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INGHAM COUNTY BOARD OF COMMISSIONERS

P.O. Box 319. Mason, Michigan 48854 Telephone (517) 676-7200 Fax (517) 676-7264

THE JUDICIARY COMMITTEE WILL MEET ON THURSDAY, AUGUST 13, 2009 AT
7:30 P.M., IN THE PERSONNEL CONFERENCE ROOM (D & E), HUMAN SERVICES
BUILDING, 5303 S. CEDAR, LANSING.

Agenda
Call to Order
Approval of the July 16, 2009 Minutes
Additions to the Agenda
Limited Public Comment
1. Circuit Court/Family Division
a. Notice of Out of State Travel - System of Care Conference

b. Quarterly Report - Second Quarter of 2009

2. Friend of the Court - Notice of Travel - Friend of the Court Association (FOCA)
Conference

3. Family Division/Youth Center

a. Resolution Authorizing Acceptance of a Michigan Department of Education
Grant for Equipment Assistance for the Ingham County Youth Center
b. Notice of Staff Travel — Higgins Lake Annual Conference
4, Controller/Administrator’s Office - Resolution to Establish the Position of Jury/Pretrial

Specialist in the Thirtieth Judicial Circuit Court

5. Board Referral - Letter from Legal Services of South Central Michigan Regarding the
Access to Justice Center

Announcements PLEASE TURN OFF CELL PHONES OR OTHER ELECTRONIC
Public Comment DEVICES OR SET TO MUTE OR VIBRATE TO AVOID
Adjournment DISRUPTION DURING THE MEETING

The County of Ingham will provide necessary reasonable auxiliary aids and services, such as interpreters for the hearing
impaired and audio tapes of printed materials being considered at the meeting for the visually impaired, for individuals with
disabilities at the meeting upon five (5) working days notice to the County of Ingham. Individuals with disabilities requiring
auxiliary aids or services should contact the County of Ingham in writing or by calling the following: Ingham County Board
of Commissioners, P.O. Box 319, Mason, MI 48854  Phone: (517) 676-7200. A quorum of the Board of Commissioners
may be in attendance at this meeting. Meeting information is also available on line at www.ingham.org



JUDICIARY COMMITTEE
July 16, 2009
Minutes

Members Present: Rebecca Bahar-Cook, Brian McGrain, Marc Thomas, Carol Koenig,
Deb Nolan, Randy Schafer and Board Chairperson De Leon

Members Absent: None

Others Present: Judge Boyd, Judge Krause, Stuart Dunnings, David Easterday, Shauna
Dunnings, Harry Moxley, Thomas Shewchuk, John Neilsen, Becky
Bennett, Matthew Myers, Robert Kerr and others

The meeting was called to order by Chairperson Bahar-Cook at 7:32 p.m. in Conference Room B
of the Human Services Building, 5303 S. Cedar, Lansing.

Approval of the June 11, 2009 Minutes

MOVED BY COMM. NOLAN, SUPPORTED BY COMM. McGRAIN, TO APPROVE THE
JUNE 11, 2009 MINUTES AS SUBMITTED. MOTION CARRIED UNANIMOUSLY.
Absent: Commissioners Schafer and Thomas

(Chairperson Bahar-Cook indicated that dvd should be capitalized in the minutes. That
correction has been made.)

Additions to the Agenda
7c. Correspondence from Legal Services of South Central Michigan

(Commissioner Thomas arrived at 7:33 p.m.)

Limited Public Comment

Mr. Kerr, Lansing resident, addressed the Committee regarding issues he has experienced with
the Friend of the Court and commented on Agenda Item 6 - Resolution Dissolving the Ingham
County Friend of the Court Citizens Advisory Committee.

MOVED BY COMM. THOMAS, SUPPORTED BY COMM. KOENIG, TO APPROVE A
CONSENT AGENDA FOR THE FOLLOWING ITEMS:

3. IJIGS Committee
a. The Integrated Justice Information Systems Group: Sheriff, Prosecutor, 55th
District, 30th Circuit and Probate Courts - Resolution to Authorize the Transition
of the 55th District Court and Prosecuting Attorney’s Office from CourtView
b. Resolution to Approve the Renewal of the Lexis Nexis Annual Support
Agreement

MOTION CARRIED UNANIMOQUSLY. Absent: Comm. Schafer



MOVED BY COMM. THOMAS, SUPPORTED BY COMM. KOENIG, TO APPROVE THE
ITEMS ON THE CONSENT AGENDA. MOTION CARRIED UNANIMOUSLY.
Absent: Comm. Schafer

1. Judge Amy Krause, 54-A District Court: Presentation about the Judge’s Work in 54-A
District Court’s Domestic Violence Court

Judge Krause, 54-A District Court, said she was here tonight to inform the Committee about the
Court’s Domestic Violence (DV) Program that was developed in January of 2004. She then
distributed material about this program to the Committee. Judge Krause provided a PowerPoint
presentation to review and discuss the details of the program’s processes.

Judge Krause discussed with the Committee an article pertaining to domestic violence victims
who are choked and the risks involved.

Judge Krause informed the Committee about Preventing & Training Services, Inc., P.A.T.S.’
Domestic Violence Intervention Program.

Chairperson Bahar-Cook thanked Judge Krause for speaking before this Committee about the
54-A District Court’s Domestic Violence Program.

2. Shauna Dunnings, Ingham County Friend of the Court: Presentation about the Duties and
Responsibilities of the Friend of the Court Office

Shauna Dunnings, Deputy Court Administrator, and Harry Moxley, Assistant of Friend of the
Court for Operations, provided the Committee with a detailed explanation of the operations of
the Friend of the Court.

Ms. Dunnings stated the Friend of the Court is created by statute and that there are several
statutes that apply to the actions, duties and responsibilities of the Friend of the Court. She said
in general their duties and responsibilities are to assist the Court in establishing, enforcing and
modifying Orders regarding child support, child care, child custody, parenting time, uninsured
medical and domicile issues.

Ms. Dunnings stated that the Friend of the Court has three general units, the Enforcement Unit,
the Legal Unit and the Operations Unit. She then explained the roles and responsibilities of each
of these three units.

(Commissioner Schafer arrived at 8:35 p.m.)

Mr. Moxley provided additional information regarding the Operations Unit of the Friend of the
Court.

(Commissioner Schafer left the meeting at 8:57 p.m.)
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Ms. Dunnings discussed the computer system, Michigan Child Support Enforcement System,
MICSES, and its uses within the Friend of the Court.

The Committee, Ms. Dunnings, Mr. Moxley and others held a discussion regarding issues related
to fees.

Chairperson Bahar-Cook thanked Ms. Dunnings and Mr. Moxley for taking the time to speak to
this Committee about the operations of the Friend of the Court.

4. Circuit Court/Family Court — Travel Advisory Communications (2)

Chairperson Bahar-Cook stated the travel expenses submitted by the Court are expected to be
minimal.

Commissioner McGrain commented on the expenses and inquired as to why four people are
traveling to the facility. Chairperson Bahar-Cook noted, based on her Committee experience,
that it is important for the Judges to visit the facilities where our youth is placed.

Mr. Easterday indicated that the travel had already taken place and apologized for not bringing
same to the Committee earlier. He said two staff members and two Judges were invited to attend
the graduation ceremony at Glen Mills School. He then said Commissioner McGrain is correct
that the cost is built into the per diem for several of the out-of-state placements.

5. Controller/Administrator’s Office - Resolution Authorizing Adjustments to the 2009
Ingham County Budget - Second Quarter 2009 Budget Adjustments and Contingency
Fund Update

MOVED BY COMM. NOLAN, SUPPORTED BY COMM. McGRAIN, TO APPROVE THE
RESOLUTION AUTHORIZING ADJUSTMENTS TO THE 2009 INGHAM COUNTY
BUDGET - SECOND QUARTER 2009 BUDGET ADJUSTMENTS AND CONTINGENCY
FUND UPDATE.

Commissioner McGrain inquired about the telephone charges at the Ingham Academy. Mr.
Neilsen said these costs were originally overlooked in the initial budget development and now
the budget is being adjusted accordingly.

MOTION CARRIED UNANIMOQUSLY. Absent: Comm. Schafer

6. Judiciary Committee — Resolution Dissolving the Ingham County Friend of the Court
Citizens Advisory Committee

MOVED BY COMM. NOLAN, SUPPORTED BY COMM. KOENIG, TO APPROVE THE
RESOLUTION DISSOLVING THE INGHAM COUNTY FRIEND OF THE COURT
CITIZENS ADVISORY COMMITTEE.
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Commissioner McGrain asked Ms. Dunnings what the Friend of the Court Advisory Board
provides to the Friend of the Court and what her recommendation would be about dissolving this
Committee. Ms. Dunnings stated the Committee does field issues, concerns and complaints that
pertain to the Friend of the Court. She then said that she is aware of the Committee’s quorum
issues and that efforts may be duplicated due to the Friend of the Court’s grievance process.

Chairperson Bahar-Cook stated that it is difficult to fill vacancies for this Committee’s positions.
She then explained if there is a Committee six meetings need to be held and with quorum issues
they are unable to meet the requirements.

Ms. Bennett echoed Chairperson Bahar-Cook’s statements regarding quorum issues and meeting
requirements. She indicated the positions are advertised by word of mouth and Ingham County’s
Webpage. She said that there are specific positions that have to be filled with the Parent
Advocate and Mental Health Professional positions being the most difficult.

Mr. Neilsen added when the Committee was originally established several Counties refused to
follow due to the State mandating without providing funding.

Commissioner McGrain asked for confirmation that the Committee can be dissolved. Ms.
Bennett indicated the Resolution was reviewed and approved by the County attorney.

Commissioner Koenig asked how many Counties currently have a Friend of the Court Advisory
Board. Ms. Dunnings said approximately four out of eighty-three Counties reported last year.

Commissioner Thomas asked Ms. Dunnings about the Friend of the Court’s grievance process.
Ms. Dunnings explained that without the Committee complaints would be addressed by the
Circuit Court Chief Judge.

MOTION CARRIED UNANIMOQUSLY. Absent: Comm. Schafer

7. Board Referrals
a. Resolution from Antrim County Encouraging the Michigan Association of
Counties to Pursue Any and All Activities Which Will Relieve Counties of Their
Financial Commitments as a Result of the Children’s Rights Lawsuit
b. Resolution from Lake County Encouraging the State to Remedy the Issue of
Funding Litigation

The Board Referrals were received and placed on file.
C. Correspondence from Legal Services of South Central Michigan

Mr. Neilsen advised the Committee that Legal Services of South Central Michigan will be
closing the Access to Justice Center in the 30" Circuit Courthouse on September 1, 2009, based
on funding cuts. Mr. Neilsen provided the Committee with background information for this item
and this issue was discussed briefly.
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Michigan Department of Education

ARRA FUNDS AVAILABI
FOR_SCHOOL KITCHEN - a DATE: July 17, 2009
AWARDED TO: INGHAM GOUNTY YOUTH CEN;TER- . . Ingham County

Youth Center

CONGRATULATIONS IRMA ARELLANO,
GRANT WRITER

Commercial Range . _ : R 7,307.00
electrical System '  16.00
Electrical System #2 - v 404. 60
Exhaust Fan 610,00 |
Hood#2 for Range - . © 778.00
Range Hood#1 3,465.00
Refrigerator-Reach-in ] . 247000

Walk-In Freezer i : 9,950.00

‘TOTAL




Agenda Item 3a
Introduced by the Judiciary and Finance Committees of the:
INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION AUTHORIZING ACCEPTANCE OF A MICHIGAN DEPARTMENT OF
EDUCATION GRANT FOR EQUIPMENT ASSISTANCE FOR THE INGHAM
COUNTY YOUTH CENTER

WHEREAS, the Michigan Department of Education has awarded to the Ingham County Youth
Center the sum of $25,000 for purposes of purchasing kitchen equipment; and

WHEREAS, the kitchen items currently used are the original appliances purchased at the time of
construction of the Youth Center in the mid-1980s and are in need of replacement; and

WHEREAS, the Michigan Department of Education has submitted a description of the items
which may be purchased with the grant money; and

WHEREAS, the acceptance of this award is recommended to the Ingham County Board of
Commissioners in order to replace outdated equipment in the kitchen of the Ingham County
Youth Center.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby
authorizes accepting a grant from the Michigan Department of Education to the Ingham County
Youth Center for the sum of $25,000 for purposes of purchasing kitchen equipment.

BE IT FURTHER RESOLVED, that the Controller/Administrator is authorized to make the
necessary budget adjustments to the 2009 Circuit Court/Family Division Budget in accordance
with this Resolution.

BE IT FURTHER RESOLVED, that the Chairperson of the Ingham County Board of
Commissioners and the County Clerk are authorized to sign any necessary contractual
documents consistent with this Resolution and approved as to form by the County Attorney.



Agenda Item 3b
To: Judiciary Committee
From: Richard Gentry
Date: August 4, 2009

Re: Staff Travel — Higgins Lake Annual Conference

This memo serves as notification to the Judiciary Committee that the Ingham County Youth
Center would like to send eight (8) employees to the Michigan Juvenile Detention Association
(MJDA) Annual Conference in Higgins Lake, Michigan on August 12-14, 2009. The Youth
Center plans to cover the cost for six employees through its training line item (29266204-
960000), which are Juvenile Justice Millage dollars. MJDA will cover the cost of two employees
who will be presenting at the conference. There will be no request made for mileage as a result
of transporting employees with the county van assigned to the Youth Center.

The Youth Center plans to send Richard Gentry (MJDA treasurer), William TenBrink, Staci
Wing, Charles Milner (MJDA Child Care Worker of the Year), Adre Brown and Broderick
Dwyer. The conference cost for the three day, two night stay is $150.00 per person. The total
cost for the conference will be $900.00 (Mark Stevens and Sara Keyworth will be attending the
conference at the expense of the association).

Thank you.



Agenda Item 4

RESOLUTION STAFF REVIEW DATE July 29, 2009

Agenda Item Title: Resolution to Establish the Position of Jury/Pretrial Specialist in
the Thirtieth Judicial Circuit Court

Submitted by: Controller/Administrator’s Office
Committees: LE ,JD X ,HS ,CS X [ Finance X

Summary of Proposed Action: This resolution supports authorization to eliminate the vacant
part-time Jury Coordinator (position #130064) and reorganize the job duties of the Pretrial
Services Clerk (Position #130058) and upgrade the position to a Jury/Pretrial Specialist from a
UAWC to a UAWE compensation level.

Financial Implications: One and one-half positions are converted to one full-time FTE while
accomplishing all the necessary job duties and responsibilities. It is anticipated that the efficiency
of the conversion will result in a savings to the County. There will be no increase in cost to the
County for FTEs.

Reclassify Pretrial Services Clerk to Jury/Pretrial Specialist From UAW-C to UAW-E

Eliminated the part-time Jury Coordinator UAW-F

Consistent with the Board of Commissioners’ request, costs are calculated on maximum salary
compensation amount.

For the Jury/Pretrial Specialist position, total cost is $59,821, which includes a fringe benefit
amount of $21,588 and the $38,233 compensation maximum for 2009. Reclassifying this
position results in the total additional cost of $3,658, which includes an additional fringe benefit
amount of $674 and an additional $2,983 in compensation.

For the elimination of the part-time Jury Coordinator, total cost savings is $37,717, which
includes a fringe benefit amount of $17,466 and the $20,251 compensation for 2009.

This reorganization will result in a total annual cost savings of $34,059.

Other_Implications: The Jury Administration and Pretrial Services will be combined and will
provide greater efficiency for the Courts.

Staff Recommendation: MJM JN_X TL ™ JC
Staff recommends approval of the resolution.
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2009 Personnel Cost Projection

FT Pretrial Services Clerk

Salary
Longevity
Wag es

FICA&med
Hlth Wvr&Surchrg
Dental

Vision

Life Insurance
Retirement
Workers Comp
Liability
CARES
Unemployment
Health Ins Trust
Total

2009 Personnel Cost Projection

FT Jury/Pretrial Specialist

Salary
Longevity
Wag es

FICA&med
Hlth Wvr&Surchrg
Dental

Vision

Life Insurance
Retirement
Workers Comp
Liability
CARES
Unemployment
Health Ins Trust
Total

UAWC
130058

Step 1 Step 5
$27,867 $33,450
0 1,800
$27,867 $35,250
2,132 2,697
12,013 12,013
707 707
116 116
76 76
3,196 4,043
56 71
358 453
33 33
279 353
279 353
$47,111 $56,163
$20,913

UAWE

Step 1 Step 5
$31,860 $38,233
1,800 0
$33,660 $38,233
2,575 2,925
12,013 12,013
707 707
116 116
76 76
3,861 4,385
67 76
432 491
33 33
337 382
337 382
$54,214 $59,821
$21,588

$2,983

$3,657

$674
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2009 Personnel Cost Projection

PT Jury Coordinator

Salary
Longevity
Wages

FICA&med
Hith Wvr&Surchrg
Dental

Vision

Life Insurance
Retirement
Workers Comp
Liability
CARES
Unemployment
Health Ins Trust
Total

Two positions -1 FT& 1PT

704000
720000

715000
716020
716100
716200
717000
718000
722000
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722600
714000
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Totals
Salary
Longevity
Wages

FICA&med
Hlth Wvr&Surchrg
Dental

Vision

Life Insurance
Retirement
Workers Comp
Liability
CARES
Unemployment
Health Ins Trust

Total Wages & Bens

Total Savings

UAWF Vacant

Step 1 Step 5
$16,873 $20,251
0 0
$16,873 $20,251
1,291 1,549
12,013 12,013
707 707
116 116
19 19
1,935 2,323
34 41
217 260
33 33
169 203
169 203
$33,576 $37,717
$17,466

Step 1 Step 5
$44,740 $53,701
0 1,800
$44,740 $55,501
3,423 4,246
24,026 24,026
1,414 1,414
233 233
95 95
5,132 6,366
89 111
575 713
66 66
447 555
447 555
$80,687 $93,880
$54,214 $59,821
$26,473 $34,059

Salary Savings
$11,080 $1



DATE:

TO:

FROM:

SUBJECT:

July 23, 2009

MEMORANDUM

T. A. Lindsey, Human Resources Director

Michelle Rutkowski, H.R. Analyst
517-887-4374 or mrutkowski@ingham.org

New UAW Position: Jury/Pretrial Specialist, Circuit Court

Agenda Item 4

Background

The Circuit Court currently has a full-time Pretrial Services Clerk position. The Circuit Court also has a vacancy for the
newly created half-time Jury Coordinator position. The Circuit Court, in close consultation with County Administration,
has determined a need to reduce the full-time Pretrial Services Clerk to half-time and combine it with the half-time Jury

Coordinator responsibilities.

documentation and analysis follow:

Recommendation
The UAW positions of Pretrial Services Clerk and Jury Coordinator should each be eliminated and, in their place, the
position of “Jury/Pretrial Specialist” should be created. UAW member Melissa Readus, the current Pretrial Services
Clerk, should be transferred into the new position. The new position should be compensated at a UAW E. Supporting
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POSITION i PTS GRADE RANGE
1 2 3 4 5 6 7 8.1 | 82 9 10 | 11
Pretrial Services Clerk--
current 45 65 | 50 | 60 | 50 | 50 | 30 | 15 | 35 | 10 | 10 | 10 430 C $27,867-$33,450
PT Jury Coordinator--
current 140 | 135 | 100 | 80 | 50 | 50 | 50 | 35 | 35 | 10 | 10 | 10 705 F $16,873-$20,251
Jury/Pretrial Specialist—HR
Analysis 65 90 | 50 | 60 | 75 | 50 | 70 | 60 | 60 | 10 | 10 | 10 610 E $31,860-$38,233

1. Knowledge and Education—rating=65
Some post high school coursework is required. Prefer coursework in Business Management, Computer
Information Systems, Criminal Justice or Paralegal Technology

2. Work Experience—rating=90
A minimum of 1-2 years experience is required. Prefer experience in a legal setting

Analysis



10.

11.

Interpersonal and Communication Skill—rating=50
Responds to questions from juror, employers and lawyers. Provides basic Pretrial information to clients.

Extent of Guidance and Work Direction Received— rating=60
Follows the guidelines determined by the Court. Collects and maintains data. Provides clerical support.
Uses very little discretion to perform job duties.

Supervisory Responsibility— rating=75
Plans, organizes and reviews the work of part-time summer employees.

Demand for Visual Concentration — rating=50
Above average, regular

Job complexity— rating=70
Job duties such as “input”, “arrange” and “assist” do not require a significant amount of planning or
problem solving.

a. Job Impact Financial— rating=60 (middle range of “moderate”)

Consistent with other UAW rating such as, Billing and Reporting Clerk, Unit Secretary, Administrative
Assistant and Scheduling/Jury Clerk, Family Court. To receive a higher rating (85), position must show
financial equivalence to positions such as Bookkeepping Coordinator, Accounts Payable Coordinator,
Collection and Data Coordinator and Financial Coordinator. Such equivalence is not justified. Middle
range of moderate (60) is appropriate.

b. Job Impact Well-being of Others— rating=60
Middle level of “moderate” rating

Physical Effort— current rating=10
None

Unpleasant Working Conditions— rating=10
None

Accident/Health Hazards— rating=10
None



Agenda Item 4
INGHAM COUNTY
JOB DESCRIPTION

JURY/PRETRIAL SPECIALIST-CIRCUIT COURT

General Summary:

Under the supervision of the Deputy Court Administrator of the General Trial Division, oversees the jury
selection process and provides administrative support for the Pretrial Service Division of the Circuit Court.
Ensures the proper and efficient selection of jurors. Summons jurors so they are available for jury trials as
needed. Responds to question concerning jury duty service. Provides assistance to Pretrial Investigators.
Performs a variety clerical assignments.

Essential Functions:

1. Inputs qualified jurors into the existing database and generates appropriate reports. Prepares, prints
and mails Qualification Questionnaires to prospective jurors.

2. Generates a random list of potential jurors and mails corresponding summons.

3. Determines juror eligibility for excusal or postponement following the procedures and guidelines
determined by the Courts. Grants changes to jury duty service as authorized by the Courts.

4. Responds to questions and concerns from prospective jurors, attorneys, family members, employers
and others regarding jury duty.

5. Arranges for meetings of the Jury Board. Prepares meeting agendas, records & prepares minutes of
each meeting and provides other assistance. Examples include, but are not limited to, making room
arrangements, sending notices of determination and other support functions.

6. Arranges, attends and facilitates quarterly meetings of the Jury Clerks for the 54A, 54B, 55" District
Courts and the 30" Circuit Court.

7. Plans, organizes and reviews the work of part-time summer employees.

8. Initiates pretrial cases on case management system from data received from various sources.

9. Assists Pretrial Service Investigators in monitoring defendants’ compliance with reporting.
Reviews Automon, telephone records and compliance histories. Also assists in bringing defendants
into compliance.

10. Provides basic information to Pretrial Service clients.

11. Drafts various pretrial orders as requested. Examples include but are not limited to show-cause orders
and initial orders for interpreters.

12. Collects and maintains manual and electronic data. Develops, prepares and distributes reports and
forms as assigned.



13. Provides clerical support to staff. Examples include, but are not limited to, data entry, proofreading,
faxing, copying, processing mail, filing, maintaining office supplies & equipment and other secretarial
duties.

Other Functions:
Performs other work duties as assigned.

(The above statements are intended to describe the general nature and level of work being performed
by people assigned this classification. They are not to be construed as an exhaustive list of all job
duties performed by personnel so classified)

Employment Qualifications:

Education: Some post-high school coursework is required. Prefer college classes or seminars in
Business Management, Computer Information Systems, Criminal Justice or Paralegal Technology.

Experience: A minimum of 1-2 years of relevant experience is required. Prefer experience in a legal
setting.

Other Requirements: None

(The qualifications listed above are intended to represent the minimum skills and experience levels
associated with performing the duties and responsibilities contained in this job description. The
qualifications should not be viewed as expressing absolute employment or promotional standards,
but as general guidelines that should be considered along with other job-related selection or
promotional criteria)

Physical Requirements:

e Ability to sit, stand, walk, bend and stretch in order to retrieve supplies and operate standard office
equipment.

Ability to lift, hold and carry objects weighing up to 25 pounds.

Ability to communicate and respond to inquiries both in person and over the phone.

Ability to operate a PC/laptop and other office equipment.

Ability to handle varying and often high levels of stress.

(This job requires the ability to perform the essential functions contained in this description. These
include, but are not limited to, the requirements listed above. Reasonable accommodations will be
made for otherwise qualified applicants unable to fulfill one or more of these requirements)

Working Conditions:
The work environment is a typical office setting. Safe work practices in regard to office equipment,
avoiding trips/falls and fire regulations are required.

July 2009
UAW position



Agenda Item 4

INGHAM COUNTY
JOB DESCRIPTION

PRETRIAL SERVICES CLERK

General Summary: Under the general supervision of the Deputy Court Administrator serves as

administrative support for the Pretrial Services Division of the Circuit Court. Perform a variety
of routine and moderately complex clerical assignments.

Typical Duties:

1.

2.

Answers phone and provides basic information to Pretrial Services clients.

Collects and maintains both manual and electronic pretrial data, which includes
information for pretrial case initiation, updated information received from various
sources, and dispositional information used to close the pretrial case.

Collects and compiles statistical data from collaborative criminal justices systems and
judiciary. Develops reports of various pretrial measures as requested by the Deputy
Court Administrator or Investigators.

Reviews the petitions and orders for court appointed counsel for accuracy of information
received from the district courts and from defendants, documents appointment in the case
management system, and prepares the petition and order for court appointed counsel for
felony defendants who have violated probation.

Drafts various pretrial orders as requested by the Circuit Court judges such as orders to
show cause and initial orders for interpreters.

Assists Pretrial Services Investigators in monitoring defendants’ compliance with
reporting by reviewing Automon and telephone reporting records and compiling
compliance histories. Also assists the Investigators in efforts to bring defendants into
compliance by calling attorneys of record for status updates.

Files correspondence. Operates office equipment such as interactive TV system, photo
copy machine, personal computer, facsimile machine, typewriter and a calculator.

May serve as a back-up during instances of staff absence.

Performs other duties as assigned by the Deputy Court Administrator of the General Trial
Division.



The above statements are intended to describe the general nature and level of work being
performed by people assigned this classification. They are not to be construed as an exhaustive
list of all job duties performed by personnel so classified.

Employment Qualifications:

Education: High school graduation or equivalent.

Experience: Between six months and one year of experience working in legal office or in a court
or criminal justice system that included data entry and word processing.

Other Requirements:

The qualifications listed above are intended to represent the minimum skills and experience
levels associated with performing the duties and responsibilities contained in this job
description. The qualifications should not be viewed as expressing absolute employment or
promotional standards, but as general guidelines that should be considered along with other job-
related selection or promotional criteria.

Physical Requirements:

This job requires the ability to perform the essential functions contained in this description.
These include, but are not limited to, the following requirements. Reasonable accommodations
will be made for otherwise qualified applicants unable to fulfill one or more of these
requirements:

Ability to enter and retrieve data from a computer.

Ability to access all files.

Ability to access various locations of the court.

Working Conditions:

Works in office conditions.



Agenda Item 4

INGHAM COUNTY
JOB DESCRIPTION

JURY COORDINATOR

General Summary:

Under the supervision of the Deputy Court Administrator of the General Trial Division, oversees
the jury system to ensure compliance with all pertinent statutes, court rules, plans and procedures
concerning jury duty in the Circuit, District and Probate Courts of Ingham County. Ensures that
the selection of jurors is proper, efficient, and random through use of software used by county. In
addition, prepares a report to analyze a fiscal measure assuring the proper utilization of jurors is
employed by all the courts. Summons jurors so they are available for jury trials as needed by the
courts. Adds prospective jurors to the data base, determines eligibility for excusal or
postponement, issues summonses, handles complaints, and responds to inquiries on the jury
system and requirements.

Essential Functions:

1. Receives names from the Secretary of State of people in the county qualified to be jurors,
and enters juror data to the existing mainframe data base of potential jurors. Generates
reports from the database.

2. Throughout the juror service year, prepares prints and mails a large number of
Qualification Questionnaires to prospective jurors. Responds to questions and concerns
from prospective jurors, attorneys, family members, employers and others as a result of
the questionnaire and explains jury duty.

3. Arranges for meetings of the Jury Board, and provides assistance to them such as making
room arrangements, sending notices of determinations and various other support
functions. Prepares meeting agendas and records and prepares minutes of meetings.

4. Arranges for, attends, and facilitates quarterly meetings of the Jury Clerks for the 54A,
54B, and 55" District Courts and the 30™ Circuit Court.

5. Pulls a random list of potential jurors and mails summonses. Responds to requests from
prospective jurors to be excused or serve at a particular time. Determines juror eligibility
for excusal or postponement following set procedures and guidelines from the courts. As
authorized by the court, grants requests to have time of jury duty changed.

6. Contacts County vendors and orders paper, forms and other office supplies and data
processing supplies.



7. Supervises part-time summer employees, includes planning and organizing work,
assigning and  reviewing work and assisting and instructing employees in their work.
Participates in the interviewing of employment candidates.

8. Compiles necessary information, and produces annual reports analyzing all aspects of the
jury system and the courts juror utilization procedures. Sets-up and produces a variety of
materials utilizing a variety of word processing, spreadsheet and graphic/presentation
software packages.

9. Establishes and maintains filing system and various confidential jurors records and
prepares processes.

Other functions:

None Listed

(An employee in this position may be called upon to do any or all of the above tasks. These
examples do not include all of the tasks which the employee may be expected to perform)

Employment Qualifications:

Education: The job requires knowledge of a specialized area requiring advanced training such
as that acquired in the first two or three years of college or equivalent work experience.
Associates Degree in Business Management, Computer Information Systems, General Business,
Criminal Justice or Paralegal Technology preferred.

Experience:
3 years experience in a legal setting.

(The qualifications listed above are intended to represent the minimum skills and experience
levels associated with performing the duties and responsibilities contained in this job
description. The qualifications should not be viewed as expressing absolute employment or
promotional standards, but as general guidelines that should be considered along with other job-
related selection or promotional criteria)

Other Requirements:

Thorough knowledge of the Michigan court systems, jury procedures and all applicable statutes,
Court rules, procedures and policies concerning jury duty

Knowledge of legal terminology

Knowledge of clerical methods and procedures used in keeping fiscal accounts and records
Ability to communicate effectively both orally and in writing

Ability to make decisions in accordance with laws, ordinances, regulations and policies

Ability to prepare and maintain accurate records through understanding business math and
business English

Ability to work effectively with various Court officials and the general public.



Physical Requirements:

Ability to enter and retrieve information form a computer
Ability to sit for long periods of time

(This job requires the ability to perform the essential functions contained in this description.
These include, but are not limited to, the requirements listed above. Reasonable accommodations
will be made for otherwise qualified applicants unable to fulfill one or more of these
requirements)

Working Conditions:

Works in office environment

UAW- May 2009



Agenda Item 4

ADOPTED - JUNE 9, 2009
Agenda Item No. 24

Introduced by the Judiciary, County Services and Finance Committees of the:
INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO TRANSFER THE JURY ADMINISTRATION DUTIES FROM THE INGHAM
COUNTY MANAGEMENT INFORMATION SYSTEMS DEPARTMENT TO THE THIRTIETH
JUDICIAL CIRCUIT COURT AND TO APPOINT THE CIRCUIT COURT ADMINISTRATOR AS
THE INGHAM COUNTY JURY ADMINISTRATOR

RESOLUTION #09-176

WHEREAS, the Board of Commissioners has the authority, under MCL 600.1303, to appoint assistants to the
County Jury Board; and

WHEREAS, the Jury Administration has been assigned to the County Management Information Systems
Department (MIS) and one of the primary staff members involved in this function has recently retired; and

WHEREAS, the County Controller/Administrator has recommended reassigning these responsibilities to the
Thirtieth Judicial Circuit Court, as a more efficient method of fulfilling these functions; and

WHEREAS, Chief Circuit Court Judge William Collette is agreeable to assuming these responsibilities.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby appoints the
Circuit Court Administrator as the Ingham County Jury Administrator, with all the duties and responsibilities
inherent in that position, effective as of the date of this Resolution.

BE IT FURTHER RESOLVED, that the Circuit Court Administrator, and those Deputy Clerks who may be
designated, are authorized to assist the County Jury Board and administer the County Jury System as may be
required by law.

BE IT FURTHER RESOLVED, that a .5 FTE position shall be transferred to the Circuit Court from the MIS
Department to provide staffing for these additional responsibilities in the Circuit Court, and the
Controller/Administrator is hereby authorized to transfer the budget allocated to the Jury Board from the MIS
Department to the Circuit Court.

JUDICIARY: Yeas: Bahar-Cook, McGrain, Thomas, Koenig, Nolan, Schafer
Nays: None  Absent: None Approved 5/28/09

COUNTY SERVICES: Yeas: Celentino, Koenig, Holman, Copedge, Grebner, Vickers
Nays: None Absent: None Approved 6/2/09

FINANCE: Yeas: Grebner, Nolan, Bahar-Cook, Tennis, Davis, Dougan
Nays: None Absent: None  Approved 6/3/09



Agenda Item 4
Introduced by the Judiciary, County Services and Finance Committees of the:
INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO ESTABLISH THE POSITION OF JURY/PRETRIAL SPECIALIST
IN THE THIRTIETH JUDICIAL CIRCUIT COURT

WHEREAS, Resolution #09-176 transferred the Jury Administration function to the Thirtieth
Judicial Circuit Court; and

WHEREAS, the County Controller/Administrator and the Thirtieth Judicial Circuit Court,
conferred and agreed that efficiencies can be accomplished by converting an existing position
and eliminating the part-time Jury Coordinator (position #130064) UAWF; and

WHEREAS, the Human Resources Department conducted the job analysis and presented the
grade placement recommendation supported by the United Auto Workers Union; and

WHEREAS, the Thirtieth Judicial Circuit Court desires to change the full-time Pretrial Services
Clerk (position #130058) to a Jury/Pretrial Specialist and increase the position from the UAWC
compensation level to the UAWE compensation level; and

WHEREAS, the long term effect on the conversion of this position and the elimination of the
part-time position will be to decrease salaries by $34,059 on an annual basis.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby
establishes the position of Jury/Pretrial Specialist in the Thirtieth Judicial Circuit Court, with all
the duties and responsibilities inherent in that position, effective as of the date of this Resolution.

BE IT FURTHER RESOLVED, that a .5 FTE position savings shall be implemented and the
Controller/Administrator is hereby authorized to make the necessary budget adjustments.



