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Readings and References
Overview For Planners and Potential Faculty
This workshop is intended to introduce the basic concepts of Essential Components to judges, court managers, and court and clerk staff who have responsibility for developing or acquiring, operating, or overseeing programs or services that support the judicial functions of a court or a branch court.  It can also serve as an introductory course for people interested in becoming court managers who need to learn about court support programs and services.

Since this is a “basics” workshop, the participants should not be expected to have extensive experience in the design, creation, management, operation, monitoring, or evaluation of the range of services and programs that support judicial officers in performing their official duties.  Participants may have worked in or managed a single service or program, or may have been recently promoted to a position that includes these responsibilities.

Note that as a basic level class the curriculum may cover some subjects that appear not to be relevant in every court or jurisdiction.  However, part of the objective of the basic workshop is to provide an overview of the subject and the basic concepts underlying the operation and management of court support services and programs.  The challenge to the planners and faculty will be to identify services and programs familiar to the participants that can be used to illustrate the basic concepts.

The Essential Components curriculum toolbox is organized into an overview, and a 1.5-hour presentation.  The overview includes faculty qualifications, target audience, learning objectives, and a workshop overview.
Faculty Qualifications

In addition to knowledge of adult education principles and concepts and skills in presenting to adults, the faculty should include a person or a team of people who have the following qualifications:

MINIMUM QUALIFICATIONS
· Perceived by the participants as knowledgeable about the types of services and programs existing in their courts that will be used to illustrate the basic concepts.
· Actual involvement in the development, design, operation, management and evaluation or acquisition of services and programs supporting judicial activities.  Ideally, the faculty would be have several years of senior experience managing programs or services.  Ideally, faculty would be a person, or a team of people, who have both operational experience and consultation experience, possibly including someone who has evaluated court services or programs, or conducted research on the operations and efficacy of one or more types of court services and programs.

· Significant experience leading and teaching a multi-day program for court personnel or at least experience organizing and teaching multiple shorter workshops.
Target Audience

Potential participants include:

· Court administrators, clerks of court or presiding, chief, or administrative judges who have some responsibility for conceiving, developing, operating, or evaluating services and programs that support judicial activities.

· Deputy or assistant court administrators or clerks of court, division chiefs, or similar classes of managers who are looking to become a court administrator or clerk of court and who may have some responsibility for conceiving, developing, operating, or evaluating services and programs that support judicial activities.

· Incoming presiding judges, assistant presiding judges, or judges overseeing court divisions who have, or soon will have, some responsibility for conceiving, developing, overseeing, or evaluating services and programs that support judicial activities.

· Individuals who are interested in a career in judicial administration who may or may not have some responsibility for conceiving, developing, operating, or evaluating services and programs that support judicial activities.

The program is NOT intended for people who currently have no experience with, or no responsibility regarding, services and programs that support judicial activities.  However, it is appropriate for someone with either lower level experience and responsibilities, or some involvement with services and programs that support judicial activities, perhaps in a prior job outside the court.  This workshop is one way we develop the ‘next generation’ of court managers.

Typical workshop settings would include:

1) State judicial branch education conference
2) State or regional association conference
3) New Presiding, Chief, or Administrative Judge workshop, or

4) A regional- or national tuition-based workshop that is open to anyone.

Learning Objectives

The workshop addresses the following knowledge, skills, and abilities from the Essential Components Core Competency:

· Knowledge of the Purposes and Responsibilities of the Courts Curriculum Guidelines and how they apply to Essential Components;
· Ability to design, manage, and evaluate Essential Components that is consistent with and supports the purpose and role of the judiciary;
· Ability to manage Essential Components to strengthen rule of law, judicial independence and impartiality, equal protection, due process, judicial accountability, and public trust and confidence;

· Knowledge of court facility design options and the impact of facilities on public perceptions, access, court performance, people flow, workflow continuity, and staff effectiveness;
· Ability to identify alternative work practices and physical modifications to improve employee workplace ergonomics, safety, effectiveness, and performance;
· Knowledge of the roles, functions, operations, and values of all the agencies, programs, and services that provide the court with Essential Components and their impact on court performance and specific court operations;
· Ability to manage Essential Components so as to promote justice values such as independent and impartial judicial decisions, due process, equal protection, fairness, consistency, and predictability;
· Knowledge of alternative service delivery models, including outsourcing and use of volunteers, interns, practicum students, and community service organizations for diverse Essential Components;
· Knowledge of alternative case management techniques and practices used in Essential Component services and programs;
· Knowledge of funding alternatives for Essential Components and which funding models are appropriate for which programs and services;
· Ability to develop relevant measures and measurement systems to monitor and evaluate Essential Component performance, to hold them accountable, as well as to achieve expected outcomes for litigants, including fair, efficient, and prompt case processing;
Workshop Overview  

There are many Essential Components (services and programs) operated by the court, clerk of court, or justice system partners whose existence and effectiveness directly affect the quality and timeliness of justice in a jurisdiction.  Without effective Essential Components, court performance is compromised and litigants neither feel, nor are, well served.  When aligned with the court’s role and vision, and well managed, these activities, programs, and services contribute as much to prompt and affordable justice, equal access to justice, judicial independence and accountability, and public trust and confidence as caseflow management, the budget process, human resources, and information technology.

Judges and court managers have varying degrees of responsibility regarding the existence, operation, and effectiveness of Essential Components. Therefore, Court leaders must understand the need for, nature of, or level of service provided by a program or service, and how programs or services are delivered.  With this in mind, this curriculum is organized around several premises regarding services and programs supporting judicial activities:

· The court should ensure that the operation of services and programs are aligned with the roles and purposes of the court they serve;

· The design and operation of support services should reflect overt decisions about who will be served, the level of service, and the service delivery model;

· Services and programs should have explicit performance measures linked to their goals and objectives that are regularly gathered and reviewed; and

· The existence and operations of services and programs should be continuously monitored and realigned, when needed, to conform to the needs of clients and the court.

1.5 Hour Workshop 
The 1.5 Hour workshop is designed to present basic concepts to the participants, make them familiar with terminology, and give them a sense of the key elements and principles underlying the organization of service and programs that support judicial activities.  The topics covered are:

1) Introduction to Essential Components – what are they and what the benefits of well run services and programs;

2) Alignment of the existence and operations of services and programs with the roles and purposes of courts;

3) Characteristics of programs and services as it relates to their design, implementation and operation, including:

a) The population to be served by services or programs;

b) Service delivery model options for services and programs;

c) Funding of services and programs; and

d) Governance of services and programs;

4) Oversight and evaluation of the effectiveness of services and programs.
The 1.5-hour workshop includes optional group exercises and is presented in one overall section.

PRE-WORKSHOP ASSIGNMENTS AND GROUP EXERCISES
Pre-Workshop Questionnaire

A pre-workshop questionnaire is provided to collect basic information about participants, their experiences, and their current situations.  If used, the questionnaire should be distributed sufficiently far in advance to allow the faculty to see the responses and modify the program and materials accordingly.

The PowerPoint slides provide questions for the participants to discuss as a whole group.  Exercise 1 is an optional warm-up exercise.
WORKSHOP SCHEDULE

The Workshop Schedule proposed below provides a typical schedule for presentation of the basic subjects.  The order of topics is important, as it builds the skill set for participants from the basic concepts to specific tasks and approaches.

The schedule would need to be modified if other subjects are to be presented instead of those proposed, or if fewer subjects are to be presented to allow for more time for each subject, or if certain subjects need more emphasis in the jurisdiction in which the workshop is being presented.

WORKSHOP SLIDES

Key points for presentation slides are provided for all topics.  The faculty will need to elaborate those points they choose to emphasize to reflect the learning needs and local conditions of the participants, based in part on the participants’ responses to the pre-workshop questionnaire.

If the workshop participants are all from one state or jurisdiction, the rules and practices of the jurisdiction should be not only included, but also emphasized.  However, as this is a basic course, options or alternatives which appear not to be relevant in the jurisdiction should not be deleted in the interest of providing a general understanding of the operation of court support services and programs.

Faculty Notes and Suggested Readings

The readings and reference materials provided here are generic.  Faculty should review the list and add ‘local’ materials relevant to the likely workshop participants.  Examples of jurisdiction-specific materials that should be considered for inclusion are:

· Mission statements and strategic plans for the state or jurisdiction;

· Performance standards and measures for services or programs;

· Laws specifying the eligibility criteria for common services or programs;

· Descriptions of programs and services that can be used as examples and part of exercises in the workshop; and 

· Any recent studies or evaluations of services or programs.

Faculty Readings

1. ESSENTIAL COMPONENTS, NACM Core Competency Curriculum Guidelines, available at: http://www.nacmnet.org/CCCG/cccg_7_corecompetency_resources.html
2. PURPOSES AND RESPONSIBILITIES OF COURTS, NACM Core Competency Curriculum Guidelines, available at: http://www.nacmnet.org/CCCG/cccg_1_corecompetency_purposes.html
3. VISIONING AND STRATEGIC PLANNING, NACM Core Competency Curriculum Guidelines, available at: http://www.nacmnet.org/CCCG/cccg_10_corecompetency_visioning.html
4. COURT COMMUNITY COMMUNICATION, NACM Core Competency Curriculum Guidelines, available at: http://www.nacmnet.org/CCCG/cccg_5_corecompetency_publicmedia.html
5. Bureau of Justice Assistance and American University, Challenges and Solutions to Implementing Problem Solving Courts from the Traditional Court Perspective, April 2008, available at: http://spa.american.edu/justice/documents/2381.pdf , last checked on 15MAY08.

6. Frei, Frances X., “Breaking the Trade-Off Between Efficiency and Service,” Harvard Business Review, pp. 93-101, November 2006, reprint R0611E.

7. Gladwell, Malcolm, The Tipping Point How Little Things can make a Big Difference, Little, Brown and Company, 2000, ISBN 0-316-31696-2.

8. Kerwin, Cornelius, Thomas Henderson, and Carl Baar, “Adjudicatory Processes and the Organization of Trial Courts,” Judicature, vol. 70, no. 2, pp. 99-106, August-September 1986.

9. Levitt, Steven D. and Stephen J. Dubner, Freakonomics, A Rogue Economist Explores the Hidden Side of Everything, William Morrow, an Imprint of HarperCollins Publisher, 2005, ISBN 0-06-073132-X.
10. Pfeffer, Jeffrey and Robert I. Sutton, “Evidence-Based Management,” Harvard Business Review, pp. 62-74, January 2006, reprint R0601E.

11. Surowiecki, James, The Wisdom of Crowds, Doubleday, 2004, ISBN 0-385-50386-5.

12. Surowiecki, James, “The Financial Page - What Ails Us,” The New Yorker, p. 27, July 7, 2003.
13. Readings on performance measures and standards and program evaluation.

Pre Workshop Assignments

1.5 Hour Program

Each participant should be asked to complete and return to the workshop coordinator or faculty a brief questionnaire (see following page) that requests:

· Demographic information about each participant's position, role and work experiences;

· Demographic information about the participant's court, that is, size of court, existence of services and programs, etc.

· Information about issues facing the court regarding its services and programs and what the participant would like to get out of program.

PRE-WORKSHOP QUESTIONNAIRE (Continued)
ABOUT YOU:

1. Present position: 

2. How long have you been in your present position? 
________ Years

3. How long have you worked for the justice system? 
________ Years

4. Highest degree and the subject matter of degree: 

5. Please indicate which of the following responsibilities you have in your present position regarding services or programs you operate or oversee (check all that apply):

___ 
Overall responsibility for the services or programs
___ 
Overall responsibility for some aspects of the service or program
___ 
Identifies the need for and planning of new programs and services, or the need to revise existing services and programs

___ 
Designs and implements new services and programs or revises existing services and programs

___ 
Finding and arranging funding for services or programs
___ 
Operating services or programs
___ 
Overseeing services or programs operated by entities other than your office or the court
___ 
Evaluating the need for and effectiveness of services or programs
___ 
Other, please describe:  


6. Have you recently acquired new or additional responsibilities regarding court support services or programs?  If so, what is the nature of the change?

PRE-WORKSHOP QUESTIONNAIRE (Continued)
ABOUT YOUR COURT:

7. Total number of judicial officers: _________

(Include all types if judicial officers: judges, commissioners, referees, etc.)

8. Total number of full time equivalent employees in your court: _________

(1.0 “full time equivalent” employee is someone who works 40 hours per week)

9. Please list the title and provide a brief description of the services and programs supporting judicial activities that you operate or oversee:  
YOUR COURT’S OPERATIONAL AND PROGRAMMATIC ISSUES:

10. What are the top three challenges or problems facing your court right now regarding court support services or programs?

a)


b)


c)

11.  What are the top three things you most hope to get out of this program?

a)


b)

c)
Curriculum Evaluation

The National Association for Court Management and the Curriculum Development Advisory Committee are interested in feedback from faculty who use this curriculum.  Please return this form by facsimile, mail or email to:

Geoff Gallas, CCCG Program Director

444 Harvey Street

Philadelphia, PA 19144

215-951-2168; 215-951-2167 fax

gsgallas@aol.com
	Name of Faculty:
	

	Telephone No./Email:
	

	Date of Workshop(s):
	

	Workshop Court or Organization:
	

	Number of Participants:
	


In general, how useful and effective is the IT Fundamentals Curriculum for Court Leaders?

	1
	2
	3
	4

	Very useful and effective
	Moderately useful and effective
	Not very useful
	Not useful or helpful at all


Suggestions for curriculum organization and structure:

	

	


Please provide any comments or concerns about each of the following curriculum sections:

	Overview:

	

	

	2.5 Day Workshop:

	

	

	Exercises:
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Fundamentals and Foundations for Court Leaders 

1.5 Hour Workshop

Tab I

Summary, Schedule, Faculty, 

and Participants

National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
Summary

This workshop is intended to introduce the basic concepts of Essential Components to judges, court managers, and court and clerk staff who have responsibility for developing or acquiring, operating, or overseeing programs or services that support the judicial functions of a court or a branch court.  It can also serve as an introductory course for people interested in becoming court managers who need to learn about court support programs and services.

Since this is a “basics” workshop, participants should not be expected to have extensive experience in the design, creation, management, operation, monitoring, or evaluation of the range of services and programs that support judicial officers in performing their official duties.  Participants may have worked in or managed a single service or program, or may have been recently promoted to a position that includes these responsibilities.

Note that as a basic level class the curriculum may cover some subjects that appear not to be relevant in every court or jurisdiction.  However, part of the objective of the basic workshop is to provide an overview of the subject and the basic concepts underlying the operation and management of court support services and programs.  

There are many Essential Components (services and programs) operated by the court, clerk of court, or justice system partners whose existence and effectiveness directly affect the quality and timeliness of justice in a jurisdiction.  Without effective Essential Components, court performance is compromised and litigants neither feel, nor are, well served.  When aligned with the court’s role and vision, and well managed, these activities, programs, and services contribute as much to prompt and affordable justice, equal access to justice, judicial independence and accountability, and public trust and confidence as caseflow management, the budget process, human resources, and information technology.

Judges and court managers have varying degrees of responsibility regarding the existence, operation, and effectiveness of Essential Components.  Therefore, court leaders must understand the need for, nature of, or level of service provided by a program or service, and how programs or services are delivered.  With this in mind, this curriculum is organized around several premises regarding services and programs supporting judicial activities:

· The court should ensure that the operation of services and programs are aligned with the roles and purposes of the court they serve;

· The design and operation of support services should reflect overt decisions about who will be served, the level of service, and the service delivery model;

· Services and programs should have explicit performance measures linked to their goals and objectives that are regularly gathered and reviewed; and

· The existence and operations of services and programs should be continuously monitored and realigned, when needed, to conform to the needs of clients and the court.

Learning Objectives

The workshop addresses the following knowledge, skills, and abilities from the Essential Components Core Competency:

· Knowledge of the Purposes and Responsibilities of the Courts Curriculum Guidelines and how they apply to Essential Components;
· Ability to design, manage, and evaluate Essential Components that is consistent with and supports the purpose and role of the judiciary;
· Ability to manage Essential Components to strengthen rule of law, judicial independence and impartiality, equal protection, due process, judicial accountability, and public trust and confidence;

· Knowledge of court facility design options and the impact of facilities on public perceptions, access, court performance, people flow, workflow continuity, and staff effectiveness;
· Ability to identify alternative work practices and physical modifications to improve employee workplace ergonomics, safety, effectiveness, and performance;
· Knowledge of the roles, functions, operations, and values of all the agencies, programs, and services that provide the court with Essential Components and their impact on court performance and specific court operations;
· Ability to manage Essential Components so as to promote justice values such as independent and impartial judicial decisions, due process, equal protection, fairness, consistency, and predictability;
· Knowledge of alternative service delivery models, including outsourcing and use of volunteers, interns, practicum students, and community service organizations for diverse Essential Components;
· Knowledge of alternative case management techniques and practices used in Essential Component services and programs;
· Knowledge of funding alternatives for Essential Components and which funding models are appropriate for which programs and services;
· Ability to develop relevant measures and measurement systems to monitor and evaluate Essential Component performance, to hold them accountable, as well as to achieve expected outcomes for litigants, including fair, efficient, and prompt case processing;
WORKSHOP SCHEDULE

1.5 Hour Workshop
TIME



TOPIC

8:30 – 10:00 AM
Welcome and Introductions

Overview of Workshop 

ROLES, PURPOSES AND OBJECTIVES OF ESSENTIAL COMPONENTS


CHARACTERISTICS OF PROGRAMS AND SERVICES


Programs and Services Needed





OVERSIGHT AND EVALUATION   




WORKSHOP ENDS

Faculty Bio(s)

(INCLUDE FACULTY BIO(S) HERE)
This section is for the names and bios of workshop faculty. Court and/or court organization sponsors, staff, and others may be included here.

Participants List

(INCLUDE PARTICIPANT LIST HERE)

This section is for the names of workshop participants. Identifying participants by state, court, division, and/or title is often useful.  Organizing and identifying participants by table is also helpful.

essential components
Fundamentals and Foundations for Court Leaders

1.5 Hour Workshop

Tab II

Workshop Slides

The PowerPoint slide presentation together with the faculty notes for this 1.5-Hour Essential Components Workshop is posted with this document.  These materials can be printed for faculty use when delivering this course.  A PDF version of these PowerPoint slides is also posted for your convenience.

National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
essential components
Fundamentals and Foundations for Court Leaders

1.5 Hour Workshop

Tab III

Pre Workshop and Group Exercises

National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
Pre Workshop Assignment
1.5 Hour workshop
Each participant should be asked to complete and return to the workshop coordinator or faculty a brief questionnaire (see following page) that requests:

· Demographic information about each participant's position, role and work experiences;

· Demographic information about the participant's court, that is, size of court, existence of services and programs, etc.

· Information about issues facing the court regarding its services and programs and what the participant would like to get out of program.

PRE-WORKSHOP QUESTIONNAIRE

ABOUT YOU:

1. Present position: 

2. How long have you been in your present position? 
________ Years

3. How long have you worked for the justice system? 
________ Years

4. Highest degree and the subject matter of degree: 

5. Please indicate which of the following responsibilities you have in your present position regarding services or programs you operate or oversee (check all that apply):
___ 
Overall responsibility for the services or programs
___ 
Overall responsibility for some aspects of the service or program
___ 
Identifies the need for and planning of new programs and services, or the need to revise existing services and programs

___ 
Designs and implements new services and programs or revises existing services and programs

___ 
Finding and arranging funding for services or programs
___ 
Operating services or programs
___ 
Overseeing services or programs operated by entities other than your office or the court
___ 
Evaluating the need for and effectiveness of services or programs
___ 
Other, please describe:  

6. Have you recently acquired new or additional responsibilities regarding court support services or programs?  If so, what is the nature of the change?

PRE-WORKSHOP QUESTIONNAIRE (Continued)
ABOUT YOUR COURT:

7. Total number of judicial officers: _________


(Include all types if judicial officers: judges, commissioners, referees, etc.)

8. Total number of full time equivalent employees in your court: _________


(1.0 “full time equivalent” employee is someone who works 40 hours per week)

9. Please list the title and provide a brief description of the services and programs supporting judicial activities that you operate or oversee:  
YOUR COURT’S OPERATIONAL AND PROGRAMMATIC ISSUES:

10. What are the top three challenges or problems facing your court right now regarding court support services or programs?

a)


b)


c)

11.
What are the top three things you most hope to get out of this program?

a)


b)


c)
Essential Components
Fundamentals and Foundations for Court Leaders

1.5 Hour Workshop

Tab IV

Readings and References

National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
Reading and Sources for Additional Information

KEY READINGS
1. ESSENTIAL COMPONENTS, NACM Core Competency Curriculum Guidelines, copy attached and can be found at: 
http://www.nacmnet.org/CCCG/cccg_9_corecompetency_essentialcomp.html [CONSIDER INCLUDING A COPY IN THE WORKSHOP NOTEBOOK]

2. PURPOSES AND RESPONSIBILITIES OF COURTS, NACM Core Competency Curriculum Guidelines, available at:
http://www.nacmnet.org/CCCG/cccg_1_corecompetency_purposes.html
3. VISIONING AND STRATEGIC PLANNING, NACM Core Competency Curriculum Guidelines, available at:
http://www.nacmnet.org/CCCG/cccg_10_corecompetency_visioning.html
4. COURT COMMUNITY COMMUNICATION, NACM Core Competency Curriculum Guidelines, available at:
http://www.nacmnet.org/CCCG/cccg_5_corecompetency_publicmedia.html
5. [Consider adding other references from faculty reading list.]

Faculty and meeting planners should add references or materials specific to the state or jurisdiction in which the workshop is being presented.  Examples would include:
6. State Judiciary or Court Mission Statement

7. State Judiciary or Court Strategic Plan

8. Performance Standards or Performance Measures adopted by the judiciary or courts

9. Program or service descriptions from court annual reports or websites that can be used to demonstrate program design and service delivery method concepts

10. Eligibility criteria and exclusionary factors for programs or services from statutes or program descriptions that can be used to demonstrate scope and participant concepts

11. Management, caseload, and other statistical reports for programs or services that can be used to demonstrate oversight and evaluation concepts
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