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Admimstration of Justice Support Project
in collaboration with the Ministry of Justice

CONCEPTUAL DESIGN WORKSHOP

MARIOTT HOTEL ‘
CAIRO, EGYPT

March 30 and Apnil 2, 1998

AGENDA

Monday March 30

10 00AM Welcome and Introduction Judge Ron Taylor
Automation Qverview Mr Wally Kuencer

THE PILOT COURTS CONCEPTUAL DESIGN

10 45 Case Inthiation Mr Al Szal
Dr Sherif Hosni
Mr Wally Kuencer

12 00 BREAK
1230 Case Management Judge Ron Taylor
Counselor Omar Hafeez
Mr Wally Kuencer
115 Hearing Support Mr Al Szal
Mr Wally Kuencer
200 LUNCH
330 Typming Pool Dr Sherif Hosni
400 Adjudication Judge Ron Taylor

Counselor Mohamed Saleh

445 AJOURN



AOJS/MOJ

CONCEPTUAL DESIGN WORKSHOP

MARIOTT HOTEL
CAIRO, EGYPT

March 30 and April 2, 1998

AGENDA

Thursday, April 2

10 00 AM Post Adjudication Mr Al Szal
Chief Judge Ashraf Kamal
Mr Wally Kuencer
11 00 AM Expert Department Judge Ron Taylor
1130 BREAK
12 00 Service Department Mr Al Szal
12 30 Judicial Information Center Mr Wally Kuencer
100 Recommendations for Action  Judge Ron Taylor
145 LUNCH
300 Question and Answer Period  All Participants

500 AJOURN



Conceptual Design Presentation

For

The Ministry of Justice
March 1998

Presented by:
The Administration of Justice Support Project

and

The Conceptual Design Committee
Counselor Omar Hafeez Counselor Mohamed Saleh  Judge Ashraf Kamal
Judge Mohamed Latif Mr Walter Kuencer Mr Albert Szal
Dr Sherif Hosni Engr Khaled Fattah

and )st
Judge Ronald Taylor ’
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10 00 AM

11 00 AM

1130 BREAK

12 Noon

1230

100

145  LUNCH

300
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Thursday April 2

Post Adudication

Ex artment

Service Department

Judicial Information Center

Recommendations for Action

Question and Answer Peniod

Mr Al Szal
Chuef Judge Ashraf Kamal
Mr Wally Kuencer

Judge Ron Taylor

Mr Al Szal

Mr Wally Kuencer

Judge Ron Taylor
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Technology Use in Courts
aSlaall 8 Ly o 331 aladiud
*Computerization means replacing human effort by computer effort

uLM\]‘M(:JLdJ-“ .)_”AA“ c—‘l‘.:):,.\.ug| (;)L'\u\ u.uﬁ-\.LS.sAh
*Technology can be used to help o 8 oaebuall Loyl oS oo S

*Manage Courts aSlaall 3 jfale
*Manage Cases el 5 jlale

*Decide Cases s el 8 Jucalle

Technology Used to Manage Courts Can Include
*Personnel odalall g
*Personnel Actions oAl oty f
Payroll l_yalle
Finance ARl G guall
General Ledger Aalall dsa g 1
«Accounts Receivable YIIPREIT N
*Accounts Payable acls cbbes
Budget Ayl
Statistics #laayl
MOJ Online Court Momnitoring 4ol s pasal) Juad o sy 4ndoe
MOJ Admuinustration Jasdi o yye i
Electronic Archiving S Cas W
National Case Repository AagLlsosle.
Electromac Filing oSN Al Jass,




Technology Used to Manage Cases Can Include
Y s 83 BN Leasiisall s gl oS s ) (S

»Teller Services
Indexing
*Assignment
Scheduling
Docketing
Caseload Management
Inquiry
*Document Generation
*Reporting
*Service
Experts
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Technology Used to Manage Cases Can Include
1 s 55 al B Leaariuall La o) o€l e (S

Teller Services
Assess fees
Calculate amount due and change
Record source and distnibution of
revenues
Pnnt receipt
*Cash reconcilhation reporting

Indexmng
Collect Case and Partv data
Retrerve cases by case # or other
case 1dentifing data
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Technology Used to Manage Cases Can Include
‘3::}“ ‘5394-“ BT Aeantsll Q:.J]_)ﬁﬂ\ u&a’lﬁu‘ USa

*Assignment
+Panel assignment that ehminates
Judge shopping
*Produces balanced workloads
Cannot be manipulated by parties

Scheduhng
Calendanng - Computer
displays/prints existing
calendar; user assigns dates
Scheduling - Computer assigns dates
according
to court rules
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Docketing
Is the case history
Maintains a case record of
papers filed
court events (hearings service
experts)
decisions & judgments
post adjudication events & decisions

Caseload Management

Tools for the Chief Justice &
admunistrators

Caseload data on cases filed pending
and terminated by case type judge
Judgment

Caseflow examines the pace at which
cases move through the system

Workload raw count of activity
(hearings expert requests service orders
etc )

Technology Used to Manage Cases Can Include
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Technology Used to Manage Cases Can Include
Y 5 oAl B Leanduall La o oA Gana® ) (S

*Inquiry

?)lu—u\no

« Ability to provide enough case data > ssedl e 4slS Uy 88 e oyl

to answer most basic questions
without requnng the file to be
retrieved

+Document Generation
Recerpts and other documents that
can be created from case data
exclusively

Reporting
Reports and statistics that
communicate case information and
related work of the court to others
+Standard reports
Ad hoc reporting capability
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Technology Used to Manage Cases Can Include
YV 55 Al BN et Lia o oSOl s () (S

Service
Monutor service document status
+Assignment
Event tracking
Service workload, workflow
reports
Keyed to case #

Experts
Monmnitor expert opinion status
Assignment
Event traching
Expent workload workflow reports

Keved to case #
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Technology Used to Adjudicate Cases Can Include
Y el A Gualll Ll s o} oS ansl Sy

Legal Research of 2 (Rl Caaalle
IDSC Data Base £l sl gl clilnsacld
Legal Research of COC PLPPRT L UREENn D
Data Base bl daSae clibn Sacld
*Online Benchbook Fopasll o o pu aa pa g8 gie
*Computer Aided SsmaS alaatuls e

Transcription
*Video Conferencing phaniuls Ay yall Sleldall siee
Ailed) gl

Integrated Court Computer System
ASadls JulSie i gaeS aldas
This 1s the Goal!
3 guasadl ol

Simiar to a modern office building

Supported by a strong foundation

Shares a common electrical & plumbing system
Intercom telephone with external lines

All levels completed with fully furnished offices
Everything works together
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Integrated Court Computer System
eSaalls JalSia i g€ s

The AOJS Project will build the CORE system

+A foundation of computer equipment that can

be buillt and expanded upon

A Local Area Network and Internet communicatons
Application software programs for case

management to reduce delay and streamline procedures
The parts of the system will WORK TOGETHER

& will allow other parts to be added to FULLY

SHARE the existing data and equipment
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Integrated Court Computer System
LaSadl JalSia i geS ol

1st Phase
Develop and install the Server and PC equipment foundation

Develep and install a software application (Typing Pool) that
can be used now and will always be part of the system
install a LAN to support the Typing Pool
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Integrated Court Computer System
LeSaalls JalSia i g€ allas

Project Years 3 & 4
Continue installing more computer equipment
Continue developing and installing application
software (Case Management Case Information
L Legal Research)
Continue expanding the infrastructure and network
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Integrated Court Computer System

By the end of the Project

AOQJS will have installed computer equipment
communications networks and application

g’ software for Case Processing Case Management
Legal Research and Typing

The System will allow for new software expansion
and modifications

MOQJ can add software and equipment
simultaneously or later
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Integrated Court Computer System
ASadl JalSia i gneS olas
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How to build the System? What will the complete System

inciude?
7(\.L\l| L s S
e LS 3 Al Gaasa b

How to Build the Computer System?
¢ 5 gnesl) allas el A e

PLANNING Jaball

IMPLEMENTING st

Instalation Strategic Plan
Training Survey

Start Up

Operations System Development Options

Life Cycle

ru:a.ln MELJ_;EJJJ

DEVELOPING gl s s

Program Coding Conceptual Design

Testing Procurement Plan
Facilities Preparation Detall Design

DESIGNING panal




How to Build the Computer System?
¢ ignaSl (’U‘” elu o ceS

Court Systems Developmen
15 a
PROCESS
NOT an EVENT
Agpash dab puay
el ) clbhi Ades g
oAl G Gl g

How to Build the Computer System?
© i snasl eUm ¢lo iy casS

RE-INSTALL & 2y S{_EVALUATE
RE-TRAIN s
s ll zale
L..g).\ﬂ‘ 3.)\.‘:‘)
3|4/ 56
CREATE &
INTEGRATE % NEW &
s fladll s MODIFY

222 al) ot A




What will the complete System Include?
¢ JalSiall pladl arsivg 13

AQJS Applications Aol o NS 223 £ g pan wlishs
Case Processing (clerks) (4-5Y) (5 pe ¥ e d
Case Management information Reports el s g Chaglaa Uleband y p AT
& statistics (Judges & Administrators (o AaV1  olaall)

Typing Pool ,::% sl ol
Legal Research E I Y PR

Foundation Components oV e gead e saol) Gasadall Ul S
(Data Base Indexes Secunty (s oal s aa Lgdaanad (S 45 juna e
Common programs that can be i _\ﬂgﬂu_w!| iy Sl Uled jal caSadh e as e
used In other applications (Aeadh andlaull
Web Site Operations and Support

Infrastructure)

What will the complete System Include?
MOJ or USAID Project Extension or Other Contractors
it satlana (5 (b 8 g £ g peuall AaSs sl A gall Al dsan g Jadl ol g e

Dt manad Service
s £ 8 Experts
YRS PR Electronic Archiving
ol e Personnel
T DA | Finance
ol Budget

National Case Repository
MOJ Online Court Monitoring

agsdio ol
MS;AHAM‘ (_‘,.dlo_)l_)_,‘\.al..
dead MOJ Administration
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How the Computer System Works
A J...uaﬁ‘ eU:u d,a...g S

Software Application

el 5 ik <#*% ., Printer 4k

Data Base
il sacld

How the Computer System
\w
orks

Software Application

11



How Applications are Integrated

Application
ukl

Programs like chaptersin a boo

k.!l.lsu_ld_,.éls Ea‘_):.“

Different Judges, Admimstrators & Clerks will use different Programs
zl_ih:unc.n‘y uyul LESIIJUJ:\_)L\\]\JSLAES\ ‘;.1;3»,_1
ALL the Programs will SHARE the SAME data
CJL!\.QJ‘ s Cu‘_).\.“ s ?-\;1“:!
SHARING DATA and INFORMATION 1s INTEGRATION
Sl g ilaglaall p il s &) SN

How Applications are Integrated

Case Management v
waed

T =

Service

sl

mg
Experts

6');_“

Relational Data Bases
Different Data Bases can be related
to the whole system like

relatives are related 1n a fanuly

A e oo xe) 68
alladl e oo B ADaS Al

Data Bases can be synchronized using key common data
A1 S il bl sl Sl el g8 (el 5 (S
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How Applications are Integrated

o d
=T

Service

Data Bases appear to Users as a Single Data Base
3aad g by ae i€ aatinall bl se) ek

Experts

How Applications are Integrated

e &

Service

Experts

Data Bases appear to Users as a Single Data Base
Baal 5 il 3068 asatioall Ll 2ol 5 yeks




How Applications are Integrated

Data Bases appear to Users as a Single Data Base
aad 5 QUL 32e 1S anaiiadl Cllull sl 8 el

Integrated Information system Example

Al il glaall allad 73 s
World Wide Web
daalledl Jlad) Al

]

Browser

Information
Software Data Base
CaSiual) gral il e gl
Gllusacld
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Integrated Information System Example

World Wide Web

£3

iSp

Different Software, ISP,
Route but Same Information
L&EMLB::)LJ ‘aAb\;.\iAJ‘c.ALI)J

o sheall (s (S

ISP

The AOJS Court Computer System Will

uﬂug«_;ﬁdswdﬂ (aSL}.&“J Jﬁ}.pasl\ eu::.a \’339-”
*Use State-of-the-Art-Equpment
S)PS” Ll).\;‘ ?1.1;:1»\10
*Will be developed using State-of-the-Art Software Application
Development Tools and Data Bases
ikl s g dealadl Gl aed 5 < ol Diaal plasiuls aladl sua ge
el

+Allow for future additions of equipment and Applications
QG;U.L:J\J 3)@;‘)“ :L’gl\i.um lalab o
*Create standards to be used 1n other MOJ Applications
dé:.“EJ‘JJC.;u;uL:\uALG.AMY _);uLunc‘.a}-
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The AOJS Court Computer System Will
YU E 5 el driams gl aSlaalls 5 el alkas o i

*Be reliable
4o ading Lo g
*Replace some of the manual tasks related to
YL Al 5 G50y (5 523 W pleall pams Jlasiade
*Managing the Court

LaSaall 3 ate
*Managing Cases
el 5 ol
*Deciding Cases
el 8 Jaalle

Details of the Court Computer System will be
presented after the work flow for each section

Mhmbua\;ﬂj%e\bauayéu
Bl 08 (0 Jerdl i e g 2
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Case Life Cycle
eV Blad )5

1
CASE INITIATION

soed ol

2
SERVICE
Ly)-a.:.J
3 5 6
CASE POST

MANAGEMENT JUDGMENT ADJUDICATION

Lo gl pad
sseb o lol j"\ b >
2Sal jlaal

4
EXPERT
OPINION

sl

\_/_—\ 13

Case Imtiation_
Problems & Objectives
190l g Jobedly gl
Lt
I PN R I

ety 4Ky pe @l Y ) Y
ol s ple sl QU pany kel p,m Y T

Saledl Gl y Gl b pe £
Sadl gy pn At am pe calla (3 pgaall 2al g

PROBLEMS
Process takes much more tune than necessary
Process 1s confusing and chaotic
Necessary case information 18 nol routinely collected and preserved
Case files and documents are not secure

Public access to court saff and officers confers conlro}

29/03/98
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Case Imitiation_
Problems & Objectives
s9eesdl aa aludly (sasll 3,

Sanit

oeasdl 63 Aadl s ppns
503l dealadl gatall Cltadlly sl diladl Gisandly o el s peadi i ¥
poataally ol a4 lad) c;\.m_,ul.,h‘ht,ur..\ag,& Y
aomes i s pes e Jas £
s (it e g LBty 4 dadl o 33ma SL () seandl 3alp slaao
OBJECTIVES
Improve public perception of the court
Reduce complexaty and Jabor i routine transactions

dardized infe

Require

b from lawyersitigants
Create an organized and readable case file folder

Restnet pubhc access to work areas and staff 15

Case Initiation and Public Access

oseeall aa Jalaill 5 (5 e 28

N

29/03/98

7 10 1 LITIGANT
LITIGANT WAITING AREA FRONT EXITS
ENTERS COUNTER
ahasdl Jyo Mo ala LY S Ca
——p— atandl
8 '
INFORMATION
SERVICES 14 I IE 5
COUNTER EL:;ZER;:C FRONT OFFICE SERVICE
\ 1 U.s\.aﬂ’l Sal H e
Yl s xS
9
READING ROOM 16
CIRCUIT CLERK
gLyl as e
{.u.‘;“ _)_:)S.u
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PUBLIC ACCESS
DETAIL SHEET

WORKFLOW

Litigants enter the Front Counter waiting area or the Information Services
Counter to

e File case or document

Review file

Pay fees/fines

Schedule inquiries

Get copy of document

Request information

® & & o o

Examples of information avatlable at the Information Services Counter
e Bulding directions

Hearing calendar information

Information and handouts on how to use the area

Case related information

Issue copies and certificates

¢ Requested on standard forms with attached stamps for payment
o A photocopier available to provide copies of documents

o Requests to view the file, copies of documents

A Reading Room to allow the public to examine court documents in a
secure environment

¢ Litigants to read case files under the supervision of the circuit clerk
o Copy services available

¢ Litigants will not be permitted to remove documents or files from the
Reading Room

The Front Counter waiting area will have a customer queuing system and

display panel

¢ Litigants will wart 1n a clean, no smoking area separated from the front
counter

¢ Guards will direct litigants to take a number and wait their turn

All case documents will be filed at the Front Counter for processing

o The Iitigant will perform all case related transactions at the Front
Counter

e Special clerks will be available at another counter for exception
processing



e A single clerk at each counter station will perform multiple case
initiation (and document filing) tasks such as
o case and fee assessment
¢ money collection and receipting
¢ scheduling and data entry
¢ Documents will be machine stamped with a court identification mark,
date, and time
e A separate claims and deposits counter area in the front counter area
e The Front Counter will
¢ Have a clerk for cash and stamp reconciliation and to prepare
depostts and cash reports
¢ Have a safe to secure cash deposits
¢ Be responsible for distribution for all work and documents to other
court departments

The Front Office will support the Front Counter

e Front Office staff will collect the new file folders from the “out
basket” and deliver them to the Front Office for processing

¢ Documents will be electronically scanned and noted in the case history
of the CMA

o Remaining data from the Writ of Service Cover Sheet will be entered

o Staff will assemble the case file folder and deliver to the circuit clerk

* Processed case documents sent to circurt clerk for inclusion 1n case
file

e Delivery of service documents to and from service office 1s by court
employees

OTHER

Restrict public access and improve case file security and integrity
» All business that needs to be conducted by the public will be confined
to designated public areas only

Litigants wishing to view a case file will do so during specified viewing
pertods 1n the “reading room”

The public and attorneys should be informed of the new public access
requirements

Public Perception

o Facilities should be clean and orderly at all times

¢ Smoking and eating by employees while on the job should be
prohibited

¢ Court staff should be trained on courteous response to the needs of the
public



¢ Rules of procedure information should be available at the information
desk

¢ Staff interacting with the public should dress to present a professional
image

Standard forms and instruments

e AOIJS will create standardized forms, templates and document
submission requirements

o Establish programs to train court staff, attorneys and staff to use
standard instruments

o Standard instruments and assistance should be made available to
litigants at the court information desk

Improve information services within the court building

» Full time information counters 1n the main lobbies of the courthouses
¢ acomputer terminal for hearing agenda information
o staff trained to provide directions to all activities 1n the courthouse
o smaller information counters in other areas of the buildings

Reduction of redundant procedures

o Reduce repetitive case initiation and subsequent filing procedures

¢ Combine multiple employee tasks to minimize unnecessary staff
contact with the public

o Staff trained to follow checklists without deviation except with
specific authority

¢ Electronic archiving completed before documents are put in the case
folder

o The electronic archive document will be a legally admissible substitute
for the original

o The electronic archive document 1mage may be used for producing
copies or reading

* A umform case folder should be designed and adopted by the court

s Standard rules should apply to the format and use of uniform case
folders



Case Initiation Computerization
5o a)dla o S

[ Waiting Room |

Front Counter 4

ront Counter/Office Computerization
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Case Initiation- Front Counter
o) ISl - g seall aa

Writ of Service
*Clerk enter WOSCS information 1nto case create screen
Plaintiff name
Cause of action
Case type
Case value
List of documents filed
Case caption

Case Initiation- Front Counter

Computer Case Creation Fomasl Bk o g el a3 dled jal Aad)

*Automatic computer index search for existing name/case match

*Computer generated fee assessment

*Computer generated sequential case number assignment

*Computer generated open case status

*Computer generated random/balanced caseload panel assignment
Secunty controlled override option




Case Initiation- Front Counter

Calendaring dalall 3o ga duaad
*Computer displays panel calendar on date range
+Clerks assigns dates

+Service return due date

*Date expected for the served person’s response
*Pre-hearing status conference

+1t hearing

Case Initiation- Front Counter

Payment and receipt Juadd) Sl g p o) 282
+Clerk collects and data enters payment to computer

«Computer calculates change due and accounts distribution of revenues
*Computer generates receipt containing all data collected and assigned

[WH]



Case Initiation- Front Counter

Database Update Gl B8 Cpaad
«Computer posts all data input and assigned and calculated to database
*Keyed to case number
+Case history records created for

Case data

Person data

Docket entnes

Calendar assignments

Case financial record

Cause of action/judgment record

Case Initiation- Front Counter

Case Records Updated 1n Database
Gllul) 33018 8 o e all Jaw Eyaas
+Computer generates
Index entries for case number and names
Updates panel calendar
Creates docket entry into register of actions for
+Case filing
«Other documents filed
*Open service event
*Open served party response
*Open pre-heanng status conference event
*Open 1% hearing event




Case Initiation- Front Counter

Case Initiation Completed
el pe) Sled jal (e s lgall)
*A copy of the receipt 1s given to the case initiator
*A copy 1s attached with the documents filed and
passed to the front office

Existing Case Filing- Front Counter
oY) S - MY (g se ol lele dasa ol

Add Event and Payment to Case Records
s Jawa ) a g 8.43545&&4@33.&14‘\
Search index by name or case number
*Retrnieve case record
Data enter transaction filing type (document, request, etc )
*Computer fee assessment by transaction type code
+Collect and receipt
«Computer post data to case records database




Information Request- Front Counter
! S - D)

Query Database for Case Information

s Qb o Maiudl clilu sl
+Search index by name or case number
*Retrieve case history

Case Initiation - Front Office
Docket clerk Completes Case Creation
caladl dast el ol el cala dae) (& Jganall A Ja<s

*Locate case record by case number

*Completes entry of filing information
+Other person data (defendant, attorneys, witnesses, etc )
«Addresses
*Descriptive text for docket entries

*Print case file cover sheet

*Assemble case file with documents




Front Office
el Sl

Update Case Records for Electromcally Archived Document
Lo sl cladionall A0l ) Jal (e g ool Cllaa Gl

*Locate case record by case number

Create docket entry for archive of case documents event

Front Office
ey R LA |
Electronic Archive System AN ol N1 Al
*Equipment and Application
Developed and procured by MOJ and JIC

+Should index documents by same case number key as CMA
+Should be installed as a sub-net on the CMA network
*Display 1mages on

-front counter

«front office

«information services counter

+clerk and judge PCs
+Print on CMA shared prninters




Front Office

Cashier Audit A sall Gadl Juas! Axal ja
*Run cash reconciliation reports by cashier
*Run fund distribution report

Information Services Counter
Lol iSs

Query Database for Case Information
sl Qlls (e il Ui deld
+Search index by name or case number
*Retrieve case history
Retrieve panel hearing calendar
*View electronic archived documents
*Print inquiry results
«Create and update reading room calendar by circutt clerk




Conceptual Design Court Computer System
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Case Life Cycle
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Case Management
Problems and Objectives
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PROBLEMS
i Under prepared lawysts’itigants
2 Dehberate delaying tactics by lawyers/itigarts
3 Lack of control of caseloads by judges
4 Little momutonng and {ollow up on Service and Expert departments
s Need to reduce farge backlogs

6 Judg ment and Ruling process too lengthy
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Case Management
Problems and Objectives
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OBJECTIVES

1 Early and conanuous control of caseload by Court
2 Advice to lawyers/htsgants ad (o thetr responsibilities

3 Lawyers/litigants respect for and adherence to court deadlines

4 Short getting between heanngs

5 E of for non perft

[ Appropnat collection and use of caseflow management mformation

7 ldentafication and addressing of case backlog

3 Redu of ume in Jud ling process %

Case Management
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CASE MANAGEMENT

DETAIL SHEET

WORKFLOW
o Front Office reviews Writ of Summons, forwards Original and copies to Service
e Front Office forward second onginal to Circuit Clerk — Clerk receives
¢ Crrcunt Clerk records case assignment
e  Circuit Clerk reviews for Service — receives notice of service
e Circuat Clerk assigns to appropriate Case Manager (Civil Prosecutor)
o CMreviews file and sets mnitial case conference with lawyers/htigants
¢ Case conference conducted
Case schedule set by CM and approved by lawyers/litigants
Need for prelimmnary work before first hearing agreed to
Need for referral to Experts determined — requests to be referred to judges
First hearing date set
s  First hearing conducted
Additional needs for information set out by judges

Determination of need for referral to Experts — decision within one week of
hearing

Additional hearing date(s) agreed to as appropnate

(CM responsibihities during life of case)
Reviews case file for additional needs after each heanng
Refers case to Expert Department on order of judges
Morutors case progress continuously, including Expert office activity

Follows up on file needs with lawyers/litigants between hearings



Refers to judges for dismissal, default judgement or sanctions for non-
performance

Continues to encourage settlement and ADR possibilities during life of case

o Subsequent hearings held as necessary with short-setting and controlled agenda

¢ Final hearing scheduled after completion of all information and Expert opinions
recerved

¢ Fmal hearing held
e Case assigned to judge for writing of judgement

e Judge wrtes judgement and refers to Circuit Clerk for transmission to Typing Pool

OTHER CASE MANAGEMENT CONCERNS

e Responsibilities of litigants

The court will take responsibility to educate lawyers and hitigants on their obligations
How to prepare cases for appropriate case flow and successful hearings
Their obligations to the court for assisting 1n caseflow objectives
They will be given checklists and guidelines for their necessary actions
They will be advised of the need for adhering to deadlines and schedules

They will be put on notice of sanctions for non-comphance

e Sanctions for non-performance

Judges are encouraged to set and use sanctions for lawyer/litigant non-performance
Dismuissal of cases for claimant misconduct 1s approved and encouraged
Summary judgement 1s used against defendant misconduct
A schedule of fines, additional costs and other sanctions will be developed

Judges will be encouraged to use creative sanctions where necessary



¢ Early and continuous control of cases

Judges/court have a responsibility to manage cases — cannot be left to lawyers/litigants
The Model Court will have a case management function designed withun the court
Civil Prosecutor or Case Manager
He 1s responsible for momtoring movement and preparation of cases
He will conduct case management meetings with lawyers or litigants
He will take decisions on management 1ssues effecting caseflow
He will assure that cases are ready for hearings
He will conduct the Pre-Hearing Status Conference
At this conference, the Case Manager will
Inquire into settlement status of the case
Inquire 1nto readiness of the case for hearing
Are all documents 1n the file?
Has all expert opinion been received?
Has all watness testimony been taken?

Are there any preliminary matters that the court must
take up?

Are there any other reasons why the case cannot proceed
to heaning?

Gather all documents for court hearing
Assure that all legal materials are available and ready for judges

Assure that file 1s 1in order for judges easy reference



Reducing number of hearnings and short setting

The number of hearings necessary to complete a case will be reduced
Hearings will be set only when necessary to move cases toward disposition
Hearings will be set only when judictal action 1s necessary
Hearings will be grouped together by type and types should be separated
Court sessions will be conducted on a split schedule — twice per day

The time between hearings will be only enough to allow for reasonable preparation
Hearnngs are never adjourned without good, acceptable reason
Adjournments will be monutored and sanctions applied for mdiscriminate use
When adjournments are necessary they are for the shortest time possible
Performance by lawyers/litigants between hearings are momtored

Dates set by the court wall be strictly adhered to by the court

Judgements and Rulings

The 1ssuance of ruligs should be made more efficient and predictable
The entry of the judgement or ruling will be entered as official upon delivery
The decision will be available immediately on-line through Information Services
The decision will be available for pickup by litigants at IS within seven days

There will be no public access to the decision preparation process (typing pool)

Management information

Caseflow management information will be collected and read:ly available
A statistical plan will be adopted to provide relevant data
Chuef judges will routinely monutor caseflow statistics
Judges will be requured to routinely monitor their own statistics
Judges will be made aware of performance momntoring by Chuef Judges

Poor performance by individual judges or circuits wall be sanctioned



Case Management Computerization

el 5 )

Case Management Computerization

Circuit Clerk and Case Admimistrator
s ey dudal) 4 S

+Print case history and hearing data entry form prior to each hearing
*Search 1ndex by name or case number
*Retrieve case record
«Update panel calendar with subsequent hearing date assignments
*Update docket entries form register of actions for

*Open service event

*Open served party response

*Open pre-hearing status conference event

*Open 1% hearing event
+Add docket events for

*Open subsequent heanng date assignments

+Other documents filed

e,



Management Information Reporting
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Management Information Reporting

Management reports (for example)
PO g

List of newly created court cases *Age of pending cases
+Daily calendars Cases by filing date
+List of open events by *Cases disposed by panel
scase number +Closed cases list by age
*panel *Purge report
next heanng date *Cash disbursements
«List of open events by event type (1 e »Cash reconciliation
sservice *Case history
sresponse +Other custom reports
sexperts

fee payment
sjudgment, etc )
*Docket transaction journal by date

2



Management Information Reporting

How Management Reports are Created
L’)HW \)i)@‘ s 1,33,}5
*Reports extract data from case records
*Data will use uniform codes
*Computer stores data on “records” 1n “tables” in a “database’
+ “Keys” inter-connect the tables and records

2

Management Information Reporting
Data Collected about a Case

s doa Lgraa Al Qi)

Tables Data Elements
Case header Register of actions
Cause of actions/judgments Event date
People Event status
Calendars Event code
Revenues/distributions Code translation
Register of actions Completion code
Service Completion date
Experts Descriptive text

Filed documents
Other events

SED

(98]



Management Information Reporting

Case History
| Case Information
ata Flement) .
L Person Information

Database

» Register of Actions

Cause of Action

Different Combinations of Judgment &Disposition

the Same Data
Creates Different Reports

Financial Information

Case History
5= &l
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STATE OF NEW MEXICO 09-17-1997
SECOND JUDICIAL DISTRICT CQURT Page 1

CASE HISTORY

D-0202-CV-0009600148 UNITED SERVICES ET AL VS SMIT

TYPE TORT AUTO CURRENT STATUS CL FINAL CLOSE06-10-199%6
DATE FILED 01-08-1996

--- JUDGES ---
OPN COMPLAINT 01-08-1996  BURT COSGROVE
-------- ATTORNEYS---=-=-=-~
P 001 UNITED SERVICES AU TOMOBILE AS ROBERT W CASEY
P 002 THORSOS III IVAN E ROBERT W CASEY
vs
D 003 SMITH JARRELL DEAN B BORDER
"""""""""""""""""" cause oF actow
01-08-1996 1 1 SUBROGATION JURY TRIAL N
""""""""""""""""" woor svmvzs
01-08-1996 OPN COMPLAINT
06-10-1996 CLS STIPULATED DISMISSAL
e socsmomes
DATE EVENT ENTRY DARTY

01-08-1996 OPN COMPLAINT
Filing Complaint to Recover Damages for Property
Damage and Subrogation <Attachmentss>
DEFENDANT D-3 SMITH JARRELL
PLAINTIFF P-1 UNITED SERVICES AU TOMOBILE AS
PLAINTIFF P-2 THORSOS I1II IVAN E
Cause Sequence 1
Cause of Actions SUBROGATION

01-08-1996 SUMMONS ISSUED
EVENT JUDGE

@@5?&VAMABLECOPY
01-08-1996 PMT DATA CONVERSION RECEIPT

EVENT JUDGE
# 162646 § 87 CASEY ROBERT

Memo CIVIL FILING FEE

My



STATE OF NEW MEXICO 09-17-1997
SECOND JUDICIAL DISTRICT COURT Page 2

CASE HISTORY

02-07-1996 RETURN OF SERVICE

EVENT JUDGE
Filing Summons returned gerved DF 02-02-96 <No fee

posted> (PLS)

02-23-1996 ENTRY OF APPEARANCE

EVENT JUDGE
Filing Entry of Appearance by Dean E Border for DF

02-23-1996 ANSWER
EVENT JUDGE
Filing Answer to Complaint to Recover Damages for

Property Damage and Subrogation (DF)

03-13-19%6 DISCOVERY

EVENT JUDGE
Filang Certificate of Service of Discovery (PLS)

04-22-1996 DISCOVERY

EVENT JUDGE
Filing Certificate of Service of Answers to

Interrogatoreis (DF)

06-10-1996 CLS STIPULATED DISMISSAL
Filing Stipulation and Order of Dismissal of

complaint and causes of action with prejudice

CAUSE OF ACTION RELIEF AND JUDGMENTS

COMPLAINT DATE 01-08-1996 SEQUENCE 1

COMPLAINT EVENT OPN COMPLAINT

DISPOSITION DISMISSED DATE 06-10 1996
DISPOSITION EVENT CLS STIPULATED DISMISSAL

PLAINTIFF({S) DEFENDANT (S)

P -001 UNITED SERVICES AU TOMOBILE AS D -003 SMITH JARRELL
P -002 THORSOS III IVAN E

Cause Of Actions(s)

SEQ 1 ACTION SUBROGATION

PLAINTIFF (S) DEFENDANT (S}

P -001 UNITED SERVICES AU TOMOBILE AS



Conceptual Design Court Computer System

Case Management Management Information
Reports
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Hearings Support
Problems & Objectives
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PROBLEMS
Building snd ourthouse actmty informatonal services are la kg
Th se Cth court calendars appears to be incons stent in therr s ze and content.
Courtrooms are flen overcrowded, ossy and unkempt.
Al hedules hsts and reports used m suppart of th court heanng process ar manually prepared.

Th p blic has cornplete access to cireuit clerks off ces

6 Th publ c must negotiate beawesn two bus Idmgs m order t find the cortroom and other 1wl ocurt 0
serv) o3,
Hearings Support
Problems & Objectives
PROBLEMS
1 Bulding and courthouse activity informational servic s are lacking
2 The size of the court calendars appears to be inconsistent 1n their size and content
3 Courtrooms are often overcrowded, noisy and unkempt.
4 All schedules hsts and reports used insupport of the court hearing process are
manually prepar d
5 The public has commplete access to circwnt clerks offices
6 The pubhic must negotate between two butldings in order to find the courtroom
and other vl court services
7 Case files must be camed from one building to the other for cowrt heanngs.
41

BEST AVAILABLE CoPY
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Hearings Support
Problems & Objectives
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OBJECTIVES

1 lmprove public information services within the court bulding
2 The size of the court calendars shuuld be reasonable and contan endy those
matters requining action by the qudg.s in open court.

3 Courtroorn assignments should be coordinated on the basis of the size of

calendars
4 Reengmeer and umprove preparation of court schedules (ag~ndas) forms and
procedures
5 Rustnict public access to the circut clerks offices and inprove case file seamty
and integnty
6 Inall courts the cvil and famuly case finctions and heanng rooms should be 42

separated, where possible from crimanal case functions and heanng rocins

Hearing Support
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v
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ADMINISTRATIVE OFFICE FOR THE PANEL
DETAIL SHEET
(Hearing Support)

WORKFLOW

Court hearing support functions

Alternative

Create a Circuit Work Unit for each panel conststing of 3 judges, the circuit
clerks, one bailiff who assists the circuit and 1-3 typists

The typists will also function as assistant data entry clerks

Case processing center for the assigned circuits

Litigants schedule times to view files and documents from the circuit
Case scheduling information obtained via the front counter or ISC

New cases are sent to administrative office for the panel(circuit clerks)
Documents filed are processed, then sent to administrative office for the
panel

Service document returns sent to circuit clerk
Orders for reservice sent to service department

Referrals to experts sent by circuit clerk
Completed expert reports sent to circuit clerk

Closed cases sent to Archive department
Requests for archived cases or documents sent by circuit clerk to Archive
Department

Draft judgements and orders, handwritten or on disc, sent to typing pool by

circutt clerk
Final judgements and orders returned to circuit clerk

OTHER

Relocate circuit clerks offices as close as possible to their hearing rooms

Pre court Hearing

Court calendars include only those cases requiring action by the judges

o Incomplete cases should not be placed on the calendar

e Parties notified to contact the case manager for further directions about
their case

¢



e A differentiated case calendar, specifically grouping like cases or hearing
activities together at specific times

e Schedule hearings to minimize courtroom crowds and noise, improve
janitorial services

Courtrooms assigned on the basis of the number of cases to be heard
Court security personnel sent to any area of the court requiring their
services

Jamtorial contracts enforced or renegotiated to provide higher quality
service

All case activity including court hearing results will be posted to the
case history

Case header information printed for daily agendas, roll/case history
sheets, hearing record sheets and case hearing notes

Court Hearing
o Each courtroom has a trained bailiff or similar employee to assist the public
o Lists, schedules and directories should be clear and uniform

¢ produced from the case management application

o posted in all key public areas of the buildings

e court schedules listed by circutt, 1n case number order
¢ Schedule two court sesstons per courtroom per day, morning and afternoon
¢ Activities posted will be by codes wherever possible

Alternative Additional information formats should be considered for hitigants
who do not have the case number

Post-Court Hearing_

¢ All case activity including court hearing results will be posted to the case

history

o Typist will assist circuit clerk if necessary

Alternative All civil case activities and hearing rooms be located mn the new court

burlding

PN



Hearing Support Computerization
Cladall 5 o) Aae

Hearing Support Computerization

Pre hearing
Ludal) 6 L i) jal
+Create case list by hearing date
*Print hearing data entry form for each case
+Check form of most frequent heanng actions
+Case histones
+List of open events by case number, by panel, by next hearing date
*Print heaning log




Hearing Support Computerization

Post hearing
Ladal) s la g jal

+Search index by name or case number
*Retrieve case records
*Update panel calendar with subsequent hearing date assignments
*Add/update register of actions using hearing data entry form for

*Create new events

+Close existing open events

*Add/update panel calendar

Conceptual Design Court Computer System

Vel
Front Cotmter Front Ofgi Infyo/tlon Services Counter

Case Management  Hearing Support/
Management Information Reports Circuit Clerks
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Typing Pool
Problems & Objectives
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PROBLEMS
Typing Pool facilities are madequate and crowded
Typing and office equipment 1s out of date and n poor operating condition.
Typing Pool preduction 1s well below the level it could be
Lack of management and supervisory structure

51
Lack of sufficient work organization and procedures

Typing Pool
Problems & Objectives

[EINVNYG)

wadt Y 1 W Ll s a2l Y

gl o8 gl Jaal Seadl Sl ¥

o=t pla Jats Jaall an i pal s milel ¥

s e g N 0aoTl g peadl daladd Gpa palpty et gl g lad 8
b e Syl S s A
sl ant s lelaly s o pud g g pas

FUISSEREVIRL (V- SO SPPR
OBJECTIVES

Redesign the exssting administrative management and supervisory system
Secure better working areas for the Typing Pool staff’

Redesign the workflow procedures in the Typing Pool

Provide Typing Pool staff with ~urrent ward p g equip and prog
and provide appropnate office equpment such as chairs and typing tables

S Develop a traiung program for the new equipment and workflow procedures

6  Develop job performance standards and inuentives
5
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Typing Pool
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TYPING POOL

DETAIL SHEET

WORK FLOW
Judge will give notes regarding his decision to the Circuit Clerk
Circuit Clerk wall record request and forward to the Typing Pool Document Manager
Document Manager will record receipt and assign to appropriate typist
Typist will type document on word processing equipment
Typist will transfer to editing unt for proof reading and correction 1f necessary

Upon satisfactory completion Editing wall return to Document Manager for final
proofing

Upon satisfactory final proof Document Manager will return to Circuit Clerk
Crrcwit Clerk will record return and forward to judge for signature

Upon signature judge wll return to Circuit Clerk

Circuit Clerk will forward to Service and Front Counter

Service will serve on parties

Front Counter will record and index judgement for public access

OTHER TYPING POOL CONCERNS

Work environment

Sufficient and appropriate work space will be designed
Typing pool wall be located 1n non-public area

Heating/cooling will be appropnate to a computer environment and personnel
needs

Lighting, cleanliness and order will be appropnately maintained



Equpment

Current typewriters will be replaced by modern word processing computer
equipment

Adequate number of ugh quality laser printers wall serve the typing pool
Appropnate software will be provided

Appropriate furniture, including computer desks, chairs and typing equipment
will be provided

Maintenance and support system will be 1n place for computer equipment

Production
Typists will be tramned to current standards of typing speed and accuracy
Performance standards will be approved, published and enforced

An incentive program will be established for hugh performance

Management/Supervision

New job descriptions will be developed for Typing Pool employees
Management of the department will be re-designed
Managers will recerve training in appropriate management techmques

Managers will be given appropnate authority to control employees

Procedures
Assignment, momtoring and correction of work will be redesigned
Templates will be developed for routine document typing

Umniform standards will be developed and published and staff training will take
place

Desk manuals for typists will be developed and published



Typing Pool Computerization

SRS

Typing Pool Computerization

Circuit clerk Records/Monitors Typing Event
gl Alas Ja g Auadadl S 2y

*Add/update register of actions

*Create new event for document typing

+*Close existing open typing event

o



Typing Pool Computerization

Document administrator isall (& J gueaal
*Record Receiving and distributing documents
*Assignment of documents to typist

+Create due date for completion monitoring

+Print document status report for performance monitoring
*Collect documents received via email and forward to typist
*Forward documents back to judges via email

Typist gl
*Type using word processing
Editor gl
+Use electronic word processing tools for

Spelling

Grammar

Standard formatting

Conceptual Design Court Computer System

Front Coumter Front Office IWon Services Counter

Case Management  Hearing Support/ Typing Pool
Management Information Reports Circuit Clerks
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Judgement_
Problems & Objectives
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PROBLEMS

| Delay in producing a usable wntten opiuon

2 Resulting encroachnent it appeal period

3 Lack of appropriate turnaround in Typing Pool

4 Lack of appropnate mecharusm of rel=ase to lawyers/hitigants & pubhc

5 Inappropnate public access to judg~ment preparation process

29/03/98



Judgement_

Problems & Objectives
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OBJECTIVES

Reduce tume ¥ to produce

Provide judges with necessary r search and writing capatulties

Reform judgement opiruen telease procedure

Provide for public access to judgements immediately after signature

Provide for expedited dehvery of jud; to lawyers/itigants

63
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