Judge Beckie Palomo

341" STATE DISTRICT COURT

September 25, 2017

Webb County Commissioners Court
1000 Houston Street
Laredo, Texas 78040

County Judge Tano Tijerina
Commissioner Jaime Canales
Commissioner Jesse Gonzalez
Commissioner Rosaura Tijerina
Commissioner John Galo

RE: 341st District Court’s Determination of Need and Re-Appointment of Appropriate Staff
and Support Personnel and Request for Approval of Proposed Budget FY2018

Dear Members of Commissioners Court:

In your deliberation of the Webb County Budget for FY2018, I submit for your review and
consideration the 341% District Court’s Determination of Need and Re-Appointment of
Appropriate Staff and Support Personnel and Request for Approval of Proposed Budget FY2018,
attached hereto.

On September 8, 2017, the attached proposed budget was submitted to the budget officer for
inclusion in the official proposed budget. For reasons only he may know and without
justification, the budget officer failed to include my proposed budget and instead changed my
budget by removing three crucial positions and set the employees’ salaries contrary to my
request and inconsistent with the projected salary increases previously discussed in open court.

In anticipation of an unwarranted modification to my proposed budget, and in the spirit of public
transparency, on September 5, 2017, I filed the attached proposed budget with the Webb County
Clerk’s Office and District Clerk’s Office and submitted a copy to the county auditor pursuant to
the legal procedures placed on the budget officer for public inspection.

As required -by law, the budget includes a clear comparison of the estimated personnel
expenditures for the new FY2018 and the actual personnel expenditures for the preceding three
years including FY2015, FY2016 and FY2017 during which time no annual market, step and/or
longevity increase was made under the Webb County Wage Classification Plan.
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As you may see, the proposed budget includes the same number of personnel positions and only
includes salary increases authorized by law and those salary increases discussed and considered,
and thus anticipated, in open meetings by Commissioners Court.

Additionally, this Court previously delivered copies of pertinent Court Orders, with respective
correspondence, informing each of you and giving you proper legal notice of this Court’s
designations, appointments, re-appointments, salary settings, findings and determinations, as
they relate to the appropriate staff and support personnel required to fully comply with and
effectively perform the judicial functions of the 341% District Court.

Specifically, and in addition to the findings made in the attached Determination of Need, this
Court delivered to you the following judicial documentation in support of the approval of the
341* District Court’s FY2018 Budget:

e Re-appointment of 341* District Court Interpreter

e Re-appointment of 341* District Court Bailiff/Grand Jury Bailiff

e Re-appointment of 341 District Court Coordinator

e Notice of Webb County District Courts — Coordinator System

e Board of District Judges’ Determination of Need to Maintain Appropriate Staff

and Support Personnel
e Resolution of the Board of District Judges

Texas law grants the judiciary great deference in determining the needs of each court in their
respective counties. As such, I submit to you these facts and corresponding legal basis in an
effort to assist you with the approval of a budget warranted by the facts and law and required by
the interest of the tax payers.

I am confident that after carefully reviewing all of these relevant documents then you will come
to the reasonable conclusion that the attached proposed budget is justified and in accordance with

Texas law, and thereby approve the proposed personnel budget for FY2018.

available in the event you may have any questions.

Attachment: 341ST DISTRICT COURT’S DETERMINATION OF NEED AND RE-
APPOINTMENT OF APPROPRIATE STAFF AND SUPPORT PERSONNEL
AND REQUEST FOR APPROVAL OF PROPOSED BUDGET FY2018

1110 VICTORIA, SUITE 302 « LAREDO, TEXAS 78040
TEL (956) 523-4325 « FAX (956) 523-5055




IN RE

§ IN THE DISTRICT COURT
§
§ 341™ JUDICIAL DISTRICT
§
3415T COURT STAFF § WEBB COUNTY, TEXAS
341* DISTRICT COURT’S

DETERMINATION OF NEED AND RE-APPOINTMENT
OF APPROPRIATE STAFF AND SUPPORT PERSONNEL AND

REQUEST FOR APPROVAL OF PROPOSED BUDGET FY2018

Today, August 31, 2017, pursuant to the Constitutional authority, statutory authority and
inherent powers vested in me as district judge of the 341 District Court in Webb County, Texas,
I hereby exercise these authorities in compliance with my judicial oath and in performing the
judicial duties in the efficient administration of justice as the presiding judge of this Court, and in
determining the appropriate staff and support personnel essential for the Court to fulfill the
mandates of the Texas Constitution, Texas Government Code §24.151(f), §24.487, §123.006,
§123.007, Health and Safety Code §461A.001, and the Rules of Judicial Administration 6.1, 7
and 9b.

THEREFORE, the Court hereby makes the following determinations and appointménts
related to the appropriate staff and support personnel required to effectively perform the
constitutional and statutory judicial functions of the 341% District Court and carry out the
efficient administration of justice in Webb County, Texas:

THE COURT HEREBY DETERMINES, pursuant to the Texas Constitution, Texas
Government Code §53.001(a), §53.071, §74.101 and §74.103, Local Government Code
152.905(d), Texas Civil Practices and Remedies Code §21.022(a) and (b) and/or Texas Code of
Criminal Procedure §19.36, and in order to efficiently and effectively perform the administration
of justice in Webb County, including the operation of established specialty court programs such

as the Sobriety Treatment Program and the Veterans Treatment Prograni, that the same ten

employee positions, currently funded and previously approved in prior years’ budgets, are




essential staff and support personnel, as listed in the 341* District Court - Proposed Budget
FY2018 and attached hereto as Attachment A, and include the following:
SLOT 0166  Court Reporter
SLOT 0171  Spanish Speaking Court Interpreter
SLOT 0170  Court Administrator
SLOT 0169 Court Coordinator (Civil)
SLOT 0168 Court Coordinator (Criminal)
SLOT 2749  Assistant Coordinator
SLOT 2748 Administrative Assistant
SLOT 2811 Drug Court Clerk
SLOT 2747 Bailiff/Grand Jury Bailiff
SLOT 1530 Bailift/Grand Jury Bailiff

ADDITIONALLY, the Court hereby requests the Webb County Commissioners Court to
consider that on August 2, 2017, the board of district judges adopted the Resolution of the Board
of Judges of Webb County, attached hereto as Attachment B, wherein the district judges
determined the needs of the Judiciary of Webb County demand and support, at a minimum, the
re-appointment of the current number of staff in each respective district court;

ADDITIONALLY, the Court hereby submits the 341 District Court’s Job Descriptions,
attached hereto as Attachment C1-C7, for each of the respective salary slots listed above for
review and consideration by the Webb County Commissioners Court;

THEREFORE, the Court hereby respectfully requests the Webb County Commissioners
Court to re-appoint these same ten employee positions necessary to efficiently, and effectively,
perform the administration of justice at the 341% District Court;

FURTHERMORE, AND IN THE INTEREST OF JUDICIAL EFFICIENT
ADMINISTRATION, the Court hereby respectfully requests the Commissioners Court to
recognize that the judicial caseload for the 341* District Court has either remained consistent or
has increased, as indicated in the reported numbers for Webb County 341% District Court and

attached hereto as Attachment D, and is consistent with the state-wide trend in district courts, as

reported by the Office of Court Administration and attached hereto as Attachment E, obliging the



Commissioners Court to approve, at a minimum, the same number of employees to continue to
efficiently, and effectively, administer justice at the 341 District Court;

FURTHERMORE, the Court hereby submits the 341* District Court’s Bill of Cost,
attached hereto as Attachment F1, for FY2014 and prior fiscal years, together with the amounts
assessed and, so far, collected in 2015, 2016, and 2017, respectively, and the more current Bill of
Cost for FY2017, attached hereto as Attachment F2;

FURTHERMORE, AND IN THE INTEREST OF PUBLIC SAFETY, the Court hereby
emphasizes the 341" District Court’s role within the Webb County judicial system and how
detrimental underfunding the Court will be to the overall security and safety, required and
expected, by those who seek justice and protection from our administration of justice;

FURTHERMORE, the Court hereby respectfully requests for the Webb County
Commissioners Court to take notice of the fact that the budgets of the 341 District Court have
been reduced each of the prior two fiscal years, FY2016 and FY2017, respectively;

FURTHERMORE, the Court hereby requests the Webb County Commissioners Court to
take notice that the 341" District Court Proposed — FY2018 Budget, Attachment A, consistent
with the spirit of public transparency and in accordance with a budget officer’s duty under Local
Government Code §111.066, was filed with the County Clerk’s office and a copy delivered to
the County Auditor’s office on September 5, 2017, making it available for public inspection;

FURTHERMORE, the Court hereby respectfully requests the Webb County
Commissioners Court to take notice that an application for “new” employee slots is not being
submitted or requested, and only the same number of employee positions are determined to be
essential to maintain the status quo of the current, as required, judicial operations at the 341"
District Court;

FURTHERMORE, the Court hereby requests the Webb County Commissioners Court to

take notice that this Court, in accordance with the legal authority herein stated and after carefully




éonsidering the duties and responsibilities of the respective positions as they each relate to the
efficient, and effective, management of cases at the 341% District Court, and after taking into
account that the salaries had not been adjusted for three consecutive budget years, and after
making a market adjustment increase of 2.5%, determined the salary amounts included in the
341% District Court - Proposed FY2018 Budget, Attachment A, to be reasonable compensation;

FURTHERMORE, if the Webb County Commissioners Court determines it reasonable
and thereafter approves a longevity pay and/or a cost of living adjustment and/or a salary
adjustment greater than 2.5% across the board for other county employees in fiscal year 2017-
2018, then I hereby adopt and incorporate said determinations, if any, and further determine that
the equal and proportionate approved increases applied to the salary slots in Attachment A are
reasonable compensation for the respective slots;

THEREFORE, the Court hereby respectfully requests the Commissioners Court to
approve and adopt the 341 District Court’s Proposed FY2018 Budget, and that said salaries be
adjusted and set at the amount determined after calculating any additional salary increases equal
in amount and proportionate to any longevity pay and/or a cost of living adjustment and/or a
salary adjustment greater than 2.5% for other county employees approved by Commissioners

Y

SWORN AND SUBSCRIBED BY JUDGE BECKIE PALOMO ON THIS ||
DAY OF SEPTEMBER, 2017.

Court for fiscal year 2017-2018, if any.

o

BECKIE PALOMO, PRESIDING JUDGE
341% JUDICIAL DISTRICT COURT
WEBB COUNTY, TEXAS




ESTIMATED PERSONNEL COST FOR FY 2017-2018

341ST JUDICIAL DISTRICT COURT - GENERAL FUND 1001, DEPARTMENT 2030

FY 2015 FY 2018 Employee Longevity
%* * Employee Slot Annual
SLOT NO TITLE Salary Set Under vy 2016 FY 2017 Regular L —— ST 10 e
Condrey Plan Condrey Plan Current Pay Compensation COLA (2.5%) classification increase of
Requested from 2015 Webb County employees
— 341st Judicial Court Judge $13,200 $13,200 $13,200 $13,200 N/A N/A
Juvenile Board Member $4,800 $4,800 $4,800 $4,800 N/A N/A
0166 Court Reporter $89,204 $89,204 $89,204 *%$91,434.10 *x N/A
g7 Spanish Speaking Court Interpreter $51,773 $51,773 $36,563 $36,563 (+) $914.08 S. Vela ( 11 mo.)
0170 Court Administrator $58,550 $58,550 $58,550 $58,550 (+) $1,463.75 M. Villarreal (5 yrs.)
0169 Court Coordinator (Civil) $57,862 $57,862 $40,359 #£%$59 308.55 s M. Prew ( 9 yrs)
0168 Court Coordinator (Criminal) $55,746 $55,746 $55,746 ##%$50 308.55 *rx R. Carrillo (5 yrs.)
2749 Assistant Coordinator $57,862 $57862 $40,359 $40,359 (+) $1008.98]  A. Dickerson (5 mo.)
2748 o .

Administrative Assistant $37,975 $37,975 $31,519 $31,519 (+) $787.98 T. Garza (1 yr.)
2811 Drug Court Clerk $38,473 $38,473 (+)$961.83] M. Rodriguez (12 yrs.)

2747 - B
Bailiff/Grand Jury Bailiff $53,043 $53,043 $53,043 ***%$55,737.45 b L. DelaCruz (5 yrs.)
1330 Bailiff/ Grand Jury Bailiff $54,378 $54,378 $54,378 *4%%$55 737.45 wakn D. Hale (13 yrs.)

*  No Annual Market Adjustment made under Condrey Plan.
Highlight: Title Change **  As Set by Board of Judges on August 2, 2017.

**% Set by the judge on the Notice of September 1, 2017.

*##% Ag set by the Order Setting Compensation for 341st Judicial District Court Bailiff dated September 1, 2017.
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RESOLUTION
OF THE BOARD OF JUDGES OF WEBB COUNTY

“WHEREAS, st the Administrative Board of Judges meeting held on August 2,
2017, the District Judges restated their determination of the need for the District

Courts to appoint appropriate staff and support personnel in order to satisfy the
needs of Webb County;

“WHEREAS, pursuant to Texas Government Code Section 74.103, the District
Judges of Webb County hereby exercise their authority to re-appoint appropriate
staff and support personnel according to the needs of Webb County in order to
continue administering their respective duties and responsibilities; and

“WHEREAS, the Webb County Commissioners Court has previously approved
and determined the reasonableness of the below stated court staff and support

personnel during each of the past two fiscal years, including FY 2015-2016 and FY
2016-2017,”

THEREFORE, BE IT RESOLVED, the District Judges of Webb County again
determine that the needs of Webb County demand and support the re-appointment,
at a minimum, of the current staff and support personnel for each respective court,

to include the following: L
e =3 :'
49" Judicial District Court current staff and suppert personnel: ‘i‘ ; ;E;
=
Slot # Title: | g2 L o
0152 Court Reporter il
0153 Interpreter/Court Administrative Assistant A xr 2
0154 Criminal Coordinator m w2
0155 Court Administrator ¢
0156 Civil Coordinator
0157 Court Administrative Assistant/Court Coordinator
0799 Bailiff
2429 Bailiff

111" Judicial District Court current staff and support personnel:

Slot #: Title:

0161 Court Coordinator

1558 Court Reporter

1559 Court Administrator

1560 Coutt Coordinator

1561 Administrative Assistant/Court Coordinator
- 1562 Bailiff :

2388 Bailiff

2605 Court Interpreter

2810 Court Coordinator

Resolution of the Board of Fudges of ‘Web6 County-Pagelof2
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b

341" Judicial District Court current staff and support personnel:

Slot #: Title:

0166 Court Reporter

0168 Court Coordinator
0169 Court Coordinator
0170 Court Administrator
0171 Court Interpreter
1530 Bailiff

2747 Bailiff .
2748 Administrative Assistant
2749 Court Coordinator
2811 Drug Court Clerk

406™ Judicial District Court current staff and support personnel:

Slot #: Title:

0798 Court Reporter

0801 Court Coordinator

0805 Court Clerk

1865 Counseling Services Coordinator
1866 Court Coordinator

1867 Court Administrator

1869 Bailiff

1904 Administrative Assistant

2296 Spanish Interpreter

HONORABLE BECKIE PALOMO
341* Judicial District Court Judge

HONORABLE MONICA Z. NOTZON
111" Judicial District Court Judge

,
k )/\/—\’ ‘ \

HONORABLE OSCAR J. HALE, JR.

406™ Judicial District Court Judge

Resofiction of the Board of Judges of Webb County-Page 202




JOB DESCRIPTION

POSITION:
341 DISTRICT COURT SHORTHAND/STENOGRAPH REPORTER

Roles and Responsibilities:

Attend all sessions of Court; take full shorthand and/or stenograph machine notes of all oral
testimony; rulings and remarks of the Court.
e Preserve all shorthand notes of all oral testimony, rulings and remarks of the court for the
time period prescribed by law
e Furnish transcripts of evidence or other proceedings by law and provide fees and charges
as allowed by law.
o Verify with Court staff or District Clerk's staff of any information on Court rulings or
proceedings in Court.
e Must keep certification current by attending seminars to earn CEU’s as required by the
Court Reporters Certification Board for the state of Texas and NCRA certification.
e He/she must work cooperatively with the other staff members as a team to gather and carry
out the overall philosophy of the Court.
Follow Court Rules and Regulations, Safety Procedures and Court Code of Ethics
e Maintain professional appearance and demeanor.
e And any other duties assigned by the Judge and Court Administrator.
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JOB DESCRIPTION

POSITION:
341* DISTRICT COURT INTERPRETER/ASSISTANT COURT CLERK

Roles and Responsibilities:

The purpose of this description is to outline the duties and responsibilities of the Court Interpreter
/Assistant Court Clerk for the State District Court. Performs language interpretation activities on
an assigned and as needed basis for the Court and for parties proceedings, including witnesses,
defendants, attorneys, other court personnel, and the public. Court Interpreter is responsible for
providing English/Spanish interpretation support for court operations. The employee may also
perform sight translation reading written texts and giving an oral translation of text. Assistant Court
Clerk duties are to coordinate with the Civil/Family/Criminal Coordinator to assist in daily docket
management, preparation and sending of notices, judgments, charges and other duties that might
be assigned.

Interprets Spanish to English and the applicable non English language using simultaneous
and consecutive modes at court proceedings and for other court related departments at the
direction of the court.

Makes sight translations for the benefit of the court of documents including, but not limited
to, court petitions, reports, waivers, felony disposition statement forms, and short
documents introduced as evidence.

Interprets for judges, attorneys, court staff, and other court-related departments at the
direction of the court.

Sight translate written documents upon oral agreement at discretion of the court.

Brings to the court’s attention any items that may impede the interpreters’ performance.
Researches and understands legal terminology used in court and functions of the court.
Reviews the daily calendar and coordinate with Court Coordinator to determine which
courts and proceedings require an interpreter.

Attend training as offered and/or directed.

Travel to off-site courts, as needed.

Demonstrate cooperative behavior with co-workers and management.

Follow verbal and written directions from Judge and/or Court Administrator.

Assist to maintain Odyssey court calendar up to date with hearings, pre-trials, and jury
trials.

Assist coordinators in preparing to send out notices, expedite calls regarding cases.
Perform clerical work, requiring independent judgement with speed and accuracy.

Files and operate standard office equipment.

Work cooperatively with other staff members as a team to attempt to carry together the
overall philosophy of the court.

Cross-trained to better assist the general public in the Judiciary setting.

Reply to inquiries from the public for court business

Represent the court in functions; such as Career Day, Courts in Schools

Follow Court Rules and Regulations, Safety Procedures and Court Code of Ethics.
Maintain professional appearance and demeanor.

And any duties assigned by the Judge or Court Administrator.
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JOB DESCRIPTION

POSITION: 3415T DISTRICT COURT ADMINISTRATOR
Roles and Responsibilities:

The primary duties of this position is to manage, direct, supervise, coordinate and plan the

operations of courts and to assist the judiciary in making certain decisions, except those judicial

decisions required by law to be made by judges.

e Coordinates and sets all appointments on Judge’s calendar

o Supervises the staff of the 341% District Court

e Acts as liaison between this Court and other Courts, Webb County Offices and Departments,
and visiting Judges

e Process and submits Personal Worksheets and any other information to the Human
Resource/Risk Department

e Timekeeper Management for employee’s payroll and approves employee’s requests for leave

e Monitors and records staff’s daily attendance

e Schedules and coordinates office meetings to discuss policy, protocol and other relevant
issue. .

e Assists in reception and other public-oriented facets of the court system

e Monitors financial operations of a court system and oversee the department yearly budget

o Prepares annual budget

e Monitors, orders and coordinates the purchase of supplies, equipment, services and ensures
they are used effectively and efficiency

o Approves all purchase requests .

o Prepares and submits agenda items to Commissioners Court

o Receives, addresses and files correspondence by establishing and maintaining a filing system

o Meets requirements for the purchase of necessary equipment, furniture and office supplies

e Clerical and stenographic duties in connection with all orders of the District Judge, including
Orders, Court's letters/Rulings and all daily miscellaneous office correspondence

o Attends Board of Judges meetings and works on minutes and agendas

o Review and analyze legal procedures to ensure that all employees of a courtroom are
performing their duties correctly and efficiently

e Asmstjudgu,prosecﬁommddefenseatbmeysmdwumﬂandpmcedmemewmensme
thatﬂlelawandﬂ:enghtsofparumpamsmthecomtmompmceedmgsmobserved
correctly

e Woﬂ:wopaanvelywnhthcoﬂ]ersm&membetsasateammammptmgeﬂmrwcmyom
the overall philosophy of the Court

o Oversees the plan, order and proper time of the summons of jurors adequate for the courts
according to the economy and efficiency with court’s schedule and docket

=
2
2
b
g
2
s
s
E
L
=
=




JOB DESCRIPTION

POSITION:
3415T DISTRICT COURT COORDINATOR

Roles and Responsibilities:

The primary duties of this position are to manage, and coordinate and plan the operations of
court cases and to assist the judiciary in making certain decisions, except those judicial decisions
required by law to be made by judges. Monitor court statistics to ensure disposition of cases and
advise Judge of any unscheduled matter that needs attention

e Manage over 350-500 cases on a monthly basis, varies from month to month and from court
to court.

o Oversee the case from initial filing to disposition, which may be years from the date of filing.

e Inform all necessary personnel and attorneys of add-on setting of cases to ensure that both
parties are present at the designated date and time.

o Conduct necessary research on each defendant to include any and all hearing for pre-trials,
trials, hearing on motions etc.

o Prepare and send out notices.

e Coordinate with district clerk’s office regarding notices of setting to the attorneys of record.

e Typing and mail out notices for pretrial conferences for jury trials.

e Handle correspondence notice of court settings.

o Review files and type special issues under the direction of the Court.

e Maintain and control the master docket for all courts, including the setting and preparation of
weekly and monthly dockets for each court.

o Re-set cases when approved by the judge.

o Reset all cases not reached for trial.

e Notify attorneys on case settings.

e Prepares and distribute docket for use by court personnel.

e Oversee case flow disposition in court cases.

e Maintain data and records on case flow and time elements involved in cases for planning and
performance purposes.

o Utilize electronic case management systems in order to track cases and determine if time
limits set by local rules are being met.

e Inform court bailiff of defendants in custody and their scheduled dates and times for
appearances in court.

e Check with attorneys on status of cases set for trial.

e Plan and coordinate the mechanics of notice to all connected with trials.

e Coordinate the availability of attorneys, parties, and court personnel. |

e Record keeping of court dockets. |

o Prepare periodic reports as requested by judges, the courts, and other departments.

°f *N *ouuoAeg-QyoNId




JOB DESCRIPTION

'POSITION:
341°T DISTRICT COURT ADMINISTRATIVE ASSISTANT

Roles and Responsibilities
Performing administrative, secretarial and clerical work requiring independent judgment with
speed and accuracy and applying organizational skills.

* Responsible for the composing inter-office correspondence and mail log.
e Types accurately

® Responsible for Employee Payroll time and attendance; knows how to make good
calculations.

e Makes Purchases for Court and prepares requisitions.

e Submits any court invoices on services for payment.

o Greets the public tastefully and courteously answering questions in person and over the
telephone.

o Communicates effectively.

e Follows verbal and written directions from the Judge and/or Court Administrator.

e Keeps Judges Calendar up to date with court settings.

e Maintains log for the mediation room/jury room.

e Sends out faxes to attorneys on a daily basis regarding court dates.

e Makes courtesy calls to attorneys to appear in court for their cases.

e Assists coordinators in preparing notices and expedites calls regarding cases.

e Perform clerical work, requiring independent judgement with speed and accuracy.

e Files and operates standard office equipment.

e Cross-trained to better assist the general public in the Judiciary setting.

e Attends trainings as offered and/or directed.

e Assists with Drug Court graduations.

e Demonstrates cooperative behavior with co-workers and management.

e Assist to maintain Odyssey court calendar up to date with hearings, pre-trials, and jury trials.

o Follows verbal and written directions from Judge and/or Court Administrator.

e Make hotel accommodations and any other special requirements for visiting judges.

e Works cooperatively with the other staff members as a team to carry out the overall
philosophy of the Court.

» Replies to inquiries from the public on court business.

» Represents the courts at various functions; such as Career Day for our local School Districts.

e Acts as liaison by representing the courts on various matters before the administrative judicial
regions and courts of other jurisdictions.

e Follows Court Rules and Regulations, Safety Procedures and Court Code of Ethics.

e Maintains professional appearance and demeanor.

e And any other duties assigned by the Judge and Court Administrator.
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JOB DESCRIPTION

POSITION:
3415T DISTRICT DRUG COURT CLERK

Roles and Responsibilities
Performing administrative, secretarial and clerical work requiring independent judgment with

speed and accuracy and applying organizational skills.

e Greets the public tastefully and courteously answering questions in person and over the
telephone.
e Answers all incoming calls.

e Keeps time logs of the participants daily attendance to appointments.

e Communicates effectively.

e Follows verbal and written directions from the Judge and/or Court Administrator.

e Maintains daily activity log for personnel

e Makes courtesy calls to case managers regarding participants inquiries.

e Assists case managers in making calls to participants.

e Perform clerical work, requiring independent judgement with speed and accuracy.

e Files and operates standard office equipment.

e Cross-trained to better assist the general public in the Judiciary setting.

e Attends trainings as offered and/or directed.

e Assists with Drug Court graduations.

e Demonstrates cooperative behavior with co-workers and management.

e Follows verbal and written directions from Judge and/or Administrator.

e Works cooperatively with the other staff members as a team to carry out the overall
philosophy of the program.

e Replies to inquiries from the public on court business.

 Represents the drug courts at various functions; such as Career Day for our local School
Districts.

e Follows Court Rules and Regulations, Safety Procedures and Court Code of Ethics.

e Maintains professional appearance and demeanor.

¢ And any other duties assigned by the Judge and Court Administrator.
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JOB DESCRIPTION

POSITION:
3415T DISTRICT COURT BAILIFF/GRAND JURY BAILIFF

Roles and Responsibilities

It is the duty of the Court Bailiff to act as security for the Judge, staff and the Court at all times
when the Court is and is not in session. Bailiff will be an aid between and amongst all staff and
personnel to facilitate and expedite the prompt disposition of the Court's Judicial and
Administrative duties.

e Has the duty and responsibility to keep order and decorum in the Court at all times.

e Announce recesses and adjournments.

e Supervises and coordinates with the Webb County Sheriff's Office with regard to the
defendants in custody scheduled for court.

e Coordinates Waiver of Extradition proceedings.

e Coordinates Criminal Trials.

e Coordinates with Sheriff’s office for extra security regarding high profile cases.

o Takes defendants into custody for Motion of Contempt hearings.

e Secure witnesses to high profile cases.

o Reviews the jail list daily and identifies any defendants in custody with pending court
cases at the 341%,

e Monitors any defendants with warrants in the courtroom.

e Prepares an emergency procedure for court room and office.

e Provides safety training for staff.

e Finger prints defendants for plea packets.

e Transports inmates to treatment centers inside and outside city limits.

e Conducts home visits with probation officers.

o Attains Court Criminal History (CCH) reports for probation officers.

e Handles all issues with Petit Juries for both criminal and civil trials.

e Manages all security cameras, audio, and electronics for all court proceedings.

e Enforces and detains a person who was issued a Bond Lift from Specialty programs.

e May be called upon to perform any other tasks assigned by the Judge, Court
Administrator in order to aid in administration of the court.

e Keeps order and decorum in Courts in School.

e Assists associate judges and/or visiting judges.

o Responsible to pick up mail.

o Plans and supervises the mechanics of the court room.
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341° DISTRICT COURT

Annual Case Activity Report

Criminal Cases Civil Cases
FY2013-2014 1197 1884
FY2014-2015 1446 2104
FY2015-2016 1511 2449

FY2016-2017 1504 2534
(As of 8/31/2017)
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Court-Level Trends District Courts

The district courts are the trial courts of general jurisdiction of Texas. The geographical area served by each
court is established by the Legislature, but each county must be served by at least one district court. In sparsely
populated areas of the State, several counties may be served by a single district court, while an urban county
may be served by many district courts.

District courts have original jurisdiction in felony criminal cases, divorce cases, cases involving title to land,
election contest cases, civil matters in which the amount of money or damages involved is $200 or more,

and any matters in which jurisdiction is not placed in another trial court. District courts also hear most of the
juvenile delinquency cases in the state.

Caseload and Cutcomes

880,823

843,177

Disposed\ : 839,637
The number of cases filed,
disposed and pending all
increased over the past 2

years.

Active Pending End of Year

TEXAS JUDICIARY ¢ FY 2016 ANNUAL STATISTICAL REPORT Court-Level - 14
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