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~PREFACE x
The State of Missouri has kecent1y enacted by.publie referenddm and
]egis]ative action a new Judicial Articie and imp1ementdng‘1egisjatidn,
a new Criminal Code and a Speedy Trial Bill. As the administrative afm

of the Supreme Court, the State Courts Adm1n15trator s office recogn1zed ‘

the need for help in defining 1ts role in.the trans1t1on and 1mp1ementat1on

phases of these changes in the Missouri court system and criminal justice
process. Mr. James Parkison, Missouri State,Courts_Administrator, |

requested the assistance of LEAA's Criminal Courts Technical Assistance

Project at The American University in obtaining the services of consUTtants '

with experience in court reorgan1zat10n p]ann1ng and statew1de court
system administration. Mr. Parkison asked that the consu1tants review
the short and']ong-range impact of the new Tegislation on his off1ce,
focusing particular attention on evaluating staffing_patterns and office
administration and 1dentifying’aneas in‘which changes would be required d
as a result of the 1egds]ation. ‘ ’

The consultants assigned to provide this aséistance_were Profeseor B
" Harry 0. Lawson, Director of'the Judicial Administration Gnaduate Progfam
at the University of Denver College of Law and former Colorado State |
Court Adm1n1strator, Beatrice Hoffman, 1ndependant criminal Just1ce ‘
‘system consultant and former Director of P]ann1ng and Research for thek
Co1orado'JudiciaT Department; and Gerald B; Kuban, a Specia1ist‘infcourt
personnel systems end public administration. aPrior‘to thein Sitefvfsit{ -
Mr. Parkison provided eech membek of theyteam‘wjth eopies 6f;th8'new iﬂ,
t{]egis]ation and other infdrmatidn're1evant todtne adminiStration and |
staff1ng pattern of his off1ce - | |

The team was on- s1te in Jefferson C1ty, M1ssour1, from Apr11 5- 7

1978 Durlng this perwod the consu]tants met w1th Mr. Park1son and key

members of his staff and a]so 1nterv1ewed the c1erk of the Supreme Court o






and the Supreme Court librarian. The operations of the State Courts~<w;
Administrator's office were observed in 1ight of the impIicationé_of the. |
new fegis]ation~and the preliminary plan and proposals deye]oped by Mf;f ”  SR  ?§

Parkison's staff were reviewed.



‘I, SUMMARY OF RECOMMENDATIONS

A) It is 1mperat1ve that the State Courts Adm1n1strator s office begin
1mmed1ate]y to develop the capacity to undertake, in the very near

‘fuf“re, the following new or expanded respons1b111t1es: 1) Personnel and .
Budget Adm1n1strat1on 2) Fiscal Administration; 3) Training; 4) Technical
Services to the C1rcu1t Courts, 5) Increased Local Adm1n1strat1ve Capab111ty,
6) C1ruu1t Court Record Keep1ng, 7) Central Transcr1pt Preparation; and

58) P]ann1ng and Research -

B) The Supreme Court must establish salary ranges and c1assfications.

'Th1s will requ1re several tasks

1) an immediate 1nventory of a11 emp]oyees as of January 1, 1978
" who will become state funded on Ju]y 1, 1981;

2) a subsequent inventory, 1in more detail, after conso11dat1on
occurs on January 2, 1879;

3) preparation of a classification and saTary plan to be presented
: to the Supreme Court for approval;

4) the creation of a personnel board or commission by Supreme
Court rule to oversee the classification and salary plan
and to serve as a review body for appeals from employees; and
5) the development of an automated personnel information system,
to be operational by July 1, 1981, to include a payroll
information for the State Comptroller's office.
~.C) If central budaef review is required by 1egis]ation, a budget
| ,comm1ttee shou1d be ¢y eated by Supreme’Court., ru1e to be responsible for
budget analysis, review, and consolidation of the separate circuit court
. requests ‘ k ’
D) An extens1ve tra1n1ng effort shou]d begin, as soon as poss1b]e to
‘ 1nc1ude not on1y tra1n1ng of court personne] but also others in the
,/court and . Just1ce system affected by the changes in the Judicial Article,

L

‘the Cr1m1na1 Code and the Speedy Tr1a1 b111



"'E) To aid the circuit courts in‘the mohuménta] job bf consoiidation,
technical assistance capability should be developed in the‘Stafe Courts
Administrator's office. Thié would 1nc1udé direct assistance to the
courts with sound recordingrequipmentkand with spaéé and financiaT_ '
management problems, among dthers. ' |

F)  The present plans within the State Courts Administratpr's‘officé‘tb 

extend the SWJIS systém to include all divisions of the new consolidated

. circuit courts should be carried out.

G) To increase local adm1nlstrat1ve capac1ty, a p110t program should

be instituted and evaluated w1th1n three to five circuit courts to

provide a court administrator for the ch1ef.3udge,,or,a reg1ona1 administra-

tor for two to three circuits. | :

H)  Planning, research, and training capab11fty should be expanded by
combfning these functions under a coordinator who‘answers dirpct]y’to |
the State Court Administrator. ‘ , |

I) If the State Courts Admihiétrator's office is/tb assist'the §upremes
Court in following constitutional mandatés, a Targer staff is eSsentfé]._”
To assure that coordination and efficiencyAwiif éontﬁnue in the ¢oming,‘;
period of ‘sudden growth and demahding schedules, itlis>recommehded‘that‘
a Director of Operations p051t1on be created, to report directly to ‘the

State Courts Adm1n1strator ‘

J)  The staff 1ncrease in the off1ce of State Courts Adm1n1strator will
require add1t1ona1 space “The- short ~range- so]ut1on may be to rent space
in other locations, but in the long run, the off1ce should be conso11dated

~ to maximize efficiency and communjcatvon.

Lo



1I. . BACKGROUND

e

A. 0verv1ew of Recent]y Enacted Leg1s1at1on

The recent Missouri 1eg1s]at10n designed to effect changes and
‘impkovement in the justice process and state court system includes:
| ~ Senate Joint Resolution 24 (the new Judicial AFtTiE]e)
House Bi11 1634 (implementing judicial legislation)!
Senate House 60 (the new CriminaTVCode)
House Bi11 241 (Speedy Trial Bil1)

1. The‘dudicia1 ArticTe and Imp1ementing Legisiation

The new Judicial Article abolishes courts of limited or special
jurisdiction and establishes a three-tier structure: the Supreme Court;
the Court of Appeals, with three geographical Jocations; and the Circuit
Court, with magistrate, probate and municipal-division. Statutory
‘proviéigns are eXpected to specify state funding of some personnel
previously fUndéd by cbuntiés, establishment of administratibe authority
in the chief circuit judge in‘éach judicia]bdistrict? and a number of
other changes designed to improve the judicial system. Although the
‘Article becomes effective January 1, 1979, some statutory provisions
‘,re1ating to state funding are postponed until July 1, 1981, |
© 2. The Criminal Code ‘ o

Effective January 1, 1979, this reviéioh consolidates and
simpTifies the old criminal code, reducing the number of sections from
491.to 238. It constitupgs akcomplete kestrucfuringfof,thé‘ériminal
Taws 9f{M15$ouri, repea]ing_archaic terminology and substituting c]ear;‘

modern and‘spe&%fic standards.

1 ThTS bi1l has not passed as of th1s wr1t1ng, but is expected to be
: enacted in the 1978 season.
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3. Speedy Trial étatutes

Effective September 1, 1978, a defendant must be arraigned
within ten days from filing of'information of indictment and, if a plea
of "not guilty" is entered, must be tried within 180 days from arraign-
ment. |

B.  Description of the State Courts Administrator's Office T L é%

By Supreme Court Rule 82103, the State Courts Administrator is
responsible for, among other things: '

1)  the improvement of the administrative methods and systems
in the office of the clerks of the Missouri courts,

2) the collection and compilation of stat1st1ca1 data re1at1ng
to court caseload, expenditures and facilities; and .

_3) ‘budgetary‘estimates'and recommendat1ons on-state appropriations
) necessary. for the ma1ntenance and operat1on of the Jud1c1a1
system. a
To carry out these duties, a staff of thHirty (30), including a data
processing (EDP) section of ten (10), is deeply involved in tne develop- ' “;5
ment and‘imp1ementation of a manuaT recOrd—keepinglsystemkfor the circuit' | |
courﬁs with an automated statistical component and‘the‘development of an
appellate court automated statistical system. _The Sfate'Courts,Administrafor's 1k’.
office handles budget preparation; grant procurement and administration; ‘
processes payroii, appointed counsel and‘operational ob]igatjons; administers
the public defender offices and the temporary assionment of judicial
manpowers; and‘administers and conductsitraining Programs‘for judges andf
kother court personne]' ' | ‘} : |
The staff is hampered in carry1ng out is respons1b111t1es by
particularly crowded quarters jn the Supreme Court bu11d1ng " The off1ces,
or1g1na11y spac1ous and a1ry in design, cannot accommodate the numbers ‘f

of peop]e necessary for eff1c1ent performance of the above tasks and

~ others resu1t1ng from the new Jud1c1a1 article and\]egislatwve'action;~"



II1. IMPACT OF NEW LEGISLATION ON

. THE STATE COURTS ADMINISTRATOR'S OFFICE

LS

A.  Tasks for the State Court Administratok's Office Imposed or

Expanded by the Legislation ‘

Within recent years, Kentucky, Alabama, South Dakota, Maine, Nebraska,

and West Virginia have experienced some court consolidation and partial
or total state funding of courts. Their experiéhce has demonstrated
that orderly tkansition and successful implementation éntai1ed extensive
vana1ysis of administrative duties and anticipated problems, long and
careful advance planning, assessment of resources available and needed;
- and detailed decisions by the State Courts Administratorfs office.

- Oregon, Kansas, North Dakota, and Nevada are bresent]y going through the
samé process, at least in part.

MiSSéuri is one of the most recent states to respond to a perceived
need for improvements in its court system and criminal justice process.
It has chosen to amend its constitufion and,pass'thrge,significant
pieces of 1egislation,fa11 of which will bring'substanti§1 changes at
“almost the same time. It cannot be stressed too- forcefully that to
| accomplish and implement these changes successfu11y wi]1:be a monumenta1
~ task.

‘Itris imperative that the State Courts Administrator's,offiCe
'immediate1y beginfdéve]obing the capability to undertake, in the Very;
neak future, the fo]1owingknew or.expanded~fesponsibi1ities:

| 1) Persbnnel and Budget Administration u
2) ‘Fiscal Administration

3) "Trainﬁng‘ L



4)  Technical Services to the'Circuft Courts i | v
5) Increased.Loca] Adminiétrative'Capability‘ -
6) Circuit Cburt Record Keeping- | o
7) Céntra] Transtript Preparatioﬁ
8) ~ Planning and Research
The State Coufts Administrator is td_be commended for énticipating'.
the need for intensive planning and for'beginning thé process . now. |

-1)  Personnel and Budget Adm1n1strat1on

Under House Bill 1634 (1978), the c1erks of’the c1rcu1t court,, o
all deputy clerks and division clerks will become state emp]oyees on
July 1, 1981, including those work1ng in the probate and assoc1ate
circuit court divisions.2 The circuit court clerks' sa]aries afe‘sét by
statute, but the salaries of the deputy and“division clerks shall be
within salary ranges and classifications established by,administrative
rule of the Supreme Court.3

a) Employee Inventory

~The establishment of salary rangeékand c1a$sifications’by’f
~the Supreme Court will requ%re several tasks to be comp1éted first by
‘the office of the State Cod%ts,Adm{nistrator.k-The’first;ofktheSe Wi11‘
‘be to make an inventory of a]1;emp1oyeeé Who‘wi11 become étate,funded.
For eaéh,]otation, the inventory should 1ist‘eachremp10yee by‘name;'
socia1 security number, job tft]e, aSsighment, and:salaﬁy, The inventory
is necessary, because it is dbviOus fhat~a‘classificatioh‘and.sa]éry'f
plan'canﬁot be eétab]ished'withoUt'knowing whaf already‘exis{s"“

. F1sca1 respons1b111ty also d1ctates that an 1nventory be made,
because there is no prov1s1on in House Bill 1634 requ1r1ng any state—4 

Tevel rev1ewvor‘approva1,for the creat1on of new»pos1t1ons pr1or,to “the

‘2 -See § 483,245, p.. 373 House Bi11 1634 (1978)
3. Ibid. § 483. 245 2., P 373 ,
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advent of state fuhding,en July 1, 1981. There is also no 1imitat%on on.
‘sa1ary increaees. The on]yv1imits‘imposed in House Bl i634 (1978) is
the total amount that may be spent jh the probate and associate circuit
3udge~divisions accordihg to county population and assesseﬂ‘va]ue.
These Timitations do not apply to the number of FTE (fu]]—pime equiva1ents)
that may be employed. | |
| It is recommended that consideratjon be given to imposing the -

‘controls and Timitations mentioned above'throughkamendment to House Bi1l
.- 1634, either in the 1978 or 1979 sessions. Otherwise, the cost to the
~state migﬁt increase substantially over the estimates in the fiscal note |
attached to House Bi11 1634 (1978), not withstanding the provision that
- "the payment of the ea1aries and emoluments of deputy circuit clerks and
diviéion clerks shall be subject to the avai]ability of monies appropriated
for those purposes by the General Assemb1y or %edera] grant mom’es."4

It is'also recommended that the State Courts Administrator request,
as soon as possible, a 1ist containing the required information on the
emp]oyees of the circuit, probate, and megistrate courts and any others
,jwhose sa]aries,wi]] be paid by tﬁe state as of JU]y 1, 1951. This 1ist
shoeld‘include employees as of January 1, 1978 and any changes or additions
to date. It appears that the State Conts Administkator has this authority

~under Rule 82.03 and 82.04, Missouri Rules of Civil Procedure. If not,

it is recommended that the Supreme Court authorize the State Court |

~ Administrator to request this inforhation,and require compliance therewith.
;The'preparation‘and analysis of this list is the first step in

o ;pfepefing for the estabTishment of salary ranges and c]aésifiéatidns by
the Supremeﬂtoﬁrt;,andiit will enable the State‘COUrts Administrator to

B keep,track'of‘sa1ary‘end staff changes priof to July 1, 1981. This is

4. Ibid. g 483.245., p. 373,

3



' extremeTy important, especially if the amendments to House 8111 1634’v,“
(1978) recommended above are net adopfed.} fhe Tist should ine1ude”ajllu
employees from federa] grants. | . |

This step should be followed by an inventory to be taken after the
consolidation authorized by the new judicial article takes p]ace on
January 2, 1979. This subsequent inventory should aiso inc]ﬁde graht
funded personnel and should be verified by examination'ef eounty'payr011s“‘
and other appropriate documents and follow-up field visits as required.

The personnel inventory is the first step in the process»that will
Tead tohthe preparation of a salary‘and ciasSificatien plan to be submitted
fOPVSupreme Court review ahd adoption by ru]e, as provided. in‘House 3111 o
1634 (1978). 5 The personnel 1nventory should be comp]eted and ver1f1ed
no later than July 1, 1979. |

b) Classification ‘and Pay Plan

Preparation of the classification and pay plan should
begin after completion and verification of the personnelbinventofy.
This task involved several sub-tasks:

1) comp1et1ng quest1onna1res by all affected emp]oyees,
covering their duties, functions, and JOb content, '

2) conductwng desk audits on 60 to 75 percent of the
employees filling out quest1onna1res to verify.
responses, answer any remaining questions and
provide on-site 1nformat1on on court operat1ons,

3) determ1n1ng the pos1t10n categor1es or classes
~ to be contained in the c\ass1f1cat1on and salary
’p]an, ; ,

4) -prepar1ng Job descr1pt1ons for. each category and
- class, outlining duties and level of respon51b111ty
nd estab]1sh1ng qua11f1cat1ons,

5) prepar1ng a sa]ary p]an, taking into cons1derat1on
present compensation for comparable positions in P
~ the executive branch and the executive branch R
~sa1ary plan, compensation for comparable positions i
" in county government where the employees are located,
and- any existing classification and sa]ary plans S
"cover1ng court emp]oyees, and B o

. 5;'SUpra},ehote 2. T T e
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6) prepar1ng rules for the maintenahce and per10d1c
updat1ng of the c]ass1f1cat1on and salary plan.

These sub-tasks should be completed by May 1,-1980, so that the
classification and salary plan and the ru]es.required to admihister it
can be submitted to the Supreme Court for review and adoption no later
than June 1, 1980. This time 1imit must be met if the classification
and pay plan is to be established in advance of budget preparation for
FY 1981. Budget submission for FY 1981 1is required by ear]y‘Fa11 of 1980.

Most of the'work on the classification and salary plan will be'
accomplished separateiy for the City of St. Louis as part of the overall
cOurt’conso1idation study recently authorized by the judges of the 22nd
Circuit. The findfngs and recOmmendations résu]ting from this portion
of the St. Louis study should be harmonized with the study covering the
rest of the state and incorporated therein.

C. . Reasons for Classification Study and Plan

There are several reasons why a classification study and
estab11shment of a plan are necessary:

(1) It would not be possible for the Supreme Court to establish
realistic, equitable pay ranges without a thorough study
- of employees' duties and comparable compensation schedules.

(2) Circuit court clerks are already classified by statute
purposes. This would do the same for other court emp1oyees
to be state funded and make them similar to employees in
the executive branch who are covered by a classification .
and salary plan.

(3) A classification and compensation plan fosters fiscal
responsibility and reliability by making it possible to
estimate budgetary needs more accurately for an upcoming
fiscal year and to account for expend1tures in a preceding
f1sca1 year.

(4) A,class1f1cation and salary plan would provide a vehicle
to assure that employees are treated fairly. The ABA ,
~ Commission on Standards of Judicial Administration observed
~that a classification plan should be designed to "assure
parity of treatment of employees who do essentially the
same work, [and] to assure fair relationships regarding
compensation and resgons1b111t1es between 1eve1s of'
emplgoyee positions."

6. Rnerican Bar Association Standards Relating to Court Organization,
Chicago, I1linois, 1974, p. 94 |

-



d. Classification P]an Ma1ntenance

Once adopted, a c]ass1f1cat1on and compensation plan is not -

cast in concrete. Proper plan maintenance requires continuous review
and revision, so that the plan is periodically updated to ref]ectfchangesv
in job assignment and cdntent, employment standards, 1abor_market conditions,
and to maintain parity with employees in the executive branch. o

Failure to maintain the plan in th1s way will Tead to an outdated
out-of-kilter plan, which can result in recruitment d1ff1cu1t1es, a
higher than normal turnover rate, and gehera] employee dissatisfaction.
It is also likely that the plan may no longer be an aCcurafe ref]ection
.\of the tasks performed and the responsibilities and duties aSsigned to
employees covered by it. / |

Maintainfng a compensafion and pay plan hequire5°

° examination and evaluation of rec]ass1f1cat1on requests
properly and promptly;

0 cont1nuous comparisons with classification and’pay k
revisions for comparab]e positions in the execut1ve
branch and ;

e periodic reclassification stud1es of d1fferent pos1t1on
classes within the system

(1) Personnel Board

It is recommended that a personnel board or cbmmission;be
created by Supreme Court rule to eversee fhe é]assification’and:saTary*
plan and makexpo1i¢y decisioné pertaining to'itx- The personnel board or
commission should also serve as the review body for appeals from any
emp]oyees whose requests for rec1ass1f1cat1on have been den1ed by staff ‘ef:'
It is further recommended that the personnel board.cons1st of a
Supreine Court dJustice, Chief C1rcu1t Judqes, Cvrcu1t Court C1erks, and a

trial court adm1n1strator The exact compos1t1on of the personne1

Ca2-



board should be determined by the Supreme Court. It should be sme]1

enough that it does not become unwfe]dy, but it should still be representa-
tite of the officiats mentioned abeve. The State Courts’Administrator

or his designated representative should serve‘as.executive secretary to

the personnel board.

(2) 'State Courts Administrator's Office
| The staff of the State Courts Administrator should be included
in the'c1assification and salary plan, especially since the State Court
' Admiﬁistrator will have staff responsibi]it& for monitoring and main-
| tatning the plan under the direction of the personnel board.

{3) Inclusion of Other Units

The classification and salary plan as outlined above will
include most of the state funded non-judicia] court personnel. Con-
‘s1derat1on should be given to including the Supreme Court Clerk's office
and the Court of Appeals. If these are 1nc]uded, representation on the
personnel board should be adjusted accordingly. |

e. Staff Needs - |

It is recommended that a personnel specialist be added to
‘the staff of the State Courts Administrator, etfective September 1,
1978, to analyze the preliminary personnel inventory and to prepare the
format and procedures te be followed 1in compi]ing and validating the
personne] inventory to be made after circuit court consolidation takes
'plece oh January 3, 1979. This positiqn should be on the seniof or
journeyman Tevel, requiring at least three years of personnel experience.
It is’desireable that some of this eXperienee be ih'a'court environment.
The person filling thié position wi]] have the major respohsfbi]ity for

fconduct1ng and ma1nta1n1ng the p1an under the direction of the personne1

e board and the State Courts Adm1n1strator

-13=



“In'designing the format and prOcedurgs to be followed in mak%ng the
personne] inventory, the personnel spec1a13st éhouid wérk'ciqsely‘with
the director of information systems. The énvéntory should be automated,
not only for the efficient and timely compilation of data, but also to
brovide the basis for an automated personnel information system when the
classification and pay plan is established. The automated personnel |
information system will provide 'the data necessary for generating,the :
payroll and updating the plan. If this prbceés,is automated, the con-
troller will need only one additiona] employee at the most to hathé the i
increased workload when state funding takes éffect on Ju]yAl;'1981,
rather than four to six estimated, if the payro1i is hand]ea manua]]y}
) e | | |

The development of the automated‘persohne1 infor-
matioﬁ system W1]1'require 1.5 FTE for system analysis and‘progrémming.
This staff should be added on September 1, 1978, at the Samé time‘thé |
personne]~specié]ist comes on bbard,?but can be reduced to .5 after”the
Mpersonne1,record—payr011 system”is jn the maintenance mode. k

- {2) Other Staff

A second personnel professioha] should be hired at
the time that work begins on the c]assification plan. AThis'person can
be’at the beginhing‘levé1 with 1imited;personne1 éxperiehce‘or wifh a
recent degree in pubTic’édminiSiratibn, judicig]»gdm{nisffatﬁbn, or
personnel. This’pebsonkwi]l be superv1$ed by fhé{pgrsohne1f§pecié1isf'
already oh ihe staff. It will require at Tegét‘th staff members fok
maihtain‘and.update thévCIaésificafionuénd sa]any p1an orice itiis ‘f'
established, bécaUSe-of‘the nﬁmber of emp1dee%{ihv0]ved;" | “ |

It is recommended that both the pérébnné?ﬁ?ﬁﬁenfqry aﬁdAthe'déVéiop;a‘ﬁ‘t

ment of the cjassificationVand sé]afy bian\be*fhe féspdnSibilitylofsin#;‘f,,:
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house staff, so that trained $taff with knowledge of the Missouri:court
system and its operation will be aTready availabie to maintafn and
monitor the plan. With the‘amdunt of lead time prior to state funding,
this approach is preferab]e to usiﬁg outside consultants to conduct the
study and then adding personnel staff later. If is 1mpor%ant that the
| fecommended gchedule be foT]owed as closely as pdssible toiinsure that
 the classification and salary plan be adopted prior to budget preparation
for’FY 1981. Even thoughythe c]assifjhation dnd pay plan study is not
made by consultants, there shou]d\be a small amount of technical assis-
V'tanée funds available to provide outside assistance as needed on various
phases of the study.
It is also recommended that a budget ana]yst be added to the office
of the State Courts Administrator'on January 1, 1979. This berson
should have two or three years of public budgéting experience, preferably
in a éourt setting. This person initially would assist in the compila-
tion, ana]yéis, and field work involved in the personnel 1nvéntory.
There are several reasons for adding a budget analyst at that time.
It would provide eXperience with the Missouri court éystém, WQich is a
~requisite for technical assistance to the circuiﬁ courts in budget pre-
paration for FY 1981 and subsequent years. Téchnica]‘assistance to the
circuit courts in related fiscal areas will also be required, especially
i in those circuits Without an administrétor.‘ These include: consolidated
purchasing, inventory control, and budgét consolidation for those
ekpenditures, such -as equipment and operations,'which will stii] be
County funded. ) | |
Lést but not Teast, adequate secretarial and c]éricai suppdrt for
new staff and functions will bé feqUiredt A secrétary should be added

“on January 1;’1979 and a c]érk—typist on Julyyl, 1979}‘

=15~



f. Budget Preparation ‘ o

House Bill 1634’(1978) présent]y'prévides‘that the
- circuit judges en banc shall determine the number of emp1oyees after-the
circuit court is cdnso]idated,‘even for those'emp1oyees’who wiii be
state funded after July 1, 1981. This, in effect,‘wiTT require the
General Assembly to consider 44 separate'budgets, in additidn,td those
for-the Supreme Court, the Court of Appea]é, and the State Courts
Administrator's office. Overall fiscal responsibility and the funding “‘
source shouldkbe at the same governmental Tevel.  This is fhe;case in
virtually all of the states where the jhdieia1 system is‘statekfundedf"
entirely or substantially. :

It is recommended that serious’consideration¢be‘given to placfng
some central budget overview’responsibility within fhe jUdieia} system
for the circuit court personnel who will become state‘funded{‘ﬁAn |
appropriate mechanism for this overview might be aebudget committee f
composed of a member of the Supreme Court and Chief Circuit judges
representat1ve of urban, suburban and rural. d1str1cts The State
Courts Administrator shou1d serve as execut1ve secretary to th1s comm1ttee, '
.and his staff shou1d assist the comm1tte in budget analysis anderev1ew. |
As part of this process, hearings could be had with the 1argest>circuftsi
and reg1ona11y with the rura] ones to determ1ne needs first hand Thp,u-e
‘budget committee would then be respon51b1e for prepar1ng a conso]1dated
~budget, mak1ng those changes 1n requests as it deems;appropr1ate after.

“thorough: examination

2) F1sca1 Adm1n1strat1on |
1he State Courts Adm1n1strator s off1ce, in part1cu1ah 1ts
accountwng d1v1s1nr headed by the comptro11er, will face an expanded

fiscal work]oad in 1979 and 1981 e Preparat1on for that Pxpan51on should
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~ begin in 1978.

a. Payroll Processing

Presently six people in the accounting ddvision process
the paperwork necessary for the State Comptfo11er to pay partial or
total salaries and travel expenses for the state's appellate and circuit
judges, court reporters, magistrate jdddes andjc]erks, public defenders,
and the staff of the State Courts Administrator's office. That responsibility
will expand in 1979 to include judges' secretaries and in 1981 to'incTude
“juvenile officers and clerks, deputy clerks, and division clerks of all
_‘divisions’of the circuit courts. While the exact number is not known,
estimates have been made<that_from 1,200 to 2,000 employees will be
| added to the state payroll.

Ah automated payroll component should be developed as an intrinsic
part of the automated personnel information system described previou$1y.
This éhou]d‘resu1t in comprehensive payroll information being sent to
the State Comptroller monthly, either on tape or in printout format. If
this is done, the State Courts Administrator will need, on a maintenance
basis, one additional person in the.comptroi]er's office and a .5
employee in the EDP section. If the payroll continues to be processed
~manually, 1d its present manner, it is estimated that the comptroller
would need to add four to éix persons to his staff to handle the anticipated

workload. | '

| Development of the personnel-payroll automated systemdsh0u1d begin
September 1, 1978 with the addition of 1.5 FTE in the EDP diVision.
Although the personnei component, as has been described previously, will
be‘the‘first and most critical stage, the des%gn of the information |
~system must include, from its inéeption; f%]e space for'the data that
will be,néeded to generate payroll. Although it is not‘heCessary that

“this second stage be completed until ear1y'1981, it would be advisable

f17-"'
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to have’it operational by early or middle *1980. By'using the-systém for |
personnel a1wgady on the state payrol], any‘prob1ems in the process or
"bugs" in the'program can be conrecfed before the addition of the large
numbers of new employees in July of 1981. |

b. - Fiscal Monitoring

There is presently no system for assuring that fees,
fines, costs, and forfeitures are sent to the State Department of
Revenue by the courts accurately, timely, and completely. One‘pefson :
- should be added to the comptroller's staff to:

1)  didentify all relevant statutes and couft rules;

2) determine the degree of compliance with them by
the courts; ‘

3) work with the clerks' offices, the courts, and the
- Supreme Court, if necessary, to assure compliance;
and ‘ :
"4) develop and maintain a system that would permit
the comptroller to monitor compliance on an
ongoing basis. '
At the very least, the comptroller's dffice should be receiving copies
of transmittals sent to the Department of Revenge by the clerks' offices.
¢.  Auditing ~
Although not of 1mmed1ate'priority; cohsideration should
be .given to adding the position of an‘intérna1 auditor to the staff Qf
- the State Courts Administrator. This person would be a liaison befweeh
the officekahd that of the State Auditor,and'wbuld perform audits on‘the‘
office's ubcounting‘divisibn and the C]erks' officeé of the appé11aﬁe
and circuit éourts. ey
 Responsible directly to the State CbUrts Administrator, the person.
who holds this position should have extensive:pub]ig apditing eXperience,'

‘ preferéb]y in a court setting.
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d.  Bonding
The comptro]]er should investigaté the péssibi]ity of
obtaining blanket bonding for all state court employees, If possible,
it would eliminate the time-consuming and more expensive process of
obtaining bonding on an individual basis.
3) Training
The fact that there will be a étatewide consolidation of the
" trial courts about the same time as a major revision of the Criminal
Code and the initiation of a Speedy Trial Bill are augmented calls for
extensive training,'not only of court personnel, but also of others
affected by the changes, i.e., law enforcement, prosecution, public
defense, Attorney General's office, and queni1e justice and corrections
personnel.. In addition, there is a need to inform the general public
about-the Judicial Article, the Criminal Code, and Speedy Trial statutes.
The enormity of its task is matched by its importance. It s
estimated that to develop all needed training and informaton materials
and conduct training sessions would entail as many as 15 people for
three years; to be followed by a maintenance staff of three: a training
~director, an assistant; and a secretary. As a better alternative, it is
recomnended that these additional people be added as soon as possible to
assist the present training director, and that training funds be obtained
and dispensed'oh a contract basis as needed, For example, training
manuals can be written and workshops conducted by outside cohsu1t1ngf
‘firms to the specifications and under the gengfa] guidance of the-
' trainihg staff. | o .
',’"As an integral part of the State Courts Administrator's office, the
straining staff must be kept informed regarding the various projects

being undertaken by the rest of the staff and should be avai]ab]e to
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assist them in planning and conduct1ng tra1n1ng sessions for court

personnel on those proaects whenever necessary.

4)  Technical Services to the Circuit Courts
,Tne consolidation of the-trial courts in Missouri will give

rise to innumerable space, property, and financia]vmanagement prob]ems,
The courts will look to the State Courts Administrator’s offfce for
assistance in reso]ving these problems. This is not only to be expected,
but to be encouraged, as the office 1is in the best position to assess -
whether needs are specialized or common to aTT,courts, to disseminate
solutions used by others or provide individualized ansWers, and'to
encourage conformity where it appears desirable. |

At the present time, the office has limited ability to respond to
technical assistance requests, with the possible eXception of the court
services division. This division has the responsibility for comp]eting '
record keeping obligations, which will occupy its staff full time.
(Record keeping will be diseussedbin detail be]ow.) |

It is strongly recommended that at Teast one management anaiyst be
added to the office staff ae soon as possible to respond to‘requesés for
.technical assistance, with a second emp1oyed as soon as funding permits.
These staff members should be ab1e to analyze and make recommendations
1n the fo]]ow1ng areas:

e  building management, including security and
~ safety measures;

@  space management, including efficient traffic
patterns, space allocation, and best use of
court: facilities; :

° equipment management, including telephone
and other communication systems, typewriters
and word processors, and other’ mechan1ca1
office aids;

e property management, including ma1ntenance
.plans and 1nventory contro] methodo1oqy,
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° record, management,- including storage, micro
filming and record retention methodology; and.

) financial management, including purchasing
and accounting systems. ‘

Because it is anticipated that requests will frequent and varied,
needing immediate responses, the use of consultants would not be expedient.
It 1svessentia1 to build up and maintain in-house capability.

As well as the two generalists, avthird technician will be needed

who éan perform some of the tasks listed above, but who will be primarily
responsible for and knowledgeable about sound recording equipment.
‘Because the associate cirucit courts will be using electronic sound
récording equipment, the office will need a permanent person who can
train courts in the use of the eqUipment and arrange for repairs and
rép]acements when necessary. ' .

5) Increased Local Administrative Capabijlity

The Judicial Article provides that there will be one Targe,
consolidated circuit court within each circuit to include probate,
associate circuit, and municipal divisions. It is certain that this
will result in increased and demanding duties for the chief judge of the
circuit court. What is Tess certain is exactly what kind of duties
these will be, how frequent'and time-consuming, and what kind of assis-
tance would be most he]pfu1'to the chief judge in fulfilling them.
| Colorado met the challenge by gradua]]y‘providing a court admini-
strator for each of its district courts;7 Maine inmediately divided the
state into five regions and provided a regional court adminfstrator,to
serve all courts within each region. ‘

It is reéommended that Missouri experimént‘to see what kiﬁd of

"administrative assistance best serves it courts. Three to five circuit

1

7.‘ The court of general jurisdiction.
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‘courts, representative of urban, suburban, and rural aféaé,,shou]&‘be
selected as pilots. Each would haye a court administrator respOnsiblé 
.to the chief judge, of; for a combination of two or three, to the
respective chief judges. The administrator would work wiphthe‘éhief .
judge to determine the priorities in that circuiﬁ for imp1gméntat16n of
the Judicial Article, and would carry out the wishes of the court
~according to the plan. | |

It 1S'QXpected that each circuit.or group of circuits might use its
.court administrator for somewhat different functioné. Evaluation bf thé .
administrator's role vis-a-vis the judges and the cert c]erks, tdéether
with the type and amount of assistance expected and provided, should be
built.into the pilot study design, so that at the end of a two or three‘
year period, the circuit court Jjudges, the State Courts Adm1n1strator,
‘and the Supreme Court would have valid conc1us1ons as to the ut111ty of
this type of administrative help. | |

It iskrecommended that the administrators also serve as 1iaison
with the staff of the State Coﬁrts Administrator's office.to insure that
the courts will have a direct role in the deve]opment'offthe personne],
payro11, and record-keeping systems and in any other administrative
procedures that affect the circuit courts.

6)  Record Keeping

The State Courts'Administrator's offiée has»deve1oped'and is
implementing a‘stateW1dé'kecord~keéping system for the circuit courts.
The court services division has‘inst%tufed,a mananT'Systemvin‘a11‘
,c1rcu1ts wh1ch 18 expected to be fully automated by Ju]y 1978 Follow—
ing is the office's schedu]e for ach1ev1ng an 1ntegrated record keep1ng
system that conso11dates the new d1v1s1ons 1nto one Statew1de Jud1c1a]

Informat1on System (SWJIS)
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Goal - } Operational Date

“Associate Circuit Component July 1979

Probate Cohponent March 1979
Municipal Component July 1979

The office estimates it needs six implementers for the court
servicés division and three programmer—éna1ysts and two keypunch or
terminal opekators in the EDP section to achieve the above goals on
schedule. The staff needs are realistic, but, when the system is in a
maintenahce mode, it would appear that the office need retaih only one
implementer, one programmer-analyst, and the two data input operators.

| Repprts that woﬁ]d monitor and evaluate the effect of fhe Speedy
" Trial Act and the new Criminal Code were not originally planned, because
these plans were made prior to their adoption. Modifications to include
any necessary coding changes or additions aﬁﬁ the programming of new
output reports sﬁou]d be started 1mmed1ate1y. ‘Additional staff other
than specified above should.not be necessary, but may have to be hired
earlier than planned.

‘7)' Central Transtript Reporting

House Bil1l 1634 (1978) may pass with provisions that the

Supreme Court devise a method ofrhandling transcripts taped in the
~associate circuit court and transcribing them at the time the case is
appealed. This can be‘handled by a central pool of typists in JefferSon’
City,‘either'in‘the Supreme Court clerk's office or the State Courts
Administrator's office. | |

A better d]ternatiQe'that wou]dke1iminate double mailing costs
would ihVo]vé'p1acihg one ortmbre‘typists (depending on the load) in }

each of the three districts of the Court of Appeals.
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8)  Planning and Research Capability
’A laudable effort has been»initiated‘and is expected to be
expanded to collect information that will enable circuit court judges tb E
make more informed management decisions. Unfortunately, there is no |
staff in the office to compile ahd analyze data or to disseminate the 
results of analysis to the Judges

This is a common difficulty for all managers, not only those in the
courts. Often they can convince policy makers that a data processing
system is essential, but are unable to’persuade them to provide the |
staff to analyze the data produced by the system. Planning can only be |
guesswork, if it is not based oe reliable information, ahd innovations |
are more.valueble if they can Le evaluated with suggestions for improye-‘
ment. Also, the accuracy of the informatibn‘imﬁrOVes marked]y.when the
court sees it used and uses it itself,

A statistician should be employed to work in concert with the
planner and the trainer. Such tasks as the productlon of the annual
statistical report, the product1on of ]eg1s1at1ve 1mpact statements thev
_projection of caseload, and the evaluation of procedural changes in the
courts should be part of -this person's duties | | |

B. Reorgan1zat1on of the State Courts Adm1n1strator S Off1ce

It is ev1dent that to meet the cha]lenge of 1mp1ementat1on of a new e

."”

Judicial Art1c]e5 a new Cr1m1na1 Code, and a Speedy TrTa];]aw, the State
Courts Administrator's office must:expahd its present respthibi]ities,'
and enTafge}the scepe bf its Services to thE~COUPtS If the off1ce is to“  j
fol]ow constitutional mandates, a 1arger staff 15 essent1a1

Other states who,have had court conso11dat1on or state‘fundingkofe"

the courts have exbekienced~rapid?3taff growth.':Kentuckylwent,}
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from a staff of one to 50 in the three. years ffom passage of:the Judicial
. Articie to implementation; in the same transitional period, Alabama grew
fromfthreé;to 33 and Colorado from 2.5 to 25, even without EDP personnel
at the fime. Other offices with,state funded'coﬁrt systéms have seen
the need to employ large stéffs; Hawaii has 35; Alaska has 62; North
Carolina has 67; Colorado now has 58, including EDP; and Connecticut has
75 people. |

With éxpahded duties and enlarge staff come growing pains. It will

- be essential to have a tight organization, a more formal structure, and

a strong Eommunications network within the office. All three are necess-
ary in a time of sudden growth to be certain that members of the staff
coordinate their activities, know what each other is doing, and that the
- State Courts Administrator knows what everyone is doing. _
To assure communications flow in both directions, it is recommended
that a d%rector of operations‘positfon be created, to reportvdirect1y to
’the State Courts Administratof. The director of operations would be
responsible for .coordinating the activities of personnel involved in
budget, personnel, record keeping, data processing, and other technical
“assistance or services to the courts. This person would be delegated
Timited authority to act 1n the absence of the State Courts Administrator
and would bg ab1e to represent him when conflicting times’prevent him
from appeaking at important meetings. | |

f!~0n1y five people (besides his secretary) would report directly to
- the St&té Courts’Administrator: the’director of operations; the director
of_specfa1 projects; the internal auditor; the director of planning,
kkreseaPCh, and trainihg; and thevComptrOTTer. The audit function was
diécuésed preVious]y. The directbr of p1anhing,‘research,‘and training
is a new,bosition that'sh0u1d'be created to coordinate these functions. ;

By creating this kind of second level of management, the State Courts
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. Administrator would have a'workéb]e fiumber of people with whom to:make
internal policy decisions, plans and priorities.

_fhe director of operations would supervise theblargeét'numbeﬁ df
people, but should, of course, organize a hierarchial structure to
promote efficiency and comnunication.

' A recommended organization chart is provided. It has been organ—
jzed according to function rather than by perSOnne]. It does not
represent numbers of present or énticipated staff, nor does it recommend
h%erarchies within the five categories of staff supervisors responsible
directly to the State CourtS'Administrator.' |

The necessity of adding personnel to the office dkamatizes an
already severe problem of space 1imitatibn.in the Staté Courts Admini-
strator's office. This is not an uncommon,situation; the Co]orado State
Court Administrator's office,.for example, operated ffom'four separate
offices at one timé before‘moving to a'central tocation in thé new
Judicial Building.

The difficd1ties of wgrking,in séparate Tocations cannot be over-
yemphasized.‘ Communication,‘which has been already noted as’being of k
high,priority, suffers.‘vTime is waéted in travelling, be it by fobt or
car. Telephone and reproductioh‘cdsts rise. WOrse, the staff tends_td
segment itself and deVe]op divisibn, rather fhanisystem,yioya]tiés.

- It is strongly recommended that the State‘COufis'Administrator
~attempt tobkeep all hié staff fn one Tocation. ’Failing thét, he should
try to have no more than two.  If he has tb”mékevthe 1a£ter comﬁromise,'
‘it’wou1d make-sense to keep the datazprocessing section‘wheke it is
presént?y 1ocated. Costs of bui]ding a new éoﬁputer'foom and’moving

computer hadearekare very‘highQ



IV. LONG-RANGE IMPLICATIONS

| The recommendations in this report are‘primari1y short-range,
covering the per1od between the date of this report and July 1, 1981,
Nevertheless, they have long-range implications. Most of the add1t1ona1
staff positions recommended for the State Courts Administrator's office v'
will remain after July 1, 1981. These staff additions make it imperative‘
that more office space be found in the 1mmediate future, but, if this
additioha] space is in one or more separate locations, there should be a
Tong-range plan fdr eventual staff consolidation. Ohe possibility
bearihg.éonsideration is a separate building with adequate facilities
for judicia? education programs and training for other court personnel.
’ Education ahd training requirements will continue to grow, as the Missouri
kjudicia] system faces the;needs of the Tast two decades of the 20th
centuky.
It is not possible for forecast additional long-range staff needs
of the State Courts Administrator. These will depend on several factors,
including, but not 1imited éo: | |
1)  technical assistance requests by fhe circuit courts;

2)  type of administrative structure adopted by the circuit
‘courts,

3) possible expansion in the scope of state funding to
include operations, equipment, or both;

4)  technological change;
5) appellate and circuit court‘casé1oads; and

6) poss1b1e legislation imposing additional or different
: respons1b111t1es on the courts. :

Any df’these cou]d"1eaq to additional staff needs, but the organ-
“izational struCtuke;recommended for the State Courts Administrator’s

i 6ffice should be suffiéient to meet both.short-rahgé andf1ong4range
duties and responsibilities.
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ORGANIZATION CHART, BY FUNCTIONS, O THE MISSOURT

STATE COURTS ADMINISTRATOR'S QFFICE

STATE '
-COURTS
ADMINI-
STRATOR '
{_SecrEtary )
. ] 3
SPECIAL : AUDITOR COMPTROLLER PLANNING, DIREZCTOR
PROJZCTS ' . RESEARCH, . oF
DIRELCTOR TRAINING CPZRATIONS|
‘ CCORDINATOR o K
s ‘ ‘ o i I
St. Louis Auditing Fiscal Planning, ~BDP, | .
Project Admini- Grant Budget, .
stration Writing, Personnel,
including: Reseaxch, Record
Payroll, = . Statistical . Keeping,.
Court Appt. . Reports, Techrnical
Counsel, “Impact Assistance.
Purchasing, Statements, ' j
CGrants’ : Training '
: ~ Monitoring,.
.. Fiscal : :
lonitoring i
of the |

Courts
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TITLE

- Director of Operations
* Becretary for the above

Personnel Specialist

Management Analyst

Programmer—Analysts for

.personnel-payroll system
"Sound Recording Technician

.. Record-Keeping Implementers .

Programmer—Analygts for SWJIIS
Training‘Assistant

Clerk-typist for training

Secretary for personnel, budget

Management AnélyStf

Budget Analyst
Piogrammer—ﬂna@yst for SWJIIS
Data Input Operators

Research, Planning, Training

Coordinator

Statistician

Secretary for Research-Planning

- Personnel Assistant

Clerk~typist for

~personnel, budget
‘Fdscal Monitor
Payroll Clérk

"Auditor

Clcrk~typist‘4 genc:dl office

2L, "AND STARLING DATES
70 THE MISSOURI STATE COURTS ADMINISTRATOR'S OFFICE

FOR ADDITION

DATE

September 1,

September 1,

Septembexr 1,

September ‘1,

September 1,

September 1,

September 1,

September 1, -

January
January
January

January

.,january

July 1,

July 1,

Julyyl,

CJuly 1,

Juiytl,
July 1,

July 1,

SJduly 1,

July 1,

‘ September 1,

- September 1,

1978

1978

1978

1978

1978
1978

1978

1978

1978

1978

1, 1978

1, 1979

1, 1979

1, 1979

1, 1979

1979

1979

1979

1979

1979

1979
1981

1981

1981
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