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The consultant will also make himself/herself available for meetings with USAID/Moldova while in Chisinau as required. 
	· The ROLISP COP, Deputy, and I had one meeting with the COR early in the week.  She declined the request for a second meeting at the end of the week.




 INITIAL CHECKLIST FOR THE COURT VISITS

Court name
Location
 Jurisdiction 
Population served
INFRASTRUCTURE
General building size
Building operations and maintenance 
Opening and closing 
Cleaning 
Security 
Minor maintenance/repairs (last 3 years)
Grounds 
Periodic required building maintenance
Scheduling minor repairs
Identifying/contracting/selecting contractors 
Monitoring work
Payments
Major rehabilitation/new construction 
Identifying requirements 
Submitting requirements
Participation in prioritizing/scheduling 
Design
Court’s involvement in monitoring progress and quality and final inspections 
Payments 
Reporting small problems 
Reporting major problems 
Underway or planned projects 
Estimate sizes and count number of: 
Office spaces
Public spaces
Courtrooms 
Rooms for detainees
Staff restrooms 
Document general conditions
Spaces shortages
Electrical systems
Heating
Exterior façade 
Roof
Interiors (walls, floors, ceilings)
Plumbing 
Furniture
Furniture inventory 
Condition of furniture 
Furniture needs



COURT AUTOMATION
Equipment
Equipment inventory 
Condition of equipment 
Equipment needs
Training staff in new equipment 
Integrated Cased Management System 
       Document use of ICMS
List the reasons for ICMS not being used
Identify version of ICMS used by the court
Document change requests or improvements required 
Document difficulties and barriers
General satisfaction with CTS maintenance services (1-5)
Recording court hearings 
Availability of audio recording equipment 
Ratio of the number of courtrooms and audio recording sets 
Ratio of the number of courtrooms and number of judges 
Use of audio recording software 
 Reasons for audio recording not being used
Document steps to record hearings 
Starting 
Court’s webpage Recording 
Pausing 
Saving
Storing 
Ratio of requests for recording hearings and actual recording of hearings 
Ratio of requests for CDs and the actual number of cases when CDs were provided
Document difficulties and barriers
Audio recording sets needed 
Webpage contents
Use of contents management system 
Document difficulties and barriers 
 ACTIVITY
 Records Management
Receiving documents
Standardized forms filed by lawyers (yes/no)
If no, identify possibility of implementing standardized forms 
Scanning documents 
Filing hard copies
Storing 
Short-term
Long-term
Volume of materials stored
Shipping
Destroying 
Staff time for each action 
Volume/frequency of documents received daily 
Volume/frequency of documents generated daily 
Measure volume of materials stored 
Identify number of registers used 
Identify duplication of information: 
Register of actions card
Registers 
ICMS
Caseload 
Last 2 years 
Current 
COURT STAFF
Personnel/Staff
Judges
Clerical staff
Technical staff
Projected staff (each category)
Human resources management 
HR management specialist functions  
Internal procedure to recruit judges 
Internal procedure to recruit court staff 
Internal procedure to dismiss court staff 
Internal procedure to apply disciplinary sanctions to judges/court staff 
Court administrator (Counselor to Court President) functions 
Court PR manager functions 
Internal order regulation used
Judges access to laws and legal literature 
Training received/required 
Training received (1 year info from NIJ)
Training needs (skills and topics) for judges
Training needs (skills and topics) for court staff
Training materials needed 
BUDGETING AND PROCUREMENT
Court Personnel
Equipment
Buildings Operations and Maintenance 
Utilities
Minor Repairs
Major Repairs
Security
Major Rehabilitation/New Construction
Office Supplies
Outside consultants
Autos
Budget deficit
Budgeting procedure 
Procurement procedure
Document procurement problems 
Suggestions to improve procurement procedure 
SERVICES FOR THE PUBLIC
Public information offices
Location in the court
Staff number 
Kiosk, helpdesk, monitor 
Signs for the public 
Schedules of hearings posted 
Location in the court 
Contents 
Suggestions about the contents 
Copies of petitions, decisions 
Procedure of issuing copies
Suggestions to improve the procedure 
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COURT PROFILE
[bookmark: _Toc324929071]GENERAL INFORMATION

	Court name 
	

	Location
	


	Jurisdiction
	


	Population served 
	


[bookmark: _Toc324929072]INFRASTRUCTURE

	[bookmark: _Toc324929073]General building size (m2)
	



[bookmark: _Toc324929074]2. Building operations and maintenance 
	a. Opening and closing
	


	b. Security
	☐  security system        ☐  judicial police        ☐  both

☐  no                   ☐  others, indicate _______________________
Comments :



	c. Periodic required building maintenance
	
Costs for each of 2 prior years
   Year 1:

   Year 2:

Current budget




	d. Major rehabilitation/new construction

	
	
☐  Complete rehabilitation
☐  Partial rehabilitation
☐  New constructions
☐  Planned projects




	e. Reporting major problems
	











l. Estimate sizes and count number of:
	Nr ord
	Name
	Dimension (m2)
	number
	Comments

	i.
	Office spaces

	
	
	

	ii.
	Public spaces

	
	
	

	iii.
	Courtrooms

	
	
	

	iv.
	Rooms for detainees

	
	
	

	v.
	Rooms for juvenile detainees
	
	
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	
	

	vii.
	Staff restrooms
	

	
	

	viii.
	Court visitors restrooms
	
	
	

	ix.
	Interview Room for Anonymous Witnesses
	
	
	

	x.
	Room for server
	

	
	

	xi.
	Space needs
	☐ Office spaces                                                                       ______
☐ Courtrooms                                                                         ______
☐ Rooms for detainees                                                           ______
☐ Rooms for juvenile detainees                                             ______
☐ Rooms for interviewing juveniles who are 
    participants to a case                                                           ______
☐ Staff restrooms                                                                    ______
☐ Court visitors restrooms                                                      ______
☐ Interview Room for Anonymous Witnesses                        ______
☐ Room for server                                                                    ______




				

	m. Document general conditions (verify information from earlier assessment)


	i. Electrical systems
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments :





	ii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments :





	iii. Exterior facade
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments :





	iv. Roof
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments :





	v. Interiors (walls, floors, ceilings)
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory


Comments :



	vi. Plumbing
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments :





[bookmark: _Toc324929075]Furniture

	i. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☐  Unsatisfactory  (specify needs)

Comments: 





[bookmark: _Toc324929076]
II. COURT AUTOMATION
[bookmark: _Toc324929077]1. Equipment

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	ii. Condition of equipment
☐ Very good;  
☐  Good;  
☐  Satisfactory;  
☐  Unsatisfactory)

	iii. Equipment needs
	

  ☐   Yes (specify)       ☐   No


[bookmark: _Toc324929078]2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                     ☐  Yes                             ☐  No

Comments :



	b. Identify version of ICMS used by the court
	



	c. List the reasons for ICMS not being used 
	









	d. Identify the functionality 
of ICMS used
	☐   Case registration
☐   Case distribution
☐   Examinations
☐   Calendar 
☐   Summons
☐   Minutes
☐   Decisions
☐   Recusals and appeal registration
☐   Enforcement procedure
☐   Publish decision
☐   Print the list of case hearings
☐   Administration
☐   Dashboard

	e. Changes or improvements required
	    
                                 ☐No              ☐    Yes    (specify)       

	f. Difficulties and barriers to use
	
                                 ☐     No         ☐    Yes    (specify)     







	g. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☐  3;         ☐  4;         ☐  5;

Comments :




	
[bookmark: _Toc324929079]3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☐  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	

	c. Ratio of the number of courtrooms and number of judges
	

	d. Use of audio recording software
	                                     ☐  Yes                             ☐  No (specify reasons)

	e. Reasons for audio recording not being used
	



	f. Ratio of requests for recording hearings and actual recording of hearings
	

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	

	h. Number of playback requests from citizens
	

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	




	j. Difficulties and barriers
	
                             ☐      No           ☐    Yes (specify)





	k. Audio recording sets needed additional 
	




[bookmark: _Toc324929080]4. Court’s webpage
	a. Use of contents management system
	                                     ☐  Yes                                        ☐  No
Comments : 




	b. Difficulties and barriers to use
	
                           ☐  No                                    ☐  Yes    (specify)


Comments :





[bookmark: _Toc324929081]III. ACTIVITY
[bookmark: _Toc324929082]1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☐  No
Comments :





	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
                 ☐  Yes                             ☐  No






	b. Scanning documents




	                                     ☐  Yes                             ☐  No
Comments : 







	c. Filing hard copies
	                  ☐  Yes                             ☐  No
Comments :






	d. Storing

	i. Short-term
	




	ii. Long-term
	




	iii. Volume of materials stored
	




	iv. Shipping to Rayon archive
	
               ☐  No                        ☐  Yes  (specify frequency)         
                  






	v. Destroying
	
               ☐  No                         ☐  Yes  (specify frequency)                           




	e. Staff time for each action
	







	f. Number of registers used
	







	g. Identify duplication of information:

	i. Register of actions card
	











	ii. Registers
	









	iii. ICMS
	











[bookmark: _Toc324929083]2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasng


	a. Last 5 years

	Current

Year 1

Year 2

Year 3

Year 4


	c. Backlog

	Current

	more 12 months

	more 24 months

	more 36 months






[bookmark: _Toc324929084]
IV. COURT STAFF

[bookmark: _Toc324929085]Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	
	

	

	2
	Clerical staff
	
	

	

	3
	Technical staff
	
	

	



[bookmark: _Toc324929086]2. Human resources management (HR)
	a. HR management specialist functions
	





	b. Staff person assigned
	    ☐ Yes                     ☐ No




	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No


If Yes:        ☐ Interview                     ☐ Written test

Comments:




	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No




	e. Internal procedure to dismiss court staff
	
         ☐ Yes  (specify)                   ☐ No






	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No






	g. Court administrator (Counselor to Court President) functions
	
              ☐ Yes                     ☐ No






	h. Court PR manager functions
	
               ☐ Yes                     ☐ No







	i. Internal order regulation available
	
               ☐ Yes                     ☐ No





	j. Internal order regulation used
	
               ☐ Yes                     ☐ No





	k. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)







	l. List of publications subscribed by the court
	




     

	m. List of publications  used the fact by the court 
	






	n. Specialist IT in court  
	                                   ☐ Yes                                       ☐ No







[bookmark: _Toc324929087]3. Training received/required
	a. Training needs (skills and topics) for court staff
	             ☐ Yes  (specify)                   ☐ No













[bookmark: _Toc324929088]
V. BUDGETING AND PROCUREMENT

	[bookmark: _Toc324929089]1. Buildings Operations and Maintenance



	
	Tipe of procurements
	2012
	2011
	2010

	
	Number of procurements 
	Total, MDL
	Number of procurements 
	Total, MDL
	Number of procurements 
	Total, MDL

	* Small value
	
	
	
	
	
	

	Supplies 
	


	
	
	
	
	

	Utilities & Services
	


	
	
	
	
	

	** Mean value
	
	
	
	
	
	

	Supplies and services
	


	
	
	
	
	

	Utilities & Services
	


	
	
	
	
	

	*** High value
	

	
	
	
	
	

	Supplies and services
	


	
	
	
	
	

	Utilities & Services
	


	
	
	
	
	



* Small value:
- For public Supplies contracts up to 20,000 lei;
- For public Utilities & Services contracts and services up to 25,000 lei.

Mean value **:
- For procurement of supplies and services - from 20,000 lei to 2,500,000 lei;
- For public Utilities & Services contracts - from 25,000 lei to 99,000,000 lei.

*** High value:
- For procurement of Supplies and services - more than 2.5 million lei;
- For public Utilities & Services contracts - over 99 million lei.

	[bookmark: _Toc324929090]2. Autos

	





	[bookmark: _Toc324929091]3. Procurement problems





	

            ☐ Yes  (specify)                   ☐ No






	[bookmark: _Toc324929092]4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No










	[bookmark: _Toc324929093]5. Use bookkeeping software 
	                                   ☐ Yes                     ☐ No


Comments:


	[bookmark: _Toc324929094]6. Training in budgeting
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training):




	[bookmark: _Toc324929095]7.  Training  in public procurement 
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training):









1




34



[bookmark: _Toc324929096]VI. SERVICES FOR THE PUBLIC
[bookmark: _Toc324929097]1. Public information offices/chancellery
	a. Location in the court 
	
☐ None          ☐  ground floor main entrance lobby       ☐ Other (specify)







	b. Staff number
	☐ None         ☐  Specify number





	c. Kiosk, helpdesk, monitor
	
☐ Kiosk          ☐  Helpdesk         ☐  Monitor (specify location)     


For locations with monitor(s) and/or bulletin boards specify:

     What kind of information is posted?

     Is the information current?

     Which staff member is responsible for updating the monitor information?


	d. Average number of requests/inquires per day?
	
       ☐ None          ☐ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20






[bookmark: _Toc324929098]2. Signs for the public
	
	
☐ None
☐ Schedules of hearings
☐ Arrows Directing citizens
☐ Recording of hearings
☐ No access to judges offices
☐ Simples of documents


[bookmark: _Toc324929099]3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	

             ☐ Yes  (specify)                   ☐ No






	b. Suggestions to improve the procedure
	
             ☐ Yes  (specify)                   ☐ No










HÎNCEȘTI DISTRICT COURT SURVEY  

[bookmark: _Toc324174041]GENERAL INFORMATION

	Court name 
	HÎNCEŞTI

	Location
	
HÎNCEŞTI

	Jurisdiction
	
Localities from Hînceşti District 

	Population served
	119.400 citizens 



[bookmark: _Toc324174042]INFRASTRUCTURE

	[bookmark: _Toc324174043]General building size (m2)
	
1443.2 m2



[bookmark: _Toc324174044]2. Building operations and maintenance 
	a. Opening and closing
	08.00 – 17:00


	b. Cleaning
	
Technical service – 3 cleaning ladies


	c. Security
	[bookmark: CaseACocher1]|_|  security system        |_|  judicial police         |X|  both

|_|  no                   |_|  others, indicate _______________________
Comments: Security system is used for the server room and the archive. Judicial police secures the building during daytime. 

The court has a security system, for which it pays 2500 Moldovan lei a month. The court does not have night guards on its staff. The court, since 2005, has judicial police (securing the judicial police was a result of „good relations with the local chief police officer,” as the court president said).


	d. Minor maintenance/repairs (last 3 years), list
	
|_| None          |X| Yes








	e. Grounds
	
Responsibility
|X| Court

|_| MoJ/DJA 

|_|  Other (specify)


	f. Periodic required building maintenance
	
Responsibility
|X| Court     |_| MoJ/DJA inspection     |_|  Other (specify)

Costs for each of 2 prior years


	g. Scheduling minor repairs

	i. Identifying/ contracting/ selecting contractors
	

Identifying work
|X| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

Initiating contracting
|X| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

Selecting contractors
|_| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

	ii. Monitoring work
	

|X| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

	iii. Payments
	
|X| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

	h. Major rehabilitation/new construction

	i. Identifying requirements
	
|X| Court

|_| MoJ/DJA inspection

|_|  Other (specify)

	ii. Submitting requirements
	

The court submits the requirements to the DJA.





	iii. Participation in prioritizing/scheduling
	
|_|  Yes (describe process)


|X|  No

	iv. Design
	
|_| Court               |_| MoJ/DJA         |X| Private architect     |_| Other 







	v. Court’s involvement in monitoring progress and quality and final inspections
	
|X|  Primarily responsible  |_|  MoJ/DJA primarily responsible

|_|  Specific formatted reports        |_|  No local court participation 
On last renovation the court hired a consultant to monitor the works.


	vi. Payments
	
|_| Originated by local court       |_|  Local court makes payments

|_|  MoJ/DJA makes payments    |X| Local court approvals needed for payments

Court sends invoices approved to MoF for payments



	i. Reporting small problems
	
|X| No specific procedures  

|_| Specific procedures 


	j. Reporting major problems
	

|X| No specific procedures  

|_| Specific procedures







	k. Underway or planned projects
	
|_|  No           |X| Yes (Describe)

The court will finish the renovation in 2012; received sufficient funds from the MOJ.




l. Estimate sizes and count number of:
	Nr ord
	Name 
	Dimension (m2)
	Number units
	Comments

	i.
	Office spaces

	510 m2
	23
	

	ii.
	Public spaces

	175,1 m2
	2
	

	iii.
	Courtrooms

	225,3 m2
	4
	

	iv.
	Rooms for detainees

	-
	-
	

	v.
	Rooms for juvenile detainees
	-
	-
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
15 m2



	
1
	

	vii.
	Staff restrooms
	
10,9 m2
	
4
	

	viii.
	Court visitors restrooms
	
3,1 m2
	
2
	


				

	m. Document general conditions (verify information from earlier assessment)

	i. Spaces shortages
	                                     |X|  Yes                             |_|  No
Comments : The judges’ assistants position is to be introduced. The courts plans extension. 

Another hearing room will be created as part of upcoming rehabilitation work.  Another hearing room could be created by dividing one large hearing room into two, but this is not part of the upcoming works.  The President Judge indicated that the building needs to be extended.  Additional staff positions are needed, but space would have to be created for them.  A holding area for detainees needs to be created.  The archives needs to be enlarged, and there needs to be a separate room for witnesses.  




	ii. Electrical systems
	|_|  Very good                 |X|  Good             |_|  Satisfactory         |X|  Unsatisfactory

Comments : The electrical system will be replaced soon 


	iii. Heating
	|_|  Very good                 |_|  Good             |X|  Satisfactory         |_|  Unsatisfactory

Comments : The heating system will be repaired in 2012.





	iv. Exterior facade
	|_|  Very good                 |X|  Good             |_|  Satisfactory         |_|  Unsatisfactory


	v. Roof
	|X|  Very good                 |_|  Good             |_|  Satisfactory         |_|  Unsatisfactory

Comments : The roof was replaced

	vi. Interiors (walls, floors, ceilings)
	|_|  Very good                 |_|  Good             |X|  Satisfactory         |_|  Unsatisfactory

Comments: The interiors are planned to be renovated. All the windows were replaced. 





	vii. Plumbing
	|X|  Very good                 |_|  Good             |_|  Satisfactory         |_|  Unsatisfactory

Comments: The court managed to get connected to a water supply system, which provides water on an hourly basis. Besides, they built a well supplying the court with water on a continuous basis. 


[bookmark: _Toc324174045]n. Furniture. 

	N0
	No office
	i. Furniture inventory
Name and number of units furniture
	ii. Condition of furniture
(1. Very good;  
2.  Good;  
3.  Satisfactory;  
4.  Unsatisfactory)
	iii. Furniture needs

	1. Furniture set 		- 7 units
2. Iron cabinet			- 11 units
3. Deposit box			- 14 units
4. Visitor Chair		- 108 units 
5. Office Desk			- 59  units
6. Big Cabinet			- 29 units
7. Roll Chair 			- 8 units
8. Long Chair	 		- 75 units
9. Tribune 			- 3 units

ii. Condition of furniture
50 %  furniture – Good
30 %  furniture – Satisfactory
20 %  furniture – Unsatisfactory 

iii. Furniture needs on making capital repairs in the court Hincesti planned creation of two counters (service public relations, and Archives) creating two meeting rooms and two offices for the judge, for which the court would require equipping them with necessary furniture.
	


[bookmark: _Toc324174046]II. COURT AUTOMATION
[bookmark: _Toc324174047]1. Equipment 

	No
	No office
	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	ii. Condition of equipment
(1. Very good;  
2.  Good;  
3.  Satisfactory;  
4.  Unsatisfactory)
	iii. Equipment needs

	


	
	
a. Equipment inventory
Serve PC			- 1 unit
Computers 			-  46 units  (only 40 working computers)
Server PC 			– 1 unit
Printers 			-  20 units,  (only 15 working printers)
Scanners 			– 3 units
Fax maсhine 			– 3 units
Audio sets SRS Femida 	- 4 sets
PC projector 			– 1 unit
TV set 			– 1 unit
External DVD Rewriter 	– 1 unit;
Phone				- 13 units.

ii. Condition of equipment
10 %  equipment – Very good
40 %  equipment – Good
20 %  equipment – Satisfactory
30 %  equipment – Unsatisfactory 

iii. Equipment needs
Computers 			-  2 units  
Printers 			-  8 units
Scanners 			– 1 unit
Fax maсhine 		– 1 unit
Audio sets SRS Femida 	- 1 set
 HDD Hard driver 1TB 
-3 units
	
	


[bookmark: _Toc324174048]
2. Integrated Case Management System (ICMS) 
	a. Document use of ICMS
	                                     |X|  Yes                             |_|  No



	b. List the reasons for ICMS not being used 
	N/A

	c. Identify version of ICMS used by the court
	Version 3 
Version 3 was installed by MRGSP. It tested this version in this court. 

	d. Document change requests or improvements required
	- Connection to Femida
- Date of minutes in the list minutes should be equivalent to the date of the hearing and not the date when the minutes was drafted.


	e. Document difficulties and barriers
	- Court President sent a report to CSM stating that ICMS is not secured well enough 
- The court staff has to call CTS several times per week 
- CTS avoids settling their problems, their previous experience with CTS was more efficent 
- CTS installed an Active Directory software allowing to  remotely access the court computers and server
- After the Active Directory was installed, documents or parts of Word documents started to disappear on court staff computers, printers and Femida did not function 
- The random case assignment is not even
- The investigative judge does not receive cases

One judge indicated that he spends 4 to 5 hours a week inputting data into the system.


	f. General satisfaction with CTS maintenance services
	      |_|  1;          |_|  2;          |X|  3;         |_|  4;         |_|  5


	
[bookmark: _Toc324174049]3. Recording court hearings
	a. Availability of audio recording equipment
	                                     |X|  Yes                             |_|  No

	b. Ratio of the number of courtrooms and audio recording sets 
	4 courtrooms 
	4 audio recording sets

	c. Ratio of the number of courtrooms and number of judges
	4 courtrooms 
	9 judges (5-6 active judges)

	d. Use of audio recording software
	                                     |X|  Yes                             |_|  No

	e. Reasons for audio recording not being used
	
N/A



	f. Storing audio recorings
	Audio recordings are stored on the court’ server and then copied on CDs. 


Storing audio record files on the court server. Archive audio recordings of court made according Internal order regulation. Every 3 months is created list of cases for which records are writing CD and data records are deleted from the server.


	g. Ratio of requests for recording hearings and actual recording of hearings
	
Approx. 100%
	

	h. Ratio of requests for CDs and the actual number of cases when CDs were provided
	1% of cases when CDs were requested 
	

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	
100% 






	j. Document difficulties and barriers
	- Sometimes the software fails
- Sometimes the recording is not audible 
- When CTS installed the Active Directory, the audio recording would not start in the morning, audio recordings could not be copies on CDs

insufficient hearing rooms:
- imperfect legislation
- double the work (paper & computer/program)
- lack of staff
- insufficient equipment (printers).

	k. Audio recording sets needed
	1 audio recording set 



[bookmark: _Toc324174050]4. Court’s webpage
	a. Use of contents management system
	                                     |X|  Yes                                        |_|  No


	b. Document difficulties and barriers 
	When Botanica District Court’s website was hacked, all the images placed on Hancesti District Court’s website disappeared .



[bookmark: _Toc324174051]III. ACTIVITY
[bookmark: _Toc324174052]1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      |_|  Yes                             |X|  No
Comments: The Civil Procedure Code provides for specific contents of a civil complaint.

	ii. If no, identify possibility of implementing standardized forms
	There are many types of documents to be filed with the court, it will be not efficient to implement standard forms of these documents. 

	b. Scanning documents




	                                     |X|  Yes                             |_|  No
Comments: Civil cases are scanned integrally; criminal cases – only the indictment; contraventional cases – all documents are scanned. 

	c. Filing hard copies
	                                     |X|  Yes                             |_|  No
Comments: The chancellery staff registers the documents and places them into a case folder. Then, the documents are sewn by the secretary to the judge assigned to hear the case. 

	d. Storing

	i. Short-term
	Closed civil and contraventional cases are stored in the chancellery until the end of the year. Criminal cases are stored in the chancellery until it gets information about enforcement of the sentence.  

	ii. Long-term
	Closed cases with final judgments are transmitted to the archive. The cases are stored in the archive for the period set forth in the Instruction for the Organization of Secretarial Activity in District Courts and Courts of Appeal.

	iii. Volume of materials stored
	The volume of materials stored in the chancellery office: 
Approx. 1400 civil cases
Approx. 200 criminal cases
Approx. 400 contraventional cases


195.6 linear meters of records in archives

	iv. Shipping
	All cases dated up to 1975 were transported to the District Archive. The practice is send cases to the District Archive on an annual basis. Next year the court will transport cases dated 1976 etc. 

	v. Destroying
	A special commission consisting of the court president, chancellery chief, and chancellery specialist is set up for the destruction of cases. When the term of a case storage expires, minutes of destruction is prepared, decisions from the cases to be destroyed are taken out, and the case is destroyed. By destruction they mean storing the case in a storage room and then using the paper as waste. 

	e. Staff time for each action
	Registration in ICMS – simple civil case – 3-4 minutes
Registration on paper – simple civil case – 3-4 minutes
Registration in ICMS – complex criminal case – 5-10 minutes
Registration on paper – complex criminal case – 15 minutes
Scanning – 3-4 minutes
Filing – 5-6 minutes
Shipping to District Archive  - 5 minutes 
Destroying – 5 hours 

	f. Volume/ frequency of documents received daily
	
Approx. 20 documents 


	g. Volume/ frequency of documents generated daily
	
Approx. 20 documents 


	h. Measure volume of materials stored
	2002 – 2011 – 12019 civil cases stored 
2000-2011 – 4161 criminal and contraventional cases stored 

	i. Identify number of registers used
	Civil cases – 5 registers
Criminal cases – 7 registers 
Contraventional cases – 5 
General registers – 9 

General registers: 
- Register of incoming correspondence 
- Register of contestations
- Register of complaints and enforcement of judgments
- Register of recusals
- Register of self-recusal
- Register of materials on retroactivity 
- Register of cases sent to the court of appeal
- Register of administrative review cases returned from the court of appeal and Supreme Court of Justice 

Civil cases: 
Alphabetical index
Register of civil cases
Register of cases returned from the court of appeal and/or Supreme Court of Justice
Register of civil cases sent to the court of appeal
Register of actions card

Criminal cases: 
Register of cases sent to the court of appeal
Register of wanted persons
Register of received criminal cases
Register of material evidence
Alphabetical index
Register of criminal cases received from the court of appeal and/or Supreme Court of Justice
Register of actions card

Contraventional cases: 
Register of intercessions
Register of contraventional cases
Alphabetical index for contraventional cases
Alphabetical index for civil simplified procedure cases
Register of actions card

	j. Identify duplication of information: Civil Case Registration 

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category 
birth of defendant
ied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft



	ii. Registers
	The information mentioned above is entered in the following registers: -
-  Register of incoming correspondence 
Alphabetical index
Register of civil cases

	iii. ICMS
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
-Judge assigned 
- Case file movement within the court 



[bookmark: _Toc324174053]2. Caseload
	a. Last 2 years

	b. Current
	c. Backlog

	2010 – 2565 registered cases
2011 – 2781 registered cases
	855 registered cases 
	End of 2011 – 540 cases 


[bookmark: _Toc324174054]VI. COURT STAFF
[bookmark: _Toc324174055]Personnel/Staff 
	No 
	Category staff
	Number of staff
	Projected staff

	1
	Judges
	9

	

	2
	Clerical staff
	11

	

	3
	Technical staff
	8

	

	4
	Other
	4
	

	[bookmark: _Toc324174056]Nr: d/o
	Name structural subdivisions and functions

	The number of currently
	The number of necessary

	The difference


	1
	Judge 
	6
	8 
	2

	2
	Investigative Judge 
	1  
	1
	-

	3
	President counselor 
	1 
	1 
	-

	4
	Chief Accountant 
	1 
	1 
	-

	5
	Consultant
	0
	2
	2

	6
	Consultant (teacher) 
	0 
	1 
	1 

	7
	chief Chancery
	1 
	1 
	-

	8
	Specialist 
	3 
	3 
	-

	9
	Secretary
	7
	9
	2

	10
	Translator
	2
	2
	-

	11
	Specialist Coordinator
	0
	1
	1

	12
	chief Archive
	1
	1
	-

	13
	Chief Auxiliary department
	1
	1
	-

	14
	Driver
	1
	1
	-

	15
	Cleaner
	3
	3
	-

	16
	Courier
	1
	1
	-

	17
	Machinist
	0,5
	0,5
	-

	
	TOTAL
	29,05
	37,05
	8




2. Human resources management (HR)
	a. HR management specialist functions 
	There is no person appointed as the HR management specialist in the Hincesti district court. According to the Hincesti District Court’s internal by-laws, the court president and vice-president are responsible for human resource management, in particularly for: 1) signing, amending, and terminating the employment contract, 2) motivating and encouraging court staff to perform their job duties, and 3) applying disciplinary sanctions as provided by the law. The Court President’s Counselor has been authorized, by order of the court president, to carry out some of the duties related to HR management. The Counselor’s job description contains the following duties related to HR management: 1) to establish the organizational duties and delegate court staff for developing and maintaining the court’s program; 2) to ensure development and implementation of approaches for improving court services; 3) to ensure the evaluation of initial and continuous training needs of court staff, the drafting of suggestions for court staff training and the developing of the schedule for such trainings.  Currently, the Counselor is in charge of these and other HR management duties, like writing in the judges ‘and court staff’ Labor Cards information about the date of recruitment/dismissal, promotions, etc.    
Note: when, as planned, the position of judicial assistants for every judge 
will be created, the court will need to find space for these people when 
hired. 

	b. Internal procedure to recruit court staff
	Court staff is divided into two categories – those who are public functionaries and those who are not. The first category includes: the president’s counselor, court secretaries, translators, consultants, and the accountant). The second category includes positions such as cleaning lady, workers, etc.
The first step for recruiting courts staff who has the status of public functionary is to advertise the court vacancy first internally, and hire from within, via transfer or promotion. If no candidate is identified in this way, the position is advertised via local newspapers, on the court’s website, and an ad is placed on the court’s informational board in the court’s hallway of the court. The candidates have to pass a written test, followed by an oral interview. The results of the written tests are reviewed by a recruitment committee.
In order to recruit the court staff who is not public functionary (cleaning lady, etc.), the courts sends the list of vacancies to the local office of labor, and the persons who submitted their application pass through an oral interview with the court’s president. 

	c. Availability of job descriptions for court staff
	There are job descriptions for the Court President’s Counselor, chief accountant, chief of chancellery, public relations specialist, court secretary, translator, chancellery specialist, building administrator, driver, courier, and janitor. 

	d. Internal procedure to dismiss court staff
	There are two ways for dismissing court staff: 1) by person’s request submitted to the court’s president who should decide on the request within 14 days from the moment the request was submitted, and 2) by order of the court president. In the last four years, no court staff has been dismissed by order of the court president. 

	e. Internal procedure to apply disciplinary sanctions to judges/ court staff
	There is a disciplinary commission that examines the disciplinary violations and recommends and applies sanctions for court staff misconduct. The court staff can be sanctioned as per the Labor Code and other relevant labor legislation. 

	f. Court administrator (Counselor to Court President) functions
	The functions of the Court administrator are listed in her Job Description. In accordance with the Job Description, the administrator has the following 4 main duties: 1) to ensure the administrative and organizational activity of the court; 2) to identify the needs related to the court’s infrastructure and develop proposals for covering these; 3) to organize the procurement of goods and services; 4) to contribute to the development and implementation of the court’s strategic development plans. The Job Description contains specific duties falling under each of these four broad areas (if needed, we’ll translate these into English). 

	g. Court PR manager functions
	The job description for the PR manager lists responsibilities in the following three areas: 1) apply the legislative and normative acts; 2) ensure public information about the activity of the court; 3) ensure the posting of list of hearings on the information board of the court and on the court’s web page. Area 1 includes the following: to promote and maintain the positive reputation of the court, and to analyze the attitude and public perception about the court. Area 2 includes: offering of general information and guidance to court visitors, answering the inquires coming in by telephone and e-mail, maintaining the Registry of Public Relations, examining and developing drafts of the answers to the petitions and presenting the drafts to the court president for coordination and signature; and sending, after coordinating with the president, the petitions to the entities entitled to examine them, and monitor their solving within the adequate timeframe. Area 3 includes collecting, daily, from the court secretaries, of information about cases scheduled for examination, posting the information on the information board and on the court’s webpage, and monitoring of the placing of court decisions on the court’s webpage.  

	h. Internal order regulation used
	It exists, and, as per the Court President’s Counselor, it is used. 

	i. Judges access to laws and legal literature
	Judges have access to the on-line Legal database maintained by the Ministry of Justice (the court does not use the private legal database). Internet is reliable and, thus, access to this database is permanent. SCM provides judges with books and other materials. No deficit of literature or access to laws has been reported by the judges.



[bookmark: _Toc324174057]3. Training received/required
	a. Training received (1 year info from NIJ) 
	The court’s president said that all judges usually complete the 40 hours of mandatory CLE at the NIJ, and that NIJ is good at surveying the judges’ training needs.  

	b. Training needs (skills and topics) for judges
	
No training needs were identified at the moment. All training needs are satisfied by the trainings delivered by the NJI.


	c. Training needs (skills and topics) for court staff
	It has been a while since no court staff was invited to any NIJ training. The court tries to cover the training needs by delivering internal trainings for staff (at least 1 training a month). The trainers are the court president and the court president’s counselor. The list of topics to be covered in 2012 has been provided (it includes topics such as understanding the law on public function, the law on conflict of interest, the courts’ secretary activity, the Decision on audio recording of court cases, the Regulation on publishing of court decisions on the court’s website, as well as civil and criminal procedure matters).

	d. Training materials needed
	No materials are need at this point in time.


[bookmark: _Toc324174058]V. BUDGETING AND PROCUREMENT
	[bookmark: _Toc324174059]1. Court Personnel
	
Responsibility

|X| Court          |_| MoJ/DJA inspection          |_|  Other (specify)

	
	In 2011, the budget execution was 98%.
51% of the 2011 budget went for paying court staff, 31% - for capital repair work, 18% - for procurement of goods and services. For repair work, in 2011 the court spent 801,000 MDL (this amount included about 20,000 that the court paid for private designer/architect they selected to design the new building).

The draft budget is prepared by the chief accountant, then reviewed by the court president’s counselor and the court president, after which it is sent to the DJA. However, the budget is prepared within the limits of the ceiling that DJA has provided, and the court only divides that amount among the existent budget lines. In June every year, the court can submit to the DJA request for amending the budget, and, if it manages to convince the DJA and if funds are available, the court may receive more money from the DJA. In October-November, when the court sees that it will not manage to spend the money budgeted under certain budget lines by the end of the calendar year, it informs the DJA about it and that money will be taken away from the court.

If the court manages to save some money, during the year, it can transfer that money between the budget lines: thus, in 2011, from the savings from the capital repair works, the court managed to buy a new car. The exception is that they cannot transfer the money set aside for salary for other items. 

Generally, the budget for outside consultants is sufficient. 
It would be good for the procurement process for office supplies to be done in a centralized manner (eg. by the DJA), and standard norms should be developed as to the needs of office supplies per person (eg. How many pens for one person per month, how many packs of paper, etc.).

In 2012, 1M MDL was approved for capital investment/major building renovation, including upgrading the electrical system and creating/rearranging spaces.  An architect was hired to develop a design, and a tender will be issued on May 15 to accomplish the construction.  A consultant will be hired to monitor the quality of construction.



	[bookmark: _Toc324174060]2. Equipment
	


Responsibility

|X| Court          |_| MoJ/DJA inspection          |_|  Other (specify)


	[bookmark: _Toc324174061]3. Buildings Operations and Maintenance

	a. Utilities
	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	b. Minor Repairs
	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	c. Major Repairs
	
Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	d. Security
	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	e. Major Rehabilitation/ 
New Construction
	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	[bookmark: _Toc324174062]4. Office Supplies
	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	[bookmark: _Toc324174063]5. Outside consultants

	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	[bookmark: _Toc324174064]6. Autos

	Responsibility

|X| Court          |_| MoJ/DJA          |_|  Other (specify)

	[bookmark: _Toc324174065]7. Budget deficit
	None

	[bookmark: _Toc324174066]8. Budgeting procedure


	
|_| None 
          
|X| Written procedures provided by MoJ/DJA 

	[bookmark: _Toc324174067]9. Procurement procedure
	
|_| None written
          
|X| Written procedures provided by MoJ/DJA (describe steps and responsible staff member) 

|_| Written procedures developed by local court (describe steps and responsible staff member)

Describe items purchased locally
In 2011, the Hincesti court made the following procurements:
Envelops and stamps: 60 thousand MDL
Minor repair of offices: 114, 9 thousand MDL
Capital renovation of the building’s exterior: 801, 8 MDL
Purchase of office furniture: 31,3 thousand MDL
Purchase of Car: 192 thousand MDL
Stabilizer for the electricity: 27,3 thousand MDL
Air conditioners: 38,9 thousand MDL

Public procurement for 2012:
Envelops and stamps: 60,5 thousand MDL
Current repairs of the electrical wires/network: 99,8thousand MDL

The procurement process is done according to the Moldovan procurement law.
Note: the court mentioned the need to buy a postage meter, which will save a lot of money (the amount they annually spend for stamps is quite high).



Number of procurements during last budget year?           Total value?

Number of procurements during current budget year?     Total value?



Describe items purchased nationally by MoJ/DJA

Number of procurements during last budget year?           Total value?

Number of procurements during current budget year?     Total value?

	[bookmark: _Toc324174068]10. Document procurement problems
	
Sometimes it is difficult to find vendors for certain products in Hîncești (eg. equipment), and the court reaches out to vendors in Chisinau.

	[bookmark: _Toc324174069]11. Suggestions to improve procurement procedure
	

None


[bookmark: _Toc324174070]IV. SERVICES FOR THE PUBLIC
[bookmark: _Toc324174071]1. Public information offices
	a. Location in the court 
	
|X| None          |_|  ground floor main entrance lobby       |_| Other (specify)

There is no public information office in the court, but, according to the design that will be used for the renovations, which will be carried out in the court by the end of 2012, there will be one (the recommendations of the MCC/MGTCP infrastructure assessment were taken into account when designing the remodeling of the court). 

	b. Staff number
	|_| None          |X|  Specify number: 1

The office of the PR person is located on the first floor (however, it is not immediately clear how to get to that office). There is no information kiosk, helpdesk or monitor for the public. 

There is a public restroom at the first floor (in quite a good condition). There is also a restroom for judges and staff at the first floor (it locks with a key).




	c. Kiosk, helpdesk, monitor
	
N/A

|_| Kiosk          |_|  Helpdesk         |_|  Monitor (specify location)   


For locations with monitor(s) specify:

     What kind of information is posted?

     Is the information current?

     Which staff member is responsible for updating the monitor information?



	d. Average number of requests/inquires per day/week?
	
|_| None          |_| 1 to 5     |_| 6 to 10     |X| 11 to 20     |_| More than 20









[bookmark: _Toc324174072]2. Signs for the public
	a. Location
	There are signs clearly marking judges offices, and there are signs on the doors of the court rooms that the hearings are being audio recorded. On the judges’ offices (from the interior) there are signs that access to public is forbidden to the judges’ offices.

	b. Type/uses
	
See above.




[bookmark: _Toc324174073]3. Schedules of hearings posted
	a. Location in the court 
	Schedule of hearings:
The schedule of hearings for the entire current week for four judges is posted on the information board in the court’s hallway. 

	b. Contents
	
Only one judge has posted the hearings for the current day, and the scheduled hearings for another judge have not been posted on the information board. Aside from the schedule of hearings, there are the following information posted on the bulletin board: 1) the days and hours when the court presidents receives members of the public with various matters; 2) an announcement about the existence of a web page where court goers can get access to information, 3) templates for requests for acts to be issued by the chancellery office, and 4) rules for conduct of participants to the trial.


[bookmark: _Toc324174074]4. Procedure of issuing copies, of petitions, decisions
	
Requests for copies of decisions are registered in the chancellery. The chancellery gives the requests to the Court President who approves the requests and transmits them to the archive. The archivist issues the copies against a fee of 20 lei. 


Copies of petitions, decisions

Procedure for issuing copies
The copies of decisions and other case materials are issued only two times a week: on Tuesdays and Thursdays. The person must right a request that s/he must submit to the chancellery office. The request then is sent to the court president, which approves or disapproves the request. If the request is approved, the person is informed about that and must pay the state tax for obtaining the copy. With the payment receipt, the person goes to the archive to receive the copy. 

Note: only the archivist has access to the archive, which is a secured room, which is quite well-organized and maintained.





ANNEX 5
CRIULENI DISTRICT COURT SURVEY  
[bookmark: _Toc324431678]GENERAL INFORMATION

	Court name 
	CRIULENI COURT  
Court Web page: http://jcr.justice.md/

	Location
	
70, 31 august 1989 street, Criuleni city, RM

	Jurisdiction
	Localities referring to the territorial competence of the Criuleni District Court (43 localities): 
Criuleni, Bălăbăneşti, Bălăşeşti, Bălţata, Bălţata de Sus, Boşcana, Chetroasa, Cimişeni, Ciopleni, Corjova, Coşerniţa, Cruglic, Dolinnoe, Drăsliceni, Dubăsarii Vechi, Hîrtopul Mare, Hîrtopul Mic, Hruşova, Işnovăţ, Izbişte, Jevreni, Logăneşti, Maşcăuţi, Măgdăceşti, Mălăieşti, Mălăieştii Noi, Mărdăreuca, Micleşti, Ohrincea, Oniţcani, Paşcani, Porumbeni, Ratuş, Răculeşti, Rîşcova, Sagaidac, Sagaidacul de Sus, Slobozia-Duşca, Steţcani, Valea Coloniţei, Valea Satului, Zăicana, Zolonceni.

	Population served 
	39000, population by district - 72300 

	President Judge 
	Sanduţă Eugeniu 


[bookmark: _Toc324431679]INFRASTRUCTURE

	[bookmark: _Toc324431680]General building size (m2)
	
1453,0 m2




[bookmark: _Toc324431681]2. Building operations and maintenance 
	a. Opening and closing
	830 – 1700,  lunch time  1300 - 1330


	c. Security
	☐  security system        ☒  judicial police        ☐  both

☐  no                  ☒  others, indicate __3 night guards _____________________
Comments :
Judicial police ensures the security of the building during daytime, and the guards work at night.

	f. Periodic required building maintenance
	
Costs for each of 2 prior years
   Year 1:
   Year 2:

Current budget

	h. Major rehabilitation/new construction

	
	
☒  Complete rehabilitation
☐  Partial rehabilitation
☐  New constructions
☒  Planned projects
Comments: 
Major rehabilitation in 2007; nothing since.
Not funded, but President wants to move Chancellery to location on ground floor more convenient to the public; rehabilitate hearing rooms, deliberation rooms, and toilets:  estimated at 180K MDL.

	j. Reporting major problems
	
☐ No specific procedures  (describe what typically happens)

☐ Specific procedures (describe)



l. Estimate sizes and count number of:
	Nr 
	Name
	Size (m2)
	Number
	Comments

	i.
	Office spaces

	
314 M2
	14
	

	ii.
	Public spaces

	

	
2 halls
	

	iii.
	Courtrooms

	

	
3
	

	iv.
	Rooms for detainees

	
	
NONE
	

	v.
	Rooms for juvenile detainees
	
	
NONE
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	

NONE
	

	vii.
	Staff restrooms
	

	
4
	

	viii.
	Court visitors restrooms
	
	
1
	Outside

	ix.
	Interview Room for Anonymous Witnesses
	
	
NONE
	

	x
	Space needs
	

	
	Interview room for interviewing juveniles 


				

	m. Document general conditions (verify information from earlier assessment)


	ii. Electrical systems
	☐  Very good                 ☐  Good             ☒ Satisfactory         ☐  Unsatisfactory

Comments :
Electrical supply to building from city:  frequent blackouts and power surges, which destroyed server.  ICMS records now being stored temporarily on computer while CTS repairs server.

	iii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments:
One hearing room cannot be used in the winter because the heating is insufficient.

	iv. Exterior facade
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments :
Windows need replacing; causing high heat bills.

	v. Roof
	☐  Very good                 ☐  Good             ☒  Satisfactory         ☐  Unsatisfactory

Comments:
One judge indicated that the roof had been replaced 5 years before and would soon need replacing again.

	vi. Interiors (walls, floors, ceilings)
	☐  Very good                 ☐  Good              xx  Satisfactory         ☐  Unsatisfactory


Comments:

	vii. Plumbing
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments:
There have been major sewage leaks in the basement area, which seem to have been stopped, but the basement is used for 500 m2 of archival storage and is still very damp.


[bookmark: _Toc324431682]n. Furniture

	iii. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☐  Unsatisfactory  (specify needs)
Condition of furniture
10 %  furniture – Good
60 %  furniture – Satisfactory
30 %  furniture – Unsatisfactory 



Comments: 
Furniture inventory: 
1. Big Cabinet			- 10 units
2. Office Desk			- 35  units
3. Visitor Chair		- 78 units
4. Roll Chair 			- 19 units
5. Deposit box			- 5 units



cabinets - 10, tables - 35 chairs - 78, seats – 19


Furniture needs: cabinets - 5, tables - 14.

Furniture needs 
1. Big Cabinet			- 5 units
2. Office Desk			- 14  units


[bookmark: _Toc324431683]II. COURT AUTOMATION
[bookmark: _Toc324431684]1. Equipment

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	Equipment inventory
Computers 			-  24 units  
Server PC 			– 1 unit (not working)
Printers 			-  14 units,  
Copy machine			- 2 units (only 1working copy machine)
Scanners 			– 6 units
Fax maсhine 			– 1 unit
TV set				- 1 unit				

Years of procuring equipment (computers)
2005 	- 2 units
2006	- 2 units
2007	- 3 units
2008	- 17 units

	ii. Condition of equipment

	Condition of equipment
5 %  equipment – Very good
15 %  equipment – Good
60 %  equipment – Satisfactory
20 %  equipment – Unsatisfactory 

A printer in the Chancellor’s office is currently not working

	iii. Equipment needs
	

  ☒   Yes (specify)       ☐   No
Computers 			-  2 units  
Printers 			-  12 units
Copy machine			- 1 unit
Scanners 			– 6 unit


[bookmark: _Toc324431685]2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                    ☒  Yes                             ☐  No

Comments:

	b. List the reasons for ICMS not being used 
	
N/A

	c. Identify version of ICMS used by the court
	Version 3
CTS installed Version 3 at the end of April 2012

	d. Changes or improvements required
	    
 ☐No              ☐    Yes    (specify)      

	e. Difficulties and barriers to use
	
  ☐     No         ☒    Yes    (specify)    

- ICMS and Femida did not work in this court because of server breakdown 
- CTS took their server for an expertise and installed a temporary server
- Assignment is even 
- There is an unstable electricity supply. If there is no electricity during the night, they have to restart the server to be able to work in ICMS and Femida

One judge indicated that 6% of his cases are confidential and he doesn’t trust the security of the ICMS.

	f. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☐  3;         ☒  4;         ☐  5;

Comments:


	

[bookmark: _Toc324431686]3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☒  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	
3 courtrooms / 3 audio sets SRS Femida 

	c. Ratio of the number of courtrooms and number of judges
	
3 courtrooms / 6 judges

	d. Use of audio recording software
	                                     ☒  Yes                         ☐  No (specify reasons)
Audio recordings are stored on the court’s server. They copy the recordings on the CD only when the case is sent to the court of appeals or a CD is requested by the citizens. 

Storing audio record files on the court server. No archiving of audio recordings is done. 

	e. Reasons for audio recording not being used
	
N/A

	f. Ratio of requests for recording hearings and actual recording of hearings
	Approx. 90%

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	Very rare cases when CDs were requested. In the instance of 1 judge during 3 years – 1 request.

	h. Number of playback requests from citizens
	 None

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	
100%

	j. Difficulties and barriers
	
            No           ☒    Yes (specify)

- insufficient number of courtrooms:
- double the work (paper & computer/program)
- lack of staff
- insufficient printers (3 units)
- disconnected electricity in court.




	k. Audio recording sets needed
	
None



[bookmark: _Toc324431687]4. Court’s webpage
	a. Use of contents management system
	                                     ☒  Yes                                        ☐  No
Comments: 

	b. Difficulties and barriers to use
	
                           ☐  No                                    ☐  Yes    (specify)

Note: Information on this was not available. 
The person responsible for managing the website was on vacation. 


[bookmark: _Toc324431688]III. ACTIVITY
[bookmark: _Toc324431689]1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☒  No
Comments:

	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
☐  Yes                             ☒  No


	b. Scanning documents




	                                     xx  Yes                             ☐  No
Comments : 

Comments : 
Civil cases – integrally 
Criminal cases – indictment
Contraventional cases – integrally

	c. Filing hard copies
	☒  Yes                             ☐  No

Comments:

The chancellery inserts the case file materials into the case cover, and the secretaries to the judge assigned to hear the case sew the case file pages together.

	d. Storing

	i. Short-term
	
The chancellery inserts the case file materials into the case cover, and the secretaries to the judge assigned to hear the case sew the case file pages together.


	ii. Long-term
	
All cases are transmitted to the archive and stored there for a term set forth in the Instruction on Secretarial Activity in District Courts and Courts of Appeal.

	iii. Volume of materials stored
	
121.45 linear meters.


	iv. Shipping to Rayon archive
	
☒  No                        ☐  Yes  (specify frequency)         
                  

Cases had never been transported to the District Archive. 

	v. Destroying
	
☐  No                         ☒  Yes  (specify frequency)                           
A special commission consisting of the court president, chancellery chief, and chancellery specialist is set up for the destruction of cases. When the term of a case storage expires, minutes of destruction is prepared, decisions from the cases to be destroyed are taken out, and the case is destroyed. By destruction they mean burning.

	e. Staff time for each action
	Registration in ICMS – simple civil case – 3-4 minutes
Registration on paper – simple civil case – 10 minutes
Registration in ICMS – complex criminal case – 15 minutes
Registration on paper – complex criminal case – 15 minutes
Scanning –5  minutes
Filing – 7 minutes
Destroying – they destroy cases in between their day-to-day activity, when they have time.  

		f. Volume/ frequency of documents received daily



		Approx. 23 documents 
Could not identify the frequency, as it differs from 2 minutes to half 
a day.




	
	

	h. Measure volume of materials stored
	Criminal cases – approx. 2600 cases (1998 – 2011)
Civil cases – approx. 6000 cases (2005 – 2011)
Contraventional cases – approx. 3000 cases (2008 – 2011) 

Beside cases decisions taken out from the destroyed cases are also stored in the archive.

	g. Volume/ frequency of documents generated daily
	Approx. 20 documents 
Could not identify the frequency, as it differs from 2 minutes to half a day.

	
	

	f. Number of registers used
	Civil cases specialist: 
Alphabetical index
Register of appealed civil cases
Register of criminal cases movement in the court 
Register of Actions card

Criminal cases specialist: 
Register of enforcement of sentences
Alphabetical index
Register of appealed criminal cases
Register of material evidence
Register of criminal cases movement in the court 
Register of Actions card

Contraventional cases specialist: 
Alphabetical index for simplified procedure cases
Register of movement of simplified procedure cases in the court
Register of administrative review cases
Alphabetical index for administrative review cases
Register of received materials
Alphabetical index of contraventional cases 
Register of contraventional cases – 4d
Register of contraventional cases – 4 and 5 
Register of appealed contraventional cases

General registers: 
Register of incoming correspondence
Register of outgoing correspondence
Register of registered mail
Register of arrest warrants 
Register of petitions 
Register of telegrams 
Register of cases provided to citizens/attorneys 

	g. Identify duplication of information:

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft


	ii. Registers
	
The information mentioned above is entered in the following registers: -
-  Register of incoming correspondence 
Alphabetical index
Register of civil cases
Register of civil case movement in the court 

	iii. ICMS
	
- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft







[bookmark: _Toc324431690]2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasing


	a. Last 5 years

	Current          554

Year 1 2011  2906 registered cases

Year 2 2010  1923 registered cases

	c. Backlog


	Current
304
	more 12 months
N/A
	more 24 months
N/A
	more 36 months

N/A



[bookmark: _Toc324431691]VI. COURT STAFF
[bookmark: _Toc324431692]Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	
6
	

	

	2
	Clerical staff
	
11
	

	

	3
	Technical staff
	
13.5
	

	

	4
	Other
	 6
	
	



[bookmark: _Toc324431693]2. Human resources management (HR)
	a. HR management specialist functions
	
See below.


	b. Staff person assigned
	    ☐ Yes                     ☐ No

Court administrator performs the functions of the HR specialist. 


	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No

The following internal procedures are used for court staff employment: 
An announcement is posted on the website, in the regional newspaper – “Est - Curier”, and on the notice board in the court hall.
A job application form is completed and the necessary documents attached to it. 
A commission is created and an interview conducted.
No written test. Suitable candidates are employed for a 6 month probation period. 

	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No

All job descriptions are available in electronic form. 

	e. Internal procedure to dismiss court staff
	
         ☐ Yes  (specify)                   ☐ No

At the Criuleni court internal procedures are established to dismiss the court staff. 
No staff members have been dismissed during the last years. Usually people resign or take maternity leaves. 
- No staff members have been dismissed. 

	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No

The Criuleni court president has made verbal complaints against the behaviour of judges, but no other actions followed, except a discussion on the spot with the judge. 
No written complaints have been filed to the court. All complaints regarding the improper behavior of judges are submitted to the Superior Council of Magistracy (SCM), which examines them. 

	g. Court administrator (Counselor to Court President) functions
	
              ☐ Yes                     ☐ No

1. Ensure the administrative and organisational activity of the court.
2.      Identify the court infrastructure needs and develop proposals for supply.
3.      Organize and secure the purchase of goods and services. 
4.      Contribute to the drafting and implementation of strategic plans for court development.

	h. Court PR manager functions
	
               ☐ Yes                     ☐ No

	i. Internal order regulation available
	
               ☐ Yes                     ☐ No

An internal order regulation is available at the Criuleni court, which is displayed on the noticeboard for public access. The court activity is organised in accordance with all the provisions set in the Internal Order Regulation approved by the court president.

	Internal order regulation used
	
               ☐ Yes                     ☐ No

	j. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)

Judges have access to the following sources of legal legislation and literature:
- Moldlex (the database of Moldovan legislation) 
- legal literature in the court library and the individual library of each judge.








[bookmark: _Toc324431694]3. Training received/required
	a. Training received (1 year info from NIJ) 
	

    ☐ Yes                     ☐ No  (specify)

	b. Training needs (skills and topics) for judges
	

           ☐ Yes  (specify)                      ☐ No




	c. Training needs (skills and topics) for court staff
	             ☐ Yes  (specify)                   ☐ No

Court secretaries need to attend trainings in the following areas: 
- preparation of minutes, statements of parties and other procedural documents. 
- the use of specialised software (Integrated Case Management System – ICMS, Court Audio Recording System - SRS Femida).
- a complex 2-3-day training program on the preparation of documents and conduct of procedural actions for which court secretaries are responsible is needed, which should be delivered 2-3 times a year.

Standard guidelines are needed for the court secretaries to help them prepare documents such as minutes, lists, enforcement orders, etc. 
 
These are necessary particularly due to the fact that not all court secretaries have a higher education degree  in law. Many of them are specialised in other areas (such as economics, etc.), since it is impossible to find exclusively legal specialists to fill these positions (there is a shortage of specialists in this area). 

Trainings on Human Resources and related materials are needed for the HR specialists. The last training for the court staff was organised in 2009. 




[bookmark: _Toc324431695]V. BUDGETING AND PROCUREMENT
Initially, the yearly court budget approved amounted at 1527.3 thousand MDL. The amount of allotments for the business period represented a total of 1597.3 thousand MDL. 
Direct expenses for the main component in Item 111 – “Labour Retribution” constituted 845.1 thousand MDL.
In the Revenues section, the amount of 2.0972 MDL was received on the Special Means Account.

Court Personnel:
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			1049800, 00 MDL		

Current Budget Year (2012 {January - March})
   Requested:			no information
   Received:			312100, 00 MDL

Equipment:
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			47093, 00 MDL		

Current Budget Year (2012 {January - March})
   Requested			no information
   Received			14667, 00 MDL

Utilities: 
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			551600, 00 MDL		

Current Budget Year (2012 {January - March})
   Requested			no information
   Received			131000, 00 MDL

Minor Repairs: 
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			14350,00 MDL		

Current Budget Year (2012 {January - March})
   Requested:			no information
   Received:			3320,00 MDL

Major Repairs:
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			79900, 00 MDL		

Current Budget Year (2012 {January - March})
   Requested:			no information
   Received:			0, 00 MDL

Security: 
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			no information		

Current Budget Year (2012 {January - March})
   Requested			no information
   Received			no information

Major Rehabilitation/ New Construction: were nor performed 

Office Supplies: 
Prior Budget Year (2011)
   Requested: 			no information
   Received: 			72635, 00 MDL		

Current Budget Year (2012 {January - March})
   Requested			no information
   Received			13160, 00 MDL

Budget deficit
There is no budget deficit at the Criuleni court. Expenses fit into the approved budget and the available funds.

Budgeting procedure
|X| Written procedures provided by MoJ/DJA (describe steps and timeframes) 
	[bookmark: _Toc324431696]1. Buildings Operations and Maintenance

	Procurement 
	Procurement procedure
|X| Written procedures provided by MoJ/DJA (describe steps and responsible staff member)
Procurement is organised in accordance with the provisions of the Law on Public Procurement:
- publication of RFP or contacting local economic entities (depending on the amount budgeted for the respective procurement) 
- receiving bids from specialised companies (at least 3 bids are necessary) 
- creating a bid examination commission composed of the court president, 2 judges, the chief accountant, and the Court administrator (Counsellor to Court President)
- selecting the bid with the lowest cost, 
- preparing the minutes of the tender and designating the winner.
- concluding the contract with the winning company.

	[bookmark: _Toc324431697]2. Autos

	1 car dated 1995 bought by the Ministry of Justice. 

	[bookmark: _Toc324431698]3. Procurement problems


	            ☐ Yes  (specify)                   ☐ No

- the need to travel to the Procurement Office in Chisinau. 
- no Guidelines are available at the Criuleni court on the organisation of public procurements. 
- the Law on Public Procurement stipulates that the successful bid should be the one with the lowest price; however, this represents a problem, particularly in the case of reparation and construction works, because the lowest price often results in poor quality works/goods/services. 

	[bookmark: _Toc324431699]4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No

- Possibility to register big (amount) contracts at the regional office of the Public Procurement Agency.



[bookmark: _Toc324431700]IV. SERVICES FOR THE PUBLIC
[bookmark: _Toc324431701]1. Public information offices
	a. Location in the court 
	
☒ None          ☐  ground floor main entrance lobby       ☐ Other (specify)

At the Criuleni court the public asks for information at the court chancellery.

	b. Staff number
	☒ None         ☐  Specify number

	c. Kiosk, helpdesk, monitor
	
☐ Kiosk      ☐  Helpdesk     ☐  Monitor (specify location)     ☐   Bulletin board
   


	d. Average number of requests/inquires per day/week?
	
☐ None          ☒ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20 to the chancellery 

1 to 5 inquiries per day are to the court president
More than 20 inquiries are addressed to the chancellery. The Criuleni court president has not established specific visiting hours for the public. On request, people can get an audience during the court working hours (830 – 1700,  lunch time  1300 - 1330).



[bookmark: _Toc324431702]2. Signs for the public
	
	
☐ None
☐ Information board
☒ Schedules of hearings
☒ Arrows Directing citizens
☐ Recording of hearings
☐ No access to judges offices
☐ Samples of documents

One arrow showing the way to the chancellery located on the first floor 
There are signs on the courtroom doors, with a text explaining that hearings are recorded: “Court hearings are recorded electronically. Please keep silence and discipline in the courtroom”. 
There are signs on the doors of the judges’ offices, with a text explaining that public access in these offices is forbidden: “According to the Decision of the Superior Council of Magistracy (SCM), the presence of people in the judge’s anteroom is forbidden”. 
A message is displayed in the halls at the court entrance, writing : “Smoking in the court building is forbidden”.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]A list of the planned court hearings is displayed for the public: 
- on the notice board at the court entrance;
- on the door of the court president’s office.



[bookmark: _Toc324431703]3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	

             ☒ Yes  (specify)                   ☐ No


For the CHANCELLARY:
Copies of petitions, decisions and other documents are issued in the court chancellery.
Document issuance procedure: 
- the person comes with a notification from the court secretary, which explains that the case file was sent to the chancellery,
- the person fills in a request form, 
- a copy of the decision is issued to the person (beneficiary) and he/she signs in the case file confirming that he/she has received it (the first copy of the decision is issued free of charge, the following copies are issued against a fee, in accordance with the Decision of the Moldovan Government). 
- a copy of the decision is mailed to the parties who did not attend the hearing. 
 For the ARCHIVE:
Document issuance procedure: 
- the person comes with his/her ID card/Power of Attorney/mandate and the filled in request,
- the person pays the state fee, 
- the copy of the decision is issued to him/her. 
There is no special box at the Criuleni court, where complaints from citizens could be dropped. 

	b. Suggestions to improve the procedure
	
             ☐ Yes  (specify)                   ☐ No





 IALOVENI DISTRICT COURT SURVEY  
GENERAL INFORMATION

	Court name 
	IALOVENI 
Court Web page: http://jia.justice.md/

	Location
	
4, Prieteniei str., Ialoveni city, RM

	Jurisdiction
	Localities referring to the territorial competence of the Ialoveni District Court (34 localities): 
Ialoveni, Alexandrovca, Bardar, Bălţaţi, Budăi, Cărbuna, Cigîrleni, Costeşti, Dănceni, Gangura, Găureni, Hansca, Homuteanovca, Horeşti, Horodca, Malcoci, Mileştii Mici, Mileştii Noi, Misovca, Moleşti, Nimoreni, Piatra Albă, Pojăreni, Puhoi, Răzeni, Ruseştii Noi, Ruseştii Vechi, Sociteni, Suruceni, Ţipala, Ulmu, Văratic, Văsieni, Zîmbreni



	Population served 
	100.000 citizens

	Court President
	TOMA Nadejda


INFRASTRUCTURE

	General building size (m2)
	
644 m2




2. Building operations and maintenance 
	a. Opening and closing
	830 – 1700,  lunch time  1200 - 1300  

	c. Security
	☐  security system        ☐  judicial police        ☐  both

☐  no                   ☒  others, indicate _______________________
Comments :

There are 3 guardians working from 17:00 to 08:00 in working days and 24 hours – on weekends. 

	f. Periodic required building maintenance
	
Costs for each of 2 prior years
   Year 1:
   Year 2:

Current budget
Cosmetic repair had been conducted: 
Hall walls were painted in 2009
Entrance door replaced in 2009
One courtroom floor was replaced in 2011
Wallpapers were changed and ceilings were painted in 2 judges’ offices in 2011
PVC separated room created for guardians and cleaning ladies were created in 2011
A separate room for archive was created

Last year the court spent 80 000 lei for current repair works including rehabilitating large courtroom
This year the state allocated around 70 000 lei for current repair works

The budget requested was of around 250 thousand lei for windows and 250 thousand lei for doors. The state reasons its decision that in 2004 money was invested in this court for capital improvements.

	h. Major rehabilitation/new construction

	
	
☐  Complete rehabilitation
☐  Partial rehabilitation
☐  New constructions
☒  Planned projects
It is necessary to replace windows and doors in the building, a garage and a storehouse need to be built.

	j. Reporting major problems
	
☐ No specific procedures  

☐ Specific procedures (describe)



l. Estimate sizes and count number of:
	Nr ord
	Denumirea
	Dimensiunea (m2)
	Numărul
	comentarii

	i.
	Office spaces

	300 m2
	
	

	ii.
	Public spaces

	144 m2

	
	

	iii.
	Courtrooms

	
134 m2
	
4
	

	iv.
	Rooms for detainees

	
	
None
	Holding cell is used as a storehouse
For voting records

	v.
	Rooms for juvenile detainees
	
	
None
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	None
	

	vii.
	Staff restrooms
	

	
2
	

	viii.
	Court visitors restrooms
	
	
2
	
There are 2 restrooms used by staff and visitors

	ix.
	Interview Room for Anonymous Witnesses
	
	None
	

	x
	Space needs
	

	
	Storehouse, archive, courtrooms

In one hearing room the court secretary’s  work station is in the hearing room

Judges have proceedings in their offices because of shortage of courtroom


				

	m. Document general conditions (verify information from earlier assessment)


	ii. Electrical systems
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments :
During the last years the number of equipment consuming electricity increased, the electrical system is overloaded. This leads to electric power failures disturbing the day-to-day activity of the court, as it is dependent on computers, servers, ICMS, Internet. 

The power supply has outages and the total supply is inadequate.  In the summer, they often can’t operate the AC for the building and the server.

	iii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments:

The heating system is old and needs to be replaced. The installed boilers are intended for smaller surfaces and operate to their maximum capacity. 

	iv. Exterior facade
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments :
The court president feels the façade was not renovated and needs to be repaired. 

Windows are in poor condition and can’t be opened.

	v. Roof
	☐  Very good                 ☒  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments:

	vi. Interiors (walls, floors, ceilings)
	☐  Very good                 ☐  Good             ☒  Satisfactory         ☐  Unsatisfactory


Comments:

	vii. Plumbing
	☐  Very good                 ☒  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments:

Current facilities are good, but two additional separate restrooms are required for judges and court staff. Heating pipes need to be replaced and the water in the water supply pipes froze this winter.  


n. Furniture

	iii. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☒  Unsatisfactory  (specify needs)

ii. Condition of furniture
30 %  furniture –  Good
60 %  furniture – Satisfactory

Furniture needs: 50%.

Comments: 

Court has recently procured 50% and 50% furniture old furniture;

Furniture procured with savings from court budget, not from the state budget line item.

	n. Furniture inventory.
	1. Big Cabinet	-             	30
2. Office Desk	 -                        22
3. Visitor Chair	 -	             126	
4. Roll Chair 	 -	             23
5. Long Chair	              -          46
6. Deposit metal box	 -	10
7. set of soft furniture	 -	1
8. Conference desk set 	-	2

	iii. Furniture needs
	Furniture needs: 50%.


II. COURT AUTOMATION
1. Equipment. 

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	

	a. Equipment inventory
	computer	 	-	28
printer	 	-	19
PC server	 	-	1
copy machine	 	-	4
phone	 	-	6
fax machine	 	-	2
scanner	 	-	1
air conditioning systems	 -	9
router / firewail	 	-	1
audio sets SRS Femida	 -	4
TV set	 	-	1
Back UPC	 	-	20
USB External. for Server	 -	 1
car	 	- 	2


	ii. Condition of equipment
☐ Very good;  
☐  Good;  
☐  Satisfactory;  
☐  Unsatisfactory)
	10 %  equipment – Good
80 %  equipment – Satisfactory
10 %  equipment – Unsatisfactory

	iii. Equipment needs
	Computers 			-  25 units  
Printers 			-  10 units
Audio system SRS Femida	- 6 units
Scanners 			- 2 units
Back UPC			- 9 units


2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                     ☒  Yes                             ☐  No

Comments:

	b. List the reasons for ICMS not being used 
	

N/A

	c. Identify version of ICMS used by the court
	
Version 2

	d. Changes or improvements required
	    
 ☒No              ☐    Yes    (specify)       

	e. Difficulties and barriers to use
	
  ☐     No         ☒    Yes    (specify)     

Heavy workload 
There are problems with assignment generated not by the human factor and not by the ICMS – the problem is caused by the citizens: some visitors file their complaints as many times as they consider necessary for their complaint to be examined by the judge they want; another alternative to circumvent from random case assignment is for the visitor to file the divorce and the property division complaints separately on different dates. The visitors have the possibility to select from 2 judges appointed to hear their complaints. 
ICMS speed is sometimes slow 
Vista is not compatible with ICMS 
The computers are old 
In 2010 the server broke twice – the court could not use ICMS (they had not air conditioning – now installed).

	f. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☒  3;         ☐  4;         ☐  5;

Comments :
When the court was provided with computers, it turned out that 1 computer was broken. CTS took the computer for repair works and up till now did not return it to the court. The investigative judge works on her own computer brought from home. 



	

3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☒  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	
4 courtrooms/4 recording sets

	c. Ratio of the number of courtrooms and number of judges
	
4 courtrooms/6 judges

	d. Use of audio recording software
	                                     ☐  Yes                             ☒  No (specify reasons)

	e. Reasons for audio recording not being used
	The flow of court secretaries is very high, every 2 or 3 weeks the court hires new secretaries. There are cases when the court cannot even hire secretaries, as there are no candidates willing to work there. There is no one to train the new staff. 


- Insufficient courtrooms
- double work (paper & computer/program)
- Lack of trained staff
- Insufficient printers 
- disconnected electricity in court
- Technical problems
- Old computers

	f. Ratio of requests for recording hearings and actual recording of hearings
	No recording of court hearings

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	No requests for CDs. During 2 years there was only 1 request for the hearing to be recorded.

	h. Number of playback requests from citizens
	None

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	

0


	j. Difficulties and barriers
	
 ☐      No           ☒    Yes (specify)

Flow of court staff; heavy workload; technical problems – cannot save the records on CDs

	k. Audio recording sets needed
	None



4. Court’s webpage
	a. Use of contents management system
	                                     ☐  Yes                                        ☐  No
Comments : 
No additional menus were added

	b. Difficulties and barriers to use
	
                           ☒  No                                    ☐  Yes    (specify)

The website CMS is managed by a person who is a consultant, secretary and ICMS manager at the same time. 


III. ACTIVITY
1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☒  No
Comments:

	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
☒  Yes                             ☐  No

Standardized forms may be introduced for certain categories of simple cases. For complex cases it is impossible to have standard forms. 

	b. Scanning documents




	                                     ☐  Yes                             ☐  No
Comments: 

The court staff does not scan the case file documents. According to them, they were not told to do so.

	c. Filing hard copies
	☒  Yes                             ☐  No
Comments :
The court secretaries sew the case file documents together.

	d. Storing

	i. Short-term
	
2011 – 1685 civil cases
2012 – approx. 700 civil cases
2011-2012 – approx. 200 criminal cases

	ii. Long-term
	
1977 – 2010 – approx. 8000 criminal cases
1977 – 2010 – approx. 28000 civil cases

	iii. Volume of materials stored
	

72 linear meters

	iv. Shipping to Rayon archive
	
☒  No                        ☐  Yes  (specify frequency)         
                  

	v. Destroying
	
☐  No                        ☒  Yes  (specify frequency)                           

Once a year

	e. Staff time for each action
	
Registration: simple civil case in ICMS – 3 – 4 minutes, 
simple civil case on paper – 2 minutes. 
Registration complex criminal case  in ICMS – 20 minutes; 
complex criminal case on paper – 20 minutes

	f. Number of registers used
	
Civil cases: 
1. Alphabetical register of civil cases
2. Alphabetical register of simplified procedure cases
3. Alphabetical register of administrative review cases
4. Cases received from the court of appeal
5. Cases sent to court of appeal
6. Register of civil cases transmission to judges
7. Register of simplified procedure cases transmission to judges
8. Register of administrative review cases transmission to judges
9. Register of enforcement procedure
10. Register of revision cases
11. Register of complaints that are not cases and of orders received from the Ministry of Justice
12. Civil cases transmitted to archive
13. Administrative review and simplified procedure cases transmitted to archive 
14. Register of transmission of decisions to the Registry Office 
15. Alphabetical register of economic cases
16. Enforcement orders in economic cases transmitted to enforcement office
17. Register of Actions Card 

Criminal cases: 
1. Register of criminal cases transmitted to judges
2. Alphabetical register of criminal cases
3. Register of criminal cases transmitted to archive
4. Register of criminal cases transmitted to the court of appeals
5. Register of enforcement of sentences for persons convicted under art. 90 CC
6. Register of general enforcement procedure
7. Register of criminal cases sent upon request and kept in the chancellery 
8. Register of petitions 
9. Register of wanted persons
10. Register of material evidence
11. Register of goods seized in favor of the state
12. Register of enforcement of sentences for women having children under 8 years old
13. Register of interlocutory decisions in criminal cases
14. Register of Actions Card

Contraventional cases: 
1. Register of contraventional cases based on articles of the CC
2. Register of contraventional complaints
3. Register of decisions by which replacement of unserved sanction was ordered
4. Register of decisions to apply fines – sent for enforcement 
5. Register of decisions to apply deprivation of the right to drive 
6. Register of contraventional cases transmitted to judges
7. Register of decisions to apply demolition of unauthorized constructions 
8. Alphabetical register of contraventional complaints
9. Register of transmission of contraventional materials to the court of appeals
10. Alphabetical register of contraventional cases
11. Register of contraventional complaints transmitted to judges
12. Register of materials and complaints against extrajudicial authorities in contraventional cases
13. Register of Actions Card

General: 
1. Register of incoming correspondence 


	g. Identify duplication of information:

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft


	ii. Registers
	
Alphabetical register of civil cases
Register of civil cases transmission to judges
Register of incoming correspondence

	iii. ICMS
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft






2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasng


	a. Last 5 years

	Current Civil=274  Criminal=95  Other=886  Investigative 165

Year 1 Civil=3506   Criminal=367  Other cases=6044  Investigative=919  

	c. Backlog

	Current
Civil=478  Criminal=182  Other=496  Investigative=10
	more 12 months

	more 24 months

	more 36 months





VI. COURT STAFF
Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	
6
	
0
	

	2
	Clerical staff
	
11
	0

	

	3
	Technical staff
	
15
	
0
	expedition chief -1; specialist for processing civil cases - 1; referents(per judge) - 6;

Need 1 additional judge and more court assistants


	4
	Other
	6
	0
	



2. Human resources management (HR)
	a. HR management specialist functions
	

See comment below.



	b. Staff person assigned
	    ☐ Yes                     ☐ No

The head of the chancery and the counselor of the chief judge carry out the functions of a HR specialist. 

	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No

1. An announcement is posted on the website of the court and on the information billboard. 
The announcement includes: 
- requirements to the applicant,
- list of necessary documents to submit, 
- deadline for submitting the documents and the necessary bibliography for the contest.
When the vacant position is of a public officer, additional announcements are published in the newspapers: “Ora Locală” and “Dreptul”.

2. The chief judge issues an order to create a contest commission to select the candidates for filling in vacancies. 
The commission is made up of:
Sandu Alexandru, Deputy Chief Judge/Head of Commission
Bortă Valentina, Counselor of the Chief Judge / Secretary of Commission
Members of Commission:
Toma Nadejda, judge / member of commission
Creţu Constantin, judge / member of commission
Vutcariov Parascovia, head of chancery / member of commission. 

3. The candidates are given written and oral tests. They draw tickets, and each of them contains a variant of the written and verbal tests. 

4. A transcript of the meeting holding the contest for selecting candidates for the vacancies in Ialoveni District Court is prepared. 

5. Based on the written and verbal test results, the final contest grade is calculated: (final grade from the written test + final grade for the verbal test – interview) / 2.
6. Members of the commission, based on the final contest grade, decide to accept or not a candidate(s) to fill in the vacant position(s). 

7. The chief judge issues the order on employment/appointment.

	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No




	e. Internal procedure to dismiss court staff
	
         ☐ Yes                     ☐ No


No dismissals in the last 4 years. 



	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No

No disciplinary sanctions applied in the last 4 years. 




	g. Court administrator (Counselor to Court President) functions
	
              ☐ Yes                     ☐ No

(hard copy available)

	h. Court PR manager functions
	
               ☐ Yes                     ☐ No


(hard copy available)

	i. Internal order regulation available
	
               ☐ Yes                     ☐ No

	Internal order regulation used
	
               ☐ Yes                     ☐ No

	j. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)

1. The access to legislation is via internet. 
2. The access to legal literature is through books, magazines and internet. 



3. Training received/required
	a. Training received (1 year info from NIJ) 
	

    ☐ Yes                     ☐ No  (specify)



	b. Training needs (skills and topics) for judges
	

           ☐ Yes  (specify)                   ☐ No

	c. Training needs (skills and topics) for court staff
	             ☒ Yes  (specify)                   ☐ No
Training needed for court secretaries because of large turnover of staff
It is necessary to train court secretaries in regard to the acts and actions they should take as part of their functions
Prepare a transcript of the court hearing (different types of transcripts: hearing, postponement, dismissal of a case etc);
Prepare writs of execution; 
Prepare the lists of court hearings, their form;
Work with ICMS and Femida software etc. 



V. BUDGETING AND PROCUREMENT
The accountant was on vacation. The information here is exclusively based on the submitted financial reports. 
	1. Buildings Operations and Maintenance

	Procurement 
	
Information to be collected subsequently. 

	2. Autos

	2 cars: 
1 car bought in 2012
1 car – old, not used 

	3. Procurement problems
	

            ☐ Yes  (specify)                   ☐ No

	4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No



VI. SERVICES FOR THE PUBLIC
1. Public information offices
	a. Location in the court 
	
☒ None          ☐  ground floor main entrance lobby       ☐ Other (specify)


The chancery serves as an information office. 

	b. Staff number
	☒ None         ☐  Specify number

	c. Kiosk, helpdesk, monitor
	
☐ Kiosk          ☐  Helpdesk      ☐  Monitor (specify location)   ☐   Bulletin board




	d. Average number of requests/inquires per day/week?
	
☐ None          ☐ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20 – to the chancellery 






2. Signs for the public
	
	☐ None
☒ Information board
☒ Schedules of hearings
☐ Arrowos Directing citizens
☐ Recording of hearings
☐ No acces to judges offices
☒ Samples of documents




3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	☒ Yes  (specify)                   ☐ No

CHANCELLERY:
Receives requests for issuance of a copy of the judgment/ruling/sentence. 
Requests are received according to the issuance schedule posted on the chancery’s door. 
The person who requests the information must show an ID, mandate or power of attorney, as necessary. 
A copy of the document requested is issued on the same day (the first copy is issued free of charge, for the others, the person must pay the state fee). 
ARCHIVES:
Receives requests for issuance of a copy of the judgment/ ruling / sentence. The persons who request this must indicate the purpose of the request, for the reason that up to 2005 judgments were written by hand and if the person wants to submit the copy of the judgment to a state body or have it translated, then the copy issued will be typed.
Requests are received according to the issuance schedule posted on the archives door.
The person who requests the information must show an ID, mandate or power of attorney, as necessary.
A copy of the document requested is issued within five days (the first copy is issued free of charge, for the others, the person must pay the state fee).

	b. Suggestions to improve the procedure
	
             ☐ Yes  (specify)                   ☒ No




[bookmark: _Toc324442247]
ANNEX 7
ORHEI DISTRICT COURT SURVEY  
GENERAL INFORMATION

	Court name 
	ORHEI

	Location
	
135, V. Mahu str., Orhei city,  RM

	Jurisdiction
	Localities referring to the territorial competence of the Orhei District Court (75 localities): 
Orhei, Andreevca, Berezlogi, Bieşti, Bolohan, Brăneşti, Brăviceni, Breanova, Budăi, Bulăieşti, Butuceni, Camencea, Chiperceni, Cihoreni, Ciocîlteni, Cişmea, Clişova, Clişova Nouă, Crihana, Cucuruzeni, Cucuruzenii de Sus, Curchi, Dişcova, Donici, Fedoreuca, Furceni, Ghetlova, Hîjdieni, Hulboaca, Inculeţ, Isacova, Ivancea, Izvoare, Jeloboc, Jora de Jos, Jora de Mijloc, Jora de Sus, Lopatna, Lucăşeuca, Mana, Mălăieşti, Mitoc, Mîrzaci, Mîrzeşti, Morovaia, Morozeni, Neculăieuca, Noroceni, Ocniţa-Răzeşi, Ocniţa-Ţărani, Pelivan, Peresecina, Piatra, Pocşeşti, Podgoreni, Pohorniceni, Pohrebeni, Puţintei, Sămănanca, Selişte, Sirota, Slobozia-Hodorogea, Step-Soci, Susleni, Şercani, Tabăra, Teleşeu, Tîrzieni, Trebujeni, Vatici, Vîprova, Vîşcăuţi, Voroteţ, Zahoreni, Zorile

	Population served 
	115.131 citizens


[bookmark: _Toc324442248]INFRASTRUCTURE

	[bookmark: _Toc324442249]General building size (m2)
	424,2 m2



[bookmark: _Toc324442250]2. Building operations and maintenance 
	a. Opening and closing
	08:00-17:00

	b. Security
	☐  security system        ☐  judicial police        ☐  both

☐  no                   ☐  others, indicate _______________________

Comments: The court does not have a security system, but has 3 security guards on staff. The court has judicial police who are present in the court for several hours daily, in the first part of the day. 3 guardians work on a 24/24 hour basis. 	

	c. Periodic required building maintenance
	Current budget
The court has 2 buildings. The roof and the sewage system were renovated in the second building. Last year 500 000 lei were allocated for renovation of the second building. In  2012 the court did not receive any money for renovation. 

	d. Major rehabilitation/new construction

	
	
☐  Complete rehabilitation of the second building 
☐  Partial rehabilitation
☐  New constructions
☐  Planned projects

	e. Reporting major problems
	
☐ No specific procedures  (describe what typically happens)

☐ Specific procedures (describe)



l. Estimate sizes and count number of:
	Nr ord
	Tipe
	Size (m2)
	Number
	Comments

	i.
	Office spaces

	
258 m2
	22
	

	ii.
	Public spaces

	
109,3m2
	2
	

	iii.
	Courtrooms

	
75m2

	1 room
	

	iv.
	Rooms for detainees

	
	
None
	There are no rooms for detainees, and the latter (including minor detainees) are brought through the public areas into the court rooms (through the hallway and onto the stairs). 

	v.
	Rooms for juvenile detainees
	
	
None
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	
None
	

	vii.
	Staff restrooms
	29,4m2

	4
	

	viii.
	Court visitors restrooms
	
	None
	Share the court staff restrooms 

	ix.
	Interview Room for Anonymous Witnesses
	
	None
	

	X
	Space needs
	

	Yes
	Only 1 courtroom means judges regularly hold hearing in their offices.  The building is historically significant, so it is difficult to get permission to do anything in the building, e.g., replace broken and leaking windows.  The archives space is inadequate.  Not enough judges’ offices.  Can fill all staff vacancies because there is no space to seat them.  Extensive renovations of an adjacent building is underway to create judges’ offices, archives, chancellery (separate entrance from street)



				

	m. Document general conditions (verify information from earlier assessment)


	i. Electrical systems
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments : There is no electricity in he courtroom of the second to be renovated building. The light switches off very often. When the light turns on, ICMS is not functioning. The court has to call CTS. It takes CTS an hour to restart ICMS. The court has a stabilizer which does not help very much. 

	ii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments : The system was replaced about 2 years ago. However, the heat is not maintained as the windows are very old. The court wanted to replace the windows. The Ministry of Culture has to approve any changes in the infrastructure, as the building is a historic monument. To replace the windows and doors the Ministry of Culture recently gave its authorization to the court. 

	iii. Exterior facade
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments : A wing of the building needs to be demolished, as there are serious cracks. The exterior, which is white stucco, needs to be cleaned. 

	iv. Roof
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments : The roof is unsatisfactory in the first building. It is leaking. However, the requirement of the Ministry of Culture is to cover the roof with tiles. 

	v. Interiors (walls, floors, ceilings)
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory


Comments : Some of the floors are unstable.  Windows are broken and won’t close tightly.  Have not been able to get permission from the municipality to replace them since the municipality wants the original windows to be duplicated.

	vi. Plumbing
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments : The water supply and the sewage are centralized.  The pipes for both water and sewage are very old (from the 1960’s).  The water pressure is low.


[bookmark: _Toc324442251]n. Furniture. 

	i. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☐  Unsatisfactory  (specify needs)


i. Furniture inventory

1. Big Cabinet			- 5 units
2. Office Desk			- 43  units
3. Visitor Chair		- 58 units
4. Long Chair			- 28 units
5. Roll Chair 			- 17 units
6. Metal box			- 8 units

ii. Condition of furniture
20 %  furniture – Good
50 %  furniture – Satisfactory
30 %  furniture – Unsatisfactory


Comments: Some furniture was replaced. 



[bookmark: _Toc324442252]II. COURT AUTOMATION
[bookmark: _Toc324442253]1. Equipment

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
 
	ii. Condition of equipment
☐ Very good;  
☐  Good;  
☐  Satisfactory;  
☐  Unsatisfactory)

	Computers 	-  32 units (the balance); 24 units  (used)
Server PC 	– 1 unit (working); 
Printers -  31 units (the balance);  21 units  (used)
Scanners	– 5 units (the balance);  2 units  (used)
Fax maсhine – 2 units  (used)
Audio sets SRS Femida- 2 sets  (used)
Back UPS	- 21 units (the balance);  19 units  (used)	
Copy machine - 4 units 
TV set - 2 units
Power Stabilizer- 1 unit		

	Years of procuring equipment (computers)
2005 	- 5 units
2006	- 5 units
2007	- 15 units
2008	- 7 units

ii. Condition of equipment
5 %  equipment – Very good
15 %  equipment – Good
60 %  equipment – Satisfactory
20 %  equipment – Unsatisfactory 


	iii. Equipment needs


	  ☐   Yes (specify)       ☐   No

Computers 			-  2 units  
Printers 			-  5 units
Scanners 			– 8 units
Fax maсhine 		– 1 unit
Audio sets SRS Femida	- 1 set  
Back UPS			- 5 units



[bookmark: _Toc324442254]2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                     ☐  Yes                             ☐  No

Comments:

	b. List the reasons for ICMS not being used 
	
N/A


	c. Identify version of ICMS used by the court
	VERSION 2


	d. Changes or improvements required
	    
 ☐No              ☐    Yes    (specify)       
Simplified procedure decisions should be transferred to rulings section
Secure access of the court to personal cards of citizens (National Database of Citizens), land register, border crossing database
Search by judge is impossible for the archivist 

	e. Difficulties and barriers to use
	
  ☐     No         ☐    Yes    (specify)     

The light switches off 
ICMS speed is low
The judge is overloaded: he registers the hearings, postponements. It took a judge 30 minutes to register 7 contraventional cases, the other judge referred to 10 civil cases being registered during 2 hours. 

	f. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☐  3;         ☐  4;         ☐  5;

Comments: The court agreed that the Center for Documentation of Population provides the court on a free of charge basis and installs a software documenting the population. The access to the software is provided through CTS. CTS said the court had to pay to it 200 lei per month for access.    


	
[bookmark: _Toc324442255]3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☐  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	1 courtroom / 2 sets (one of the sets was bought by the court – the value of 5 microphones was of 60 000 lei)

	c. Ratio of the number of courtrooms and number of judges
	1 courtroom / 8 judges

	d. Use of audio recording software
	                                     ☐  Yes                             ☐  No (specify reasons)

	e. Reasons for audio recording not being used
	The audio recording is not used to its full extent as the number of courtrooms is insufficient for the number of judges in the court. 



	f. Ratio of requests for recording hearings and actual recording of hearings
	Very few cases – only resonance cases and cases involving attorneys 

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	Since summer 2011 – CDs were requested 3 times

	h. Number of playback requests from citizens
	0

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	100% - very few cases are recorded – only resonance cases and cases involving attorneys are recorded

	j. Difficulties and barriers
	
 ☐      No           ☐    Yes (specify)

Insufficient number of courtrooms 
Flow of court staff 

- Insufficient meeting rooms
- double the work (paper & computer/program)
- disconnected electricity in court
- judges organized hearings in the judges’s office

	k. Audio recording sets needed
	1 set


[bookmark: _Toc324442256]4. Court’s webpage
	a. Use of contents management system
	                                     ☐  Yes                                        ☐  No
Comments : A Consultant is working with the websites. It turned out that the consultant (employed since September 2011) was aware only of publishing decisions. She had no idea about the CMS. Since the website was initially launched no information was added to the website. ROLISP staff provided the Consultant with access to the website content management system and showed her how to manage the contents of the website. 

Radio Orhei has a practice to come in the morning to the court, take a copy of the schedule of hearings and announce on the radio what cases are heard by the court.

	b. Difficulties and barriers to use
	
                           ☐  No                                    ☐  Yes    (specify)

Training in CMS is needed. 


[bookmark: _Toc324442257]III. ACTIVITY
[bookmark: _Toc324442258]1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☐  No

Comments:

	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
                 ☐  Yes                             ☐  No

	b. Scanning documents




	                                     ☐  Yes                             ☐  No
Comments : Civil cases – complaint and several most important accompanying documents, criminal cases – indictment, contraventional cases – all documents







	c. Filing hard copies
	                  ☐  Yes                             ☐  No
Comments: Court secretaries sew the case file documents together. 

	d. Storing

	i. Short-term
	2012 – 710 civil cases, 107 criminal cases, 196 contraventional cases


	ii. Long-term
	Since 1963

	iii. Volume of materials stored
	
N/A



	iv. Shipping to Rayon archive
	
☐  No                        ☐  Yes  (specify frequency)                       


	v. Destroying
	
☐  No                         ☐  Yes  (specify frequency)                       

 Once a year  


	e. Staff time for each action
	Scanning – 5 -10 minutes
Registration simple case in ICMS – 5-10 minutes
Registration simple case on paper – 5 -10 minutes
Registration complex case in ICMS – 10 – 15 minutes
Registration complex case on paper – 10-15 minutes 

	f. Number of registers used
	Civil cases: 
1. Register of civil cases
2. Register of decisions sent to the Registry Office
3. Alphabetical index of civil cases
4. Register of enforcement orders sent to enforcement office 
5. Register of enforcement orders sent to the Tax Inspectorate 
6. Register of administrative review cases
7. Register of revision cases
8. Register of 22-26 index cases
9. Register of simplified procedure cases
10. Register of economic cases
11. Register of Actions Card

Criminal cases: 
1. Register of transmission of cases to judges
2. Alphabetical register
3. Register of material evidence
4. Register of cases under art. 90 of CC
5. Register of Actions Card

Contraventional cases: 
1. Register of complaints against extrajudicial authorities 
2. Alphabetical register 
3. Register of contraventional cases transmitted 
4. Register of Actions Card 

General: 
1. Correspondence with court of appeal and Supreme Court of Justice 
2. Register of incoming correspondence
3. Register of cases sent for expertise 
4. Register of emails 

	g. Identify duplication of information:

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category 
birth of defendant
ied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft



	ii. Registers
	Alphabetical register of civil cases
Register of civil cases 
Register of incoming correspondence

	iii. ICMS
	
- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category 
birth of defendant
ied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft






[bookmark: _Toc324442259]2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasing


	a. Last 5 years

	Current 1599 cases

For years: 2010 – 2011 - 12276  registered cases.



	c. Backlog

	Current
Information to be obtained from the DJA
	more 12 months

	more 24 months

	more 36 months





[bookmark: _Toc324442260]VI. COURT STAFF

[bookmark: _Toc324442261]Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	8 
	0

	8 

	2
	Clerical staff
	13
	0

	13

	3
	Technical staff
	14
	0

	14

	
	TOTAL
	35
	
	35


								
The flow of staff is high. The chief of archive is also chief of chancellery office. There is no IT staff (the court hired by contract and IT specialist who serves several institutions at the same time). The counselor deals with infrastructure. 
[bookmark: _Toc324442262]2. Human resources management (HR)
	a. HR management specialist functions
	The Counselor’s job description, just like the job description for the same position in the Hincesti district court, contains the following duties related to HR management: 1) to establish the organizational duties and delegate court staff for developing and maintaining the court’s program; 2) to ensure development and implementation of approaches for improving court services; 3) to ensure the evaluation of initial and continuous training needs of court staff, the drafting of suggestions for court staff training and the developing of the schedule for such trainings. 

	b. Staff person assigned
	    ☐ Yes                     ☐ No

There is no person appointed as the HR management specialist in the Orhei district court. By order of the court president, the president’s Counselor is in charge of HR management (before the creation of the position of Counselor, the chief of the chancellery office was in charge of HR management). The Counselor mentioned that she feels the need for a separate HR person for the court.

	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No

The president’s Counselor said that usually, the vacant positions are advertised on the court’s bulletin board, and by word of mouth within the court, and they did not have problems finding people this way. She mentioned that the Law on Court Secretaries contains provisions related to how job openings for court secretaries should be advertised. Sometimes, she mentioned, she called the DJA to consult how and where they need to advertise the vacancies.   

	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No

There are job descriptions for the Court President’s Counselor, chief accountant, chief of chancellery, chief archivist, archivist, consultant, court secretary, translator, chancellery specialist, security guard (who is also a worker charged with heating system maintenance),  driver-courier, janitor-courier, and janitor. The court provided ROLISP with copies of these job descriptions.  

	e. Internal procedure to dismiss court staff
	
         ☐ Yes  (specify)                   ☐ No

As per the Court president’s Counselor, during the last 2 years, only 1 person left the court at her own written request submitted to the court’s president. In the last two years, no court staff has been dismissed by order of the court president. The internal procedure for dismissing court staff is provided for in the court’s bylaws (not made available to ROLISP).

	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No

The internal procedure to apply disciplinary procedures is stipulated in the court’s Bylaws (no copy was provided to ROLISP). 

	g. Court administrator (Counselor to Court President) functions
	
              ☐ Yes                     ☐ No
Just like in the Hincesti district court, the functions of the Court administrator, as per her Job Description, are the following: 1) to ensure the administrative and organizational activity of the court; 2) to identify the needs related to the court’s infrastructure and develop proposals for covering these; 3) to organize the procurement of goods and services; 4) to contribute to the development and implementation of the court’s strategic development plans. The Job Description contains specific duties falling under each of these four broad areas. 

Note: the Counselor said she does not know how to use e-mail.

	h. Court PR manager functions
	
               ☐ Yes                     ☐ No
There is not PR manager in the Orhei district court, and no job description available for this position. By order of the Court president, a consultant is currently in charge of placing information (including the court decisions) on the court’s webpage. She is also in charge of redacting the personal information from the court decisions, and making sure that judgments falling into categories that should not be publicly available, are not placed on the court’s website. 

All public inquiries are answered either by the chancellery, or court visitors are directed to speak to the persons from the court president’s reception space. 
\
The court president mentioned that representatives from the Orhei local radio collect information about the court hearings provided on the information bulletin board and read the list of cases during a special radio program.  

	i. Internal order regulation available
	
               ☐ Yes                     ☐ No

The court did not provide ROLISP with a copy of the internal by-laws, although they mentioned that the by-laws were placed on the bulletin board in the hallway.

	j. Internal order regulation used
	
               ☐ Yes                     ☐ No

	k. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)

Judges have access to the on-line private Legal database “Moldlex.” However, it is updated via a computer in the chancellery office. The person in the chancellery is newly hired and did not update the database for more than 1 month. Generally, however, judges are pleased with Moldlex. SCM provides judges with books and other materials. No deficit of literature or access to laws has been reported by the judges. The court is subscribed to all important legal newspaper and bulletins, as well as the accounting journal.








[bookmark: _Toc324442263]3. Training received/required
	a. Training received (1 year info from NIJ) 
	

    ☐ Yes                     ☐ No  (specify)



	b. Training needs (skills and topics) for judges
	

           ☐ Yes  (specify)                   ☐ No

The court’s president said that all judges usually complete the 40 hours of mandatory CLE at the NIJ (sometimes even more than 40 hours per year), and that NIJ is good at surveying the judges’ training needs. Judges feel they need training on commercial cases, which they will start examining due to the recent liquidation of the economic courts. 

	c. Training needs (skills and topics) for court staff
	             ☐ Yes  (specify)                   ☐ No

Court secretaries require training in the audio recording Femida, including on how to use Femida for preparing court minutes. 



[bookmark: _Toc324442264]V. BUDGETING AND PROCUREMENT
In 2011, the budget execution was 98%.

The draft budget is prepared by the chief accountant, then reviewed by the court president’s counselor and the court president, after which it is sent to the DJA. However, the budget is prepared within the limits of the ceiling that DJA has provided, and the court only divides that amount among the existent budget lines. In June every year, the court can submit to the DJA request for amending the budget, and, if it manages to convince the DJA and if funds are available, the court may receive more money from the DJA. In October-November, when the court sees that it will not manage to spend the money budgeted under certain budget lines by the end of the calendar year, it informs the DJA about it and that money will be taken away from the court.

	[bookmark: _Toc324442265]1. Buildings Operations and Maintenance

	Procurement 
	



	[bookmark: _Toc324442266]2. Autos

	
In 2011, the Orhei court bought a new car. They plan to sell the older car that they have (produced in 1997), via a public auction. 

	[bookmark: _Toc324442267]3. Procurement problems





	

            ☐ Yes  (specify)                   ☐ No

The Orhei accountant provided a list of all procurements done in 2011 (in the total amount of 1412570.62 MDL). All procurement contracts, as per the accountant, are entered into a special on-line database that send the information by e-mail to the central treasury office. The database is very easy to use, useful, and Fintehninform that manages it, does an excellent job.   

Note: the court mentioned the need to buy a postage meter, which will save a lot of money (the amount they annually spend for stamps is quite high: in 2011, the court spent 60 thousand MDL for stamps and envelopes).

	[bookmark: _Toc324442268]4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No



[bookmark: _Toc324442269]VI. SERVICES FOR THE PUBLIC
[bookmark: _Toc324442270]1. Public information offices
	a. Location in the court 
	
☐ None          ☐  ground floor main entrance lobby       ☐ Other (specify)

There is no public information office in the court and no person charged with the function of public relations officer. The chancellery office answers the questions from the public. 

	b. Staff number
	☐ None         ☐  Specify number

	c. Kiosk, helpdesk, monitor
	
☐ Kiosk       ☐  Helpdesk    ☐  Monitor (specify location)     ☐   Bulletin board

	d. Average number of requests/inquires per day?
	
       ☐ None          ☐ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20






[bookmark: _Toc324442271]2. Signs for the public
	
	☐ None
☐ Information board
☐ Schedules of hearings
☐ Arrows Directing citizens
☐ Recording of hearings
☐ No access to judges offices
☐ Samples of documents
There are no signs directing citizens to various offices. There are no signs on the doors of the court rooms that the hearings are being audio recorded. On the judges’ offices there are no signs that access to public is forbidden to the judges’ offices.

The schedule of hearings is posted on the information board in the court’s hallway. 

Aside from the schedule of hearings, the templates for two types of complaints are posted on the bulletin board, and a copy of the court’s internal by-law.



[bookmark: _Toc324442272]3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	

             ☐ Yes  (specify)                   ☐ No

A request is filed with the chancellery. The chancellery gives the request to the court president. The court president signs it and gives it back to the chancellery. The chancellery gives the request to the archivist who issues the copy of the decision. Depending on the age of the case the copy of a decision may be issued from 1 to 10 days.  

	b. Suggestions to improve the procedure
	
             ☐ Yes  (specify)                   ☐ No





 ANENII NOI DISTRICT COURT SURVEY  
GENERAL INFORMATION

	Court name 
	ANENII NOI DISTRICT COURT 
(Court Web page: http://jan.justice.md/ )

	Location
	
or. Anenii Noi st. Mărţişor -15

	Jurisdiction
	Localities referring to the territorial competence of the Anenii Noi District Court (45 localities): 
Anenii Noi, Albiniţa , Balmaz, Batîc, Beriozchi, Botnăreşti, Botnăreştii Noi, Bulboaca, Calfa, Calfa Nouă, Chetrosu, Chirca, Ciobanovca, Cobusca Nouă, Cobusca Veche, Creţoaia, Delacău, Floreni, Floreşti, Geamăna, Gura Bîcului, Hîrbovăţ, Hîrbovăţul Nou, Larga, Maximovca, Mereni, Merenii Noi, Mirnoe, Nicolaevca, Ochiul Roş, Picus, Puhăceni, Roşcani, Ruseni, Salcia, Socoleni, Speia, Şerpeni, Teliţa, Teliţa Nouă, Todireşti, Troiţa Nouă, Ţînţăreni, Varniţa, Zolotievca.

	Population served 
	83100 citizens


INFRASTRUCTURE

	General building size (m2)
	500,3 m2



2. Building operations and maintenance 
	a. Opening and closing
	
800 – 1700,  lunch time  1200 - 1300

	b. Security
	☐  security system        ☐  judicial police        ☐  both

☐  no                   ☐  others, indicate ___3 guards____________________
Comments : Judicial police stays in the courthouse from 8:00 to 17:00. 3 guards ensure the security of the courthouse from 17:00 to 08:00. The chief judge wants to research the possibilities to avail of a security system. 


	c. Periodic required building maintenance
	Current budget  70 000 lei
The chief judge mentioned that he has expenses and a design to rearrange offices in the court (he wrote a letter to MOJ asking for these funds). According to the design all judges will be located on the second floor. The designer used the design proposed by MGTCP. 

	d. Major rehabilitation/new construction

	
	☐  Complete rehabilitation
☐  Partial rehabilitation
☐  New constructions
☐  Planned projects
The boiler system was changed in 2011.



	e. Reporting major problems
	The boiler in the court was very old. At the beginning of the heating season the relevant authorities prohibited the court to use the boiler. The court management contacted DJA and asked for additional money a boiler to be purchased. DJA allocated 50 000 lei for the court to replace the boiler. 



l. Estimate sizes and count number of:
	Nr ord
	Name
	Dimension (m2)
	number
	Comments

	i.
	Office spaces

	139,27 m2
	11
	

	ii.
	Public spaces

	57,45 m2
	2
	

	iii.
	Courtrooms

	94,23 m2
	2
	

	iv.
	Rooms for detainees

	1,5 m2
	1
	Although it’s a very small room, the court president’s counselor mentioned that up to 5 detainees at a time are kept in the room. The detainees are brought by car straight into this special room (unlike in other courts, where they are brought into the building through the public hallway). 

	v.
	Rooms for juvenile detainees
	-
	None 
	

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	None 
	

	vii.
	Staff restrooms
	
2,4 m2
	1
	

	viii.
	Court visitors restrooms
	
	None 
	Court visitors use the staff restroom. Nonetheless, the door to the restroom was locked and there is no sign on the door that it was a restroom. The court management plans to build a second restroom outside the courthouse for the visitors.

	ix.
	Interview Room for Anonymous Witnesses
	
	None 
	

	x.
	Room for server
	

	None 
	The server is located on the first floor hall of the building, where anyone entering the building can have access to it.

	xi.
	Space needs
(as per the court president)
	☐ Office spaces                                                                     
☐ Courtrooms                                                                         1
☐ Rooms for detainees                                                            0
☐ Rooms for juvenile detainees                                              0
☐ Rooms for interviewing juveniles who are 
    participants to a case                                                            0
☐ Staff restrooms                                                                    0
☐ Court visitors restrooms                                                      1
☐ Interview Room for Anonymous Witnesses                        0
☐ Room for server                                                                   1




				

	m. Document general conditions (verify information from earlier assessment)


	i. Electrical systems
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments: The court faces serious problems with the electrical system, which is not suitable for the current electrical load. They plan to replace the electrical system. No calculation of the costs was available. 

	ii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments: Radiators need to be replaced. This is not part of the project. 

	iii. Exterior facade
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments: The exterior façade is included into the project. 

	iv. Roof
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments:

	v. Interiors (walls, floors, ceilings)
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory


Comments: floors need to be renovated (the court asked for funding for this from the MOJ).

	vi. Plumbing
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments:


n. Furniture

	i. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☐  Unsatisfactory  (specify needs)

Comments: 
According to the chief judge there are no stringent needs for the furniture, but the existent furniture is old and does not match in color and in style. 

	i. Furniture inventory
	1. Big Cabinet			- 6 units
2. Office Desk			- 23  units
3. Visitor Chair		- 64 units
4. Roll Chair 			- 23 units
5. Long Chair			- 44 units
6. Deposit metal box		- 9 units
7. Conference desk set	- 2 sets
8. set of soft furniture		- 2 sets

	ii. Condition of furniture
	5 %  furniture – Good
30 %  furniture – Satisfactory
65 %  furniture – Unsatisfactory 

	iii. Furniture needs
	N/A


II. COURT AUTOMATION
1. Equipment 

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	ii. Condition of equipment
☐ Very good;  
☐  Good;  
☐  Satisfactory;  
☐  Unsatisfactory)

	a. Equipment inventory
	Computers 			-  31 units (the balance); 23   units  (used)
Notebook			- 1 unit
Server PC 			– 1 unit 
Printers 			- 20 units (the balance); 18 units  (used) 
Copy machine			- 3 units 
Scanner 			– 7 units
Audio set SRS Femida	- 2 sets
Fax maсhine 			– 2 units
Back UPC			- 16 units (the balance); 14 units  (used)
Phone				- 8 units			
Router / Firewail		- 1 unit	
air conditioning system		- 4 units
refrigerator			- 2 units
Contabil Soft			- 1 license
	Car				- 1 unit

	ii. Condition of equipment
	10 %  equipment – Good
60 %  equipment – Satisfactory
30 %  equipment – Unsatisfactory

	iii. Equipment needs
	  ☐   Yes (specify)       ☐   No

Computers 			-  3 units  
Printers 			-  2 units
Fax machine		- 1 unit
Back UPC			- 8 units
Car		 		– 1 unit



2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                     ☐  Yes                             ☐  No

Comments:

	b. Identify version of ICMS used by the court
	
Version 2 

	c. List the reasons for ICMS not being used 
	
N/A

	d. Identify the functionality 
of ICMS used
	☐   Case registration
☐   Case assignment 
☐   Examinations
☐   Calendar 
☐   Summons
☐   Minutes
☐   Decisions
☐   Recusals and appeal registration
☐   Enforcement procedure
☐   Decisions publishing 
☐   List of case hearings
☐   Staff management 
☐   Dashboard

	e. Changes or improvements required
	    
                                 ☐No              ☐    Yes    (specify)       

	f. Difficulties and barriers to use
	
                                 ☐     No         ☐    Yes    (specify)     
When the chief judge sees that the number of cases assigned by ICMS to judges is uneven, he interferes and blocks from assignment the judge who has most cases. 

On Saturdays and Sundays ICMS does not function in the court. 

	g. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☐  3;         ☐  4;         ☐  5;

Comments: CTS is not very receptive. Most of the inquiries are addressed by telephone.


	
3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☐  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	2 courtrooms / 2 audio recording sets 

	c. Ratio of the number of courtrooms and number of judges
	2 courtrooms / 6 judges 

	d. Use of audio recording software
	                                     ☐  Yes                        ☐  No (specify reasons)

	e. Reasons for audio recording not being used
	Lack of training
Lack of courtrooms 
Technical problems 


	f. Ratio of requests for recording hearings and actual recording of hearings
	1 request for audio recording 

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	0 

	h. Number of playback requests from citizens
	0

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	0 




	j. Difficulties and barriers
	
                             ☐      No           ☐    Yes (specify)
Lack of training
Lack of courtrooms 
Technical problems 

- Judges do not want to make records
- Insufficient meeting rooms:
- double the work (paper & computer/program)
- lack of staff
- disconnected electricity in court

	k. Audio recording sets needed additional 
	When 1 more courtrooms is built they will need 1 more audio recording set. 


4. Court’s webpage
	a. Use of contents management system
	                                     ☐  Yes                                        ☐  No
Comments: The specialist responsible for the webpage administration was not aware of the CMS. He used to contact CTS to add information on the website. ROLISP team gave the specialist access to the CMS and trained him how to use it. 

	b. Difficulties and barriers to use
	
                           ☐  No                                    ☐  Yes    (specify)
Comments: Lack of training. 


III. ACTIVITY
1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☐  No
Comments:

	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
                 ☐  Yes                             ☐  No

The chancellery stated that it be useful to have standardized forms to easier and faster extract information from the civil complaints and enter such information to the ICMS. 



	b. Scanning documents




	                                     ☐  Yes                             ☐  No
Comments : Civil cases – all documents
Criminal cases – indictment and cover letter 
Contraventional – transcript and pictures (upon discretion of the chancellery)

	c. Filing hard copies
	                  ☐  Yes                             ☐  No
Comments: Court secretaries sew the case file documents together upon receipt of the case file from the chancellery. 

	d. Storing

	i. Short-term
	N/A

	ii. Long-term
	Approx. 5000 civil and criminal cases and 10 000 contraventional cases.  

	iii. Volume of materials stored
	N/A

	iv. Shipping to Rayon archive
	
               ☐  No                        ☐  Yes  (specify frequency)                          




	v. Destroying
	
               ☐  No                         ☐  Yes  (specify frequency)                           

Civil cases for 2006 had been destroyed. 

	e. Staff time for each action
	Scanning – 5 minutes
Registration of a simple civil case in ICMS – 5 minutes
Registration of a simple civil case on paper – 10 minutes 
Registration of a complex criminal case in ICMS – 10 minutes 
Registration of a complex criminal case on paper – 15-20 minutes 

	f. Number of registers used
	Civil cases: 
1. Register of civil cases
2. Register of economic cases
3. Register of simplified procedure cases
4. Alphabetical register of civil and administrative review cases
5. Alphabetical register for simplified procedure cases
6. Enforcement of civil judgments
7. Register of Actions Card

Criminal cases: 
1. Alphabetical register of criminal cases
2. Register of notifications to the military commission regarding the convicts 
3. Register on enforcement of sanctions in criminal and contraventional cases
4. Register on enforcement of sentences – art. 90 of the CC
5. Register of material evidence 
6. Register on forced hospitalization 
7. Register of Actions Card

Contraventional cases: 
1. Register of contraventional materials 
2. Alphabetical register – index 4
3. Register of contestations – index 5 r
4. Alphabetical register for 5r cases
5. Register of materials – index 26
6. Alphabetical register – index 26
7. Register of requests to replace the contraventional sanction – index 4 d
8. Alphabetical register – index 4 d
9. Register of Actions Card 

General registers: 
1. Register of incoming correspondence 
2. Register of local mail (courier)
3. Register of outgoing correspondence 
4. Register of simple mail
5. Register of registered mail 
6. Expedition inventory for registered mail
7. Register of cases sent to the court of appeal
8. Register of cases sent to the Supreme Court of Justice 
9. Register of outgoing enforcement orders, copies of sentences and decisions 
10. Register of cases movement within the court (transmission to the judge).

	g. Identify duplication of information: Civil case registration 

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category 
birth of defendant
ied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft



	ii. Registers
	Register of incoming correspondence 
Register of civil cases
Alphabetical register of civil and administrative review cases\
Register of Actions Card

	iii. ICMS
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category 
birth of defendant
ied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft





2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasing


	a. Last 5 years

	Current  criminal case -94, civil cases – 890,  contraventional cases -186

	a. Last 2 years


	criminal cases - 544 , 
civil cases - 2650, 
administrative cases -614




	c. Backlog

	Current
1 quarter 2012 – 
criminal cases - 42,  
civil cases -287 , 
administrative cases -57
	more 12 months

	more 24 months

	more 36 months





VI. COURT STAFF
Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	6
	
0
	6 (judicial assistants)

	2
	Clerical staff
	10
	0

	

	3
	Technical staff
	14
	0

	



2. Human resources management (HR)
	a. HR management specialist functions
	
There is no separate person responsible for HR management. The person responsible for Public Relations is also responsible for the Human Resources management, and the HR responsibilities are reflected in the Job description (ensures control over the court staff’ personal files). Some HR responsibilities, however, are in the job description of the court president’s counselor. 
According to the courts’ Internal Rules, the court president and deputy president have a lot of duties related to HR management. 

	b. Staff person assigned
	    ☐ Yes                     ☐ No

See comment above. 

	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No


If Yes:        ☐ Interview                     ☐ Written test

Comments:

Court staff/ public functionaries are hired via a contest (positions are advertised and also sent to the local Labor Office), applications are reviewed by a special recruitment committee, and candidates go through an oral interview – there is no written test).    

	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No


There are job description for everyone on court’s staff

	e. Internal procedure to dismiss court staff
	
         ☐ Yes  (specify)                   ☐ No

There are two ways for dismissing court staff: 1) by person’s request submitted to the court’s president who should decide on the request within 15 days from the moment the request was submitted, and 2) by order of the court president. In the last four years, no court staff has been dismissed by order of the court president. 

	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No

The Internal Rules has a brief section on disciplinary sanctions for employees, mentioning that the court has to observe labor law provisions when sanctioning the employees and the types of sanctions that can be applied (warning, reprimand, severe reprimand, and dismissal).
 
According to the court’s PR person, the chief of the chancellery and the archivist have been sanctioned recently. The starting points in both cases were petitions sent by court goers to the court president. There was an investigation carried out in each case and these 2 functionaries have been sanctioned – the court president’s order about applying the disciplinary sanctions were presented in front of the entire court staff.

	g. Court administrator (Counselor to Court President) functions
	
              ☐ Yes                     ☐ No

The functions of the Court administrator are listed in her Job Description. In accordance with the Job Description, the administrator has the following 4 main duties: 1) to ensure the administrative and organizational activity of the court; 2) to identify the needs related to the court’s infrastructure and develop proposals for covering these; 3) to organize the procurement of goods and services; 4) to contribute to the development and implementation of the court’s strategic development plans. The Job Description contains specific duties falling under each of these four broad areas (if needed, we’ll translate these into English).

	h. Court PR manager functions
	
               ☐ Yes                     ☐ No

According to the job description, the PR/HR person has to ensure the relations and contacts between the court and the mass-media. However, the duties and the responsibilities listed in the job description do not mention anything about the specific areas of work in this regard.  

The current PR manager was appointed to this position in 2009, and has attended, since then, 2 training courses in PR at the NJI, and he said the quality of the training were good.

	i. Internal order regulation available
	
               ☐ Yes                     ☐ No

	j. Internal order regulation used
	
               ☐ Yes                     ☐ No

	k. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)


Judges have Internet access, use Moldlex, and have the legal texts and books that they need. A judge we spoke to was using the Model Criminal Procedure Acts developed with MGTCP assistance. 

	l. List of publications subscribed by the court
	
Judges use Moldlex. The subscribe to the following publications:

Monitorul Oficial
Femida Bulletin    

	m. List of publications  used in fact by the court 
	The court president said that although the court subscribes several publications, he personally and the judges use Internet to receive the information they need. The publications are kept in the court president’s office.

	n. Specialist IT in court  
	                                   ☐ Yes                                       ☐ No

Although there is no full-time IT person on staff, the court has a local IT person on call.



3. Training received/required
	a. Training needs (skills and topics) for court staff
	             ☐ Yes  (specify)                   ☐ No

ICMS





V. BUDGETING AND PROCUREMENT
	1. Buildings Operations and Maintenance

	
	Type of procurements
	2012 (approved)
	2011 (executed)
	2010 (executed)

	
	Number of procurements
	Total, MDL
	Number of procurements
	Total, MDL
	Number of procurements
	Total, MDL

	Small value (total)
	3
	28,539.84
	19
	176,410.87
	
	

	Supplies 
(up to 20,000 lei)
	

	
	12
	98,596.06
	
	

	Utilities & Services
(up to 25,000 lei)
	3
	28,539.84
	7
	77,814.81
	
	

	Mean value (total)
	4
	125,104.68
	1
	42,300
	
	

	Supplies
(from 20,000 lei up to 2,500,000 lei)
	
1

	23,933.50
	
	
	
	

	Utilities & Services
(from 25,000 lei up to 99,000,000)
	3
	101,171.18
	1
	42,300
	
	

	High value (total)
	
	
	
	
	
	

	Supplies and services
(more than 2.5 million lei)
	


	
	
	
	
	

	Utilities & Services
(over 99 million lei)
	

	
	
	
	
	

	Grand Total
	7
	153,644.52
	20
	218,710.87
	
	


A position should be identified for 2011

	2. Autos

	VAZ
Production year: 1995

	3. Procurement problems

	

            ☐ Yes  (specify)                   ☐ No

	4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No


	5. Use bookkeeping software 
	                                   ☐ Yes                     ☐ No


Comments: “Soft-Contabil” software, but the accountant was not aware of some of its functions. She called Fintehinform who services this soft and they identified and printed out some documents via distance access. The accountant said Fintehinform provides very high quality maintenance services.  

	6. Training in budgeting
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training):

in 2010, MRGSP jointly with MOJ/DJA at the NIJ

	7. Training in public procurement 
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training):


in 2010, MRGSP jointly with MOJ/DJA at the NIJ



VI. SERVICES FOR THE PUBLIC
1. Public information offices/chancellery
	a. Location in the court 
	
☐ None          ☐  ground floor main entrance lobby       ☐ Other (specify)

The PR specialist office is located at the first floor, but there are no signs directing the public to his office. The chancellery is located at the second floor.

	b. Staff number
	☐ None         ☐  Specify number

There is a PR person (cumulating this function with the HR function).

	c. Kiosk, helpdesk, monitor
	
☐ Kiosk          ☐  Information board         ☐  Monitor (specify location)   



	d. Average number of requests/inquires per day?
	
       ☐ None          ☐ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20



2. Signs for the public
	
	
☐ None
☐ Schedules of hearings
☐ Arrows Directing citizens
☐ Recording of hearings (only at the entrance of 1 court room out of the 2)
☐ No access to judges offices (only on the door of the investigative judge)
☐ Samples of documents


3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	

             ☐ Yes  (specify)                   ☐ No

Requests for copies of decisions are registered in the chancellery. The chancellery gives the requests to the Court President who, during 10 days, approves the requests and transmits them to the archive. After the person who solicited the copies pays the state tax, s/he can pick up the documents. The PR person mentioned that, in practice, often times the chancellery would issue copies of case files or decisions copies to people coming to the court from villages the same day, only based on the verbal request and after seeing the ID card and the state tax payment stub. The PR person mentioned that, in such a way, the court tries to be more cooperative and friendly towards the public. The archivist issues the copies also before and after the hours assigned for that.

	b. Suggestions to improve the procedure
	
             ☐ Yes  (specify)                   ☐ No






STRĂȘENI DISTRICT COURT SURVEY  
GENERAL INFORMATION

	Court name 
	
STRĂȘENI COURT

	Location
	
98, Stefan cel Mare street, Straseni city,  RM


	Jurisdiction
	Localities referring to the territorial competence of the Straseni District Court (39 localities): 
Străşeni, Bucovăţ, Căpriana, Chirianca, Ciobanca, Codreanca, Cojuşna, Dolna, Drăguşeni, Făgureni, Găleşti, Găleştii Noi, Ghelăuza, Gornoe, Grebleşti, Huzun, Lozova, Lupa-Recea, Mărtineşti, Micăuţi, Micleuşeni, Negreşti, Oneşti, Pănăşeşti, Rassvet, Rădeni, Recea, Romăneşti, Roşcani, Saca, Scoreni, Sireţi, Stejăreni, Tătăreşti, Ţigăneşti, Voinova, Vorniceni, Zamciogi, Zubreşti.


	Population served 
	88,763 citizens


	President Judge
	
Mihai Gavrilita


INFRASTRUCTURE

	General building size (m2)
	
1036,0 m2



2. Building operations and maintenance 
	a. Opening and closing
	
800 – 1700,  lunch time  1200 - 1300

	b. Security
	☐  security system        ☒  judicial police        ☐  both

☐  no                   ☒  others, indicate _2 night guards______________________

	c. Periodic required building maintenance
	Current budget
The courthouse was renovated in 2010 – 2011. The funds were allocated from the state budget, extra-budgetary sources of the Ministry of Justice and from special funds. The costs for the court renovation accounted for Lei 3 million. The chief judge took over some design ideas from the design report prepared by the MGTCP architect. Additional renovation works are required. This year the state allocated to this court Lei 100 thousand.    

	d. Major rehabilitation/new construction

	
	
☐  Complete rehabilitation
☐  Partial rehabilitation
☐  New constructions
☐  Planned projects – the court plans to extend the building and create additional space. 

	e. Reporting major problems
	
No procedure exists.



l. Estimate sizes and count number of:
	Nr ord
	Name
	Dimension (m2)
	number
	Comments

	i.
	Office spaces

	268,2 m2
	11
	

	ii.
	Public spaces

	
127,4m2
	2
	

	iii.
	Courtrooms

	
192,5m2

	
3
	

	iv.
	Rooms for detainees

	 14, 5 m2
	4

	
4 separated cells

	v.
	Rooms for juvenile detainees
	
	None 
	
1 cell can be used for detainees

	vi.
	Rooms for interviewing juveniles who are participants to a case
	
	
0
	

	vii.
	Staff restrooms
	11,7m2

	3 
	Three restrooms are located in every deliberation room to the courtroom

	viii.
	Court visitors restrooms
	
	None 
	

	ix.
	Interview Room for Anonymous Witnesses
	
	
	

	x.
	Room for server
	5 m2 

	1 
	The server room is located in a courtroom on the second floor. The room is created of PVC walls. There is no ventilation or air conditioning in the server room. Under these circumstances, there is a risk for the server to break. 

	xi.
	Space needs
	☐ Office spaces                                                                       0
☐ Courtrooms                                                                          0
☐ Rooms for detainees                                                            0
☐ Rooms for juvenile detainees                                              1
☒ Rooms for interviewing juveniles who are 
    participants to a case                                                            1
☐ Staff restrooms                                                                    0
☒ Court visitors restrooms                                                      1
☒ Interview Room for Anonymous Witnesses                        1
☐ Room for server                                                                    0



			

	m. Document general conditions (verify information from earlier assessment)


	i. Electrical systems
	☐  Very good                 ☒  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments: Recently upgraded.

	ii. Heating
	☐  Very good                 ☐  Good             ☐  Satisfactory         ☒  Unsatisfactory

Comments:
10 years old.  Now paying 15,000 MDL per month for heating in winter; new system could reduce more than half. 

	iii. Exterior facade
	☐  Very good                 ☒  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments:
Windows replaced in 2008. The exterior façade was recently renovated. 

	iv. Roof
	☐  Very good                 ☒  Good             ☐  Satisfactory         ☐  Unsatisfactory

Comments: The roof was recently repaired. 

	v. Interiors (walls, floors, ceilings)
	☒  Very good                 ☐  Good             ☐  Satisfactory         ☐  Unsatisfactory


Comments:

	vi. Plumbing
	☐  Very good                 ☐  Good             ☒  Satisfactory         ☐  Unsatisfactory

Comments:
Only three toilets and they are in the deliberation room.  Need a public toilet. The sewage system was partially replaced.


n. Furniture. 

	i. Furniture inventory
	1. Big Cabinet	- 	52
2. Office Desk	 -	37
3. Visitor Chair	 -	72
4. Roll Chair 	 -	58
5. Long Chair	 -	72
6. Deposit metal box	 -	18
7. set of soft furniture	 -	2
8. Conference desk set 	-	3

	i. Furniture Condition

	
☐ Very good     ☐  Satisfactory

☐  Unsatisfactory  (specify needs)

Comments: 
All furniture was replaced. The district council helped the court and allocated to it in 2010 Lei 130 thousand. 5 air conditioners were also installed. 

45 %  furniture – Very good
50 %  furniture – Good
5 %  furniture – Satisfactory

	iii. Furniture needs
	1. Big Cabinet	- 	2
2. Office Desk	 -	4
3. Visitor Chair	 -	10	


II. COURT AUTOMATION
1. Equipment

	a. Equipment inventory
Name of equipment and number of units
(workstations (PCs), servers, printers, scanners, other equipment)
	ii. Condition of equipment
☐ Very good;  
☐  Good;  
☐  Satisfactory;  
☐  Unsatisfactory)

	a. Equipment inventory
	Computers 	- 	48
Server PC 	 -	1
Printers 	 -	24
Copy machine	 -	6
Scanner 	 -	9
Audio set SRS Femida	 -	3
Fax maсhine 	 -	2
Back UPS	 -	28
Phone	 -	9
Router / Firewail	 -	1
air conditioning systems	 -	14
refrigerator	 -	12
Contabil Soft - 1C	 -	1
rack with accessories	 -	1
TV set	 -	1
car 	- 	3 (1 car working; 2 cars in renovation)	

	ii. Condition of equipment
	100 %  equipment – Satisfactory	

	iii. Equipment needs
	  ☐   Yes (specify)       ☐   No

Computers 		-  4 units  
Fax machine	- 1 unit
Copy machine	- 2 units
Back UPC		- 10 units
Video recording set 
      (6 camcorders), & accessories set     – 1 unit



2. Integrated Case Management System (ICMS) 
	a. Use of ICMS
	                                     ☐  Yes                             ☐  No

Comments:


	b. Identify version of ICMS used by the court
	
Version 2 


	c. List the reasons for ICMS not being used 
	
N/A





	d. Identify the functionality 
of ICMS used
	☐   Case registration
☐   Case distribution
☐   Examinations
☐   Calendar 
☐   Summons
☐   Minutes
☐   Decisions
☐   Recusals and appeal registration
☐   Publish decision
☐   Print the list of case hearings
☐   Administration
☐   Dashboard

	e. Changes or improvements required
	    
                                ☐No              ☐    Yes    (specify)       

	f. Difficulties and barriers to use
	
                                 ☐     No         ☐    Yes    (specify)     

The case assignment is not fair. Not all materials can be assigned to judges. According to the chief judge, only 50% of decisions are published as there is no person responsible for publishing and editing the judgments in terms of deleting personal data. 

	g. General satisfaction with CTS maintenance services
	      ☐  1;          ☐  2;          ☐  3;         ☐  4;         ☐  5;

Comments:


	
3. Recording court hearings
	a. Availability of audio recording equipment
	                                    ☐  Yes                             ☐  No

	b. Ratio of the number of courtrooms and audio recording sets 
	3 courtrooms / 3 audio recording sets 

	c. Ratio of the number of courtrooms and number of judges
	3 courtrooms / 8 judges 

	d. Use of audio recording software
	                                     ☐  Yes                             ☐  No (specify reasons)

	e. Reasons for audio recording not being used
	According to the chief judge, they tried to use the software, but it turned out that they double their work. Besides, secretaries need training, as all of them are new in the court. 

	f. Ratio of requests for recording hearings and actual recording of hearings
	1 request for recording in 2009

	g. Ratio of requests for CDs and the actual number of cases when CDs were provided
	0 

	h. Number of playback requests from citizens
	0

	i. Frequency of audio recordings being used for the purpose of completing the hand-written minutes
	Never 




	j. Difficulties and barriers
	                             ☐      No           ☐    Yes (specify)

High flow of court staff
Training needed
Statements of witnesses are handwritten and need to be submitted to the witnesses for signature immediately after the hearing 
The CD on which the recording was copied to cannot be reproduced on computers outside the court. 

	k. Audio recording sets needed additional 
	
None



4. Court’s webpage
	a. Use of contents management system
	                                     ☐  Yes                                        ☐  No
Comments: 

	b. Difficulties and barriers to use
	
                           ☐  No                                    ☐  Yes    (specify)


Comments: The counselor to the chief judge is responsible for managing the website. He trained himself in how to use the CMS. Court secretaries are responsible for publishing court judgments. 


III. ACTIVITY
1. Records Management
	a. Receiving documents

	i. Standardized forms filed by lawyers
	                                      ☐  Yes                             ☐  No
Comments:

	ii. If no, identify possibility of implementing standardized forms

Interest in implementing standardized documents
	
                 ☐  Yes                             ☐  No



	b. Scanning documents
	                                     ☐  Yes                             ☐  No
Comments: The documents had never been scanned. There is 1 scanner in the front helpdesk office. 

	c. Filing hard copies
	                  ☐  Yes                             ☐  No
Comments: The court secretaries sew case file documents together upon receipt of the registered case from the chancellery. 

	d. Storing

	i. Short-term
	Civil cases – 1500 cases
Contraventional cases – 210 cases
Criminal cases – no data available 

	ii. Long-term
	




	iii. Volume of materials stored
	

166.25 linear meters

	iv. Shipping to Rayon archive
	
               ☐  No                        ☐  Yes  (specify frequency)         
  
All cases from 1965 to 1990 were transported to the district archive. 

	v. Destroying
	
               ☐  No                         ☐  Yes  (specify frequency)                           

The chancellery destroys cases once a year. They burn the paper.  Recently the court bought a small shredder in the hope that this will make the process of destroying cases easier. 

	e. Staff time for each action
	Registration of simple civil case in ICMS – 2 minutes 
Registration of simple civil case on paper – 4 minutes 
Registration of complex criminal case in ICMS – 20 minutes 
Registration of complex criminal case on paper – 20 minutes 

	f. Number of registers used
	Civil cases: 
1. Movement of civil cases 
2. Register of civil incoming correspondence 
3. Alphabetical register 
4. Register of Actions Card 

Criminal cases: 
1. Alphabetical register of criminal cases
2. Register of materials on enforcement of judgments – index 21
3. Movement of criminal cases 
4. Register of Actions Card 

Contraventional cases: 
1. Movement of contraventional cases
2. Register of contraventional cases involving individuals and legal entities 
3. Register of complaints – index 4d
4. Register of contestations – index 5 r
5. Register of Actions Card 

General registers: 
1. Register of incoming correspondence
2. Register of appeal correspondence 

	g. Identify duplication of information: Civil case registration 

	i. Register of actions card
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft


	ii. Registers
	Movement of civil cases 
Register of civil incoming correspondence 
Alphabetical register 
Register of Actions Card

	iii. ICMS
	- Case number
- Name of plaintiff
- Name of defendant
- Address of plaintiff 
- Address of defendant 
- Year and date of birth of defendant
- Type of case
- Case category 
- Judge assigned 
- Case file movement within the court Case category birth of defendantied procedure casesppeal and/or Supreme Court of Justice . d Courts of Appealnutes was draft




2. Caseload
	Caseload trends
	 ☐    Increasing           ☐Decreasing


	a. Last 5 years

	Current	 - 1185 cases 

For years: 2010 – 2011 - 8501  registered cases.

	c. Backlog
714 cases
	Current

	more 12 months

	more 24 months

	more 36 months





VI. COURT STAFF
Personnel/Staff 
	No 
	Category staff
	Authorized units
	Vacancies
	Projected staff

	1
	Judges
	8
	
0
	8

	2
	Clerical staff
	13
	0

	13

	3
	Technical staff
	7
	0

	7

	4
	Other staff
	Driver – 1
Guardian – 3
Cliner – 2
Firemen - 1
	0
	Driver – 1
Guardian – 3
Cliner – 2
Firemen - 1

	
	TOTAL
	35
	
	35



2. Human resources management (HR)
	a. HR management specialist functions
	This position is not provided in the staff list.


	b. Staff person assigned
	    ☐ Yes                     ☐ No

The responsibilities are carried out by the Consultant.

	c. Internal procedure to recruit court staff
	
    ☐ Yes                     ☐ No


If Yes:        ☐ Interview                     ☐ Written test

Comments:
The announcement is placed on the court’s website, on the public bulletin board and an announcement is  published in the newspapers “Strășăneanca” and ”Monitorul Oficial”.

2 Through the order signed by the President of the Court  the Tender Commission is formed  to select the candidates for vacant positions.  
The Commission is formed of: Comisia este compusă din :
Dumitru Mîrzenco, vice president of the court/president of the commission 
Members of the Commission :
Veaceslav Lazari, judge/member of the commission Natalia Chiseliova judge/member of the commission, 
Liudmila Dosca, chancery chief/member of the commission .
The candidates for vacant position are submitted to writing and oral tests.  
A report of proceedings is made  on the process of the tender for the selection of candidates for vacant positions in the Court of Straseni. After the writing and oral tests are passed the final mark is calculated: (final mark for the writing test + final mark for the oral test-interview)/2. Based on the final mark of the candidates the members of the commission decide about the admission of candidate/candidates for vacant position, who passed the tender. 
The President of the Court issues the order on employment/designation.

	d. Job descriptions for court staff
	
    ☐ Yes                     ☐ No

	e. Internal procedure to dismiss court staff
	
         ☐ Yes  (specify)                   ☐ No

1   A notification is submitted to the Discipline Committee.
2  Within maximum 2 working days, the President of the Discipline Committee sends the notification to the secretary of the Committee for registration and conduct of the internal investigation.  
3    The internal investigation is conducted within 7 working days. In more complex cases this term may be extended by maximum 3 working days, with the President’s agreement.
4   A hearing of the civil servant who committed the act subject to the notification is conducted.
5   After the end of the internal investigation, the secretary drafts a report and submits it to the Committee President. The Committee President decides on the location, date and time for the Discipline Committee meeting to take place.
6 The Discipline Committee requests from the civil servant a written explanation on the committed act. Any refusal of the civil servant to make the explanation shall be recorded in the minutes. 
7   The Discipline Committee hears the persons who have any relation to the respective act, administers the evidence and investigates the acts as a whole. 
The procedure of investigation of the acts notified as disciplinary offence is concluded by the adoption of a proposal by the Discipline Committee regarding the applicable disciplinary sanction – Dismissal from the public position. 
The proposal of the Committee is adopted by open vote. No Committee member has the right to abstain from the vote.   
 A minute is prepared, which is signed by the Discipline Committee members. 
The civil servant is informed, and confirms this by his/her signature, about the minutes which contain the proposal of the Discipline Committee on the application of the disciplinary sanction.
  The preliminary written agreement of the trade union body within the entity is requested for the dismissal. 
  Within 2 working days from the signature of the minutes of the Discipline Committee meeting, the secretary prepares a motion which contains the Committee’s proposal. 
The motion is signed by the president of the Discipline Committee and submitted to the Court president. 
14 The Court president issues an Order on the application of the disciplinary sanction – Dismissal from the public position, of which the sanctioned civil servant is informed, under signature, within 5 working days from the issuance date.

	f. Internal procedure to apply disciplinary sanctions to court staff
	              ☐ Yes  (specify)                   ☐ No

1   A notification is submitted to the Discipline Committee.
2  Within maximum 2 working days, the President of the Discipline Committee sends the notification to the secretary of the Committee for registration and conduct of the internal investigation.  
3    The internal investigation is conducted within 7 working days. In more complex cases this term may be extended by maximum 3 working days, with the President’s agreement.
4   A hearing of the civil servant who committed the act subject to the notification is conducted.
5   After the end of the internal investigation, the secretary drafts a report and submits it to the Committee President. The Committee President decides on the location, date and time for the Discipline Committee meeting to take place.
6 The Discipline Committee requests from the civil servant a written explanation on the committed act. Any refusal of the civil servant to make the explanation shall be recorded in the minutes. 
7   The Discipline Committee hears the persons who have any relation to the respective act, administers the evidence and investigates the acts as a whole. 
The procedure of investigation of the acts notified as disciplinary offence is concluded by the adoption of a proposal by the Discipline Committee regarding the applicable disciplinary sanction – Dismissal from the public position. 
The proposal of the Committee is adopted by open vote. No Committee member has the right to abstain from the vote.   
 A minute is prepared, which is signed by the Discipline Committee members. 
The civil servant is informed, and confirms this by his/her signature, about the minutes which contain the proposal of the Discipline Committee on the application of the disciplinary sanction.  The preliminary written agreement of the trade union body within the entity is requested for the dismissal. 
  Within 2 working days from the signature of the minutes of the Discipline Committee meeting, the secretary prepares a motion which contains the Committee’s proposal. 
The motion is signed by the president of the Discipline Committee and submitted to the Court president. 
14 The Court president issues an Order on the application of the disciplinary sanction – Dismissal from the public position, of which the sanctioned civil servant is informed, under signature, within 5 working days from the issuance date.
Disciplinary sanctions are applied within maximum 6 months from the commission of the disciplinary offences. 

	g. Job descriptions available for all employees 
	Yes 

	h. Court administrator (Counselor to Court President) functions
	              ☐ Yes                     ☐ No

h)	contributes to developing the court budget, approves and monitors expenses in order to ensure a proper management and distribution of funds; purchases equipment and office supplies; together with the chief accountant prepares the financial reports. 
i)  checks on the preparation and display by the court secretaries of the information on the cases planned for trial; 
carries out other functions as requested by the court president. 

	i. Court PR manager functions
	
               ☐ Yes                     ☐ No

There is no such position on the staff list. 
The corresponding functions are carried out by the criminal cases specialist.

	i. Internal order regulation available
	
               ☐ Yes                     ☐ No

	j. Internal order regulation used
	
               ☐ Yes                     ☐ No

	k. Judges access to laws and legal literature
	
            ☐ Satisfactory                    ☐ Unsatisfactory  (specify)

The SCM provides the court with the codes. The court subscribed to Monitorul Oficial, SCJ Bulletin, Bulletin of the Ministry of Labor, Bulletin of the Tax Inspectorate, local newspaper, Timpul newspaper. 

The court has an Internet connection and Moldlex database. 

	l. List of publications subscribed by the court
	
Information to be collected subsequently, from the court’s accountant.



     

	m. List of publications  used de facto by the court 
	
Information to be collected subsequently, from the court’s accountant.






	n. Specialist IT in court  
	                                   ☐ Yes                                       ☐ No

An IT specialist is contacted when needed. He is not available every time. There is a need for a full-time IT person in the court. 



3. Training received/required
	a. Training needs (skills and topics) for court staff
	             ☐ Yes  (specify)                   ☐ No

Archivists need to be trained in the archiving procedure 
Secretaries need to be trained in Femida, minutes preparation. 



V. BUDGETING AND PROCUREMENT
	1. Procurements

	
	Type of procurements
	2012 (approved)
	2011 (executed)
	2010 (executed)

	
	Number of procurements
	Total, MDL
	Number of procurements
	Total, MDL
	Number of procurements
	Total, MDL

	Small value (total)
	
	
	31
	156,318.96
	
	

	Goods
(up to 20,000 lei)
	
	
	20
	127,785.31
	
	

	Works & Services
(up to 25,000 lei)
	
	
	11
	28,533.65
	
	

	Mean value (total)
	
	
	6
	783,067.06
	
	

	Goods
(from 20,000 lei up to 2,500,000 lei)
	
	
	
	
	
	

	Works & Services
(from 25,000 lei up to 99,000,000)
	
	
	6
	783,067.06
	
	

	Grand Total
	
	
	37
	939,386.02
	
	




	2. Autos

	1. Since December 2010 - Mitsubishi ASX
2. Two old autos - Gaz Volga 

	3. Procurement problems


	

            ☐ Yes  (specify)                   ☐ No

	4. Suggestions to improve procurement procedure
	
              ☐ Yes  (specify)                   ☐ No

	5. Use bookkeeping software 
	                                   ☐ Yes                     ☐ No


Comments: “1C”

	6. Training in budgeting
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training): In 2010, USAID-funded MRGSP project.


	7.  Training  in public procurement 
	                         ☐ Yes                                    ☐ No

if Yes (indicate the period and who provided the training): In 2010, USAID-funded MRGSP project.




VI. SERVICES FOR THE PUBLIC
1. Public information offices/chancellery
	a. Location in the court 
	
☐ None          ☐  ground floor main entrance lobby       ☐ Other (specify)

There is a helpdesk and the archivist at the court entrance. 

	b. Staff number
	☐ None         ☐  Specify number: 2 


	c. Kiosk, helpdesk, monitor
	
☐ Kiosk          ☐  Helpdesk         ☐  Monitor (specify location)     

	d. Average number of requests/inquires per day?
	
       ☐ None          ☐ 1 to 5     ☐ 6 to 10     ☐ 11 to 20     ☐ More than 20



2. Signs for the public
	
	☐ None
☐ Schedules of hearings
☐ Arrows Directing citizens
☐ Recording of hearings
☐ No access to judges offices
☐ Samples of documents


3. Copies of petitions, decisions
	a. Procedure of issuing copies 
	
            ☐ Yes  (specify)                   ☐ No
The application for a copy of a decision is filed with the chancellery. The chancellery gives to the chief judge who approves it. The application then goes to the archivist who, depending on the age of the decision, issues the copy. Copies are issued immediately and free of charge to disabled persons and pensioners. The longest term to issue a copy is 10 days. Chief judges’ approval of issuing the copy is mandatory as there were cases when the copies of inexistent decisions were issued. 

	b. Suggestions to improve the procedure
	             ☐ Yes  (specify)                   ☐ No
According to the chief judge, detainees often write requests for very long lists of documents. When being provided with copies they ask the same documents to be translated into Russian. The chief judge mentioned that there is a need to revise the legislation in this regard. 





COURT PROFILE TEMPLATE 

HÎNCESTI DISTRICT COURT 

7, Chisinaului Street, Hîncesti Town

[image: ]

Geographic Jurisdiction  (63 localities): 
Hînceşti, Anini, Bălceana, Bobeica, Boghiceni, Bozieni, Brătianovca, Bujor, Buţeni, Caracui, Călmăţui, Cărpineanca, Cărpineni, Căţeleni, Chetroşeni, Cioara, Ciuciuleni, Corneşti, Coroliovca, Costeşti, Cotul Morii, Crasnoarmeiscoe, Dahnovici, Dancu, Drăguşeni, Drăguşenii Noi, Dubovca, Feteasca, Fîrlădeni, Frasin, Fundul Galbenei, Horjeşti, Horodca, Ivanovca, Lăpuşna, Leuşeni, Logăneşti, Marchet, Mereşeni, Mingir, Mireşti, Negrea, Nemţeni, Obileni, Oneşti, Paşcani, Pereni, Pervomaiscoe, Pogăneşti, Rusca, Sărata-Galbenă, Sărata-Mereşeni, Sărăteni, Secăreni, Secărenii Noi, Semionovca, Sofia, Stolniceni, Strîmbeni, Şipoteni, Tălăieşti, Valea Florii, Voinescu
Population served:  119.400  
Court President:  Nina Rusu
INFRASTRUCTURE
Building size:  1443.2 m2 		Year of Construction:

	Type of Space
	Number
	Sizes

	Office Spaces
	23
	510 m²

	Staff Restrooms 
	4
	                  

	Public Spaces
	2 halls
	175.1 m2

	Visitors Restrooms
	2
	

	Courtrooms
	4
	225.3 m2

	Ratio of Judges to Courtrooms
	9/3
	

	Holding Cells for Detainees
	None
	

	Holding Cells for Juveniles
	None
	

	Interview Room for Juvenile Witnesses
	1
	15 m2

	Archives
	
	



Type and Size of Spaces




	
	2009
	2010
	2011
	2012 
	2013 Requested

	Capital Investment
	
	
	
	
	

	[bookmark: _GoBack]Maintenance Small Repairs
	
	
	
	
	

	Utilities
	
	
	
	
	



Infrastructure Budget

	Building Systems
	Recently Repaired
	Satisfactory
	Needs Repair

	Electrical 
	
	
	[image: Description: C:\Users\Owner\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\F7CQOF7V\MC900434713[1].wmf]

	Heating
	
	
	[image: Description: C:\Users\Owner\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\F7CQOF7V\MC900434713[1].wmf]

	Roof
	[image: Description: C:\Users\Owner\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\V527JFPX\MC900441310[1].png]
	
	

	Plumbing
	[image: Description: C:\Users\Owner\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\V527JFPX\MC900441310[1].png]
	
	

	Exterior Facade
	
	[image: Description: C:\Users\Owner\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\V527JFPX\MC900441310[1].png]
	

	Windows
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	Interior Finishes
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Condition of Building Systems

Discussion
The President of the Court was appointed four years ago.  At the time she was appointed, the building had some major deficiencies which she was able to immediately address.  The sewage system had to be repaired.  The court building has now been connected to the municipal water supply and has a backup supply.  The roof was repaired and the exterior of the building, including window replacement, was refurbished.  A hearing room was created on the ground floor.  A room adjacent to one hearing room was adapted for juvenile witnesses, and the room is connected to the adjacent hearing room by video conferencing.  This work was done with savings in the court’s budget.  In addition to these items, the 2009 USAID MGTCP facility assessment report found that an additional courtroom should be created; the chancellery should be relocated and a public intake area created on the ground floor; the server room needed to be air conditioned; and the electrical supply needed to be upgraded.  The President Judge developed a project to accomplish many of these changes, including creating a fifth courtroom and upgrading the electrical system, which has caused many problems with the ICMS server.  The project has been funded at 1 million MDL for 2012, and a tender was issued on May 15, 2012.  A follow-on project has been developed with an estimated cost of 500,000 MDL, and would include dividing one large courtroom into two smaller ones, thus giving the court 6 courtrooms for 9 judges.  Funding for the follow-on project is uncertain.
COURT AUTOMATION
ICMS
	Version
	Used as Designed
	Some Features Used
	Limited or No Use
	Paper Records also Kept

	3
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RECORDING COURT HEARINGS
	System for Each Courtroom
	All Hearings Recorded
	Equipment not Working
	Training Needed
	Process Too Slow
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COURT WEBPAGE

CASELOAD and RECORDS MANAGEMENT

CASELOAD
	TYPE
	2009
	2010
	2011
	2012

	 Civil
	
	
	
	

	 Criminal
	
	
	
	

	    Administrative
	
	
	
	

	 Other
	
	
	
	



Caseload 
	Less than 6 months
	6 Months/Less than 1 Year
	1 Year/Less than 2 Years
	2 Years/Less than 5 Years

	
	
	
	

	
	
	
	



Aging of Case Backlog
RECORDS MANAGEMENT
	
	Civil Cases
	Criminal Cases
	Administrative Cases
	Other

	Documents Received
	
	
	
	

	Documents Generated
	
	
	
	



Estimate of Documents Generated Per Day
	Register Name
	Information in Register
	Information in ICMS
	Information in Register of Actions Card
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Registers Used
STAFFING AND HUMAN RESOURCES MANAGEMENT




STAFFING
	
POSITION
	NUMBER
	ADDITIONAL NEEDED

	Judges
	
	

	Technical Staff
	
	

	Clerical Staff
	
	

	Other
	
	


Positions

	2009
	2010
	2011
	2012 
	2013 Requested

	
	
	
	
	



Staffing Budget
HUMAN RESOURCES MANAGEMENT
TRAINING
BUDGETING AND PROCUREMENT

PROCUREMENTS
	Threshold (in MDL)
	2010
	2011
	2012

	
	Number
	000 MDL
	Number
	000 MDL
	Number
	000 MDL

	Small Purchase Goods
	
	
	
	
	
	

	Small Purchase Services and Works
	
	
	
	
	
	

	Formal Bidding Goods
	
	
	
	
	
	

	Formal Biding Services/ Works
	
	
	
	
	
	



SERVICES FOR THE PUBLIC
	Location
	Number Staff
	Kiosk, Helpdesk, Monitor
	Average Number of Request/Day

	
	
	
	



Public Information Offices
	Directional Signs Posted
	Interior Doors Labeled
	Schedule of Hearings Posted
	Written Procedures for Issuing Copies
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 DESIGN GUIDELINES   
DESIGN GUIDELINES: Objectives
Produce Buildings that are
Functional and Flexible
Support Judiciary goals
Justice
Dignity
Accessibility
Integrity
Secure and Safe
Judges
Staff
Citizens
Durable
Support Initiatives
Automation
Improved Practices
Design Guidelines:  Typical Components
Courthouse exterior
Sitting/location
Appearance
Construction materials
Landscaping 
Interior spaces
activities/functions 
typical furniture/sizes 
appropriate office sizes 
appropriate adjacencies)
psychological impact
Security
Exterior and vehicular control
Separated interior circulation:  
public 
prisoners
Judges and staff
Entrance screening
Emergency lighting
Interior controls
Any building system requirement different from other public buildings
Lighting/Electrical
Security
Wall/floor finishes/telecommunications
Location
Landscaping
Handicapped access
Façade design/appearance
Built-in furniture
Signage
Environmental controls/air conditioning
SAMPLE DESIGN GUIDE TABLE OF CONTENTS
The Design Guide describes 
the types of spaces typically found in courthouses, e.g., hearing rooms, Judge’s suite[footnoteRef:1], staff offices [1:  The suite of rooms in which Judge and immediate staff work; typically include the Judge’s retiring room, reception room, and judges’ staff offices ] 

 the activities that typically occur in the spaces that would determine appropriate sizes, finishes, electrical and lighting requirements, and so on
the types and sizes of furniture typically found in each space
appropriate sizes for each type of office, portrayed either as a specific size, i.e., 35 m2 for the deliberation room judges' offices; or as square meters per staff person, which must then be multiplied by the number of staff to occupy the space at a specific location to determine the room size
the appropriate adjacencies for the spaces, i.e., which spaces need to be near other spaces or on specific floors
requirements that differ from other government buildings or ordinary building regulations for electrical; lighting; security; wall and floor finishes; heating and air-conditioning; telecommunications; location, parking, and siting; landscaping; overall courthouse façade design and appearance; handicapped access and accommodation; built-in furniture and exterior and interior signage; where there are no special requirements, Moldovan (or EU) national construction standards for public buildings or private office buildings should be used.
Planning and Programming Considerations
	Long-term requirements
	Ratio of hearing rooms to Judges
	Net to Gross square meters Ratio
	Conference Room
Special Design Considerations
	Special Circulation paths
	Limited Number of Entrances
	Accessibility for Handicapped Citizens and Staff
	Signs in Mldovan and Russian
	Durability of Materials
	Flexibility of Spaces for Changing Functionality and Future Expansion
THE COURTHOUSE
General description of activities
EXTERIOR Special Requirements
Façade design and appearance
Location and siting
Parking
Landscaping
Security
Handicapped access
Exterior lighting 
Exterior Signage

Interior Spaces
Main Entrance and Public Lobby
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Judge’s Office Suite
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Hearing Room
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Reception/Waiting Room 
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Offices for Judge’s Staff 
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Court Chancellor’s Office
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage

Court Chancellor’s Staff
Supervisors
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Staff Offices
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Built-in furniture 
Signage
Archives
Activities
Types of furniture found
Number and types of users
Size
Adjacencies
Special Requirements
Electrical
Lighting
Security 
Wall and floor finishes
Heating and Air-conditioning
Telecommunications
Handicapped access and accommodation
Shelving
Signage


 
COMMENTS ON THE MOLDOVAN STANDARDS FOR RAYON COURT BUILDINGS   
CP C.01.04-2007
(MSP 3.02-101-2001)

The information on very complex aspects of courthouse design is quite brief, for example:
security (which requires a combination of architectural/physical arrangement, electronic systems, and personnel/guards), 
automation in the courthouse (for court operations, recording of testimony/proceedings, visual display of evidence, and remote appearance of witnesses/participants, all of which require careful attention to electrical capacity, lighting, heating and cooling, work surfaces, and placement, especially in the courtroom 
accessibility for staff and citizens with disabilities (mobility, sight, hearing)
design features that can lessen the cost of maintaining and operating the building over the long term.

The layout of court spaces in the building diagram: 
Fails to separate judges offices from the public: some of the offices of judges are directly on the public hall
Requires the public to go to the second floor to visit the chancellery because of  the distribution of spaces.

Some important spaces appear to be missing, for example:
Special room for interviewing juvenile witnesses and permitting them to testify remotely by video
An arrangement for “secret” witnesses (witnesses whose identity should be protected)
Rooms for attorneys to meet with their clients who are detainees.

Space sizes (NOT A COMMENT ON ALL SIZES)
The reception area for the judge’s office (anticamera) appears to be the same size as the judge’s office.  Is it anticipated that more than the judge’s secretary will occupy the space?  
It is unclear why the camerâ de odihnâ should be larger when there are more than 5 judges in the courthouse; the room also does not appear on the building diagram.
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