%

If you have issues viewing or

accessing this file contact us at NCJRS.gov.

Fow

WORK MEASUREMENT STUDY
S OF

UNITED STATES PROBAII{ON OFFICES

Administrative Services Division
Management Services Branch

June 1981




“:1

RN I SN
EXECUTIVE SUMMARY

aud Lo 1082

This report contains the results of a work med387EmshtSSEUH 18onducted
to determine the staffing requirements of the United States Probation
Offices. The study was performed from October 1980 through June 1981 by
management analysts of the Management Services Branch, Administrative
. Services Division, Administrative Office of the United States Courts. The
resultant staffing formula will be used to predict future budgetary require-
ments and to allocate positions to iIndlvidual districts on an equltable
basis.

Prior to performing the actual work measurement, a detalled and
standardized description of all work requirements of the probation offices
was developed. This description was used as the basls for measuring the
amount of work requlred to be performed in a probation office and the amount
of time required to complete the work. On-site measurements were performed
at 24 selected probation offices by the management analysts.. The workload
and workhour data collected were used to develop nine standard staffing
ratlos applicable to all probation offices. An additional staffing ratio
was developed to account for pretrial services activities at those probation
offices where such are provided.

It was determined through analyslis of the measured data that the
primary workload factors and most reliable Iindicators of the staffing
requirements of the probation offices are the numbers of clients under high/
low activity supervision, presentence and postsentence reports prepared,
collateral reports prepared, violation reports prepared, drug aftercare
clients, ball reports prepared, and miles traveled during field work.
Separate workload factors were developed to account for clerical functions
and management and support activities. These were predicated upon the out-
come of applying the aforementioned workload factors. Work wunit time
standards for each of these workload factors, except miles traveled, were
derived and were the basls for the development of the staffing ratios
contalned in the report.

The standard staffing ratios encompass all currently required work of
the Unlted States Probation Offices. The ratlos may be applled to elther
historical workload data or to an officlal workload forecast to determine
future staff requirements for the probation coffices. Although all known
work requlrements were included in the work measurement, 1t is anticipated
that because of changes that may be generated in the future by the institu-
tion of additional or more ccmplex operating procedures, new leglslation,
increased experience in high and low activity supervision, or additional
work requirements or methods, a re-evaluation of the measurement data will
accordingly be required. In this regard, the Management Services Branch of
the Administrative Services Division should be scheduled to perform a
re-evaluation measurement of the probation offices for the purpose of
updating the standard staffing ratios. This action should occur during
fiscal year 1985 or 1986.
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The work measurement study was performed in concert with an ad hoc
advisory committee consisting of Probation Division and probation office
personnel. This study report was reviewed by the members of the committee
and subsequently endorsed at a meeting in Washington, D. C. on June 23,
1981, The committee recommended that this report be forwarded to the United
States Judiclal Conference for review and that the Judicial Conference adopt
the standard staffing ratlios as the official basis for determining future
staffing requirements for the United States Probation Offices.
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I.

II.

PURPOSE..

The Committee on the Budget of the Judiclal Conference at its
September 1978 session recommended that the Administrative Office
"reevaluate the current staffing formula and the 50:1 ratio being
used with respect to the supervision of probationers and parolees."
The work measurement staff of the Adminlstrative Office, in coordina-
tion with the Probation Division, agreed to develop through work
measurement procedures a new staffing formula which wculd identify
workload factors to account for all required work of the United
States Probation Offlces. The staffing formula, upon approval by the
Judiclal Conference of the United States, is intended for budgetary
and allocation purposes.

BACKGROUND.

The Work Measurement Section of the Management Services Branch,
Administrative Services Division, was requested to plan, schedule,
and perform the work measurement study, and report therresults of the
study to the Probatlion Division and the Executive Assistant Director
of the Administrative Office by June 30, 198l. An ad hoc advisory
comittee was formed to assist and advise in the plamming and
development of the study. Ten probation office personnel consisting
of chlef probation officers, supervising probation officers, and
chief clerks were selected as members of the camlttee which was
chalred by the Deputy Chief of the Probatlion Division. The committee
met wlth representatives from the Management Services Branch and the
Probation Division in December 1980 to discuss key points relative to
the study and make recommendations which would ald 1n the standards
development process. The committee served as the representative body
for all probation office personnel. Its members provided input
regarding work requirements; past, present, and future considerations
as to staffing requirements; and other information required for
conducting the study.

To ensure that all functions of a probation office were included
in the measurement, a detailed description of the requlred work was
developed by the work measurement team with the assistance of the
Probation Division and the ad hoc advisory committee. The work cate-
gory descriptions at Exhibit A were developed from available informa-
tion concerning operating procedures, the workflow process, probation
manuals, and work descriptions as provided by the Probation Division.
The descriptions were .endorsed by the committee and the Probation
Division as being common to and covering all required work of United
States Probatlon Offices.

The work measurement analysts, using stratified random sampling
techniques, selected 25 probation offices to be measured on-site.
These included twenty headquarters offices and five staffed branch
(divisional) offices. During the measurement phase, vne of the five
branch offices was measured Iin conjunction with 1lts headquarters
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thus reducing to twenty-four the total number of on-site
;ggiliiément locations% Factors used to select the measurement sites
included workload volume, geographical dispersion of operations,
nunber of assigned personnel, and clrcult representation. The
selection of offlces was reviewed and endorsed by the Probation
Divislon and the ad hoc advisory committee as being representative of
probation offices rationwlde. The selected probation offices were
scheduled for on=-site measurement by the analysts for perlods of one
to two weeks depending on the relative workload volumes of the

offices.

24 on-site measurement locations and their corresponding
numbetll':;le of assligned persornel are listed below. Assigned strengths
as of February 1, 1981, were provided by the Probation Division og
were acquired on-site during the measurement visit§; assigne
strengths for Georgia(N) and Illinois(N) include Pretrial Ser'vicrels
Agency staff. Except where footnoted, measurements encompassed the

entire district.

ASSIGNED STRENGTH

QOFFICE DISTRICT

Montgomery Alabama (M) 15
Little Rock! Arkansas (E) 19
San Franciscol California (N) 66
Denver Colorado 30
Grand Junctign2 Colorado l?i
J acksomjgille Florida (M) 1

Atlanta; Georgla (N) ' 49
Chicagos I1linois (N) 108
Wichital Kansas 10
Boston Massachusetts 46
Detroit Michigan (E) 89
Kalamazoo® Michigan (W) f
Greenville® Mississippl (N) 3
Kansas City Missouri (W) __?9
Billings Mcntana il
Omaha Nebraska 9
Albany New York (N) 12
Brooklyn? New York (E) 89
Raleigh North Carolina (E) 29
Portland Oregon 23
Philadeéphia Pernsylvania (E) 82
Houston Texas (S) 33
Huntington : West Virginia (S) 12
Milwaukee Wisconsin (E) 11

1Includes Volunteer Pretrial Services

Branch Office Only Measured

Includes Probation-Operated Pretrial Services Agency
eadquarters Office Only Measured

tlal Measurement Slte

eadquarters Office and Two Satellite Offices Measured

III. ORGANIZATIONAL OVERVIEW OF PROBATION OFFICES.

The typlcal organizational structure consists of a chief proba-
tion officer, a deputy chief probation officer in the larger dis-
tricts, and, depending on the number of line probation officers,
Supervising probation officers. The supervising probation officers
usually have the responsibility of overseeing a unit consisting of
6-10 probation officers and possibly the clerical support for this
unit. These units may represent speclalized functions such as drug
af'tercare, high activity supervision cases, or low activity super-
vision cases. The organlzation for the cleriecal support i1s less
uniform. The chief clerk, who is also the chief probation officer's
Secretary in the smaller districts, is the supervisor for the cleri-
cal staff in some locations, particularly if the clerks are organized
in pools rather than working for a specified probation officer.
Several of the larger offices have elected to assign the clerical
staff to supervisory clerks. 1In many offices a clerk supports two
specifiied probation officers, and the officers and supervising proba-
tion officer have the authority and responsibility for the clerical
staff. These differences do not have a significant Impact on work
accomplishment times as measured.

The four branch offices visited and measured by the analysts
are staffed with either an officer-in-charge or a supervising proba-
tion officer overseelng the operations. The chief probation officer
of the district occasionally visits the branch office but this
practice was found to be minimal in terms of time spent. In the
branch offices measured on-slte, llttle or no variation was found in
the time to accomplish a unit of work as compared with corresponding
times in headquarters offices, 1llustrating no significant procedural
differences between the two. The management and support function is
proportionate to the staff size of the branch offices as is found in
the headquarters offices.

WORK MEASUREMENT METHODOLOGY.

The primary technique used in measuring the work of the proba-
tlon offices was operational audit. This method was used to deter~
mine the frequency of accomplishment of the tasks which are required
to be performed by the probation offices as specified in the work
category descriptions contained in this report. This method was also
used to determine the average time spent accomplishing each of those
tasks by probation office persomnel. Collection of these two types
of data enabled the total productive hours to be quantified as a
function of all work accomplished at each of the probation offices
measured. To ensure consistency In the measurement techniques and
procedures used as well as famillarity with probation dutles and
responsibilities, the analysts Jointly performed a one-week, on-site
measurement of the Brooklyn, New York (E) Probation Office before
proceeding with the measurement plan. This visit also provided the
opportunity to refine the measurement plan as well as to test ard
clarify the work category descriptions.




btaining average times
The operational audit was performed by ©
at the 24 Seasur'ement locations to aci:complisclil nczacgy tz;snlée svpfec‘ii‘ri];d t}iure:
the work category descriptions. This was do e
chief probation officer and kmowledgeable supervising je‘mdl linisgggte)?.
tion officers, probation officer assistants, and cle.r' c:ad pbe 0 H
by observing the performance of various operations; arx y timing
operations with a watch, when appropriate. Firequencé:s orf;a p%crf:%r'r-eg;g
ach task were obtained from historical records, s
aggk eugit data collection forms submitted T‘;oi andc;l t:or‘rgléef;;dri?{e gag};
measurement location prior to the visit. 5
t exist for a particular
the analysts. When these sources did no 2
btained through estimates Dy
task, frequencies of occurrence were O O o wculation
able probation office persomnel. To fac
gowt%ﬁggestandaprd staffing ratlos, all measured frequencles were
converted to an average monthly basis.

k which is the responsibllity of the probatlon offices
was fnncllsixdgcc)ir in the measurement and in subsequent coxnpu’catior;lst ‘go
derive the standard staffing ratios. Therefore, any hours s;;})ce suc%,u
probation office personnel performing non-probation office wo éluded
as dlstrict court clerk's office responsibilities, have bi?‘? (ei.xin ded
from the study. No instances were noted where tasks speclllie In e
work category descriptions were being performed by gxgn—g;gied on
office personnel. Nor were there any workload backlogs lden
the 2l offices measured.

1ittle variation among the measured locations with
respezgeptcea :qzsipment on hand. Several of the larger offices vlsiteng
have word processing equipment or antomatic typewrlters. Howeve;(,)‘md
significant differences in per accomplishment times . }:vere -
between those offilces possessing word processors andbil ftse - vingedit
none. Beneflts of word pr'%c;es:grs, other th:illtré?' fiaé%z Irnvg R ors
text rapidly, were found minimal. >
assignecli) or'yhave access w a copying machine. 'Ihet&irfl%lys%i Vciiaci 12?1‘;
find equipment belng utilized that would require ste El%a Ny
from the norm. Likewlse, no local rules were found sign o
cantly impact the total productlve staffhours of one office cc;mnpathe
to another, and thus require no special considerations
development of the standard staffing ratlos.

DEVELOPMENT OF WORK UNIT TIME STANDARDS.

the
Following completion of the on-site measurement phase of

study, extens%ve statistical analyses were performed on tt?)e wzg?%oiig
data collected and hours measured. In order to express the 8 aIfing
requirements of the probation offices, staffing ratlos were osen
over other statistical methods such as a multivariate ?quati "
derived from correlation and regression analysis. Benefits of ra 12_
compared with other staffing formula formats include a less comp. -
cated form, a relationshlp showing the units of work one persc;ri
expected to produce, and ease of computation of staffing mqmlgi:
ments. Additionally, the ratlos may readily be converted to
variate equation format.

The first step in the analysis was to develop matrices charting
work categories and tasks against frequencies of occurrence and per
accomplishment times as measured at each of the 24 locations. These
times were compared to determine how they were related proportionally
from one office to another. Times which appeared extreme were
examined for rellablility and representativeness to determine whether
they should be included in developing the staffing ratios. It was
not found necessary to eliminate or adjust times measured, and subse-

quently, all raw data gathered on-site were Included In development
of the ratlos.

The next step was to determine what basic work activity groups
directly influence a probation office's staffing requirements.
Analysis of the work category descriptions and the assoclated hours
measured for each category resulted in nine functional groupings of
homogeneous work activities. A workload factor was then ldentifiled
for each functional grouping. A workload factor (WLF) 1s defined as
a primary or prinecipal generator of work for a functional work group.

The functional work groups and thelr assoclated WLF's are presented
in Section VI. '

For each of the 24 locations, the measured hours for the activi-
ties contained in each group were added to produce a functional work
group total, then divided by the average historical wolume (frequency
of occurrence) of the associated WLF's at that location. This calcu-
lation produced a mean time commonly referred to as a work unit time.
After having determined the work unit time for each functional work
group for the 24 locations individually, a work unit time standard
was calculated for each functional work group for all of the loca-
tions collectively by averaging the 24 work unit times.,

For elght of the nine functional work groups (travel was handled
separately — see Section VIII) a graph was developed onto which the
work unit time was plotted for each of the 24 locations as well as
the work unit time standard for that group as shown at Exhibit B.
The work unit time standards at Exhibit B (as derived from original
measured data) have since been superseded by the work unit time
standards shown on page 7 of this report. This was due to a
re-evaluation, remeasurement, and reclassification of probation
officer and clerical dutlies. Upper and lower control limits for each
of the work unit time standards were computed at two standard devia-
tions to determine if the 24 individual work wnit times were normally
distributed about the mean (the work unit time standard).

There were several graphs wherein one or two work unit times
fell outside the control limits. With one exception, these work unit
times were considered acceptable and normal according to the
"Principles of Normal Distribution", which state that a normal dis-
tribution at two standard deviations includes 95% of the samples
falling within the upper and lower control limits. The exception was
the work unit time for clerical functions at Kalamazoo, MI (W).
Because Kalamazoo's clerical staff of one was not available for
interview at the time of measurement, the data collected for this
functional work group was Incomplete, unrepresentative of clerical
support requirements for that offlce, and therefore omitted from
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calculation of the work unit time standard for the clerlcal functions
group. Since subsequent analysis of the points outside the control
limits did not reveal any clrcumstances abnormal to the sampled
population of probation offices, all other data polnts were retailned
in computing the work unit time standards for each of the elght
distributions.

The "Central Limit Theorem", which 1s used to describe normal
distributions, states that the mean of a normal distribution of
sample means 1s an accurate approximation of the total population
mean. In this case, the calculated mean (work unit time standard)
for each of the eight distributions 1s an accurate approximation of
the mean for the total population of probation offices. It 1s there-
fore concluded that the work unlt time standards computed from the
work measurement data are standards that may be appllied to all United
States Probation Offices. These work unit time standards are pre-
sented in summary in Section VI, following.

DEVELOPMENT OF STANDARD STAFFING RATIOS.

The staffing ratios shown below represent the WLF volumes or
frequencies for the accomplishment of which one person 1s required.
These ratios equate to the maximum workload volume expected of an
employee working a normal forty hour workweek. The work unit time
standards described above are the basls for these ratios. Ratios one
through five and nine were calculated by dividing the monthly staff-
hour availability factor for one person (defined in Exhibit C) by the
work unit time standards on page 7. To be in accordance with VILF
definitions and consistent with the sources of count, ratios two,
three, four, and nine were then multiplied by 12 to convert them to
an annual basis. Since work unit time standards six and eight on
page 7 represent decimal hours spent for management and support and
clerical functlions, respectively, per one staffhour of probation
officer persomnel, those staffing ratlos were calculated by dividing
one by the respective work unit time standard. Staffing ratio rumber
nine (Pretrial Services) is an additive ratio in that it applies only
to those probation offlices that perform pretrlal services functlons
as part of the pllot program authorized by Congress. All ratios were
rounded to a minimum of two significant diglts.

Probation office staffing for each district may be determined by
dividing the appropriate WLF volumes for each district by thelr staf-
fing ratios and then suming the results. It 1is Iimportant to note
that (1) the staffing ratios and thelr corresponding workload factors
were determined to be representative Iindicators of the staffing
requirements of the probation offices; and (2) the staffing ratios as
computed encompass all known wo,°k presently required to be performed
by the probation offices as defined in the work category descrip-
tions. The following chart deplcts the functional work groups, work
unit time standards, and staffing ratios to be used to compute staf-
fing requirements. Succeeding that chart 1s a corresponding listing
of workload factors to be used when applying the ratios, workload
factor definitions, and sources of count.

S-\

FUNCTIONAL WORK GROUP TI%%ERD _S%A'IF%SE

1. ?lient Supervision o

o B 1%

2. Presentences 18.006 99: 11
3. Collaterals 4,910 357:1
4. Violations 8.277 :
5. Dr'gg Aftercare and Contracting -
or Drug Aftercare 1,304 112:1

6. Management and Support 141 7.09:1
T« Travel Not Applicable 60,000:1
8. Clerical Punctions .600 | 1.66:1
9. Pretrial Services (Additive) 15,956 110; 1

WORKLOAD FACTORS
1. WLF: Clients Supervised.

EEFINITION: Total rumber of clients under
upervision and (b) low activity supervision.

v .

SOURCE OF COUNT: Probation Form 9, Monthly Inventory of Active

and Inactive Cases and Pr'esentence,Investigation Forms, line E
3 )

colum Total. High ang
Probation Divisi r;sh low case totals will be provided by the

(a) high activity

2. WLF: Presentences,

DEFINITION:

Annual tot
prepared. al of presentence and postsentence reports

SOURCE. OF COUNT': Probation Form 5, Quarterly Accounting of

Reports, lines 1 plus 4
poport c’;uar*ter rvepgrt. » colum Yearly Cumulative Total on the

3. WLF: Collaterals.

DEFINITION:

Annual
prepared. total of collateral investigation reports

SOURCE OF COUNT: Probation Form 5, Quarterly Accounting of

Reports, 1ine 2, col
quar'ter-’repopt, s um Yearly Cumulative Total on the fourth
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WLF: Violatlons.
DEFINITION: Anmial total of violatlon reports prepared.
SOURCE OF COUNT: Probation Form 5, Quarterly Accounting of

Reports, line 6, column Yearly Curmlative Total on the fourth
quarter report.

WLF: Drug Aftercare Clients.

DEFINITION: Total number of clients In the drug aftercare
program,

SOURCE. OF COUNT: Data provided by the Probation Division.

WLF: Probation Offlcer Positions.

DEFINITION: Number of positions authorized through application
of staffing ratios one through five.

SOURCE OF CQUNT: Sum of positicns authorized through application
of staffing ratios one through five.

WLF: Miles Driven.

DEFINITION: Ammual total of miles driven by officers in con-
ducting field work including miles driven in GSA and privately
owned vehicles.

SOURCE OF COUNT: Data provided by the Probation Division.

WLF: Probation Officer Positions.

DEFINITION: Number of poslitions authorized through application

of staffing ratios one through seven.

SOURCE OF COUNT: Sum of positions authorized through application
of staffing ratlios one through seven.

ADDITIVE WLF: Ball Reports.

DEFINITION: Annual total of ball and collateral bail reports

prepared.

SOURCE _OF COUNT: Probation Form 5, Quarterly Accounting of
Reports, lines 12 plus 13, column Yearly Cumulative Total on the
fourth quarter report or the rumber of Pretrial Services Agency
Forms 4 submitted.

BB e L
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VII.

All investigative reports recorded on the Probation Form 5 were
credited toward elther workload factor volumes as shown above or the
measured hours for the appropriate functional work group. As such,
hours to perform types of investigative reports contalned on lines 3
(preliminary), 5 (pretransfer), 7 (prerelease), 8 (special), 9
(furlough/work release), and 10 (supervision) of the Probation Form 5
were Included within the functional work group for Client Super-
vislon. Likewise, time for parole revocation investigative reports
(1ine 11 of Probation Form 5) was included in the functional work
group for Violations.

The WLF's chosen for the staffing ratios are independent vari-
ables, that 1s, their volume or frequency of occurrence is not
controllable by a probation office. Dependent variables are the
total hours spent in each functional work group since they fluctuate
wlith and are dependent upon the volume of each WLF. Thus the staff-
hour requirements for a probation office can be determined when the
work unit time standards and resultant staffing ratios for each func-
tional work group and thelr respective WLF volumes are known. All
workload factors were selected because they have a major impact on
measured staffhours as demonstrated by the rumber of hours required
for completlon of each.

COMPUTATION OF TIME STANDARDS FOR CLIENT SUPERVISION.

During the computation and analysis phase of the study it was
found necessary to develop two work unit time standards to account
accurately for supervision workload: one for cases classified as high
activity and one for low activity cases, both as defined in Chapter 2
of Supervision Monograph, Publication 106, implementation of which
began in Jaruary 1981. Chapter 2 of this publication, which was
written by the Probation Division, contains a uniform classification
system to be used by all probation offices for classifying cases as
high or low. Different requirements in the rnumber of face-to-face
contacts for high/low supervision cases caused a significant varia-
tion in hours spent supervising clients under the high/low criteria.
In order to determine these time standards, all 24 measurement loca-
tions were requested to provide the mumbers of cases for thelr
districts classifled as high and low. Based on the responses, an
average of 42% was classified as high and 58% as low of 14,646 cases
that were classified according to Publication 106 guldelines. These
data were coordinated with the Probatlon Division and are used as the
basis for development of the staffing ratios for client supervision.

Subsequently, all 24 measurement locations were requested to
provide the average mumber of face-to-face contacts per case per
month, including both personal and collateral contacts, under the
high/low criteria. Responses were based upon elther actual experi-
ence under Publication 106, if available, or upon projections using
historical data under the old maximum, medium, and minimum classifi-
cations. Results averaged 3.4 face-to-face personal and collateral
contacts per case per month for high activity cases, and 1.5 face-to-
face personal and collateral contacts per case per month for low
activity cases. Actual time for face-to-face contacts had been
measured Initially on-site as part of supervision work arnd averaged
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VIII.

tes r contact. In developing the two separate time
22%@2?}:13 for'p?:lient supervision, the overall work 1:1nit time Z’gand%rg
for all client supervision cases (as shown in Exhibit B) was .j%i e
up for high activity cases and down for low activity cases. . wits:i
calculations were made using a base of 30 minutes per contac N
42% of all cases classified as high at 3.4 contacts per month an
classified as low at 1.5 contacts per month.

OPERATIONAL VARTATIONS.

Wide variations were noted in the travel, pretrial services, and
drug aftercare operations of the of fices measured.

ravel time was measured as an inherent part of the work cate-
gor'ierg. Total travel time varied dramatically among the measurement
locations, indicating the need for development of a separate factog
to account more accurately for this time. Travel time was separate
into two major types: (1) time spent traveling to meetings, i10_}01;1—-
ferences, training seminars, institutions (for orientation visits),
and branch offices; and (2) time spent traveling in the performance
of field work consisting of client supervision and presenterécg
investigation duties. Analysis of the first type of travel mdicaie
that 1t was basically a function dependent upon the size (that is,
number of personnel as determined by workload volume) of the proba-
tion office. Staffing for this type of travel, therefore, ig
accounted for in the functional work groups in which it was measure
as reflected in the volumes of the assoclated WLEF's,

Time spent for the second type of travel (f1eld work) was found
to be pr'imalrﬁly a function of the rumber of miles driven while per-
forming presentence investigation or supervision field work. Hours
driving in the performance of these two activities were deducted from
the measured data and a separate staffing ratio was developed to
account for this time. Predicated upon an estimated average driving
speed of 35 miles per hour (based on 50 miles per hour in rural ar'eaz
and 20 miles per hour in urban areas), a staffing ratio was derive
equating every 5,000 miles driven per month (or 60,000 miles per
year) to one person. It is important to note that the staffing ratio
for travel encompasses only time spent driving, not total time spent
in the field. The Probation Division has concurred with the develop-
ment of this factor.

Four of the twenty-~four measurement locatlons provided pretrial
services: two through adjunct pretrial services agencies operated by
the probation offices and two on a voluntary basis within thfa proba-
tion office 1tself. Two WLF's were considered in conjunction with
pretrial services actlvities: the rumber of persons under pretrial
supervision and the rumber of bail reports prepared. Work unit times
were initially developed for each of these potential factors. How-
ever, analysis of these work unlt times indicated that the rumber of
ball reports was overwhelmingly more influential upon pretrial ser-
vices staffing requirements than was the munmber of persons under
supervision. A single work unit time standard was developed subse-
quently by dividing the total hours spent in providing pretrial
services per district by the rumber of bail reports prepared for that
district. This time standard includes clerical support tilme.

~-10~
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IX.

Drug aftercare functions, including aftercare services provided
directly by probation officers, aftercare contracting, and clerical
records-keeping, varied widely among the 24 measurement locations.
Some offices provide all aftercare services directly, others contract
for all services but monltor the overall program, and still others
provide services directly as well as contracting for services.
Several methods were considered for formulating a work unit time
standard for drug aftercare functions. Comparison of the results of
these formulations indicated that hours spent providing aftercare
services directly per client did not differ significantly from hours
spent contracting for services while continuing to monitor programs
per client. Although those offices which had full or partial con-
tracting for drug aftercare spent less time with each client, this
was offset by time spent in contracting for drug aftercare and moni-
toring the contract and the drug aftercare facility. Therefore, work
unit times at Exhibit B were developed by dividing total hours spent
for drug aftercare functions at each measurement location (as
described in work category descriptions 11K, 13E, and 31) by thelr
respective mumbers of drug aftercare program clients. The work unit
time standard on page 7 and corresponding staffing ratio are
applicable to all probation offlices whether providing services
directly or contracting for some or all services.

APPLICATION OF STAFFING RATIOS.

The standard staffing ratios provide the Administrative Office
with a tool to be used as a basis for predicting staffing needs of
the United States Probation Offices predicated upon current or fore-
casted workloads. The staffing ratios when applled indicate the
average number of personnel rneeded to process all work required of
the probation offices at varying workload volumes. The ratios should
be applied to the workload of each individual district, not individ-
ual offices, to forecast staffing requirements. It is the prerog-
ative and responsibility of the chlef probation officers in concert
with the Probation Divislion to administer the total positions for
thelr districts and to allocate authorized positions to thelr branch
or satellite offlces as deemed necessary.

To ald in the application of the ratios, an example of how to
apply the ratios follows. Hypothetlcal workload volumes provided
below are for a probation office that performs pretrial services
functions as part of the pilot program.

WORKLOAD FACTOR VOLUMES

300 Clients under high activity supervision.

500 Clients under low activity supervision.
150 Presentence and postsentence reports prepared durlng the
year.

110 Collateral Iinvestigation reports prepared during the year.
80 Violation reports prepared during the year,
55 Drug af'tercare clients.

40,000 Miles driven during the year by probation officers.
145 Ball investigation reports prepared during the year.

-1l-



STANDARD STARF
WORKLOAD FACTOR VOLUME + STAFFING RATIO = REQUIRED
1. Supervision: High Activity 300 « 41 = 7.32
Low Activity 500 = 90 = 5.56
2. Presentences 150 =+ 97 = 1.55
3. Collaterals 110 = 357 = .31
4y, Violations 80 = 212 = .38
5. Drug aftercare 55 = 112 = 49
6. Management and Support
(7.32 + 5.56 + 1.55 + .31
+ .38 + .49) + 7.09 = 2.20
7. Travel 40,000 = 60,000 = 67
8. Clerical Functions
(7.32 + 5,56 + 1.55 + .31
+ .38 + 49 + 2,20 + .67) + 1.66 = 11.13
9. Pretrial Services (Additive) 145 « 110 = 1.32

DISTRICT TOTAL 30.93

The policy of the Administrative Office 1s to round total
staffing requirements for each district to the next whole rumber when
the first decimal position in the district total 1is equal to or
greater than .5; decimal rumbers less than .5 iIn each district total
are truncated. This procedure will result in whole rumbers equating
- to full-time positions for each district when the staffing ratios are
applied. In the example above the district would therefore require
31 positions.

In order to use the staffing ratlos accurately, there must be
rellable and consistent reporting of the workload factor volumes.
Some of these workload volumes are presently avallable through the
use of Probation Form 5, Quarterly Accounting of Reports, and
Probation Form 9, Monthly Inventory of Active and Inactlve Cases and
Presentence Investigation Forms. Additional procedures will be
necessary, however, to record and report accurately the number of
high and low activity supcrvision cases, drug aftercare clients, and
miles driven by the probation officers. The Management Services
Branch of the Administrative Services Division will be avallable to
assist the Probation Division in developing a system for reporting
thils workload.

-]2~
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UPDATE OF STAFFING RATIOS.

Adjustments to the standard staffing ratios may be necessary as
major changes or additions occur to the present work requirements of
the probation offices. These changes may be generated by new opera-
ting procedures, new legislation, additional work requirements or
methods, or other valid causes. A prime example 1s the area of
providing supervision in accordance with the high/low criteria of

Publication 106, which was belng implemented during the period of
work measurement.

In this light, the Work Measurement Section of the Management
Services Branch should be scheduled to perform a re-evaluation meas-—
urement of the United States Probation Offices for the purpose of
updating the standard staffing ratios. This action should occur
during elther fiscal year 1985 or fiscal year 1986. Likewise, a re-
measurement of pretrial services functlions to update the pretrial
services staffing ratlo should be performed at the request of the
Probation Division and upon approval by Congress of expansion of the
pretrial services program. ' :
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WORK CATEGORY DESCRIPTIONS
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This exhiblt contains the work category descriptions used in the con-
duct of the work measurement study. The original descriptions endorsed by
the ad hoc advisory committee were slightly revised to render the descrip-
tions more accurate with respect to actual work performed 1In the offices.
The clerical workload description was in particular need of revision so as
to comprehensively treat the clerical functions of probation offices. Other

revisions were of a typographical or grammatical nature.



EXHIBIT A

CATEGORIES OF WORK

PROBATION OFFICE

AND

PRETRIAL SERVICES AGENCY

CATEGORIES PAGE

Pretrial Services Intakeeeseeesescesscescosserssesssescssssesscsses
Pretrial Services Contractingeeescesscecscccscecesassssscsserscncns
Pretrial Services Supervision.ceceeeccssssscccsssosossecsssceccncnsese
Pretrial Services Fleld WOrKeeeessesssacceossrscessscnccccessssssnas
Diver'son.....l.‘.....'.0....0....l.....ll.l..l...l.......l....l.‘.
Juvenile Transfer Investigation.eeseceesccsessscescsaccvesssscesnce
Pre-Plea Presentence Investigatloneeseececescececesscecscacsencnes
Presenterice Investigationescsceeesesscovecsenscssssscsscoccossnsanns
Presentence Report/Recommendation.ececesescecsesscesassceccssecsccsas
Presentence Report Clerical PunctionNS.sceecessssscecesessccscccres
Super'visioniolll‘OOI..0!....0.0ll.......'.....l.ll...........o....
12. SuperViSion Field wor‘k.....00...'........Dll....................l.
L] Supewision - Clerical F\mctions..l.ll....l..l.......l......'.....
14, Violation ProcedUreS.eccececscccssesssessssscscsssssssscssnsssscssses 12
15, Violation Procedures - Clerical FunctionS.cecssecsccscescessacccns
16. Supervision/Preparation to ClOS€.ssesesssscecsssssscocssssssencens
17. Supervision/Preparation to Close - Clerical FunctionSeeeeececcecess 14
18. Incarceration/Pre-ReleasCicccecsscccccssscsscsssescssscsssssssssse 1D
19. Pre-Release Investigationeeccceeesesscscssssesssescssssssccsssseses 15
20. General Functions: Pretrial Services and Probation Officers...... 16
21. Management and SupervisiONececsccseccssescoscscscccssssccsscsseccsse 17
22. Office Amstr’ation...'....ll...0'0.Q..6.....0‘................. 18
23. Case Material Filing and Files MaintenancCecsecescsccecscscsscsssess 18
2“. Mai.l arld Distribution.'.............OO...I..l.‘..l........l....... 19
25' Repor‘ts....lll.I..‘.'I.....I.......‘ll.....l........l.....l....... 19
26. Meetings and ConferenCeSeessssesscesssascasssvassssassosassascsansce 19
27. Tt.airlirlg...............ll.0......l.........l...'.‘...l..I.O...ll.. 19
28. Office Equipment, Supplies, and SpacC€eecssssscssscssessccscssassnes 20
29. Tr‘avel..'..'....l...ll...'............I.........'.l.l...l.......l. 20
30. wor'k Ar‘ea Pr’epar‘ation...........l..'...0....'...00........l....!.. 21
31. Contractng for Drug Aftercare..ccessscessecccssescscssccscsssscsnss 21

WO~ EWwWN -
[
[oNe T Ner S G, RN 3 =g —g \V I \O 3 2

% L4
e e
w O
L ] L]
-
[

=
=W

SRt S A T

Bl




1. PRETRIAL SERVICES INTAKE.

A.

B.

E.

F.

Recelve notice of arrest elther by phone or phone recorder; obtain
circumstances of arrest from arresting officer; record initial case
information; note Jjudge or maglstrate for the case; determine ini-
tial interview location with arresting officer; recelve daily true
bill 1list from the Clerk's Office and pick up the notice of summons
case; file check of Pretrial Services Agency (PSA) for previous con-
tact or copy complaint; check for existing probation/parocle file;
notify supervisor of new case; record Indictment information; post
control rumber; notify clerk of Pretrial Services Officer's (PSO)
case assignment; log new case and record time of bond hearing; con-
tact Assistant U.S. Attorney (AUSA) file to obtain address, and re-
quest initial interview, if indictment; appear before magistrate 1if
no contact was made with defendant; provide summary report of avall-
able information.

Process defendant through U.S. Marshal's booking procedure; conduct
interview; advise defendant of rights and complete worksheet; obtain
signed permission for release of confidential information from de-
fendant; request defense attorney to Intervene if defendant refuses
interview; prepare interview refusal notification, if applicable,
and attach summary report of avallable information; request prior
record from enforcement, Judiclal, and correctional agencles prior
to bond hearing; verify Interview Information or all avallable
Information by telephone or iIn person with other agencles or
persons. .

(1) Complete sumary report and forward coples for Judge/magis-
trate, AUSA, defense counsel, and case file; 1if collateral
report transmit to requesting Pretrial Services Agency; attend
bail hearing and prepare Jjudlicial follow-up.

(2) Type and arrange summary report.

Attend Ball Review Hearing and Appeals Hearing and prepare reports
on sane.

Prepare updates to pretrial investigation and report, when applic-
able.

(1) Provide collateral assistance when requested.
(2) Type and arrange collateral reports.

Prepare index card (PSA Form 4); prepare rolodex card; mail bulk
copy of index card to AO; log all blue copies of PSA Form 4's sent
to AO; assemble case folder; maintain and send weekly activation
list for AO; record all investigations completed and code sheets
malled.



2.

H.

Clerical Functions:

(1) File case material.

(2) Maintain logs and calendars.

(3) Perform mail and distribution duties.

(4) Perform receptionist functions.

PRETRIAL SERVICES CONTRACTING.

A.

B.

E.

Identify needs; canvas community; contact facility; arrange meeting;
conduct/attend meeting.

Examine facility and prepare contract profile report, proposal
letter, and schedule of charges.

Prepare Invitation for bid; aid facility, if necessary, in prepara-
tion of bid; forward bld to Probation Division; upon approval,
arrange for vendor's signature, forward to AO contracting office.

Verify monthly billings and certify voucher for payment by district
U.S. Marshal.

Perform periodic reviews of facilitiles.

PRETRIAL SERVICES SUPERVISION. (Include associated time for travel and

phone calls.)

A.

D.

Instruct defendant to report for supervision, if applicable; conduct
initial interview and prepare interview sheet; verify interview
information by telephone or in person; if defendant is released
without supervision, monitor or track case to disposition.

Determine nature of supervision based on risk, psychological or
medical needs, and/or need for drug treatment; refer client to
psychlatrist for competency examination if ordered by court; forward
instructions and data to treatment center if defendant is put in
comunity treatment center (CIC); camplete soclal service clearance
form.

Request prior record from enforcement, Jjudlecial, and correctional
agencies after bond hearing; forward copies of FBI and state arrest
history reports to appropriate PSO, AUSA, and Municipal Correction
Center (MCC) (1f involved) when received; request records from
agencles and employers for social background data.

(1) Enter supervision intake documents in case file and prepare
openlng chronological record; record in-coming and out-going
information and Judicial events; maintain log of all chrono-

v
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loglcals typed to facllitate completion of rnionthly activities
report.

(2) Type pretrial chronological entries.

Prepare and issue travel letter to defendant, if required; contact
Judge/magistrate if permission to travel was not a previous condi-
tion of baill; forward copies of travel letter to defense counsel and
AUSA; mall instructions urging defendant to report when contact is
lost.

(1) If arrest takes place while under supervision: check for
re-arrests of subjects under pretrial services; secure and
review arresting officer's report surrounding detalls of
offense and defendant's response to arrest; interview arresting
officer; obtain third party information regarding defendant's
adjustment and conduct; prepare bond review and forward to
court; prepare and forward warrant and data to U.S. Marshal;
interview violator; update or prepare new PSA summary report;
place case In active status upon action by court or AUSA;
process index card to active drawer and rolodex’' card if viola-
tor 1is released.

(2) Type and organize violation reports.
Transfers:
(1) Intraoffice - prepare transfer summary.

(2) Removals - alert receiving district, prepare letter and forward
file. Update index cards and records.

Review caseload on monthly basis for sentenced cases, arrested ab-
sconders and supervision violators; note cases requiring final re-
port; tabulate absconders for supervisor and AO; check absconders
list for cases relocated needing either summary report update or
final report (PSA Form 5).

Requests for collateral and miscellaneous assistance: 1log '"hold for
answer" cases in removal log and send PSA file to other district;
mail green copy of PSA Form 4 to other district; make PSA file
avallable to probation after conviction and prior to sentencing;
forward flle when requested.

(1) Closing bond cases: review periodically PSO's case files for
up-to-date chronological records, complete worksheet, summary
report, and code sheet; request second record check and update
index card; prepare AO data transmittal upon acquittal or dis-
missal and complete PSA termination list; complete non-acquit-
tals at disposition.

(2) Type closing sumary and log statistics on closed cases.
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PRETRIAL SERVICES FIELD WORK. (Include associated time for travel and

phone calls. )

A, Field vislts with defendant:

(1) Pretrial Supervision:

(a) Maximun
(p) Medium
(¢) Minimun

(2) Courtesy Supervision

its for defendant; contact

B. Collsteral contacts and comunity V2o an to fit defendent's

service organizations and develop service Py
needs, when applicable.

' legleg
C. Record supervision activity on caselcad control sheet and chr

logical record.

DIVERSION. (Include assoclated time for travel and phone calls.)

diversion from Assistant U.S. Attorney

ard
s e rartotpa ‘iefeﬁa‘;‘iv};‘;‘-iféﬁﬁiﬁe‘éﬁiﬁ‘laidmiiiieé';%em”o%
d participation el

}ieixi p\!;igg::iog? obtain defendant approval to comence dive

investigation.

A. Receive letter proposing

; ‘ and
B. Perform diversion investigation jncluding review of AUSA file
) interview of defendant and agent.

or
¢. (1) Prepare diversion report and submlt report to AUSA for

against diversion; participate in signiilg diversion agreement
with defendant, defense counsel, and AUSA.

(2) Type diversion investigation reports.

D. Supervise defendant under diversion to include:

(1) Defendant contacts

(2) Collateral contacts

(3) Record supervision activity in chronological record.

fic
E. Contact service organizations and help develop service plan to
) defendant's needs, when applicable.

AUSA on progress; forward certification

A et e gy tof‘ supervision has expired.

forms to AUSA when period o

&4

6. JUVENILE TRANSFER INVESTIGATION.

Obtain Jjuvenile approval to conduct "diversion" of Juvenlle transfer
investigation upon notice of AUSA; interview Juvenile as to offense, educa-
tion, marital status, dependents, personal and family background, prior
record of delinguency, intellectual development, psychological maturity, and
response to previous treatment efforts; obtain release of confidential
information forms; notify parents; obtain government version of offense;
verify background information per phone or in person; ascertain availability
and adequacy of non-{ederal treatment facilities in comuunity; prepare
Juvenile transfer iInvestigation report and forward to court; ascertaln
availability of transfer to local authorities and report to court.

7. PRE-PLEA PRESENTENCE INVESTIGATION.

To prepare presentence report prior to trial upon request from court:
obtain defendant's consent for investigation; if defendant declines to per-
mit investigatlon, terminate action and notify court and defense counsel;
request trial not be scheduled until pre-plea Presentence Investigation
(PSI) 1s completed; conduct limited background investigation prior to trial
upon request from court; obtain govermnment version of offense and bill of
information or indictment; obtain prior arrest record; interview and obtain
background data from defendant and delay processing until acquitted or
convicted; keep chronological record when necessary; upon final judgement,

process acquittal dispositions and store existing file or proceed to file
PSI for conviction. ,

8. PRESENTENCE INVESTIGATION. (Include associated time for travel and
phone calls.)

A. Recelve request for presentence report; check for existing proba-
tion/parole file; notify supervisor of new case and assign PSI; log
new case and set up file; contact AUSA file to obtain address and
set up initial interview; provide defendant with questionnaire prior
to interview; review pretrial services report; schedule interpreters
as required.

B. Conduct defendant interview obtaining defendant's version of
offense, prior record, soclal/family background, education, finan-
cial condition, employment, and military/health/drug history.

C. Visit last known address and send registered letter in attempt to
locate subject, if contact 1s lost prior to interview; contact
defense counsel, AUSA, and/or PSA in attempt to locate if def'endant
fails to appear for interview; prepare letter to court indicating
"defendant Jumped bail"; prepare memo report to AUSA requesting
bench warrant issuance for fallure to show for interview.

D. Obtain goverrment vepsion of offense; contact ard Iinterview
co~-defendant and obtain statements from witness, camplainant, and
victim for offense information, bail compiiance, and mitigating



u.

PRETRIAL SERVICES FIELD WORK. (Include assoclated time for travel and

phone calls.)

A.

C.

Field vislts with defendant:

(1) Pretrial Supervision:

(a) Maximum
(b) Medium
(e) Minimum

(2) Courtesy Supervision

defendant; contact
Collateral contacts and community visits for 5
service organizations and develop service plan to fit defendant's

needs, when appllcable.

Record supervision activity on caseload control sheet and chrono-
logical record.

DIVERSION. (Include assoclated time for travel and phoné calls.)

A.

D.

F.

i t U.S. Attorney
Receive letter proposing diversion from Assistan
(AUSA); determine that defendant has obtained legal advice r'egar'din%
his proposed participation in diversion and elicit acknowledgment o
law violation; obtain defendant approval to cammence dilversion

Investigation.

Perform diversion investigation including review of AUSA file and
interview of defendant and agent.

SA for or
@ g;:ﬁgz gf::::fgs H rp‘;ﬁr;ii;:ge i%m;f@irﬁgo rc'ig.v:r?sigg agreement
wlth defendant, defense counsel, and AUSA.
(2) Type diversion investigation reports.
Supervise defendant under diversion to include:
(1) Defendant contacts
(2) Collateral contacts
(3) Record supervision activity in chronological record.

Contact service organizations and help develop service plan to fit
defendant's needs, when applicable.

5 tification
Submit riodic reports to AUSA on progress; forward cer
forms topeAUSA when period of supervision has expired.

¥
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6. JUVENILE TRANSFER INVESTIGATION.

Obtain juvenile approval to conduct "diversion" of Juvenile transfer
investigation upon notice of AUSA; interview Juvenile as to offense, educa-
tion, marital status, dependents, personal and family background, prior
record of delinguency, intellectual development, psychological maturity, and
response to previous treatment efforts ; obtain release of confidential
information forms; notify parents; obtain government version of offense;
verify background information per phone or in person; ascertain avallability
and adequacy - of non-Cederal treatment facilities in comunity; prepare
Juvenile transfer Investigation report and forward to court; ascertain
availability of transfer to local authorities and report to court.

7. PRE-PLEA PRESENTENCE INVESTIGATION.

To prepare presentence report prior to trial upon request from court:
obtain defendant's consent for investigation; if defendant declines to per-
mit investigation, terminate action and notify court and defense counsel 3
request trial not be scheduled until pre-plea Presentence Investigation
(PSI) is completed; conduct limited background investigation prior to trial
upon request from court; obtain goverrment version of offense and bill of
information or indictment 5 obtain prior arrest record; interview and obtain
background data from defendant and delay processing until acquitted or
convicted; keep chronological record when necessary; upon final judgement,
process acquittal dispositions and store exlsting file or proceed to file
PSI for conviction.

8. PRESENTENCE INVESTIGATION. (Include associated time for travel and

phone calls.)

A. Recelve request for presentence report; check for existing proba-
tion/parole file; notify supervisor of new case and assign PSI; log
new case and set up file; contact AUSA file to obtain address and
set up initial interview; provide defendant with questionnaire prior
to interview; review pretrial services report; schedule interpreters
as requlred.

B. Conduct defendant interview obtaining defendant's version of
offense, prior record, social/family background, education, finan-
clal condition, employment, and military/health/drug history,

C. Visit last known address and send registered letter in attempt to
locate subject, if contact is lost prior to interview; contact
defense counsel, AUSA, and/or PSA in attempt to locate if def'endant
fails to appear for interview; prepare letter to court indicating
"defendant Jjumped bail" 5 prepare memo report to AUSA requesting
bench warrant issuance for failure to show for interview.

D. Obtain goverrment version of offense ; contact and interview
co-defendant and obtain statements from witness, complainant, and
victim for offense information, bail compliance, and mitigating




E.

F.

circumstances from enforcement agent, AUSA, defense counsel, and
PSO; obtain and file newspaper clippings regarding offense when a
case of notoriety; obtain prior record of arrests; vislt or contact
by phone or mall defendant's school, Jjob, etc., as necessary to
verify information; and arrange follow-up Interview with deflendant
and close relations and/or assoclates, if needed; conduct second
interview with defendant after verification of personal data in
order to resolve discrepancies; arrange weekly contact with defen-
dant, if ordered.

est court order for local study at half-way house, local Jail,
giq%.n comunity if deemed necessary for clarification in eventual
recommendation to sentencing Judge; obtain professional to complete
psychiatric examination when ordered by court; notify defendant of
time and location of appointment with study professional; prepare
evaluation questions and forward to professional; forward Epplica—
tion to incur expenses, voucher of expenses, and statement of nature
of examination to Clerk of Court, if local study ordered.

Perform drug/alcohol evaluations and prepare reports to be submitted
with PSI report.

9. PRESENTENCE REPORT/RECOMMENDATION.

A.

B.

C.

E.

culate salient factor and offense severity scores and enter on
gziltencing sheet; enter sentence statistics from D-5 tables and
guidelines calculations on "sentencing data" page of PSI; obtain
case clearance from SUSPO through discussion of salient factor score
and confidential recommendation as well as reported iIn general and
sentencing data; write or dictate report; evaluate PSI for sensitive
or confidential information and note if PSI is not to be disclosed,
all or in part; complete PSI control sheet; proofread and sign PSI;
forward to SUSPO for proofing and approval; forward PSI to control
clerk for dispersal and logging; if a collateral report, forward to
requesting probation office.

If to be disclosed, all or in part, notify and present report to
defendant and/or counsel for review and perform verification ard
resolution of challenges resulting from the disclosure; attend
hearings for challenges.

Attend presentence conference with Judge.

Until sentencing, monltor case status for pending charges and ball
release performances and notify Jjudge of any relevant change; notify
collaborating district of final dispositlon.

Interview client and prepare postsentence report if PSI had not

previously been prepared and sentence is commitment of more than 6
months, or update presentence if 6 months old.

-6~
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Send information to Bureau of Prisons concerning designation of
institution; assist court in voluntary surrender cases and coordi-
nate with U.S. Marshal; request U.S. Marshal to fingerprint and
photograph client or perform fingerprinting.

Receive and process Form 4 if transferred from PSA; verify complete-
ness of PSA file to be sure it includes AO 245, indictment, docket,
and final verification of arrest history.

Prepare and submit BP-CS-25 to U.S. Bureau of Prisons if to be
comitted to a federal contract facility.

10. PRESENTENCE REPORT CLERICAL FUNCTIONS.

A.

B.
C.

D.

E.

Note and 1list pleas from criminal calendar; prepare calendar of

court proceedings for officers for court appearances; set up PSI
file.

Type Form 1 worksheet and send out Form 14's for verification.

(1) Type PSI and all necessary documer’s and attach "financial
report" to original PSI, if appropriate.

(2) Type collateral PSI reports and letters.

(a) Single inquiry.
(b) Multiple inquiry.

(3) Type postsentence reports or updated PSI.

Notify statistical clerk of PSI completion for reporting on AO's
probation report; log PSI completed; provide original to Judge; flle
case file in PSI pending drawer to awalt sentencing; notify AUSA and
defense counsel that PSI report 1s avallable for disclosure; check
criminal calendar for sentencings to compare sentencing hearings
1listed with completion/delivery log to assure that judge has PSI.

Send split or mixed sentences disposition to AO and prepare investi-
gation file and assign for supervision according to geographic ad-
dress; prepare conditions of probation and maintain one copy of 3A
index card in tickler file until released from custody; send commit-
ment disposition to AO and prepare investigation file, place mater-
ial from PSI file into appropriate folder, and forward to suspense
file in commitment sentences; provide copy of PSI to pretrlal ser-
vices for completion of PSA Form 5; send PSI and AO 245 to Bureau of
Prisons or U.S. Marshal, if presently serving a sentence in local or
state institution; send PSI and A0 245 to Community Program Office
(CPO) if commitment 1is directly to a Federal facility; send a supply
of A0 337's to counsel; check Judge termination report (COURTRAN)
for sentences to assure that all cases have been processed; send AO



notification of postsentence investlgation if necessary; notify PSO
to close case; report close of PSA file to AO.

11. SUPERVISION. (Description refers to parole and probation unless other-
wise stated. Include associated time for travel and phone calls.)

A.

C.

D.

E.

Interview probationer/parolee explaining conditions of probation/
parole and consequences of violations; have client sign Probation
Form 7/Certificate of Parole, countersign conditions and give client
copy; provide client with appropriate number of monthly reporting
forms; obtaln signature on release of confidential information for
drug treatment cases as necessary; forward coples of certificate of
parole and/or conditions of release to case file and Bureau of
Prisons community program officer to authorize payment to aftercare
agency. Develop case plan to meet needs of cllent and satisfy
conditions of probation/parole; set up reporting schedule; record
first meeting and prepare summary; set forth case classifications
(maximum, medium, and minimum or high and low) and plan of super-
vision for both parolee and probationer.

Prepare order for psychiatric evaluation for Judge's signature 1if
imposed as a conditlon of probatlon; refer cllient for psychlatric
treatment/examination; prepare examination questions; refer client
directly to community agency(s) and resource speclalist for helping
services, (i.e., emergency funds, shelter, food, and medical,
psychological, drug-alcohol treatment); conduct group sessions for
clients with unique or similar problems to stimulate better adjust-
ment.

Review Judgment and commitment order for probationer and clarify
any discrepancles as to disposition or conditions; monltor probation
appeal until adjudicatlon; notify office statlistical unit of adjudi-
cation so that case status can be changed appropriately.

Enter and assist probationer with social restitution in a comunity
service program when a condltion of probation and update progress
report to court if noncompllance, or as otherwlse ordered by court.

Verify deportation of client and return to statistical clerk for
closing case file; update chronologlcal file; advise reglonal parole
administrator of parolee deportation.

(1) Record chronological entries reflecting all case activity and
status changes on dally basls, or at least quarterly.

(2) Receive and review monthly supervision reports from clients and
supervise clients 1n office.

Assist cllent in employment placement; complete referral forms and
collect and record Information concerning success of referrals to
Job or other resources.

- -
Cne

o e 4, L w
PR T
- »

2

ke ~?~{;§¢;<j;g~y i

T

H. Request order to impose special condition(s) or modification to

I.

Js

original order of probation Supervision; record action for monthly
tally of reports if period of ad justment covers six months or more i
notify client and defense counsel of extension grant or modification
to original probation; tor parclee, send request to Reglonal Parole
Commission for order to rescind special conditions when necessary in
response to "adjustment problems"; attend hearing when applicable.

Grant permission for client to leave district boundaries and issue
travel permit; if parclee, prepare request to Reglonal Parole
Commissioner for permission to travel 3 request courtesy supervision
from host district and forward essential case materials to host
district upon approval for courtesy supervision.

Transfers:

1. When transferring client to another probation officer (intra-
office), forward case file, record case movement, and notify
client of transfer.

2. When transferring client to another district (inter-office),
contact potential host district requesting pretransfer investi-
gatlon be conducted to determine home and employment feasibility
for assumption of Supervision; provide case file and green copy
of Probation Form 3 to new district upon notification of super-
vision acceptance; prepare transfer letter and case flle and
forward to new district; secure own Judge's signature on proba-
tlon transfer order upon acceptance of Jurisdiction and provide
coples to Clerks' Offices of both districts ; for parolee trans-
fer, send copy to Reglonal Parcle Comuissioner s provide proba-
tioner/parolee "permission to travel form" coples to file and
for new district; obtain travel funds for probationer/ parolee

;l‘n Indigency transfer; and notify statistical clerk of trans-
er.

3. Recelve request for transfer and conduct and prepare pretransfer
investigation accepting or rejecting transfer of supervision and
forward to requesting district ; initiate supervision upon
receipt of transferred probationer and case file ; for parole
transfer, send coples of all comunications to Regional Parole
Comnissioner; for probation transfer secure own Judge's signa-
ture on Probation Form 22 and provide coples for Clerks' Offices
of both districts.

Refer client to contract or non-contract drug testing facility when
ordered as part of condition of probation or when Jjudge signs USPO
modification request for such program of treatment; referrals may be
elther in person, by phone, or by mail; arrange three-way conference
with aftercare agent and parolee to record mutually negotiated
treatment plans and forward case record sumary report to case file




12.

and to Bureau of Prisons community programs officer, monitor drug
treatment program: obtain spot check urine sample and log; receive,
review, and file progress and urinalysis results from drug treatment
agencies.

Check F3 tickler file; prepare and submit parolee progress report to
Parole Commission on annual basis; report same to AO.

Prepare PSA Form 8 for each six months or until expiration on proba-
tioner/ parolee when PSA had involvement in case.

Complete monthly tally indicating new cases, terminated cases, cour-
tesy supervision cases, status and classif'ication level changes;
maintain monthly list of delinquent supervision reports for mailing
Probation Forms 28 and 36 and notify delinguent clients.

Prepare letter/report or chronological report and forward to judge
as part of condition of probation when ordered on either 30, 60, 90,
120, or 180 day basis.

Prepare six month case reviews, progress peporté, drug/alcohol
evaluations, or update pre-sentence reports as requested.

Notify split sentence probationer to report for supervision once the
Jall term has been served; obtain defendant's signature on '"condi-
tion of probation" before or as soon as possible after incarceration
and notify court of violations and/or changes in case status; upon
release, forward case file to Statistical Unit for processing of
probation case; indicate release date or provide notice of release
arrival.

SUPERVISION FIELD WORK. (Include associated time for travel and phone

calls.)

A.

Conduct fileld supervision with client:
(1) Probation

(a) Court Probatiorier
(b) Magistrate Probationer

(2) Parole
(a) Parolee ~
(b) Military Parolee
(c) Special Parolee
(d) Mandatory Release
(3) Courtesy Supervision

(4) Collection of fines and restitution

~10-




13.

(5) Monitoring of organized-crime clients and other surveillarce.
(b) Protected witnesses.
Conduct collateral and cormunity visits.

Counsel client and client's family, friends, and employer, when
necessary, including operating family counseling program.

SUPERVISION - CLERICAL FUNCTIONS. (Description refers to parole ana

probation unless otherwise states.)

A.

F.

Enter former PSA case on due date tickler file for completion of PSA
Form 8; log parole case to tickler file for annual progress report
to Parole Commission; prepare case folder and assemble case file at
30 days supervision, check file for required documents; forward all
material and case file to officer and pick up on daily report sheet
as new case; place flash notice I-12 with MBI and notify local
enforcement agencies and other probation units of ,probation ser-
tence; prepare 3A index cards for unit tickler file on active and
inactive supervision cases; post Youth and 844A cases by expiration
date; log new parolee case and notif'y AO; prepare monthly report
control card; check split sentence probation release date log ard
notify probation officer to pick up supervision.

Provide data services by preparing data printouts of probation and
parole caseloads by unit and by officer caseload, expirations and
Youth Corrections Act listings of cases expiring in next four
months, and delinquent lists by unit and officer.

Note case name and expiration date for probation restitution and
fine cases and for monthly reports to tickler file; update restitu-
tion and fines record in case files as appropriate; forward payment
and process payment transmittal form to Clerk's O0Office Fiscal
Section when fine or restitution is recelved; receive and record
payment notice from Clerk regarding restitution or fine received;
prepare periodic summary of fine and restitution payments and
distribute to probation officer.

Enter in ledger number of field contacts by office and report to
district chilef; complete tally of reports on monthly basls from
information furnished by officers and by Probation PForms 3 and 3A
f'or parolees and probationers.

Deliver urine sample, return results to officer and enter results
into file, when appropriate.

When case transferred, note transfer and close case on central
control flle; when receiving transferred case, prepare index card
and file; record activity on tally of reports; notify AO and FBI of
transfer.

-11-




M.

14. VIOLATION PROCEDURES.

Type chronological entries.

Send monthly review reports to clients.
Type travel permits.

Type pretransfer investigation reports.

PSA Form 8, and six month case

Type parole progress reports,
reviews.

Maintain inactive files.
Type general correspondence pertaining to clients.

(Description refers to both parole and probation

unless otherwise stated.

Include assoclated time for travel and phone

calls.)

A.

D.

If arrest violation, enter arrest on log; enter documents in file
and update chronolegical file; secure and review arresting officer's
report of details surrounding offense and cllent's response to
arrest; Ilnterview arresting officer concerning details of offense
and probationer's/parolee's response to arrest; consult with AUSA
regarding legal viability of new arrest charge; notify AUSA of writ-
ten recommendation when alleged pretrial diversion (PTD) violation
and record appropriate action; interview probatloner/ parolee with
respect to new arrest, if available; obtain third party information
regarding probationer's/parolee's adjustment and conduct and circum—

stances of alleged violation.

Consult with SUSPO as to recommendation for or against revocation
depending on nature and seriousness of drug testing results or other
alleged violations; request probation violation calendar date for
voluntary appearance; prepare probation violation report and/or
petition for voluntary appearance; secure judge's signature and file
with Clerk of Court; following issuance of citation for voluntary
appearance, deliver Probation Form 12 and notice to probation viola-

tor; serve citatlion to appear.

Prepare probation violation report and petition for bench warrant;
secure Jjudge's signature and file with court; provide copy of peti-
tion, defendant's personal history information or ID sheet, and
warrant to U.S. Marshal and/or FBI; monitor warrant files until
apprehension or adjudication of new charge.

Interview apprehended probationer in cell block when advised by
Marshal of service of bench warrant; update memo to court; provide
copiles of petition and any wupdated memoranda for probationer's
defense counsel, court, and AUSA with cover letter apprising of

—~12-
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15.

k.

L.

VIOLATION PROCEDURES-CLERICAL FUNCTIONS

hearing date; deliver co i i
py of Probation 2
tion violation to probationer. form 12 and motiee of proba-

ﬁ:i::gg dp'r'elim:‘mar'y hearing; resume Supervision of probationer if
poea ? ;5 hote any bail conditions imposed; prepaie probation
earing summary for court including recommendations as to sente

if no recommendation was made in previous reports. nee

Concerning probationers conta
s ct appropriate treatment encl
g:?onr;iw’s Is)gggi:;és c:o}?ditionst imposed by court; investigaagte p(:;'sc;b:f
X wnen court orders reinstatement to ti
vision with periodic com Lian o o el
regarding commt i p. cé review and prepare report to court

Prepare parole violation re -
port (may have arrest réport at
?ggakséenv?a pggn gegionaltiPar%lie Commission r'econmending issuafqic;heg%
contlnuation; report action to AQ: 1t
advising Parole Commission of ez;ch C ’ rew oramee ok
retake warrant is to be held in abey{]aflgg? i status of new charge if

Arrange and conduct preliminar

¥y interview with parolee, re d
gbtaining signatures on interview forms, and detgannine ;vhetie%'n%:h:;lg
S probable cause to revoke parole; notify witnesses to appear if

parolee wants postponed relim
Dol iminny intervfgw. p inary interview and conduct postponed

Write summary report of prelimina
ry interview and recommend
E:‘%;;gnaulb orfl’ar;c;ies ufé)arraissio;xthabout parolee situation an(?irl ;ﬁggbfg
on w SUSPO; forward completed
recording, notify A0, and forward case fil . LonD o
to statistical cl
when completed; if parolee is Y rarat
permitted local hes
appropriate hearing facilities and notify U.S. Mar'shgingtg ggﬁnge
parolee to hearing location. ver

Arrange and conduct dispositional review hearing with parolee:
y

write ‘summ
Hate ary report and recammendation to Regional Parole Comis—

Attend final revocation hearing.

(Description refers to both

parole and probation unless otherwise stated.)

A.

Type violation reports ( probation and
role), wa
interviews ( parole), and parole summar'ir’a r'epoz-t’:s. rrants, prelininary

-13-




B.

16. SUPERVISION/PREPARATION TO CLOSE.

Prepare probation violation calendar and forward to all Interested
parties; assemble court letters/forms and update probation revoca-
tion ledger and forward court material to the Judge; record action
on tally of reports; forward appropriate material to Statistical
Unit's inactive case file and notify AO when bench/retake warrant is
1ssued; issue warrant outstanding notice to FBI-ID; adjust tickler
file and cancel FBI "flash" upon apprehension; log notifilcation by
court of calendar hearing date and forward to probation officer to
monltor untll probation revocation hearing; upon revocation of
probation, provide coples of PSI, A0 235, AO 245, Hearing on Viola-
tion memo, PF 27, and disclosure specifications to Bureau of Prilsons
through either community program officer or U.S. Marshal prisoner
control; notify AO of new commitment, change of original probation
period, modification of conditions, or reinstatement; prepare new
probation contract and move case to active status; when parolee's
warrant is executed, notify AO of case closing.

(Description refers to both parole

and probation unless otherwise stated.)

A.

B.

17. SUPERVISION/PREPARATION TO CLOSE - CLERICAL FUNCTIONS.

Check for necessary adjustment in probation cases under supervision
as to arrests, drug treatment, employment, fines and restitution,
and/or other speclal conditions; in drug treatment cases, review
urinalysls reports and existing treatment agency summaries to assure
subject 1s drug free; investigate arrest free complliance for early
termination of probation/parocle to assure that no previously
undetected arrests occurred; Investigate employment of client;
investigate restitution/ fine balances of probationer to assure
there 1s not arrearage; obtain death certificate or other type of
verification of death If the probationer dles and notify court 1if
case pending action; if parolee dles, notify Parole Commlssion.

Prepare closing summary of probation case and progress including
reason for closing; prepare petition of formal discharge to court
requesting approval or disapproval for early termination of proba-
tion and setting aside of conviction including YCA cases or 844A
cases; upon approval, Inform probationer and other Interested
parties of termination by wrltten letter; for parole cases, prepare
Jetter to Reglonal Parole Commlssioner requesting declision on early
termination and setting aslde of conviction; report action to AO.

(Descriptions

refer to both parole and probation unless otherwise stated.)

A.

Send reminder to probation officer if restitution/fine case 1is
nearing expiration at one month; check explration date tickler file
noting cases soon to expire and those requiring early termination
and setting aslide conviction; send reminder to officer that YCA
cases are to explre and that progress reports must be completed.

=14~

18. INCARCERATION/ PRE-RELEASE.
phone calls),

19.

(1) \élko)g; fc‘)%nnfa% p;’lobation discharge has been ordered, file signed
oy wit}fmCl court order of discharge, if such order is
Sischange L O erk of Court, otherwise file with Clerk copy of'
peona pr'obatioerd sent by pr:obation officer to probationer:
parsser opa N discharge inf'ormation required for s’catisticai

prepare appropriate record keeping and statistical

forms; process seal .
forward to Clerk of icgﬁrg.f all Juvenile and 844B records ang

(2) Type closing summaries and record on cards.

A.

C.

(Include associated time for travel and

Receive, review, and file in
v stitutional "classificati
ggi;s rr;;;c;r;t;s a;lgvinake incsltitutional liaison a;ssigrmer:lLt(;);l a?sn dneggg—
3 s €W, and file "notices o ! o
Commission; forward notice of action to sentgnc?.ﬁgij‘ﬁc'igg ron parole

(1) Perform "social "
il services" for inmate when requested by instity-

(2) Counsel family of those incarcerated.

Perform special social and
s emergency furlo
?;’ggr'afr'n investigations, and investigate inmat:g}r]*équa:sdtsw%gk tnelease
ederal institution to local Institution: canerer
3

Develop potential communi
inmate from other regior. ty plan at request of institution fop

tion officer wiil mainta

with diresten oo in supervision and will develop procedures
Prepare responses to inmate mail.

Handle post~conviction relief motion and prepare reports for Judge

Visit institutions to ¢
investigative duties. onduct pre-release classes or to conduct

Type special, furl
reports. ) ough and work release, and transfer investigation

PRE-RELEASE INVESTIGATION.

A.

(1) Investigate release Plans submitted by institution for appro-

. priateness and re
Hearing. port an findings prior to Parole Commission



20.

(2) Type pre-release report.

Prepare postsentence and pre-release investigation on prisoners
recelved from foreign countries; interview prisoner, complete Proba-
tion Forms 1 and 11 and determine proposed residence, employment,
and advisor if released; send to designated office of release and
institution.

Maintain 1liaison with community treatment center (CIC) during
client's stay; prior to discharge from CTC, arrange for residence,
employment, and welfare of offender.

GENERAL FUNCTIONS: PRETRIAL: SERVICES AND PROBATION OFFICERS.

A.

B.

Review requests for case material from outside interested parties
and approve or deny.

Serve as community liaison by speaking, lecturing, or hosting local
programs. '

Maintain and review local sentencing data by offense category for
use at sentencing.

Provide monthly data on client employment, treatment, case super-
vision levels, officer fleld activities, and supervision contacts.

Develop, evaluate, and maintaln resource contacts with public and
private soclal agencles and law enforcement agencies In order to
serve rneeds of client.

Plan 1tinerary and complete dally travel record.

Prepare fileld worksheet; record both attempted and completed con-
tacts.

Counsel concerning restoration of Civil Rights and Presidential
pardons; aid and counsel concerning the restoration of right to
posgess firearm.

Conduct on-site evaluations of U. S. Bureau of Prisons contract
facllitles as member of Bureau of Prisons audit team.

Attend court for arraignments, hearings, sentencings, deposltions,
ete., not included in other categories.

-16-

INDIRECT CATEGORIES

2l. MANAGEMENT AND SUPERVISION

A.

C.

K.

L.

Manage operation of probation office and supervise assigned persori~
nel to include delegating job assignments, determining priority of
and scheduling work, and directing work.

Review work of subordinates including Presentence Reports, Super-

vision Progress Reports, and other internal reports; provide assis—
tance to and consult with officers as necessary.

(1) Develop and implement policies, plans, programs, operating
procedures, methods, and performance standards.

(2) Develop, implement, and maintain graduate and undergraduate
student internship programs. ‘

(3) Develop, implement, and maintain volunteer programs.

Coordinate office operations and special programs with supervisors,
AO, Federal Judicial Center, U. S. Marshal, U. S. Attorney, Parole
Commission, judges, and/or others.

Develop office budget including projecting staffing needs.

Prepare performance appraisals and counsel personnel on performance
and career progression.

Draft letters, memoranda, and other correspondence not included in
other categories of work.

Review correspondence and other written material.

Assist visiting officials and conduct tours.

Personnel actions:

(1) Recruit, interview, hire, and indoctrinate personnel.

(2) Take required actions and complete appropriate forms for reas-—
sigmments, promotions, demotions, transfers, separations,
reclassifications, changes in position descriptions, grade
recommendations, disciplinary actions, employee relations,
grievances, ete., and maintain office personnel records.

Approve daily travel records and submit to clerk for processing;
approve all travel vouchers.

Perform activities required by Equal Employment Opportunity Program
and accomplish assoclated reports.

~17~




M. Maintain in-house manual and clerical instruction booklet; publish
office newsletter.

22. OFFICE ADMINISTRATION

3 1 not included in other
. correspondence and miscellaneous materia
A rclzbaltli:’zgor'ies pof‘ work, proofread finished copy, and prepare for

mailing.
B. Review and route incoming correspondence.

C. File material (except case-related material), maintain files, and
develop and maintain office files plan.

D. Duplicate administrative correspondence and material on copy
machines.

E. Maintain time and attendance, leave, and payroll records; distribute
paychecks; prepare time and attendance reports. .

F. Maintain appointment records, logs, bulletin boards, and office
reference material.

G. Provide stenographic services to include taking dictation and trans-
cribing from shorthand notes or recordings.

H. Perform receptionist duties.

I. Make, receive, and route official telephone calls.

J. Travel:
(1) Make travel arrangements and prepare travel vouchers.

ly; prepare
ify that Probation Form 17 1s completed properly;
@ Xf';ve{ vouchers for each probation officer in appropriate

unit.
(3) Verify that travel voucher is completed properly and submit to

; to Clerk's Office
chief probation officer for approval; submit _
FiscalpSection for preparation of payment upon certification.

23. CASE MATERIAL FILING AND FILES MAINTENANCE.

A. File individual documents in proper place and in files and records
storage equipment.

3 tormm file
. intain files including repairing or replacing worn or
g I::lgvgrs, making guide cards for files equipment, and arranging or

rearranging files.

18-

C. Determine in accordance with Records Disposition Schedule which
records should be retired or destroyed and retrieve from files H

destroy appropriate records; package records to be retired and ship
to Federal Records Center.

D. Requesting records from Federal Records Center:

(1) Complete appropriate forms, submit to Records Center, and make
entries in control log.

(2) Package and return case files to Records Center after use.

24, MATL, AND DISTRIBUTTION.

A. Process and distribute incoming mail to include recelving, sorting,
opening, date stamping, and routing.

B. Drop off mail or perform messenger service, if applicable.

25. REPORTS.

Prepare office reports and special projects, either recurring or one-
time, which are common to all offices or required by an individual office;
prepare speclal surveys which may be requested by A0, courts, or other
agencies. (Specify name of each report or survey and include all time to

research, draft, type, review, and submit each reporte Do not include
reports measured in other categories of work. )

26. MEETINGS AND CONFERENCES.

Prepare for, conduct, and/or attend meetings or conferences relating to
internal management or administration of office such as weekly staff
meetings. (Specify name of meeting or conference and do not include
meetings or conferences relating to official business of office, which will
be measured in other categories of work; also exclude training seminars or
courses which will be measured in "IRAINING" category.)

27. TRAINING.

A. Administer training program to include planning, assessing training
needs, and obtaining or developing training materials.

B. Give or receive on-the-job assistance or training (does not include
time spent actually accomplishing unit of work which will be
measured in applicable productive category of work).

C. Conduct or attend office tralning lectures or sessions.




D. Read publications, memoranda, and probation office periodicals to
maintain or increase job proficiency.

E. Attend training seminars or other job-related courses (specify name
of seminar or course, and include any time for preparation or
travel).

28. OFFICE EQUIPMENT, SUPPLIES, AND SPACE.

A. Determine requirements for equipment, furniture and furnishings,
lawbooks and legal references, services, and space; analyze and
determine potential cost/benefit and effectiveness of equipment,
furniture, furnishings, etc., contemplated for purchase, rental, or
lease.

B. Procure required items to include Jjustifying requests and completing
appropriate forms; contacting AO, General Services Administration,
and commercial vendors or suppliers pertaining to specifications,
cost estimates, and award of contracts; and analyzing competitive
bids/estimated costs of potential purchases, rentals, or leases
prior to placing final order.

C. Determlne requirements for, order, and maintain office supplies and
forms; develop forms as necessary for local requirements.

D. Maintaln necessary accountability records of expenditures, rentals,
contracts, purchases of equipment, furmiture, etc.

E. Perform and maintaln inventory of items on hand.

F. Clean, adjust, and perform minor maintenance on equipment, office
furniture, and furnishings.

G. Move, rearrange, or plan layout of office furniture or equipment.

H. Perform actions including accounting procedures and completion of
forms to dispose of excess, obsclete, or irreparable equipment and
furnishings.

I. Arrange for maintenance, repalr, or modification of office. equip-
ment, property, space, and facilities and prepare vouchers for

payment.
J. Maintain securlty of office and filles.

29. TRAVEL.

Perform supervisory visits to branch offices (include time for prepara-
tion, round-trip travel time, and time spent at travel location.

20~
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30.

31.

WORK AREA PREPARATION.

A. Perform any actions necessary to get ready for work such as obtain-
ing needed materials and work assignments, organizing desk top, or
sharpening pencil.

B. Perform actions at end of work day such as putting work and mater-
lals away, clearing desk top, or cleaning up work area.

CONTRACTING FOR DRUG AFTERCARE.

A. Identify need and request funds commitment.
B. Prepare pre-solicitation letters and forward to facilities.

C. Prepare solicitation letter and proposal package and forward to
facilities.

D. Develop statement of work and make on-site visits to facilities to
negotiate with potential vendors.

E. Review proposals received for responsiveness and responsibility of
offeror(s). Evaluate and rank for submission to AO.

F. Prepare Sumary of Negotiation (official recommendation).
G. After awarded, implement contract with facility;

H. Review monthly invoices; prepare and certify voucher SF 1034 for
payment.

I. If applicable, propose modification to contract when new need Iis
required, using SF 30.

J. Provide guldance and evaluate performance of contractor including
or~site monitoring and inspection reports.

K. Order and assemble specimen supplies as needed.

21—




EXHIBIT B

WORK UNIT TIME STANDARD GRAPHS

Y

<



(

This exhibit contains eight graphs of work unit times and work unit
time standards derived from data collected at the 24 measurement locations
for the following work activity groups: client supervision; presentences;
collateral presentences; violations; drug aftercare; pretrial services;
clerical functions; and management and support. In addition, the graphs

show the upper and lower conthol limits (UCL and LCL respectively) for each

group.
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CLIENT SUPERVISION

———p e

fa e oy g
RS

e

W

(B

Abvadin

MabL

brmormmoioziiini : : : S LTI oL TtInoiiioliTrotT/O

RASIVRSEE OGNy SPISOIuit Sp b inis SO v SRR

PROPPOIPY (i R SRR ST S S

PR SOOI Sy + PRI Sy S

ety S el D B G e ST Lo P Tl ot DS S SESSpueab PR upaubsuig PP PP S

Coe - AP PP TP OO ST ity g un gt S

OGRS S Gur S Subuiuiry St SIS SOy Suguab e S g

[Pty SPPiup-S SSRGS S Sbiugun S SR g QAR ai bl g

Dl R e e ) S D e S R R TTd St S S S o S

PNLN

£
g
-
B
o L R
5
2
o
=

.= PSRl Sl S 3 - CITELIIITIIIII Ty I TIIITI LTl
23 W g o S R e e et e e S I e T
-~ - -

. s CITLITITIEITIIIII T
53 ~ 3

¢~ -

~ -

L")
L]

r

it SRS Sy gttty

PAP LA
PAPLA
StLTiyuw=-tOoRrty

o9

= ==

- am pommpnptinpme .

LTI PRI L= — L b . = vooam D e S e T It ma—y S
€ <> PR ST PRI S Suhi PP SIS SIS SRERY ST G P et
x* = = et of +—— = -r fe = -a=-=t

s =-w 712 [ Rt vy e - - s ey 4 POy Sty el et Sy m e S

e g

PP ST PPN PO SODPT PP SYPPSTIPES FITPE PEpe
Ty T T ST s T Ty Tl SO LY
—— =L )
i e 1
et
.
+ 3 - -~
b . -
S z St
u'rw sl
s o) preas FRTRY g S .w
. oy P sarwpeny prv-oy & 1
. =I5 =5 famea T ]
- —an Gttt M e
=

-8
=,

i 2E -wyw'.lm- o s i

crcedoman >

e Ty e s e o s el 160
thop; Sth AT re SHGEeT
SgE o S LR

EATSEEESE0.3E 8

LOCATION :

ioddend

- — o ]

M

Y



PN USSR

AGuAaBLL

MADL

INCH

128010}
1227 «104
To ¢

ND .,
NO,

rar R

PAPER
sECYioNctOXTDO

DrawinNge
ThaCti NS
CROS S

PRESENTENCES

Tuunnm.“:.“.

T IIIIIIITIIITITIIIIIITIIIIIIIIITILIIIAITIIITIIIIIIIILIIIIL:

Ll LLTITIT I SIIIIETIITILIIIIl I
CIITITIIITITITTIIII LTI TIITII TN I

- : Py Soeemecmm g weeesiccgoaee-n
N R - -, edcemadoea. Q‘l:lﬂlt - llm - re -
....... LAt Ll e LI TTITTINIITIITIITYTIIT LTI IIIT
.. ul..UH.w I R T e e e R S R
e oIt ITIIIIIIIIIIRIIIILIII LT T Ll
TINTT i S bu s by dsus S s et
s i b i ™ i i

T TIIIII I I
ot CTITfroriITriTomiIiziTIoiToooivrioiIns
Pl " e——— i Wi SO S SRS rwﬂlchnnumn”u“nf:“wnuunu I71ic® con cIniToiTTiiiLs
P R A ST Yiiin SO SRR bl BRI S ettt
gt sad » e S e g S e B S P et e mrms
T m llﬂvb”:llvvu.vlnlmlvllocltm..lch.|u nHHuuh”uwucul,lnhwnlunull wl ————
—— e PSP S — ———ta ——— — e am b ————— [ DD
s e e e e e e T s R T
T Y DY S S, SIS ST DU
e LTIl TITTIiiITiTiIIIIyiIITIIILIIIIITImnIiiTIiaiiiiiiiiiiiionioon:
1 oGl o | curlula.luut.lnuluul. ........ ot .‘m ......... O
3 = S g e S T
e e e
gl I OGP PEDRPEE b S i N Sttt S GOSN PSSPt

M:l-l--. eth Sbes Fodnid : g SOPPY SO PPty

o pl‘l;thth\.L.I.ln -— -— R — » > 3
[ankpaialy s i puinh b pais
S b 3

=Ty Dy Sup i Y S S S S
i At e 2 1
. e — erwcdbosmmd i b e re e e b —— . g - e crnf
[P SGntr) S Sy Sy s = Y £ [ ] PR OSSP G S Pood Snaip S
i 4 ; i 3 —— IAIT:NIT b s2lao2 z
B s T T T e D S S T By LR Sy T e P e P PR PSP Y oy seay
Fpa i by BSOS Shep SRt S, pied = - P
1 — pier iy o S dupputn imyning Rpuni e St
P s " e ammpn : : Py St Sng bl e ettt g gupioiny gyt
. SO LY S PR S SR D R SRR SR Sy SEDGEEP AP SRR SRR S PRSP SRR
| Sufmpns it !-.Jl‘l-.ﬂl-l e i ey Sy P ieed S SEDet PSR ISRl SOtEd SEpey SOt euibe Symestuns RSt g it b punis —
P bpdmid S gumpuind: g S ey PR Talraap b ilauos tabib P Guiintng SRR SO AP Supuinly § et Pt S
d*_'.| 1 - W — —— 2 : \'..M-II:IJ.I.JNII
i e YR e 4 [ Y e ——— e fa— - D R e LT PP —-
Lo i t BT R T s St Cateid Pttt et St Tt Kttt Sttt S Smveet. 14 24
tiT 3 1 I T == bl SESHOTPPIS PEPPLIIt SPSEPIPEI SIS PO SIS
Y s Sl T Pl b el banp S St S RS ST T TS SRR g PP ritbint SOt b b petngepma
H 3 Y : - PRSERERYS PESPAPEE S-Sy S S S PR S |
lllllllll PRI S A WIS DS S AR Py P DOl SO SRS isi ol PP SOt b
-7 = o + ¥ = gt o
ey Fppun puuty paany 1 2 L St ey S St Sl
[P R P AP ORI DRl PP SIS SIS
[ndget il gt SR SIS PSS R AP SEERS SOSRESIIE SRS I SAub POt
O e e e e e P T S S S N S R D R e S
= P PRI S S
Rabreaiupat SEn ey S iebs Rpiunp it Sl SEPS &
TToTIIzIIiIIIvILTIICNL [ooii b = gl s
.................. te . P M
| SOReewy Db it oinst s SO iy Pl ot TIITiTIIiiITTiIIIyrTonTIiitImTiitt
P Syl SOuS e DS St b SITIITTITIIIIYITIIYIILIITICIIY I ITLITIN TTLyIIIIIIIILGE
— PO [P S PE Su U

-ﬁ&\‘ . + —— v o———t -
Cat

SR B0y SOup Pirm PO P . S SR

o]~ — [ SO SRR Spna. IS POUDS gumitd 94 clagr-sc=codgmee +

— et T e D T PSSy -y St Sy [RSSAS Syt N PPPPE R oy~ =Y Srage SUMOR DOt A S Sy WP
Hlmﬂaww. Mhﬂltlh’ s o Sl by uu”u.\w}.n ] S S pd 90 St S 80 Sty <~

ARSI
($

P s

LOCATION

"’p




4

1
PEPFCPNPIS RERR PP
PP S PS

S Ppddibbad Srbuipbtvs

D SO g D S
PG SUNGRMNITMNG POuppp
P DD S R

..... | PP AT

AuuUuAaBhL

e R R St d S

Mab

[ e e e e e e

U U R S U SRR

e vmecmmefracas

PN S P

[P S

R T N T T Y

e e e e 0 e

INCH

Py dhe—y

e e

To0

1e¢suve0}
t1a22

[P G

[roooiorisiriiic@ooiomiinii:

L s

= —m =< e cd o s f ot oo

FPAP KR
PAP LA

[Py SV U

stcviom-toxioO

Py S pPOPION

Fe—— i Skl T Yoy S s i Bl ettt S S e b
— S et S Py Y PEbte Papts Sy ERops Setgd sy e Rt

PP Gump AP D AR

[ e e rn vy o ———— e et rrmmm oo

THRACINS

VKAWING
chuss

SRS S

| EPSPRpU. g SN Supuiuu N T

Tommrorzzre et — et s odey
ot T i e AT T

R gea

I R R S S

b b

A

Py

=1

il
£y



ER P

AGQuUABNL:

Ho., 12e00-~10¢
NO .,

PAP LR

DRAW (NS

5

MAbL

1217 «to0}

PAPER

TRACINGS

INCH

sEcrion=-l0x1t10o TO

cROSS

VIOLATIONS

cemocuemccba ~eene
ellaatiTiecllt B
[ SPOSP PSS S

N Pppas

TasilTITIzInT

W amieselmmncea o]

LTSS G

eelolLIFIIIIZIIIIIL LIiIINIIuTi.oiilziITO

POEpAuTapn Y LT T PSR R

i & et e ————

SPe@ oo Too L ToTIoTITILLTILITI I

Ry Sep

JEREDUEPN. Qup S

[N VS —

i S e T

PSSO bbbl Pt b A p g S S G G
H 27 : :
Tn-:m.uwnnuli-wa! I YRR Fp SUPP SIS SU I ST G ST DIpUSPO DY DAY SO
n I . : 8 »
15 + o Srpabuybnibuh Suimipirdusipunis Gafusin P pistiy 34 Spipp bt wian). St
- Spputn + + clu‘ ——-i F B Tl T SSIPIPGUONEEIED Uy ApEVIOr SRUNPPIE S SR
.-'M..N D e i B e i e S e e D S R e e S s Snmpul R Aon
PRPRACT 3 S ey S SRR GRS SO ST SRR ST SIS S PP
LIITTITIONLLLITTLIE v " pund MO T AR Sl SO DA SN G LSl IITIIIIIIIT
ety P apete e : et pTImi I T g T L L T T L T T 2

D e R et I e PP S PR S

S S

T DR St e LECE St As s el sttty
REeEs T s et bt Bt

St S St SR S PRSP -

. e a g —v o v PEPDEDYS Foures - —— e e 04
S iR SOl S Dt —

e e e e e b

Py " oy e

[P S-

u—

1

-+

P e gp——

PP G P S

PRGERIDSIDEQIP GNP .

e e e peses ST »-

[FONDEINI DORUNpI

P T it

bt s

——brevedcmmm ————

st PRI

—— il - e - — cssdamsrsemcacdas it g ——- v amw
ppnting = thl. CoIyTTIIITIIRIIIIITIITLIIIZIIL . LT
: o i szodooITiooooioiTIzilogTiiiiiiiiiiziil
fsmngr—) sbuyt Sy SITIRPTY SRR SRSSPEDIPE SESEPSSEHP SO itut SRS SRt e
P = : o= ; IITTTITETIIIIIITITRIIITITITIILT
H : i 3 ey =] ity ity Sint s St aninl S et S PSSR
— - po } JEPPRSEE IR St
IR e eatt) P onaty S S TE T jirriiioyioeimmrdiaacs cosesociiioope-ooe-
7 o i e SyIiTIITTDITIIIITIRCTIIN
bt oy mpmins St s S

cemcdecaceceandonm.

- e mb e mm—————

; e St Sy == g Sl POt S PPt At Pt ot SE b Dot
e + s ST e :
e e e e e e fr  ——— -t “ et ‘ll%“l'}l-llh»-illl&ll!'
1= £ =+ —* T P S SRS S PS S gt

PRbS el Hptuthgunpil Shuimmdubonp Sunpus SR e .lblr.lllununl.llun ool I'nh»liT»rl.lnn”ﬂ”unnﬂnn“uﬂn SIIyIIIIIIIIIIII T
ql|l|0lw- PEPOPRDS PR ORPIT PEPTPSRIPY SPPRP TIPS P S S S P P D P S P PP sttt T

P Sy
o g be -

B -Spoew

.:..-
- 381 z

.I»Tﬂ

53!

n“nmnn

LOCATION

..t“‘H.HHHHHMHHMM&Q
T - -0f

w




R

TN s

Atvant

Wwa bt

[ B

by

t20uvebuy
fo

‘22

80 .
"o,
sStCctTiuome-tono

PAPER
FAaP LR

LA INS
ThAL s
Chud >

P SR

PP

TyiIllesit
wllooroTIigLiILziiin:

POORDE

BERRH

fooicEie-

SeIIrTIIIoTTTIiIIIIIiiTIIniniTiIiCIn
Temeda

= Tl

PP SR QPN

LTI T T TII iz

e ada haarae e m— . ——— o ———

PO SEPRY

g SRS St (ued

SR S PP
Rt o D St S e PRt

| e—— 4 e e e e cd e i pa e

JoowmriiaTIII L nInTiIIlillIIIiI
r———b———a.

e

| TSRS I

‘Ivv»llol‘l::v«a.illn\..:on e e L S S LT TS PR TS Ers sty

o o e o e e ¢ s+ n o ————

e =,

fommm mme o

...:.-..m“u; ‘et

e et dS Ll SRt

2

Zhimiomniooi

P T TR iy

[ B L e e D R S SR s

SDPS peauby ST,

Sy

[P ey

FooIIITTILIICIT

PSR S

1

P

L

LOCATION

2
wh

A




T e v -ven H
e PO .
PR PO S o
. - “ceeemmedae. - 1
P R TR R T
. LTIliIIITL .3
* ) -.. e ... - - e - - + - - T Tt T
< - - - B L - P . - - - -
- Cll .. TLLllniITuiiitn o Lo L.
. I NUST LRI SRRt SRSttt ] : : il I et .
: T LT T LI B N
- PR (i St P - ‘. PO
3 Llltk pioe joe DSOS LLliT. T P
U PR, LoTIIIITIL L LIl [T - g ..l
T TS T
= - .« . .. .- s eica sema - PR
PO LTIl CbeseellllITILlTISIZITIIINILL L.l Tlllill
~ DoTll TETIIITIIiIiTIT Tt : PO
< IR oL
* ORI N T
DRSNS Ihhamtinb b O EMISubtiilig St Sl Sl e Sub PO S i
PODOIE SO S PSR S SIS SO SIS SRS
. CLITITITTIIIID I aIIITIIL il
PSP [ S SR

“104

t2140-10}¢
IR
U

. . x
e 20
7 z -
.
= x 2
- -
2 a -
< < =
ESr
>3 A
rz
v -
< < =
x a x

WORK UNIT TIME (HOURS/MONTH)
I
!
!

PRETRIAL SERVICES

B
'
v
[l
v
b
'
.
5
|
i
+
|
[}
t
i
i
i
|
4
i
!
|
!
]
H
+

LTI RIS It Tt
b inhd H b

PSS GPGURM A PP SRRGIBHY Sue e ein
PO |

STIITIIN
Py e g SRR ST S SO
B T e B S S e SR O

'
RN
|
i
i
1
|
|
'
i
'
t
1
!
i
|
vany
Vot

PP B Y

B R e D T S upey SeD b

Tl lT T IfIIIITIITI SrIIIIIITIITII LI TINIIIIi T Tl
: ..I.ﬂ. ttlIiiiT |.|cv..||¢Iol.>~»|..'lo|»u!||.|!.|ql-.'».-..vnil...«‘rilcllln-:...t|»lw...|n.,v~1|‘

PP % g S S i S g S b s
o s i e e BRI lril-‘lbnnnln - emed aea
CIISDIIITiTIIITIIIpIiTiniTITTIIIITITItrtUuInTonaTIIITITiiiiLocoiToboonic
P S T S PSS S SR P S
. Sl prd CIIIIIIITIIIIIIIITILITT IIITtIIcIiiIiIiooTiiIiiyiioon
; I IIINIIIiIIOEEYTTIITIIIIIITILIIIILIIL ILl.lII.IIiITiiT.IiroIiziiiiiiic
P Sttt ooy 15 R e S E T et TP LSt L PP S e ey SE PP OP ot S s P
— : P Sy o P e Py S S PSP P e
ERNp I S SN MR GUPRD AU

Ve e ceiiees e es.3s LIV 5 P - ‘ B Y
PR PR Lallll s PO P .- <l
PR P aLelTLLIIL TLLLT Ll it LIt
Ll e IEREReS b SIIILITIITLIIITTIL L Ll LT
CIILIITTILILLLLLg P s D |
L IIlLlolTTIIIIN e T L LI L S LR R Es
e S T N N T e e
e ompe cmege — - - P S D e ceegemeneeio
by M B R R R I Y For iosrrsnd -mevoonead

SLIILIIITIL LTIl Lot

e N L S E IR R P Sy sane

QR SO S U A SO

PO GEEy SN SINPA SPIPEUDIHIN A IR

—————t s mopaa - e e fm - b ——
MBS IEIOE SREL - -Hoshid S, Subd S -~ Tpdih Y gt Bephers SO Suiligel) Sttt S S
TTmrToTTiTITIisI -..ﬁ‘l.u.u bt ol 4 TIIIIITIIPIIITIII I TIIIIIITIITIII I
Peeceloranfooegplesnefame covafonraqufes ofe PR S ettt -
S04 b IS Bad 7 Joots ot 20t IIITIITIiyLITIIIIInpIITITIIIIIITIII T
PTIITIIIII IS hr it ...mw-:. poIIljiTIItIITIIIITIyLITILTIIIy oI

R DR Pt co'l,phhnu.nuv PP SOHOHOE

[RPDOY FPOOe-SEYny Tt
m.nu“n””“nun“um“n“u
[SERTSEERELTRR! *hay

Bt TEtes ST s

LOCATION




[N I3

AGUuADEDR
(L]

HaADY

INCH

1oy
To [

1200-V0}
17

NO .
NO .,

PAPEN

PAPER
SLeYjuUNeTOXTtO

DHAW INS
TkACINGS
CROS Y

CLERICAL FUNCTIONS

......... | SReUIY Sy

SO SuP ciles

P PO DIN

P

..Iu.‘n....-....||~|n|"i\s|0-||o-b.2”nun““u.‘

e e IS e g S u A b gy eut s
BT T i et e e e oty PSRt bt S ot
- P IITTirIizTioiciiriziiizizmyzimcEeeciesecezmocodoizziiiis

[ pnietes o s b bt bl s
= : oo

[EAPESEIOVITRAD SRR S S

Nt . = i AT TEES ST g

i ]
———— — +
T1IIITT rpstenys S
..... PO S P oshaads

: " oo onioooros

N B P e P Bt SUT O MR Opiu
z S eeeegmerm e [ U S SUPU U SR GIU G
b g S riupu R Sriiebed S Aupatets SOPES SOSEE SuP SOOI PPt

P S

Pty iy Sui

s T R R et STIITIIIIpITIILL
s e e = e LR EEe i

e e e e e ‘lllqluiunoc-..c:A.tA“.n«lttu.u
' ——— > - P e
SOpROreat i 0 ettt Sttt
e s P gup PRTT J P S S —

—I— oy D D s e w s

P R s e T

i- Suir POy Surting SRR SRR
R SANDESuipupap Sr i
g : S subdoobpay coriIIztIIiizoiiiiIiiiii®ogiIiiiiLe

LATDZIITTIyTT4ATE r““hnhhn.nhuﬂ.wuﬂnh“.n”uwnn.“wn..

rt

Phides- v ¥ ipavas 3 ;4 : pnidnpuod
LN Y T ST /T T T I T T T T T T T T T

T T
PRI ST SRS SR P I S S
- I

- i“hd!l‘lﬂ‘ul‘ﬂdl".v S, vy

e e e o ot e

T

b

e veemelecosemmnn

PDEEDDE USROS SPIIPEURPE

U SR S T TR LR e

il
W= b z

LOCATION




hl -~
- y
DU =
A
- 14
MANAGEMENT AND SUPPORT
snpriizdioiiziiignoice e
4
f -
sIiioiiIniIIniiiiic
POty SR S P
-
5
- e
lemeallilil
T >
e
< -~
-
- <
- . .
. =z N IITTIIIT I TIIIII I LTI I II OIS
- - o .
> e
- = .
- 2 Q-
« =
3 S~ pLllIITIIIyiIIIIiIziiiiTIIL
S - - -
e foloIiiiis
3 -
O - - - . + . - . .
A PSR et o [y S ittt Geppgr syl svely S S PO v
pps— e e — P S SungnP A S PR N
m + H P SOt S S SOp e PROSOIS PSS b Sl i G
& h e H ST IIIIIIITTIIIIIIIIIIIITITIIIIISIIIIIIIIJIIIIIIIIILL
e e Cabo e Sl St Lol Se e oot eI a ot Ets bt e i St oS P R Y ST Sy paace
g el Db aietiel St S irmnp iV Iy PPt tumprnrs
e e P ST Pl s PPt P Ty s apey by e PSPyttt Fe bt 0 A
SmiojzizDiziihiozizizodiIrIriiiiiIIIIiiiiIIoiiiooiiiiiiiiiiiomooyiiiiioiiciieimiiiiocoe—o uw-.\c\\ .
‘ . .
.
* = 4
smIirnITmfrIiTiiziiyimIorIIT
P R S e ST by Do
z EPRCR Y4 F—— —1 y .
b bttt Sl e buin PSS LA 1  SOSSPEE SAi it MO St bty .
° o ISty TP e P T ats b gt i TIIITIIm T ITIe oIl ¢ .
-7~ e tond Tt e e — Jr——— ===~ heccecnc .y
« ? POSROGERSS Matupib b 4 =3 - ; - —_— el Y vedesmemneal .o ‘
o n o . - : 4 PP an S,
.~ -~ P X A Tty S I P SRR PSP S .m ..... e ve-. we--i.. ... - '
.- T T T T T T T T
- - PIETSDURE  D S P T T S T deeenmccestoc—ssicmabacsvbmescgamns
.. D eom e e e tet b Pt St e Bt P et SEtes Srer]
oo oo ermgIiiiTioz
z =z ce e samgeseawn

et cec g i o

Ceede

ppepe—— Sy crrcec i @ A< d-co—— -

NEOUS D S QPIRAE k.. A S

PAP LN
PAP LN

g

sECYION-tOX{O

: " 1= 3

s G SR - psany —

DNAa®ING
TRAC I NS

n 3 T P -—
- e e Rosppee ! 2 i n PO S et iang ST S PO
°
PINRRRCN _ oy Mpnipiupu e DS ESR S P G
= . - . g band $IIIIIITI
[t]

Lo -y pc--Iiios

e ae ey

S Sy

RPN .
poams e e pe e b e b e e v g —— e o

-y PRTS SRS DA b SLFPI SULDGDEPIIY Supmb

POt SR D GG OB PP S SR

bt 8- bt
TpINL

SRS S
S SO
4 M-8 e
im—i D Sy I i -tk § et ]

Bt R R gt
L

-t

-

evewdonaa

t
PRRe gy

JﬁnJ 8-

LOCATION

3




’ EXHIBIT C
COMPUTATION OF AVAILABLE HOURS

COMPUTATIONS (based on 5 days/8 hours/day

40 hour week) MONTH YEAR
Calendar Days 30.438 365.25
Less:
Holidays .750 5.00
Relief days (1) 8.697 104.36
Assigned Days 20.991 . 251.89
Hours per day X 8 ‘X 8
Assigned Hours 167.928 2015.12
Less:
Misc. (Admia. Lv., Fire Drill, CFC, etc.) 2.167 26.00
Annual Leave (hours) 13.00 * 156.00
Sick Leave (hours) 6.50 78.00 (2)
Hours Available to Primary Duty 146.26 1755.12

EXHIBIT C

¢4

COMPUTATION OF AVATLABLE HOURS (1) A relief day is a Saturday, Sunday, or compensation for a weekend day.

(2) Based on an average of 6 hours annual leave & 3 hours sick leave each
pay period.

Supplementary Computations:

365 X 3 = 1095
366 X 1 = 366 (Leap Year)

1461 ¢ 4 = 365.25 days in a year
365.25 ¢ 12 = 30.44 days in a month

365.25 ¢« 7 = 52.17857 weeks per year
52,17857 ¢ 12 = 4.348 weeks per month

52.17857 X 2 = 104.36 relief days per year (5 day week)
9.00 hol{days

365.25 - 113.36 = 251.89 work days in year
251.89 ¢ 12 = 20.991 work days in month . \
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