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EXECUTIVE SUMMARY 

This report contains the results of a work: me~~~h~sffil:1WlooBaucted 
to detel"ITline the staffing requirements of t~e' United States Probation 
Offices. The study was performed from Octobe~' 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 individual districts on an equitable 
basis. 

Prior to performing the actual worle measurement, a detailed and 
standardized description of all work requirements of the probation offices 
was developed. This description was used as the basis for reasuring the 
amount of work required to be performed in a probation office and the amount 
of time required to complete the work. ~site reasurements were performed 
at 24 selected probation offices by the rmnagement analysts., The workload 
and workhour data collected were used to develop nine standard staffing 
ratios 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 throu....C2h analysis of the measured data that the 
primary workload factors and roost reliable indicators of the staffing 
requirements of the probation offices are the numbers ofcl1ents under high! 
low activity supervision, presentence and postsentence reports prepared, 
collateral reports prepared, Violation reports prepared, drug aftercare 
clients, bail reports prepared, and miles traveled during field work. 
Separate workload factors were developed to account foC' clerical functionS 
and rmnagement and support activities. These were predicated upon the out­
come of applying the aforementioned workload factors. Work uni t time 
standards for each of these workload factors, except miles traveled, were 
derived and were the basis for the develoIXll6nt of the staffing ratios 
contained in the report. 

The standard staffing ratios encompass all currently required work of 
the United States Probation Offices. The ratios my be applied to either 
historical workload data or to an official workload forecast to determine 
future staff requirements for the probation offices. Al though all known 
work requirements were included in the work measurement, it is anticipated 
that because of Changes that my be ~nerated in the futu~e by the institu­
tion of additional or roore complex operating procedures, new legislation, 
increased experience in high and low activity supervision, or additional 
work requirements or rethods, a re-evaluation of the reasurement 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 wi th an ad OOC 
advisory conmittee consisting of Probation Division and probation office 
personnel. This study report was reviewed by the Jn3mbers of the corrmi ttee 
and subsequently endorsed at a meeting in Washington, D. C. on June 23, 
1981. '!he conmittee reconmended that this report be forwarded to the United 
states Judicial Conference for review and that the Judicial Conference adopt 
the standard staffing ratios as the official oo.sis for determining future 
staffing requirements for the United states Probation Offices. 
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I. PURPOSE. 

The Corrmittee on the Budget of the Judicial 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 t..o the supervision of probationers and p:l.rolees." 
The work measurement staff of the Administrative Office, in coordina­
tion with the Probation Division, agreed to develop through work 
measurement procedures a new staffing formula which would identify 
workload factors to account for all required work of the United 
StateD Probation Offices. The staffing formula, upon approval by the 
Judicial Conference of the United States, is intended for bud@etary 
and allocation purposes. 

II • 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 the'l~sults of the 
study to the Probation Division and the Executive Assistant Director 
of the Administrative Office by June 30, 1981. An ad ooc advisory 
conrnittee was formed to assist and advise in the planning and 
developnent of the study. Ten probation office personnel consisting 
of chief probation officers, supervising probation officers, and 
chief clerks were selected as rrembers of the carmittee which was 
chaired by the Deputy Chief of the Probation Division. The committee 
met with representatives from the Mana@ement Services Branch and the 
Probation Division in December 1980 to discuss key points relative to 
the study and nake recoomendations which would aid in the standards 
developnent 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 en~ure that all functions of a probation office were included 
in the measurement, a detailed description of the required work was 
developed by the work rooasurement 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 Probation Offices. 

The work measurement analysts, using stratified random sampling 
techniques, selected 25 probation offices to be neasured on-si te. 
These included twenty headquarters offices and five staffed branch 
(divisional) offices. During the measurement phase, me of the five 
branch offices was measured in conjunction with its headquarters 
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office, thus reducing to twenty--four the total number of on-site 
measurement locations. Factors used to select the rr~asurement sites 
included workload volume, ~ographical dispersion of operations, 
number of assigned personnel, and circuit representation. The 
selection of offices was reviewed and endorsed by the Probation 
Division and the ad hoc advisory committee as being representative of 
probation offices nationwide. The selected probation offices wet"e 
scheduled for on~site measurement by the analysts for periods of one 
to two weeks depending on the relative workload volumes of the 
offices. 

The 24 on-site measurement locations and their corresponding 
numbers of assigned personnel are listed below. Assigned strengths 
as of February 1, 1981, were provided by the Probation Division or 
were acquired on-site during the measurement visits; a.ssigned 
strengths for Georgia(N) 2nd Illinois(N) include Pretrial Services 
Agency staff. Except where footnoted, measurements encompassed the 
entire district. 

OFFICE DISTRICT 
Montgomery Alabama (M) 
Little Rockl 1 Arkansas (E) 
San Francisco California (N) 
Denver Colorado 
Grand Juncti~n2 Colorado 
Jackso~ille Florida (M) 

Georgia (N) Atlanta
3 Illinois (N) Chicago 

Wichita4 Kansas 
Boston Massachusetts 
Detroit 2 Michigan (E) 
Kalamazoo Michigan (W) 
Greenville2 Mississippi (N) 
Kansas City Missouri (W) 
Billings Montana 
Omaha Nebraska 
Albany 5 New York (N) 
Brooklyn New York (E) 
Ralei@1 North Carolina. (E) 
Portland Oregon 
PhiladeSphia Pennsylvania (E) 
Houston Texas (S) 
Huntington West Virginia (S) 
Milwaukee Wisconsin (E) 

lIncludes Volunteer Pretrial Services 
2Branch Office Only Measured 
~Includes Probation--0perated Pretrial Services Agency 
~eadquarters Office Only Measured 
~In1tial Measurement Site 
&.Headquarters Office and Two Satellite Offices Measured 
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ASSIG~~ STRENGTH 
15 
19 
66 
30 
3 

14 
49 

108 
10 
46 
89 

4 
3 

29 
11 
9 

12 
89 
29 
23 
82 
33 
12 
11 

( D 
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III • ORGANIZATIONAL OVERVIEW OF PROBATION OFFICES. 

The typical or'ganizational 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 offi.cers, 
supervising probation officers. The supervising probation officers 
usually have the responsibility of overseeing a unit consisting of 
6-lO probation officers and possibly the clerical support for this 
Uni 1:; • lJ:hese Uni ts may represent speCialized functions such as drug 
aftercare, high activity supervision cases, or low activity super'­
Vision cases. lJ:he organization for the clerical support is less 
uniform. lJ:he 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 
~taff to supervisory clerks. In many offices a clerk supports two 
specified 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 mea8ured. 

The four branch offices visited and measu.red by the analysts 
are staffed with either an officer'-in-charge or a supervising proba­
tion officer overseeing the operations. lJ:he 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 an-site, little or no variation was found in 
the time to accomplish a unit of work as compared with corresponding 
times in headquarters offices, illustrating no significant procedural 
differences between the two. The management and support function 1s 
proportionate to the staff size of the branch offices as is found in 
the headquarters offices. 

WORK MEAStJR.EMENr MEIrHOOOLOOY. 

The primary technique used in measuring the work of the proba­
tion offices was operational audit. 'Ibis method was used to de te r'-­
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 detennine the average time spent accomplishing each of those 
tasks by probation off:1,ce personnel. 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 familiarity with probation duties and 
responsibilities, the analysts jOintly performed a one-week, on-site 
measu?"ement of the Brooklyn, New York (E) Probation Office before 
proceeding with the neasurement plan. This visit also provided the 
opportUnity to refine the measurement plan as well as to test and 
clarify the work category descriptions. 
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'lbe operational audit was performed by obtaining average times 
at the 24 measurement locations to accomplish each task specified in 
the work category descriptions. This was done by interviewing the 
chief probation officer and knowledgeable supervising and line proba­
tion officers, probation officer assistants, and clerical personnel; 
by observing tl1e performance of various operations; and by timing 
operations with a watch, When appropriate. Frequencies of occurrence 
for each task were obtained from historical records, reports, and 
work unit data collection foI"ITIS submitted to and completed by each 
measuY.'ement location prior to the visit. This data was verified by 
the analysts. When these sources did not exist for a rarticular 
task, frequencies of occurrence were obtained thrQugh estimates by 
knowledgeable probation office personnel. To facilitate calculation 
of the standard staffing ratios, all tooasured frequencies were 
converted to an average monthly basis. 

Only work which is the responsibility of the probation offices 
was included in the tooasurement and in subsequent computations to 
derive the standard staffing ratios. Therefore, any hours spent by 
probation office personnel performing non-probation office work, such 
as district court clerk's office responsibilities, have been excluded 
from the study. No instances were noted where tasks specified in the 
work category descriptions were being perfomed by non-probation 
office personnel. Nor were there any workload backlogs identified at 
the 24 offices measured. 

There was little variation among the measured locations with 
respect to equipment on hand. Several of the larger offices visited 
have word processing equipment or automatic typewriters. However, no 
significant differences in per accomplishment times were found 
between those offices possessing word processors and those having 
none. Benefits of word processors, other than the capability to edit 
text rapidly, were found to be m1nimal. All offices have copiers 
assigned or have access '..0 a copying IlBchine. The analysts did not 
find equipment being utilized that would require staffing deviations 
from the nom. Likewise, no local rules were found that signifi­
cantly impact the total productive staffhours of one office compaI~d 
to another, and thus require no special considerations in the 
development of the standard staffing ratios. 

v. DEVELOPMENT OF WORK UNIT TIME STANDARDS. 

'. 

Following completion of the on-si te xreasurement phase of the 
study, extensive statistical analyses were perfo['lTled on the workload 
data collected and hours rooasured. In order to express the staffing 
requirements of the probation offices, staffing ratios were chosen 
over other statistical methods such as a multivariate equation 
derived from correlation and regression analysis. Benefits of ratios 
compared with other staffing formula formats include a less compli­
cated form, a relationship showing the mits of work me person is 
expected to produce, and ease of computation of staffing require­
ments. Additionally, the re.tios may readily be converted to multi-
variate equation fomat. 
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'lbe first step in the analysis was to develop matrices charting 
work categories and tasks against frequencies of occurrence and pel" 
accomplishment times as measured at each of the 24 locations. These 
times were compared to deteI"lTline how they were related proportionally 
from one office to another. Times which appeared extreme were 
examined for reliability and representativeness to determine whether. 
they should be included in developing the staffing re.tios. It was 
not found necessary to eliminate or adjust times measured, and subse­
quently, all raw data E!P.thered on-site were included in development 
of the ratios. 

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 a.c:;sociated hours 
measured for each category resulted in nine functional groupings of 
homogeneous work activities. A workload factor was then identified 
for each functional grouping. A workload factor (\f.LF) is defined as 
a primary or principal generator of work for a functional work group 
The functional work groups and their associated WLF's are presented 
in Section VI. 

For each of the 24 locations, the measured hours for the acti vi­
ties contained in each group were added to produce a functional worle 
group total, then divided by the average historical volume (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 deteI"lTlined the work unit time for each functional work 
group for the 24 locations individually, a work \mit time standard 
was calculated for each functional work group for all of the loca­
tio~~ collectively by averaging the 24 work unit times. 

For eight of the nine ftrnctional 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 lD1it time standard for that group as shown at Exhibit B. 
The work unit time standards at EXhibit B (as derived fran original 
measured data) have since been superseded by the work unit time 
standards shown on page 1 of this report. 'Ibis was due to a 
re-evaluation, remeasurement, and reclassification of probation 
officer and clerical duties. Upper and lower control limits for each 
of the work unit time standards were computed at two standard devia­
tions to deteI"lTline if the 24 individual work lD1it times were normally 
distributed about the me~ (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 uni t t~ 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, lUlrepre~entati ve of clerical 
support requirements for that office, and therefore omitted from 
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calculation of the work unit time standard for the clerical functions 
group. Since subsequent analysis of the points outside the control 
limits did not reveal any circumstances abnormal to the sampled 
population of probation offices, all other data points were retained 
in computing the work unit time standards for each of the eight 
distributions. 

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

VI • DEVELOP~mn' OF STANDARD STAFFING RATIos. 

~ I 

The staffing ratios shown below represent the WLF volumes or 
frequencies for the accomplishment of which one person is 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 basis 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 p3.ge 7. To be in accordance with vlLF 
definitions and consistent with the sources of count, ratios two, 
three, four, and nine were then Imlltiplied by 12 to convert them :to 
an annual basis. Since work un1 t time standards six and eight on 
page 7 represent decimal hours spent for management and support and 
clerical functions, rel:1pectively, per one staffhour of probation 
officer personnel, those staffing ratios were calculated by dividing 
one by the respective work \mit time standard. Staffing ratio rrumber 
nine (Pretrial Services) is an additive ratio in that it applies only 
to those probation offices that perform pretrial services functions 
as p3.rt of the pilot program authorized by Congress. All ratios were 
rounded to a minimum of two significant digits. 

Probation office staffing for each district may be determined by 
dividing the appropriate vlLF volumes for each district by their staf­
fing ratios and then sumning the results. It is important to note 
thR.t (1) the staffing ratios and their corresponding workload factors 
were determined to be representative indicators of the staffing 
requirements of the probation offices; and (2) the staffing ratios as 
computed encompass all known wo, 'k presently required to be perf'ot"l11ed 
by the probation offices as defined in the work category descrip­
tions • 'lhe following chart depicts the functional work groups, work 
uni t time standards, and staffing ratios to be used to compute staf­
fing reqUirements. Succeeding that Chart is a corresponding listing 
of workload factors to be used when applying the ratios, workload 
factor definitions, and sources of count. 
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FUNCTIONAL WORK GROUP WORK UNIT STAFFING 
TIME STANDARD RATIO 

1- Client Supervision 
(a) High Activity 3.568 41:1 (b) Low Activity 

1.634 90:1 
2. Presentences 18.006 97:1 
3. Collaterals 

4.910 357:1 
4. Violations 

8.277 212:1 
5. Drug Aftercare and Contracting 

for Drug Aftercare 1.304 112:1 
6. Management and Support .141 7.09:1 
7. Travel 

Not Applicable 60,000:1 
8. Clerical Functions .600 1.66:1 
9. Pretrial Services (Additive) 15.956 110:1 

v.DRKLOAD FACIDRS 

1. WLF: Clients Supervised. 

DEFINITION: Total number of Ii t 
supervision and (b) low activit; ~~~i:~~~ (a) high activity 

SOURCE OF COUNT: Probation Fo 9 Me 
and Inactive Cases and Present~ce'I nt~iY Inventory of Active 
column Total. High and 10 nves gation Forms, line E, 
Probation Division. w case totals will be provided by the 

2 • WLF: Presentences. 

DEFINITION: 
prepared. Annual total of presentence and postsentence reports 

SOURCE OF COUNT: Probation Fo 
Reports, lines 1 plus 4 column ~ 5 '1 Quarterly Accounting of 
fourth quarter report. ' ear Y Cumulative Total on the 

3. ~: Collaterals. 

DEFINITION: Ann 1 tot 
prepared. ua al of collateral investigation reports 

SOURCE OF COUNT: Probatio F 
Reports line 2 col y n orm 5, Quarterly Accounting of 
quarter' report.' unm early Cumulative Total en the fourth 
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J~. WLF: Violations. 

DEFINITION: Annual total of violation repor-ts pr-epar-ed. 

SOURCE OF COUNT: Pr-obation Form 5, Quar-ter-1y Accounting of 
Repor-ts, line 6, column Year-1y Curnu1a ti ve Total on the four-th 
quar-t~r- repor-t. 

5. HLF: Drug After-car-e Clients. 

DEFINITION: Total number- of clients in the drug after-car-e 
pr-ogr-am. 

SOURCE OF COUNT: Data pr-ovided by the Pr-obation Division. 

6. WLF: Pr-obation Officer- Positions. 

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

SOURCE OF COUNT: Sum of positions authorized through application 
of staffing ratios one thr'ough five. 

7. WLF: Hiles Driven. 

DEFINITION: Annual total of miles dri ven by officers in con­
ducting field work including miles driven in GSA and pr-ivate1y 
owned vehicles. 

SOURCE OF COUNT: Data provided by the Probation Division. 

8. WLF: Probation Officer Positions. 

DEFINITION: Number of posi tions authorized through application 
of staffing ratios one through seven. 

SOURCE OF COUNT: Sum of positions author-ized thr-ough application 
of staffing ratios one thr-ough seven. 

9. ADDITIVE WLF: Bail Reports. 

:r I 

DEFINITION: Annual total of bail and collateral bail reports 
pr-epared. 

SOURCE OF COUNT: Probation Form 5, Quarter-1y Accounting of 
Reports, lines 12 plus 13, column Yearly Cumulative Total on the 
fourth quar-ter report or the number of Pretrial Services Agency 
Forms 4 submitted. . 
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All investigathre reports recorded on the Probation Form 5 were 
credited toward either workload factor volumes as shown above or the 
measured hours for the appropriate functional work gr'oup. As such, 
hours to perform types of investigative reports contained on lines 3 
(preliminary), 5 (pretransfer), 7 (prerelease), 8 (special), 9 
(furlough/work release), and 10 (supervision) of the Probation Form 5 
were included wi thin the functional work gr'oup for Client Super>­
vision. Likewise, time for }aro1e revocation investigative reports 
(line 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 is, their volume or frequency of occurrence is not 
controllable by a probation office. Dependent variables are the 
total hours spent in each functional work gr'oup since they fluctuate 
with 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 gr'oup and their respective WLF volumes are known. All 
workload factors were selected because they have a lJR'jor im}act on 
measured staffhours as demonstrated by the number of murs required 
for completion of each. 

VII. COMPUTATION OF TIME STANDARDS FDR CLIENT SUPERVISION. 

During the computation and analysis phase of the study it was 
found necessary to develop two work unit time standaros to account 
accurately for supervision workload: one for eases classifled as high 
activity and ooe for low activity eases, both as defined in Chapter 2 
of Supervision Monograph, Publication 106, implementation of which 
began in Jarruary 1981. Chapter 2 of this rub1ication, which was 
written by the Probation Division, contains a uniform classification 
system to be used by all probation offices for classifying eases as 
high or low. Different requirements in the mmber of face-to-face 
contacts for high/low supervision eases eaused a significant varia­
tion in murs spent supervising clients under .the high/low criteria. 
In oroer to determine these time standaros, all 24 measurement loea­
tions were requested to provide the numbers of eases for their 
districts classified 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 guidelines. These 
data were coordinated with the Probation 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 rumber of face-to-face contacts per ease per 
month, including both personal and collateral contacts, under the 
high/low criteria. Responses were based upon either 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 ease per roonth for high activity eases, and 1.5 face-to­
face personal and collateral contacts per case per roonth for low 
activity eases. Actual time for face-to-face contacts had been 
measured 1n1 tial1y on-site as }art of supervision \'lOrk and averaged 
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30 minutes per contact. In developing the two separate time 
standards for client supervision, the overall work unit time standard 
for all client supervision cases (as shown in Exhibit B) was adjusted 
up for high activity cases and down for low activity cases. These 
calculations were made using a base of 30 minutes per contact with 
42% of all cases classified as higtl at 3.4 contacts per m:mth and 58% 
classified as low at 1.5 contacts per month. 

VIII. OPERATIONAL VAl3lATIONS. 

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

Travel time was measured as an inherent part of the work cate­
gories. Total travel time varied dramatically among the measurement 
locations indicating the need for development of a separate factor 
to account more accurately for this time. Travel time was separated 
into two major types: (1) time spent traveling to meetings, con­
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 presentence 
investigation duties. Analysis of the first t,ype of travel indicated 
that it 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, is 
accounted for in the functional work groups in WhiOh it was measured 
as reflected in the volumes of the associated WLF's. 

Time spent for the second type of travel (field work) was found 
to be primarily a function of the number of miles driven While pe~ 
forming presentence investigation or supervision field work. Hours 
driving in the perfonnance 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 avera~ driving 
speed of 35 miles per hour (based on 50 miles per hour in rural areas 
and 20 miles per hour in urban areas), a staffing ratio was derived 
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-i'our measurement locations provided pretrial 
services: two through adjunct pretria.l services agencies operated by 
the probation offices and two on a voluntary basis within the proba­
tion office itself. Two WLF's were considered in conjunction with 
pretrial services activities: the number of persons under pretrial 
supervision and the number of bail reports prepared. Work unit times 
were 1ni tially developed for each of these potential factors. How­
ever, analysis of these work unit times indicated that the number of 
bail reports was overwhelmingly more influential upon pretrial se~ 
vices staffing requirements than was the number 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 number of bail reports prepared for that 
district. This time standard includes clerical support time. 
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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 morn. tor 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. Al though those offices which had full or };:artia1 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 Exhihit 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 their 
respective numbers of drug aftercare program clients. The work unit 
time standard on page 7 and corresponding stafting ratio are 
applicable to all probation offices whether providing services 
directly or contracting for some or all services. 

IX. APPLICATION OF STAFFING RATIOS. 

The standard staffing ratios provide the Administrative Office 
wi th a tool to be used as a basis for predict1rlg staffing needs of 
the United States Probation Offices predicated ~l.>on current or fore­
casted workloads. The staffing ratios when applied indicate the 
average rrumber of personnel reeded 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 chief probation officers in concert 
with the Probation Division to administer the total positions for 
their districts and to allocate authorized positions to their branch 
or satellite offices as deemed necessary. 

To aid in the application of the ratios, an example of how to 
apply the ratios follows. Hypothetical workload volumes provided 
below are for a probation office that performs pretrial services 
.functions as };:art of the pilot program. 

300 
500 
150 

110 
80 
55 

~o,ooo 
1ij5 

WORKLOAD FAC'IDR VOLUNES 

Clients under high activity supervision. 
Clients under low activity superviSion. 
Presentence and postsentence reports prepared during the 

year. 
Collateral investigation reports prepared during the year. 
Violation reports prepared during the year. 
Drug aftercare clients. 
Miles driven during the year by probation officers. 
Bail investigation reports prepared during the year. 
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STANDARD 
WORKLOAD FAC'IDR VOLm1F.: + STAFFING RATIO = 

STAFF 
~.D 

1. Supervision: High Activity 
Low Activity 

2. P resentences 

3. Collaterals 

300 + 
500 + 

150 + 

110 + 

4. Violations 80 + 

5. Drug aftercare 55 + 

6. Management and Support 
(7.32 + 5.56 + 1.55 + .31 
+ .38 + .49) + 

7. Travel 40,000 + 

8. Clerical Functions 
(7.32 + 5.56 + 1.55 + .31 
+ .38 + .49 + 2.20 + .67) + 

9. Pretrial Services (Additive) 145 + 

41 
90 

97 

357 

212 

112 

7.09 

60,000 

1.66 

110 

= 
= 

= 

= 

= 

= 

= 

= 

7.32 
5.56 

1.55 

.31 

.38 

.49 

2.20 

.67 

= 11.13 

= 1.32 

DISTRIGr 'IDI'AL 30.93 

The policy of the Administrative Office is to round total 
staffing requirements for each district to the next whole number when 
the first decimal posi tion in the district total is equal to or 
greater than .5; decimal numbers less than .5 in each district total 
are truncated. This procedure will result in whole numbers 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 ratios accurately, there must be 
reliable and consistent reporting of the workload factor volumes. 
Some of these workload volumes are presently available through the 
use of Probation Form 5, Quarterly Accounting of Reports, and 
Probation Form 9, Monthly Inventory of Active and Inactive Cases and 
Presentence Investigation Forms. Additional procedures will be 
necessary, however, to l''ecord and report accurately the nwnber of 
high and low activity sup~r~ision cases, drug aftercare clients, and 
miles dri ven by the proDation officers. The Management Services 
Branch of the Administrative Services Division will be available to 
assist the Probation Division in developing a system for reporting 
this workload. 
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x. 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 is the area of 
proyiding supervision in accordance with the high/low criteria of 
Publication 106, which was being 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-eva1uation meas­
urement of the United States Probation Offices for the purpose of 
updating the standard staffing ratlos. This action should occur 
during either fiscal year 1985 or fiscal year 1986. Likewise, a re­
measurement of pretrial services functions to update the pretrial 
serVices staffing ratio 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 CATEOORY DESCRIPTIONS 
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This exhibit contains the work category descriptions used in the con-

duct of the work measurement study. fl'he original descriptions endorsed by 

the ad hoc advisory corrmi ttee were Slightly revised to render' the descrip­

tions IOOre accurate with respect to actual work performed in the offices. 

The clerical workload description was in r:articular need of revision so as 

to comprehensively treat the clerical functions of probation offices. Other 

revisions were of a typographical or grammatical nature. 
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EXHIBIT A 

CATFDORIFS OF WORK 

PROBATION OFFICE 

AND 

PREIRIAL SERVICFS AGENCY 

CATEOORIFS PAGE 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14'. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 

Pretrial Services Intake •••••••••••••••••••••••••••••• , ••••••••••• 1 
Pretrial Services Contracting..................................... 2 
Pretrial Services Supervision ••••••••••••••••••••••••••••••••••••• 2 
Pretrial Services Field Work •••••••••••••••••••••••••••• ~ ••••••••• 4 
D1verson.......................................................... 4 
Juvenile Transfer Investigation ••••••••••••••••••••••••••••••••••• 5 
Pre-Plea Presentence Investigation •••••••••••••••••••••••••••••••• 5 
Presentence Investigation......................................... 5 
Presentence Report/Recornmendation................................. 6 
Presentence Repor't Clerical Functions.............................. 7 
Supervision. • • • . • • • . . . • . . . . • • . • . . • • . • . • • • • • • . • . • . • . . • . . . . • . • . • . • . . 8 
Supervision Field Work •••••••••••••••••••••••••••••••••••••••••••• 10 
Supervision - Clerical Functions •••••••••••••••••••••••••••••••••• 11 
Violation Procedures •••••••••••••••••• $.~ ......................... 12 
Violation Procedures - Clerical Functions ••••••••••••••••••••••••• 13 
Supervision/Preparation to Close •••••••••••••••••••••••••••••••••• 14 
Supervision/Preparatian to Close - Clerical Functions ••••••••••••• 14 
IncarcerationIPre-Release ••••••••••••••••••••••••••••••••••••••••• 15 
Pre-Release Investigation ••••••••••••••••••••••••••••••••••••••••• 15 
General. Functions: Pretrial Services and Probation Officers...... 16 
Management and Supervision •••••••••••••••••••••••••••••••••••••••• 17 
Office Administration ••••••••••••••••••••••••••••••••••••••••••••• 18 
Case Material Filing and Files Maintenance •••••••••••••••••••••••• 18 
Mail and Distribution •••••••••••••••••••••••••••••••••••••• ~ •••••• 19 
Reports ••••.••.•••••••.••...••••••• II • • • • • • • • • • • • • • • • • • • • • • • • • • • • •• 19 
Meetings and Conferences •••••••••••••••••••••••••••••••••••••••••• 19 
Tr·a1n1rlg. • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •• 19 
Office Equipment, Supplies, and Space ••••••••••••••••••••••••••••• 20 
Tmvel .•......•.............•.••.......•....•.••.........•.......• 20 
Work Area Preparation ••••••••••••••••••••••••••••••••••••••••••••• 21 
Contractng for Drug Aftercare ••••••••••••••••••••••••••••••••••••• 21 
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1. PRETRIAL SERVICES INTAKE. 

A. Receive notice of arrest either by Ii10ne or Ii10ne recorder; obtain 
circtm1stances of arrest from arresting officer; record initial case 
information; note judge or magistrate for the case; determine ini­
tial interview location with arresting officer; receive daily true 
bill list from the Clerk's Office and pick up the notice of surrrnons 
case; file check of Pretrial Services Agency (PSA) for previous con­
tact or copy complaint; check for existing probation/parole file; 
notify supervisor of new case; record indictment information; post 
control rrumber; notify clerk of Pretrial Services Officer's (PSO) 
case assignment; log new case and record time of bond hearing; con­
tact Assistant U.S. Attomey (AUSA) file to obtain address, and re­
quest initial interview, if indictment; appear before magistrate if 
no contact was made with defendant; provide surrrnary report of avail­
able information. 

B. 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 infornlation from de­
fendant; request defense attomey to intervene if defendant refuses 
interview; prepare interview refusal notification, if applicable, 
and attach surrrnary report of available information; request prior 
record from enforcement, judicial, and correctional agenCies prior 
to bond hearing; verify interview information or all available 
information by telephone or in person with other agencies or 
persons. 

C. (1) Complete stmTllary report and forward copies for judge/magis­
trate, AUSA, defense counsel, and case file; if collateral 
report transmit to requesting Pretrial Services Agency; attend 
bail hearing and prepare judicial follow-up. 

(2) Type and arrange sunmary report. 

D. Attend Bail Review Hearing and Appeals Hearing and prepare reports 
on same. 

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

F. (1) Provide collateral assistance when requested. 

(2) Type and arrange collateral reports. 

G. Prepare index card (PSA Fbrm 4); prepare rolodex card; mail bulk 
copy of index card to AO; log all blue copies of PSA Fbrm 4' s sent 
to AO; assemble case folder; maintain and send weekly activation 
list for AO; record all investigations completed and code sheets 
mailed. 
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2. 

H. Clerical Functions: 

(1) File case material. 

(2) Maintain logs ruld calendars. 

(3) Perform mail and distribution duties. 

(4) Perform receptionist function~. 

PREiIRIAL SERVICES CONTRACTING. 

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

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

C. Prepare invitation for bid; aid facility, if necessary, in prepara­
tion of bid; forward bid to Probation Division; upon approval, 
arrrulge for vendor's Signature, forward to AO contracting office. 

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

E. Perform periodic reviews of facilities. 

3. PRErRIAL SERVICES SUPERVISION. (Include associated time for travel and 
phone calls.) 

A. Instruct defendant to report for supervision, if applicable; conduct 
in1 tial interview and prepare interview sheet; verify interview 
information by teleIilone or in person; if defendant is released 
without supervision, monitor or track case to disposition. 

B. Determine nature of supervision based on risk, psychological or 
medical needs, and/or need for drug treatment; refer client to 
psychiatrist for canpetency examination if ordered by court; forward 
instructions and data to treatment center if defendant is put in 
corrmunity treatment center (arc); canplete social service clearance 
form. 

C. 

D. 

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

( 1 ) Enter supervision intake docunents in case file and prepare 
opening chronological record; record in-com1ng and out-going 
information and judicial events; maintain log of all chrono-
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logicals typed to facilitate canpletion of r.lonthly activities 
report. 

(2) Type pretrial chronological entries. 

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

F. (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 details of 
offense and defendant's response to arrest; interview arresting 
officer; obtain third p3.rty information regarding defendant's 
adjustment and conduct; prepare bond review and forwar'd to 
court; prep3.re and forward warrant and data to U. S. Marshal; 
interview violator; update or prepare new PSA surrmary report; 
place case in acti ve status upon action by court or AUSA; 
process index card to active drawer and rolodex' card if viola­
tor is released. 

(2) Type and orgrulize Violation reports. 

G. Transfers: 

(1) Intraoffice - prepare transfer summary. 

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

H. Review caseload Cl1 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 sUIIlTlary report update or 
final report (PSA Form 5) • 

I. Requests for collateral and miscellaneous assistance: log "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 
available to probation after conviction and prior to sentencing; 
forward file When requested. 

J. (1 ) 

(2) 

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

TYpe closing summary and log statistics on closed cases. 

-3-



4. 

5. 

PREIRIAL SERVIOES FIELD WORK. 
phone calls.) 

(Include associated time for travel i::U1d 

A. Field visits with defendant: 

(1) Pretrial Supervision: 

(a) Max:imun 
(b) Mediun 
(c) Minimun 

(2) courtesy Supervision 

B. Collateral contacts and carnnuni ty viSits 
service organizations and develop service 

for defendant; contact 
plan to fit defendant's 

needs, when applicable. 

C. Record supervision 
logical record. 

t 1 heet and chrono­activity on caselcad con ro s 

f t 1 and !=hone call s . ) 
DIVERSION. (Include associated t~ne or rave 

ion from Assistant U. S. Attorney 
A. Receive letter propoSi~f d~~~ShaS obtained legal advice regarding 

(AUSA); determine that e e~ diversion and elicit acknowled@TIent of 
his proposed participation d t proval to carmence diversion 
law violation; obtain defen an ap 

B. 

O. 

D. 

E. 

F. 

investigation. 
1 d"""n' review of AUSA file and 

Perform diversion investigation inc U .... >e> 

interview of defendant and agent. 

(1 ) 
d sutmit report to AUSA for or 

Prepare diversion report ant in signing diversion agreement 
against diversion; participa e d AUSA 
with defendant, defense counsel, an • 

(2) TYpe diversion investigation reports. 

Slpervise defendant under diversion to include: 

(1) Defendant contacts 

(2) Oollateral contacts 

(3) Record superviSi9n activity in chronological record. 

i O~anizations and help develop service plan 
Oontact serv ce ·0 

defendant's reeds, when applicable. 

to fit 

f rward certification 
Sutmit periodic reports to AUSA on progress; x ~red 
forms to AUSA when period of superviSion has e p • 

-4-

;, / 

} 

, 

l
~:· 

'. . 

, 

Ii" i 
I • 

6. JUVENILE CffiANSFER INVESTIGATION. 

Obtain juvenile approval to conduct "diversion" of Juvenile transfer 
investigation upon notice of AUSA; interview juv~lile as to offense, educa­
tion, marital status, dependents, personal and family background, prior 
record of delinquency, intellectual development, psychological maturity, ar~ 
response to previous treatment efforts; obtain release of confidential 
information forms; notify parents; obtain government version of offense; 
verify background information per Iilone or in person; ascertain availability 
and adequacy of non-federal treatment facilities in corrrnunity; 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 r'e!X)rt 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; 
request trial not be scheduled until pre-plea Presentence Investigation 
(PSI) is completed; conduct l:imited background investigation prior to trial 
upon request from court; obtain government 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 
convictedj keep chronological record when necessary; upon final judgement, 
process acquittal dispositions and store existing file or proceed to file 
PSI for conviction. 

8. PRESENI'ENOE INVESTIGATION. 
phone calls.) 

(Include associated time for travel and 

A • Receive 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 rile; contact AUSA file to obtain address and 
set up initial interview; provide defendant with questionnaire prior 
to interviewj review pretrial services report; schedule interpreters 
as required. 

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

O. 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 defendant 
fails to appear for interview; prepare letter to court indicating 
"defendant junped bail"; prepare mano report to AUSA requesting 
bench warrant issuance for failure to show for interview. 

D. Obtain goverrrnent version of offense; contact and interview 
co-defendant and obtain statements fran witness, canplainant, and 
victim for offense information, bail canpliance, and mitigating 
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4. PREIRIAL SERVICES FIELD WORK. (Include associated time for travel CU1d 
phone call s • ) 

A. Field visits with defendant: 

B. 

(1) Pretrial Supervision: 

(a) Maximun 
(b) Mediun 
(c) Minimun 

(2) Courtesy Supervision 

Collateral contacts and camnunity visits for defendant; contact 
service organizations and develop service plan to fi t defendant's 
needs, when applicable. 

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

DIVERSION. (Include associated time for travel and P10ne calls.) 

A. Receive letter proposing diversion from AssistantadUios. Attodr'ningey 
(AUSA)' determine that defendant has obtained legal v ce regar 
his pr~posed participation in diversion and elicit acknowledgment of 
law violation; obtain defendant approval to carmence diversion 
investigation. 

B. PerfoI'm diversion investigation including review of AUSA file and 
interview of defendant and agent. 

C. (1 ) Prepare diversion report and subnit report to AUSA for or 
against diversion; participate in signing 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. 

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

F. SutInit periodic reports to AUSA on progress; forward certification 
foI'mS to AUSA when period of supervision has expired. 
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6. JUVENILE 'IRANSFER INVE'.S'rIGATION. 

Obtain juvenile appr'oval to condUct "diversion" of juvenile transfer' 
investigation upon notice of AUSAj inter'view juvenile as to offense, educa­
tion, mar'ital status, dependents, personal and family background, pr'ior' 
recor'd of delinquency, intellectual development, psychological matur'ity, ~ld 
response to pr'evious treatment efforts; obtain r'elease of confidential 
information forms j notify par'ents; obtain gover'nment version of offense j 
verify backgr'Owld information per phone Or' in per'son; ascertain availability 
and adequacy· of non-federal tr'eatment facilities in corrmunityj pr'epar'e 
juvenile transfer' investigation report and forward to court j ascertain 
availability of transfer to local authorities and report to cour't. 

7. PRE-PLEA PRESENTENCE INVESTIGATION. 

To prepare presentence report prior to tr'ial upon request from cour't: 
obtain defendant's consent for investigation; if defendant declines to per­
mit investigation, terminate action and notify court and defense counsel; 
request trial not be scheduled until pr'e-plea Presentence Investigation 
(PSI) is completed; conduct limited background investigation prior to trial 
upon request from court; obtain government 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 recor'd when necessary; upon final judgement, 
process acquittal dispositions and store existing file or proceed to file 
PSI for conviction. 

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

A • Receive 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 questi,onnaire prior 
to interview; review pretrial services report; schedule interpreters 
as required. 

B. Conduct defendant interview obtaining defendant's version of 
offense, prior recor'd, social/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 is lost prior' to interview; contact 
defense counsel, AUSA, and/or PSA in attempt to locate if defendant 
fails to appear for interview; prepare letter to court indicating 
"defendant junped bail"; prepare mano report to AUSA requesting 
bench warrant issuance for failure to show for interview. 

D. Obtain goverl1llent version of offense; contact and interview 
co-defendant and obtain statements fran witness, canplainant, and 
victim for offense information, bail canpliance, and mitigating 
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circtDTIstances from enforcement agent, AUSA, defense counsel, and 
PSO' obtain and file newspaper clippings regarding offense When a 
cas~ of notoriety; obtain prior record of arrests; visit or contact 
by phone or mail defendant's school, job, etc. , as necessary to 
verify information; and arrange follow-up interview with defendant 
and close relations and/or associates, 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. 

E. Request co\.~!'t order for local study at half-way hotuise, inlocal jat~ 
or in community if deemed necessary for clarifica on even 
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 applica­
tion to incur expenses, voucher of expenses, and statement of nature 
of examination to Clerk of Court, if local study ordered. 

F. Perform drug/alcohol evaluations and prepare reports 1(0 be submitted 
with PSI report. 

9. PRESENTENCE REPORI'/RECOMMENDATION. 

A. Calculate salient factor and offense severity scoren-s 5andtabelnter on
d sentencing sheet· enter sentence statistics from es an 

B. 

guidelines calcu1.ations on "sentencing data" tage of PSI; obtain 
case clearance from SUSPO through discussion of salient factor score 
and confidential reccmnendation as well as reported in 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 tart; 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 tart, notify and present report to 
defendant and/or counsel for review and perform verification and 
resolution of challenges resulting from the disclosure; attend 
hearings for Challenges. 

C. Attend presentence conference with judge. 

D. Until sentencing, monitor case status for pending cl1arges and batifil 
release performances and notify judge of any relevant Change; no Y 
collaborating district of final disposition. 

E. Interview client and prepare postsentence report if PSI had no
6
t 

previously been prepared and sentence is conmitment of roore than 
months, or update presentence if 6 months old. 
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F. 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. 

G. 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. 

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

10. PRESENI'ENCE REPORI' CLERICAL FUNCTIONS. 

A. Note and list pleas from criminal calendar; prepare calendar of 
court proceedings for officers for court appearances; set up PSI 
file. 

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

C. (1) Type PSI and all necessary documel-'~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. 

D. Notify statistical clerk of PSI completion for reporting on AO's 
probation report; log PSI completed; provide original to judge; file 
case file in PSI pending drawer to await sentencing; notify AUSA and 
defense counsel that PSI report is available for disclosure; check 
criminal calendar for sentencings to compare sentencing ~arings 
listed with completion/delivery log to assure that judge has PSI. 

E. 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 coornit­
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 pretrial 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 AO 245 to Conmunity Program Office 
(CPO) if coornitment is directly to a Federal facility; send a supply 
of AO 337' s to counsel; check judge termination report (COURTRAN) 
for sentences to assure that all cases have been processed; send AO 
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notification of postsentence investigation if necessary; notify PSO 
to close case; report close of PSA file to AO. 

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

A. Interview probationer/parolee explaining conditions of probation/ 
parole and consequences of violationl'.;; have client sign Probation 
Fonn 7/Certificate of Parole, countersign conditions and give client 
copy; provide client with appropriate number of monthly reporting 
fonns; obtain signature on release of confidential infonnation for 
drug treatment cases as necessary; forward copies of certificate of 
parole fu"1d/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 c:'.ient and satisfy 
conditions of probation/parole; set up reporting schedule; record 
first meeting and prepare surrmary; set forth case classifications 
(maximum, medium, and minimum or high and low) and plan of supe~ 
Vision for both parolee and probationer. . 

B. Prepare order for psychiatric evaluation for judge's Signature if 
imposed as a condition of probation; refer client for psychiatric 
treatment/examination; prepare examination questions; refer client 
directly to community agency(s) and resource specialist for helping 
services, ( 1. e. , emergency funds, shel tel" , food, and medical, 
psychological, drug-alcohol treatment); conduct group sessions for 
clients with unique or similar problems to stimulate better adjust­
ment. 

C. Review jud@Tlent and commitment order for probationer and clarify 
any discrepancies as to disposition or conditions; monitor probation 
appeal until adjudication; notify office statistical unit of adjudi­
cation so that case status can be changed appropriately. 

D. Enter and assist probationer with social restitution in a coomunity 
service program when a condition of probation and update progress 
report to court if noncompliance, or as otherwise ordered by court. 

E. Verify deportation of client and return to statistical clerk for 
closing case file; update chronological f11e~ advise regional parole 
administrator of parol~e deportation. 

F. (1) Record chronologicai entries reflecting all case activity and 
status changes on daily basis, or at least quarterly. 

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

G. Assist client in employment placement; complete referral forms aYld 
collect and record information concerning success of referrals to 
job or other resources. 
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H. Request order to impOSe special condition(s) or modification to 
original order of probation supervision; record action for monthly 
tally of reports if period of adjustment covers six months or more' 
notify client and defense counsel of extension grant or modiricatio~ 
to original probation; for parolee, send request to Regional Parole 
COmmission for order to rescind speCial conditions when nece~sary in 
response to "adjustment problems"; attend hearing when applicable. 

1. Grant permission for client to leave district boundaries and issue 
travel pe~t; if parolee, prepare request to Regional Parole 
Commissioner for permission to travel; request courtesy supervision 
from host district and forward essential case materials to host 
district upon approval for courtesy supervision. 

J. 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
gation be conducted to determine home and employment feasibility 
for assumption of supervision; provide case file and green copy 
of Probation Fbrm 3 to new district upon notification of suuer­
Vision acceptance; prepare transfer letter and case file· and 
forward to new district; secure own judge's signature 00 pt'oba­
tion transfer order upon acceptance of jurisdiction and provide 
copies to Clerks' Offices of both districts; for parolee trans­
fer, send copy to Regional Parole Corrmissioner; provide proba­
tioner/parolee "permission to travel form" copies to file and 
for new district; obtain travel funds for probationer/ parolee 
in indigency transfer; and notify statistical clerk of trans­
fer. 

3. Receive 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 t:arole 
transfer, send copies of all communications to Regional Parole 
Commissioner; for probation transfer secure own judge's signa­
ture 00 Probatiol) Form 22 and provide copies for Clerks' Offices 
of both districts. 

K. Refer client to contract or non-contract drug testing facility when 
ordered as part of condition of probation or when judge Signs USPO 
modification request for such program of treatment; referrals may be 
either 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 sunmary report to case file 
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and to Bureau of Prisons community prog~~s officer~ monitor drug 
treatment program: obtain spot check urine sample and log; re::ceive, 
review, and file progress and urinalysis results from drug treatment 
agencies. 

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

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

N. Complete monthly tally indicating new cases, terminated cases, cour­
tesy supervision cases, status and classification level changes; 
maintain monthly list of delinquent supervision reports for mailing 
Probation Fbnns 28 and 36 and notify delinquent clients. 

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

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

Q. Notify split sentence probationer to report for supervision once the 
jail tenn tas 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. 

12. SUPERVISION FmLD WORK. (Include associated time for travel and !ilone 
calls.) 

A. Conduct field supervision with client: 

(1 ) Probation 

(a) Court Probationer 
(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 
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(5) ~~oni tor-ing of or-ganized-cr-ime clients and other surveillCirICfJ. 

(6) Protected witnesses. 

B. Conduct collater-al and community visits. 

C. Counsel client and client's family, friends, and employer, when 
necessary, D1cluding oper-ating family counseling program. 

13. SUPERVISION - CLERICAL FUNCTIONS. (Des cription refers to p9.role ana 
probation unless other-wise states.) 

A. Enter former PSA case an 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 rile for required documents; forward all 
material and case file to officer and pick up on daily report oheet 
as new case; place flash notice 1-12 with FBI and notify local 
enforcement agencies and other probation units of .probation sen­
tence; prepare 3A index cards for unit tickler flle on active and 
inactive supervision cases; post Youth and 844A cases by expiration 
date; log new parolee case and notify AO; prepare monthly report 
control card; check split sentence 1>robation release date log and 
notify probation officer to pick up supervision. 

B. 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. 

C. 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 Office Fiscal 
Section when fine or resti tution is received ; receive and record 
payment notice from Clerk regarding restitution or fine received; 
prepare periodic surrrnary of fine and resti tution payments and 
distribute to probation officer. 

D. Enter in ledger nunber of field contacts by office and report to 
district chief; complete tally of reports on monthly basis from 
information furnished by officers and by Probation Forms 3 and 3A 
for parolees and prooationers. 

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

F. When case transfer-red, note transfer and close case on central 
control file; when recei ving transferred case, prepare index card 
and file; record activity on tally of reports; notify AO and FBI of 
transfer. 

-11-

~ I 

f', 

;.. 

, 

" 

\ 

i 
i 
1 

\' 

, 



G. Type chronological entries. 

H. 

I. 

J. 

K. 

L. 

Send monthly review reports to clients. 

~pe travel permits. 

Type pretransfer investigation reports. 

Type parole progress reports, PSA Form 8, and six month case 
reviews. 

Maintain inactive files. 

M. Type general correspondence pertaining to clients. 

14. VIOLATION PROCEDURES. (Description refers to both parole and probation 
unless otherwise stated. Include associated time for travel and mone 
calls.) 

A. 

B. 

C. 

D. 

~ I 

• 
If arrest violation enter arrest on log; enter doctlilents in file 
and update chronological file; secure and review arresting officer's 
report of details surrounding offense and client's response to 
arrest; interview 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 recomnendation when alleged pretrial diversion (P'ID) violation 
and record appropriate action; interview probationer! parolee with 
respect to new arrest, if available; obtain third party information 
regarding probationer's!parolee's adjustment and conduct and circ~ 
stances of alleged violation. 

Consult with SUSPO as to recomnendation for or against revocation 
depending an nature and seriousness of drug testing results or other 
alleged Violations; request probation Violation calendar date for 
voluntary appearance; prepar'e 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 Fo11n 12 and notice to probation viola­
tor; serve citation to appear. 

Prepare probation Violation report and petition for bench warrant; 
secure judge's signature and file with court; provide copy of peti­
tion, defendant's personal history information 0'(' 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 
copies of peti tion and any updated memoranda fm' probationer's 
defense counsel, court, and AUSA with cover letter apprising of 
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E. 

F. 

hearing date; deliver copy of Probation Form 12 and notice of proba­
tion Violation to probationer. 

Attend preliminary hearing; resume supervision of Drobationer if 
releas:d; note ::ny bail conditions imposed; prePare probation 
hearing slD11111ary for court including reconmendations as to sentence 
if no reconmendation was made in previous reports. 

ASSign co~erage for probation Violation hearing; send case file to 
courtroom, report status of case to judge or original jurisdiction 
if magistrate is designated to hold preliminary probation hearing' 
record probation violation hearing action on court dispoSitio~ 
sheet; attend hearing as applicable. 

G. 
Concerning probationers, contact appropriate treatment agencies as 
t? ne~, spe~ial conditions im~osed by court; investigate proba­
honer s progress when court orders reinstatement to active super­
Vision with periodic compliance review and prepare report to court 

H. 

I. 

J. 

K. 

L. 

regarding compliance. ' 

Prepare parole violation report (may have arrest report attached) 
and send to Regional Parole Conmission recomnending issuance of 
retake warrant or continuation; report action to AO' write letter 
advising Par'ole Conmission of each change in status of new charge if 
retake warrant is to be held in abeyance. 

Arrange and conduct preliminary interview with parolee, reading and 
obtaining Signatures on interview forms, and determine whether there 
is probable cause to revoke parole; notify witnesses to appear if 
parolee wants postponed preliminary interview and conduct postponed 
preliminary interview. 

Write summary report of preliminary interview and recommendation to 
Regional Parole Conmission about parolee 5i tuation and probable 
cause upon c.onsultation with SUSPO; forward completed report for 
recording, notify AO, and forward case file to statistical clerk 
when canpleted; if parolee is permitted local hearing arr e 
appropriate hearing facilities and notify U.S. Marshal to del~r 
parolee to hearing location. 

Arr~e and conduct dispOSitional l~view hearing with parolee; 
write sUl1llary report and recammendation to Regional Parole Cannis­sion. 

Attend final revocation hearing. 

15. VIOLATION PROCEDURFs-CLERICAL FUNCTIONS (Description refers to both 
parole and probation unless otherwise stated.) 

A. Type Violation reports (probation and rarole) warrants preliminary 
interviews (parole), and parole Sl.l11lllary reports. ' 
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B. 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 
issued; issue warrant outstanding notice to FBI-ID; adj~~t tickler 
file and cancel FBI "flash" upon apprehension; log notif:lcation by 
court of calendar hearing date and forward to probation officer to 
monitor until probation revocation hearing; upon revocation of 
probation, provide copies of PSI, AO 235, AO 245, Hearing on Viola­
tion memo, PF 27, and disclosure specifications to Bureau of Prisons 
through either corrrnunity program officer or U.S. Marshal prisoner 
control; notify AO of new corrrnitment, change of original probation 
period, modification of conditions, or reinstatement; pJ:'epare new 
probation contract and move case to active status; when parolee's 
warrant is executed, notify AO of case closing. 

16. SUPERVISION/PREPARATION TO CLOSE. (Description refers to both plrole 
and probation unless otherwise stated.) 

A. Check for necessary adjustment in probation cases \ID.der supervision 
as to arrests, drug treatment, anployment, fines and restitution, 
and/ or other special condi tions; in dl"tlg trea tment cases, review 
urinalysis reports and existing treatment agency summaries to assure 
subject is drug free; investigate arrest free compliance for early 
termination of probation/parole to assure that no previously 
undetected arrests occurred; investigate employment of client; 
investigate restitution/ fine balances of probationer to assure 
there is not arrearage; obtain death certificate or other type of 
verification of death if the probationer dies and notify court if 
case pending action; if parolee dies, notify Parole Coornission. 

B. Prepare closing sumnary 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 written letter; for parole cases, prepare 
letter to Regional Parole Canm1ssioner requesting decision on early 
termination and setting aside of conviction; report actiort to AO. 

17. SUPERVISION/PREPARATION TO CLOSE - CLERICAL FUNCTIONS. (DElscriptions 
refer to both parole and probation unless otherwise stated.) 

A. Send reminder to probation officer if restitution/fine case is 
nearing expiration at one month; check expiration date t1.ckler file 
noting cases soon to expire and those requiring early termination 
and setting aside conviction; send reminder to officer' that YCA 
cases are to expire and that progress reports nrust be canpleted. 
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B. (1) \Vhen formal probation discha ha 
copy of formal court order rge s been ordered, file signed 
enterea with Clerk of Court of discharge, if such order is 
dischar~e letter sent b ,o~herwise fi~e with Clerk copy of' 
record probation dischar: p~ ation offl~er to probationer; 
purposes and prepa g information requlred for statistical 
forms; process se::~p~p~~teJreco:~ keeping and statistical 
forward to Clerk of Court. Uvenl e and 844B records and 

(2) Type clOSing stmnaries and record on cards. 

18. INCARCERATION/PRE-RELEASE. 
phone calls). (Include associated time for travel and 

A. 

B. 

C. 

D. 

E. 

F. 

G. 

Receive, reView and file in tit " 
gress" reports ~d make institS ti utional. classification and pro-
sary; receive, reView and fi~e o~al tiialson assignnents as neces­
Conrnission; forward ~tice of actiono toces tOf actio,n" from Parole 

n sen encing Judge. 
(1) Perform "social services" f 

tion. or inmate when requested by institu-

(2) Counsel family of those incarcerated. 

Perform speCial, social and aner 
program investigations, and invest~:~y =~ugh, and work release 
from federal institution to local in

e 
tit tie ~quests to transfer 

reports. s u on, prepare necessary 

Develop potential contnunity plan at request of 
inmate from other region. institution for 

If prisoner is released to cormruni t 
tion officer will maintain su y treatment center (am), proba-
with director of am. pervision and will develop procedures 

Prepare responses to inmate mail. 

Handle post-conviction relief motion and prepare 
reports for judge. 

H. Visi t insti tutions to conduct 
investigati ve duties. pre-release classes or to conduct 

I. T,ype special, furlough and work 1 
reports. re ease, and transfer investigation 

19. PRE-RELEAsE INVESTIGATION. 

A. (1) ~~r:~~~:!e an~l:se ~lans submitted by institution 
Hearing. POI" en findings prior to Parole 
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(2) Type pre-release repert. 

B. Prepare pestsentence and pre-release investigatien en priseners 
received frem fereign ceuntries; interview prisener, cemplete Preba­
tien Ferms 1 and 11 and determine prepesed residence, empleyment, 
and adviser if released; send te designated 'Office 'Of release and 
institutien. 

C. Maintain liaisen with cemmunity treatment center (CTC) during 
client's stay; prier to discharge frem CTC, arrange fer residence, 
empleyment, and welfare 'Of 'Offender. 

20. GENERAL FUNCTIONS: PREI'RIAL SERVICES AND PROBATION OFFICERS. 

A. Review requests fer case mterial frem 'Outside interested parties 
and appreve 'Or deny. 

B. Serve as ccmnunity liaisen by speaking, lecturing, 'Or hosting lecal 
pregrams. 

C. Maintain and review lecal sentencing data by 'Offense category fer 
use at sentencing. 

D. Previde roonthly data on client empleyment, treatment, case super­
visien levels, 'Officer field activities, and supervisien centacts. 

E. Develep, evaluate, and rmintain reseurce contacts with public and 
private secial agencies and law enfercement agencies in 'Order to 
serve needs 'Of client. 

F. Plan itinerary and complete daily travel recerd. 

G. Prepare field werksheet; recerd Poth attempted and completed cen­
tacts. 

H. Ceunsel cencerning resteratien 'Of Civil Rights and Presidential 
pardens; aid and ceunsel cencerning the resteratien of right to 
pessess firearm. 

I. Conduct on-site evaluations of U. S. Bureau of Prisons contract 
facilities as roomber of Bureau of Prisons audit team. 

J. Attend court for arraignments, hearings, sentenc1ngs, deposit.ions, 
etc., r~t included in other categories. 
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21. f>1ANAGEIViENT AND SUPERVISION 

A. JVJanage operation 'Of lJrebation office &nd supervise assigned person­
nel te include delegating jeb assignments, determining priority of 
and scheduling wel'k, and directing werk. 

B. ReView werk 'Of suberdinates including Presentence Reperts, Super­
visien Pregress Reperts, and ether inter'nal reperts; previde assis­
tance to and censult with 'Officers as necessary. 

C. (1 ) Develep and implement pelicies, plans, programs , 'Operating 
precedures, methods, and perfermance standards. 

(2) Develep, implement, and maintain graduate and underbrCtc.luate 
student internship pregrams. 

(3) Develep, implement, and maintain ve1unteer pregrams. 

D. Ceerdinate 'Office eperatiens and special progrffins with supervisers, 
AO, Federal Judicial Center, U. S. r~rshal, U. S. Atterney, Parele 
Cemmissien, judges, and/er ethers. 

E. Develep 'Office budget including prejecting staffing needs. 

F. Prepare perfermance appraisals and ceunsel persennel on perfermance 
and career progressien. 

G. Draft letters, memeranda, ~d other cerrespendence not included in 
ether categeries 'Of work. 

H. ReView cerres~ndence and ether written material. 

I. Assist visiting 'Officials and cenduct tours. 

J. Persennel actiens: 

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

(2) Take required actiens and complete appropriate ferms fer reas­
Signments, prometiens, demetiens, transfers, separatiens, 
reclassificatiens, changes in positien descriptiens, grade 
recommendations, disciplinary actiens, employee relatiens, 
grievances, etc., and maintain 'Office personnel recerds. 

K. Approve daily travel recerds and submit te clerk fer precessing; 
appreve all travel veuchers. 

L. PerfenTI activities required by Equal Empleyment Oppertunity Pregram 
and accemplish asseciated reports. 
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M. ~1aintain in-house manual and clerical instruction bookl~t; publish 
office newsletter. 

22. OFFICE ADMINISTRATION 

A. 

B. 

Type correspondence and miscellaneous material not included in oth~r 
categories of work, proofread finished copy, and prepare for 
mailing. 

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 vOULhers. 

(2) Verify that Probation Form 17 is completed properly; prepare 
travel vouchers for each probation officer in appropriate 
unit. 

Verify that travel voucher is completed properly and submit to 
chief probation officer for approval; submit to Clerk's Office 
Fiscal Section for preparation of payment upon certification. 

23. CASE MATERIAL FILING AND FILES MAINTENANCE. 

A. File individual docunents in propel" place and in files and records 
storage equipment. 

B. Maintain files including repairing or replacing worn or tom file 
covers, making guide cards for files equipment, and arranging or 
rearranging files. 
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C. Determine in accordance with Records Disposition Schedule which 
records should be retired or destroyed and retrieve from files' 
destroy appropriate records; package records to be retired and ship 
to Federal Reeords 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. 

2!t. MAIL AND DISTRIBUTION. 

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

B. Drop off mali or perform rressenger service, if applicable. 
• 

Prepare office reports and special projects, either recurring or one­
time, which are carmon to all offices or required by an individual office' 
prepare special surveys which may be requested by AO, courts, or othe~ 
agencies. (Specify name of each report or survey and include all time to 
research, draft, type, reView, and subn1t each report. Do not include 
reports measured in other categories of work.) 

26. MEErINGS AND CONFERENCES. 

Prepare for, conduct, and/or attend rreetings 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 s~n1nars or 
courses which will be rreasured in ''':mAINING'' 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 training lectures or sessions. 
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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 equi9'l1ent, 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 justifying requests and canpleting 
appropriate forms; contacting AO, General Services Administration, 
and coomercial vendors or suppliers pertaining to specifications, 
cost estimates, and award of contracts; and analyzing canpetitive 
bids/estimated costs of potential purchases, rentals, or leases 
prior to placing final order. 

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

D. Maintain necessary accountability records of expenditures, rentals, 
contracts, purchases of equipnent, ful"l"liture, etc.· 

E. Perform and maintain 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 canpletion of 
forms to dispose of excess, obsolete, or irreparable equipment and 
furnishings. 

I. Arrange for maintenance, repair, or roodification of office· equip­
ment, property, space, and facili ties and prepare vouchers for 
payment. 

J. Maintain security of office and files. 

29. TRAVEL. 

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

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

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

31. CONTRACTING FOR DRUG AFTERCARE. 

A. Identify need and request funds coomitment. 

B. 

C. 

D. 

E. 

F. 

G. 

Prepare pre-solicitation letters and forward to facilities. 

Prepare solicitation letter and proposal package and forward to 
facilities. 

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

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

Prepare Stmmary of Negotiation (official recoomendat10n). 

After awarded, ~plement contract with facility. 

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

I e If applicable, propose roodification to contract when new need is 
required, using SF 30. 

J. Provide guidance and evaluate performance of contractor including 
on-site IOOnitoring and inspection reports. 

K. Order and assemble specimen supplies as needed. 
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• \\uRK UNIT TIME STANDARD GRAPHS 
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This exhibit contains eight gr>aphs of work unit times and work unit 

time standards derived from data collected at the 24 measurement locations 

for the following work acti vi ty groups: client supervision; presentences; 

collateral presentences; violations; drug aftercare; pretrial services; 

clerical functions; and rranageInent and support. In addition, the graphs 

show the upper and lower control limits (UCL and LeL respectively) for each 

group. 
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EXHIBIT C 

COMPUTATICN OF AVAILABIE HOURS 

.. 

COMPUTATION OF AVAILABLE HOURS 

COMPUTATIONS (based on 5 days/S hours/day 
40 hour week) 

Calendar Days 

Less: 
Holidays 
Relief days (1) 

Assi9ne~ Days 

Hours per day 

Assigned Hours 

Less: 

MONTH 

30.438 

.750 
8.697 

20.991 

X B 

167.928 

Misc. (Adm1~. Lv., Fire Drill. CFt, etc.) 2.167 
Annual Le~ve (hours) 13.00 
Sick Leave (hours) 6.50 

Hours Available to Primary Duty 146.26 

EXHIBIT C 

YEAR -
365.25 

9.00 
104.36 

251.89 

• X B 

2015.12 
." 

26.00 
156.00 (2) 

7B.OO 

1755.12 

(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 XI • ...!§! (Leap Year) 

1461 • 4 • 365.25 days in a year 
365.25 • 12 • 30.44 d~s in a month 

365.25 • 7 • 52.17857 weeks per year 
52.11857 • 12 • 4.348 weeks per month 

52.17857 X 2 • 104.36 relief days per year (5 day week) 
9.00 holidays 

365.25 • 113.36 • 2!1.89 work days in year 
251.89. 12 • 20.191 work days in .anth 
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