheet which is subsequently entered on

the convelope when the convelope is returned from the
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courtroom. The dummy sheet then is placed in the convelope.
The latter system appears to function best, since it is
inefficient to have the front counter clerk go into the
courtroom each time é fine payment is made without é convelope
present.

Recommendation: Clerks should use dummy ring up sheets in

the Monterey and Salinas branches to ring up
cases when the convelope is not present.

. Non-Appearance to Quélify for Training Schools

The outcome of a ndmber of traffic appearances is that the
violator is allowed to attend traffic school in lieu of paying
a fine. This decision is generally made based on the nature of
the offense and the violator's driving record. Since these are
objective measures, a policy could be adopfed by the court
which would allow clerical personnel to determine if the
violator qualifies for traffic school, and can go directly to
traffic school without having to make an appearance in court.
These policies would apply only to the most obvious cases. For
any case in which there was doubt, the party would have to
appear before a judge. This approach is consistent with
practices in the other courts surveyed.

Recommendation: The judges of the Monterey County Municipal
Court should consider establishing policies

for qualifying for traffic school so that
defendants would not have to appear in court.
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. Map
A minor problem but one which should be rectified is the
lack of a map indicating the boundaries of the Monterey County
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 pubiié waiting area from 12:30 to the
commencement of the calendar, some of the questions could be
answered without tﬁe defendant having to Qait 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 ahd Salinas branches. In the Salinas branch,
the parking section consists of a legal procéss.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 péyments and in-person payments, which
involves pulling the citation on filé, ringing up the amount of
bail received, and moving citations to the closed citation
file; processing delinquent parking ci;atioﬁs, which consists
of typing and filing nétices; 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

Salinas branches was conducted.

133



Monterey Salinas

Citations filed 10,497 2,067
Citations paid
" without notice 6,828 -~ 1,217
Percent paid without :
notice ' 65 59
Total received $53,159 $11,932
Average payment per -
citation filed $5.06 $5.77 .
) Courtesy notices sent - 3,669 861

Citations paid after °
notice sent : 1,311 361

Percent paid after
B} notice sent 36 42

Original bail on citations :
paid after notice sent N/A $ 2,729

Total received on citations _
paid after notice was sent N/A '$ 4,860
Thé statistics indicate that over 75 percent of the
citations eventually are paid. Between 60~65 percent of the
citations are paid without a notice being sent, while between
12-17 percent are paid after a notice is sent. Slightly more
- than one payment is received for every three notices sent. The
average payment per citation filed is slightly more than $5.
Cost and revenue figures for FY 1979-80 are estimated as

follows:

ACTUAL REVENUE FY 1979-80

Monterey County 109,172
- Citing Agencies 419,172
Total Revenues 528,344
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ESTIMATED COSTS FY 1979-80

Personnel (ten clerks
at an average of
' $13,000 includin?
fringe benefits) 130,000
Supplies (notice forms,
postage, envelopes)
@ $ .31 per delinquent
citation (68,000) and
‘miscellaneous supplies 25,000

Overhead (12.06% of
personnel costs, based
on the Monterey County
cost allocation plan) : 14,500

Total cost to
the county 169,500

- Net cost to
the county: 60,328

The clerk/court administrator estimated a higher
figure for personnel costs, $123,000 excluding
fringe benefits or close to $148,000 in total. The
project team's assessment indicates that this
figure is high. At the same time, the Monterey
branch is backlogged so the estimate of $148,000 to
be current is not unrealistic.

The project team projected revenues for FY 1980-81 using
the average payment of $5.18 for all citations filed noted
during the survey. With projected filings of 172,000, the
total revenue will be $890,000. Based on the experience of the
past several fiscal years, the county's share will be
20 percent or approximately $178,000. Thus, the county will
just break even, assuming the slightly higher cost than the

$169,500 expended in FY 1979-80.
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The county has made a commitment to an automated parking
system. The system should eliminate the backlogs that have
developed in the Monterey brénch and, because notices
increasing bail will beISent in a more timely fashion, revenue
should increase. Implemeﬁtation of the automated system also
should result in cost avoidance for the county in the future as
greater caseloads can be handled without the added personnel
that would be required under the manual system. However, the
automated system has costs. In the opinion of the
representative of the data processing division of the county
auditor's office, the start-up costs of the system are
approximately $47,000. The operational costs have not been
calculated, but the estimate was that they would be‘similar to
the costs of the automated traffic system, which for FY 1979-80
was approximately $60,000. Thus, the approximately $25,000 in
personnel sayings that will be realized by the reduction of two
positions will be offset by increases in automation costs,
leaving the county with a net cost to operate the parking
system.

Thé project team believes that a net cosﬁ to the county
will remain until a change in the distribution of revenues
received is achieved.. Since these changes will require
negotiation between the county and the municipalities, the
project team does not at this time draw conclusions, but rather
presents the implications of the various changes.

One option avaiiable is for the municipal courts to cease
processing parking‘citations. The Municipal Court is under no

legal obligation to process parking citations. 1In 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 avplea could be entéred.18 A
court can only be fequired to assume jurisdiction when a
complaint with supportingraffidavit'is fiied. The payment and
receipt of money for parking tickets prior to the filing of a
verified complaint is an administrative act which does not
require court participationl.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 the 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 citaﬁions‘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
noticiné is no longer being carried out. The county revenue

would be approximately $106,500 (or 20 percent of the $534,000

18 California Polytechnic State University petitioned for a
writ of mandate that would have required the Municipal
Court to process parking citations.

19

City of San Diego v. Municipal Court 102 Cal. App. 3d 7775
(1980).
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revenue from the 60 percent of the citations that would be
paid). Since approximately five F.T.E. clerical positions in the
municipal court are allocated to the processing of notices and

other follow-up work, probably one-half of the personnel costs

and all of the supply costs could be saved. This would leave the
county with revenues of $103,000 and operational costs of $60,000
in direct costs and $7,200 in overhead, or a net revenue to the
county of épproximately»$35,800.

This approach is nbt unique. Several other municipal courts
surveyed have eliminated the-processing of follow-up notices.
These courts acknowledge that the adoption of this system is due
to lack of sufficient staff. Such ah approach raises questions
concerning the fairness of'receiving payment from conscientious
citizens while not pursuing those who do not pay theif fines.

Another possibility would be to develop a usefﬁdqQS%pggand

have the revenues received by the county be reflective..of the

resources allocated to obtain those revenues. Suchi 
could be organized on the basis that the citing agenc§ would
receive the initial bail. The county would retain any monies
received as a result of processing delinquent citations.

The advantage of this system is that the cities would
continue to receive sighificant revenue and the county would
begin to be compensated more directly for its enforcement
procedures. Such an agreement is authorized.by Penal Code
Section 1463(1) (c). The shift in revenues that would occur can
be seen from the following analysis of the projected FY 1980-81

caseload.
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Projected parking citations 172,000

Parking citations paid
without notice : 60%

Failures to appear/pay 40%

RETURN UNDER PROPOSED SYSTEM

Payments without notice : '
($5.16 x 130,200) ‘ $532,510

Delinquency notices
processed 68,800

Citations cleared after
notice '(40%) 27,520

Average bail and .
penalty assessment $11 . 302,720

City return $532,510
County return $302,720

The system-would.result in net reQenue to the county. Also, as
enforcement costs rose, penalty assessments could be raised.
This approach would place the financial burden for the costs of
processing delinquency matters on the persons who created that
cost and not penalize those who pay their tickets within the
statutory time limit.

A final method would be to simply renegotiate the
agreements the county has with the cities. The present

distribution between the county and the cities is as follows:
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Percentage of fee:

City - County
Monterey 87 13
Carmel 83 17
Salinas 64 36
Pacific Grove 78 - 22
Seaside _ 76 24
Del Rey Oaks 76 24
Marina 78 22
Monterey Penn College 50 50
Airport : 50 50
Hartnell College 50 50

If the county received a minimum of 25 percent from each citing
agency, the county return for the pfojected FY 1980-81 filings
would be in excess of $205,000.

Recommendation: The county should explore with the cities a

different financial arrangement for sharing
the revenue from parking citations.

. Typing Owner Information on Citation

In the Monterey brénch, the clerk types the vehicle
owner's.name and address on the citation and on the notice at
the time the notice is sent. In the Salinas branch, the name
is typed only on-the notice and the citation is attached to the
notice. This appears to be a better system as it eliminates
typing the driver information twice.

Recommendation: The owner's information should not be tYped

on the citation. The owner's name should be
typed only on the notice.

. Front Counter Responsibility

In the Monterey branch, the parking section is located
quite far from the front counter. However, the parking section

does maintain some responsibility for servicing the front
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counter. The responsibility for serving the front counter should
be assigned épecifically to the front counter section of the
traffic division and the parking section should be freéd 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 courthause 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
the traffic section. Again, because of the backlogged
situation in processing parking citations this ﬁractice 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. Court Services and Judicial Support Functions

. Courtroom Clerks

The court services division in the Monterey branch has one
supervisor and thrée permanent municipal court clerks. The
supervisor of the data processing division, a legal process
clerk, acts as courtroom clerk for the commissioner. The court
services division in the Salinas branch is supervised by a
senior municipal court clerk and staffed by four municipal
court clerks. Two legal process clerks, formerly in this
division, have been transferred to the traffic division.

To assess the utilization of courtroom clerks, courtroom
clerks in both branches recorded their courtroom activity for
19 court days from OctoberAZO through November 14, 1980.
Courtroom clerk assistance provided to the operational
divisions of the court was also recorded.

In the Monterey branch, the three permanent courtroom
clerks served an average of 6.5 hours in the courtroom each
day. On the two occasions that one of the permanent courtroom
clerks was absent, a cfiminal division clerk filled in. When
the courtroom clerks were not in court, they provided various
assistance including counter work, answering telephones, and
processing filings and dismissals. The study did not indicate
how much time was devoted to any one division by the courtroom
clerks. These clerks also spent out—of—couft,time preparing
cases for the court. The three‘clerks served a total of 83

hours performing out-of-court duties. This equals 4.4 hours
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per day for all three clerks or 1.5 hours per clerk. Courtroom
clerk time and out-of-court assistance, therefore; total a full
eight-hour day for each courtroom clerk.

The data processing supervisor served, on the average, 3.4
hours.per day as as courtroom clerk for the commissioner. This
employee indicated that she served four to six hours in data
processing and other clerical activities.

In the‘Salinas branch, the average.time spent in the
courtroom per clerk was six hours. The six clerks assisted
with‘dther clerical Qork by performing five hours of work in
the traffic divisidn; 7.5 hours in the civil division, 29 -hours
in the criminal division, and 108.5 hours of calendaring
assistance and case preparation.- This clerical assistance
averages to 1.5 hours per day per clerk. The clerks,
therefore, provide on a daily basis an averagé of 8.9 hours of
assistance, more than one full-time employeé. When clgricél
assistance of 1.5 hours is added to the six hours served in
court, the courtroom clerk's day averages 7.5 hours, again

indicafing a full workday.

. Interpreters

The Monterey County Municipal Court has three clerical
personnel who are certified toAinterpret in court by the
county. .The court also hires per diem interpreters when its
employeeé are not available or when interpretation for a

foreign language other than Spanish is required.
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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.
All the courts except Ventura use per diem interpreters when
needed. Ventura County has four full-time interpreter
positions allocated, but héd only-hired one person ét‘the time
of’the survey. The interpreteré' employmenf agreement in
Ventura County requires them to perform clerical duties when
they are not interpreting in court. Several éourts
occasionally use bilingual staff who are not certified to
intefpret.

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 integpretation
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 thé 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 interprefing as recommended
in Section 3, Personnel Practices. This is true of any
employee doing interpreting.

Recommendation: A job classification of "municipal court
clerk/interpreter"” 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
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 translaﬁion 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 leéve, one of the two supervising bailiffs substitutes
or a correctional officer is used. Bailiffs are hired
specifically for bailiff duties and réceive slightly less
salary than other deputy sheriffs.

Transportation of prisoners to and from the court is
performed by correctionai officers. There is one correctional
sergeant and six officers allocated to this transportation
detail for both the superior and municipal cburts.

The courtrooms in the Monterey and Salinas branches are
equipped with alarm systéms to call in extra secﬁrity in
emergency situations. The sheriff's sfation 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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There has been a recent trend to replace bailiffs with
non-sworn courtroom attendants in courtrooms handling civil
cases. Both Ventura and Los Angeles Counties have adqpted this
approach. Some courts have even eliminated any use of security
personnel in civil courts. Municipal courts the size of those
surveyed are not usually divided into civil and criminal panels
and therefore continue With a one bailiff per courtroom
configuration without plans to change. The Monterey County
Municipal Céurt is in é'similaf situation. If the size of the
court increases or the calendar system changes to result in a
civil panel; consideration should be given to something other

than full-time bailiff staffing.

. Court Reporters

The Monterey County Municipal Court presently hires court
reporters on a per diem basis from private court reporting
firms in Salinas and Monterey. The total cost of per diem
court reporters was $75,460 in FY 1979-80.

The project team's analysis of court reporting included a
review of the statutes governing court reporting and the
existing court reporting methods in the courts in the sample.

The California Government Code Section 72194 places the
authority in the municipal court judges to determine the number
of court reporters needed by the court. Section 72194 states:

By order entered upon the minutes of the court, a
majority of the judges of the municipal court may
appoint as many competent phonographic reporters
as the business of the court requires, to be
known as official reporters of such court. The

official reporters shall hold office during the
pleasure of the judges of such court.
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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 proceédings. Authority to use electronié recording as
the official means of preserving a record of proceedings in
municipal cour£s 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 proQide 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 éll courts, haé been

20 More recently, the newly created circuit courts

positive.
of Utah, which are the limited jurisdiction courts for that

state, have found that tape recorders provide a satisfactory

record at significant savings over stenographic reporters.21

20 "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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Recommendation: Per diem stenographic reporters should be
: hired only for the purpose of taking the
official record of preliminary hearings.

A courtroom utilization survey conducted. over a four week
period (October 20 through November 14, 1980) indicated that
28.5 court days were used for preliminary hearings in the
Salinas branch. If the Monterey County Municipal Court hired
per diem stenographic reporters only for preliminary hearings,
the costAof court reporters in thé Salinas branch would have
been $2,137 for the survey periéd, or $27,781 annually, using
the $75 per diem figure. 1In FY 1979-80, court reportefs cost
$44,325 in the Salinas branch; thus there is a potenfiél-saving
of $16,544 in the Salinas branch alone.'

Furthermore, court reporter days required were based on
the scheduling as it existed. For example, some days
preliminary hearings were held for three hours, but were
scheduled both before and after lunch. If this three-hour
'period had been scheduled all in ‘the morning, then a per diem
“reporter could have been hired for a half-day only. If
perliminary hearings were handled this efficiently, the actual
use during the one month studied could have been réduced to 22
court reporter days or $1,650 monthly and $19,800 annually, a
saving of $25,525 for the Salinas branch.

In the Monterey branch, 21.5 court reporter days were used
for preliminary hearings. The annual cost at this rate would

be $20,962 or a $4,678 potential saving over the $25,640 spent
in FY 1979-80. |
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Coﬁrtroom clerks preéently 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 tapés when ordered. The vast majority of.
transcripts ordered for municipal court proceedings are the
official record of preliminary hearings; thus the transcript
production will probably be as at present.

As the court explores this issue, it should consider the
possibility of using the full-time court reporters employed by
the superior court when theirvsuperior court judge is absent.
If such Sharing could be implemented even f&fi& pottion of the
reporting.requirements of the municipal court, significant cost

savings would result.

149



12d. Civil/Small Claims Division

The civil/small claims divisions in ;he Salinas and
Monterey branches are staffed by five and four employees
respectively. The Salinas branch civil/small claims supervisor
is a permanent municipai court clerk; her staff includes two
permanent positions, a senior typist clerk and a typist
clerk II; and two témporary 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 proéess clerk, and
one temporary typist clerk II.

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 Training

Program are used for small claims matters. 1In addition, the
supervisors in both divisions have developed a seriés of éample
small claimé forms with instructions. 1In the'Monterey'branch,
the supervisor also has collected a sample of filings. The
supervisors shou;d continue to update and expand their
materials.

The civil/small élaims divisions in the Monterey County
Municipal Courts providé a good example of the conéolidation
process through which the court has been going. The small
claims procedures in each branch were somewhaf different prior
to consolidation. In the judgment of the cle;k/court

administrator and the clerical staff concerned, the Monterey
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branch small claims procedures were more efficient and
orderly. Consequently, a clerk from the Monterey branch was
transferred to the Salinas branch for one month to standarize
the Salinas branch's small claims procedures. The following is
a sample of the problem areas addressed:
1. The filing system was improved. Cases had been
kept in files of ten each, but within the file
they were out of order. This was corrected,
placing the lowest numbered case on top to
correspond with the file number.
2. Attaching the proof of service was standarized.
3. Filing drawers were standarized to 549 cases.

4. Docket entries were standarized.

5. A simplified indexing system was instituted.

Although the transfer of a clerk from the Monterey branch to
the Salinas branch put a strain on the Monterey branch staff,
the standarization of procedures ultimately will improve the

efficiency of the civil/small claims operation.

. Service as Courtroom Clerks

Clerks in the Salinas and Monterey branches serve as
courtroom clerks for séme civil and small claims cases.
Although this represents a relatively small percentage of time
and some clerks claim that their familiarity with the cases
ensures more accurate cierking, this time wouid be better spent
within the division. When the project team first analyzed the

time allocated to different civil/small claims duties,
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30 percent of an F.T.E. position was spent clerking in
courtrooms. This has been reduced to 10 percent at the writing

of this audit.

Recommendation: Civil and small claims clerks should not
serve as courtroom clerks. .

. Use of File Clerk

The Salinas branch has a file clerk who does filing for

‘all divisions in the branch and spénds approximately one day

per week doing civil/small claims filing. It is the project
team's judgment that the Salinas civil/small claims division
can perform its own filing and will have greater control of its
procedures if it does so.

Recommendation: Civil and small claims staff in the Salinas
branch should do its own case filing.

. Calendar Book

When a civil case is calendared, it is‘entered in a
calendar book. This book provides quick reference to the
number of cases calendared on a given date. Inbthe Monterey
branch, only a case number and name entry isvmade in the book.
In the Salinas branch, additional information is entered and
the calendar book becomes a more comprehensive resource
document.

The more complete calendar book assists the clerk in the
Salinas branch in determining the proper calendar setting. For
example, the clerk may consider setting another case on a day
which is already heavily calendared if she nétes that the

attorneys involved have consistently settled their cases prior
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to trial. Similarly, an attorney who has a reputation for
going to trial on many of his or her cases would not be

scheduled for a date which did not provide adequate time.

Recommendation: The calendar book in the Monterey branch
kept by civil and small claims clerks should
include additional information relevant to
calendars and statistical reporting:
attorneys' names, estimated time the case
will take, type of matter, whether a
reporter is needed, and the date the memo to
set was filed. ‘ :

Implementation of this recommendation will have the added
benefit of saving some time in transcribing calendars.

Presently, in the Monterey branch, the court services .

supervisor prepares a calendar book for the entire branch. The

civil/small claims division gives all notices of trial to the
court services supervisor, who records case information from
the notices into her calendar book. Civil cases could be

incorporated into the full branch calendar by making a

photocopy of the civil/small claims calendar book, if it is

kept as comprehensively as recommended.
The civil/small claims calendar book can also be used to
prepare management and Judicial Council reports and will assist

in reviewing how long it takes to get to trial from the date of

the memo to set.

. Worksheets for Law and Motion

When cases are set for law and motion calendars, there are
two procedures which can be consolidated. A calendar is
prepared which includes cases set for that day. This calendar

contains basic case information. A work sheet also is prepared
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upon which is entered the same basic éase'information. This

work sheet provides the couftroom 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 caiendar will allow
adequate space for it fo serve the purpdse 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 Entry

There are eight data entry operators in the Monterey
County Municipal Court. 1In the Salinas branch there are three
clerks who work full-time in data entry. The lead worker in
the Salinas branch waé promdted to supervisor of the data entry
division. She subseqdently~requested to be relieved of
division-wide superviéory duties and is now classified as a
legal process clerk. The two other clerks in the Salinas data
entry section are a pérmanent legal process clerk and a
temporary clerk typist II.-

The Monterey branch data entry section is staffed by three
permanent légal process clerks and one permanent clerk
typist II. The section is supervised by one of the.legal
process clerks. Each of the clerks providesbclerical
assistance to other divisions or clerks in dourtrooms.

A pérmanent municipal court clerk in the Castroville court
spends approximately 20 percent of her time performing data
entry at that court. This employee also has other traffic
division duties and acts as interpreter and back—up clerk in
the courtroom.

A "Data Entry Procedures Manual" has been prepared for the
computerized traffic operations. The manualﬂhas been kept
current by court staff and modifications to procedures have

been inserted.
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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 theffbdivision should be
sought. To this end, the project team recommends the transfer
of ohe'data edtry clerk from Monterey to Salinas. The Salinas
section has the extra'respbnsibility of cbordinating 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 ehtry 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
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completely reentering the data by a second clerk. ff the
initial and verification entries do not match, the terminal
signals a mistaken entry. Verification entries do not take
quite as long as initial entries because the reentry operator
can use slightly less caution. Nevertheless the verification
process takes_approximately one F.T.E, position. If no
verification were ddne, a slight increase in mistakes would
probably result on the.transaétion log and some mistakes would
go uncorrected. Reviewing and correcting mistakes from the
transaction log might take sliéhtly ;onger.

Most courts operating computer systems such as that of the
Monterey County Municipal Court verify their entries as
described above. However, the Ventura Count? Municipal Court,
which operates a computer system similar to Monterey's,

discontinued verification and did not find a marked increase in

entry errors.

Recommendation: Standards for error rates should be
established for data entry clerks. Once
these standards are met, verification of a
clerk's initial entries should be eliminated.
Operators who are new to the system or who are error-prone
should continue to have their work verified. Prior to a full
commitment to cessation of verification, a one-month study
should be conducted to compare error increase, if any, when
work is not verified and the time saved. After this study, it
will be clearer where the break-even point is between time
spent verifying entries and time spent correcting unverified

entries at a later point.
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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
additionaliinformation on ths warrant.' This work properly
belongs in the traffic division. The most common manual
entries are a descriptipn of the vehicle and ths registered
owner's name if differénf frohvthat 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 paymenﬁ 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

computef program. However, if the bench knew the parameters
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within which the data entry clerks operate, a disposition which
might not be keyable in the program for some minor reason might
be fashioned so as to fit the system.
Recommendation: The requirements to input dispositional
A information into the computer should be
explained to the judges in order to minimize

the need to enter unique dispositions which
do not fit the computer program.

. Purge Date of Traffic Files

At present, the.computer in traffic cases generates and
prints a purge date on the case file folder wﬁich is four years
after the date of the infraction. This date is erroneous as
the proper purge date is four years after the case is
disposed. This functiqn should be modified in the computer
system or eliminated and the purge date added manually at the
time the case is closed;

Recommeﬁdationﬁ The purge date in traffic cases should be
calculated from the date of disposition, not

from the date of the infraction as it is at
present.

. Courtesy Letter on Traffic Citations

The courtesy letter on traffic citations‘at present does
not indicate that the letter may be disregardéd if the
defendant has already paid the fine. The files are researched
between the time the courtesy letter is generated and sent to
ensure that cases ih which payment has been made do not receive
a courtesy letter. A more efficient approach would be to
indicate on the courtesy letter that it may be disregarded if

payment has already been made.
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Another problem with courtesy notices is that while the
boilerplate is written in Spanish and English, the body of the
letter itself is written in English only. With the high
percentage of non-English speaking clients in the Salinas
branch, the courtesy letter should be written in both Spanish
and English in that branch.
Finally, many checks are received without the citation,
causing problems in crediting the defendant with payment. 1If
the courtesy letter requested the defendant to write the
citation number on the check, fewer problems would result.
Recommendation: The courtesy letter on traffic citations
should state that the defendant may
disregard the letter if the fine has already
been paid, and request that the defendant
write the citation number on his or her
check. Letters issued from the Salinas
branch should be in Spanish and English.
The project team was informed that the county computer
cannot accomodate the recommended changes. The clerk/court

administrator should explore the possibility of using other

methods such as word procesing to implement the 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 II. An additional
"floating" typist clerk II 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 II.

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.

. Qutstanding 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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Untii the warrant has been dismissed by the court, police
agencies can arrest an individual regardléss of the age of the
warrant. If a case becomes unreasonably old, the court should'
review the advisability of dismissing said warrant. Presently,
this review processbis 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
re&iewed 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.

. Warrant Recall

Although the court does have a formalized process for
recalling arrést and bench warrants which involves calling the
police agéncy and sending a written notice of(rec&ll,_no
procedure exists to determine if, in fact, thé 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
recalied the warrant, it may not be returned to the court and

an individual could be arrested.

162



4 EHE =l

The project team was informed by court employees that
there have been incidents of false arrests under these
circumstances.

Recommendation: A monitoring system should be developed to

determine if a warrant has been returned to
the court after it has been recalled.

. Order of Examination

Indigent défendants.who had counsel appointed and are
convicted sometimes‘are ordered by the court to réimburse the
county for thé cost of appointing counsel. Tﬁe court closes
out its case and instructs the defendant to pay the county
directly. If the defendant fails to reimburse the county per
the court's order, the county will file a “Declaration and.
Ordér of Examination". A hearing date is scheduled for the
matter and copies of the order are returned to the sheriff for
service.

In the Monterey branch, the clerk pulls the court file
from the closed files, places the original in the file and
refiles the folder in the continuance file according to the
scheduled hearing date; In the Salinas branch, a different
procedure is followed. An original order is kept in a folder
on the clerk's desk and the court file remains in closed
filing. Consequently, the Salinas branch must periodically
review a folder on the clerk's desk to determine which orders
have not been returned. 1In the Monterey branch, the criminal
division is able to determine automatically, as a result of

their "tickler system,' which ones have not been returned.
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Recommendation: The Salinas branch should place an "Order of
Examination" summons in the file folder
after they are issued to the sheriff and
‘place the file folder in the continuance
file under the scheduled hearing date.

. Criminal Appearance Date

Both Monterey and Salinas police order traffic defendants
into court "on or before" a date 15 days after the issuance of
the traffic citation. The Monterey police also schédule
criminal citations in the same manner. However, the Salinas
police have been instructed by the'court_to schedule criminal
appearances no later than five days after their issuance.

The project team was unable to identify any court
operational prbblems resulting from this practice in the
Salinas branch. Nevertheless, the police department did
indicate to the project team that the variance in practices
between traffic and criminal matters in the‘Salinas branch did
cause some confusion with police officers.

Recommendation: The Salinas branch should adopt the practice
of the Monterey branch in having police
officers schedule criminal citation

appearance dates "on or before" a date 15
days later.

. Time Stamp

The Monterey and Salinas branches both have date and time
stamps for pleadings and complaints filed. It is the practice
of both branches to date and to time-stamp all documents filed
with the court. However, in the Monterey branch, at times
criminal complaints are not time-stamped. The explanationayas

\
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"a clerk gets bus? and forgets to time-stamp the compiaint.“
There appears to be no probiem with processing criminalk
complaints. Howevér, if a complaint is not time-stamped, there
is no way of determining how long a complaint has been in the

clerk's office that day before being processed.

Recommendation: Criminal complalnts 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 tréining. The Monterey branch has two
account clerks. The chief of thé accbunting division recently
moved to the Salinas branch, based on a recommendation by the
project team.

The division is responsible for aécounting for all cash,
checks and money orders received by the court and breparing
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 also are made; The
accounting staff also checks attorneys' fee réquests for
accuracy and prepéres 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 accounﬁing division are

made under the Finalcial 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)

No. and Type ' Percentage of

- of Court chations Hispanic Population
ggigl Branchl

MONTEREY 2 ‘ 2 21
Consol. Fresno lb 2 23
No. County . '

San Diego 1 2 ‘ 18
Riverside 1 1 15
Sonoma 1 4 13
So.'San Mateo 2 0 15
Stanislaus 1 6 40
Ventura 1 1 ‘ 20
West Kern A 1 : 8 | | . 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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II. PROPOSED PERSONNEL CLASSIFICATIONS



MUNICIPAL COURT CLERK I

" DEFINITION

Under close supervision, performs legal clerical work of
average difficulty in the office of the municipal court and in the
courtroom; and performs related work as required.

DISTINGUISHING CHARACTERISTICS

Municipal court clerks are assigned to the county's municipal
courts. Employees are responsible for the accurate and timely
processing 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 entry level clerical class in the municipal court
clerk series. Employees perform routine and repetitive work
related to legal documentation and transactions. Work may require
public contact. Positions in this class differ from those of the
higher class of municipal court clerk II in that the municipal
court clerk II class involves duties that require the frequent use
of judgement in applying legal codes, procedures, and policies.

For successful performance, employees must have the ability
and willingness to work with the public; ability to read and
comprehend legal documents accurately; ability to do simple
arithmetic; ability to communicate orally; ability to follow
written and oral instructions; ability to file a variety of
documents using alphabetical and numerical codes.

EXAMPLES OF DUTIES

Types various legal forms such as writs, abstracts, register
pages, warrants, etc. by copying certain information from other
documents in order to formalize the papers.

Processes certain legal documents such as traffic citations,
dockets, abstracts, or bail, by sorting according to prescribed
procedures and matching citations with payments.

Computes amounts of bail from bail schedules and posts to
c1tat10ns

Prepares, issues, and mails certain legal documents such as
warrants, citations, etc.

Assist public clientele on subject matter related to work

as51gnment by answering telephone 1nqu1r1es or calling them to
give factual information.

May assist at window by providing, accepting, or eliciting written
or verbal information necessary for certain action or advice to
assist the public clientele.

Receives fines, fees, or other monetary payments by verifying
amounts, issuing receipts, and entering in cash register to
properly account for such transactions.

Appendix II - 1



MUNICIPAL COURT CLERK I, continued

Distributes mail, memos and other documents to appfopriate 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, records. citations and case folders
in order to systematically and logically store documents.

May perform simple bookkeeping duties such as posting, computing,
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 withiclientele.

Ability to read and comprehend legal ddcumentseééégwétely.

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 CQURT CLERK II

DEFINITION

Under general supervision, performs dlfflcult legal clerical
work in the municipal court; and performs related work as required.

DISTINGUISHING CHARACTERISTICS

Municipal court clerks are assigned to the county's municipal
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 III 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.

EXAMPLES OF DUTIES

Issues various legal documents by completlng 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;
receives fines, fees, or other monetary payments by verifying
amounts, issuing receipts, and entering in cash register to
properly account for such transactions.

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 balanc;ng 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’mdhicipal court
procedures and related statutes; ‘

Knowledge of legal téerminology 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 éccept responsibility;

Ability to assume lead workerkresponsibility;
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MUNICIPAL COURT CLERK III

DEFINITION

Under general supervision, is responsible for a full range of
difficult and complex legal clerical work in the municipal court;
and performs related work as required.

DISTINGUISHING CHARACTERISTICS

Municipal court clerks are assigned to the county's municipal
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 advanced level in the municipal court clerk
series. Employees have the responsibility for a full range of
difficult and complex legal clerical tasks. comprising a major
process or function. Major duties require the substantial use of
judgment in applying legal codes, court procedures and policies.
‘Employees may provide lead work responsibility or act as assistant
to the division supervisor. Public contacts are. normally
present. Positions in this class differ from those in the lower
.class of municipal court clerk II in that the municipal court
clerk II class entails duties which are less comprehensive and
complex and are not substantially responsible for an entire major
legal process or function. They differ from those in the
municipal court clerk IV class in that the latter assume
responsibilities as division supervisors or courtroom clerks.

For successful performance, employees must have a thorough
knowledge of municipal court procedures and related statutes;
thorough knowledge of legal terminology and documents; ability to
comprehend, interpret and apply legal codes and other procedures;
ability to coordinate the flow of legal documents; ability to
accept responsibility for a defined clerical function; ability to
deal with the public and other court profe551onals, and ability to
solve complex procedural problems.

EXAMPLES OF DUTIES

Supervises a major function 1n proce551ng of legal documents and
legal transactions.

Coordinates clerical procedures and transactions with other
interested parties such as attorneys, law enforcement officers,
defendants, plaintiffs, etc.

Reviews filings in the civil and small claims division for venue
and jurisdiction; may research codes, laws, etc.

Receives and reviews complaints for civil matters to ensure
completeness and accuracy.

Resolves complex procedural problems related to the assigned
functional area.
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Maintains accurate records related to complex legal procedures.
Receives fees, fines, etc. and prepares and signs receipts.

Calculates fees, interest and other costs using basic arithmetical
processes. : : :

Determines the proper documents needed to be processed for a
particular judgment by reading the case and verifying compliance.
with codes and procedures as necessary.

May serve as a relief courtroom clerk or traffic courtroom clerk.
May train or supervise 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: Two years of full-time 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 the Code of Civil Procedures;
Knowledge of legal terminology and documents;

Abiiity to comprehend, interpret and apply Iegal codes and other
procedures;

Ability to coordinate a variety of clerical procedures and monitor
deadlines; ~ ,

Ability to accept responsibility for a defined clerical function;

'Ability to deal with the public and other court professionals;

Ability to solve complex procedural problems;:

Ability to supervise a few subordinéte clerks.
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MUNICIPAL COURT CLERK IV

DEFINITION

Under direction, performs duties of a courtroom clerk to a
judge of the municipal court, or supervises the work of a major
division of the municipal court; and performs related work as
required.

DISTINGUISHING CHARACTERISTICS

Municipal court clerks are assigned to the county's municipal
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.

Municipal court clerks IV -are responsible for the supervision
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 III in that the municipal court clerk III class entails no
responsibility for the supervision of a major division or
permanent assignments as permanent courtroom clerks.

For successful performance, employees must possess thorough
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. :

EXAMPLES OF DUTIES

Courtroom Clerks:

Serves as a courtroom clerk in a municipal court ‘and as secretary
to a ]udge.

Calls cases in the courtroom to determine attendance and hands out
copy of complaints or case.

Takes attendance of jury; administers oaths and afformatives.

‘Receives, marks, and assumes custody of exhibifs, 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 dutles are those usually performed by most
employees in this class, but are not necessarily 1nc1u51ve )

MINIMUM QUALIFICATIONS

Typlng Requ1rement' Ability to type at a speed of 30 words
per minute.

- Education and Experience: Three years of full-time clerical
experlence which must have provided substantial experience in
proce551ng legal documents and handling legal transactions.

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 practiées;
Ability t§ accept responsibility and make decisions;
Ability to work quiékly and accurately; |

Ability to speak clearly, listen carefully, and express oneself
orally;

Ability to work under pressure;

Ability.to be emotionally stéble;

Ability to train,_motivate and supervise subordinate pefsonnel;
Ability to maintain an impartial attitude; | |

Ability to cooperate with others.
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III. PERCENTAGE DISTRIBUTION OF

CLERICAL DUTIES BY DIVISION
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